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INCIDENT REPORTING PROCEDURES
All emergency situations, criminal activity and suspicious activity that may require police
and/or emergency personnel intervention should be reported immediately to the Southfield
police department by calling 911. The individual who makes that call should then notify the
Student Success Department and/or the front desk receptionist. That individual will then be
asked to complete an SHS Incident Report Form. Since the Specs Howard School does not
employ any security personnel, nor do any employees of the school have the authority to
arrest individuals, those reports should be completed as promptly and accurately as
possible.
If any action of an unlawful nature occurs that does not require immediate
police/emergency personnel intervention, students and staff are instructed to report such
incidents to the Student Success Department. An SHS Incident Report Form is then to be
completed by the individual who made the report. If a Student Success Coach is
unavailable, the form is available from the front desk receptionist. Crimes should be
reported to the local police agency to ensure inclusion in the annual crime statistics and to
aid in providing timely warning notices to the community when appropriate.
Upon receipt of the completed SHS Incident Report Form, the Student Success Department
will communicate with, and/or forward copies of the form to, the President, COO, Vice
President of Education, Director of Human Resources and/or building manager for review.
All incident reports are reviewed to determine what, in any, additional action may be
required. Police authorities will be asked to investigate a report when it is deemed
appropriate.
The Specs Howard School of Media Arts does not own or control any non-campus buildings
or properties, does not offer student housing, nor does the school employ any pastoral or
professional counselors, as defined in the CFR 668.46, and, therefore, the school’s official
reports will not include these references.
TIMELY WARNING / CRIME ALERT
If a situation arises, either on or off campus, that, in the judgment of the President, COO,
Vice President of Education, and/or Director of Human Resources constitutes an ongoing or
continuing threat, a campus wide “timely warning” will be issued. These warnings/alerts will
be issued in a manner that is timely and that will aid in the prevention of similar
occurrences. Warnings/alerts will generally be distributed through the School’s email
system, cell phone text messaging, voice phone messaging and verbal communications.
Warnings/alerts will go out to students, faculty and staff.
Anyone with information requiring a timely response should notify the Student Success
Department by phone or in person.
ACCESS AND CAMPUS SECURITY
All SHS staff and students are issued an SHS Photo ID to aid in maintaining security and
controlling access to campus facilities. The ID must be displayed whenever the staff
member or student is on campus.
CAMPUS SECURITY AWARENESS
The School provides primary and ongoing prevention and awareness programs for students
and employees in order to promote campus security, crime prevention and awareness, and
emergency procedures. Provided below are the prevention and awareness campaigns for
both students and employees:
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o
o
o

o
o
o

Primary Crime/Title IX prevention and awareness, and emergency procedures
training for first day students and during new hire orientations
Ongoing Crime/Title IX awareness posters posted throughout the school
Updated Annual Security Report, Title IX Policy, and Emergency Procedures
are distributed to staff and students every October, at which time training
takes place
Ongoing individual training for staff and students, as needed
Ongoing staff training from outside contractors on different aspects of Title IX
and campus security
Emergency and security procedures are discussed and updated at staff
meetings

SECURITY – CRIME PREVENTION
SHS encourages all students and staff to take advantage of community anti-crime
programs. Numerous crime awareness/prevention publications and information are available
at no charge from the Southfield Crime Prevention Bureau (248-796-5400).
As a school, we must all work together to prevent crime. SHS urges you to incorporate
some of the following safety precautions into your daily behavior:
Anti-theft Tips
o Lock your office when it’s unoccupied
o Keep an accurate inventory of items
o Copy all of your important papers and files
o Do not leave your personal items unattended
o Carry only small amounts of cash
Personal Safety in Your Car
o Keep your doors locked at all times
o Never give strangers a ride
o Check the back seat before entering your car
o Put your valuables in the trunk
o If you feel you are being followed, drive toward a well-lit public area – preferably a
police station
Personal Safety at Home
o Always lock your doors and windows
o Keep your purse, cash and other valuables in a locked drawer
o Do not open your door unless you are certain of the identity of the person who is
knocking
Personal Safety Away from Home
o Walk, exercise and park in well-lit areas
o Travel in numbers
o Avoid working or studying alone after hours
o Be aware of suspicious occurrences and behaviors around you
o Report anyone who behaves suspiciously
ALCOHOL POLICY
The use of alcoholic beverages is prohibited at the Specs Howard School of Media Arts, Inc.
Any student found to be in the possession of or suspected to be under the influence while
on school property or adjacent parking facilities may be subject to disciplinary action, up to
and including suspension or immediate administrative withdrawal. Specifically, it is illegal
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for any person under the age of 21 to possess alcoholic beverages; to give, serve, or permit
alcoholic beverages to be served to any person under 21; or to misrepresent or misstate his
or her age or the age of another person for the purpose of inducing any licensee or his
agent or his employees to sell, give, serve, or deliver any alcoholic beverage to a person
under 21. Any violation of this policy may be cause for disciplinary action and/or
prosecution.
DRUG POLICY
The possession, use, sale or distribution of narcotics or any controlled substance and/ or
drug paraphernalia is illegal under both federal and state laws and prohibited at the Specs
Howard School of Media Arts, Inc. Any student found to be in possession of, or suspected to
be under the influence of illegal drugs, while on school property or adjacent parking facilities
may be subject to disciplinary action, up to and including suspension or immediate
administrative withdrawal, and/or criminal prosecution.
A conviction of any offense, during the period of enrollment for which a student was
receiving Title IV, HEA program funds, under federal or state law, involving the possession
or sale of illegal drugs will result in the loss of eligibility for any Title IV, HEA grant, loan, or
work-study assistance. The Specs Howard School will provide notice in a timely manner to
each student who has lost eligibility for that assistance as a result of penalties under HEA
Sec. 484 (r)(1). This will be written notice and will advise of the ways in which a student
may regain eligibility.

