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About Applied Tech

As the Adult Technical Education Department of 
the Special School District of St. Louis County, 
Applied Technology Services provides affordable, 
career-focused technical education to help our 
students achieve their career goals. Beginning 
in 1968, the school began by providing cutting-
edge technical and career training to adult 
students throughout St. Louis County.

Today we educate and train roughly 200 students 
each year in a wide range of career and technical 
fields. We can help you to join the thousands of 
students who began their path to success with 
Applied Technology Services.

Telephone Numbers
Administrator, Adult Education 
(314) 989-7501

Business Development Manager 
(314) 989-7486

Coordinator, Practical Nursing Program 
(314) 989-7570 

Admissions Department 
(314) 989-7456

Financial Aid Specialist  
(314) 989-7583

Student Services Counselor 
(314) 746-0874

Our Mission
To work in collaboration with business and 
industry to equip students with the knowledge, 
competencies, self-confidence and self-esteem 
to be successful in today’s changing workplace 
by providing career-focused technical training 
that results in meaningful employment 
opportunities for our students.

Our Vision
To provide a learning experience that is 
meaningful and valuable to both the students 
and employers of our community.

Our Goal
To be the best source of career and technical 
training programs and services based on the 
most current research, practice and industry 
standards.

We Believe
All students are unique and have the ability  
to learn.

That the most powerful forms of education are 
meaningful, involve the student, promote critical 
thinking and appeal to different learning styles.

Life-long learning plays a definitive role in life-
long success.

All students can attain high technical standards 
with practical application of knowledge.

Continuous staff development provides 
professional opportunities to better serve 
students.

Respect, honesty and open communication 
promote a sense of trust, well-being and fosters 
self-esteem.

(314) 989-7500
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General Information

Nondiscrimination Policy
Special School District does not discriminate 
or tolerate discrimination based on race, color, 
religion, sex, national origin, sexual orientation, 
ancestry, disability, veteran status, age, or activity 
protected by federal or state law in its programs, 
activities, and employment. Direct inquiries and 
complaints under this policy to Special School 
District’s Compliance Coordinator, 12110 
Clayton Road, St. Louis, MO 63131; telephone 
(314) 989-8100 or to the Office of Civil Rights, 
8930 Ward Parkway, Suite 2037, Kansas City, 
MO 64114-3302; telephone (816) 268-0550. 
Information about the existence and location 
of services, activities, and facilities accessible to 
impaired persons can be obtained from Special 
School District’s Compliance Coordinator at the 
phone number and address listed above.

Reproduction Of Copyrighted 
Materials
It is the intent of the Board to delineate, 
enforce and abide by the provisions of current 
copyright laws as they affect the District and its 
employees. The superintendent or designee will 
create procedures to train employees on the law 
and monitor District compliance.

Copyrighted materials, both print and non-print, 
will not be duplicated, reproduced, distributed 
or displayed for District – sponsored activities or 
by using District equipment except in accordance 
with law.

Details about “fair use” and other relevant 
information regarding copyright law will be 
made available to all employees. A summary 
of these standards will be posted or otherwise 
made easily available at each machine used for 
making copies.

The board does not sanction or condone illegal 
duplication, reproduction or distribution in any 
form. It is the responsibility of all District staff 
to notify the superintendent or designee of 
any potential violation of law or policy. Once 
notified of a violation, the superintendent or 
designee will take reasonable steps to remedy 

the violation. Employees who violate this policy 
may be disciplined or terminated. Students who 
violate this policy may be disciplined. All persons 
who use District resources in violation of law may 
be prohibited from using District resources in the 
future and will assume liability for their actions. 
The District may also seek other legal remedies.

Copyright Infringement Using 
District Technology
All persons are prohibited from using District 
technology in violation of any law including 
copyright law. Only appropriately licensed 
programs or software may be used with District 
technology. Further, no person will use the 
District’s technology to post, publicize or duplicate

information in violation of copy right law. 
The Board directs the superintendent and/
or designee to take all reasonable measures 
to prevent the use of District technology in 
violation of the law.

All persons using District technology in violation 
of law may lose their user privileges in addition 
to other sanctions.

If a content owner reasonably believes that the 
District’s technology has been used to infringe 
upon a copyright, the owner may notify the 
following District designated agent immediately:

Superintendent of Special School District  
12110 Clayton Road 
Town & Country, MO. 63131  
314-989-8100

The District will notify the U.S. Copyright Office 
of the designated agent’s identity.
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General Information

Accreditation And Licensure  
Of Programs
As the Adult Technical Education Department of 
the Special School District, Applied Technology 
Services provides affordable, career-focused 
technical education to help our students achieve 
their career goals. Beginning in 1968, the school 
began by providing cutting-edge technical and 
career training to adult students throughout St. 
Louis County.

In 2013, we gained “Candidacy” status from the 
Council on Occupational Education (COE). The 
COE, originally founded in 1971 as a regional 
accrediting agency of the Southern Association 
of Colleges and Schools, is the successor to 
the Commission on Occupational Education 
Institutions (COEI). In 1995, the Council became 
a national accrediting agency. The Council’s 
accreditation process is conducted on behalf of 
more than 360,000 students across the nation 
who pursue careers in a variety of technical fields.

•  The Council is recognized by the U.S. 
Department of Education as a national 
institutional accrediting agency.

•  As articulated by its membership, the mission 
of the Council is “assuring quality and integrity 
in career and technical education.”

