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Please Note: 
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understand their rights and responsibilities as Leon County Schools strive to 
maintain a safe and orderly educational environment. The descriptions contained 
within this document do not supersede applicable Florida Statutes or School 
Board Policy. Copies of School Board Policies may be found at 
https://go.boarddocs.com/fla/leon/Board.nsf/ or may be obtained by calling 487-
7177. 
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Nondiscrimination Notification and Contact Information 
“No person shall on the basis of sex, marital status, sexual orientation, race, 

religion, ethnicity, national origin, age, color, pregnancy, disability, military status or 
genetic information be denied employment, receipt of services, access to or participation 
in school activities or programs if qualified to receive such services, or otherwise be 
discriminated against or placed in a hostile environment in any educational program or 
activity including those receiving federal financial assistance, except as provided by law.” 
No person shall deny equal access or a fair opportunity to meet to, or discriminate 
against, any group officially affiliated with the Boy Scouts of America, or any other youth 
group listed in Title 36 of the United States Code as a patriotic society. 

 
An employee, student, parent or applicant alleging discrimination with respect to 

employment, or any educational program or activity may contact: 
 

Deana McAllister, Assistant Superintendent 
Equity Compliance Officer (Employees) 

2757 West Pensacola Street 
Tallahassee, Florida 32304 

 (850) 487-7193 
mcallisterd@leonschools.net 

 
Tonja Fitzgerald, Divisional Director  

Equity Compliance Officer (Students) 
2757 West Pensacola Street 
Tallahassee, Florida 32304 

 (850) 487-7309 
tonja.fitzgerald@leonschools.net 

 
Wallace Knight, Director 

Title IX Compliance Officer 
2757 West Pensacola Street 
Tallahassee, Florida 32304 

(850) 487-7182 
wallace.knight@leonschools.net 

 
A student or parent alleging discrimination as it relates to Section 504 of the 

Rehabilitation Act may contact: 
Jennifer Benton, 504 Specialist 

 (850) 487-7317 
               jennifer.benton@leonschools.net 

 

mailto:mcallisterd@leonschools.net
mailto:tonja.fitzgerald@leonschools.net
mailto:wallace.knight@leonschools.net
mailto:jennifer.benton@leonschools.net
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Student Handbook & Code of Conduct 

Welcome to Leon County Schools Adult & Community Education (ACE)! 

We are excited that you have chosen to continue your educational 
journey with us. Whether you are working toward earning your high 
school diploma, preparing for the GED®, improving your English 
language skills, or advancing your career through workforce training, our 
faculty and staff are committed to supporting your success. 

Our mission is to provide high-quality educational opportunities that 
empower adult learners to achieve their academic, personal, and career 
goals. 

We encourage you to read this handbook carefully. It outlines the 
expectations, policies, procedures, and resources available to help you 
succeed. 

We look forward to celebrating your accomplishments! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ACE STUDENT HANDBOOK & CODE OF CONDUCT 4 | P a g e   
 

 
 

 
 

DIRECTOR 
Regina Browning 

 
Mailing Address: 

526 North Appleyard Drive 
Tallahassee, Florida 32304-2895 

Phone: 850.717-2020 
Fax: 850.717-2060 
URL: ACELeon.org 

MOTTO 

A Great Start for a Better Future! 

MISSION STATEMENT 

The mission of Adult & Community Education (ACE) is to provide 

educational opportunities, through the use of school and community 

resources, which will enable learners to become responsible, 

independent contributors in the community in which they live and work. 

VISION STATEMENT 

Leon County Schools Adult & Community Education will be an engaging, 

safe, and respectful learning environment that embraces change and 

produces academic achievers who appreciate diversity and become 

contributors to our society. 
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ACE PROGRAMS 

 
ADULT HIGH SCHOOL 

Persons who left high school, but lack a few credits to graduate may enroll in the 
Adult High School program. Students are enrolled following an evaluation of the 
student’s official high school transcript or academic history. Students must pass 
graduation assessments and End of Course exams (EOC) as stated in district and 
state guidelines. 
 

CAREER PATHWAYS &  
INTEGRATED EDUCATION TRAINING  

Students who enroll in GED® and ESOL classes are encouraged to participate in our 
Career Pathways and Integrated Education Training (IET) programs. Career 
Pathways and IET provides strategies and support services that enable students to 
advance to higher levels of education and/or employment. The Student Services 
team can assist students in accessing financial aid, completing college or technical 
school applications and preparing to enter the workforce. 
 

ESOL- ENGLISH FOR SPEAKERS OF OTHER LANGUAGES 
ESOL classes offer listening, speaking, reading, writing, and grammar skills to adults 
with limited English. Classes are offered at the beginning, intermediate, and 
advanced levels to help students develop practical communication skills and a 
deeper understanding of American culture.  

 
GED® PREP 

GED® Prep classes prepare students for academic and personal success through 
obtaining the knowledge to pass the GED® test and earn a State of Florida High 
School Diploma. The GED® Preparation course is also offered online to students 
who score level 5 and above on the initial placement test. 
 

HIGH SCHOOL CREDIT RETRIEVAL  
Students enrolled in high school who need to earn a credit to stay on track to 
graduate or improve a grade of D or F to raise their grade point average may register 
to be a co-enrolled student with written permission from their high school guidance 
counselor. Co-enrolled students have access to the online class curriculum, 
materials and a certified teacher to help explain and guide them through the course.  
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ACE ENROLLMENT  INFORMATION 
 

Adult & Community Education has open enrollment.  To enroll in one of our 
programs you will need to adhere to the following: 
 
Adult High School 
All students 16 and older who are not enrolled in another school and lack only a 
few high school credits to complete: 
• Contact your former high school and secure your official transcript and submit to 

ACE Student Services. 
• Upon approval, schedule an intake interview and register for classes. 
 
ESOL Program 
All students 16 and older who are not currently enrolled in another school, may 
register online at www.aceleon.org. 
• Once student completes the online registration form they will receive an email in 

1-2 days with a scheduled appointment for Orientation-Placement Testing and 
Advising on our main campus. 
 

GED® Prep Program 
All students 16 and older who are not currently enrolled in another school, may 
register online at www.aceleon.org. 
• Upon completion of the online registration form, students will need to come to our 

main campus, on the days specified for Orientation-Placement Testing and 
Advising. 

 
High School/Co-Enrollment 
To enroll in our high school credit recovery classes, high school students and/or 
their parents should contact their respective high school counselors. 
 

ACADEMIC HONOR CODE 
 

ACE expects all students to conduct themselves with complete honesty in all 
academic work. Any form of academic dishonesty is a serious offense and can 
result in removal from the school. 
 
ACE will not excuse a lack of awareness or understanding of what constitutes 
academic dishonesty. Any attempt to commit any of the following infractions 
constitutes academic dishonesty. 
 

  Academic dishonesty includes but is not limited to: 
1. Plagiarism: Offering the words, facts, or ideas of another person as your 

own in any academic exercise. Including the submission of work as one's 
own that has been prepared by another person. 

