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Dear MECA&D students,

Welcome to a new academic year at Maine College of Art & Design!  We are very pleased to
welcome each and every one of you here to our creative community of passion-driven learners.! I
encourage you to take some time to explore the art and cultural scene here in Portland. Many of
the gallery, shop, and studio owners  have MECA&D connections and will be very interested in
meeting you.

Here at MECA&D my office is located on the second floor right through the Cafe door, you are
welcome to drop in and say hello when you have a chance.

The MECA&D Student Handbook was designed to help you navigate your way through the
coming year. Throughout these pages, you will find explanations of campus policies as well as
helpful information about how to connect with the extraordinary resources in the Portland
community and make the most of your MECA&D.

To our new first-year students and our returning sophomores, juniors, and seniors: I encourage
you to take some time at the start of this semester to explore our vertical campus with fresh eyes
- from the studio spaces to the classrooms and labs, to discovering the art history resources in
the Library as well as the galleries in our Institute of Contemporary Art. Our campus doors open
onto Portland's acclaimed Arts District, with cultural events that provide entertainment and
opportunities to explore some of the best food in the country. Admission to the Portland Art
Museum is free, just show your MECA&D card.  Walk a few blocks towards the water and you can
experience the beauty of Casco Bay, a working waterfront with easy access to islands that dot
the coastline. Portland is known for being one of the most livable metropolitan communities in the
country, an appealing haven for all artists who study and live here. As we kick off the 2021-2022
year, remember that the city is here for you to explore..

Your courses have been carefully designed by MECA&D’s faculty, all of them practicing artists and
scholars. You will also learn from your fellow students and from members of the staff and the
Portland community of artists, designers, neighborhood leaders, young people, and seniors.
Equally important, you’ll learn from yourself. Hopefully, the MECA&D experience will encourage
you to push your own boundaries, both in and out of the classroom, throughout the year. Our
knowledgeable and experienced staff is here to help you take advantage of all that the College
has to offer, from tutorial and counseling services to internships, co-curricular programs, and
community engagement opportunities. Whether you need support with academic or personal
matters, you can rely on us for information, advice, and referrals. College provides a liberating
opportunity to express and to share your energy, opinions, vision, and talents, and to help create
the kind of artistic and educational community where you and your future colleagues can thrive. It
is a time to make friends, explore, experiment, test your limits, fail and succeed, and develop
plans for your future. We welcome you to a new year at MECA&D and will do everything we can
to help you reach your highest aspirations!
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--President Laura Freid
Greetings MECA&D Students!

This handbook has been updated by Student Life with the goal of establishing community
expectations, being a resource to guide you, and encouraging positive community behavior. This
handbook serves as a list of expectations we share as community members and a place to start
answering your queries about how MECA&D operates.

Questions about the content of this handbook can be directed to studentlife@meca.edu.

Email
Email is the official form of communication at MECA&D. All residents are responsible for reading
information sent by the College to their MECA&D email account. While some information may be
communicated via other means, changes in policies and important announcements will be
communicated via email. All residents are held accountable for any information sent via MECA&D
email.
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MISSING STUDENT POLICY & PROTOCOL

If a member of the MECA&D community suspects that a student is missing, they should make
multiple attempts to try and reach the student before implementing the missing student protocol.
It is not uncommon for students to be out of contact while in the studio or working on major
projects.

If after unsuccessful attempts to reach a student, a member of the MECA&D community still has
reason to believe that a student is missing, they should contact the MECA&D Main Line
(207-775-3052) and report a Student Crisis. An administrator will then implement the Missing
Student Protocol.

The administrator on call and Student Life Professional Staff will begin an investigation to
determine who was the last person to see or hear from the student, when, and where. They will
use every method of contact to try and reach the student.

In the event that the student is determined to be missing for a period of more than 24 hours, their
designated emergency contact person will be contacted by MECA&D.

If the student is not located within 48 hours, the student will be reported as missing to the
Portland Police Department.

If the student is a minor and determined by Student Life to be missing, regardless of the length of
time that student has been missing, the parents/legal guardians of the minor student will be
contacted.

PRESENCE OF MINORS ON CAMPUS AND PARTICIPATING IN
CAMPUS EVENTS, ACTIVITIES, AND PROGRAMS

1. Purpose

MECA&D is committed to the safety and well-being of children. This policy states
MECA&D’s rules with respect to children and minors visiting campus, residing in
MECA&D student housing, and/or participating in MECA&D programs, events and
activities.

2. Scope

This policy applies to all students, faculty, and staff of MECA&D; campus visitors; and
individuals or organizations engaging in or conducting activities associated with
MECA&D or doing business at or with MECA&D. This policy applies to “MECA&D
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Facilities,” which includes the MECA&D campus, all properties owned or leased by
MECA&D, and all off-campus locations, at which students, faculty, or staff or other
Associated Individuals participate in College-sponsored activities.

3. Definitions

1. "Child, Children, Minor, and Minors." For the purposes of this policy, the terms
"child," "children," "minor," and "minors" refer to or describe individuals under the
age of 18.

2. "Associated Individual." For purposes of this policy, an "Associated Individual" is
any individual or organization engaging in or conducting approved activities
associated with MECA&D or doing business at or with MECA&D.

3. “Program Sponsor.” For the purposes of this policy, the term “Program Sponsor” is
the department or individual controlling the event or program.

I. Responsibility for Children

MECA&D Facilities are generally not an appropriate environment for minors unless
they are matriculated students or enrolled in a program specifically designed for
children and appropriately supervised by adults with the proper training and
credentials. However, MECA&D recognizes that faculty, staff, students, and other
adults may on occasion bring a child to campus for limited periods of time. In doing
so, students, faculty, and staff must recognize and respect the needs of other
community members for a quiet and productive work and educational setting.

A. Supervision Required

Faculty, staff, students, and other adults who bring a child to MECA&D Facilities
maintain the sole responsibility for the safety of that child. No child may be left alone
on campus at any time for any reason. The responsible adult is accountable for the
child’s safety and behavior and must ensure that the child complies with the
directions of College personnel. Faculty, staff, students, and other adults are
discouraged from asking a student, student employee, or anyone else to assume
their responsibility for supervising a child who is on MECA&D Facilities. MECA&D
Facilities may not be used for unsupervised childcare. Faculty, staff, or students who
use MECA&D Facilities for supervised childcare maintain responsibility for that child’s
safety.

MECA&D retains the right in its sole discretion to prohibit faculty, staff, and students
from bringing a child on MECA&D Facilities who is not participating in a College
program. There are risks to bringing children to campus and to MECA&D-sponsored
events. Faculty, staff, students, and other responsible adults are responsible for any
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and all injuries or damages sustained to or by a child accompanying them while on
MECA&D Facilities or on MECA&D-sponsored trips or other events.

B. Revocation

Allowing faculty, staff, students, and other adults to bring a child on MECA&D’s
campus or on MECA&D-sponsored trips is a privilege extended by MECA&D.
MECA&D may revoke this privilege at its discretion at any time for any reason,
including MECA&D’s determination that the provisions of this policy have been
violated, the privilege has been abused, the child’s presence poses a safety risk to
the child or others, or the child’s presence is interfering with MECA&D’s learning or
working environment. Anyone who is concerned with the presence of a child on
campus or at a MECA&D-sponsored activity should report the concerns to either the
Associate Dean of Student Life, Director of Human Resources, or Associate Director
of Campus Safety.

II.  EVENTS AND PROGRAMS ON CAMPUS

A.  MECA&D-Sponsored Events

On occasion, MECA&D sponsors events that are open to children. In order to ensure their
safety and that of other guests, MECA&D requires that the parent or legal guardian agree
to the following conditions for the child’s participation:

1. MECA&D is not responsible for the supervision of a child who attends a campus
event, unless the event sponsor states in writing that supervision by MECA&D staff
will be provided.

2. Children must remain in the area of campus where the event is located.
3. The adult responsible for a child is also responsible for the child's behavior and

actions and for any damage caused by the child.

B.  MECA&D-Sponsored Programs

MECA&D periodically sponsors programs specifically designed for minors. MECA&D
requires that all adults interacting with the children in these programs have appropriate
training and credentials and have satisfied MECA&D's requirements for program
participation. All programs must comply with the safety practices stated below. Any
person who observes any action or inaction in violation of these practices should report
the incident immediately to the Program Director or supervisor or, if appropriate, to
campus security.
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1. Parents or legal guardians of participants in MECA&D-sponsored programs must
sign release waivers before a child will be permitted to participate in the program.

2. Program sponsors should determine the appropriate ratio of staff to children and
follow that ratio. In all cases, any ratios mandated by law must be followed.

3. Program staff must inform another staff member when they are taking children out
of the program room or area for any reason.

4. Except in emergency or other exigent circumstances, no child should ever be left
alone with a single staff member.

5. As much as possible, no child participating in a MECA&D sponsored program
should be left alone on campus at any time or for any reason.

6. Employees working in the program may take photographs of children in the
program only for program-related purposes and only if the child's parent or legal
guardian has signed an authorization permitting photographs to be taken of the
child.

7. Program directors must ensure that all appropriate forms, including permission
forms, medical contact information, and liability waivers, are on file and readily
available.

III. ACADEMICS & RESIDENCE LIFE

A. Minor Students in Classes & Programs

Some students in MECA&D classes and programs are minors. Minors who take courses
and/or participate in MECA&D programs are expected to follow all regular course
requirements and comply with MECA&D’s policies and procedures.

B. Minors Who Live on Campus

i. Students
Because some enrolled students start school before they have attained the age of
18, MECA&D sometimes has minors living in residence halls. Minors living in
residence halls are expected to follow the same rules as all other MECA&D
students. Before minors move into a residence hall, the residence hall staff
members will be notified of the student’s status as a minor and birth date.
Residence hall staff members shall be mindful of the minor status of such students
and consider whether any special measures or precautions are necessary with
respect to such students.

ii. Children of Adults Residing in MECA&D’s Residential Facilities
In some emergency circumstances, minors may be permitted to stay in the
residential facilities; these minors who are not enrolled students but reside with
one or both of their parents or legal guardians in MECA&D’s residential facilities
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are deemed to be under the care, custody, supervision, and control of said
parent(s) or guardian(s). MECA&D will not attempt or endeavor to care for, protect,
or control such minors, on the assumption that those duties are being performed
by their parents or guardians. However, if MECA&D receives a report of alleged
prohibited behavior that involves such a minor, MECA&D will endeavor to take
appropriate remedial action. Minors living in residence halls are expected to abide
by all of MECA&D’s policies and local, state, and federal laws. Students living with
their children in MECA&D’s residential facilities are responsible for assuring that
the minors in their care comply with MECA&D’s policies and all applicable laws.

C. OVERNIGHT VISITS INVOLVING MINORS

Students residing in MECA&D housing are welcome to host overnight guests provided
that they comply with MECA&D’s Guest Policy. No guests under the age of 14 are
permitted in the residential facilities overnight and must be accompanied by their
parent(s) or guardian(s) at all times while in residential facilities.  All guests (including
guests under the age of 18) must agree to abide by applicable rules related to the
campus guest policies. In addition, the parent(s)/guardian(s) of guests who are over the
age of 14 and under the age of 18 must sign a campus visit permission form, which must
be submitted no later than 12:00 pm two business days prior to the guest’s overnight
stay.

IV. REPORTING OBLIGATIONS

MECA&D requires all faculty, staff, students, volunteers, and others affiliated with the
college to report suspected abuse or neglect involving minors as soon as possible to
state-designated authorities and the Executive Vice President. MECA&D is required by
state law to notify the Maine Office of Child and Family Services and/or the District
Attorney’s office when a report involves suspected abuse of a minor under the age of 18.

ACADEMIC PROGRAMS AND SERVICES

OFFICE OF REGISTRATION AND ACADEMIC ADVISING

The Office of Registration and Academic Advising exists to serve the needs of the students, to
respond to faculty and administrative requests for data, and to safeguard the integrity of the
institution’s records and degrees.
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AICAD AND THE AICAD MOBILITY PROGRAM (BFA Only)

Through the AICAD Exchange program, full-time students who are attending one of the 31
participating AICAD schools, have the unique opportunity to attend another school within
AICAD for one semester at no additional cost or loss of credit. The AICAD Exchange
offers students the experience and benefit of studying at a different school and living in a
different geographic area.By sharing resources and facilities, AICAD colleges offer
unparalleled educational opportunities to students at AICAD schools.

Apply for AICAD Exchange and Get More Information Here

https://www.aicad.org/extended-opportunities/

Participating AICAD Schools

Alberta College of Art & Design
Art Academy of Cincinnati
California College of the Arts
Cleveland Institute of Art
College For Creative Studies
Columbus College of Art & Design
Emily Carr University of Art & Design
Kansas City Art Institute
Laguna College of Art & Design
Lesley Art + Design (formerly AIB)
Maine College of Art
Maryland Institute College of Art
Massachusetts College of Art and Design
Milwaukee Institute of Art & Design
Minneapolis College of Art & Design
Montserrat College of Art
Moore College of Art & Design
New Hampshire Institute of Art
NSCAD University
OCAD University
Oregon College of Art & Craft
Otis College of Art & Design
Pacific Northwest College of Art
Pennsylvania Academy of the Fine Arts
Pennsylvania College of Art and Design
Rhode Island School of Design
Ringling College of Art & Design
San Francisco Art Institute
School of the Art Institute of Chicago
School of the Museum of Fine Arts
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University of the Arts
Watkins College of Art, Design & Film

It is very important to discuss your interest in participating in the Mobility/
Exchange program with your Faculty Mentor and/or Major Program Chair. AICAD’s
web site can be found at www.aicad.org.

BFA CURRICULUM FAIR

The Annual Curriculum Fair, held each spring, marks the beginning of the registration
process for the following year. Faculty from each department and area are available to
answer questions and discuss courses and majors. Staff from the Registrar’s Office
distribute the fall and spring course schedule and registration materials, and are available
to assist students

STUDENT ACCOUNTS

BILLING INFORMATION

Tuition and fees are billed by semester. BFA students enrolled in 12-18 credits are considered
full-time for tuition billing. BFA students enrolled in 11 or less credits are considered part-time and
billed on a per-credit basis. BFA students carrying in excess of 18 credits in any semester will be
billed an additional amount for these credits. Students enrolled in the MFA, MAT, and SALT
programs are enrolled as full-time as reflected on their invoice. The balance due, after deducting
any financial aid or loans, must be paid approximately five (5) weeks prior to the first day of the
semester. The College offers a monthly payment plan through Nelnet Campus Commerce.
Information about this plan is mailed directly to students during the summer. Any student with a
Student account and/or Financial aid Hold on their record will need to clear the hold prior to
completing the registration process. For further information, please contact the Student Accounts
Office.

Student Accounts
billing@meca.edu
207.699.5049

PAYMENT OPTIONS
Tuition and fees can be paid by the following options:

● ACH payment with a checking or savings account
● 529 College Savings Plan
● Payment plan with Nelnet
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OSHER LOAN

This program, though not actually a loan, is an advance on an anticipated credit. If a student has
an anticipated credit on their student account and needs funds immediately they can use this
program to get up to $500.00. Please contact the Student Accounts Office for further information.

REFUND POLICY & DATES

Students who withdraw from the College during a semester or drop from full- to part-time status
within a semester may be granted refunds only in accordance with the College’s published policy
and refund schedule. A refund is a reduction in the original tuition charged rather than a portion
of the amount already paid. In order to receive a refund, the student must complete and submit a
drop or exit form before the end of the refund period. This applies to part-time students and
those who drop from full-time (12 credits or more) to part-time (less than 12 credits) status. The
date that written notification is received determines whether or not charges will be reduced.
Students receiving financial aid funds are governed by additional refund policies related to their
aid; for further information, please contact the Financial Aid Office. Refund period deadlines are
published in the academic calendar.

Refund Dates
Withdraw prior to the first day of classes 100%
Drop or Exit Form led by end of 1st full week of classes 75%
Drop or Exit Form led by end of 2nd full week of classes 40%
The day following 2nd full week of classes No Refund
End of Add/ Drop After 2nd full week of classes

PAYMENT NEGLIGENCE

No student may attend classes, acquire transcripts or grades, receive grade reports, or receive a
graduation diploma until all financial obligations to Maine College of Art & Design are fulfilled.
Access to email may be interrupted during a period of non-payment.

TUITION PROTECTION PLAN

Tuition Insurance to Protect Your Investment in Higher Education
At Maine College of Art & Design, we believe it is important to offer an easy, affordable way to
protect the investment you and your family are making in higher education. The Tuition Protection
Plan helps students and their families overcome the financial losses that may result from events,
which force students to withdraw from the semester due to a covered medical reason.  Helping
families get the most out of your Maine College of Art & Design experience is always our top
priority. That is why we have partnered with GradGuard™ to provide our students and their
families with tuition insurance.

This coverage is supplemental protection, which strengthens and broadens the scope of our
existing refund policy by reimbursing students for tuition, room and board and other fees for
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covered withdrawals, such as illness, injury, mental health disorders and death of a tuition payer,
at any time during the semester. The Tuition Protection Plan also comes with a 24-hour Student
Life Assistance hotline to help students stay safe on and off campus.

Please remember the deadline to enroll is the day before classes begin each semester.
Learn more at GradGuard.com/Tuition/meca or call 877-794-6603.

Tuition Insurance Video YouTube Link can be found at
https://www.youtube.com/watch?v=F1Dk6LE9QZs.
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INCOMING STUDENT LIVE-ON REQUIREMENT & EXEMPTION
POLICY

INCOMING STUDENT LIVE ON REQUIREMENT
In an effort to provide our undergraduate students with the best experience possible and help
them be academically and personally successful, Maine College of Art & Design has a live-on
requirement for all full-time, incoming BFA students. This requirement exists because of the many
benefits living in the residence halls provides to students, especially during their first year.

Students first enrolling in the fall are required to live in the residence halls during the fall and
spring semesters. Students first enrolling in the spring are required to live in the residence halls
during the spring semester.

EXEMPTIONS
Exemptions to the live-on requirement may be granted based on one of the following reasons;
note that not all requests for exemptions are approved. All exemption requests require
documentation from one or more sources.

● Student will be living at home with parent(s) or legal guardian(s) within 15 miles of
MECA&D’s campus.

● Student is married or has dependent(s).
● Student has a medical need that cannot be accommodated in on-campus housing.
● Student turns 21 years old before the first day of classes of their first enrolled semester.
● Student is a transfer student to MECA&D with 30 credits or more.

HOW TO REQUEST AN EXEMPTION

All incoming students requesting an exemption from the live-on requirement must complete the
Incoming Student Live On Requirement Exemption Request form.

The Associate Dean of Student Life will request documentation such as a letter and proof of
residency from a parent/guardian stating that they will be housing the student with them within 15
miles of campus or medical documentation that goes directly to the Disability Services
Coordinator. Please note that the request is not personal, but rather in the spirit of getting the
most information to make the decision that is best for the student.

Once all documentation is provided, the Associate Dean of Student Life will notify the student in
an email within 7-10 business days of receiving the request and/or necessary documentation. If
the student is dissatisfied with the Associate Dean of Student Life’s decision, students may
submit an appeal by email to the Executive Vice President of the College within 5 business days
of the Associate Dean of Student Life’s original decision.
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MECA&D DIVERSITY STATEMENT + COMPACT

Maine College of Art & Design Educates Artists for Life.

To give further definition and distinction to Maine College of Art & Design’s institutional mission
and to advance the goals of Social Justice, Racial Equity, and Inclusion in the strategic plan, the
following set of principles were created to strengthen our learning community and cultivate an
environment that prepares its students to thrive in a diverse and global world. Maine College of
Art & Design recognizes that diversity is integral to the academic experience and strives to foster
an inclusive culture defined by respect, equity, and social responsibility. These principles serve as
another catalyst for MECA&D  students, faculty, staff, and trustees to become the critically
engaged citizens upon whom our world depends.

We understand the differences and diversity of our experiences include, but are not limited to,
race, class, gender identity and expression, sexual orientation, national origin, ethnicity, faith,
religion, veteran status, mental and physical ability.

I am responsible as a member of the MECA&D community:

1. For recognizing, validating and thinking critically about the diversity of experience within
our community.

2. To move beyond cultural stereotypes and assumptions in order to open up an authentic
(and inclusive) culture of critique.

3. To embrace the principles of a small caring community that supports the authentic
expression of self and others.

4. To see beyond assumptions in order to build authentic relationships across differences.
5. To learn and be aware of how larger cultural inequalities and inequities influence our daily

interactions.
6. To participate with willingness and openness in opportunities which address current social

events and to think critically about the impact on our college community and the larger
world.