•  The mission and goals of the Council provide 
the framework from which the objectives of 
COE as an accrediting agency are derived. 
These objectives are the following:

•  To foster excellence in the field of career and 
technical education by establishing standards 
and guidelines for evaluating institutional 
effectiveness.

•  To encourage institutions to view self-
assessment and evaluation as a continuous 
quality improvement process.

•  To provide counsel and assistance to 
established and developing institutions, 
disseminating information between and 
among institutions that will stimulate 
improvement of educational programs and 
related activities.

•  To ensure that the standards, policies, 
and procedures developed demonstrate 
recognition of and respect for the diversity  
of institutional missions.

•  To ensure that the standards, policies, and 
procedures developed advance quality, 
creativity, cooperation, and performance.

•  To require, as an integral part of the accrediting 
process, an institutional self-assessment that is 
analytical and evaluative and an on-site review 
by a visiting team of peers.

•  To ensure that the processes of evaluation, 
policy-making, decision-making, and public 
participation accommodate the interests 
of the constituencies affected by the 
accrediting agency.

•  To publish and otherwise make publicly 
available the (a) names of candidate and 
accredited institutions, (b) names and 
affiliations of members of its policy and 
decision-making bodies, and (c) names of its 
principal administrative personnel.

By the Summer of 2015 we are to have 
completed our self-study and initial accreditation 
visit. It is our intention to secure “full 
accreditation” from COE by the Fall of 2015.

In addition to COE accreditation, our practical 
nursing program is fully approved by the 
Missouri State Board of Nursing at both the 
South Tech and MET Center locations.

To receive a copy for review of Applied 
Technology Services accreditation and Missouri 
State Board of Nursing approval, please contact 
the School at (314) 989-7500.
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Financial Assistance

Financial Aid
Financial aid refers to scholarship, grant, loans, and 
work opportunities that assist students in meeting 
their college expenses.  At Applied Technology 
Services, financial aid is a grouping of federal, state 
and institutional programs that are administered in 
accordance with federal and state regulations and 
scholarship criteria.  The basic philosophy of these 
programs is the belief that parents and students 
have a primary responsibility and obligation to assist 
in meeting educational costs which remains after 
the student’s and family’s resources are taken into 
consideration.

Who Is Eligible For Financial Aid?
To qualify and maintain eligibility for financial aid 
programs at Applied Technology Services, the 
applicant must meet the following criteria:

•  Be a U.S. citizen or an eligible non-citizen of the 
United States.  (See the FAFSA for definition of 
an eligible non-citizen.)

•  Have obtained a High School Diploma or G.E.D. 
and be enrolled at Applied Technology Services.

•  Have demonstrated financial need.  Maintain 
satisfactory academic progress.

•  Must be registered with the Selective Service if 
applicant is a male, at least 18-25 years old, and 
is not a current member of the active armed 
forces.  (Permanent residents of the Federated 
States of Micronesia, the Marshall Islands, or 
Palau are exempt from registering.)

•  Be enrolled in a program leading toward a 
degree or certificate.

•  Not be in default on any student loan or owe a 
refund on any grant made under Title IV of the 
Higher Education Act of 1965, as amended, at 
any institution and not be more than 90 days 
delinquent in repaying a consolidated loan.

•  Have a valid Social Security Number (SSN), 
which you provide in order to be considered for 
Federal Student Aid.  If you do not provide your 
SSN, the FAFSA will be returned unprocessed.

•  Must not be receiving financial aid from another 
institution for the same enrollment period.

What Types Of Financial Aid  
Are Available?
Two major types of aid are available to  
APPLIED TECHNOLOGY SERVICES students:

•  GRANTS are gift awards that need not  
be repaid.

•  LOANS are borrowed money that must  
be repaid. 

Grant Programs
Federal Pell Grants

The Federal Pell Grant provides funds to eligible 
undergraduate students.  All students applying 
for other forms of federal or state aid must apply 
for this grant.  When it appears that the student is 
eligible, a Federal Pell Grant award will be included 
in the financial aid package.

Direct Loan Programs

The federal government provides low-interest loans 
to students who must borrow to meet the cost of 
education.

Direct Loans can be completed by visiting the  
Direct Loan Web Site at https://studentloans.gov.  
However, prior to completing an application, 
students must meet FAFSA application 
requirements and be familiar with the following 
loan information.

Upon completion of the Free Application for 
Federal Student Aid, you may qualify for a Direct 
Loan.  The federal government offers both 
subsidized and unsubsidized Loans.  These are 
low interest loans created to help you pay for your 
education.  You may request the type of loan you 
want, however, the Financial Aid Office will make 
final determination of which loan type(s) you are 
eligible to receive.  Loan amounts available are 
shown later under Borrowing Limitations.

The Subsidized Loan is based on financial need, 
which is determined by using a federal formula.  A 
loan is subsidized when the government pays the 
interest for you during the following periods:

•  While you are enrolled in program at least  
half time.
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Financial Assistance

The Unsubsidized Loan is not subsidized by the 
government; the student is responsible for all 
interest, which accrues during in-program, grace, 
and deferment periods.  You may choose to make 
interest payments while in program or you may 
defer the interest until repayment when the interest 
will be added (capitalized) to your principal balance.

The maximum amount of the loan is $6,000.

The interest is unsubsidized which means it starts 
to accumulate the first day of the loan.  You can 
choose to pay this as you go to college or have it 
added back into your loan (capitalized) when you 
leave college.