2. Stealing, altering, redirecting, or otherwise tampering with the form or 
content of digital media created or presented by another person without 
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explicit permission of that person. 
3. Forgery, fabrication or falsification of academic documents/projects. 
4. Cheating: To give or receive assistance from material, another person, or any 

other source (books, notes, etc.), including electronic sources, or to attempt 
to do so. 

5. Facilitating Academic Dishonesty: Helping other student(s) commit an act of 
academic dishonesty. 

6. Lying: Deliberately making a statement known to be false or untrue with the 
intent to deceive. 

 
ADULTS WITH DISABILITIES 

 
District Policy 
The Leon County School District does not discriminate against any person on the 
basis of sex (including transgender status, gender nonconforming, and gender 
identity), marital status, sexual orientation, race, religion, ethnicity, national origin, 
age, color, pregnancy, disability, or genetic information. 
 
Leon County Schools adheres to a policy of nondiscrimination in educational 
programs, activities and employment and strives affirmatively to provide equal 
opportunity for all as required by Section 504 of the Rehabilitation Act of 1973 which 
prohibits discrimination against persons with disabilities. 
 

PROCEDURES FOR 504 STUDENTS 
 

504 Student Referral 
Adult students must self-disclose that they have a disability and complete an 
Accommodation Conference Request Form. This information is recorded on the 
ACE 504-Referral Form when the referral is made. 
 
Student Eligibility 
The Section 504 Committee Review Team will determine if the student meets the 
requirements of an eligible individual under Section 504 by discussing the following: 
(a) if a mental or physical impairment exists, (b) if the impairment substantially limits 
any of the student’s major life functions, (c) how the impairment affects the student 
across the educational program, and (d) if the student is eligible for an 
accommodation plan. 
 
Conditions primarily the result of cultural, environmental, or economic factors (e.g., 
homeless, migrant, ELL, poverty, cultural factors, attendance problems, transiency, 
divorce, death of family member and other family crises, or military deployments) 
may not be considered disabling conditions under Section 504. 
 
504 Accommodation Plan Development Meeting 
Eligible students receive a written plan that shall be developed by The Section 504 
Committee within a reasonable timeframe, within 30 calendar days after eligibility 
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determination and documented on the ACE 504/ADA Accommodation Plan Form. 
Written notification of intent to conduct an Accommodation Plan Development 
Meeting for Section 504 services provided to the adult student and instructor. 
 
Accommodations shall be included in the Plan, along with any modifications or 
services the student needs. Educational services, testing accommodations, and 
extracurricular activities shall be considered during the decision-making process. 
Accommodations and adaptations shall not lower, or substantially or fundamentally, 
alter the school division’s standards. The academic success to any particular 
educational outcome of accommodations or modifications is to equalize access to 
programs/activities, and as such, does not necessarily ensure academic success. 
 
The accommodations or services provided will be determined by a consensus of the 
committee. Signatures of participants at this meeting shall be recorded on the 
aforementioned form. 
 
The members of the Section 504 Committee include: (1) the 504 Chairperson; (2) 
administrator/designee; (3) one or more of the student’s instructors; (4) the 
parent/guardian (if Student Consent for Parent Participation Form is provided); (5) 
the student; and (6) other staff knowledgeable of the student’s functioning and the 
meaning of the data (e.g., psychologist, outside agencies). 
 
Members of the committee and instructors are to review and select the most 
effective strategies/accommodations that will assist students’ success within the 
program. Within the scheduled 504 meeting, members of the committee (including 
the student) will collaborate to select the most suitable accommodations. 
 
Review Procedures for Plan/Reevaluation 
Section 504 Plans shall be reviewed at least annually, prior to the anniversary date. 
The Section 504 Committee will meet to review student information, which may 
include: current progress, attendance data, student records (including group-
administered achievement tests), work samples (as appropriate), and any 
information the parents may provide. Revise the 504 Plan as needed based on the 
present level of functioning and confirm the reevaluation date with the committee. 
 
During the Section 504 annual review meeting, the Section 504 Committee will 
complete the 504-Plan Follow-up Form following the guidelines in the Selection of 
Accommodations and Plan Development section of this document. Signatures of all 
persons participating in Section 504 annual review meeting shall sign the 504-Plan 
Follow-up Form. 

 
ATTENDANCE AND PROGRESS 

 
ACE students demonstrate their commitment to learning by attending class on time 
and by participating in class activities. Students who do not come to class on time 
every day do not make rapid progress because they do not learn the skills necessary 
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for them to succeed. You are expected to arrive on time and stay for the entire class 
period. You are not to leave the classroom during scheduled class time without a 
legitimate reason and teacher permission. 
 
When you have missed six consecutive days, you will be withdrawn from your class 
after the sixth absence. If you return during the term, report to the Placement and 
Advising Instructor to have paperwork completed. You will allowed to reenroll only 
each semester. 
 
ACE is a performance-based school. Your teacher will regularly evaluate your 
progress as measured by Measurable Skills Gains. If you fail to show consistent 
progress, the school reserves the right to withdraw you for any of the following 
reasons: failure to participate in class activities designed to help you meet the 
academic standards required for adult education programs in Florida, failure to take 
the required student performance assessments when scheduled, refusal to take 
direction from the teacher or the administration. 
 

BULLYING AND HARASSMENT – LCSB POLICY 5517.01 
 
The School Board is committed to providing an educational setting that is safe, secure, and 
free from harassment and bullying of any kind for all of its students, school employees, and 
volunteers. The Board will not tolerate bullying and harassment of any type. Conduct 
that constitutes bullying and harassment, as defined herein, is prohibited: during any 
education program or activity conducted by the District; during any school-related or school-
sponsored program or activity or on a school bus of the District; or through the use of data or 
computer software that is accessed through a computer, computer system, or computer 
network of the District. Consequences and remedial action for students who commit an act of 
bullying or harassment will be determined in accordance with School Board Policy 5517.01 

 
BUS TRANSPORTATION 

 
StarMetro, the city bus, provides services to ACE. For more information call 
StarMetro at 850-891-5200. 

 
CHANGE OF NAME OR ADDRESS 

 
Students are required to promptly notify the Student Services Office, as well as the 
instructor, of any change in name, address, or phone number. A name change 
requires legal documentation. Students may obtain a change of address form in 
Student Services to request an update. 

 
CIVILITY IN SCHOOLS – LCSB POLICY 1380 

 
The School Board believes that a staff member should be able to work in an 
environment free of threatening speech or actions. This policy promotes mutual 
respect, civility, and orderly conduct among District employees, parents, and the 
public. This policy is not intended to deprive any person of his/her right to freedom 
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of expression, but only to maintain, to the extent possible and reasonable, a safe, 
harassment-free workplace for staff members.  
 
Threatening behavior consisting of any words or deeds that intimidate a staff member 
or cause anxiety concerning physical well-being is strictly forbidden. Any parent, 
visitor, staff member, volunteer, or agent of the Board who is found to have 
threatened a member of the staff will be subject to discipline or reported to the 
authorities. Members of the District staff will treat parents and other members of the 
public with respect and expect the same in return.  
 
