
Lawrence Adult Education 
4 School Street 

Fairfield, Maine 04937 
207.453.4200, ext. 3114 

207.453.4225, fax 
207.613.7049 text only 
adulted@msad49.org 

STUDENT HARASSMENT NOTICE 
MSAD #49 recognizes the right of each student to attend school in an atmosphere that is free of intimidation, hostility and offensiveness.  In 
order to ensure such an atmosphere, students are not to engage in harassment.  Acts of harassment based upon race, color, religion, age, 
marital or parental status, national origin, gender or disability are not only a violation of this policy but also constitute illegal discrimination 
under state and federal laws.  Examples of prohibited harassment: 

 unwelcome sexual advances, gestures, comments, or contact 

 threats 

 vulgar language or offensive jokes 

 ridicule, slurs, derogatory action or remarks 
Students who believe that they are victims of harassment should follow the grievance procedure below: 
Step 1:  The complaint is verbally filed with the adult ed director.  Within five school days, the complaint is investigated and an attempt is 
made to resolve to both parties’ satisfaction.  (The complainant may bypass verbal complaint and file a written complaint directly with the 
District Affirmative Action Officer, David Packard, Lawrence Junior High School, 453-4200.) 
Step 2:  Written complaint is filed.  Within ten school days, the District Affirmative Action Officer investigates and responds in writing. 
Step 3:  Appeal is made to the District Superintendent.  Within ten school days, the Superintendent investigates and responds in writing. 
Step 4:  Appeal is made to the School Board.  The Board hears the complaint at the next Board meeting but not more than ten school days 
from the date of appeal.  The Board renders findings in writing not more than five days from the hearing date.  The Complainant has five 
school days to appeal from the previous level of review.  Students may appeal disciplinary measures for harassment to the next highest ad-
ministrator. 
Filling a complaint of harassment will not result in retaliation against the complainant, as this is both against the policy of MSAD #49 and 
against the law.  Students should also be aware that the Maine Human Rights Commission is the state agency responsible for enforcing the 
laws that prevent harassment and students may also file complaints with the Commission.  The Maine Human Rights Commission can be 
contacted at State House Station 51, Augusta, Maine 04333 or by telephone at 207-624-6050. 
 
NOTICE OF NONDISCRIMINATION 
MSAD #49 does not discriminate in admission to, access to, operations of its programs, services, and activities or employment practices on 
the basis of race, color, religion, age, marital or parental status, national origin, gender or disability.  MSAD #49 complies with Title VI of the 
Civil Rights Act of 1964, Title IX Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1987, and the Americans with Disa-
bilities Act of 1990.  Questions, concerns, complaints, or requests for information regarding MSAD #49 policies and procedures for nondis-
crimination may be forwarded to MSAD #49’s designated ADA/Affirmative Action Compliance Officer, David Packard at 453-4200. 
*INDIVIDUALS WHO NEED AUXILIARY AIDS FOR EFFECTIVE COMMUNICATION IN PROGRAMS AND SERVICES FOR MSAD #49 ARE INVITED TO 
MAKE THEIR NEEDS AND PREFERENCES KNOWN TO THE ADA/AFFIRMATIVE ACTION COMPLIANCE OFFICER. 
 
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that MSAD #49, with certain exceptions, obtain your written 
consent prior to the disclosure of personally identifiable information from your education records.  However, MSAD #49 may disclose appro-
priately designated “directory information” without consent, unless you have advised the program to the contrary in accordance with District 
procedures.  The primary purpose of directory information is to allow MSAD #49 to include this type of information from your education 
records in certain school publications.   
Directory information, which is information that is generally not considered harmful or an invasion of privacy if released, can also be dis-
closed to outside organizations without your prior written consent.  In addition, two federal laws require local educational agencies (LEAs) 
receiving assistance under the Elementary and Secondary Education Act of 1965 (ESEA) to provide military recruiters, upon request, with 
three directory information categories—names, addresses, and telephone listings—unless you have advised the LEA that you do not want 
your information released without your prior written consent. 
If you do not want MSAD #49 to disclose directory information from your education records without your prior written consent, you must 
notify the program in writing at intake.  MSAD #49 has designated the following information as directory information:  student’s name, grade 
level, degrees, honors, and awards received. 

Revised - July 2019 

Student 

Handbook 

Our Mission 
 

It is the mission of Lawrence Adult Education to provide accessible and affordable lifelong learning 

opportunities for adults in M.S.A.D. #49.  The primary focus of these learning opportunities is to 

help adults acquire basic literacy and numeracy skills, complete a high school credential, access 

higher education, develop vocational skills, and enrich their personal lives. 