Application Procedures For Completing 
Federal Direct Loan Process
All students must complete the Free  
Application for Federal Student Aid (FAFSA) at  
http://www.fafsa.gov. Our school code is 030686.

You will need your Federal PIN (sent by the U.S. 
Department of Education) when you complete 
the FAFSA online. You will use this PIN as your 
electronic signature and it represents the same  
legal obligation as your written signature.  
Students who do not have a PIN should go to 
http://www.pin.ed.gov and choose either “Apply 
for a PIN” or “Request for a Duplicate PIN”.

Every Federal Direct Loan first time borrower  
must complete loan entrance counseling at  
https://studentloans.gov. This tutorial outlines your 
rights and responsibilities as a federal loan borrower 
and is followed by a brief quiz. The counseling 
takes approximately 20-30 minutes to complete.

New Federal Direct Loan borrowers must sign 
a Federal Direct Stafford Loan electronic master 
promissory note (MPN). Students may sign their 
MPN electronically at https://studentloans.gov.

Please read the following important information 
before beginning an electronic MPN session:

•  You will use your Federal FAFSA PIN to sign  
the MPN.

•  You need two references. Please provide the 
complete name, address, and telephone number 
for two people who have known you for at least 
one year and who live at different addresses.

•  You must use your full legal name as it appears 
on your social security card.

•  Please note that you must complete the entire 
process in a single session. If you leave the site 
before signing the MPN, you must start over 
from the beginning.

You do not have to complete a new MPN if you 
have already signed a Federal Direct MPN for 
Applied Technology Services or another Federal 
Direct Loan institution. For information about your 
current Federal Direct Loans, please visit the Federal 
Direct Loan servicing site if you already have a loan: 
https://studentloans.gov.

Upon receipt of the Student Aid Report (a form 
sent to you from the financial aid processing 
center), you should submit the Student Aid Report 
to the Financial Aid Office at the South Tech 
Campus. Once the form is received, you may be 
required to provide other information to verify what 
you have reported on the forms. You may be asked 
to bring in your tax returns, non-taxable income 
documentation, financial aid transcript from 
previously attended institutions and possibly  
other information.

Conduct A Federal Stafford  
Loan Interview
If you are awarded a Federal Stafford loan or a 
Federal Perkins loan, you must complete a Loan 
Entrance interview.

https://www.dl.ed.gov

Conduct A Federal Stafford  
Loan Exit Interview
Students who have received a Federal Direct, 
Federal Stafford or Federal Perkins loan during their 
attendance at Applied Technology Services are 
required to attend a Federal loan exit counseling 
interview or complete an on-line exit counseling 
session using the link below at the time of 
graduation or dropping below half-time.

http://mappingyourfuture.org/OSLC/ 

https://www.dl.ed.gov
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Financial Assistance

Delivery of Loan Proceeds

Student loan lenders are required to disburse all loan proceeds in at least two payments, to the program.   
The program will verify you are still enrolled at least half time and making satisfactory academic progress.

Borrowing Limitations (Effective July 1, 2008)

You may borrow from both programs (subsidized and unsubsidized) as long as the combined loan amount 
does not exceed the maximum allowed per grade level.  Federal regulations require you to apply for the 
subsidized loan first.  Any additional eligibility will be an unsubsidized loan but cannot exceed your total cost 
of attendance minus the combined financial aid you are receiving.

Missouri Financial Aid Programs

Most states offer financial aid programs in addition to those funded by the federal government.  Missouri has 
several programs available that are administered through Missouri Department of Higher Education (MDHE).  
A complete guide to Missouri programs is available at www.dhe.mo.gov in the Student Financial Aid section.  
A paper copy is available by calling MDHE at 1-800-473-6757.

Federal Financial Aid

Students must file the Free Application for Federal Student Aid (FAFSA) each academic year.  Check with the 
Financial Aid Office for specific deadlines.

If students are eligible for a Federal Pell Grant or any other form of federal assistance that does not require 
repayment as determined by the FAFSA, these funds will be applied to the student’s Applied Technology 
Services account first. 

Dependent Students

Grade Level Subsidized Additional Unsubsidized Maximum Allowable (Total)

1st year $3,500 $2,000 $5,500

Independent Students

Grade Level Subsidized Additional Unsubsidized Maximum Allowable (Total)

1st year $3,500 $6,000 $9,500

Federal and State Programs

Aid program Enrollment 
Requirement 

Residency 
Requirement

Award Limits Disbursement

Federal Pell Grant Must be a 
degree seeking 
undergraduate 
student

None The amount is determined 
by the Federal Government 
through FASFA. Students 
enrolled less than full-time 
will receive a prorated 
amount. Max eligibility  
is 600%

After receipt of a valid 
ISIR and completed FA 
file, the funds will be 
credited to the student 
account, following 
receipt of completed 
attendance form.
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Financial Assistance

Drug Policy For Federal Aid
A student who has been convicted of any offense 
under any Federal or State law involving possession 
or sale of a controlled substance for conduct that 
occurred during a period of enrollment in which 
federal student aid was received shall not be 
eligible to receive federal student aid (including any 
grant, loan, or work assistance) during the period 
beginning on the date of such conviction and 
ending after the interval specified in the following:

The possession of a controlled substance:

Ineligibility period is 1 year for the first offense, 2 
years for the second offense, and indefinite for the 
third offense.