The Board is committed to maintaining orderly educational and administrative 
processes in keeping schools and administrative offices free from disruptions and 
preventing unauthorized persons from entering school/District grounds. Staff will 
take the necessary actions to protect students' and other employees' personal safety 
and positive work environment.  
 
Any individual who disrupts or threatens to disrupt school/office operations; threatens 
the health and safety of students or staff; willfully causes property damage; uses loud 
and/or offensive language which could provoke a violent reaction; or who has 
otherwise established a continued pattern of unauthorized entry on School District 
property, will be directed to leave school or School District property promptly by the 
site administrator or designee, or shall be escorted from the property with the 
assistance of other staff or a law enforcement officer.  
 
If any member of the public uses obscenities or speaks in a demanding, loud, 
insulting, and/or demeaning manner, the administrator or employee to whom the 
remarks are directed will attempt to calmly and politely admonish the speaker to 
communicate civilly. If corrective action is not taken by the abusing party, the District 
employee will verbally notify the abusing party that the meeting, conference, or 
telephone conversation is termination and, if the meeting or conference is on District 
premises, the offending person will be directed to leave promptly. 

 
DESTRUCTIVE DEVICES ON SCHOOL PROPERTY 

 
A “destructive device” includes, but is not limited to the following: any explosive, 
incendiary, or poison gas bomb, grenade, mine, rocket, missile, or similar device; 
and includes any type of weapon which will, or is designed to or may readily be 
converted to, expel a projectile by the action of any explosive and has a barrel with 
a bore of one-half inch or more in diameter and ammunition for such destructive 
devices. 

DIVERSITY 
 

Leon County Schools is committed to building and maintaining a diverse, 
accessible, civil, and supportive learning community. It fosters respect and 
understanding among all cultures and all individuals who work, study, live, 
and teach within this community. Bigotry, expressions of hatred or prejudice, 
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behaviors that infringe upon the freedom and respect that every individual 
deserves, and harassment of any kind transgress the school’s purposes and 
values. Just as learning benefits from the interplay of teaching and scholarship in 
a variety of disciplines, so does the school community learn and profit from diverse 
cultures and perspectives. 

 
DRUG-FREE SCHOOLS 

 
It is the intent of the School Board that all schools, school-sponsored activities, and 
school vehicles shall be drug free. The School Board recognizes that the misuse of 
drugs is a serious problem with legal, physical, and social implications for the whole 
school community. As the educational institution of this community, the schools 
should strive to prevent drug abuse and help drug abusers through education. The 
Board, through this policy, establishes a drug-free zone within 1,000 feet of any 
facility used by the District for educational purposes. 
 
Possession or consumption of alcohol or illegal drugs on school grounds, when 
documented, is considered serious enough to warrant the student’s immediate 
administrative withdrawal from school. Alcohol violations are enforced as described in 
Florida Statute 562.111. Drug violations are enforced as described in Florida 
Statute 893. 
 

EMERGENCY PROCEDURES 
 
When you become aware of an emergency situation where life or property is 
threatened, immediately call 9-1-1 then contact ACE Administration at 
850.717.2020. 
 

ENFORCEMENT AUTHORITY OF & CRIME REPORTING BY  
SCHOOL RESOURCE OFFICER 

 
The Leon County School System has a law enforcement contract with the Leon 
County Sheriff ’s Department to have a school resource officer at ACE. The deputy is 
available to all students. Please contact him/her whenever needed through the 
Administration office. 
 
EVACUATION PROCEDURES 
Different emergencies require different protective actions to keep the members of the 
campus community safe. The unpredictable nature of emergency situations 
requires quick action and clear thinking to avoid death or injury. The procedures in 
this handbook contain guidelines for protecting yourself during most emergencies, 
but will not provide an absolute solution or every circumstance. During an actual 
disaster or emergency, the ACE Administration and first responders may 
supplement these procedures with detailed instructions via ACE’s emergency 
communications protocols. Any specific instructions given during an incident are to 
take precedence over information in this handbook. 
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WHEN TO EVACUATE 
• Anytime you hear the fire alarm bells or siren in your building. EVACUATION IS 
MANDATORY DURING FIRE ALARMS, UNLESS OTHERWISE DIRECTED. 
• If you smell smoke or know an actual fire is burning. 
• During an active shooter situation, when you can carefully escape an active 
shooter and a safer alternative is not available (i.e., locking doors). 
• When instructed to do so by a police/sheriff officer, by local fire/EMS personnel, 
or when directed by emergency alerts. 
WHEN NOT TO EVACUATE 
• When a tornado warning is given, (go to the designated shelter location for the 

building you are in). This will be reviewed by instructors each semester. 
• When it is unsafe to do so (i.e., active shooter nearby, fire blocking exit). 
• During a power failure. 
• When instructed not to evacuate by a police/sheriff officer, by local fire/EMS 

personnel, or when directed not to by emergency alerts. 
WHAT TO DO IF YOU MUST EVACUATE 
1. Listen carefully to instructions of emergency personnel. 
2. Remain calm and quiet (please keep talking to a minimum so instructions can 

be clearly heard). 
3. If time allows, quickly gather critical personal belongings (ID cards, keys, 

purses, wallets, etc.). If imminent danger exists, do not attempt to gather 
belongings! 

4. Exit via closest exit. 
5. Proceed to the building’s designated indoor or outdoor evacuation area, or to an 

alternate area, if instructed to do so. 
 
ACTIVE SHOOTER 
An active shooter emergency involves one or more persons, using a firearm, 
engaging in a random or systematic shooting spree. While the vast majority of 
shootings in this country are over in a matter of minutes, involving persons known to 
one another, and are confined to a particular area, the active shooter incident does 
not necessarily follow this template. 
 
This type of incident can last for minutes or hours, range over a large and constantly 
changing area, and threaten everyone within close proximity of the shooter(s). 
Persons may or may not receive advance warning of an active shooter. A witness, 
personal observation or the sound of gunshots may be the only alert you receive, 
leaving little time to react. The sound of gunshots, unlike special effects in movies 
and television, may sound muffled and make a “pop, pop, pop” noise. 
 
It is reasonable to assume that a series of such noises are gunshots and you should 
begin to take necessary precautions. Traditional response to this type of incident 
has been to shelter in place and wait for the police to arrive. While this type of 
response is not completely wrong, case studies of several active shooter incidents 
have shown that using only this response has resulted in an increase in casualties. 
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ACE has adopted the “ALICE” response plan to assist you in your response should 
this type of incident occur. 
 
ALICE 
“ALICE” is an acronym for 5 steps you can utilize in order to increase your chances 
of surviving a surprise attack by an Active Shooter. ALICE means Alert, Lockdown, 
Inform, Counter and Evacuate. It is important to remember that the “ALICE” 
response does not follow a set of actions you “shall, must, will” do when confronted 
with an Active Shooter. Your survival is paramount in this situation. Deal with known 
information and don’t worry about unknowns. You may use only 1 or 2 parts of the 
response plan or you may have to utilize all 5. In this type of incident, your 
perception is the reality and you will be deciding what the appropriate action for you 
to take. 
 