7. For respecting and supporting all members of our community.
8. For engaging in action and dialogue when there is injustice driven by privilege and

oppression.

VISITOR POLICY: ACADEMIC BUILDING

For the purposes of this policy, a visitor is defined as anyone who is not an active member of the
MECA&D staff, faculty, or student body who is allowed access to the basement, first, or second
floor for the purposes of viewing events and exhibits. Alumni and prior students who are no
longer active members of MECA&D are considered visitors.
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A guest is defined as anyone who is not an active member of the MECA&D staff, faculty, or
student body who is accompanied by an active member of MECA&D  and is allowed
accompanied access to all floors and rooms.

Sign-In/Sign-Out Procedures

● All visitors and guests must sign in at the reception desk. They will be required to show
I.D. should security not know them.

● All visitors and guests will be issued a badge that designates them as such.
● Badges must be visibly displayed at all times while in the MECA&D building and returned

to the front desk at the conclusion of the visit.

Access to the Joanne Waxman Library

Visitors and Guests to the Joanne Waxman Library are limited to the following categories:
● MECA&D students, alumni, faculty, staff, and trustees
● Greater Portland Alliance of Colleges and Universities member- institution students and

faculty.
● Portland Museum of Art staff and docents
● Members of the general public who have purchased Library memberships; and
● Individuals approved on a case by-by-case basis due to specific research needs, special

guest status or other reasons by the discretion of Library staff.

Animal Access to Porteous

Only Service dogs are typically permitted in the building, per the Americans with Disabilities Act.

Course Models

Course models must identify themselves as such; they should sign in and show identification if
requested. They do not need a badge or escort.

Restrooms

Restrooms are for the MECA&D community, visitors, and guests and are not for general public
use.

Summer Access for BFA Students

BFA students are not permitted in the academic buildings during summer. Exceptions include
visiting the galleries/the library and working for a department and should follow the policy above.
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Visitor Badges

Visitors in the building are required to display a badge acquired from reception when in the
building, unless otherwise stated in the policy. Visitors who fail to display the visitor’s badge or
who are using the facilities without approval will be asked to leave until such time as they are
able to satisfy the criteria.

Visitors - Galleries for Events and Exhibits

Visitors to galleries for events and exhibits are not required to wear a badge and are only allowed
access to the floors where the events or exhibitions are being held.

Guests - General

Individuals outside the active MECA&D community who desire access to other areas of the
building, except as outlined elsewhere, must be met at the reception desk by an employee or
student of the College. This person will serve as an escort, and is responsible for signing the
visitor in and remaining with them until they leave the building.

Visiting Hours

Visiting hours are Monday through Friday from 8:00 am to 5:00 pm.

Guests are not permitted access to Porteous outside of these hours without 24-hour advance
notification/approval to the Director of Facilities. This notification must include the name, phone
number of the active member of MECA&D, the guest’s name, and the day they will be present.

Everyone entering the building after the doors are locked must sign in and show I.D. if requested.

Visitor Use of Facilities and Equipment

Visitors and guests are not permitted to use College facilities and equipment unless specific
approval has been given by a staff member. In order to avoid misunderstandings in this area, that
approval must be communicated to the Director of Facilities and to personnel at the reception
desk.

EXHIBITION INSTALLATION POLICIES

Contacts: Nikki Rayburn, Assistant Director of Exhibitions
Julie Poitras Santos, Director of Exhibitions
Doug Doering, Director of Facilities
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INSTALLATION POLICIES

● Artwork must be displayed in the designated zones only.

● Please seek assistance from the Exhibitions Coordinator, faculty, Facilities staff for any
installations that may be difficult to install, hazardous, or potentially damaging to the
building.

● Artwork that may be controversial, offensive, or inappropriate for younger audiences must
be discussed with the Exhibition Coordinator prior to installation. The Exhibitions
Coordinator may relocate artwork when policies are not followed.

● Artwork may not be fastened to the flooring in any way.

● Painting, drawing, using adhesives or other materials that may cause permanent damage
are NOT permitted for direct applications on the walls or floors.

● Artwork is NOT permitted in the restrooms.

● Holes in the wall, beyond basic mounting or hanging and/or 1 inch or bigger, must be
discussed with the Exhibitions Coordinator and approved by the Director of Facilities.

● De-install your artwork by the last day of exhibition dates or it could be subject to removal
by Exhibitions staff.

● If damages are made to any building infrastructure (i.e.: wall, floor, ceiling, window sill,
window, sign, etc.) the repair will be handled by the Facilities Department and billed to the
student.  Such repairs will be handled by the Facilities Department as time and resources
permit.

● Please check with Facilities before turning out lights in display areas.

● Artists are responsible for maintaining proper presentation of electronic media (e.g.
monitoring on/off or looping video/ audio works, changing bulbs).

● Take responsibility for your installation by cleaning your space after de-installation.

● Please understand that these policies exist to provide all students, faculty and exhibiting
artists with a uniform quality of space for their exhibitions. Thank you.

LIFE AND SAFETY POLICIES

▪ Artwork installed in a manner that places the safety of the MECA&D community at risk or
violates life/safety policies will be immediately removed by the Facilities Department.  A
discussion with the Dean of the College will follow as soon as possible after the removal
of work installed in this manner.
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▪ Students should take precautions to protect their artwork from damage or theft by making
sure their work is properly secured and installed safely, especially on floors 1 and 2, which
are open to the public. Lockable display cases are available for smaller artworks or pieces
made from valuable materials (i.e. jewelry). Please see Nikki Rayburn, Asst. Director of
Exhibitions, if you would like to reserve a case.

▪ Fire exits, fire extinguishers, fire extinguisher signage, fire pull stations, red emergency
shutdown buttons, electrical panels, and exit lighting shall not be blocked or visually
obscured.

▪ A straight 4-foot wide corridor shall be maintained in all hallways at all times.

▪ No artwork shall be suspended from or in any manner attached to any of the electrical,
plumbing, ventilation, or life-safety systems in the College.

▪ Should you be running electrical wiring on the floor in a travel lane, you must tape it down
with the proper tape to meet fire/safety guidelines.  Please see the Exhibitions
Coordinator or Facilities Department for the proper tape.

STUDENT IMMUNIZATION REQUIREMENTS

The Maine Post-Secondary School Immunization Law (22 MRSA §6359) requires that students
who are born after 1956 submit documentation of the following immunizations:

● 2 doses of Measles, Mumps, Rubella (MMR) vaccine given after first birthday.
● 1 dose of Tetanus/Diphtheria (Td) or Tetanus/Diphtheria/Pertussis (Tdap) given within

the last 10 years.

This law removes both philosophical exemptions and religious exemptions from the exceptions to
immunization; only medical exemptions are allowed.

MECA&D is also requiring everyone to be fully vaccinated for Covid-19 with only medical
exemptions allowed.

Please send proof of immunizations to registrar@meca.edu; for new students coming in fall 2021,
please send to admissions@meca.edu

MECA&D TOBACCO-FREE, NICOTINE-FREE, AND SMOKE-FREE
CAMPUS POLICY
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SUMMARY

Whereas, Maine College & Design of Art joins with the American College Health Association
(ACHA) in supporting the findings of the US Surgeon General that tobacco use in any
form, active and passive, is a significant health hazard. Maine College of Art & Design further
recognizes that secondhand smoke has been classified as a Group A carcinogen by the
United States Environmental Protection Agency (EPA). Maine College of Art & Design recognizes
that smoking and the use of tobacco and nicotine products on campus grounds is detrimental to
the health and safety of everyone. This institution supports an environment where students,
faculty, staff, contractors, vendors, and visitors are not exposed to the harmful effects of
secondhand smoke and are supported in efforts to live tobacco and nicotine free.

POLICY STATEMENT

Therefore, Maine College of Art & Design is dedicated to providing its students, staff, faculty, and
visitors with a safe and healthy environment. Maine College of Art & Design is a 100 percent
smoke,  tobacco, and nicotine free campus.

This policy prohibits smoking, tobacco, and nicotine use:
● In all College-owned, leased, and affiliated buildings, including residence halls,
● administrative facilities, and classrooms.
● Within 20 feet of any MECA&D building entrance, loading dock, or ventilation system.
● In all College-owned, leased, or rented vehicles.
● In all personal vehicles parked on College-owned, leased and affiliated property.

The smoke, tobacco, and nicotine free campus policy applies to all students, faculty, staff,
contractors, vendors, and visitors. Organizers of, and attendees at, public events,
including but not limited to, conferences, meetings, lectures, social events, and cultural
events using College-owned, leased, and affiliated property are required to abide by Maine
College of Art & Design’s smoke, tobacco, and nicotine free policy.

DEFINITIONS

1. “Smoking” means inhaling, exhaling, burning or carrying any lighted or heated cigar,
cigarette, pipe or joint, or any other lighted or heated tobacco or plant product intended
for inhalation, including hookahs and cannabis, whether natural or synthetic in any
manner or in any form. “Smoking” also includes the use of an electronic smoking device
which creates an aerosol or vapor, in any manner or in any form, or the use of any oral
smoking device for the purpose of circumventing the prohibition of smoking in this policy.

2. “Tobacco” is defined as all tobacco-derived or containing products, including but not
limited to, cigarettes, cigars, little cigars, cigarillos, bidis, kreteks; all smokeless and
dissolvable tobacco products, including but not limited to, dip, spit/spit-less, chew, snuff,
sinus and nasal tobacco; and any product intended to mimic tobacco, containing tobacco
flavoring or delivering nicotine, including but not limited to, electronic nicotine delivery
systems, e-cigarettes, e-cigars, e-hookahs, vape pen or any other product name or
descriptor. Or the use of any other type of tobacco or nicotine product for the purpose of
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circumventing the prohibition of tobacco in this policy. This does not include products
specifically approved by the US Food and Drug Administration (FDA) for the purpose of
cessation or nicotine replacement therapy.

3. “Nicotine” is defined as all nicotine-derived or containing products, including but not
limited to e-cigarettes, vaporizers, and all other electronic nicotine delivery systems.
Consumption of nicotine in any form, whether smoking or other means of consumption, is
prohibited.

The success of this policy depends on the thoughtfulness, consideration, and cooperation of
everyone. It is the responsibility of all members of the Maine College of Art & Design campus
community to comply with this policy.

ENFORCEMENT

Everyone is required to comply with Maine College of Art & Design’s smoke, tobacco, and
nicotine free policy. Enforcement of this policy is viewed as the shared responsibility of all those
in the campus community. The primary goal is to achieve voluntary compliance by educating
students, faculty, staff, contractors, vendors, and visitors about the policy and providing smoking
cessation assistance to those who seek it. MECA&D will provide access to tobacco cessation
resources to students and employees.

The only exception to this policy are products designed to help reduce the consumption rate of
tobacco and nicotine, including nicotine patches and gum.

ALCOHOL AND DRUGS

A goal for MECA&D is to establish and maintain a healthy and safe campus environment free
from the detrimental effects of drug and alcohol abuse. MECA&D complies fully with local, state,
and federal laws regarding the sale, possession, and consumption of alcoholic beverages. The
unlawful use, possession, manufacturing, or distribution of any controlled substance and/or
prescription drug(s) is strictly prohibited. MECA&D recognizes that alcohol and substance abuse
is a complex public health concern. The College provides resources for students and employees
seeking counseling and treatment. All students, faculty, staff, and guests are responsible for their
behavior regarding this policy.

VIOLATIONS OF ALCOHOL & DRUG LAWS AND POLICIES

Students who violate local, state, or federal law or College policy will be subject to the MECA&D
judicial process and/or state or federal criminal justice procedures. The severity of sanctions
imposed will be appropriate to the violation. Sanctions may include but are not limited to:
warning, probation, educational sanctions, suspension, expulsion, withholding of degree, or
revocation of admission or degree.

HEALTH RISKS ASSOCIATED WITH ALCOHOL & DRUG ABUSE

Members of the MECA&D community should understand that any substance used without
moderation will result in negative consequences for the user. Misuse of alcohol or other drugs
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can result in psychological and physical dependence and can lead to physical consequences,
such as suppression of immune response, organ damage, and problems with learning and
memory. Abuse and misuse can also result in death.

RESOURCES: WHERE CAN I GO FOR HELP FOR SUBSTANCE ABUSE?

Initial Resources for Assistance and Referrals

● MECA&D Counseling & Wellness: counseling@meca.edu
● Student Life: studentlife@meca.edu
● MECA&D Executive Vice President: 207-699-5045
● Cumberland County Opportunity Alliance Crisis Response

○ (24-hour hotline) 207-774-HELP (4357)
○ http://www.opportunityalliance.org/emergency-services/

● National Treatment and Referral Line: 1-800-662-HELP

Portland Area Resources for Substance Abuse Prevention and Treatment:

AA
47 Portland Street
24-hour hotline: 800-737-6237 or 207-774-4355
list of area meetings: http://www.csoaamaine.org/
SMCC meeting: 8-9 Wednesdays, room 109 Jewett Hall

AL-ANON
(207) 284-1844
Al-Anon is a fellowship of those who are affected by another's drinking who come
together to share their experience, strength, and hope in order to solve their common
problems. Its stated purpose is to help families and friends of alcoholics. To find a
meeting: https://sites.google.com/a/maineafg.org/ais/meetings

Crossroads for Women (Scarborough)
24/7 helpline for addiction issues and resources (for men and women): 866.349.0141
www.crossroadsme.org
Offers an IOP (intensive outpatient treatment program) for women, 1:1 counseling for men
and women, women’s residential program.

Maine Medical Community and Outpatient Services
844-292-0111 or Info_Recovery@MaineBehavioralHealthcare.org
Outpatient therapy and a range of community and home-based treatment services for
children, adults, and families who may be experiencing life stressors, transitions or other
behavioral health issues.

McGeachey Hall at Maine Medical Center
207-662-2211
Offers outpatient treatment and partial hospitalization programs.

Mercy Hospital
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144 State Street
207-879-3600
Offers partial hospitalization and intensive outpatient (IOP) treatment.

Narcotics Anonymous (NA)
www.namaine.org
800.974.0062

Portland Recovery Community Center (PRCC)
468 Forest Avenue
207.553.2575
www.portlandrecovery.org
Offers information and groups.

EMERGENCIES ON CAMPUS

Emergency Telephone Numbers

Emergency Services: 911
MECA&D Main Line: 207-775-3052
Portland Police Department Non-emergency: 207-874-8479
Local mental health crisis line (24/7) 1-888-568-1112
NAMI Hotline for Panic Attacks 1-800-950-NAMI (6264)
Sexual Assault Hotline 1-800-871-7741

How to Report an Accident on Campus

When someone is injured on campus the first thing to do is to get the necessary medical
attention. Dialing 911 will connect you to emergency professionals. Should an accident occur,
please document it through a Universal Incident Report available on the MECA&D website.

When Reporting an Emergency to 911

● Give the exact location of the emergency (building address, room number, etc.).
● Give your name and phone number from where you are calling
● Describe the nature of the emergency (fire, leak, spill, injury, etc.)
● Stay on the phone, as possible, for additional instructions

First Aid Kits & Safety Stations: Eyewash/Showers

First Aid Kits are located on each floor of the Porteous building. Familiarize yourself with the
locations in your area before an accident occurs. Report any empty kits to an instructor or
technician. Eyewash and safety showers are located in appropriate studio areas. Chemicals in the
eyes or on the skin require a minimum of a 15-minute rinse with an eyewash or shower followed
immediately by emergency medical attention. When the emergency is over, the incident should
be thoroughly documented through a Universal Incident Report.
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CRIMES AND VICTIM RESOURCES

The Clery Act Reporting - Safety & Security Information Report

The following policies are provided as part of Maine College of Art & Design’s commitment to the
safety and security of the MECA&D community and are in compliance with the Jeanne Clery
Disclosure of Campus Security Policy and Campus Crime Statistic Act, enacted in October 1998.

MECA&D is firmly committed to providing honest, accurate, and timely reporting of all crime
statistics. All data and statistics used for this document are gathered from the MECA&D
Department of Student Life records, which contain reports of all incidents and crimes reported by
personnel and members of the MECA&D Community, the Code Officer, the Portland Police
Department, and anonymous sources.

Reporting Crime

To report a crime: Contact 911 or the Portland Police Department at 207-874-8479.

Any suspicious activity or person seen in the parking lots or loitering around motor vehicles,
inside the residence halls, art galleries, campus buildings, or around College premises should be
reported to Portland Police Department at 207-874-8479.

If you witness a crime on campus, you should fill out a Universal Incident Report after you are
done with the Police.

Confidential Reporting to the Police

If you are the victim of a crime and do not want to pursue action within the MECA&D judicial
system or the criminal justice system, you may still want to consider making a confidential police
report with the Portland Police Department.  The purpose of a confidential police report is to help
take steps to ensure the future safety of you and others. With such information given to us by the
Portland Police Department, the College can keep an accurate record of the number of incidents
involving students, determine where there is a pattern of crime with regard to a particular
location, method, or assailant, and alert the campus community to potential danger. Reports led in
this manner are counted and disclosed in the annual crime statistics for the institution.

Procedures Victims Should Follow Should an Offense Occur

Any victims of any incident, including assaults, sex offenses or sexual assaults should
immediately contact the Portland Police Department, which will immediately respond to assist the
victim in getting medical attention, then investigate the crime. At all times, the victim’s rights will
be protected and the victim will have input as to the course of the investigation. Counseling
services will be provided if the victim is receptive to such services.

23

https://docs.google.com/forms/d/e/1FAIpQLSfCb1OitFXyhut5ApUAz3rO2njGmWa8U2byLG7MVsdFCyEkhg/viewform


Notification of Options for Changing Living Areas or Academic Situations

Any victim(s) of any incident(s), including assaults, sex offenses, or sexual assaults has the right to
request a change in living areas or academic situations. If an immediate threat is perceived by a
person, they can be re-assigned a different room or building until the threat is removed or
eliminated.

ADDITIONAL SUPPORT RESOURCES

MECA&D Alert

MECA&D Alert is a centralized referral system which captures student concerns. The information
provided enables key personnel to help students who may be experiencing academic or
personal difficulties. Referrals help staff and faculty to intervene on behalf of a student to help
them be successful at MECA&D.

Food Insecurity
MECA&D has a number of resources at their disposal to support students who are experiencing
food insecurity. If a student is struggling with food insecurity, they can email
foodinsecurity@meca.edu to discuss options privately.

Additional resources for food insecurity include local food access centers:
● Preble Street Food Pantry
● Good Shepherd Food Bank

DISABILITY SERVICES, POLICIES, AND PROCEDURES

Maine College of Art & Design (MECA&D) is committed to providing equal access for students
with disabilities. Under the provisions of the Americans with Disabilities Act of 1990 and its
amendments, and Section 504 of the Rehabilitation Act, MECA&D provides reasonable
accommodations to qualified students with documented disabilities. We encourage
self-advocacy and early identification of need. Students can expect to work collaboratively with
the Disability Services Coordinator to develop an individualized plan for specific
accommodations.

Students must contact the Disability Services Coordinator in order to initiate the process and
make requests for accommodations. It is recommended that students seeking services contact
the coordinator prior to or upon admission. The determination of disability-related
accommodations and support services does not affect MECA&D’s admission process. The
coordinator will guide students through the process and procedures to access services.

Students can expect that some previous K-12 accommodations may not continue in the college
setting and a student’s active role in the process of receiving accommodations becomes
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essential to accessing accommodations. As such, the Disability Services Coordinator strives to
individually assess student needs and provide supportive strategies to gain self-advocacy skills
and increase awareness of student responsibility.

BRIEF STEP-BY-STEP GUIDE

1. Student is admitted or enrolled at Maine College of Art & Design.
2. Student discloses need for services/accommodations to the Disability Services

Coordinator.
3. Student meets with the Disability Services Coordinator to start the interactive process

which will include reviewing procedures, documentation guidelines and discussion of
reasonable accommodations.

4. Student completes application and waiver form.
5. Student provides documentation to the Disability Services Coordinator.
6. The Disability Services Coordinator reviews student’s request with documentation.
7. Implementation and completion of accommodations or appeals process.
8. Each semester, the student requests an accommodation memo and notifies faculty of

approved accommodation needs.

SUPPORT SERVICES

Services for students with disabilities are provided to promote full participation in programs and
activities at MECA&D.  The Disability Services Coordinator has the role of reviewing
documentation and determining effective and reasonable accommodations. Specific
information about the procedures for requesting accommodations may be obtained by
contacting Disability Services Coordinator Joanne Benica at disabilityservices@meca.edu,
207-699-5051 (phone) or 207-775-5087 (fax).