The sale of a controlled substance:

Ineligibility period is 1 year for the first offense and 
indefinite for the second offense.

Rehabilitation:

A student whose eligibility has been suspended 
may resume eligibility before the end of the 
ineligibility period if the student satisfactorily 
completes a drug rehabilitation program that is 
approved by the U.S. Secretary of Education.

Refund Policy
PN Program

Students must provide an Official Notice of 
Withdrawal to the PN Program Coordinator. Refund 
calculations are based on the date of the student’s 
Official Notice of Withdrawal.

Students who withdraw from the course during the 
first week of class will receive a refund of all tuition 
paid in excess of 20% of the full tuition charge for 
the course.

Students who withdraw from the course during 
the second week of class will receive a refund of 
all tuition paid in excess of 50% of the full tuition 
charge for the course.

Students who withdraw from a course after the last 
class meeting of the second week will receive no 
refund of tuition.

Payment for books, tools, uniforms, and supplies 
are non-refundable. These items become the 
property of the student at the time of purchase.

www.AppliedTech-StL.com 7



Financial Assistance

Estimated PN Program Cost
1st Trimester

Tuition $ 5,434.00

Textbooks (estimated cost) $ 800.00

Uniforms and Supplies (estimated cost) $ 400.00

Includes the following:
Uniform scrubs (recommended four (4) sets), lab jacket, back pack with lab supplies,  
stethoscope, name pin, nursing cap or pin, watch with secondhand, and shoes.

Estimated First Trimester Cost $ 6,634.00

NOTE: Uniform and accessory prices are estimated costs as of catalog publish date. The student must 
purchase uniform scrubs, lab jacket, name pin, back pack with lab supplies, and nursing cap or pin from 
the provider designated by the school. Items such as stethoscope, watch, and shoes may be purchased 
by the student from a different supplier. Please check with the school as these items have specific 
requirements. Additional items may be purchased independently.

2nd Trimester

Tuition $ 5,433.00

Textbooks (approximate cost) $ 300.00

Student Responsibility

Fingerprinting (approximate cost) $ 53.00 

MSBN Application Fee (initial nursing license) $ 41.00
Passport Photo – price dependent upon provider

Estimated Second Trimester Cost $ 5,827.00

3rd Trimester

Tuition $ 5,433.00

Estimated Third Trimester Cost $ 5,433.00

Total Estimated Program Cost $17,894.00

Following graduation, the student will be responsible for paying $200.00 to the Pearson Testing 
Agency who will administer the NCLEX-PN examination.
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Health & Safety Information

Prohibition Against Illegal 
Discrimination And Harassment
General Rule

The Special School District Board of Education 
is committed to maintaining a workplace and 
educational environment free from illegal 
discrimination or harassment in admission or 
access to, or treatment or employment in, its 
programs, activities and facilities. Discrimination 
or harassment against employees, students or 
others on the basis of race, color, religion, sex, 
national origin, ancestry, disability, age or any 
other characteristic protected by law is strictly 
prohibited in accordance with law. The District 
is an equal opportunity employer. Students, 
employees and others will not be disciplined for 
speech in circumstances where it is protected by 
law. The Board also prohibits:

1.  Retaliatory actions based on making 
complaints of prohibited discrimination 
or harassment or participation in an 
investigation, formal proceeding or 
informal resolution concerning prohibited 
discrimination or harassment;

2.  Aiding, abetting, inciting, compelling or 
coercing discrimination or harassment; and

3.  Discrimination or harassment against any 
person because of such person’s association 
with a person protected from discrimination 
or harassment due to one or more of the 
above-stated characteristics.

Additional Prohibited Behavior

Behavior that is not unlawful or does not rise to 
the level of illegal discrimination or harassment 
might still be unacceptable for the workplace 
or the educational environment. Demeaning 
or otherwise harmful actions are prohibited, 
particularly if directed at personal characteristics 
including, but not limited to, socioeconomic level, 
sexual orientation or perceived sexual orientation.

Consequences

Employees who violate this policy will be 
disciplined, up to and including employment 
termination. Students who violate this policy will 
be disciplined, which may include suspension or 
expulsion. Patrons, contractors, visitors or others 
who violate this policy may be prohibited from 
school grounds or otherwise restricted while on 
school grounds. The superintendent or designee 
will contact law enforcement or seek a court 
order to enforce this policy when necessary or 
when actions may constitute criminal behavior.

In accordance with law and District policy, any 
person suspected of abusing or neglecting a child 
will be reported to the Children’s division of the 
Department of Social Services.

Definitions

Discrimination – Conferring, refusing or denying 
benefits or providing differential treatment to 
a person or class of persons in violation of law 
based on race, color, religion, sex, national origin, 
ancestry, disability, age or any other characteristic 
protected by law, or based on a belief that such a 
characteristic exists.