Welcome! 

“Always walk through life as if you have  
something new to learn and you will.” 

~ Vernon Howard  



Welcome Lifelong Learner! 
The  Student Handbook is designed to orient you to classes at Lawrence Adult Education. The handbook describes the expec-
tations for attendance and conduct as well as  outlines the procedures to make your learning positive and successful. Take a 
few minutes to read the information and ask the staff questions. We are here to help you succeed and reach your academic 
goals.  Congratulations on taking the first steps.   

 
This symbol indicates a section with information of special interest to academic students. 

 
   ACADEMIC PROGRAMS  
Basic Literacy: These courses help adults learn to read and to do basic math to function in the community. There is no credit 
for these classes. 
High School Diploma: Students must earn 20-23 credits (depending upon year of enrollment in high school.) Credits must 
include 4 English, 5 Math/Science, 2 Social Studies and  1 US History. Students may receive credit for life experiences such as 
work, parenting or volunteer work. 
HiSET Diploma: Adults must pass a series of 5 timed tests in writing, reading, science, social studies, and math. Prior to taking 
the tests, the students must meet eligibility requirements which include: be 18 years of age, present photo identification, and 
pass the pre-tests. This alternative to a high school diploma  is accepted by most employers and colleges. 
College Transitions: The Maine Adult Education College Transitions Program provides academic preparation and support 
services for adults who need help making the transition to college. 
 
ACCIDENTS  
Please report any accidents (falls, cuts, etc.) which occur on district property to the adult education office within 24 hours of 
the occurrence so that we may fill out an accident report form.  For minor injuries, a first aid kit is available in the adult edu-
cation office.   
 
 ATTENDANCE/ABSENCES  
We are here to help you reach your goals! You’re coming to adult education to obtain a grade, skill, or credential. That will 
not happen if you don’t come to class, whatever the reason. State law requires that credit bearing classes in adult education 
must be 45 hours long. Generally, classes meet for 3 hours per week. Those requirements can be met in person, online, or 
through tutoring sessions. No more than two absences are allowed for diploma students. 
We expect that you will tell us when you can’t attend. You can use our text only line, 207-613-7049 or call 207-453-4200 
extension 3114. Please understand that if you miss too many classes, you will not be able to attend the class until you catch 
up. That will be done by scheduling tutoring sessions with the instructor. 
You will not receive a high school credit without the 45 hours; you will not pass the HiSET high school equivalency test with-
out coming to prep classes; and you will not pass the Accuplacer to attend college without finishing the college level prep 
work. 
 
   ASSESSMENTS  
All diploma, literacy and HiSET students take the CASAS (Comprehensive Adult Student Assessment System) test prior to en-
try into the program and again at the end of the semester or academic year.  Students in the college transitions program take 
the Accuplacer assessment both at the beginning and end of their courses.  Please contact the adult education office if you 
need an Accuplacer testing appointment. HiSET candidates must take and pass the HiSET practice tests before taking the 
Official HiSET Tests. 
 
 BOOKS AND MATERIALS  
Course registration fees usually include any book fees or deposits.  Some classes may require the purchase of additional sup-
plies.  You will receive supply lists upon registration or at first class.  There may be book fees for academic students. 
 
BOMB THREATS  
No students shall make or communicate by any means, whether verbal or nonverbal, a threat that a bomb has been or will 
be placed on school premises. Any student or employee who learns of a bomb threat must immediately report this infor-
mation to the director or other employee in a position of authority. Making a bomb threat is a crime and will be reported to 
law enforcement for prosecution. 
 
   COUNSELOR  
Career and college counselors are available both day and evening. Please contact the adult education office to schedule an 
appointment or ask what services are available, such as college applications, financial aid forms, and career evaluations.  
 
CANCELLATIONS  
Weather Cancellations:  If MSAD #49 day schools are closed, adult education classes are automatically cancelled.  If bad 
weather develops during the day, the decision to cancel will be made by 3 p.m. and announced in local media. 
Other Cancellations:  If an instructor is ill, we will try to notify you before class begins.  It is important that we have your cur-
rent contact phone numbers on file.  Adult education classes are not cancelled on district workshop days.  Arrangements for 
rescheduling cancelled classes will be made by the instructor. 
 
   CELL PHONES AND PERSONAL ELECTRONIC DEVICES 
Cell phone and personal electronic device (iPod, etc.) use is not allowed during class unless permitted by the instructor. In 
special circumstances, you may request permission of the instructor to leave your cell phone on vibrate while in class. 