The College does not provide wheelchairs, hearing aids, personal attendants and other kinds of
personal devices or services.

DOCUMENTATION GUIDELINES FOR DISABILITY SERVICES

Students are not required to notify the College of their disability either prior to or after the
admission process.  However, if students with disabilities wish to request support services or
program modification on the basis of disability, the College must receive reasonable advance
notice of such needs. In addition, the College may require that students provide
evidence/documentation that identifies the nature of the disability and its current, functional
impact.  The following should be included in the documentation:

● Name, credentials and contact information of the evaluator
● Nature of the disability and relevant history
● Test results, including scores and written evaluation of scores
● DSM-V or ICD-9 diagnosis with information outlining the duration, severity, treatment

and expected prognosis of the condition
● A description of how the disability impacts engagement in day-to-day activities as

related to life at college
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● Names of any medications and potential side effects
● Suggested accommodations

It is important to note that submission of documentation does not ensure accommodations.
Students must also meet with the Disability Services Coordinator to engage in the interactive
process to determine reasonable accommodations.

Documentation should be authored by a licensed clinical professional or health care provider
who is trained and qualified to evaluate the disability and familiar with the student’s history.
Documentation may not be provided by a student’s relative, friend or family member.
Accommodations are determined based on documentation content, the student’s self-report
and the coordinator's evaluation at intake. Once determined, accommodations remain the same
for the duration of a student’s tenure at MECA&D. Students who experience a change in their
disability and accommodations needs, must contact the Disability Services Coordinator for
review. Additional documentation may be requested at this time of review. All documentation
must be on official letterhead, include the title, professional credentials as well as licensing and
certification information, and signed by a qualified evaluator. Below are examples of
documentation by disability type.

Examples of Documentation by Disability

Disability Appropriate Documentation

ADHD/ADD Neuropsychological/Psychoeducational Testing and Report
AND/OR
Statement from psychiatrist, nurse practitioner, primary care
doctor or other qualified clinical professional

Autism
Spectrum
Disorder

Neuropsychological/Psychoeducational Testing and Report
AND/OR
Statement from psychiatrist, nurse practitioner, primary care
doctor or other qualified clinical professional

Blind and
Low Vision

Report from ophthalmologist or optometrist
AND/OR
Documentation from an agency that specializes in working
with individuals who are blind or have low vision i.e. Iris
Network, Bureau of Rehabilitation Division for the Blind Deaf
and Hard of Hearing

Deaf and
Hard of
Hearing

Report from audiologist or otolaryngologist including
audiogram
AND/OR
Documentation from an agency that specializes in working
with individuals who are Deaf or Hard of Hearing i.e. Maine
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Center on Deafness, Division for the Deaf

Learning
Disability

Neuropsychological/Psychoeducational Testing and Report

Medical Statement from physician, medical specialist, physical
therapist, occupational therapist or other qualified clinical
professional

Mental
Health

Statement from psychiatrist, nurse practitioner, primary care
doctor other qualified clinical professional

Physical and
Neurological

Statement from physician, medical specialist, physical
therapist, occupational therapist or other qualified clinical
professional
AND/OR
Documentation from an agency that specializes in working
with individuals with barriers to physical movement i.e. Office
of Adults with Cognitive and Physical Disabilities Speech and
Language

Speech and
Language

Neuropsychological/Psychoeducational Testing and Report
AND/OR
Documentation from Medical Speech-Language Pathologist,
Speech Therapist or other qualified clinical professional

Traumatic
Brain Injury
and other
Cognitive
Disabilities

Neuropsychological/Psychoeducational Testing and Report
AND/OR
Statement from physician, physical therapist, occupational
therapist or other qualified clinical professional

Items not suitable for documentation include but are not limited to: Prescription bottles,
prescriptions, hand written notes on prescription pads, IEP without corresponding testing results,
documentation provided by certified but not licensed professionals.

GRIEVANCE  PROCEDURES

Discrimination based on disability is prohibited under the Americans with Disabilities Act of 1990
and its amendments and Section 504 of the Rehabilitation Act. The following outlines MECA&D’s
process for resolving complaints:

1. Contents: The grievance must be in writing; must contain the name, address, and
telephone number of the student; and must include the location, date and description of
the alleged discrimination. Alternative means of grieving, such as a personal interview
or  audio recording, are available upon request.

2. Filing: The student, or, if necessary because of disability, a designee, must submit the
grievance to the 504/ADA Compliance Coordinator. The Associate Dean of Student Life
serves as the 504/ADA compliance coordinator with the role of providing information
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about services and referring complainants to the appropriate office.  The grievance
should be submitted as soon as possible and no later than twenty (20) calendar days
after the alleged violation. The Associate Dean of Student Life may be contacted at:
Maine College of Art & Design, 522 Congress Street, Portland, ME 04101; telephone
207.699.5035.

3. Decision: As soon as practical after receipt of the grievance, the Associate Dean of
Student Life will meet with the student to discuss the complaint. Reasonable
accommodations to participate in the grievance process will be provided to the
complainant upon request.  As soon as practical after the meeting, the Associate Dean
of Student Life will respond in a format accessible to the student (such as large print,
braille or audio recording). The response will explain the position of the College and,
where practical, will offer options for substantive resolution.

4. Student Appeal to the Dean of the College: Within fifteen (15) calendar days after
receiving the Officer’s decision, the student may appeal to the Dean of the College.
Such an appeal should be directed to Ian Anderson, Dean of the College, Maine College
of Art & Design, 522 Congress Street., Portland, ME 04101; telephone 207.699.5036 or
ianderson@meca.edu.

5. Decision of the Dean of the College: As soon as practical after the receipt of the appeal,
the Dean of the College will meet with the student to discuss the appeal. As soon as
practical after the meeting, the Dean of the College will issue, in a format accessible to
the student, a final decision regarding the grievance.

6. Record Retention: The College will retain all documentation of grievances, appeals and
responses in the above procedure for at least three (3) years.

CONFIDENTIALITY

The nature of your disability, the content of your documentation and other records on file with
the Disability Services Coordinator are confidential. You are free to disclose any information that
you choose about your disability to faculty or others, but you are not required to disclose any
information beyond what is contained in the accommodation memo.

NOTIFICATION POLICY

The disability services policy will be included in the Student Handbook and on MECA&D’s
website.

ROLES AND RESPONSIBILITIES OF MECA COMMUNITY MEMBERS

Students must:
1. Self-identify and meet with the Disability Services Coordinator.
2. Provide documentation.
3. Discuss accommodations with faculty.
4. Meet academic standards of courses.

Disability Services Coordinator must:
1. Maintain confidential records that identify students with disabilities.
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2. Evaluate the documentation and determine eligibility for services and accommodations.
3. With the student, and with faculty as appropriate, determine reasonable accommodations

and provide consultation and assistance as needed for their timely and effective
provision.

4. Educate faculty and institutional members on ADA policies and procedures.

Faculty must:
1. Provide notice to students of ADA services and how they can access them via a syllabus

statement.
2. Provide approved accommodations to registered students in coordination with program

chairs and the Disability Services Coordinator;
3. Ensure that academic standards are met in compliance with ADA policies.
4. Refer students with accommodations to the Disability Services Coordinator when issues

arise involving accommodations.
5. Serve as role models to set the tone for sensitivity and acceptance of students with

disabilities.

Program Chairs must:
1. Ensure that students are notified of ADA services and access procedures in every course

in their department at the beginning of each term; and
2. Ensure that students receive fair and respectful treatment in their departments.

The Dean of the College:
1. Serves as the primary source of appeal in accordance with established grievance

procedures.
2. Ensures that students receive fair and respectful treatment at the institutional level.
3. Serves as a role model to set the tone for sensitivity and acceptance of students with

disabilities to faculty.
4. Ensures that reasonable equal access has been extended to students with disabilities

applying to and attending the College.

STUDENT INFORMATION ON ACCOMMODATIONS

Distribution of Accommodation Memo:
The accommodation memo identifies the accommodations for which you are eligible. Students
must request a copy of their faculty memo each semester and provide the memo to individual
faculty.

Provisions of Accommodations:
Your instructor is notified of your initial request for accommodations through the memo that you
provide. It is important that you meet with your faculty individually to discuss your needs for the
course and how your accommodations will be implemented. It is the student’s responsibility to
communicate with the faculty or the disability services coordinator if an accommodation is not
working or needs revision. If a disagreement or conflict arises that cannot be resolved
satisfactorily between you and the instructor, you must contact the Disability Services
Coordinator for further assistance as soon as possible. Instructors have also been notified to
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contact that office in the event of questions or concerns. You must notify the faculty member of
accommodations at the beginning of each semester or as soon as possible upon receipt of the
accommodation memo. If you choose not to use accommodations and then decide to
implement them in the middle of the semester, the accommodations are put into effect at the
time of notice. Accommodations are never retroactive.

Further Requests for Accommodations:
Students who experience a change in their disability and accommodations needs, must contact
the Disability Services Coordinator for review. Additional documentation may be requested. If
the additional accommodation is deemed reasonable, the accommodation will be added to
your accommodation memo and a copy provided to you to distribute to your instructor(s). The
denial of any requested accommodation by the Disability Services Coordinator can be
appealed.

Use of Accommodations:
You may decline to use an accommodation if you determine that the accommodation is not
needed for a given course. For testing accommodations involving extended time, an alternative
test location or alternative format, you should discuss with your instructor(s) how these
accommodations will be implemented. Reasonable notice to the instructor is required in order
to ensure timely provision of the accommodation. We recommend at least a two weeks notice
for testing accommodation logistics. If an approved accommodation is not being provided in a
timely or effective manner, you must contact the Disability Services Coordinator as soon as
possible to seek resolution.
Renewal of the Accommodation Memo:
Upon student request, the accommodation memo will be provided to you for distribution to
faculty on a semester-by-semester basis. You should contact the Disability Services Coordinator
prior to the first week of classes to request a copy of your accommodation memo. Once your
request is received, your accommodation letter will be emailed to you so that you can provide a
copy to your instructors.

MENTAL HEALTH EMERGENCY PROTOCOL AND MANDATED
RISK ASSESSMENT POLICY

MECA&D’s Mental Health Emergency Protocol and Mandated Risk Assessment Policy provide
guidelines for how Maine College of Art & Design will respond when alerted that students have
indicated by action, gesture, or statement that they are considering or recently have attempted
suicide. This protocol is designed to ensure that interventions are handled in a personal,
professional, and confidential manner. Its purpose is to assess and support students; it is not
intended to be punitive.

Any member of the MECA&D community who learns that a student has expressed suicidal
thoughts, made a suicidal threat, or attempted suicide is obligated to take action as outlined in
the following sections.

Any reports made regarding student’s mental health issues will be followed up on by Professional
Staff. However, for reasons of student privacy, the reporting party should not expect to hear back
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about actions taken.

ACTIVE SUICIDE ATTEMPT
Call 911 immediately, and then call the main MECA&D Main Line (207-775-3052) and
report the incident. A Student Life Professional Staff member will be notified and follow
up.

SUICIDAL IDEATION: DIRECT STATEMENTS
If a student has directly expressed that they have plans to or wants to commit suicide, call
the main MECA&D Main Line (207-775-3052) and report any concerns. A Student Life
Professional Staff member will be notified and follow up.

SUICIDAL IDEATION: PASSIVE STATEMENTS OR BEHAVIOR
If a student has posted statements online or stated generalized, non-specific sentiments
about suicide, submit a MECA&D alert to report any concerns. A Student Life Professional
Staff member will be notified and follow up.

PAST SUICIDE ATTEMPT OR PAST IDEATION
Past instances, while helpful to know about, do not require the same immediate level of
response. Consider submitting a MECA&D alert, and encourage the student to connect
with MECA&D Counseling by emailing counseling@meca.edu.

FOLLOW-UP
Any MECA&D community member who has reported a suicidal incident may be directed to
complete a Universal Incident Report.

The Mental Health Coordinating Team (MHCT), comprised of members from Student Life
including Counselors, will evaluate the incident and determine which of the following is
appropriate:

● Take no action at this time
● Monitor the situation, and gather collateral information
● Conduct an intervention meeting with the student
● Mandate a psychiatric evaluation
● Contact family and/or mental health provider(s)

MANDATED RISK ASSESSMENT

If the MHCT determines there is a sound reason for concern about the student’s well being, the
student may be required to be assessed by one or more of the following:

● MECA&D counseling staff
● A non-MECA&D mental health provider
● A local crisis intervention service
● Emergency Department at Maine Medical Center or Mercy Hospital

A student assessed by an off-campus provider must agree to submit comprehensive
documentation to the MHCT or directly to the Coordinator of Counseling & Wellness. Required
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documentation may include the following:
● Student’s mental health status, symptoms, diagnosis
● Safety plan
● Treatment plan
● A professional opinion of whether the student poses a threat to self and/or the MECA

community
● Other information if requested

Based on the mandated assessment, the MHCT will communicate to the student any required
follow-up. All information obtained via a Mandated Risk Assessment will be kept confidential by
the MHCT within the limits of the law.

This policy is obligatory if advised by the MHCT. Any student refusing to comply with the
Mandatory Risk Assessment may be subject to an involuntary/administrative leave of absence
and/or removal from MECA&D housing.

RETURN TO CAMPUS FOLLOWING A SUICIDE ATTEMPT OR MENTAL HEALTH
HOSPITALIZATION

Within 24 hours of returning to campus after a suicide attempt, the student will be required to
meet with members of the MHCT. Similarly, students returning from a mental health
hospitalization may also be required to meet with and/or regularly check-in with the MHCT. A
recently hospitalized student may be required to provide written documentation from a licensed
mental health professional verifying that they are ready to return to a rigorous academic
environment. Treatment and/or discharge plans signed by the medical clinician who provided
services to the student are likely to be required.

REQUIRED AUTHORIZATION TO RELEASE INFORMATION

A student required to complete a Mandated Risk Assessment will also be required to sign
pertinent releases of information, enabling the MHCT to communicate with appropriate
individuals, such as clinicians and parents.

OPPORTUNITY TO APPLY FOR MEDICAL LEAVE

A medical leave is a leave of absence from Maine College of Art & Design based on a qualified
and documented medical issue. A medical leave may be taken for up to four (4) consecutive
semesters. Should a medical leave be granted during a semester already in progress, that
semester shall count as the first of the four semesters. A medical leave is initiated by the student
and supported by documentation provided by a medical professional. MECA&D may request
additional documentation from a provider to make a final decision.

More details about the Medical Leave process can be found online.

ADMINISTRATIVE LEAVE OF ABSENCE OR REMOVAL FROM CAMPUS

There may be times when it is not safe or appropriate for a student to remain at the Maine
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College of Art & Design. In such instances Maine College of Art & Design has the right to require
the student to take a leave of absence or be removed from campus.

In regards to self harm or attempted self harm, Student Life will always intervene. If Student Life
staff members are unable to provide an environment that prevents self-harm or other mental
health crises, the staff will take necessary steps to ensure the student is in a safe living and/or
learning environment, which may mean temporary or long-term removal from campus buildings .
The following protocol is meant to be a guideline for students to know how Student Life manages
these issues to ensure the safety and well-being of both the individual student of concern and of
the community at large.

● Initial incident: Any incident of self harm or other mental health crisis that requires staff
intervention or emergency services will result in a phone call with a parent/guardian to
develop a support plan.

● Repeated incidents: Multiple incidents of self harm or other mental health crises that
require staff intervention or emergency services may result in housing probation,
administrative removal from residence hall, and/or administrative removal from the
College.

HOUSING

MECA&D reserves the right to:
● Prohibit access of any individual to the residence halls
● Relocate or remove from MECA&D housing students who display behaviors or ideation

that are harmful, threatening, and/or endangering the lives of others or their own lives.

STUDENT CODE OF RESPONSIBILITY

It is the responsibility of each MECA&D student to read, understand, and comply with all MECA&D
policies. Many policies are called Community Standards as they are the expectations of all
students to be contributing and healthy community members. These Community Standards are
established to create a safe and vibrant learning environment for all MECA&D community
members. Students are encouraged to show respect to all members of the MECA&D community.
Failure to comply with policies may result in judicial action.

Maine College of Art & Design seeks to create a safe and welcoming environment in which
students can achieve their goals. Students are responsible for following these standards both
inside and outside the classroom. The Student Code of Responsibility seeks to protect the rights
of free and peaceful expression in all activities. All members of the MECA&D community share in
establishing this community of learners through mutual respect, integrity, and high ethical
standards.

Students enrolled or attending any MECA&D program or activity shall comply with federal, state,
and local laws. Students should also be aware of additional Community Standards that may apply
to them, including Student Life’s Guide to Community Living and MECA&D’s academic policies.
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Individuals in violation of federal, state, or local laws are subject to prosecution through
appropriate authorities regardless of whether the activity occurs on or off campus. In addition,
students may be subject to disciplinary action by MECA&D pursuant to this Code. The severity of
sanctions imposed is meant to be proportional to the level of impact or potential impact on the
community.

MECA&D’s Code of Student Responsibility is a set of policies and standards that guide the judicial
process. The judicial process is an administrative process based on personal responsibility with
an educational focus and is not a legal process.

The Dean of the College is responsible for oversight of the Code. The Dean of the College
designates Student Life to administer the Code.

I. DEFINITIONS

A. College or the acronym “MECA&D” herein references Maine College of Art & Design.
B. MECA&D official includes any person employed by the College who performs assigned

administrative or professional responsibilities.
C. MECA&D community includes students, faculty, staff, visitors, and those engaging in

activities on MECA&D property.
D. Student Code Administrator refers to the Student Life professional authorized by the

Dean of the College to investigate alleged violations and to impose sanctions upon any
person(s) found to have violated the Code.

E. Student Code Hearing Officer refers to a Student Life professional selected by the
Student Code Administrator to serve in their place. The Student Life professional is
authorized by the Student Code Administrator to impose sanctions in all cases.

F. Student Code Hearing means an investigation and hearing by the Student Code
Administrator or Student Code Hearing Officer to hear alleged violations and impose
sanctions, if necessary. The term “judicial meeting” or “judicial hearing” may be used.

G. Student Code Appeals Board is a board formed to hear appeals consisting of the
Associate Dean, chairperson, one faculty member, one student, and a Student Life
professional as an ex officio member to determine whether a student has the right to an
appeal and rehearing.

H. Policy or community standard means written regulations of the College as found in, but
not limited to, the Code, the Guide to Community Living, the College web page, the
College computer use policy, or the undergraduate, graduate, Continuing Studies, and/or
Art Education Catalogs.

I. Complainant means any person who submits a charge alleging that a student violated the
Code. When a student believes that they have been a victim of another student’s
misconduct, the student who believes they have been a victim will have the same rights
under this Code as are provided to the Complainant, even if another member of the
College community submitted the charge themselves.

J. Accused Student means any student accused of violating the Code.

II. SCOPE OF JURISDICTION
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A. The MECA&D Student Code of Responsibility (hereinafter referred to as “the Code”) shall
apply to the following:

a. Any person(s) registered, enrolled, or taking courses at MECA&D pursuing
undergraduate or graduate studies full, half, or part-time.

b. Participants enrolled in Continuing Studies and Pre-College courses.
c. Persons who are not enrolled in the college, but meet one or more of the

following are considered “students.”
i. Those who withdraw after allegedly violating the Code,
ii. Those who are not officially enrolled for a particular term, but who have a

continuing relationship with MECA&D,
iii. Those who have been notified of their acceptance for admission, or
iv. Those who are living in MECA&D residence halls, although may not be

enrolled in MECA&D.
d. Student organizations or those participating in student organizations.

B. The Code is applied to:
a. All land, buildings, facilities, studios, museums, residence halls, and property

owned, used, controlled, leased, and/or governed by MECA&D.
i. For the purpose of jurisdiction MECA&D property shall extend to adjacent

streets, sidewalks, and properties where MECA&D community members
might gather which is not under the exclusive control of another individual
and/or organization. It also extends to places where MECA&D-sponsored
events and/or programs are taking place.

b. Cases in which MECA&D can demonstrate a clear and distinct interest as an
academic institution regardless of where the Code occurs and which seriously
threatens any educational process and/or the health and safety of any member of
the MECA&D community.

c. Violations of local, state, and/or federal laws.

III. STUDENT RESPONSIBILITY CODE AUTHORITY

Composition of Boards
The Student Code Administrator shall determine the composition of Code Hearings and
determine whether the Student Code Administrator, Student Code Hearing Officer, or Student
Code Hearing Board shall be authorized to hear the Code violation case.

Policy Development
The Student Code Administrator shall develop policies for the administration of the Code and
procedural rules for the Code proceedings.