Harassment – A form of discrimination, as 
defined above, that occurs when the school or 
work environment becomes permeated with 
intimidation, ridicule or insult that is sufficiently 
severe or pervasive enough that it unreasonably 
alters the employment or educational 
environment. Behaviors that could constitute 
illegal harassment include, but are not limited to, 
the following acts if based on race, color, religion, 
sex, national origin, ancestry, disability, age or any 
other characteristic protected by law or a belief 
that such a characteristic exists: graffiti; display of 
written material or pictures; name calling; slurs; 
jokes; gestures; threatening, intimidating or 
hostile acts; theft; or damage to property.

www.AppliedTech-StL.com 9



Health & Safety Information

Sexual Harassment – A form of discrimination, 
as defined on page 8, on the basis of sex. Sexual 
harassment is unwelcome conduct that occurs 
when (a) benefits or decisions are implicitly or 
explicitly conditioned upon submission to, or 
punishment is applied for refusing to comply 
with, unwelcome sexual advances, requests for 
sexual favors or conduct of a sexual nature; or 
(b) the school or work environment becomes 
permeated with intimidation, ridicule or insult 
that is based on sex or is sexual in nature and 
that is sufficiently severe or pervasive enough 
to alter the conditions of participation in 
the District’s programs and activities or the 
conditions of employment. Sexual harassment 
may occur between members of the same or 
opposite sex. The District presumes a student 
cannot consent to behavior of a sexual nature 
with an adult regardless of the circumstance.

Behaviors that could constitute sexual 
harassment include, but are not limited to:

1.  Sexual advances and requests or pressure 
of any kind for sexual favors, activities or 
contact.

2.  Conditioning grades, promotions, rewards 
or privileges on submission to sexual favors, 
activities or contact.

3.  Punishing or reprimanding persons who 
refuse to comply with sexual requests, 
activities or contact.

4.  Graffiti, name calling, slurs, jokes, gestures 
or communications of a sexual nature or 
based on sex.

5.  Physical contact or touching of a sexual 
nature, including touching of intimate parts 
and sexually motivated or inappropriate 
patting, pinching or rubbing.

Grievance – A verbal or written report (also 
known as a complaint) of discrimination or 
harassment made to the compliance officer.

Compliance Officer

The Board designates the following individual to 
act as the District’s Compliance Officer:

Assistant Superintendent of Human Resources  
Special School District of St. Louis County  
12110 Clayton Road 
Town and Country, Missouri 63131  
Phone: (314) 989-8100 
Fax: (314) 989-8449

The compliance officer will:

1.  Coordinate District compliance with this 
policy and the law.

2.  Receive all grievances regarding 
discrimination and harassment in the 
District.

3.  Serve as the District’s designated Title IX, 
Section 504 and Americans with Disabilities 
Act (ADA) coordinator, as well as the 
contact person for compliance with other 
discrimination laws.

4.  Investigate or assign persons to investigate 
grievances; monitor the status of 
grievances; and recommend consequences.

5.  Seek legal advice when necessary to enforce 
this policy.

6.  Report to the superintendent and the 
Board aggregate information regarding the 
number and frequency of grievances and 
compliance with this policy.

7.  Make recommendations regarding 
implementing this policy.

8.  Coordinate and institute training programs 
for District staff and supervisors as necessary 
to meet this policy’s goals, including 
instruction in recognizing behavior that 
constitutes discrimination and harassment.

9.  Perform other duties as assigned by the 
superintendent.
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In the event the Compliance Officer is 
unavailable or is the subject of a report that 
would otherwise be made to the compliance 
officer, reports should instead be directed to 
the acting compliance officer:

Director of Human Resources 
Special School District of St. Louis County  
12110 Clayton Road 
Town and Country, Missouri 63131 
Phone: (314) 989-8100 
Fax: (314) 989-8449

Public Notice

The superintendent or designee will continuously 
publicize the District’s policy prohibiting illegal 
discrimination and harassment and disseminate 
information on how to report discrimination 
and harassment. A copy of this policy will be 
posted in a public area of each building used 
for instruction or employment or open to 
the public. A copy of this policy will also be 
distributed annually to employees, parents or 
guardians, and students; as well as to newly 
enrolled students and newly hired employees. 
District bulletins, catalogs, application forms, 
recruitment material and the District’s website 
will include a statement that the District does 
not discriminate in its programs, activities, 
facilities or with regard to employment. The 
District will provide information in alternative 
formats when necessary to accommodate 
persons with disabilities.

Reporting

All persons must report incidents that might 
constitute illegal discrimination or harassment 
directly to the compliance officer or acting 
compliance officer. All District employees will 
direct all persons seeking to make a grievance 
to the compliance officer. Even if the potential 
victim of discrimination or harassment does 
not file a grievance, District employees are 
required to report to the compliance officer 

any observations, rumors or other information 
regarding discrimination or harassment 
prohibited by the policy. If a verbal grievance 
is made, the person will be asked to submit a 
written complaint to the compliance officer or 
acting compliance officer. If a person refuses 
or is unable to submit a written complaint, the 
compliance officer will summarize the verbal 
complaint in writing. A grievance is not needed 
for the District to take action upon finding a 
violation of law, District policy or expectations. 
Students, employees and others may address 
concerns directly with the person alleged to 
have caused harassment or discrimination in 
an attempt to resolve the issue, but are not 
expected or required to do so.

Student on Student Harassment

Building level administrators are in a unique 
position to identify and address discrimination 
and harassment between students, particularly 
when behaviors are reported through the 
normal disciplinary process and not through a 
grievance. The administrator has the ability to 
immediately discipline a student for any behavior 
that otherwise would lead to disciplinary action 
in accordance with the District’s discipline 
policy. The administrator will report all incidents 
of harassment and discrimination to the 
Compliance Officer and will direct the parent/
guardian and student to the Compliance 
Officer may determine that the incident has 
been appropriately addressed or recommend 
additional action. When a grievance is filed, the 
investigation and complaint process detailed 
below will be used.
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Investigation

The District will immediately investigate all 
grievances. All persons are required to cooperate 
fully in the investigation. The District Compliance 
Officer or other designated investigator may 
utilize an attorney or other professionals to 
conduct the investigation. In determining 
whether alleged conduct constitutes 
discrimination or harassment, the District 
will consider the surrounding circumstances, 
the nature of the behavior, the relationships 
between the parties involved, past incidents, the 
context in which the alleged incidents occurred 
and all other relevant information. Whether 
a particular action or incident constitutes a 
violation of this policy requires a determination 
based on all of the facts and surrounding 
circumstances. If, after investigation, school 
officials determine that it is more likely than 
not that discrimination, harassment or other 
prohibited behavior has occurred, the District 
will take immediate corrective action.