DRUG AND ALCOHOL COUNSELING
Programs are available to help students and staff who may be in need of counseling,
treatment, or rehabilitation. The Student Success Office will provide a Student Success
Emergency Help Resource List that contains names, addresses and telephone numbers of
organizations that can provide assistance to a person in need. Resources can also be found
on the Student Success page within the online learning management system.

DrugAbuse.com
DrugAbuse.com provides trusted resources for substance abuse and addiction treatment.
You can learn about the symptoms and signs of drug abuse, as well as the repercussions of
abuse. Call 1-888-744-0069 for help regarding drug abuse.

Michigan Mental Health Networker (The Networker)
The Networker has been working since 1993 to provide up to date information on mental
health and substance abuse agencies throughout Michigan. The Networker currently lists
over 400 agencies that aim to help those struggling with mental health and substance abuse
issues. Go to mhweb.org to get a list of organizations that provide help.
Drugs and alcohol are often glamorized in today’s media. Becoming addicted to drugs and
alcohol has negative effects on one’s body, mind and lifestyle. The following resources are
available for anyone who has fallen victim to drug abuse and is looking for help. It’s never
too late to reach out for help. Knowledge is the best defense in knowing the dangers of
drugs. The Drug Enforcement Administration offers an excellent resource for drug fact
sheets providing origins, street names, abuses and health risks.
The DEA is a government agency that specializes in enforcing the controlled substance laws
and regulations of the United States. On the DEA website you can find information on
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specific drugs, drug laws and prevention. Visit DEA.gov to learn more about the Drug
Enforcement Administration.
Drug Facts Sheets
https://www.dea.gov/druginfo/factsheets.shtml
Drugs of Abuse: A DEA Resource Guide
https://www.dea.gov/pr/multimedia-library/publications/drug_of_abuse.pdf

Title IX Policy
"No person in the United States shall, on the basis of sex, be excluded from participation in,
be denied the benefits of, or be subjected to discrimination under any education program or
activity receiving Federal financial assistance.”
— Title IX of the Education Amendments of 1972, and its implementing regulation at 34
C.F.R. Part 106 (Title IX)

Title IX Program Statement
The Specs Howard School prohibits the crimes of dating violence, domestic violence, sexual
assault, and stalking. We are dedicated to providing a learning and working environment
that is free from sexual assault and sex discrimination. We are committed to ensuring a safe
campus climate for all of our students and the entire school community. Through a
comprehensive compliance program, we promote fundamental rights, advance individual
and institutional integrity, and uphold the vital aims of Title IX.
This policy outlines the School’s myriad efforts to comply with Title IX through central
coordination that leverages the benefits of a diverse institution committed to educational
excellence.
Any student or employee of the Specs Howard School (SHS, the School) who believes that
sexual assault and/or discrimination has occurred against them or another individual is
encouraged to report that behavior as soon as possible.
Complaints may be filed using the Title IX Complaint Form, or by contacting:
Students:
Any student who believes he/she is subject to any type of discrimination or sexual
harassment must report such to the attention of the Student Title IX Coordinator. We will
investigate each complaint thoroughly and confidentially.
Avery Snyder
Deputy Title IX Coordinator
Student Success Supervisor
(248) 358-9000
asnyder@specshoward.edu
Staff, Faculty or Students:
Any SHS employee who believes he/she is subject to any type of discrimination or sexual
harassment must report such to their immediate supervisor or bring their complaint to the
attention of the Director of Human Resources or any member of the administration. We will
investigate each complaint thoroughly and confidentially.
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Mary Harms
Title IX Coordinator
Director of Human Resources
(248) 358-9000