Decisions
Decisions made by a Student Code Administrator or Student Code Hearing Board shall be final,
pending the appeal process.

IV. COMMUNITY STANDARDS & VIOLATIONS

Students are expected to manage their behavior in a manner consistent with the academic
atmosphere of the College. Students are expected to abide by all state, local, and federal laws.
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Activities which directly and significantly interfere with MECA’s endeavors to create an
environment in which students can achieve their highest quality education in the visual arts are
not permitted. Other prohibited activities are those which seriously threaten any educational
process and/or the health and safety of a member of the MECA community. The following
standards have been established to ensure a safe, healthy, and positive academic environment. It
is possible that a student’s behavior is not addressed within a specific standard listed below but
can be considered a violation of the spirit of the Code; these cases are handled on an individual
basis and may result in sanctions.

Academic Integrity
Students are required to produce their own original work for any academic assignment or
endeavor.

A student will be considered in violation of this standard if they exhibit academically dishonest
behavior including but not limited to cheating, plagiarism, fabrication, stealing, and/or copying.

Cheating
For the purposes of this code, cheating is defined as activities including, but not limited to: (1) the
use of any unauthorized assistance in taking quizzes, tests, or examinations; (2) the use of
sources beyond those authorized by the instructor in writing papers, preparing reports, solving
problems, or carrying out other assignments; (3) the acquisition, without permission, of tests or
other academic material belonging to a member of the College faculty or staff; (4) engaging in
any behavior specifically prohibited by a faculty member in the course syllabus or class
discussion.

Plagiarism
For the purpose of this code, plagiarism is defined as using without attribution of language,
images, ideas, or the organization of ideas that are not one’s own. MECA’s full plagiarism policy
can be found under Academic Policies.

Alcohol Use
All students must follow all the local, state, and federal laws pertaining to the sale, consumption,
and possession of alcoholic beverages.

The sale, possession, and use of alcohol on campus must comply with all laws and MECA
standards. Acquisition, possession, transportation, and consumption of alcohol by anyone under
21 years of age are strictly prohibited by the College.

Alcohol may not be possessed or consumed by students and guests regardless of age in the
Porteous Building or Cumberland 380. Exceptions to this standard for special events require prior
authorization of the appropriate Vice President, the Executive Vice President, the Director of
Facilities (related to room set-up and capacity), the Associate Dean of Student Life (while courses
are in session or if students are attending), and the Café Manager (if Sodexo is staffing event).
Proper licenses or permits must be obtained as needed. Only those over the age of 21 may
participate in the consumption of alcohol at officially sanctioned and catered events and/or
programs.

All members of the College and their guests who are of legal drinking age are urged to limit their
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consumption of alcoholic beverages to one drink (5 ounces of wine, 1.5 ounces of hard liquor, or
12 ounces of beer) per hour to decrease the chances of intoxication. Members of the College are
responsible for their behavior while drinking and must understand that being under the influence
of alcohol does not lessen nor negate their accountability to the College and local communities.
Whenever alcohol is served, there must be a variety of non-alcoholic beverages and food
available in sufficient quantities to last for an entire event.

Only the philosophy of safe, responsible, and legal use of alcohol may be represented on
campus. Coerced or forced consumption of alcohol or other drugs is strictly prohibited. Engaging
in such behavior or failing to take direct action to stop such behavior (personally intervening or
alerting authorities) will result in immediate sanctions including suspension/dismissal for the
responsible individual(s). Students may not encourage alcohol misuse or place emphasis on the
quantity or frequency of alcohol use when advertising events. Only the philosophy of safe,
responsible, and legal use of alcohol may be represented on campus.

Anti-Hazing
Students are expected to provide a welcoming and inclusive environment within groups,
organizations, classes, studios, and co-curricular experiences.

Students are prohibited from hazing any person or persons.

Hazing is any act that willfully or recklessly endangers the mental, emotional, or physical health
and/or safety of any student or other person for the purpose of initiation, admission into, affiliation
with, or continued membership in any group regardless of the person’s consent to participate.
This includes, but is not limited to:

● Brutality of a physical nature including, but not limited to, paddling, whipping, beating,
branding, forced calisthenics, and/or exposure to the elements.

● Coerced consumption of, including, but not limited to, any food, alcoholic beverage,
liquid, drug, or any other substance that subjects a person to an unreasonable risk of
harm.

● Acts intended to cause mental stress including, but not limited to, sleep deprivation,
transportation and/or abandonment, confinement, forced exclusion from social contact,
forced contact that could reasonably result in embarrassment, or any activity that is
designed to shame and/or humiliate.

● Coerced activities including, but not limited to, violation of any Federal, State, or Local
laws; violation of College policies, rules, or regulations; and personal servitude.

● Failing to intervene, prevent, discourage, and/or report acts of hazing.

Authorized Entry
Students are expected to only access areas of campus when they have been approved to access
them.

Student access to roofs, fire escapes (except in the case of emergency), and ledges is strictly
prohibited. Students are prohibited from entering any secured area, which includes restricted
sections of basements or utility closets.

Trespassing would also be considered a violation of this policy.
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Civil and Respectful Personal Conduct
Students are required to conduct themselves in a civil and respectful manner when interacting
with all members of the MECA&D community.

Physical abuse, verbal abuse, threats, intimidation, bullying, harassment, coercion, and/or other
conduct that threatens or endangers the health or safety of any person(s) will be considered a
violation of this standard.

Additional violations of this standard are considered disorderly conduct which is defined as
actions that are lewd, or indecent; or aid, abet, or encourage fighting on College premises or at
functions sponsored by, or participated in by, the College or members of the academic
community. Furthermore, disruption or obstruction of teaching, research, administration,
disciplinary proceedings, other MECA&D activities, including its public service functions on or off
campus, or of other authorized non-MECA&D activities when the conduct occurs on MECA&D
premises is a violation.

Disorderly conduct also includes any unauthorized use of electronic or other devices to make any
media recording of any person while on College premises without their prior knowledge, or
without their effective consent when such a recording is likely to cause injury or distress. This
includes surreptitiously taking pictures of another person in a private studio, residence hall room,
and/or restroom.

Cyber Ethics
Students are required to engage in the same ethical manner online as they are in person.

All online acts of bullying, misidentification, threats, harassment, stalking, etc. will be considered
violations of this standard.

The College does not monitor online forums and social media, but suspected violations of law or
College policy posted online may be submitted to Student Life for investigation and used as
evidence in a conduct proceeding.

Demonstrations
Students who wish to demonstrate support for or against a cause or activity on- or off-campus
must do so in a way that does not violate the safety and/or security of other community members.

Drug Use

Illegal Drugs
All students and their guests are required to adhere to federal, state, and local laws as well as
College policies regarding illegal drugs. Possession of illegal drugs in any campus facility or at
any college-sponsored activity is strictly prohibited. Students who violate this community
standard and/or state and federal laws will be subject to the MECA&D judicial process and/or
state or federal criminal justice procedures. The following is a partial list of behaviors prohibited
by this standard:

● The possession and/or use of illegal drugs or illegal drug paraphernalia
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● The possession of a more-than-therapeutic quantity of either prescription or
over-the-counter medications

● The possession and/or use of another person’s prescription medicine
● Exhibiting signs of being under the influence of illegal drugs (such as altered mental state,

vomiting, agitation, etc.)
● Sale, service, provision, or production of illegal drugs or prescription medicine with any

person
● Supporting the violation of the drug policy (being present in a room/space or providing a

room/space where a drug violation is taking place)
● Admitting to using illegal drugs anywhere on campus
● The use or possession of bath salts, spice, or salvia.

Cannabis
Federal law makes possession and use of cannabis in the residence halls illegal, even if state law
allows for legal use of medical or recreational cannabis. Therefore, MECA&D does not permit
medical or recreational use of cannabis anywhere under MECA&D’s jurisdiction as defined above.

The following is a partial list of behaviors prohibited by this standard:
● The use or possession of cannabis including medical, synthetic, wax, oil, or other

compounds of cannabis
● The use or possession of cannabis paraphernalia including but not limited to bongs,

pipes, vaporizers, rolling papers, grinders, etc.
● Being present in a room/space or providing a room/space where a cannabis violation is

taking place
● Sale, service, provision, and/or production of cannabis or any cannabis products
● Exhibiting signs of being under the influence of cannabis (such as altered mental state,

vomiting, agitation, smelling like cannabis, etc.)
● Strong smell/odor of cannabis in a space

Hemp-Derived Cannabidiol (CBD) Oil
This legal byproduct of hemp can only be used in topical applications such as lotions, soaps, and
oil. At this time, CBD-infused edible products (food and beverage) are not permitted.

Guests
Students are required to ensure that their guests adhere to the guidelines set by the security
office as detailed in the visitor policy. See that policy for more information.

The Visitor Policy is in place to enhance the safety and security of everyone who uses the
academic buildings.

Firearms and Weapons
To maintain a safe and vibrant learning community, students are expected to rely on Campus
Security and the Portland Police Department for interventions that require firearms and weapons.

Students are not permitted to have weapons or firearms on College premises. Any items used as
a weapon or in a threatening manner are also prohibited.
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Weapons are defined as objects that a reasonable person would consider a threat to safety or
that could cause harm. Students are responsible for making sure that any item they possess is
not prohibited by this standard. If in doubt, ask a Student Life professional staff member to verify
your item as a non-weapon before bringing it onto College premises.

Weapons of any sort, including, but not limited to, firearms, ammunition, paintball guns, BB guns,
bows, arrows, rockets, slingshots, air guns, martial arts weapons, blowguns, machetes, swords,
stun guns, tasers, and explosives of all types (including fireworks) are not permitted on College
premises.

Knives
Being that art school requires the use of bladed tools, knives are only considered weapons
when they have blades longer than 3 inches past their handle or are wielded in an unsafe or
threatening manner.

Kitchen utensils are not considered weapons unless wielded in an unsafe or threatening manner.

Identification & Compliance of Instruction
Students must identify oneself and comply with all instructions given by a MECA&D official or
emergency personnel acting within their professional capacity.

Violation of this standard includes failing to identify oneself and/or complying with directions of
MECA&D officials or law enforcement officers acting in the performance of their duties. Providing
false information to any MECA&D official including administrators, faculty, or staff. Providing false
information to committees in the course of a disciplinary proceeding and/or knowingly allowing
false information to be supplied is considered an act of dishonesty and a violation of this
standard.

Inclusive Behavior
Students are expected to behave in an inclusive manner toward all people.

Violation of this standard includes harassment and/or discrimination based on color, race, creed,
religion, gender, gender expression, sex, sexual orientation, national origin, age, disability, or
veteran status, as well as acts that threaten and/or target a select group of people.

Keys, Cards, and Fobs
Students are expected to only use keys, cards, and fobs that they have been authorized to use
for their intended purpose. Violation of this standard includes unauthorized possession,
duplication, or use of keys, cards, or fobs. All keys must be returned when designated to do so or
a replacement fee may be assessed against the student’s account.

Property
Students should be respectful of the property of others and should request the use of property
from the owner or proprietor.

Attempted or actual theft of and/or damage to MECA&D property, property of a member of the
MECA&D community, and/or other personal or public property, on or off-campus is considered a
violation of this standard.

40



Vandalism is the destruction or alteration of public or private property through the use of any
materials and is also considered a violation of this policy.

Responsible Technology Use and Technology Electronic Communications
Students are expected to use technology responsibly and in accordance with the principles and
policies set below.

Violation of this standard includes theft or other abuse of computer facilities and resources,
including but not limited to:

● Unauthorized entry into a file, to use, read, or change the content, or for any other
purpose

● Unauthorized transfer of a file
● Use of another individual’s identification and/or password
● Use of computing facilities and resources to interfere with the work of another student,

faculty member or College official
● Use of computing facilities and resources to send obscene or abusive messages
● Use of computing facilities and resources to interfere with the normal operation of the

MECA&D computing system
● Use of computing facilities and resources in violation of copyright laws
● Any violation of MECA&D’s computer usage policies.
● Theft: The unlawful seizing of another person’s property, including intellectual property

(e.g. software)

Sanction and Code Compliance
Students are expected to engage with all processes associated with the Code with integrity and
personal responsibility. When issued sanctions, students are required to fulfill all the terms of
those sanctions.

Violation(s) of standards include, but is not limited to, the following:
● Failure to obey the notice from a Student Code Administrator, Student Code Hearing

Officer, Student Code Hearing Board, or Appellate Board to appear for a meeting or
hearing as part of the Code System

● Falsification, distortion, or misrepresentation of information before a Code administrator
or board

● Disruption or interference with the orderly conduct of a Code hearing or Appellate Board
proceeding

● Institution of a Code proceeding in bad faith
● Attempting to discourage an individual’s proper participation in, or use of, the Code

system
● Attempting to influence the impartiality of a member of a Code Hearing or Appellate

Board prior to, and/or during the course of, the Code proceedings
● Harassment (verbal or physical) and/or intimidation of a member of a Code hearing or

appellate board prior to, during, and/or after Code proceedings
● Failure to comply with the sanction(s) imposed under the Code
● Influencing or attempting to influence another person to commit a violation of the Code
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Failure to comply with or attempts to evade any sanction imposed by a College official, the
Judicial Board, Dean’s Hearing Board, or Appeals Board is also a violation of this standard.

Studio, Security, and Safety Equipment
Students are required to assist the College in maintaining the studio, security, and safety
equipment through proper use and the reporting of malfunctioning equipment.

Tampering with, disarming, or causing the malfunction of fire and safety equipment, alarm
systems, studio equipment, and/or cameras is a violation of this standard.

Sexual Consent
Students are expected to gain enthusiastic consent before attempting to engage in any sexual
act with another person. Consent for one activity does not imply consent for future acts. Consent
may be withdrawn at any time.

Any sexual act or attempt to engage in any sexual act with another person without the
enthusiastic consent of that person or, in circumstances in which the person is unable, due to
age, coercion, disability, altered mental state or unconsciousness, or chemical or other
impairment, to give consent is considered a violation of this standard. This includes but is not
limited to sexual assault, rape, harassment, and intimate touching without consent. See the full
College Sexual Misconduct and Anti-Discrimination Policy for more information.

True and Accurate Representation of Self
Students are expected to provide true and accurate representations of self in all documentation
involving the College.

Using a chosen name for malicious or criminal intent would be a violation of this policy.

Violations of this standard include forgery; alteration of, tampering with, or misuse of any
MECA&D document; record; or instrument of identification, including MECA&D IDs.

V. LEGAL PROCESS AND MECA CONDUCT

MECA&D’s disciplinary proceedings may be instituted against a student charged with conduct
that potentially violates both the criminal law and this Code (that is, if both possible violations
result from the same factual situation) without regard to the pendency of civil or criminal litigation
in court or criminal arrest and prosecution. Proceedings under this Code may be carried out prior
to, simultaneously with, or following civil or criminal proceedings off campus at the discretion of
the Student Code Administrator. Determinations made or sanctions imposed under this Code
shall not be subject to change because criminal charges arising out of the same facts giving rise
to a violation of MECA&D rules were dismissed, reduced, or resolved in favor of or against the
criminal law defendant.

When a student is charged by federal, state, or local authorities with a violation of law, the
College will not request or agree to special consideration for that individual because of their
status as a student. If the alleged offense is also being processed under the Code, the College
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may advise off-campus authorities of the existence of the Code and of how such matters are
typically handled within the MECA&D community. The College will attempt to cooperate with law
enforcement and other agencies in the enforcement of criminal law on campus and in the
conditions imposed by criminal courts for the rehabilitation of student violators (provided that the
conditions do not conflict with campus rules or sanctions). Individual students and other members
of the MECA&D community, acting in their personal capacities, remain free to interact with
governmental representatives as they deem appropriate.

VI. CODE PROCEDURES

Any member of the MECA&D community may levy charges against a student for alleged
violations of the Code. A charge should be prepared in writing detailing the alleged Code
violation and submitted via a Universal Incident Report. It should be noted that the Universal
Incident Reports submitted are shared with the Accused at their Student Code Hearing and do
not remain confidential. Any charges must be submitted no longer than thirty (30) days after the
incident or knowledge of the incident.

The Student Code Administrator or designee will investigate to determine if the alleged violations
have merit. If the alleged violations have merit, the Student Code Administrator or designee will
instigate a Student Code Hearing to investigate the allegations based on the Code Hearing
process found in Section VII.

All charges shall be presented to the Accused Student in written form. A time shall be set for a
Student Code Hearing within ten business days, but that time frame may be extended due to
scheduling issues at the discretion of the Student Code Administrator.

VII. STUDENT CODE HEARING

The Student Code Hearing shall be conducted by the Student Code Administrator, Student Code
Hearing Officer, or a Student Code Hearing Board (heretofore referred to as Student Code
Official) in which the Student Code Administrator shall serve as chair, according to the following
guidelines:

I. Student Code Hearings shall be conducted in private.
II. The Complainant, the Accused Student, and their advisor(s) (see section IV below), if any,

may be allowed to attend the entire portion of the Student Code Hearing at which
information is received (excluding deliberations). Admission of any other person to the
Code Hearing shall be at the discretion of the Student Code Administrator.

III. In Code Hearings involving more than one Accused Student, Code Officials, at their
discretion, may permit the Code Hearings concerning each student to be conducted
either separately or jointly.

IV. The Complainant and the Accused Student have the right to be assisted by an advisor
they choose, at their own expense. The advisor must be a member of the MECA&D
community and may not be an attorney and/or parent(s) or guardian(s). The Complainant
and the Accused Student are responsible for presenting their own information, and
therefore, advisors are not permitted to speak or to participate directly in any Code
Hearing before the Student Code Officials. A student should select as an advisor a person
whose schedule allows attendance at the scheduled date and time for the Code Hearing
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because delays will not be allowed due to the scheduling conflicts of an advisor unless
deemed an emergency by the Student Code Administrator.

V. The Complainant, the Accused Student, and the Student Code Officials may arrange for
witnesses to present pertinent information to the Student Code Officials.

VI. Witnesses will provide information to and answer questions from the Student Code
Administrator or Student Code Hearing Officer. The Accused Student and/or Complainant
may suggest questions to be answered by witnesses; questions must be submitted in
writing before the Hearing. All questions and answers will be directed at the Student
Code Administrator or Student Code Hearing Officer. Questions of whether potential
information will be received shall be resolved at the discretion of the Student Code
Administrator or Student Code Hearing Officer.

VII. Pertinent records, exhibits, and written statements may be accepted as information for
consideration by Student Code Officials at the discretion of the Student Code
Administrator (chairperson). The Student Code Administrator shall keep permanent
records of all hearings.

VIII. If an Accused Student, without reasonable notice, does not appear before a Code
Hearing, the information in support of the charges shall be presented and considered in
absentia.

IX. All procedural questions are subject to the final decision of the Student Code
Administrator.

X. After the portion of the Code Hearing concludes in which all pertinent information has
been received, the Student Code Officials shall deliberate in a closed session to review
the presented information and shall determine whether the Accused Student has violated
each section of the Code, which the student is charged with violating. Accused Students
found in violation of the Code shall be sanctioned by the Student Code Administrator as
found in Section VIII.

XI. The standard of determination shall be a preponderance of evidence — that is, made on
the basis of whether it is more likely than not that the Accused Student violated the Code.

XII. Formal rules of process, procedure, and/or technical rules of evidence, such as those
applied in criminal or civil court, are not used in Code proceedings.

XIII. There shall be a single record, such as an audio recording or summary letter, of all Code
Hearings (not including deliberations). Deliberations shall not be recorded. The record
shall be the property of the College. The audio recording or other records of the hearing
will be an educational record under FERPA that a student with FERPA access rights would
be allowed to review but not to copy.

XIV. The Student Code Administrator or Student Code Hearing Officer may accommodate
concerns for the personal safety, well-being, and/or fears of confrontation of the
Complainant, Accused Student, and/or other witness(es) during the hearing by providing
separate facilities, by using a visual screen, and/or by permitting participation by
telephone, video conferencing, videotape, audio recording, written statement, or other
means, where and as determined in the sole judgment of Student Code Administrator or
Student Code Hearing Officer.

VIII. RESTORATIVE JUSTICE AND USE OF SANCTIONS
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Restorative Justice is a holistic approach to sanctions. Restorative sanctions may include, but are
not limited to, conferences, discussions, apologies, restitution, reconciliation, and self-evaluation.
The following sanctions or multiple sanctions may be imposed upon any student found to have
violated the Student Code of Responsibility. Sanctions selected are meant to be proportional to
the violation’s actual or potential impact on the community. Failure to meet a sanction will result in
the administering of additional, more severe sanction(s).