Grievance Process Overview

1.  If a person designated to hear a grievance 
or appeal is the subject of the grievance, the 
next highest step in the grievance process 
will be used.

2.  Investigation and reporting deadlines 
are not mandatory for the District when 
more time is necessary to adequately 
conduct an investigation and to render 
a decision. When extended, the person 
filing the complaint (complainant) will be 
notified. If more than twice the allotted 
time has expired without a response, the 
complainant may appeal to the next level.

3.  The complainant’s failure to file an appeal 
within the timelines given will be considered 
acceptance of the findings and remedial 
action taken.

4.  The District will investigate all grievances, 
even if an outside enforcing agency such as 
the Office for Civil Rights, law enforcement 
or the CD is also investigating a complaint 
arising from the same circumstances.

5.  The District will only share information 
regarding an individually identifiable student 
or employee with the person filing the 
grievance or other persons if allowed by law 
and in accordance with Board policy.

6.  Upon receiving a grievance, District 
administrators or supervisors, after 
consultation with the Compliance Officer, 
will take immediate action if necessary to 
prevent further potential discrimination 
or harassment during the pending 
investigation.

Confidentiality and Records

To the extent permitted by law and in accordance 
with Board policy, the District will keep confidential 
the identity of the complainant and any grievance 
or other document that is generated or received 
pertaining to grievances. Information may be 
disclosed if necessary to further the investigation, 
appeal or resolution of a grievance, or if necessary 
to carry out disciplinary measures. The District 
will disclose information to the District’s attorney, 
law enforcement, the CD and others when 
necessary to enforce this policy when required by 
law. In implementing this policy, the District will 
comply with state and federal laws regarding the 
confidentiality of student and employee records. 
Information regarding any resulting employee 
or student disciplinary action will be maintained 
and released in the same manner as any other 
disciplinary record.
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Policy Against Unlawful 
Harassment and Retaliation
It is the policy of the Special School District 
(the “District”) that all persons should behave 
in a manner that encourages respect for the 
dignity of each individual. In keeping with this 
goal, the District is committed to promoting 
a work environment in which everyone is free 
from unlawful discrimination and harassment. 
The District strongly disapproves of, and 
will not tolerate, any and all forms of work-
related conduct which constitutes unlawful 
discrimination or harassment, including sexual 
harassment, harassment related to race, color, 
age, ethnicity, religion, disability, perceived 
disability, sexual orientation, and any other 
legally protected characteristic. Everyone 
is obligated to refrain from engaging in 
conduct which may be construed as unlawful 
discrimination or harassment. Likewise, everyone 
is expected to take the necessary steps to 
prevent and eliminate its occurrence.

As used in this policy, work related-conduct is 
conduct occurring in the workplace and/or in 
other work-related settings such as business 
related conferences, parties and social events.

The District also expects everyone to be free 
to report concerns regarding discrimination 
and harassment without fear of reprimand or 
retaliation. The District offers a procedure for 
anyone to communicate their concerns so that 
appropriate action, if necessary, may be initiated.

Prohibited Harassment

Sexual harassment and other prohibited 
harassment because of color, race, age, ethnicity, 
religion, disability, perceived disability, sexual 
orientation or any other protected basis, may 
include, but is not limited to, the following 
behavior:

•  Verbal conduct such as racial or ethnic 
epithets, derogatory jokes or comments, 
slurs, sexual innuendo, sexually suggestive 
“kidding or teasing,” jokes about gender-
specific traits, unwanted sexual overtures 

or comments, inquiries or discussions 
concerning one’s sexual experiences, 
comments on an individual’s body;

•  Visual conduct such as derogatory and/
or sexually oriented posters, photography, 
cartoons, drawings, gestures or e-mail;

•  Physical conduct such as unwanted 
touching, intentional brushing against the 
body;

•  Threats or demands to submit to sexual 
requests as a condition of continued 
employment or to avoid a loss of benefits, or 
offers of benefits in return for sexual favors;

•  Telling jokes involving race, color, national 
origin, age, ethnicity, religion, disability, 
perceived disability, or sexual orientation;

•  Verbal or physical conduct that belittles, 
could cause emotional or physical harm, or 
shows hostility toward an individual because 
of the individual’s race, color, age, ethnicity, 
religion, disability, perceived disability, sexual 
orientation or any other protected basis; and

•  Retaliation against someone for having 
reported or threatening to report 
harassment.Sexual harassment includes 
unwelcome sexual advances, requests for 
sexual acts or favors, or other verbal or 
physical conduct of a sexual nature when:

•  submission or rejection of such conduct 
is made, either explicitly or implicitly, a 
term or condition of employment:

•  submission or rejection of such conduct 
is used as a basis for employment 
decisions; or

•  the conduct has the purpose or effect 
of creating an intimidating, hostile, or 
offensive work environment.