mharms@specshoward.edu
The school strongly encourages anyone who believes they have experienced a sexual
assault (or any other crime) to make a report to the local police:
Southfield Police Department
26000 Evergreen Rd.
Southfield, MI 48076
Phone:(248) 796-5500
Emergency: 911
Sexual misconduct which occurs off-campus should be reported to the law enforcement
agency for the city, township or county in which the misconduct took place.
This policy applies regardless of the sexual orientation or preference of individuals engaging
in sexual activity. Title IX of the Education Amendments of 1972 (“Title IX”) is a federal civil
rights law that prohibits discrimination on the basis of sex in federally funded education
programs and activities. All public and private schools and universities receiving any federal
financial assistance must comply with Title IX. Under Title IX, federally funded schools and
universities must ensure that students of all ages are not denied or limited in their ability to
participate in or benefit from the school’s educational programs or activities on the basis of
sex. Sexual misconduct as defined in the above section of this Policy is a form sex
discrimination prohibited by Title IX and this Policy.

The Specs Howard School of Media Arts (SHS) is firmly committed to maintaining a campus
environment free from sexual harassment, discrimination, stalking, intimidation, retaliation,
and violence, including misconduct. Sexual misconduct will not be tolerated by the School
and is expressly prohibited. The School has jurisdiction to investigate and take certain
actions with respect to reports of sexual misconduct and retaliation covered by this Policy.
Specs Howard School does not have the authority to make any arrests.
Persons covered by this Policy who engage in sexual misconduct and/or retaliation may be
subject to disciplinary action. In addition, SHS may take steps to prevent the recurrence of
any sexual misconduct and remedy the discriminatory effects on the Complainant and
others, if appropriate.
This Policy also expresses the School’s commitment to provide information and educational
programs designed to raise awareness of sexual misconduct and prevent the School
community from falling victim to sexual misconduct.

The Law
No person in the United States shall, on the basis of sex, be excluded from participation in,
be denied the benefits of, or be subject to discrimination under any educational programs or
activity receiving federal financial assistance. – From the preamble to Title IX of the
Education Amendments of 1972
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Title IX, as a landmark civil rights law, profoundly affects all aspects of schooling by
requiring equal opportunity for females and males. By extension, it also affects equity in the
labor market. The following highlights suggest many of the significant developments in
gender equity that can be linked to Title IX.

Everyone Benefits from Title IX
Title IX prohibits institutions that receive federal funding from practicing gender
discrimination in educational programs or activities. Because almost all schools receive
federal funds, Title IX applies to nearly everyone. The Office for Civil Rights in the U.S.
Department of Education is charged with enforcing the civil rights and regulations in
education, extending protection to:
o about 51.7 million elementary and secondary school students
o about 14.4 million college and university students
o almost 15,000 school districts
o more than 3,600 colleges and universities
o more than 5,000 proprietary schools
o thousands of libraries, museums, vocational rehabilitation agencies and
correctional facilities
Source: http://www2.ed.gov/pubs/TitleIX/title.html