Alyssa’s Law: Alert Systems in Public Schools 
SB 70, Alert Systems in Public Schools, by Senator Lauren Book (D-Plantation), 
creates “Alyssa’s Law,” requiring each public school to implement an interoperable 
mobile panic alert system, known as “Alyssa’s Alert”, capable of connecting diverse 
emergency services technologies to ensure real-time coordination between 
multiple first responders. The bill is named after Alyssa Alhadeff, a student at 
Marjory Stoneman Douglas High School in Parkland, Florida, who was among the 17 
killed on February 14, 2018. 

 
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974 

(FERPA)_RELEASE 
 
For adult students, the Family Educational Rights and Privacy Act of 1974 
(FERPA) Release provides for the confidentiality of student education records. 
ACE may not disclose educational information nor permit inspection of a 
student’s education records without the written permission of the student unless 
such actions are covered by certain exceptions as stipulated in FERPA. 

 
In accordance with the Federal Educational Rights and Privacy Act of 1974 (FERPA), 
as amended, a student's education records are maintained as confidential by Adult 
& Community Education School (ACE) and, except for a limited number of special 
circumstances listed in that law, will not be released to a third party without the 
student's prior written consent.  The law, however, does allow ACE to release student 
"directory information" without obtaining the prior consent of the student.  At ACE we 
consider "directory information" to be those items of information listed below in this 
form.  If you do not want ACE to release your directory information without your prior 
consent, you may choose to "opt-out" of this FERPA exception below.  Directory 
information of a student who has opted out from the release of directory information, 
in accordance with this policy/procedure for opting out, will remain flagged until the 
student requests that the flag be removed by completing and submitting the 
revocation section of this form to the office of Student Services or until the student 
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leaves ACE. 
 
I request the withholding of my personally-identifiable information that ACE has 
identified as Directory Information under FERPA which includes program of study, 
certification/credential earned, image/photograph, enrollment status, dates of 
attendance, awards/honors earned and date of graduation.  I understand that upon 
submission of this form, my information cannot be released to third parties without 
my written consent or unless ACE is required by law or permitted under FERPA to 
release such information without my prior written consent; and that directory 
information will not otherwise be released from the time the office of Student Services 
receives my form until the opt-out request is rescinded. 
 
I understand that I may not opt out of use of my student ID number because it is 
necessary identifying information for ACE.  I further understand that if directory 
information is released prior to the office of Student Services receiving my opt-out 
request, ACE may not be able to stop the disclosure of my directory information.  I 
understand that I may request and challenge how my directory information is used 
by contacting the Registrar at ACE. 
 

GED® TESTING 
 

ACE is an official Leon County Testing Center for the GED® Examination. Upon 
successful completion of the GED® test, a student shall earn a State of Florida High 
School Diploma and shall be considered a high school graduate. The test is 
computer-based and comprised of four subtests: Reasoning through Language Arts, 
Mathematical Reasoning, Social Studies, and Science. 

• To take the test, a person must be 18 years of age or older at the time of 
application and present on the day of testing a valid government issued ID. 

• Students, ages 16 to 17, who want to take the GED® test must meet the 
following criteria:  
The student must possess a valid government issued identification, create a 
GED® account and must schedule to take the GED® Ready tests in a 
proctored environment at ACE. The student must pass all four GED® Ready 
tests with a “LIKELY TO PASS” score of 145 or higher and provide copies of 
the official score report displaying the student’s name, GED® identifier, test 
subject, and test score. All GED® Ready tests must be taken within one year 
of the GED® age waiver application. Complete the ACE GED® Age Waiver 
Application and submit test scores for waiver approval to FLDOE. 

• Extraordinary circumstances are also considered and include emotional, 
psychological, medical or serious social difficulty prohibiting the student from 
attending regular classes. Administrator’s discretion is also allowed in special 
classes. 
 

There are no refunds for the GED® test. A student must reschedule a test through 
the GED® Testing Service at www.ged.com/1-877-392-6433 at least 24 hours in 

http://www.ged.com/
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advance of a scheduled test. 
 
What to Expect on Test Day 

How early should I arrive on test day? 
You need to check into the testing center at least 15 minutes before your scheduled 
GED® test appointment. If you arrive more than 15 minutes after your scheduled 
appointment time, you may not be admitted and could lose your test fee. 

Admission Policy:  You are required to bring identification to your test 
appointment.  If you do not present proper ID you will be turned away on the day of 
testing and will lose your test payment(s). You are required to bring a non-expired, 
government-issued photo ID with you on test day.  
 
Personal belongings are not allowed with you in the testing room. This includes food, 
beverage, coats, hoodies, purses, hats, wallets, keys, cell phones, etc. The testing 
center will provide a secure place to keep your personal belongings while you are 
testing. Please be aware that students may not wear hoodies in the testing 
room. 
 
You will be given an erasable white board and a marker to take in with you. All 
personal items must remain outside of the testing room in a secure area. 

 
GRADUATION 

 
Students who have completed all program requirements are eligible to participate 
in the graduation ceremony. The ceremony is held at the end of the Fall, Spring and 
Summer Semesters, family and friends are invited. Graduation information will be 
provided to eligible students nearing completion. There is a fee to participate in 
graduation ceremonies. This fee is non-refundable. 

 
HOURS OF OPERATION 

 
ACE’s main office is open 7:30 a.m. – 4:00 p.m. Monday, Wednesday and Friday; 
7:30 a.m. – 7:00 p.m. Tuesday and Thursday. Summer and holiday hours may vary 
and will be posted. 

 
LOCKDOWN 

 
Lockdown is a tool used by emergency responders during situations when it may be 
more dangerous to evacuate a building than to keep occupants inside. By controlling 
entry/exit and movement within a facility, emergency personnel are better able to 
contain and handle any threats (e.g., active shooters, terrorists). An emergency 
lockdown notification may be sent from ACE Administration, the Leon County 
Schools Department of Safety and Security, or from local law enforcement. 
It is essential for the safety of the campus community and emergency responders 

https://ged.com/faqs/expect-test-day/#content-expander-0
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that individuals comply with instructions provided via alerts and by emergency 
personnel at all times. A lockdown will not prohibit you from exiting a building if you 
are in immediate danger and safe escape is possible. 
 

REFUNDS 
 
A new GED, ESOL, or Adult High School Credit student may withdraw and be entitled 
to a 100% refund if it is requested during the original orientation week. It is the 
student’s responsibility to request the refund if they do not wish to attend 
classes. The student must bring the paid tuition receipt to the ACE office during the 
original week to request a refund. For returning students no refunds will be given. 
Tuition will not be refunded if the student is withdrawn for disciplinary reasons. 
 

SCHEDULE OF CLASSES 
 
Registration is an open entry process; therefore, students may enroll throughout the 
school year.  Classes are available morning, afternoon or evening on the Appleyard 
Campus. Students must be at least 21 years of age in order to attend evening 
clases.  In order to be considered for our online class, CASAS scores of 5 and 6 on 
the Math and Reading are required. 