Both men and women can be victims of sexual 
harassment, and both can be guilty of sexual 
harassment. Likewise, persons of all races, ages, 
ethnicities, religions, sexual orientation or who 
are disabled may also be victims of harassment 
and may be guilty of harassment.
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Prohibited Retaliation

The District will not tolerate acts of retaliation 
against an individual for making a complaint 
or cooperation in an investigation of alleged 
harassment or discrimination.

Reporting Procedure

Any person who believes that he or she has 
been unlawfully harassed by a co-worker, 
supervisor or any representative or agent of the 
District, or who has witnessed such harassment, 
is strongly encouraged to report the facts of 
the incident or incidents in accordance with 
the procedure set forth below. The District can 
only resolve matters brought to our attention; 
accordingly, the District encourages everyone 
to come forward with information about 
allegations of unlawful harassment.

Any supervisor, and anyone on a supervisory 
capacity, who receives information or has 
knowledge of harassing or discriminatory 
behavior covered by this policy, must promptly 
report the matter to one of the individuals 
mentioned below.

Reports of harassment should be directed to the 
Assistant Superintendent of Human Resources.

Alternatively, reports should be made to the 
Superintendent of Schools.

The report should include details of the incident 
or incidents, names of the individuals involved, 
and names of any witnesses. Supervisors 
shall refer all harassment complaints to any 
of the individuals listed above. Reports of 
harassment will be promptly investigated in an 
impartial manner. Information will be treated as 
confidential and will be disclosed on a need-to-
know basis in order to investigate and resolve 
the matter.

The person making the report and the person 
alleged to have committed the harassment will 
be advised at the conclusion of the investigation. 
If the investigation establishes that this 
harassment policy was violated, appropriate 
action will be taken to correct and remedy the 
problems. Such actions may include counseling, 
training, written or verbal warnings, transfer, 
and termination of employment.

Anyone who feels he or she has been retaliated 
against as a result of reporting unlawful or 
improper harassment or who feels that his or 
her concern of harassment was not adequately 
handled, should contact the Assistant 
Superintendent of Human Resources. 

Questions about this policy also should be 
directed to the Assistant Superintendent of 
Human Resources.
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Campus Security Data
The following statistics are in accordance with definitions used in the Uniform Crime Reporting 
System of the Department of Justice, FBI, as modified by the Hate Crime Statistics Act. The data 
includes all crimes reported to the police or a Special School District authority. If a crime has occurred 
but has not been reported, it cannot be reflected in the following statistics. For this reason, Special 
School District encourages everyone to report all crimes to their designated Campus authority or 
local law enforcement agency.

South Tech

Criminal Offenses – On Campus 

Criminal Offense 2011 2012 2013

Murder/Non-negligent manslaughter 0 0 0

Negligent manslaughter 0 0 0

Sex offenses - Forcible 0 0 0

Sex offenses - Non-forcible 0 0 0
(Include only incest and statutory rape) 

Robbery 0 0 0

Aggravated assault 0 0 0

Burglary 1 0 0

Motor vehicle theft 0 0 0

Arson 0 1 0

South Tech

Criminal Offenses – Public Property 

Criminal Offense 2011 2012 2013

Murder/Non-negligent manslaughter 0 0 0

Negligent manslaughter 0 0 0

Sex offenses - Forcible 0 0 0

Sex offenses - Non-forcible 0 0 0
(Include only incest and statutory rape) 

Robbery 0 0 0

Aggravated assault 0 0 0

Burglary 0 0 0

Motor vehicle theft 0 0 0

Arson 0 0 0
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Campus Security Data (continued)

North Tech

Criminal Offenses – On Campus 

Criminal Offense 2011 2012 2013

Murder/Non-negligent manslaughter 0 0 0

Negligent manslaughter 0 0 0

Sex offenses - Forcible 0 0 0

Sex offenses - Non-forcible 0 0 0
(Include only incest and statutory rape) 

Robbery 0 0 0

Aggravated assault 1 0 2

Burglary 0 0 0

Motor vehicle theft 0 0 0

Arson 0 0 0

North Tech

Criminal Offenses – Public Property 

Criminal Offense 2011 2012 2013

Murder/Non-negligent manslaughter 0 0 0

Negligent manslaughter 0 0 0

Sex offenses - Forcible 0 0 0

Sex offenses - Non-forcible 0 0 0
(Include only incest and statutory rape) 

Robbery 0 0 0

Aggravated assault 0 0 0

Burglary 0 0 0

Motor vehicle theft 0 0 0

Arson 0 0 0
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Campus Security Data (continued)

MET Center

Criminal Offenses – On Campus 

Criminal Offense 2011 2012 2013

Murder/Non-negligent manslaughter 0 0 0

Negligent manslaughter 0 0 0

Sex offenses - Forcible 0 0 0

Sex offenses - Non-forcible 0 0 0
(Include only incest and statutory rape) 

Robbery 0 0 0

Aggravated assault 0 0 0

Burglary 0 0 0

Motor vehicle theft 0 0 0

Arson 0 0 0

MET Center

Criminal Offenses – Public Property 

Criminal Offense 2011 2012 2013

Murder/Non-negligent manslaughter 0 0 0

Negligent manslaughter 0 0 0

Sex offenses - Forcible 0 0 0

Sex offenses - Non-forcible 0 0 0
(Include only incest and statutory rape) 

Robbery 0 0 0

Aggravated assault 0 0 0

Burglary 0 0 0

Motor vehicle theft 0 0 0

Arson 0 0 0
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Federal Student-Right-to Know Regulations
Applied Technology Services values the many benefits of diversity and is committed to creating a culture 
that recognizes the value and dignity of all people. We are committed to ensuring equal opportunity 
and sustaining a climate of civility for all who work or study at Applied Technology Services.