Other than MECA&D expulsion or revocation or withholding of a degree, disciplinary sanctions
shall not be made part of the student’s permanent academic record, but shall become part of the
student’s disciplinary record held by Student Life. Upon graduation, the student’s disciplinary
record may be expunged of disciplinary actions other than residence hall expulsion, College
suspension, expulsion, or revocation or withholding of a degree, upon application to the Dean of
the College. Cases involving the imposition of sanctions other than those that you apply to the
Dean of the College to expunge shall be expunged from the student’s confidential record three
years after initial disposition of the case.

In situations involving both an Accused Student and a student claiming to be the victim of another
student’s conduct, the records of the process and of the sanctions imposed, if any, may be
considered to be the education records of both the Accused Student and the student claiming to
be the victim. This is because the educational career and chances of success in the academic
community of each may be impacted. This holds true when both the accused and/or the
Complainant group consist of more than one person.

In cases in which persons other than Student Code Administrator have been authorized to serve
as the Student Code Hearing Officer or Student Code Hearing Board, the recommendation of
that person(s) shall be considered by the Student Code Administrator in determining and
imposing sanctions. The Student Code Administrator is not limited to sanctions recommended by
those persons hearing the cases. Following the Code Hearing, the Student Code Administrator
shall advise the Accused Student in writing of its determination and of the sanction(s) imposed, if
any.

SANCTION OPTIONS
Warning
A notice — provided in writing — to the student that the student has violated institutional
community standards and/or policies either intentionally or unintentionally.

Probation
A written reprimand that designates a period of time and includes the probability of more severe
disciplinary sanctions if the student is found to violate any institutional community standards
and/or policies during the probationary period.

Loss of Privileges
The denial of specified privileges for a designated period of time.

Restitution
Required compensation for loss, damage, or injury. This may take the form of appropriate service
and/or monetary or material replacement. Any restitution amount will be communicated in writing
to the Student Accounts office and the amount of restitution owed will be treated as any other
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outstanding balance, with the student being subject to any penalty the College would typically
impose in the event of non-payment, including non-course registration.

Educational Sanctions
The Student Code Administrator has the right to impose additional sanctions as they see fit,
including, but not limited to, work assignments, essays, service to the College, and/or other
related assignments aimed at educating the student on the impact their actions had on the
community.

Residence Hall Suspension
The separation of the student from the residence halls for a definite period of time, after which
the student is eligible to return. Conditions for re-admission will be specified.

Residence Hall Expulsion
The permanent separation of the student from the residence halls. The timeframe for vacating the
residence hall, unless otherwise indicated by the Student Code Administrator, is specified in the
Guide to Community Living.

College Suspension
The separation of the student from the College for a definite period of time of not less than one
semester nor more than four semesters, after which the student is eligible to return. Conditions
for readmission will be specified.

College Expulsion
The permanent separation of the student from the College.

Revocation of Admission and/or Degree
The permanent retraction of a student’s ability to attend MECA&D or demonstrate coursework
completed at the College.

Withholding Degree
Delaying the awarding of a degree otherwise earned.

Interim Suspension
Being denied access to the residence halls and/or to the campus (including courses) and/or all
other College activities or privileges for which the student might otherwise be eligible, as the
Dean or Student Code Administrator determines to be appropriate.

In certain circumstances, the Dean, Student Life professional staff, or other designee, may impose
a MECA&D or residence hall suspension prior to the Student Code Board Hearing before a
Student Code Board.

Interim suspension may be imposed to ensure the safety and well-being of members of the
College community or preservation of College property and/or to ensure the student’s own
physical or emotional safety and well-being.

In the case of an interim suspension, the student shall be notified in writing of the action and the
reasons for the interim suspension. Notification of interim suspension will be followed by an
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appointment detailing the time, date, and location of the Code Hearing. The interim suspension
does not replace the regular process, which shall proceed on the normal schedule, up to and
through a Code Hearing, if required.

IX. APPEALS

A decision reached by the Student Code Administrator or a sanction imposed by the Student
Code Administrator may be appealed by the Accused Student(s) or Complainant(s) to the Dean of
the College or a Student Code Appellate Hearing Board within five (5) business days of the
decision as determined by the Dean of the College. Such appeals shall be in writing and shall be
delivered to the Student Life office. The appeal is then delivered to the Dean or the Appellate
Board.

I. In the case that the appeal goes to the Student Code Appellate Hearing Board, the board
shall be comprised of the Dean, and/or one faculty member, one student member, and a
Student Life professional.

A. Except as required to explain the basis of new information, an appeal shall be
limited to a review of the record of the Student Code Administrator and supporting
documents for one or more of the following purposes:

1. To determine whether the Code Hearing was conducted fairly in light of
the charges and information presented, and in conformity with prescribed
procedures giving the complaining and accused party a reasonable
opportunity to prepare and to present information that the Code was
violated and/or prepare a response. Deviations from designated
procedures will not be a basis for sustaining an appeal unless significant
prejudice results.

2. To determine whether the decision reached regarding the Accused
Student was based on substantial information, that is, whether there were
facts in the case that, if believed by the fact finder, were more likely than
not established that a violation of the Code occurred.

3. To determine whether the sanction(s) imposed were proportional to the
violation of the Code that the student was found to have committed.

4. To consider new information, sufficient to alter a decision or other relevant
facts not brought forth in the original hearing, because such information
and/or facts were not known to the person appealing at the time of the
original Code Hearing.

B. After reviewing the case, the Student Code Hearing Appellate Board, may:
1. Affirm the decision of the Student Code Administrator
2. Ask the Student Code Administrator to reinvestigate the case
3. Amend the sanctions of the Student Code Administrator
4. Take appropriate action as they deem necessary based on the individual

case within the Code policies.
C. If the Student Code Hearing Appellate Board affirms the decision of the Student

Code Administrator, the matter shall be considered final and binding upon all
involved.

II. In the case that the appeal goes to the Dean of the College, the Dean shall review the
documentation provided, make any inquiries necessary to obtain as much information as
needed to make a decision, and is the sole adjudicator for the appeal.
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X. FERPA
MECA&D reserves the right to contact parent(s) and/or guardian(s) based on the severity of any
Code violation.

MECA&D does not need the signed consent of a student to contact parent(s) and/or guardian(s)
based on the severity of any Code violation.

MECA&D administrators may access a file with the written consent of Student Life.

XI. INTERPRETATION AND REVISION
Any question of interpretation or application of the Student Code of Responsibility shall be
referred to Student Life and/or designee for final determination.

The Student Code of Responsibility shall be reviewed regularly under the direction of the Student
Code Administrator.
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SEXUAL MISCONDUCT, ANTI-DISCRIMINATION and
ANTI-HARASSMENT POLICY AND PROCEDURES AND
SERVICES
revised, 10.19.16

Policy

Maine College of Art & Design will not tolerate any behavior that constitutes sexual misconduct,
including sexual assault, dating violence, domestic violence and stalking, or any conduct that
constitutes harassment or discrimination by members of the College community or its guests or
vendors. The College believes that sexual misconduct, discrimination and harassment threaten
human dignity, undermine the integrity of the entire community and represent a failure in ethical
and professional behavior.  Maine College of Art & Design takes all claims of sexual misconduct,
harassment and discrimination very seriously, and follows the same procedures for reporting and
investigating all forms of sexual misconduct, harassment and discrimination. This policy applies to
all members of the Maine College of Art & Design community including trustees, students, faculty,
employees, staff, volunteers, invited guests or vendors. In addition to any consequences that may
arise from a violation of the Maine College of Art & Design’s policy against sexual misconduct,
harassment and discrimination, any person who engages in any form of conduct in violation of
this policy may also be subject to civil and/or criminal liability. This conduct is prohibited by Title
IX of the Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, Section 504 of
the Rehabilitation Act of 1973, the Americans with Disabilities Act as amended in 2008 and the
Maine Human Rights Act.

The College reserves the right, in its sole discretion, to make changes to this policy and the
associated procedures at any time. The College community will be promptly notified of any such
changes.

Title IX Coordinator

The Title IX Coordinator for Maine College of Art & Design is Beth Elicker, Executive Vice
President of the College. She can be reached at 207-699-5045 or belicker@meca.edu. Any
complaints or concerns about sexual misconduct, including sexual assault, dating violence,
domestic violence, or stalking should be reported as soon as possible to Beth Elicker. Any other
member of the faculty or staff who receives a report of any form of sexual misconduct must report
it as soon as possible to Beth Elicker.

I.     DEFINITIONS

A.     Harassment
Harassment means oral, written, graphic or physical conduct relating to an individual’s
personal characteristics including but not limited to gender, gender identity, gender
expression, sexual orientation, disability, genetic information, HIV status, race, age,
religion, national or ethnic origin, or military/veteran’s status, with the intent or effect of
substantially interfering with the victim’s education or employment, or creating an
intimidating, hostile or offensive environment. Prohibited harassment may include, for
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example, racial, religious or ethnic slurs, negative comments about surnames, nicknames
emphasizing stereotypes, and/or the imitation of a person’s mannerisms, speech, or
movements.

B.     Non-Discrimination
It is the policy of Maine College of Art & Design not to discriminate on the basis of gender,
gender identity, gender expression, sexual orientation, disability, genetic information, HIV
status, race, age, religion, national or ethnic origin, or military/veteran’s status in its
educational programs, admissions policies, employment policies, financial aid, or other
College-administered programs. This policy is enforced by Federal Law under Title IX of
the Education Amendments of 1972, Title VI of the Civil Rights Act of 1964 and Section
504 of the Rehabilitation Act of 1973. It is also enforced under Maine law through the
Maine Human Rights Act at 5 M.R.S.A. section 4551 et. seq.

C.      Sexual Harassment
Sexual harassment is defined under Title IX and the Maine Human Rights Act as
unwelcome sexual advances; requests for sexual favors; sexual contact, gestures or
comments; or other physical or verbal conduct of a sexual nature. Current law provides
that such conduct is unlawful when:
i.     Submission to such conduct is made either explicitly or implicitly a term or condition
of an individual’s employment or educational benefits;
ii.     Submission to or rejection of such conduct by an individual is used as the basis for
academic or employment decisions affecting that individual; or
iii.     Such conduct has the purpose or effect of unreasonably interfering with an
individual’s academic or professional performance or creating an intimidating, hostile, or
offensive employment or educational environment.

In line with its policy on sexual harassment, the College condemns the sexual exploitation
of professional relationships among and between faculty, students, administrative staff,
and/or support staff. All faculty and staff should be aware that consenting romantic or
sexual relationships may constitute sexual harassment under this policy. Because of the
power differential in such relationships, it should not be assumed that consent will act as a
defense against a claim of sexual harassment.

The College requires that a faculty or staff member in a romantic or sexual relationship
with an individual over whom they exercise any form of authority or decision-making must
act immediately to eliminate this conflict of interest by removing themselves from any
decision affecting the other individual, including but not limited to grading, evaluating,
supervising or in any way influencing any of the terms or conditions of that individual’s
education and/or position of employment. Faculty members should report such a
relationship to the Dean of the College and work with the Dean to eliminate the conflict of
interest as soon as possible. Staff members should report such a relationship to the
Executive Vice President or their supervising Vice President for the same purpose.

All new faculty, staff and students are required to participate in sexual harassment training
at the beginning of the academic year. In addition, returning faculty, staff and students are
strongly encouraged to participate in the training. Maine College of Art & Design also
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sends a written notice of its sexual harassment policy to the entire College community on
an annual basis.

D.     Sexual Assault or Sexual Violence  
Sexual Assault or Sexual Violence is having or attempting to have sexual intercourse with
another individual: (1) by use of force or threat; (2) without effective consent; or(3) where
the individual is incapacitated or physically or mentally unable to make informed or
reasonable judgments. For purposes of this definition, sexual intercourse includes vaginal,
anal or oral penetration, no matter how slight, with any body part or object, or oral
penetration involving any form of mouth to genital contact. For purposes of these policies,
Sexual Assault or Sexual Violence includes rape, fondling, incest or statutory rape as
those crimes are defined by the FBI Uniform Crime Reporting Program. This definition
conforms to the Clery Act definition and the definition of rape under Maine law.

E.     Non-Consensual Sexual Contact
Non-Consensual Sexual Contact is contact with the intimate parts of another individual for
the purposes of sexual gratification through the (1) the use of threat or force; (2) without
effective consent or (3) where the individual is incapacitated or physically or mentally
unable to make informed, reasonable judgments.

F.     Sexual Exploitation
Sexual Exploitation is taking non-consensual or abusive sexual advantage of another for
one’s own benefit or the benefit of anyone other than the individual being exploited.
Sexual exploitation may also include but is not limited to: (1) secretly observing the sexual
actions of another or allowing others to secretly observe the sexual activity without the
knowledge or consent of the other party; (2) sharing visual images, audio recordings, or
videos of another individual without consent; (3) causing an individual to prostitute
themselves through force, intimidation or coercion of any kind; and (4) knowingly
exposing another individual to a sexually transmitted disease without their knowledge.

G.     Dating Violence
Dating Violence is violence by a person who has been in a romantic or intimate
relationship with the complainant. The determination of whether there was a “social
relationship of a romantic or intimate nature” is based on the complainant’s
characterization of the relationship, the length and type of the relationship, and the
frequency of the interaction between the parties. The use of terms such as “hooking up”
or “hanging out” instead of “dating” is not determinative. Under this definition “hooking
up” or “hanging out” or other such phrases may qualify as “dating.” Emotional and
psychological abuse is not encompassed in this definition but will be considered under
Harassment and/or Stalking. Dating violence also does not include Domestic Violence.

H.     Domestic Violence
Domestic Violence includes asserted violent misdemeanor and felony offenses
committed by the complainant’s current or former spouse, current or former cohabitant,
person similarly situated under domestic or family violence law, or anyone else protected
under domestic or family violence law.

I.      Stalking
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Stalking is a course of conduct directed at a specific person that would cause a
reasonable person to fear for their or another’s safety, or to suffer substantial emotional
distress. “Course of conduct” means two or more acts, including but not limited to acts in
which the stalker directly or indirectly, or through third parties, by any action, method,
device or means follows, monitors, observes, surveils, threatens, or communicates to or
about a person or interferes with a person’s property. “Reasonable person” means a
person under similar circumstances and with similar identities as the complainant.
“Substantial emotional distress” means a significant mental suffering or anguish that may
but does not necessarily require medical or other professional treatment or counseling.

J.     Consent
Consent is the affirmative, unambiguous and voluntary agreement to engage in a specific
sexual activity during a sexual encounter. Consent given at the start of sexual activity may
not be understood to apply to each individual sexual action during the encounter. Each
party must clearly consent to each act during the sexual encounter.

● Consent may not be inferred from silence.
● Consent is not voluntary if it is induced by force, threat or deception.
● An individual who is incapacitated by drugs or alcohol, who is asleep, blacked out

or unconscious, or otherwise physically or mentally incapacitated is not capable of
consent and consent may never be assumed. Acts of sexual misconduct and the
failure to obtain consent are never excused by incapacitation because of drug or
alcohol consumption.

● Consent may be withdrawn at any time and if it is, sexual activity of any kind must
stop. Consent to one form of sexual activity does not constitute consent to all
forms of sexual activity, and consent to sexual activity with one person does not
equal consent to engage in sexual activity with anyone else.

● Maine law on consent: Minors who are 14 or 15 cannot legally consent to sexual
activity if the other party is at least five (5) years older. Minors under 14 can never
legally consent to sexual activity. Such sexual acts are felonies under Maine law.

K.     Retaliation
Retaliation is generally any action that would deter a reasonable person from opposing or
reporting the practices prohibited by this Policy. Such actions would include but are not
limited to threats, intimidation or coercion. Retaliation by the College, any individual or any
group against any person who reports a possible violation of this Policy or who attempts
to intercede to prevent any violation of this Policy or who participates in any way in the
hearing process under this Policy is prohibited and will result in disciplinary action.

II.     SCOPE

Applicability

The College’s Sexual Misconduct, Non-Discrimination and Anti-Harassment Policy applies to all
faculty, trustees, staff, administrators, supervisors, employees, students, vendors, volunteers and
visitors to campus. This includes guests, patrons, independent contractors, or clients of the
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College. This Policy prohibits sexual misconduct, sexual harassment and discrimination in any
College program or activity, which means all academic, educational, co-curricular, extracurricular,
and other programs.

Off-Campus Programs

Off-campus programs and activities are covered by this policy and include, but are not limited to,
study abroad programs, internships, participation in affiliated programs, student teaching, and
applied learning such as on-line courses. Faculty, staff, administrators, supervisors, employees,
volunteers and students who feel that they have experienced sexual misconduct, including
sexual assault, dating violence, domestic violence or stalking, discrimination and/or harassment
while participating in off-campus programs and activities should immediately report such
incidents to the program director, the Associate Dean of Student Life, and/or the Title IX
Coordinator who is Beth Elicker. Non-College visitors, guests, patrons, independent contractors
or clients who fail to address sexual misconduct, discrimination and/or harassment by their
personnel on College premises of which they have knowledge or should have had knowledge
may be subjected to whatever sanctions the relationship with the College permits and the
College deems appropriate in order to protect the members of the College community.

Employment Decisions

This policy is not meant to address differences in opinion regarding validity of employment
determinations such as salary recommendations, promotion and tenure decisions, performance
evaluations, hiring decisions, job classification decisions, transfers or reassignments, termination
or layoff because of lack of work or elimination of a position, and normal supervisory counseling.
Furthermore, this policy does not intend to address behaviors that do not constitute sexual
misconduct, discrimination or harassment. Offensive workplace behavior that does not violate
this policy should be addressed to the appropriate supervisor or office.

Academic Freedom and Freedom of Expression

The College is committed to protecting, maintaining and encouraging both freedom of
expression and the academic freedom of inquiry, teaching, service, and research. However, these
freedoms come with a responsibility that all members of the education community benefit from
these freedoms without intimidation. In recognition and support of academic freedom for faculty
in the pursuit of teaching, academic freedom and freedom of expression shall be strongly
considered in investigating and reviewing complaints and reports of discrimination, harassment
or sexual misconduct. However, raising issues of academic freedom and freedom of expression
will not excuse behavior that constitutes a violation of the law or the College’s Sexual
Misconduct, Anti-Discrimination and Anti-Harassment Policy.

Responsibility of Supervisors and Others in Positions of Authority

No individual who is in a position of authority over another, either in the employment or
educational context, has the authority to discriminate against, harass or engage in acts of sexual
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misconduct by virtue of their role. The College does not in any way, expressly or impliedly,
condone sexual misconduct, including sexual assault, dating violence, domestic violence or
stalking, discrimination, or harassment by any employee or person in a position of authority,
including an administrator, or a supervisor. Furthermore, a supervisor, administrator, faculty
member, or person in a position of authority who does not appropriately handle reports or
incidents of sexual misconduct, discrimination and/or harassment, or who does not report
incidents about which they become aware to Beth Elicker, the Title IX Coordinator may be subject
to disciplinary action. All members of the College community, including students, contract
vendors, trustees, employees and others should report any sexual misconduct, discrimination
and/or harassment that they experience and/or observe to the Title IX Coordinator. No MECA&D
community member should assume that an official of the College knows about any particular
situation of concern involving sexual misconduct, discrimination or harassment. All incidents must
be reported to Beth Elicker, Title IX Coordinator.

Responsible Employees

Any employee of the College who is responsible in any way for student welfare and who is not by
law, licensure or College regulation designated as a confidential resource, must report any report
of discrimination, harassment or sexual misconduct to Beth Elicker, the Title IX Coordinator. This
definition of “responsible employee” includes faculty, administrators, security officers, advisors,
staff, RAs and other student employees involved in promoting student welfare.

If a responsible employee receives a report or a complaint of a possible violation of this Policy ,
before hearing it fully, the responsible employee should be clear with the person making the
report or complaint that (1) they are not a confidential resource, if they are not so designated, and
(2) they are obligated to report any incident to the Title IX Coordinator.

III.     GUIDANCE FOR REPORTING A VIOLATION OF THE SEXUAL MISCONDUCT,
ANTI-DISCRIMINATION AND ANTI-HARASSMENT POLICY

A. Counseling resources are available to anyone who thinks that he or she has been the
victim of harassment, discrimination, and/or sexual misconduct, including sexual assault,
dating violence, stalking, or domestic violence. Individuals can contact an advocate at one
of the confidential resources listed below as a first step in seeking help. These resources
provide consistent support and information, exploration of options, connection with local
resources, safety planning, and help with legal options and medical attention.