 
SEARCH AND SEIZURE BY SCHOOL PERSONNEL – LCSB POLICY 5771 

 
The School Board recognizes that the privacy of students or their belongings may not 
be violated by unreasonable search and seizure and directs that no student be 
searched without reasonable suspicion or in an unreasonable manner. 
  
The Board acknowledges the need for in-school storage of student possessions 
and shall provide storage places, including desks and lockers, for that purpose. 
Such spaces remain the property of the Board and, in accordance with law, may be 
the subject of random search. Where locks are provided for such places, students 
may lock them against incursion by other students, but in no such places shall 
students have such an expectation of privacy as to prevent examination by a school 
official. The Board directs the school principals to conduct a routine inspection at 
least annually of all such storage places. 
 
School authorities are charged with the responsibility of safeguarding the safety and 
well-being of the students in their care. In the discharge of that responsibility, school 
authorities may search the person or property, including vehicles, of a student, 
with or without the student's consent, whenever they reasonably suspect that the 
search is required to discover evidence of a violation of law or of school rules. These 
searches should be conducted in the presence of another authorized person. The 
extent of the search will be governed by the seriousness of the alleged infraction and 
the student's age. These searches must have prior review and authorization of the 
Principal or Site Administrator. This authorization to search shall also apply to all 



ACE STUDENT HANDBOOK & CODE OF CONDUCT 17 | P a g e   
 

situations in which the student is under the jurisdiction of the Board. 
 
Administrators are permitted to conduct a random search of any student's locker and 
its contents at any time, providing proper notice has been posted in the locker areas 
of each building. 
 
Strip searches of a student's person or intimate personal belongings by school staff 
are not permitted, and shall only be conducted by appropriate law enforcement or 
intake facility personnel. 
 
The Board also authorizes the use of canines, trained in detecting the presence of 
drugs, weapons, or other harmful devices, when the Superintendent has 
reasonable suspicion that illegal drugs, weapons, or other harmful devices may be 
present in a school. This means of detection shall be used only to determine the 
presence of drugs, weapons, and other harmful devices in locker areas and other 
places on school property where such substances could be concealed. Canine 
detection must be conducted in collaboration with law enforcement authorities or with 
organizations certified in canine detection and is not to be used to search individual 
students unless a warrant has been obtained prior to the search. Pursuant to 
Policy 7440, the Superintendent is also authorized to use metal detectors for this 
purpose as well. 
 

SEVERE WEATHER  
 
DEFINITIONS OF SEVERE WEATHER CONDITIONS 
• Thunderstorm Watch - High winds, lightning, and hail are possible. 
• Thunderstorm Warning - Large hail, lightning, and damaging winds are expected. 
• Tornado Watch - Tornadoes and severe thunderstorms are possible. 
• Tornado Warning - A tornado has been detected. TAKE SHELTER 
IMMEDIATELY! 
• High Winds Warning - Winds of at least 40 miles per hour are expected. 
WHAT YOU SHOULD DO IF A TORNADO WARNING IS ISSUED 
1. Do not wait for instruction. Follow procedures and move to your designated 
tornado shelter area, or center hallway of the building you are in if you are unable 
to reach your designated area. 
2. Stay away from windows and doors with glass panes. 
3. Sit or crouch in an inner hall or room. 
4. Do not leave the tornado safety area until given the all clear from emergency 
personnel or ACE staff. 
 

SEXUAL HARASSMENT POLICY-Policy 5517 
 
It is the policy of the School Board to maintain an educational and work environment that 
is free from all forms of unlawful harassment, including sexual harassment. This commitment 
applies to all School District operations, programs, and activities. All students, 
administrators, teachers, staff, and all other school personnel share responsibility for 

http://www.neola.com/leon-fl/search/policies/po7440.htm


ACE STUDENT HANDBOOK & CODE OF CONDUCT 18 | P a g e   
 

avoiding, discouraging, and reporting any form of unlawful harassment. This policy applies 
to unlawful conduct occurring on school property, or at another location if such conduct 
occurs during an activity sponsored by the Board. 
 
The Board will vigorously enforce its prohibition against harassment based on sex, race, 
color, national origin, religion, disability, or any other legally prohibited basis, and encourages 
those within the School District community as well as third parties, who feel aggrieved to 
seek assistance to rectify the problems. The Board will investigate all allegations of unlawful 
harassment and in those cases where legally prohibited harassment is substantiated, the 
Board will take immediate steps to end the harassment. Individuals who are found to 
have engaged in unlawful harassment will be subject to appropriate disciplinary action. 
 
For purposes of this policy, "School District Community" means students, administrators, 
teachers, staff, and all other school personnel, including Board members, agents, 
volunteers, contractors, or other persons subject to the control and supervision of the Board. 
 
For purposes of this policy, "third parties" include, but are not limited to, guests and/or 
visitors on School District property (e.g., visiting speakers, participants on opposing athletic 
teams, parents), vendors doing business with, or seeking to do business with, the Board, 
and other individuals who come in contact with members of the School District community 
at school-related events/activities (whether on or off School District property). 
 
The Board will also take immediate steps to impose disciplinary action on individuals 
engaging in any of the following prohibited acts: 
 
Retaliating against a person who has made a report or filed a complaint alleging unlawful 
harassment, or who has participated as a witness in a harassment investigation. Filing a 
malicious or knowingly false report or complaint of harassment. 
 
Disregarding, failing to investigate adequately, or delaying investigation of allegations of 
unlawful harassment, when responsibility for reporting and/or investigating unlawful 
harassment charges comprises part of one's supervisory duties. Any student who believes 
he or she has been placed in a hostile environment or harassed by another student or any 
other person in the school, on a school bus, or while participating in a school activity may 
file a complaint utilizing the Student Grievance Procedure in this Code of Conduct with the 
District’s Equity Officer, Leon County Schools, 2757 West Pensacola Street, Tallahassee, 
Florida 32304, (850) 487-7306.  
 

STUDENT BACKPACKS 
 
Students may carry a backpack while on campus except for times deemed not 
allowed by the director.  School authorities are charged with the responsibility of 
safeguarding the safety and well-being of the students in their care. In the discharge 
of that responsibility, school authorities may search the person or property, 
including vehicles, of a student, with or without the student's consent, whenever 
they reasonably suspect that the search is required to discover evidence of a 
violation of law or of school rules. 
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STUDENT COMMUNICATION 
 
ACE is committed to the following:  

• Giving clear directions and guidance as to the status of our programs and 
general school operations 

• Developing electronic communications with students 
• Utilizing the following web platforms: 

o Facebook & Instagram for the public, students and staff 
o School website: communication to the public, students and staff 
o Office 365 Applications: for email and office applications 
o Remind App: for communicating with staff 

 
In the event of a sudden campus closure, or change in academic delivery method, 
all students will be initially notified electronically via email, text,  and social media 
announcements. 

 
STUDENT ID 

 
All students must have a valid ID badge while on campus and display it in a visible 
manner with picture facing out, on the outside of clothing between the collar and at 
or above the waist at all times while on campus. Students must report a lost, stolen, 
or misplaced ID badge to your teacher and obtain a new card. 
 
ID cards are issued in each school semester. There is a replacement fee of $5.00 
for an ID card.  