Definitions
Title IX
Title IX of the Education Amendments of 1972 (Title IX) (20 U.S.C. § 1681 et seq.; 34
C.F.R. Part 106) (as amended) is a federal law that prohibits sex-based discrimination,
including sexual harassment, sexual assault, and retaliation in education programs that
receive federal financial assistance.
Title IX Coordinator
The School official charged with ensuring the School’s overall compliance with Title IX and
related School policy
School Program
A school-sponsored activity that primarily includes elementary, secondary, or postsecondary
student participants
Complainant
An individual who reportedly experienced sexual misconduct, regardless of whether that
individual participates in the disclosure or review of that report by the School at any point
Investigator
An appropriately trained individual, who may be a School employee, who reviews and
investigates reports of sexual misconduct under this policy
Reporter
An individual who reports to the School a concern regarding possible sexual misconduct. A
Reporter need not be a Complainant.
Bystander/Witness
An individual who sees a dangerous or potentially dangerous situation
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Respondent
A School student or participant in a School Program who is reported to have engaged in
sexual misconduct. This term also includes individuals whose identities are unknown if (a)
there is reason to believe that individual may be a School student or participant in a School
Program or (b) the Complainant or Reporter is a student.
Criminal Sexual Conduct as defined in the Michigan Penal Code
Criminal Sexual Conduct includes sexual penetration or sexual contact by the actor with
another person by force or coercion or under circumstances where the actor knows or has
reason to know that the victim is mentally incapable, mentally incapacitated, or physically
helpless.
Assault: An attempted battery or an unlawful act which places another in reasonable
apprehension of receiving an immediate battery
Acquaintance Rape: Sexual assault on a person by an actor known to the person
assaulted
Battery: An intentional, non-consensual and harmful or offensive touching of the person
of another
Dating Relationship: Frequent, intimate associations primarily characterized by the
expectation of affectional involvement. This term does not include a casual relationship
Intimate Partner Violence (Dating Violence, Domestic Violence)
An assault or assault and battery upon a spouse or former spouse, an individual with whom
a person has or has had a dating relationship, an individual with whom a person has had a
child in common, or a resident or former resident of a person’s household.
There is often a pattern or repeated cycle of violence, starting with the first instance of
abuse:
General Pattern of Behavior:
o Tension Building: relationship begins to get strained or tense between partners
o Explosion: outburst that includes verbal, emotional, or physical abuse
o Honeymoon: apologies where the abuser tries to re-connect with his/her partner
by shifting the blame onto someone or something else
Signs that it could be intimate partner violence:
One person:
o Constantly blames his/her boyfriend or girlfriend for everything, including his/her
own abusive behavior/temper
o Makes mean and degrading comments about a partner's appearance, beliefs or
accomplishments
o Constantly checks the other person's cell phone or email without permission
o Monitors where the partner is going, who he/she is going with and what he/she is
doing
o Isolates the other partner from friends and family
o Controls money and time
o Shows extreme jealousy
o Loses his/her temper
o Physically and/or sexually assaults another
o Damages the other person's property
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The other
o
o
o
o
o
o
o

person:
Gives up things that are important to him/her
Cancels plans with friends to appease the other person
Becomes isolated from family or friends
Worries about making his/her significant other angry
Shows signs of physical abuse like bruises or cuts
Feels embarrassed or ashamed about what is going on in his/her relationship
Consistently makes excuses for his/her significant other's behavior

Common Reactions:
Experiencing intimate partner violence can be a serious and frightening experience. The
threat of repeated danger can be extremely upsetting. Here is a list of common feelings and
reactions that survivors of intimate partner violence have reported:
o Fearful
o Vulnerable
o Depressed
o Confused
o Isolated
o Hopeless
o Difficulty concentrating, sleeping or remembering things
o Irritable
o Impatient
o On-edge
o Nervous
Stalking
A pattern of unwanted conduct directed at another person that threatens or endangers the
safety, physical or mental health, or life or property of that person, or creates a reasonable
fear of such a threat or action.
Victim: an individual who is the target of a willful course of conduct involving repeated
or continuing harassment
Course of conduct: a pattern of conduct composed of a series of 2 or more separate
non-continuous acts evidencing a continuity of purpose
Harassment: Conduct directed toward a victim that includes, but is not limited to,
repeated or continuing non-consensual contact that would cause a reasonable individual
to suffer emotional distress and that actually causes the victim to suffer emotional
distress. Harassment does not include constitutionally protected activity or conduct that
serves a legitimate purpose.
Emotional distress: Significant mental suffering or distress that may, but does not
necessarily, require medical or other professional treatment or counseling
Non-consensual contact: Any contact with another individual that is initiated or
continued without that individual's consent or in disregard of that individual's expressed
desire that the contact be avoided or discontinued. Non-consensual contact includes, but
is not limited to, any of the following:
o Following or appearing within the sight of that individual
o Approaching or confronting that individual in a public place or on private property
o Appearing at that individual's workplace or residence
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o
o
o
o

Entering onto or remaining on property owned, leased, or occupied by that
individual
Contacting that individual by telephone
Sending mail or electronic communications to that individual
Placing an object on, or delivering an object to, property owned, leased, or
occupied by that individual