B. Confidential Resources:
a. Counseling & Wellness: The College has on-site licensed counselors available

weekdays for free and confidential counseling. Appointments may be scheduled
by emailing counseling@meca.edu. After hours and on weekends, students may
call the Student Life On-Call Phone 207-228-3474 to request to talk with a
counselor or to be referred to other resources and services.
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b. The Maine Coalition to End Domestic Violence: Offers 24-hour free confidential
support, advocacy and resources for those affected by relationship abuse
available by phone at 1-866-834-4357 and on their website at www.mcedv.org.

c. The Maine Coalition Against Sexual Assault:  Offers 24-hour free confidential
support, advocacy, and resources for anyone affected by sexual assault, stalking,
or sexual harassment available at 1-800-871-7741 and on their website at
www.mecasa.org.

d. Sexual Assault Response Services of Southern Maine: Offers 24-hour free
confidential crisis response, support and advocacy for anyone affected by sexual
assault, stalking or sexual harassment at 1-800-313-9900 or at www.sarsonline.org.

e. Maine Medical Center Emergency Department: 662 Bramhall Street, 207-622-0111.

C. Other Resources:
a. Beth Elicker, Title IX Coordinator, belicker@meca.edu, 207-699-5045.
b. Student Life: studentlife@meca.edu, 207-699-5035 (during office hours), or

207-228-3474 (24/7).
c. Portland Police Department: Contact 911 for emergencies or 207-874-8575 for

non-emergencies.

D. Making A Report or Complaint.

a. Any individual in the College community, including a bystander or other third party,
may make a report of a possible violation of this Policy and they are encouraged
to do so. Whenever possible, reports should be made to the Title IX Coordinator,
Beth Elicker. When reports are received by other Responsible Employees they will
be forwarded to the Title IX coordinator. The Title IX Coordinator or other
responsible administrator will explain to the person reporting the possible
violation the options and resources available to the complainant or other person
making the report. These options include filing a formal complaint, making a report
to law enforcement, if appropriate, seeking immediate medical or counseling
services, if needed and how to contact other support resources at the College and
in the community. The College will assist the person reporting in accessing any of
these options, including reporting to law enforcement. If the person reporting
ultimately chooses not to make a formal complaint, it may hinder the College’s
ability to take action to protect members of the College community.  Please see
below for the ability of the College to keep reports confidential. These general
guidelines about making a report or a formal complaint apply regardless of
whether the report is about an alleged violation by a student, a faculty member, a
staff member, a guest, a vendor or the President of the College.

The College will make every effort to be sensitive to the personal needs and
concerns of the complainant in reporting what may, in some cases, be very
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sensitive personal information, but must also balance this concern with the very
important due process rights of the charged party.

E. Confidentiality.

a. Complete confidentiality can only be granted by professional counselors,
therapists or clergy. The College will, however, whenever possible, honor a
request by the complainant for confidentiality. Any request for confidentiality must
be balanced against the College’s obligation to provide a safe and
non-discriminatory environment for the entire College community. The College
may also be severely limited in its ability to take action against a charged student
if strict confidentiality is maintained. The Title IX Coordinator, the Vice-President of
Academic Affairs/Dean of the College, and the Associate Dean of Student Life or
the Vice-President of Institutional Advancement shall be responsible for evaluating
all requests for confidentiality and will consider the severity of the alleged
conduct, the ages of the parties, any pattern of misconduct and the rights of the
charged student.
In any case where a report or a complaint discloses a serious, immediate or
continuing threat to others in the College community, the College will issue a
campus-wide alert. However, such an alert shall not contain any identifying
information about the complainant. In addition, no information about the
complainant will be released to the public in any fashion without the consent of
the complainant.

The College reserves the right to investigate and resolve  a report and/or
complaint of discrimination, sexual misconduct and/or harassment regardless of
whether the complainant ultimately desires the College to pursue the complaint. In
such cases, the parties shall be informed of the status of the investigation at
reasonable times until the College’s final disposition of the investigation

The College may conduct any investigation of a report and/or complaint it deems
necessary using trained College personnel or using a trained outside investigator.

F. Reporting alleged violations of this policy as soon as possible to the appropriate person is
very important in order to help safeguard the well-being and rights of the complainant, the
charged party and other members of the College community. Potential complainants, if
they are able, should write down details of the incident(s) as soon after they occur as
possible and be sure to note the names of any persons who may have been witnesses to
the incident(s). After an initial report of an alleged violation is made the person making the
initial report will be asked if he or she wishes to make a formal complaint as set forth in
Section A. above.

i.     Reports and/or complaints about alleged violations by students should be made
either to the Title IX Coordinator or to the Associate Dean of Student Life.
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ii.     Reports and/or complaints about alleged violations by a faculty member should be
made either  to the Title IX Coordinator or to the Dean of the College.
iii.     Reports and/or complaints about alleged violations by staff, vendors or guests
should be made to the Title IX Coordinator.
iv.    Reports and/or complaints about alleged violations by the President of the College
should be made to the Title IX Coordinator who shall report the complaint to the Chair of
the Board of Trustees.
v.     Complaints about alleged violations of gender equity by the College in any of its
programs in violation of Title IX should be made to the Title IX Coordinator.
vi.     In all cases involving allegations of sexual misconduct or other criminal violations the
College will also counsel the alleged victim of their right to report the incident to the
police for criminal investigation. The College will also provide any student who wishes to
make a report to law enforcement with assistance in doing so.
vii.     In any case involving a counter complaint by the charged party against the original
complainant the counter complaint should be made to the Title IX Coordinator as set forth
above. Each complaint will be handled pursuant to the procedures set forth below.

G. Investigations.

a. The College reserves the right, in its sole discretion, to use the services of an
external professional to conduct investigations of alleged violations of this Policy.
   

IV.     REPORTING AND COMPLAINT PROCEDURE

The College has established the following procedures to provide all members of the College
community with the opportunity to seek internal resolution when they think there has been a
violation of the sexual misconduct, anti-harassment and anti-discrimination policy.

A. Complaints Against Students

After the Associate Dean of Student Life (“Associate Dean”) receives a written or oral report or a
formal complaint from the Title IX Coordinator or directly from a member of the Community, the
Associate Dean or the Director’s designee will interview the complainant and request that the
complaint be reduced to writing if the complainant wishes to make a formal complaint. The
Associate Dean or designee will work with the complainant to assist in the writing of the
complaint. Any sensitive descriptions of medical procedures or the personal pain or suffering the
complainant may have gone through is not provided to the charged party. The report will only
include the factual information needed by the charged party in order to be able to respond to the
allegations made against them.

If the complainant makes a formal complaint, the Associate Dean or designee will review the
complaint and if the Director determines there is a basis for the complaint under the Policy, the
Associate Dean or designee will meet with the charged party, explain the allegations being made
and request the charged party to make a written response to the allegations. The Associate Dean
or designee will assist the charged party in making the written response.If the charged party does
make a written response, the charged party will then be permitted to see a copy of the written
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summary complaint from the complainant. If the charged party does not make a written
statement, the charged party is not entitled to see any written statement made by the
complainant. The complainant will be given a copy of the charged party’s written statement, if the
complainant has provided a written statement. The Associate Dean will discuss the anti-retaliation
and confidentiality policies with both parties.

If the Associate Dean or designee determines there is no basis to the complaint under the Policy
and declines to take any action against the charged party, the Associate Dean will provide both
parties with a written decision to that effect. The complainant may appeal that determination to
the Vice President of Academic Affairs/Dean of the College. The appeal must be in writing and
must be made to the Dean within seven days of the Associate Dean’s decision not to act on the
original complaint. The only grounds for the appeal are  (a) there is additional factual information
that was not available or otherwise could not have been provided when the Associate Dean
made the decision to take no action or (b) that there was a significant procedural error that
materially impacted the decision to take no action. The Dean will issue a decision within ten
business days of the date on which the appeal was received. The decision of the Dean is final.

If either party thinks there is a conflict of interest in having to report to the Associate Dean of
Student Life, either party can inform the Associate Dean of their specific concern and request the
Associate Dean to excuse themselves from their case. If the Associate Dean agrees there is a
conflict, the Vice President of Academic Affairs/Dean of the College will appoint someone to act
in the place of the Associate Dean. If the Associate Dean does not agree there is a conflict, and
either party continues to think there is, either party can appeal the conflict of interest decision to
the Vice President of Academic Affairs/Dean of the College, who will make a final determination.
If either party thinks there is a conflict of interest in dealing with the Vice President of Academic
Affairs/Dean of the College, they may appeal that issue to the President of the College whose
resolution of the conflict issue will be final.

Interim Measures

At any time after the receipt of the complaint the Associate Dean or designee, in consultation
with senior administrators when appropriate, may take actions necessary to protect the safety of
the parties or the community during the pendency of the investigation, including but not limited to
changing course and/or work schedules, or issuing no-contact orders. The decision by the
Associate Dean and/or a senior administrator to take such an action creates no presumption that
the charged party has engaged in the alleged discriminatory or otherwise inappropriate conduct.

If it is necessary to gather additional information after meeting with both parties, the Associate
Dean or designee has ten business days from the time the charged party receives notice of the
complaint to conduct any further investigation of the complaint. PLEASE NOTE: This time frame
and all others referred to in this policy may be extended for good cause by the Associate Dean or
the Associate Dean’s designee, and if a time frame is to be extended, both parties will be notified
of the extension by the responsible administrative office of the College.

Possible Actions by the Associate Dean of Student Life

Informal Resolution
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When the Associate Dean of Student Life thinks it appropriate and after consultation with both
parties, the Associate Dean may suggest Informal Resolution to resolve the complaint.

PLEASE NOTE: Informal resolution is never an option available to the Associate Dean when
the complaint involves allegations of sexual misconduct even if both parties would agree to
the process.

During the Informal Resolution process the Associate Dean or the Associate Dean’s designee will
meet with both parties and may or may not meet with them together. A face-to-face meeting of
the parties is not required. Either party may end the informal process at any time and request that
the complaint be handled through the formal process. After the meetings, if the Associate Dean
thinks it is appropriate, the Associate Dean will propose a possible resolution to both parties. If
both parties agree to the resolution proposed by the Associate Dean, it will be put in writing and
signed by both parties. If the parties do not agree to the resolution, or the Associate Dean
otherwise decides it is appropriate to terminate the Informal Resolution process, the Associate
Dean may then (1) impose discipline or (2) convene the Hearing Committee.

Imposition of Discipline
If the Associate Dean of Student Life or the Associate Dean’s designee determines that the
charged party has violated the anti-harassment and/or discrimination policies and has also
determined that the Informal Resolution process is not appropriate or that the Informal Resolution
process has been attempted and has failed, the Associate Dean may impose discipline for the
violation of the policy. The Associate Dean may impose:

Disciplinary Warning
A disciplinary warning is a written sanction that states the policy violated and explains what will
occur if further violations occur.

Disciplinary Probation
Disciplinary Suspension for two weeks or less (as defined in the Student Conduct Code)
Other remedies deemed appropriate by the Associate Dean without convening the Hearing
Committee.

If either party disagrees with the Associate Dean’s decision to impose a Disciplinary Warning,
Disciplinary Probation or Disciplinary Suspension for two weeks or less, or another remedy
deemed appropriate by the Associate Dean, either party may appeal the Associate Dean’s
decision to the Vice President of Academic Affairs/ Dean of the College. The appeal must be
given to the Dean within ten days of the receipt of the Associate Dean’s decision by the charged
party. The appeal must be in writing and must clearly set forth the reason for the appeal. The only
grounds for the appeal are (a) there is additional factual information that was not available or
could otherwise not have been provided when the Associate Dean made the decision to impose
discipline or (b) there was a significant procedural error that materially impacted the decision to
impose discipline. The decision of the Dean will be final.

Hearing Committee
If the Associate Dean of Student Life or designee determines that the appropriate discipline for a
charged party may be either Disciplinary Suspension for longer than two weeks or Disciplinary
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Expulsion or in any case involving allegations of sexual misconduct, the Associate Dean will so
inform the parties and ask the Vice President of Academic Affairs/Dean of the College to
convene the Hearing Committee.

At the start of each academic year, the President will appoint 16 members to the Hearing
Committee: six representatives from the faculty, six representatives from the staff and four
representatives from the student body. All appointed members will receive orientation and
training.
   
When the Associate Dean of Student Life requests the Vice President of Academic Affairs/Dean
of the College (“Dean”) to convene the Hearing Committee, the Dean will select two faculty
members, two staff members, and two student members from among the appointed
representatives to sit on that panel, and the Committee will meet within ten business days of the
date when the Dean receives the request from the Associate Dean of Student Life. The Dean will
Chair the Hearing Committee and be a voting member. Whenever the complaint involves sexual
misconduct, sexual violence or any other form of violence or the use of a weapon, student
members shall not be selected for the panel. The case will be heard by the two faculty selected
and the two staff members selected.
   
The Associate Dean of Student Life or the Associate Dean’s designee will present the case to the
Hearing Committee and is not a voting member of the Committee. If the Hearing Committee
should determine that further investigation is warranted or that additional information is needed,
it will be conducted or provided by the Associate Dean of Student Life or the Associate Dean’s
designee. The Associate Dean of Student Life in consultation with the Chair may present
documentary evidence to the Hearing Committee. All evidence presented shall be in a form that
complies with the applicable provisions of the Federal Educational Rights and Privacy Act
(“FERPA”). In all cases, the College will endeavor to complete all investigations and conduct any
hearing that is necessary within sixty days of the initial complaint. If this is not possible, the
parties will be informed and kept updated on the timeline for completion of the process.
   
The parties may provide the Chair with copies of any documents they would like presented to the
Hearing Committee. The Director and the Chair shall have discretion to determine what, if any,
documentary evidence shall be presented to the Hearing Committee.

The Hearing Committee may call witnesses but it is not required to do so. The parties may also
submit names of possible witnesses to the Chair of the Hearing Committee; the Chair and the
Associate Dean of Student Life will decide which, if any, witnesses will appear before the Hearing
Committee. If witnesses do appear before the Hearing Committee, the parties may question
those witnesses within the discretion of and only indirectly through the Chair. If more than one
witness is called before the Committee, all witnesses will be sequestered and will not be
permitted to hear other witnesses testify. Once they have testified, the witnesses will be excused
from the Hearing Committee room. If the complaint involves a charge of sexual assault or
coercion, the parties are not required to appear in the Hearing Committee room together at the
same time.

The complainant and the charged party will be provided with the documents, if any, that will be
introduced and a list of the witnesses who will be called at the hearing at least 48 hours before
the time of the hearing.
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The Hearing Committee meetings are not open to the public. Either party may have an advisor
present with them. The advisor may be an individual from the College community, including an
academic advisor, a fellow student or a member of Maine College of Art & Design’s faculty or
staff. The College may but is not required to postpone a scheduled hearing date if the advisor
cannot attend on that date provided the College has given the parties at least five days’ notice of
the date of the hearing. Advisors may also be parents, other relatives or attorneys only when the
charge involves a possible violation of Title IX. Advisors may not participate orally or in writing at
the hearing. Any advisor who disrupts the Hearing or fails to follow these guidelines may be
removed from the Hearing by the Chair. The Rules of Evidence as used by the state and federal
courts do not apply and the hearing shall not be recorded.
   
The Hearing Committee shall make its decision based only on the evidence presented to it
during the hearing itself, and the standard for making a determination that the violation has
occurred and that discipline should be imposed shall be by a preponderance of the evidence. All
members of the Hearing Committee shall vote and decisions are determined by a vote of the
majority. The Chair will issue a written decision which shall include Findings of Fact to the parties
at the same time within 10 business days of the close of the Hearing Committee’s meetings on
the complaint.
 
Sanctions
If the Hearing Committee determines that the charged party has violated the Sexual Misconduct,
Anti-Discrimination, and Anti-Harassment Policies, the Hearing Committee may impose discipline
for the violation of the policy. The following sanctions are available:  Disciplinary Warning;
Disciplinary Probation; Loss of Privileges; Restitution; Discretionary Sanctions; Residence Hall
Suspension; Residence Hall Expulsion; College Suspension; College Expulsion; Revocation of
Admission and/or Degree; Withholding Degree. Definitions of these sanctions can be found in the
Code of Student Responsibility: Section VIII Sanctions.

Failure to comply with sanctions imposed through the College’s student conduct process, or with
specific conditions related to the safety and security of any person(s) or property while a case is
pending, may result in immediate, indefinite suspension or expulsion from the College without
benefit for further process.

The decision of the Hearing Committee may be appealed to the President of the College by
either party. The President may consider the Appeal or act through a designee. The appeal must
be in writing and it must be filed in the President’s Office within 10 business days of the date
upon which the parties received the Hearing Committee’s decision. The appeal (1) must be based
on new information or evidence which was not and could not have been considered by the
Hearing Committee and/or (2) must allege some significant procedural errors or conflict of
interest by the Hearing Committee or one or more of its members that significantly impacted the
outcome of the Hearing. The President shall not conduct a full rehearing of the case during the
appeal and may meet with either party to the original complaint but is not required to do so. The
President may consult with the Chair of the Hearing Committee as well as any members of the
Administration not involved in the original decision of the Hearing Committee in making a final
determination on the appeal. The President will issue a written decision to both parties within ten
business days of the receipt of the appeal in the President’s office.
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PLEASE NOTE: All written decisions issued under this policy and involving students shall comply
with the Federal Educational Rights and Privacy Act (FERPA).

B.     Complaints Against Faculty Members

After the Vice President of Academic Affairs/Dean of the College receives the report and/or
complaint from the Title IX Coordinator, the Dean or the Dean’s designee will meet with the
complainant and request the complainant to submit the complaint in writing. The Dean will also
meet with the charged party and request the charged party to make a written response to the
complaint. If the charged party makes a written response, the Dean will give the charged party a
copy of the written complaint. If the complainant did not make a written complaint and the
charged party responds in writing, the complainant will not be given a copy of the charged party’s
written response. The Dean will discuss the anti-retaliation and the confidentiality policies with
both parties. If either party thinks there is a conflict of interest in having to report to the Dean,
they should so inform the Dean and ask the Dean to recuse themselves from hearing the
complaint. If the Dean agrees, the Dean will request that the President appoint another individual
to hear the complaint.

If the Dean does not agree that there is a conflict of interest and either party is still concerned,
either party may appeal the decision of the Dean to remain on the case to the President. This
appeal must be made within four business days of the Dean’s decision and the President will
issue a decision on the alleged conflict of interest within 10 business days of receiving the
appeal. The President’s decision is final. At any time after the receipt of the complaint the Dean,
in consultation with other senior administrators, if appropriate, may take whatever actions he or
she may deem necessary to protect the safety of the parties or the community, including but not
limited to changing course and/or work schedules, issuing no-contact orders or suspending a
party from their duties with pay pending a resolution of the complaint. The decision by the Dean
and any other senior administrator to take such an action creates no presumption that the
charged party has engaged in the alleged discriminatory or otherwise inappropriate conduct.
   
The Dean of the College or the Dean’s designee will conduct any necessary investigation and
that investigation will be completed within 10 business days of the Dean’s receipt of the
complaint unless for good cause the Dean determines that more time is needed for the
investigation. If the deadline is extended by the Dean, both parties will be notified.
   
If after an investigation the Dean of the College decides that there is no basis to the complaint,
the Dean will notify both parties in writing. Within 10 business days of the receipt of this decision
either party may appeal the decision to the President who will make a final determination as to
whether or not there is a basis to the complaint.
   
Possible Actions By the Vice President of Academic Affairs/Dean of the College

Informal Resolution
When the Dean thinks it appropriate and after consultation with both parties, the Dean may
suggest Informal Resolution to resolve the complaint. PLEASE NOTE: Informal resolution is
never an option available to the Dean when the complaint involves allegations of sexual
misconduct even if both parties would agree to the process. During the Informal Resolution
process the Dean or the Dean’s designee will meet with both parties and may or may not meet
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with them together. Either party may end the informal process at any time and request that the
complaint be handled through the formal process. A face-to-face meeting of the parties is not
required. After the meetings, if the Dean thinks it is appropriate, the Dean will propose a possible
resolution to both parties. If both parties agree to the resolution proposed by the Dean, it will be
put in writing and signed by both parties. If the parties do not agree to the resolution, or the Dean
otherwise decides it is appropriate to terminate the Informal Resolution process, the Dean may
then convene the Hearing Committee.
   
Hearing Committee
If Informal Resolution is not appropriate or the Informal Resolution process fails, the Dean of the
College will then ask the Assistant Dean to convene a panel of the Hearing Committee. The
Assistant Dean will act as Chair and will be a voting member of the panel, and will also select four
faculty members and two staff members from among the appointed representatives to sit on the
panel.