 
STUDENT  ORIENTATION 

 
All students are required to attend orientation. 
 

STUDENT  REGISTRATION 
 
Prior to enrollment at ACE, all students are expected to complete the online 
registration and orientation process at aceleon.org.  

 
STUDENT SERVICES 

 
ACE’s Student Services is comprised of multiple resources for students, including 
Testing and Career Counseling.  
 

TOBACCO-FREE CAMPUS RULE 
 
Students shall be prohibited from possessing and/or using tobacco products while 
on school property and/or when on a school bus participating in school-sponsored 
activities. (See Policy 5512 – Tobacco-Free Environment) For purposes of this rule, 
“Use of Tobacco Products” means smoking, burning, chewing, vaping, snuffing, 



ACE STUDENT HANDBOOK & CODE OF CONDUCT 20 | P a g e   
 

dipping, or otherwise ingesting or deriving the effects of tobacco and shall include 
the use of tobacco-like substances or products intended to provide or simulate the 
effects of tobacco including, but not limited to, electronic cigarettes or similar 
devices. 
 

TRANSCRIPTS 
 
Adult High School Transcript request must be submitted to Student Services, along 
with a $10.00 service charge. Requests typically take 3-5 business days to complete.  
For students in the GED Prep® Program, transcripts and diplomas must be ordered 
through students’ GED accounts directly from GED Pearson Vue. Students may also 
call 877.392.6433 for more assistance. 
 

TUITION 
 

The Leon County School Board, within the guidelines set forth by the Florida 
legislature, approves tuition fee schedules.  
 

VISITORS 
 

Students are expected to inform friends and acquaintances not to visit them at school 
during class time unless prior approval is received from administration. 
 

WEAPONS ON SCHOOL PROPERTY LCSB POLICY – 7217 
 
The School Board prohibits any visitor from possessing, storing, making, or using a 
weapon, including a concealed weapon, in a school safety zone and any setting that 
is under the control and supervision of the Board for the purpose of school activities 
approved and authorized by the Board including, but not limited to, property leased, 
owned, or contracted for by the Board, a school-sponsored event, or in a Board-
owned vehicle. Weapons and firearms as defined in F.S. 790.001 and include, but 
are not limited to, firearms, guns of any type, knives, razors, clubs, electric weapons, 
metallic knuckles, martial arts weapons, ammunition, and explosives. For purposes 
of this policy, the term "weapon" also means any object which, in the manner in which 
it is used, is intended to be used, or is represented, is capable of inflicting serious 
bodily harm or property damage, as well as endangering the health and safety of 
persons. The Superintendent shall require that any visitor possessing a weapon or 
other device designed to inflict serious bodily harm, including a concealed weapon, 
is reported immediately to the appropriate law enforcement agency, regardless of 
whether such visitor possesses a valid concealed weapon license. A weapon may 
be brought on District property for educational purposes under controlled 
circumstances when authorized by the Superintendent. The Board directs the 
Superintendent to post notices prohibiting the carrying and possession of concealed 
weapons in a school safety zone, including schools and school buildings, on school 
premises and school buses, and at school activities. The Superintendent shall 
conspicuously post such notices at each entrance of a school and/or school building 
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and in areas inside the building where visitors are required to report. Notices shall 
also be posted at each entrance leading into a school activity (particularly those 
activities held outside of the school building) and parcel of land. Further, notices shall 
be posted in each school bus and other Board-owned vehicle, including a school 
van. Pursuant to F.S. 790.115(2) (a) 3, for the purpose of campus parking privileges, 
this prohibition shall include any firearm or weapon even if securely encased in a 
vehicle or other private conveyance regardless of licensure or permit. The District 
will post appropriate signage at all properties. 
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STUDENT CODE OF CONDUCT FOR ADULT LEARNERS 
 
By applying and registering at Adult & Community Education (ACE), all students 
agree to abide by all regulations, the student handbook and other school 
publications, as well as federal, state and local laws. 
 
 As an adult education institution, the school expects students to be mature and 
exhibit self-control at all times and places. Any student whose conduct or dress 
is in violation of the law, is a public nuisance or is deemed improper and 
detrimental to the school, and/or does not abide by the policies of a program may be 
subject to disciplinary action, including being placed on a behavioral contract, 
probation, suspension, withdrawal or denial of reenrollment. 
  
All students that attend Adult & Community Education (ACE) are subject to the 
School District of Leon County Code of Conduct for Students.  

 
SCOPE OF AUTHORITY 

 

The Director has the right to determine the appropriate response for the 
misconduct and the corresponding level of the offense based on the facts and 
circumstances of the incident in accordance with Florida statutes sections 
1003.31 or 1006.61. 

 
Proceedings of the investigation of each case and the action taken will be 
officially recorded. Students are expected to respect the rights and welfare of other 
members of the school community and its guests. This district recognizes that a 
thoughtful and reasoned search for truth can be conducted only in an atmosphere 
that is free of intimidation and coercion. As such, violence, the threat of violence, 
disruption to the learning process and intimidation are unacceptable to the adult 
learning community. Students are expected to assume full responsibility and will 
be held accountable for their individual or collective actions. 

 
Certain conduct and actions while on campus shall be considered improper 
conduct and shall be subject to disciplinary action which may include suspension 
or withdrawal. Each case will be reviewed on an individual basis by the director or 
his/her designee giving each student the fundamental right of procedural due 
process. The degree of formality associated with a conference or hearing in the 
determination of a suspension or withdrawal will depend upon the nature of the 
offense and the severity of the sanctions that may be imposed as a result. Only the 
Director, Coordinator, or their designee has the authority to suspend a student. 
Only the Director has the authority to withdraw a student. 
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STUDENT INTAKE INTERVIEW 
 

An intake interview will occur for any adult learners that have previous disciplinary 
infractions in a Leon County School.  The adult learner will be required to sign a 
behavioral contract for entry. 
 

ACE STUDENT RULES 
 

1. Show respect and consideration toward self, others, and property. 
2. Arrive on time and stay for the entire class. 
3. Silence cell phones, headsets, ears buds, etc. during valuable class time. 
4. Prepare and remain actively engaged in class by participating and asking 

questions. 
5. Maintain proper and appropriate dress for our adult school. 
6. Demonstrate maturity in words and actions. 
7. Engage in behaviors that support a productive and positive learning 

environment. 
8. Use the internet exclusively for educational purposes only. 
9. The use of drugs, alcohol, tobacco, e-cigarettes (vaping), and weapons on 

campus is strictly prohibited. 
 

DRESS AND GROOMING - LCSB POLICY 5511 
 

All students shall practice appropriate dress and grooming at all times. Appropriate 
dress is clean, safe, modest, and non-disruptive. Inappropriate dress will be handled 
according to disciplinary procedures. 