Signs that it could be stalking:
o Following you, with or without your knowledge
o Calling or texting excessively
o Knowing your schedule and/or showing up at places you go
o Threatening to hurt you, your friends, family, pets, or themselves
o Damaging your property
o It can even look romantic or non-threatening, like cards, flowers, emails, etc.,
but if this behavior is unwanted, it could be stalking
An excellent resource is Stalking: A Handbook for Victims, by Emily Spence. It can be
downloaded at: http://www.lawhelpnc.org/resource/stalking-a-handbook-for-victims.
Sexual Harassment
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and
other physical or verbal conduct of a sexual nature when it meets any of the following:
o Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment or academic status
o Submission to or rejection of such conduct by an individual is used as the basis
for employment or academic decisions affecting such individual
o Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work or academic performance or creating an intimidating, hostile, or
offensive environment for working, learning, or living on campus. Sexual
harassment can occur between any individuals associated with the School, e.g.,
an employee and a supervisor; coworkers; faculty members; a faculty, staff
member, or student and a customer, vendor, or contractor; students; or a
student and a faculty member
Signs that it could be sexual harassment:
o Sexual comments or inappropriate references to gender
o Sexually explicit statements, questions, jokes, or anecdotes regardless of the
means of communication (oral, written, electronic, etc.)
o Unwanted touching, patting, hugging, brushing against a person's body or staring
o Inquiries or commentaries about sexual activity, experience or orientation
o Display of inappropriate or sexually oriented material in locations where others
can view them
o Offers of or demands for sex for jobs, promotions, money or other opportunities
or rewards
o Unwanted flirtation, advances or propositions
Effects of Sexual Harassment:
Being sexually harassed can devastate your psychological health, physical well-being and
vocational development. Survivors who have been harassed often change their jobs, career
goals, job assignments, educational programs or academic majors. In addition, survivors
have reported psychological and physical reactions to being harassed that are similar to
reactions to other forms of stress. They may include:
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Psychological Reactions
o Depression, anxiety, shock, denial
o Anger, fear, frustration, irritability
o Insecurity, embarrassment, feelings of betrayal
o Confusion, feelings of being powerless
o Shame, self-consciousness, low self-esteem
o Guilt, self-blame, isolation
Physiological Reactions
o Headaches
o Lethargy
o Gastro-intestinal distress
o Dermatological reactions
o Weight fluctuations
o Sleep disturbances, nightmares
o Phobias, panic reactions
o Sexual problems
Career-Related Effects
o Decreased job satisfaction
o Unfavorable performance evaluations
o Loss of job or promotion
o Drop in academic or work performance due to stress
o Absenteeism
o Withdrawal from work or school
o Change in career goals
Gender-Based Harassment
Title IX also prohibits gender-based harassment, which may include acts of verbal,
nonverbal, or physical aggression, intimidation, or hostility based on sex or sexstereotyping, even if those acts do not involve conduct of a sexual nature.
Sexual Assault and Misconduct
Physical Acts (such as rape, attempted rape, sexual touching and sexual battery)
perpetrated against an individual without consent or who does not have the capacity to give
knowing consent due to alcohol, drugs or disability.
Sexual assault (including rape and acquaintance rape), domestic/dating violence, stalking
and sexual harassment, if that conduct is sufficiently serious to limit or deny a student’s
ability to participate in or benefit from the School’s educational program, i.e., creates a
hostile environment.
Sexual misconduct may occur between people of the same sex or between people of
different sexes. Sexual misconduct can include both intentional conduct and conduct that
results in negative effects, even if those negative effects were unintended. Sexual
misconduct can also include retaliation in connection with a Complainant’s or Reporter’s
allegations under this policy. Sexual misconduct includes the following:
Sexual Assault: Criminal Sexual Conduct as defined in the Michigan Penal Code. Criminal
Sexual Conduct includes sexual penetration or sexual contact by the actor with another
person by force or coercion or under circumstances where the actor knows or has reason
to know that the victim is mentally incapable, mentally incapacitated, or physically
helpless.
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Sexual penetration: Sexual intercourse, cunnilingus, fellatio, anal intercourse, or any
other intrusion, however slight, of any part of a person's body or of any object into the
genital or anal openings of another person's body, but emission of semen is not
required.
Sexual contact: The intentional touching of the victim's or actor's intimate parts or the
intentional touching of the clothing covering the immediate area of the victim's or actor's
intimate parts, if that intentional touching can reasonably be construed as being for the
purpose of sexual arousal or gratification, done for a sexual purpose, or in a sexual
manner for revenge, to inflict humiliation, or out of anger.
Mentally disabled: A person that has a mental illness, is intellectually disabled, or has a
developmental disability.
Examples
o
o
o
o
o

of Sexual Violence:
Any sexual activity performed in the absence of consent or through coercion
Forced oral, anal, or vaginal sex with any body part or object
Unwanted rough or violent sexual activity
Rape or attempted rape
Keeping someone from protecting themselves from unwanted pregnancies or
STIs
o Sexual contact with someone who is very drunk, drugged, unconscious or unable
to give a clear and informed yes
o Threatening or pressuring someone into sexual activity

Common reactions:
Sexual assault can be one of the most painful and upsetting things that can happen in
someone's life. It is natural if your emotions frequently fluctuate. Here is a list of common
feelings and reactions that survivors of sexual violence have reported:
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o