CERTIFICATES   
If you need a course completion certificate, please notify your teacher at least a week before the class ends. 
  
CLASSROOM USE  
Please return the classroom to the condition in which you found it.  Dispose of all food wrappers/bottles, etc.  AT NO TIME are students allowed 
to use materials from the teachers’ desks, including computers.  If you take a break during class, remember that other classes may still be in 
session.   
 
COMPUTER USE 
All computer users must sign the district’s Acceptable Use Policy (AUP).  The adult education computer lab and classroom have computers for 
student use.  Please to not access any computers in the classrooms at Lawrence High School or Lawrence Jr. High School without prior approval.  
 
COURSE SUGGESTIONS 
We are always looking for new courses.  If you have an idea for a class you would like to see offered, give us a call.  If you would like to teach a 
course, please request a course proposal form. 
 
ELIGIBILITY 
Board policy states that students must be at least 17 years old to take adult education classes. 
 
EXPECTATIONS FOR A POSITIVE LEARNING ENVIRONMENT 
We expect our adult students to help us maintain a positive learning environment. Arrive for class on time and ready to learn. We expect you to 
dress in an appropriate manner (please note that some classrooms can be very cold on winter nights), use respectful language, and not come to 
class under the influence of drugs or alcohol. We will ask you to leave if you cannot comply with these guidelines. There is a zero tolerance 
policy for inappropriate/offensive behavior. All students are entitled to a quiet, comfortable classroom setting as free from distraction as possi-
ble. It is the teacher’s right to dismiss students not following this policy.  
Inappropriate/offensive behaviors include: physical contact, verbal or nonverbal incidents, unwelcome gestures, derogatory actions or remarks, 
profanity, unwelcome sexual advances, gestures, comments, threats, offensive jokes or clothing, racial slurs, coming to class under the influ-
ence of drugs or alcohol, consistent tardiness.  
 
FIRE EXITS 
Please take a few moments to familiarize yourself with the fire exits which are clearly marked in each classroom.  If a fire alarm sounds, please 
evacuate the building and assemble in the adult education building.  If you are not cleared to reenter your classroom within 15 minutes, the 
class will be cancelled until the next session. 
  
FREQUENT LEARNER DISCOUNT 
If you took a course with us last semester, deduct $5 from one course registration fee of at least $25 this semester.  Limit one discount per 
semester. 
 
  GRADES 
Your teacher should make his/her grading policy clear from the very beginning of your course. Grades (based on quizzes, tests, and assign-
ments) are earned on the following scale: 

100-92 (A) 91-84 (B)  83-77 (C)  76-70 (D)  Below 70 (F)  
Incomplete: If you receive an incomplete grade, this means that you have work you need to submit or tests you need to take. All incomplete 
work/tests must be completed within two weeks of the end of the semester; if the work is not completed, the Incomplete will become an F. 
Credits will not be issued to students with outstanding books, fees or work. 
 
   GRADUATION 
Each June we celebrate the accomplishments of our high school diploma and HiSET graduates with a formal graduation ceremony and recep-
tion. While your participation is optional we strongly encourage you to attend with your family and friends. At the graduation, held in the Wil-
liamson Auditorium, students wear traditional caps and gowns and several students give brief speeches.  Students pay only a nominal fee for 
their caps, gowns and tassels which they keep. 
 
REFUND POLICY 
A refund is available if: A class is cancelled for any reason or full. You withdraw 7 days prior to the start date of the class (minus a $5 processing 
fee). Refund request made after a class has begun will be considered on an individual basis at the discretion of the director. Online registration 
refunds will be credit back to the card use in the transaction. All other refunds may take up to four weeks to process. 
Driver's Education classes are regulated by the BMV driver education program. For more information, students can contact 207-624-9000 
X52128.  
 
SECURITY  
Please be aware that for safety and security reasons cameras are in use in public areas in the schools and parking lots.  Please lock your vehicles 
when they are parked in the school parking lots. 
 
SMOKING POLICY 
By state law, smoking and the use of tobacco products are prohibited at all times on MSAD #49 property.  Violators are subject to a $250 fine. 
 
SNACKS 
Free coffee and tea are available in the adult education office and snacks are available for purchase (proceeds benefit our scholarship fund.) 
Check with your teacher to see if he/she allows you to eat or drink in class. Please remember to dispose of wrappers and bottles 
 
TRANSCRIPTS 
If you need grades or HISET scores sent to an employer or college, please contact the adult education office. 
 
VISITORS 
Only registered students may attend classes or be in the buildings.  Please do not bring your children to class. 
 