The School Board recognizes that each student's dress and grooming is a 
manifestation of personal style and individual preference. The Board will not interfere 
with the right of students and their parents to make decisions regarding their 
appearance, except when their choices interfere with the educational program of the 
schools. The Board authorizes the Superintendent to establish a reasonable dress 
code in order to promote a safe and healthy school setting and enhance the 
educational environment. The dress code shall be incorporated into the Student 
Code of Conduct. Items of apparel that when worn together are usually indicative of 
gang membership or apparel that contain a message that is obscene or promotes 
illegal activities, drugs, discrimination, alcohol, or tobacco products shall not be 
permitted on school grounds or at school sponsored functions. Students shall not 
wear hats or sunglasses in the classroom, hallways or other indoor instructional 
spaces. While on school grounds during the regular school day, students are 
prohibited from wearing clothing that exposes underwear or body parts in an indecent 
or vulgar manner or that disrupts the orderly learning environment. 
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ACE DRESS CODE 
 

Shirts: 
 Must cover chest/breast and back (no cleavage allowed). 
 Each strap must be 2 inches or wider. 
 Must not expose the stomach or back when both hands are placed above 
head. 
 Must not show excessive armpit area. 
 Must not be made of "see-through" material. 

Skirts, Dresses, and Shorts: 
 Must reach beyond the tips of fingers when in a standing position. 

Pants and Shorts: 
 Waist of attire must not fall below the waistline. 
 

Underwear: 
 Boxers, briefs, bras/bra straps, etc. must not be exposed at any time. 

Jackets: 
 May not be used for the purpose of covering inappropriate attire. 

Attire, Jewelry, and Tattoos: 
 Must not be sexually suggestive. 
 Must not feature crude or vulgar commercial lettering, printing, or drawings. 
 Must not depict drugs, tobacco, or alcoholic beverages. 
 Must not be indicative of gangs or gang membership. 
 Must not be sheer and/or tight to reveal underwear or body parts. 
 Footwear is required. 

Medical/Cultural/Religious Attire: 
 Is permitted if part of a cultural activity, a religious uniform, or needed for 
medical reasons. 

 
Clothing Items that are not permitted include: hair bonnets, hair scarves, do-
rags, pajamas, bedroom/house slippers. 

 
DISCIPLINARY SANCTIONS/CONSEQUENCES 

 
1. Warning: A written reprimand to the student indicating that repetition of said 

act will be cause for further disciplinary action; copies of which will be 
placed in student discipline files. 

 
2. Restitution: Reimbursement or payment for damage to or 

misappropriation of property. 
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3. Suspension: Exclusion from classes and other privileges or activities, as 
set forth in the notice of suspension for a defined period of time. 

 
4. Withdrawal: Disenrollment of the student from school, terminating their 

status as an enrolled student in the school. In accordance with State 
Statute 1006.61, this is for a minimum of 2 years. 

 
5. Other: Other types of discipline, as set forth in school regulations and 

consistent with the incident involved, such as: a letter of apology to 
aggrieved parties, community service, repair of damages, mandatory 
attendance of an anger management seminar, etc. 

 

INFRACTIONS REQUIRING INFORMAL CONSEQUENCES 
 

Minor offenses will be dealt with by the classroom instructor who may utilize 
appropriate classroom management procedures, which shall be consistently applied 
to all students. Instructors will maintain their own documentation on all minor 
offenses. If a student engages in repetitive behavior of these minor offenses, 
the classroom instructors will then write a referral. 
 
 

Infraction Explanation 
Class disruption Disturbing or interrupting the orderly educational process 

Disrespect, disobedience, or 
defiance of school staff 

Student makes a deliberate decision not to com- ply with instructions or 
directions of School Board employees which results in a disruptive learning 
environment 

Tardiness Consistently being late to class. 

Disregard for school procedures, 
including parking violations 

Engaging in behaviors and practices which are detrimental to the safety 
and welfare of others, such as speeding 

Inappropriate comments Comments that disrupt or interfere with the learning environment 

Inappropriate display of affection Kissing, hugging, or touching another student 
Sleeping in class Head down on desk; inattentive to classroom activities 

**Use of electronic equipment or 
other disruptive items during class 

Cell phones, or other portable electronic devices 

Miscellaneous violations: dress code 
violation 

Any other violations the administration may deem to fall into this 
category 

     **NOTE: These items will be confiscated by the instructor or any LCSB employee and turned in to the Assistant Director.  
 
    Consequences: 

1st Offense: Instructor documents in FOCUS and conferences with student ; 
contact parents if minor. 
 
2nd Offense: Written referral to the administration and conferences with 
student and/or given a two-four day suspension. 
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3rd Offense: Written referral to administration and the student is suspended 
and/or dismissed from the program. 
 
Subsequent offenses may result in the student being withdrawn from the 
program. 

 
INFRACTIONS REQUIRING FORMAL CONSEQUENCES 

 
Offenses requiring formal consequences are those offenses that may result in 
immediate suspension or withdrawal from school. Administration will make the 
decision to suspend students, and upon the recommendation of the Director, the 
student may be withdrawn. These infractions include, but are not limited to, the 
following: 
These offenses include but are not limited to the following: 

 
Infraction Explanation 
Use of profane or obscene language Use of inappropriate language 
Cheating and / or plagiarism Using the work of another student as one’s own, to include copying test 

answers, reports, any written work, work from the Internet, replication of 
projects or products 

Failure or refusal to comply with 
school safety rules and regulations 

Engaging in behaviors and practices which are detrimental to the safety 
and welfare of others, such as false fire alarms 

Malicious mischief Intentionally damaging the personal property of another (restitution 
required) 

Repeated misconduct under 
infractions requiring informal 

 

Failure to correct repeated minor infractions 

Use of tobacco products Smoking, dip, chewing tobacco, etc. 
Unauthorized use of school property Use of computer, Internet for non-school purpose 

Miscellaneous violation Any violation the administration may deem to fall in this category 

 
Consequences: 
 
1ST Offense: Written referral to administration and the student is suspended 
and/or withdrawn from the program. 
 
3rd Offense: Written referral to administration and the student is withdrawn. 
 
Student may be referred to the School Resource Officer/Safety Coordinator. 

 
INFRACTIONS REQUIRING AUTOMATIC WITHDRAWAL 

 
All students are required to follow the rules of student conduct. Misconduct, or 
other behavior that reflects discredit on the student, the school, or the community, 
may carry the penalty of immediate automatic dismissal of that student from 
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his/her education or training program. In addition to dismissal, students who have 
been found to have committed these offenses may be referred to the appropriate 
law enforcement agency. If the offense involves a victim, the victim will be notified 
of his or her right to press charges against the offender. Listed below are the types 
of infractions which result in immediate withdrawal from the school by an 
administrator. These infractions include but are not limited to the following: 
 

Infraction Explanation 
Possession or consumption of drugs, 
alcohol, or any controlled substance on 
school grounds or under the influence of 

 

Illegal possession, distribution or use of drugs and alcohol or any 
controlled substance 

Racial slurs and harassment Creating a hostile environment by name calling, based on race or 
ethnicity; physical, verbal, graphic or written harassment to include sexual 
harassment of others 

Stealing Taking any items that do not belong to you 
Gambling, fighting, disorderly conduct, 
and moral laxity 

Engaging in activities which disrupt the orderly learning environment and 
threatens the safety of others 