Wondering "why me?"
Fear
Anger or rage
Numbness or emptiness
Stomach ache
Headache
Difficulty sleeping/change in sleeping habits
Change in eating habits
Disbelief
Shame
Betrayal
Sense of loss
Loss of control
Nightmares
Guilt
Inability to concentrate
Feelings of withdrawal
Panic
Reluctance to go to school/work
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Sexual Exploitation
Sexual exploitation occurs when a student takes non-consensual or abusive sexual
advantage of another for his/her own advantage or benefit. Examples of sexual exploitation
include, but are not limited to:
o Prostituting another student
o Non-consensual video or audio-taping of sexual activity
o Going beyond the boundaries of consent
o Engaging in behavior as a “peeping Tom”
o Knowingly transmitting an STD or HIV to another student
Affirmative Consent
“Affirmative consent” is defined as an affirmative, conscious, and voluntary agreement to
engage in sexual activity. Neither the lack of protest or resistance nor silence constitute
consent, and consent may be withdrawn at any time. Affirmative consent to sexual activity
must be given by all parties.
Consent must always be a willing, non-coerced act of sexual contact or sexual penetration
between persons of sufficient age who are not mentally incapable, mentally incapacitated,
nor physically helpless.
Positive Bystander Intervention
“Positive Bystander Intervention” is an intervention by an individual who sees a dangerous
or potentially dangerous situation and makes a decision to intervene, in order to prevent a
situation from continuing or intensifying. Below are some key points regarding positive
bystander intervention:
o Assess the situation: is there a unsafe situation? Does someone need your help?
Would you be able to help?
o Ensure your own safety and don’t choose an intervention strategy that you’re not
comfortable with or that would endanger you or anyone else
o Reach out for help from other bystanders to help intervene
o Decide the best action for intervention:
o Ask questions or engage the aggressor in conversation to distract the
aggressor
o Separate the individuals
o Refuse to leave if you believe the aggressor’s intent is to isolate the targeted
person
o Things to ask yourself after positive intervention:
o Have you reported the problem and the positive intervention to the right
people?
o Is everyone safe now, including you?
o How can you make sure the situation stays safe?

Policy Coverage
This Policy covers sexual misconduct and retaliation in connection with reports of possible
sexual misconduct made under this Policy. Sexual misconduct encompasses a range of
behaviors that can create a hostile educational environment, including sexual assault and
sexual harassment, and stalking.
This Policy applies to sexual misconduct or retaliation committed by a School student,
employee*, or a third party if that sexual misconduct or retaliation occurs:
o On campus, or
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o

Off campus, if:
 In connection with a School or School-recognized program or activity; or
 In a manner that may pose an obvious and serious threat of harm to, or
that may have the effect of creating a hostile educational environment for,
any member(s) of the School community.

This policy and related processes may also, at the School’s discretion, apply to a
Respondent’s reported violations of other School policies if, in the School’s judgment, those
other allegations are directly related to the reported sexual misconduct.
*Sexual misconduct reportedly committed by a School employee, including by studentemployees in the context of their employment, will continue to be investigated by the
Human Resources Department.

Reporting Sexual Misconduct or Retaliation
A report of sexual misconduct or retaliation may be made by:
o A person who believes they experienced sexual misconduct (a “Complainant”); or
o A person who has information that sexual misconduct may have been committed
by a School student or employee, or by a third party (a “Reporter”)
Note: Students are encouraged to report sexual misconduct even when alcohol or drug
policy violations have taken place. The focus and priority of any investigation will be the
Title IX violation. This means, whenever possible, the school will not respond punitively to
student alcohol or drug policy violations associated with the reported sexual misconduct.
Reports of sexual misconduct or retaliation should be made to a Title IX Coordinator:
Avery Snyder
Deputy Title IX Coordinator
Student Success Supervisor
248-358-9000
asnyder@specshoward.edu
Mary Harms
Title IX Coordinator
Director of Human Resources
248-358-9000
mharms@specshoward.edu
If, for any reason, you cannot reach a Title IX Coordinator, the report can be made to any
“Responsible Employee” of SHS. “Responsible Employee” means any employee of the
School, all of which are designated as “Campus Security Authorities” as required by the
Jeanne Clery Act.
Reports made to a Responsible Employee shall be forwarded to the Title IX Coordinator for
review and investigation, if appropriate. In addition, upon being notified of an alleged sexual
assault or other form of sexual misconduct that may constitute a crime, the Title IX
Coordinator will notify the appropriate parties to ensure appropriate distribution of Schoolwide warnings, if needed, and maintenance of accurate crime statistics, and to assist in the
investigation as may be required under the circumstances.
Sexual misconduct that occurs off campus should be reported to the law enforcement
agency for the city, township or county in which the misconduct took place.
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Importance of Timely Reporting
Reporting of any Title IX violations made at any time will be pursued by the Title IX
Coordinator. To promote timely and effective investigation and review, the School strongly
encourages Reporters and Complainants to make reports of possible sexual misconduct as
soon as possible following the occurrence of the behavior giving rise to the concern. Timely
reporting makes gathering relevant and reliable information more possible.