The Dean or the Dean’s designee will present the case to the Hearing Committee and is not a
voting member of the Committee. If the Hearing Committee should determine that further
investigation is warranted or that additional information is needed, it will be conducted or
provided by the Dean or the Dean’s designee. The Dean in consultation with the Chair of the
Hearing Committee may present documentary evidence to the Hearing Committee. The parties
may provide the Chair with copies of any documents they would like presented to the Hearing
Committee. The Dean and the Chair shall have discretion to determine what, if any, documentary
evidence shall be presented to the Hearing Committee. All evidence presented shall comply with
the applicable provisions of the Federal Education Rights and Privacy Act (FERPA). The College
will endeavor to complete all investigations and any hearing that may be necessary within sixty
days of the receipt of the initial complaint. If the College is not able to meet this deadline, it will
inform both parties and keep them both informed as to the new timeline.
   
The Hearing Committee may call witnesses but it is not required to do so. The parties may also
submit names of possible witnesses to the Chair of the Hearing Committee, and the Chair, in
consultation with the Dean, will decide which, if any, witnesses will appear before the Hearing
Committee. If witnesses do appear before the Hearing Committee, the parties may question
those witnesses within the discretion of and only indirectly through the Chair. If more than one
witness is called before the Committee, all witnesses will be sequestered and will not be
permitted to hear other witnesses testify. Once they have testified, the witnesses will be excused
from the Hearing Committee room. If the complaint involves a charge of sexual misconduct, the
parties are not required to appear in the Hearing Committee room together at the same time.

A list of the documents, if any, to be presented to the Committee and the witnesses, if any other
than the parties, to be called shall be provided to the parties at least 48 hours prior to the time of
the hearing.
   
The Hearing Committee meetings are not open to the public. Either party may have an advisor
present with them. The advisor may be an individual from the College community, including an
academic advisor, a fellow student or a member of the Maine College of Art & Design faculty or
staff. The College may but is not required to postpone a scheduled hearing date if the advisor
cannot attend on that date provided the College has given the parties at least five days notice of
the date of the hearing. Advisors may also be parents, other relatives or attorneys, if it is a Title IX
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complaint. Advisors may not participate orally or in writing at the hearing. Any advisor who
disrupts the Hearing or fails to follow these guidelines may be removed from the Hearing by the
Chair. The Rules of Evidence as used by the state and federal courts do not apply and the
hearing shall not be recorded. The Dean will inform the charged party and the members of the
Hearing Committee of the possible actions the Hearing Committee may take should it determine
there has been a violation of the sexual misconduct, anti- harassment and anti-discrimination
policy.

The Hearing Committee shall make its decision based only on the evidence presented to it
during the hearing itself, and the standard for making a determination that the violation has
occurred and that discipline should be imposed shall be a preponderance of the evidence.
Possible disciplinary actions include Written Warning, Probation, Suspension, or Dismissal. All
members of the Hearing Committee shall vote and decisions are determined by a vote of the
majority. The Chair will issue a written decision which shall include Findings of Fact to the parties
within 10 business days of the close of the Hearing Committee’s meetings on the complaint.

The decision of the Hearing Committee may be appealed to the President of the College by
either party. The President may consider the Appeal or act through a designee. The appeal must
be in writing and it must be filed in the President’s Office within ten days of the date upon which
the parties received the Hearing Committee’s decision. The appeal (1) must be based on new
information or evidence which was not and could not have been considered by the Hearing
Committee and/or (2) must allege some significant procedural errors or conflict of interest by the
Hearing Committee or one or more of its members that significantly impacted the outcome of the
hearing. The President may meet with either party to the original complaint but is not required to
do so. The President may consult with the Chair of the Hearing Committee as well as any
members of the Administration not involved in the original decision of the Hearing Committee in
making a final determination on the appeal. The President will issue a written decision to both
parties within ten days of the receipt of the appeal in the President’s Office. The President’s
decision shall be final.

PLEASE NOTE: All written decisions issued under this policy and involving students shall comply
with the Federal Educational Rights and Privacy Act (FERPA).

C.     Complaints Against Staff, Vendors or Guests

1. Complaints Against Vendors or Guests
When a complaint is made against a vendor or a guest to the College, the Executive Vice

President who is also the Title IX Coordinator will decide what actions, if any, are to be taken and
the Executive Vice President’s decision will be final. The Executive Vice President may consult
with any members of the senior administration before reaching a decision on any such complaint.
   

2. Complaints Against Staff.
After the Executive Vice President receives the complaint, the Executive Vice President

will meet with the complainant and request the complainant to submit the complaint in writing.
The Executive Vice President will also meet with the charged party and ask the charged party to
provide a written statement in response to the complaint. If the charged party provides a written
response, the charged party will also be given a copy of the complainant’s written statement. If
the complainant provided a written statement, the complainant shall also receive a copy of the
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charged party’s written statement. The Executive Vice President will discuss the anti-retaliation
and the confidentiality policies with both parties.

If either party thinks there is a conflict of interest in having to report to the Executive Vice
President, they should so inform the Executive Vice President and ask the Executive Vice
President to excuse themselves from hearing this complaint. If the Executive Vice President
agrees, the Executive Vice President will request the President to appoint another individual to
hear the complaint. If the Executive Vice President does not agree that there is a conflict of
interest and either party is still concerned, either party may appeal the decision of the Executive
Vice President to hear the complaint to the President. This appeal must be made within two days
of the Executive Vice President’s decision and the President will issue a decision on the alleged
conflict of interest within ten days of receiving the appeal. The President’s decision is final.

At any time after the receipt of the complaint the Executive Vice President, in consultation with
other senior administrators, if appropriate, may take whatever actions he or she may deem
necessary to protect the safety of the parties or the community, including but not limited to
changing course and/or work schedules, issuing no-contact orders or suspending a party from
their duties with pay pending a resolution of the complaint. The decision by the Executive Vice
President and/or any other senior administrator to take such an action creates no presumption
that the charged party has engaged in the alleged discriminatory or otherwise inappropriate
conduct.

The Executive Vice President or the Executive Vice President’s designee will conduct any
necessary investigation and that investigation will be completed within ten days of the Executive
Vice President’s receipt of the complaint unless for good cause the Executive Vice President
determines that more time is needed for the investigation. If the deadline is extended by the
Executive Vice President both parties will be notified.

If after an investigation the Executive Vice President decides that there is no basis to the
complaint, the Executive Vice President will notify both parties in writing. Within ten days of the
receipt of this decision either party may appeal the decision to the President who will make a final
determination as to whether or not there is a basis to the complaint.

Possible Actions By the Executive Vice President for Complaints Against Staff

Informal Resolution
When the Executive Vice President thinks it appropriate and after consultation with both parties,
the Vice President may suggest Informal Resolution to resolve the complaint.

PLEASE NOTE: Informal resolution is never an option available to the Executive Vice President
when the complaint involves allegations of sexual misconduct even if both parties would agree to
the process.
   
During the Informal Resolution process the Executive Vice President or their designee will meet
with both parties and may or may not meet with them together. A face-to- face meeting of the
parties is not required. After the meetings, if the Executive Vice President thinks it is appropriate,
they will propose a possible resolution to both parties. If both parties agree to the resolution
proposed by the Executive Vice President, it will be put in writing and signed by both parties. If
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the parties do not agree to the resolution, or the Executive Vice President otherwise decides it is
appropriate to terminate the Informal Resolution process, the Executive Vice President may then
convene the Hearing Committee.
   
Hearing Committee
If Informal Resolution is not appropriate or the Informal Resolution process fails, the Executive
Vice President will then ask the Vice President for Academic Affairs/Dean of the College (“the
Chair”) to convene a panel of the Hearing Committee. The Dean will act as Chair and will be a
voting member of the panel; they will also select three faculty members and three staff members
from among the appointed representatives to sit on the panel.
   
The Executive Vice President will present the case to the Hearing Committee and will not be a
voting member. If the Hearing Committee should determine that further investigation is warranted
or that additional information is needed, it will be conducted or provided by the Executive Vice
President or the Executive Vice President’s designee. The Executive Vice President, in
consultation with the Chair, may present documentary evidence to the Hearing Committee. The
parties may provide the Chair with copies of any documents they would like presented to the
Hearing Committee. The Executive Vice President and the Chair shall have discretion to
determine what, if any, documentary evidence shall be presented to the Hearing Committee. All
evidence presented shall comply with all applicable provisions of the Federal Educational Rights
and Privacy Act (“FERPA”). The College will endeavor to complete all investigations and any
hearing that may be necessary within sixty days of the receipt of the initial complaint. If the
College is not able to meet this deadline, it will inform both parties and keep them both informed
as to the new timeline.

The Hearing Committee may call witnesses but it is not required to do so. The parties may also
submit names of possible witnesses to the Chair, and the Chair, in consultation with the Executive
Vice President, will decide which, if any, witnesses will appear before the Hearing Committee. If
witnesses do appear before the Hearing Committee, the parties may question those witnesses
within the discretion of and only indirectly through the Chair. If more than one witness is called
before the Committee, all witnesses will be sequestered and will not be permitted to hear other
witnesses testify. Once they have testified, the witnesses will be excused from the Hearing
Committee room. If the complaint involves a charge of sexual assault or coercion, the parties are
not required to appear in the Hearing Committee room together at the same time.

A list of the documents, if any, to be presented to the Committee and the witnesses, if any other
than the parties, to be called shall be provided to the parties at least 48 hours prior to the time of
the hearing.

The Hearing Committee meetings are not open to the public. Either party may have an advisor
present with them. The advisor may be an individual from the College community, including an
academic advisor, a fellow student or a member of Maine College of Art & Design’s faculty or
staff. The College may but is not required to postpone a scheduled hearing date if the advisor
cannot attend on that date provided the College has given the parties at least five (5) days’ notice
of the date of the hearing. Advisors may also be parents, other relatives or attorneys, if it is a Title
IX complaint. Advocates may not participate orally or in writing at the hearing. Any advisor who
disrupts the Hearing or fails to follow these guidelines may be removed from the Hearing by the
Chair. The Rules of Evidence as used by the state and federal courts do not apply and the
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hearing shall not be recorded. The Executive Vice President will inform the charged party and the
members of the Hearing Committee of the possible actions the Hearing Committee may take
should it determine there has been a violation of the sexual misconduct, anti- harassment and
anti-discrimination policy.
      
The Hearing Committee shall make its decision based only on the evidence presented to it
during the hearing itself, and the standard for making a determination that the violation has
occurred and that discipline should be imposed shall be a preponderance of the evidence. All
members of the Hearing Committee shall vote and decisions are determined by a vote of the
majority. Possible disciplinary actions include Written Warning, Probation, Suspension, or
Dismissal. All members of the Hearing Committee shall vote and decisions are determined by a
vote of the majority. The Chair will issue a written decision which shall include Findings of Fact to
the parties within 10 business days of the close of the Hearing Committee’s meetings on the
complaint.
  
The decision of the Hearing Committee may be appealed to the President of the College. The
President may consider the Appeal or act through a designee. The appeal must be in writing and
it must be filed in the President’s Office within ten days of the date upon which the parties
received the Hearing Committee’s decision. The appeal (1) must be based on new information or
evidence which was not and could not have been considered by the Hearing Committee and/or
(2) must allege some significant procedural errors or conflict of interest by the Hearing
Committee or one or more of its members that significantly impacted the outcome of the Hearing.
The President may meet with either party to the original complaint but is not required to do so.
The President may consult with the Chair of the Hearing Committee as well as any members of
the Administration not involved in the original decision of the Hearing Committee in making a
final determination on the appeal. The President will issue a written decision to both parties
within ten days of the receipt of the appeal in the President’s Office. The President’s decision
shall be final.

PLEASE NOTE: All written decisions issued under this policy and involving students shall comply
with the Federal Educational Rights and Privacy Act (FERPA).

D.     Complaints Against the President of the College

When the Chair of the Board of Trustees receives a complaint against the President of the
College from the Title IX Coordinator, the Chair of the Board or the Chair’s designee will meet
with the complainant and request that the complaint be put in writing. The Chair of the Board will
meet with the President and request a written response to the complaint from the President. If the
President provides a written response and the complaint has put the complaint in writing, both
the complainant and the President shall receive copies of each other’s written statements. The
Chair of the Board or the Chair’s designee will inform both parties of the anti-retaliation and
confidentiality policies.
   
At any time after the receipt of the complaint the Chair of the Board may request a senior
member of the administration to take whatever actions he or she may deem necessary to protect
the safety of the parties or the community, including but not limited to changing course and/or
work schedules, issuing no-contact orders or suspending a party from their duties with pay
pending a final determination on the complaint. Any such actions involving the employment
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status or the terms of employment of the President of the College can only be carried out after a
vote of the Board of Trustees. The decision by the Chair of the Board, the Board of Trustees and/
or the senior administrator to take such an action creates no presumption that the President has
engaged in the alleged discriminatory or otherwise inappropriate conduct.

If the Chair of the Board or the Chair’s designee determines that additional investigation is
required, the Chair of the Board or Chair’s designee may request a member of the senior
administration to undertake the necessary investigation. The senior administrator shall report the
results of the investigation only to the Chair of the Board or the Chair’s designee. If the President
objects to the senior administrator selected to conduct the investigation based on a perceived
conflict of interest, the President may present the conflict of interest and request the Chair of the
Board or the Chair’s designee to select a different administrator to conduct the investigation. The
Chair of the Board or the Chair’s designee shall consult with two other members of the Board of
Trustees chosen by the President and make a final determination on which administrator shall
conduct the investigation.

If the Chair or the Chair’s designee determines there is a basis for the complaint, the Chair shall
convene a subcommittee of the Board of Trustees to review the complaint and to determine
what, if any, disciplinary action should be taken against the President. This subcommittee shall
consist of four members of the Board of Trustees and be chaired by the Chair of the Board who
shall be a voting member. The Chair of the Board or the Chair’s designee shall select two
members of the subcommittee, and two members of the subcommittee shall be chosen by the
President. The results of any investigation conducted shall be presented to the subcommittee by
the senior administrator who conducted the investigation at the request of the Chair of the Board
or the Chair’s designee.

The subcommittee may meet with the parties but is not required to do so. The subcommittee
meetings are not open to the public. If the President is asked to appear before the subcommittee,
the President may be accompanied by a member of the Maine College of Art & Design faculty or
staff or senior administration or an attorney. If a member of the faculty or staff is requested to
appear before the subcommittee, he or she may be accompanied by a member of the faculty or
staff of Maine College of Art & Design or an attorney. If a student is requested to appear before
the subcommittee, he or she may be accompanied by member of the faculty or staff, a fellow
student from Maine College of Art & Design, a parent or other relative or an attorney. Advocates
for any party may not participate orally or in writing in the subcommittee Hearing. Any advocate
who disrupts the hearing in any way or fails to observe these guidelines may be removed from
the Hearing by the Chair.

The subcommittee has the discretion to consider documentary evidence and may call witnesses.
Both parties may supply the subcommittee with copies of documents they would like to have
considered and with the names of witnesses they would like the subcommittee to call. It is
entirely within the discretion of the subcommittee as to whether or not those documents will be
considered or those witnesses asked to appear before the subcommittee. If witnesses are called
before the subcommittee, parties may question those witnesses within the discretion of and only
indirectly through the Chair. If more than one witness is called before the subcommittee, all
witnesses will be sequestered and will not be permitted to hear other witnesses testify. Once
they have testified, the will be excused from the subcommittee Hearing room. If the charges
involve sexual misconduct, the parties are not required to be in the subcommittee Hearing room
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at the same time. The Rules of Evidence as used in state and federal courts do not apply and the
hearings will not be recorded.
   
The subcommittee will, whenever possible, reach a decision within fourteen (14) days of the
receipt of the complaint by the Chair of the Board of Trustees. The decision of the subcommittee
must be based only on the evidence presented to it at its meetings and must be based on a
preponderance of the evidence. All committee members must vote and the decision shall be
based on a majority vote. If the decision involves disciplinary action against the President of the
College, the Chair of the Board or Chair’s designee will inform the President of the College
personally of that decision as soon as possible after it is made. The complainant will also receive
a copy of the subcommittee’s written decision  at the same time.The subcommittee’s written
decision must also include Findings of Fact.

Either party may appeal the decision of the subcommittee to the full Board of Trustees. The Chair
of the Board or the Chair’s designee and the members of the subcommittee will not vote on the
appeal. Appeals must be filed with the Chair of the Board in writing within seven (7) days of the
issuance of the decision by the subcommittee. The Chair of the Board will present the appeal to
the full Board of Trustees and the Board will attempt to issue its final written decision within one
month of its receipt of the appeal. The Board may request to speak with the complainant or the
President but it is not required to do so. The meetings of the full Board of Trustees when it is
acting on an appeal are not open to the public. The decision of the full Board of Trustees is final.

PLEASE NOTE: All written decisions issued under this policy and involving students shall comply
with the Federal Educational Rights and Privacy Act (FERPA).

AIDS Policy

Maine College of Art & Design has established an AIDS (Acquired Immune Deficiency Syndrome)
policy in order to protect both the rights of individuals infected with HIV (Human
Immunodeficiency Virus) as well as the health and safety of all others at the institution. Maine
College of Art & Design will not require HIV testing of either its students or its employees. Those
who would like more information on HIV testing may contact off-campus health-care centers:
refer to “Counseling and Health resources” at the back of this handbook. Information about an
individual’s HIV status may only be included in medical or health care records and not in general
student or employee records. Furthermore, it is against the law to disclose HIV test results to
anyone without the consent of the person tested. This means that no one, under any
circumstances, may discuss or share records of HIV test results with anyone other than
individuals designated in writing by the tested person. Disclosing someone’s HIV test results
without written consent may result in disciplinary action under College policy. In addition, Maine
law states that anyone who discloses another’s test results may be sued for actual damages and
costs, plus a civil penalty, of up to $5,000.

Nondiscrimination Policy

It is the policy of Maine College of Art & Design not to discriminate on the basis of gender, gender
identity, gender expression, sexual orientation, disability, genetic information, HIV status, race,
age, religion, national or ethnic origin, or military/veteran’s status in its educational programs,
admissions policies, employment policies, financial aid, or other College administered programs.
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This policy is enforced by Federal Law under Title IX of the Education Amendments of 1972, Title
VI of the Civil Rights Act of 1964 and Section 504 of the Rehabilitation Act of 1973. It is also
enforced under Maine law through the Maine Human Rights Act at 5 M.R.S.A. section 4551 et.
seq.

Inquiries regarding compliance with these statutes may be directed to the Executive Vice
President, Maine College of Art & Design, 522 Congress St, Portland, Maine 04101, (800)
639-4808 or (207) 699-5045, or to Director, Office of Civil Rights, Department of Education, J.W.
McCormack POCH, Room 701, Boston, MA. 02109- 4557, (617) 223-9662 or the Maine Human
Rights Commission, 51 State House Station, Augusta, Maine 04333-0051, (207) 624-6050.

The Title IX Coordinator for Maine College of Art & Design is the Executive Vice President,
belicker@meca.edu or 207-699-5045

SECURITY AND CRIME PREVENTION PROGRAMS

During orientation, new students are informed of services offered by Maine College of Art &
Design. Students are notified about crime on-campus and in surrounding neighborhoods. A
common theme of all awareness and crime prevention programs is to encourage students to be
aware of their responsibility for their own security and the security of others. In addition to
seminars, information is disseminated to students and employees through security alert posters,
bulletin boards, and articles. When time is of the essence, information is released to the College
community through security alerts posted prominently throughout campus, through memos sent
via MECA&D email and physical means such as posters.

POLICY FOR REPORTING THE ANNUAL DISCLOSURE OF CRIME STATISTICS

The Executive Vice President prepares this report to comply with the Jeanne Clery Disclosure of
Campus Security Policy and Crime Statistics Act. The full text of this report can be located at
https://ope.ed.gov/campussafety/#/. This report is prepared in cooperation with the local law
enforcement agencies surrounding our main campus and alternate sites and residence life. Each
entity provides updated information on their educational efforts and programs to comply with the
Act. Campus crime, arrest and referral statistics include those reported to the designated campus
officials (including but not limited to directors, deans, program chairs, advisors of students/
student organizations), and local law enforcement agencies. Staff members at Counseling and
Wellness inform their clients of the procedures to report crime to the Vice President of Academic
Affairs/Dean of the College on a voluntary or confidential basis, should they feel it is in the best
interest of the client. A procedure is in place to anonymously capture crime statistics disclosed
confidentially during such a session. Each year, an email notification should be made to all
enrolled students that provides access to this report.