Federal Student-Right-to-Know regulations call for post-secondary institutions to report the graduation 
and transfer rates of “full-time, first-time degree or certificate-seeking students entering the institution 
on or after September 1, 1996.”  These rates are based on degree completion or transfer-out within 
“150% of normal time,” which for a one-year institution would be 1 1/2 years.

Overall graduation rates 2012/13 – 83%*

Our student demographics*:

*Data from College Navigator

Male 4%

Female 96%

Students receiving aid from 
Federal Pell Grant 96%

Students not receiving aid from 
Federal Pell Grant 4%

White 19%

African American 78%

Asian 1%

Hispanic/Latino 1%

Two or More Races 1%

Race/Ethnicity Unknown 1%
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Drug/Alcohol Abuse Prevention Information

Student Alcohol And Drug Abuse
Special School District is concerned with the 
health, welfare and safety of its students. 
Therefore, use, sale, transfer, distribution, 
possession or being under the influence of 
unauthorized prescription drugs, alcoholic 
beverages, narcotic substances, unauthorized 
inhalants, illegal drugs, counterfeit substances, 
and controlled substances or imitation controlled 
substances on any district property, in any 
district owned vehicle or in any other district 
approved vehicle used to transport students to 
and from school or school activities is prohibited. 
This prohibition applies to any district-sponsored 
or district-approved activity, event or function, 
such as a field trip, athletic event, or other 
activity in the community where students are 
under the jurisdiction of the school district. The 
use, sale, transfer or possession of drug-related 
paraphernalia is also prohibited.

For the purpose of this policy, a controlled 
substance includes any controlled substance, 
counterfeit substance or imitation controlled 
substance as defined in the Narcotic Drug Act, 
Section 195.010, RSMo.,and in schedules I, II, 
III, IV and V in section 202(c) of the Controlled 
Substances Act, 21 U.S.C. § 812 (c).

Students may only be in possession of 
medication as detailed in Board policy JHCD. 
Searches of persons reasonably suspected to be 
in violation of this policy will be conducted in 
accordance with Board policy.

Any student who is found by the administration 
to be in violation of this policy shall be referred 
for prosecution and subject to disciplinary 
action up to and including suspension, 
expulsion, or other discipline as provided in 
the District’s discipline policy. Strict compliance 
is mandatory. The school administrator shall 
immediately report all incidents involving a 
controlled substance to the appropriate local law 
enforcement agency and the Superintendent. All 
controlled substances shall be turned over to the 
local law enforcement agency as required.
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Confidentiality Of Student Records

Family Educational Rights And 
Privacy Act (FERPA)
In compliance with the Family Educational 
Rights and Privacy Act of 1974, Applied 
Technology Services releases no personally 
identifiable information about students without 
the expressed written consent of the student. 
Exceptions to this practice are those types 
of information defined by law as “directory 
information.” “Directory information” includes 
the student’s name; dates of attendance; 
enrollment status and curriculum; and degrees, 
diplomas or certificates awarded. Student 
addresses and phone numbers are released per 
request to the U.S. Military.

The above directory information may be 
published or made available without the consent 
of the student. A student not wanting this 
disclosure of information, must request this in 
writing to the attention of the Administrator of 
Adult Education during the first two weeks of 
initial enrollment.

Applied Technology Services discloses education 
records without a student’s prior written consent 
under the FERPA exception for disclosure to 
school officials with legitimate educational 
interests. A school official is a person employed 
by the District in an administrative, supervisory, 
academic or research, or support staff position 
(including security); a person or company with 
whom the District has contracted as its agent 
to provide a service instead of using District 
employees or officials (such as an attorney or 
clinical/co-op site); or a person serving on the 
Board of Education. A school official has a 
legitimate educational interest if the official needs 
to review an education record in order to fulfill 
his/her professional responsibilities for the school.

Students may have access to all of their 
educational records by requesting in writing 
to the Administrator of Adult Education 
requesting a conference for this purpose. A 
person competent in interpreting student 

records shall be present to explain the meaning 
and implications of the records. Should they 
desire, students have the right to challenge the 
accuracy of their records through the student 
grievance procedure and to insert written 
objections and explanations on any information 
contained in the record.

No transcript will be released without the 
expressed written consent of the student. Forms 
for making this request are available from the 
Main Office. Official transcripts will be sent to 
the person or agency designated by the student 
on this form. Unofficial transcripts (without the 
official school seal or appropriate signatures) 
will be released to the student for personal use. 
Whether official or unofficial copies, no fee is 
charged for transcripts.

HIPAA Statement
Students are required to sign a HIPAA Statement.  
This statement acknowledges that students 
have received training on the regulations of the 
Health Insurance Portability and Accountability 
Act (HIPAA) and that they understand that 
failure to follow the federal guidelines will result 
in dismissal from the program.

Release Of Information From Other 
Institutions Transcripts
Applied Technology Services will not release or 
make copies of transcripts received from other 
educational institutions. Students should request 
original copies directly from the school attended.
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