Preservation of Evidence
If an incident of sexual assault, domestic assault, dating violence, or stalking occurs, it is
important to preserve evidence so that successful criminal prosecution remains an option.
The victim of a sexual assault should not wash, shower or bathe, douche, brush teeth, comb
hair, or change clothes prior to a medical exam or treatment.
If a victim has removed the clothing he or she was wearing during the assault prior to
seeking medical treatment, that clothing should be placed in a brown paper, not plastic, bag
and brought to the hospital when treatment is sought.
If the victim is still wearing the clothes that he or she was wearing during an assault, he or
she should bring a change of clothes with him or her to the hospital so that the clothes
containing possible evidence can be preserved and examined for evidence of the crime.
Evidence of violence, such as bruising or other visible injuries, following an incident of
sexual assault, or domestic or dating violence, should be documented by taking a
photograph.
Evidence of stalking, including any communications such as written notes, email, voice mail,
or other electronic communications sent by the stalker, should be saved and not altered in
any way.

School Response Procedure
Services
Victims of sexual misconduct or retaliation will be offered appropriate confidential support
and other resources. The Director of Human Resources and the Student Success office will
coordinate the provision of any services provided by various SHS offices. If the victim
chooses, campus authorities will assist notifying law enforcement of the incident.
Interim Interventions
Specs Howard will take appropriate steps to prevent and/or address any retaliatory conduct
against the Complainant/victim that may be connected to a report. In addition, the School
may take other action to protect the Complainant/victim and School community as may be
reasonable and appropriate under the circumstances. Such interim interventions may
include separation of the Complainant/victim and Respondent in the academic setting or
other interventions outlined in the “Sanctions” section of this policy. Interim interventions
may be kept in place until the end of any review or appeal process.
Decision to Proceed with Investigation
The Title IX Coordinator is not required to assign an investigator or otherwise investigate
any report alleging facts that, if true, would not constitute a violation of this Policy. In all
cases, the final decision on whether, how, and to what extent the School will conduct an
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investigation, and whether other measures will be taken in connection with any allegation of
sexual misconduct or retaliation, rests solely with the Title IX Coordinator.
Requests for Confidentiality
If the Complainant requests that his or her name not be disclosed to the alleged
perpetrator, or asks that the report of sexual misconduct not be pursued, the Title IX
Coordinator shall inform the student that honoring the request may limit the School’s ability
to respond fully to the incident, including pursuing disciplinary action against the alleged
perpetrator. If the Complainant insists that his or her name not be disclosed to the alleged
perpetrator or that the School not investigate or seek action against the alleged perpetrator,
the Title IX Coordinator shall determine whether the School can honor the Complainant’s
request while still providing any necessary accommodations for a safe and
nondiscriminatory environment for all students, including the Complainant.
In considering a Complainant’s request for confidentiality that could preclude a meaningful
investigation or potential discipline of the alleged perpetrator, the Title IX Coordinator
should consider all relevant factors. If consideration of such factors results in a
determination that the report must be investigated in order to provide a safe and
nondiscriminatory environment for all students, the School may conduct an investigation
and pursue disciplinary action, if appropriate, in a manner that discloses the student’s
identity to the alleged perpetrator.
The school will maintain, as confidential, any accommodations or protective measures
provided to the victim to the extent that maintaining such confidentiality would not impair
the ability of the institution to provide the accommodations or protective measures.