Possession, use or sale of any firearm, 
or weapon or object intended to 
function as a weapon 

In addition to guns, this includes a range of weapons as defined in 
Chapter 790 of the Florida Statutes 

Interference with or intimidation of 
school personnel by threat or force of 
violence 

Preventing or trying to prevent a School Board employee from carrying 
out his/her work by threat or use of violence, fighting or threatening to 
fight 

Falsification of school documents Providing information about self that is not true or accurate on official 
school forms 

Battery or aggravated battery on any 
School Board employee 

Physically hitting or attacking a School Board employee 

Making a threat or deliberate false report of 
any explosive or destructive device 

Bomb threat 

Threat or intimidation using any pointed or 
sharp object with the threat or intent of doing 
bodily harm 

Threatening student or School Board employee with a weapon 

Arson Starting a fire 
Armed robbery Robbery using a weapon 
Sexual battery Physical sexual contact with another person against his/ her will 

Homicide Murder or manslaughter 
Fighting Physical violence 

 
RESPONSIBILITY TO CARRY OUT DISCIPLINARY PROCEDURES 

 
The Coordinator, (herein referred to as the judicial officer) is designated by 
the Director as the staff member having primary responsibility for the 
administration of student discipline, including the investigation of alleged student 
violations of the School’s code of conduct. Alleged violations of student 
regulations or other student misconduct shall be referred to the judicial officer or 
designated representative by any member of the School community. The judicial 
officer or designated representative will immediately investigate the situation. The 
judicial officer or designated representative shall take whatever steps are 
necessary to determine probable foundation for the alleged infraction. 
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Leon County Adult & Community Education will abide by all Florida Statutes and 
Florida Board rules applicable to student discipline. Deliberate care shall be taken 
to provide for due process and to ensure that students receive fair and equitable 
treatment and are clearly aware of all their rights. 

 
DISCIPLINARY PROCEDURES 

 
1. Alleged violations of student regulations or other misconduct are to be referred 

to the judicial officer or designated representative by any member of the school 
community. The charges will be investigated by the judicial officer or designated 
representative, and after careful consideration of the facts, the judicial officer or 
a designated representative will determine the degree of disciplinary action 
to be taken, if any. If extenuating circumstances exist, the judicial officer or a 
designated representative may temporarily suspend a student from attending 
classes and ban the student from campus, pending the outcome of an 
Administrative Review. 

 
2. If a formal complaint is to be filed against a student, the student will be notified in 

writing of the nature of the charges against him/her and the date and place of the 
Administrative Review with the judicial officer or designated representative. 

 
3. The student will be notified in writing of the disciplinary action to be taken by 

the School, if any, as soon as possible following the Administrative Review. 
 
4. Action of the judicial officer or a designated representative that would 

impose a suspension or withdrawal from school may be appealed to the 
Director of the School, and if needed, to Deputy Superintendent, Dr. Michelle 
Gayle. 

 
STUDENT GRIEVANCE PROCEDURE 

 
The following student grievance procedure is for the resolution of student 
complaints concerning school policies or possible violation of legislation against 
discrimination. The procedure is provided in an effort to comply with Title VI of the 
Civil Rights Act of 1964, Title IX of the Educational Amendments of 1976, and section 
504 of the Rehabilitation Act of 1973 and the Americans With Disabilities Act of 1990 
applies to all educational programs offered by Adult & Community Education. A copy 
of the grievance form is available in student services. Secondary Student Grievance 
Procedures shall follow School Board Policy 9130. 
Definitions 
Grievance: A dispute or alleged dispute initiated by a student of the Adult & 
Community Education arising out of the interpretation of the application of School 
Board policy or alleged discrimination in school programs on the basis of race, sex, 
color, religion, age or disability. 
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Grievant: A student who has been directly affected by the application or 
misapplication of a school procedure or district policy or one who has been 
discriminated against. An example of a grievance would be a situation when a 
student feels that he/she has been unfairly withdrawn from a program. 
 

ADULT STUDENT GRIEVANCE PROCEDURES 
 
Adult Student Grievance Procedures are intended to provide students due process 
when a student feels that their rights have been violated and that they have been 
treated unfairly with regard to school policy. In the event that an adult student 
believes there is a basis for a grievance that is specifically not permitted by this 
document: 
1. The grievant must discuss the alleged grievance with the individual with whom 
there is a complaint to seek an informal resolution to the problem. 
2. If the dispute is not resolved by informal discussion, the student may complete a 
grievance form and submit to the Director no later than the close of the fifth (5) school 
day following the alleged incident. If this time frame is not met, the issue shall not 
be grievable. 
3. If the grievant is not satisfied with the disposition of the grievance or if no 
disposition has been made within three working days of such filing, the same written 
grievance shall be submitted to the Director of Adult & Community Education for 
resolution. Grievance must be delivered to the Director within ten days from the date 
of the alleged incident to remain grievable. 
4. The Director shall, within three working days, appoint a review panel of three to 
seven members. Adult students may be utilized as committee members, but at no 
time will the number of student committee members exceed the number of school 
staff serving on the committee. The Director or a designee shall preside as 
chairperson of such a panel. The review panel shall review the written grievance 
and hear evidence from both sides on the written grievance. No other issues shall be 
considered or discussed. The committee shall respond in writing to the Assistant 
Director within 5 days of receiving the request to hear the grievance. 
5. The Director will respond in writing to the grievant within three working days as to 
the disposition of the grievance after receiving the written recommendation of the 
grievance/appeals committee. 
6. If the student is not satisfied with the disposition of the grievance, the same 
written grievance must be submitted to the Assistant Superintendent within five 
(5) school days of receipt of the written response from the Director. 
 
FAIR & EQUITABLE TREATMENT 
All grievants will be entitled to fair, reasonable and equitable treatment. A grievant 
who participated or intends to participate in any grievance under Title IV, IX and 
Section 504 of the Rehabilitation Act of 1973, and Americans With Disabilities Act of 
1990, shall not be subjected to discipline, reprimand, warning, or reprisal because 
of such participation or initiation. 
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RECORDKEEPING 
All documents, communications and records dealing with processing of a grievance 
will be filed separately from the grievant’s cumulative student folder. 

 
RE-ADMISSION AFTER DISCIPLINARY SUSPENSION 

 
Students under disciplinary suspension may re-enter after the specified time period 
identified in the suspension notice. Students who have been withdrawn may 
request re-admission to the school after a minimum period of one school year from 
the withdrawal notice. Such requests for re-admission must be made to the Director 
in writing. A record of previous disciplinary action shall be admissible in subsequent 
determinations for re-admission. 

 
PROCEDURES FOR REPORTING CRIMINAL ACTIONS ON CAMPUS 

 
In the event a student is a witness to or a victim of a crime on campus, the incident 
is to be reported to the student’s instructor or the nearest instructor/ staff person 
available. The ACE instructor/staff person reports to the school resource officer who 
then handles the law enforcement matter. The resource officer, who is a deputy 
with the Leon County Sheriff ’s Department, reports the incident to the school 
Director and files a report with the Sheriff ’s Department.  
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