POLICY STATEMENT ADDRESSING COUNSELORS
As a result of the negotiated rulemaking process which followed the signing into law, the 1998
amendments to 20 U.S.C. Section 1092 (f), clarification was given to those considered to be
campus security authorities. Campus “Professional Counselors,” when acting as such, are not
considered campus security authorities and are not required to report crimes for inclusion into
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the annual disclosure of crime statistics. As a matter of policy, they are encouraged, if and when
they deem it appropriate, to inform persons being counseled of the procedures to report crimes
on a voluntary basis for inclusion into the annual crime statistics. Professional Counselor: An
employee of an institution whose official responsibilities include providing psychological and
mental health counseling to members of the institution’s community within the scope of their
license or certification.

RESIDENCE HALL SECURITY AWARENESS

Crime prevention, safety, and security programs are presented in each residence hall at the
beginning of each semester.

SEXUAL ASSAULT AWARENESS, EDUCATION, AND PREVENTION

Students participate in the online Not Anymore program upon admission to the College.  During
Orientation and throughout the academic year, programs are offered to share information about
sexual assault prevention.

MAINE SEX OFFENDER REGISTRY

In accordance with the “Campus Sex Crimes Prevention Act” of 2000, Maine College of Art is
providing a link to the Maine Sex Offender Registry. The State of Maine Bureau of Identification is
the base for the Maine Sex Offender Registry program. Local law enforcement agencies, the
Portland Police Department, and the Cumberland County Sheriff’s Office also provide information
regarding registered sex offenders. Please use the following link below to view all registered sex
offenders in the area of Maine College of Art & Design: www.informe.org/sor/

TIMELY WARNINGS

In the event that a situation arises, either on or off campus, that, in the judgment of the President,
and vice president or officer of the College, constitutes an ongoing or continuing threat, a
campus-wide “timely warning” will be issued. The warning may be issued through MECA&D email
and any of the following: posting on entrances, MECA&D Café, and residence halls. Depending
on the particular circumstances of the crime, especially in all situations that could pose an
immediate threat to the community and individuals, College officers will post a notice on
campus-wide bulletin boards providing the College community with more immediate notification.
Anyone with information warranting a timely warning should report the circumstances to Campus
Security.
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TECHNOLOGY USE AND POLICY
Responsible Technology Use and Technology Electronic Communications
Students are expected to use technology responsibly and in accordance with the principles and
policies set below.

Violation of this standard includes theft or other abuse of computer facilities and resources,
including but not limited to:

● Unauthorized entry into a file, to use, read, or change the content, or for any other
purpose

● Unauthorized transfer of a file
● Use of another individual’s identification and/or password
● Use of computing facilities and resources to interfere with the work of another student,

faculty member or College official
● Use of computing facilities and resources to send obscene or abusive messages
● Use of computing facilities and resources to interfere with the normal operation of the

MECA&D computing system
● Use of computing facilities and resources in violation of copyright laws
● Any violation of MECA&D’s computer usage policies.
● Theft: The unlawful seizing of another person’s property, including intellectual property

(e.g. software)

Technology Electronic Communication Standards Definitions of Terms
A. Account is any I.D. and password combination issued by Maine College of Art for access

to electronic communication systems or computer resources.
B. User is any person who uses a Maine College of Art & Design electronic communication

system or computer resource.
C. Electronic resources are computer files and software, including but not limited to those

which reside on disks and other storage media, individual computers, networked servers,
or other electronic communications systems.

D. Electronic communications systems are computers and networks [systems] used in
communicating or posting information or material by way of electronic mail, bulletin
boards or web pages, or other such electronic resources. It also includes, but is not
limited to, remote internet access services and direct connections to the campus network.

E. System administrator is a person responsible for managing and operating an electronic
communication system for the use of others.

General Statement of Technology Electronic Communications Policy Principles
Maine College of Art & Design encourages the creative and innovative use of information
technology to enhance its teaching, research, and public service mission. Users will not have
their right to access denied or abridged due to the individual’s race, color, religion, sex, sexual
orientation, national origin or citizenship status, age, disability, or veteran’s status. The College
respects the intellectual labor and creativity of others and seeks to protect the free and peaceful
expression of ideas. All members of the College share responsibility for maintaining an
environment where actions are guided by mutual respect, integrity, and reason.

Maine College of Art & Design expects all members of its community to use network systems with
proper regard for the rights of others and the College. Abuse of these privileges will be subject to
disciplinary action, as established by the operating policies and procedures of the College. The
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College reserves the right to limit access in response to evidence of violations of school policy or
federal, state, or local laws. All members of the College community are bound by federal, state,
and local laws relating to civil rights, harassment, copyright, security, pornography, privacy, and
other statutes relating to electronic media.

It should be understood that this policy does not preclude enforcement under the laws and
regulations of the United States of America, the State of Maine, or local communities.

Who is Covered by this Policy
All users of Maine College of Art & Design electronic communications systems are subject to the
provisions of this policy, including those who rely on remote or off-campus access to these
systems.

The use of these systems implies consent with this policy, as well as other applicable College
policies and local, state, and federal laws. For individuals whose network accounts are primarily
for representing units or special projects, further policies may apply as governed by the needs of
the unit or project.

Individual Privileges
The following individual privileges are extended to all users of electronic communication systems.
However, it is understood that each of these privileges is conditioned upon acceptance of the
accompanying responsibilities.

Free Expression
There shall be no restrictions placed on the fundamental rights to free speech except those
necessary to protect the rights of others and to preserve the order necessary for the College to
function as an institution of higher learning. Given the diverse cultural backgrounds of users, the
College cannot protect individuals against exposure to materials that they may consider
offensive. Nevertheless, the College reserves the right to take restrictive actions in response to
complaints that posted material creates a hostile environment for individuals or classes of
individuals. The College also has the right to take restrictive action when a user violates school
policy or federal, state, or local laws.

Privacy
Users may expect to keep personal electronic mail correspondence reasonably confidential.
However, users should be sensitive to the inherent limitations of shared network resources in
protecting privacy. Some examples of this may include printing personal messages on a shared
printer, leaving a message or account open on a computer in a public computer lab, etc. Specific
personal electronic communications and computer files will not be searched deliberately, except
in an emergency or as part of a formal investigation by an authorized party. Users are advised
that backup of content contained in user accounts is the sole responsibility of the user. The
College  assumes no responsibility for damages or loss of productivity caused by the inability to
retrieve information from its electronic communications systems.

Due Process
The College will use due process in cases of discipline resulting from the violation of any rule.
The College’s administrative procedures promote fundamental fairness, although they do not
follow the traditional common law adversarial method of a court of law. System administrators are
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authorized to take any actions deemed necessary to preserve the integrity of the system,
including immediate temporary suspension of access by any user allegedly involved in a violation
pending the outcome of an investigation. See below for the procedure for addressing violations
of this policy.

Individual Responsibilities
Users of Maine College of Art & Design’s network systems accept responsibilities that include,
but are not limited to, the following specific examples.

Respect for Intended Use of Resources
Users are responsible for all actions taken on their network account. Individual password security
is the responsibility of the user and they should take precautions against others obtaining
unauthorized access to their personal account. If the user allows another individual access to
their account, the user assumes full responsibility for the actions of this individual while logged
into their account. The College’s electronic communication systems are to be used only for the
furtherance of the College’s mission and not for personal benefit.

Respect for Privacy of Others
Users shall not access anyone else’s electronic resources, including files and mail, without
specific permission from the owner. Permission does not include sharing account information as
designated above, but allows for collectively reading e-mail and sharing files using network
services. The user shall not take advantage of another’s inexperience or negligence to gain
access to any computer account, data, software, or file for which they have not received explicit
permission to access.

Respect for Shared Nature of Resources
Users will not encroach on others’ use of the College’s computers and network facilities. No user
should attempt to modify the College’s system or network facilities or to crash systems. Users
should avoid activities that unreasonably tax systems resources, including but not limited to:
sending an excessive number of messages either locally or over the Internet; participating in
electronic chain letters, frivolously printing multiple copies of documents, files or data; excessive
game playing; modifying system facilities, operating systems, or disk partitions; or damaging or
vandalizing The College’s computing facilities, equipment, software, or computer files.

Respect for Rights of Others
The computing resources of Maine College of Art & Design will not be used to harm or threaten
to harm the safety or environmental health of another individual or individuals. The user must
comply with School policies and federal, state and local laws regarding discriminatory
harassment. Examples of violations include, but are not limited to: harassment, defamation,
violation of privacy, intentionally placing a person or persons in reasonable fear of imminent
physical harm, giving or causing to be given false reports of fire or other dangerous conditions, or
harassment or discrimination based on race, color, religion, sex, sexual orientation, national origin
or citizenship status, age, disability, or veteran status.

Respect for Intellectual Property
Respect for intellectual labor and creativity is vital to the academic discourse and enterprise. This
principle encompasses respect for the right to acknowledgment, right to privacy, and right to
determine the form, manner, and terms of publication and distribution. Examples of violations
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include, but are not limited to: copying copyrighted software without express written permission
of the copyright owner; failing to obtain necessary licensing for software or to adhere to all
licensing provisions (installation, use, copying, number of simultaneous users, term of license,
etc.); plagiarism or inadequate attribution of the intellectual property of others; posting of texts,
images or audio works in disregard of copyright restrictions; or unauthorized publication or
distribution of another’s work or writing.

Respect for Integrity of System or Network
Accounts shall not be used for unauthorized access and/or attempts to access computers,
computer software, computer data or information, or networks without proper authorization,
regardless of whether the computer, software, data, information, or network in question is owned
by the College. Abuse of networks or computers at other sites using Maine College of Art &
Design resources will be treated as an abuse of computing privileges at the College. Users are
prohibited from attempting to circumvent or subvert any system’s security measures.

Reporting Violations
If a user believes that a violation of this policy or criminal act has occurred, the user should
contact the Technology Department. The College will take appropriate action in accordance with
established procedures. Infractions that may be violations of federal, state, or local laws will be
reported by the College to the appropriate authorities.

In some situations, it may be necessary to suspend account privileges to prevent ongoing misuse
while the alleged violation is under investigation. The system administrator reserves the right to
immediate temporary suspension of the account(s) of anyone suspected of a violation, pending
the outcome of an investigation by the appropriate office listed above. In the case of minor, first
time offenses, the system administrator may choose to resolve the situation informally without
reporting the violation to other College officials. Appeals of any disciplinary decision will be
handled according to existing law, College policies, and disciplinary procedures.

Administration and Implementation
Systems administrators will manage network systems in a manner that is consistent with the
system’s importance for campus communication and the need for privacy of personal electronic
mail messages. In connection with their responsibilities, professional staff members may on
occasion need access or monitor parts of the system and thereby be given access to the
contents of certain electronic mail messages. System administrators will respect the privacy of
personal communications encountered on the systems. However, if, during the course of routine
duties, a system administrator encounters information that indicates that a breach of this policy or
criminal act has been or is about to be committed, they will report the existence and source of
this information to the proper authorities.

Administrators are not responsible for monitoring user activity or content on any network system.
However, when they become aware of violations, either through the normal course of duty or by
a complaint, it is their responsibility to refer the matter to the Dean of the College for investigation
and possible discipline. To forestall an immediate threat to the security of a system or its users,
system administrators may immediately suspend access of the people involved in the violation
while the incident is being investigated.
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They may also take other actions to preserve the state of files and other information relevant to
an investigation. Specific personal electronic communications and computer files will not be
searched deliberately to seek evidence of malfeasance except when the appropriate authorities
feel it is necessary in order: to enforce policies regarding harassment and the safety of
individuals; to prevent the posting of proprietary software or texts, images, or audio works in
disregard of copyright restrictions or contractual obligations; to safeguard the integrity of
computers, networks, and data either at the College or elsewhere; and to protect the College
against seriously damaging consequences.

In general, electronic mail is considered the private information of the sender and recipient
account holder. There may be exceptional circumstances where the College may release
electronic mail to other parties. These situations may include, but are not limited to, the death of
the account holder, when an absent or terminated employee has received mail associated with
their job responsibilities, or during the course of a criminal investigation by authorized legal
authorities.

The College recognizes that all network system users are bound by federal, state, and local laws
relating to civil rights, harassment, copyright, pornography, privacy, security and other statutes
relating to electronic media. Nothing in this policy should be interpreted as precluding
enforcement of the laws and regulations of the United States of America, State of Maine or any
locality in the State of Maine.
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Campus Involvement

STUDENT CLUBS

Any student who wishes to start a club at MECA&D is able to do so, given that they meet the club
requirements laid out by Student Life and complete the full club registration process.

The general club requirements are:
● That club membership is open to all students
● That the club has an advisor who is a member of MECA&D faculty or staff
● That the club has at least four current students who are willing to serve in leadership roles
● That the club does not go against the mission and values of the college

The club registration process involves:
● Completing the Club Interest Form sent out before the start of each semester
● Completing the Official Club Recognition Checklist for that year

If a student wishes to form a club once the semester has already begun, they should contact
Student Life directly by either visiting during office hours or emailing studentlife@meca.edu.

Once the club registration process is complete, club leaders will be responsible for:
● Attending training/informational sessions on club leadership put on by Student Life
● Meeting regularly with their club advisor to discuss club plans and activities
● Ensuring club membership remains open to all students
● Scheduling, advertising, and holding regular club meetings
● Taking attendance at club meetings and events
● Maintaining a list of active members
● Reporting club activities and membership to Student Life as requested
● Participating in the Resource and Activity Fair at the beginning of each semester
● Meeting with a Student Life staff member at least once per academic year

Failure to comply with the above responsibilities may result in a club losing its sponsored status
— meaning that they would no longer be able to:

● Book meeting or activity space on campus
● Request funding for club purposes from Student Life
● Post meeting notices around campus
● Recruit membership on campus
● Access other benefits

In order to regain registered status, club leaders must meet with the Student Life Professional
Staff member in charge of Student Clubs and take the agreed upon actions to retroactively meet
the responsibilities of club leaders. Alternatively, the club can re-register under new leadership.

Students with questions about student clubs should contact studentlife@meca.edu.

COLLEGE SPONSORED ORGANIZATIONS
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In some instances, a student organization is supported by the College because it aligns with the
strategic mission of the College.  In that instance, the organization must go through the process
of becoming a College Sponsored Organization or CSO.

The process of becoming a CSO is started by Student Life but students may recommend a
possible CSO for consideration by emailing studentlife@meca.edu.

STUDENT LEADERSHIP OPPORTUNITIES

There are a wide range of opportunities to get more deeply involved in the MECA community as
a leader, including Resident Assistant, BFA Orientation Leadership Team, Programming Assistant,
club leadership, and other positions. Email studentlife@meca.edu for more information.

POSTING POLICY

Students must get all posters/flyers approved to hang in the residence halls or academic
buildings by a member of the Student Life professional staff or by the Front Desk Receptionist.
Students may only post in designated gray zones located near the elevators of Porteous or the
main entrance of Cumberland 380. Residence halls posters must be hung by a Resident
Assistant.  Any poster that is hung without approval or in a non-posting zone will be removed.

Posters must have contact information for the sponsor of the poster as well as a clear time, date,
and location or they may be removed.

Building & Amenities Use

BUILDING & AMENITY USE OVERNIGHT POLICY
Students are permitted to sleep overnight in the residence hall buildings to which they have been
assigned in their residence hall assignment or as the escorted guest of a student with a housing
assignment given adherence to the guest policy laid out in the Guide to Community Living. No
one may sleep in any common areas.

Students are prohibited from sleeping overnight in any academic space including classrooms,
common areas, the Green Space, or studios.

BUILDING & AMENITY USE FOR PROFIT POLICY
The use of College facilities — including academic spaces, residence hall space, Green Space, or
studio space — for personal or corporate profit is not permitted. Gambling and running a business
within any buildings are both prohibited.
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BUILDING & AMENITY USE FOR PROFIT SPECIAL PERMISSION
Some activities that generate revenue in campus facilities can be granted special permission
when the proceeds go to a non-profit organization (i.e. a community service for which a student
or club is raising funds) or are sanctioned campus sale events (i.e. Collect, Holiday Sale, or First
Fridays).

If you have questions about whether or not your plan warrants special permission or to get
approval for a non-profit fundraiser, email studentlife@meca.edu.

Green Space Use
The Green Space, located on the corner of Shepley and Casco streets, is a MECA&D owned and
operated space that is private for MECA&D community members.

USE POLICY
Students may use the Green Space at any time for standard leisure activities including picnics,
sports, reading/drawing, and general all-purpose uses. Students may not:

● sleep overnight in the Green Space, nor set up camping equipment such as tents or
hammocks.

● feed the pigeons inside the gates of the Green Space.
● alter the Green Space in any way including establishing gardens or permanent art

exhibitions.
Students must lock the gate after use and are not permitted to share the access code with
anyone who is not another current MECA&D student.

SPECIAL PERMISSION
Some activities require special permission from Student Life to ensure the safety of persons in
the Green Space and surrounding buildings. These activities include:

● Art installations
● Art-making that requires modification of the Green Space or use of campfire
● BBQs using the charcoal grill
● Fires in the fire pit
● Religious observances that require candles

Your request should be submitted via email to studentlife@meca.edu at least one business day in
advance. Please note, while most requests are granted, they often have caveats that the student
is responsible for (i.e. having water available for extinguishing fires, etc.).
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MANDATORY HEALTH INSURANCE

All registered students taking nine or more credit hours are automatically enrolled in and charged
for Maine College of Art & Design’s Student Health Insurance unless proof of medical insurance is
provided via the online waiver form found at crossagency.com/meca.

CHOSEN & LEGAL NAME POLICY
updated 8.25.2021

The College recognizes that members of our community use names other than their legal names.
To reinforce the importance of identity within our inclusive community, the College has
established this policy which allows community members to be recognized as often as possible
by their chosen name regardless of their legal name.

These may include individuals who prefer to use:
● A name that better represents the individual’s gender identity;
● A name to which the individual is in the process of legally changing;
● A middle name or nickname instead of a first name;
● An anglicized name; or
● An abbreviated name (i.e. Rob instead of Robert).

Definitions
Chosen Name
A chosen name is defined as an alternative to the individual’s legal name as designated by the
individual officially to the College. For the purposes of this policy, we will use the term “chosen
name” to cover both the term of preferred and chosen names. A chosen name is limited to first
name or first name and middle name; last names are considered legal names and any change to
last name must be accompanied by appropriate documentation.

Legal Name
A person’s legal name is the name they use for official government documents, such as licenses,
passports, and tax forms. For students designated with an F-1 or J-1 visa status, the first and last
legal name must be used on all immigration documents including, but not limited to I-20s and
DS-2019s.

Name Usage Policy
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Once a student’s chosen name is registered with the Registrar, the chosen name will be used
instead of the person’s legal name in select College systems and documents as listed below:

● MECA ID Card
● Employee Business Cards
● MECA Directory Information
● Official MECA Email Display Name
● Class and Grade Rosters
● Learning Management Systems
● Reports and/or lists generated for academic purposes
● Labels, folders, or other paperwork used within the Academic Affairs & Student Life
● Other Residential Facilities of MECA
● Press Releases
● Social Media and Marketing Efforts
● Email addresses

Legal/primary names will continue to be used for official College records including, but not limited
to the following:

● Legal documents and reports produced by the college
● Enrollment reports to the National Student Clearinghouse,
● Enrollment lists for student health insurance
● Applications for admission, however you will be able to share your chosen name as well
● Student Account Statement (Bills)
● Financial Aid, Scholarship and Loan Documents
● Transcripts (official and unofficial)
● Enrollment Verifications
● Degree Verifications
● Degree Tracking Sheets
● Employment Documents
● Paychecks, W2s, and other Payroll documents
● Benefits Enrollment
● IRS, SSA, and other state and federal reporting requirements
● All documents, labels, folders, envelopes, or paperwork that is sent through the USPS or

private shipping company (Currently, Admissions uses the name-in-use/chosen name
unless a student specifies otherwise)

Diplomas
Graduating students who have registered a chosen name with the Registrar may opt for either
their legal or their chosen name to appear on their diploma. This must be confirmed by the
student before graduation through the Registrar’s office.

How to Request a Chosen Name Change
Please email registrar@meca.edu with your chosen name request. This name will show on faculty
class rosters from that point forward, and other lists consonant with the above policy. Students
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who also want their email changed must contact the Information Technology office at
helpdesk@meca.edu.

Changes to the Chosen & Legal Name Policy
If you feel that something is missing or should be added to the Chosen & Legal Name Usage
Policy, please email the Associate Dean of Student Life, Jennifer Doebler, who will review the
request, convene a feedback panel if needed, and update the policy if warranted.

Limitations of the Chosen & Legal Name Policy
The college reserves the right to contact you if your chosen name could be interpreted as
disrespectful or offensive, or used for the purpose of misrepresentation.
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