Investigation
If the Title IX Coordinator decides upon review to investigate a report of sexual misconduct
or retaliation, he/she will generally forward a report to a Deputy Title IX Coordinator for
assignment of an investigation. Upon assignment of a complaint to an Investigator, the Title
IX Coordinator and the Deputy Title IX Coordinator shall confer with respect to the
investigation. The Investigator shall regularly report the progress of the investigation and
review the information collected.
For complaints against students, please contact:
Avery Snyder
Deputy Title IX Coordinator
Student Success Supervisor
(248) 358-9000
asnyder@specshoward.edu
For complaints against employees, students or others, please contact:
Mary Harms
Title IX Coordinator
Director of Human Resources
(248) 358-9000
mharms@specshoward.edu
The Title IX Coordinator and Deputy Coordinator will conduct an adequate, reliable,
impartial and prompt investigation. In most cases, the Coordinator will meet separately with
the Complainant (if participating), Respondent, Reporter (if applicable), and interview any
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witnesses identified by Complainant, Respondent or the School. A digital audio recording
may be made of any interview if appropriate under the circumstances. The Coordinator will
also review other relevant information gathered during the investigation, including any
police investigatory documents and student or personnel records that may be available.
Occasionally, a different or less formal response to the report may be warranted depending
upon the nature of the report and the circumstances involved.
At any time during the course of an investigation, the Complainant, Respondent, or any
witnesses may provide a written statement, other supporting materials, or identify other
potential witnesses, regarding the matter under review. The Complainant and Respondent
may have an advisor with them at any meeting related to the investigation of the reported
misconduct.
Investigations shall be conducted by School employees that receive annual training on
issues related to dating violence, domestic violence, sexual assault and stalking, and on how
to conduct an investigation in a manner that protects the safety of victims, promotes
accountability, and assures adequate due process for victims and respondents.

Standard of Proof
The standard of proof used in an investigation case is the preponderance of the evidence
(more likely than not). This standard requires that the information supporting a finding of
responsibility be more convincing than the information in opposition to it. Under this
standard, individuals are presumed not to have engaged in sexual misconduct or retaliation
unless a preponderance of the evidence supports a finding that sexual misconduct or
retaliation occurred.
o The School will provide a timely and thorough investigation, and will treat the
Complainant with respect before, during, and after the student conduct process.
o

The victim will be informed of the School's conduct process and possible
outcomes.

o

The School will also provide the victim written notification of available counseling
services, medical services, mental health services, and other campus and offcampus resources for victims of sexual assault.

o

Victims have the right to report a sexual assault to local law enforcement, which
will not prevent School disciplinary action.

o

Victims may request changes to academic situations after a sexual assault
occurs. Student Success may be able to help facilitate such changes.

o

Victims have the right to have one advisor throughout the investigation including
meetings and hearings. The advisor may not be a witness in the case. In
meetings with Student Success or in a hearing, the advisor may not participate
directly and may only communicate with the victim via whispering or writing
notes.

o

The School will make reasonable efforts to protect confidentiality, within the
parameters of FERPA (Family and Education Privacy Act of 1974) and the School
conduct process.

o

The victim is afforded the right to be updated on the investigation and be
informed of the outcome of any hearing in writing.

o

The victim has the right to have prior, irrelevant sexual behavior or history with
other individuals excluded from a hearing. As a reminder, prior consensual
behavior with the accused student does not indicate consent on subsequent
occasions.
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o

The complainant and the respondent are entitled to have others present during
any disciplinary hearing.

o

Prior to a hearing, the victim is allowed to inform the Title IX Coordinator of
relevant witnesses the victim wishes to include at the hearing and to what the
witnesses plan to testify.

o

Prior to a hearing, the victim may also meet with a Title IX Coordinator to discuss
hearing procedures.

o

During a hearing, the victim has the right to give opening and closing statements
and ask questions of the accused student, via the Coordinator.

Investigation Findings and Outcome Notification
In most cases, the Title IX Coordinator will report his/her findings in writing to the Deputy
Title IX Coordinator at the conclusion of an investigation. The written findings will generally
include:
1. A summary of the investigation;
2. The Investigation findings; and
3. A summary of the Coordinator’s rationale in support of the findings
Upon receipt of the Coordinator(s) written findings, the Title IX Coordinator shall, in writing,
simultaneously notify Complainant and Respondent of: the Investigation findings; the
sanctions imposed on Respondent, if any; the steps, if any, the School will take to remedy
the effects and prevent recurrence of the misconduct, and notice of appeal rights.
If a Complainant has expressed a desire, in writing, not to be notified of the outcome, the
School will honor that decision. In such cases, the School will not send the notification itself
to the Complainant, but may proceed with any necessary follow-up, including as described
below, and may need to provide notification of that follow-up if appropriate.

Sanctions
If the Respondent is found responsible for sexual misconduct or retaliation, the School may
initiate a process designed to eliminate the misconduct, prevent its recurrence, and remedy
its effects, while supporting the School’s educational mission and Title IX obligations.
Sanctions or interventions may also serve to promote safety or deter students from similar
future behavior. Some behavior is so harmful to the Respondent and/or the School
community, or so deleterious to the educational process, that it may require more serious
sanctions or interventions including, but not limited to, removal from specific courses or
activities, suspension from the School, or expulsion.

Appeal
Complainant or Respondent may appeal the decision of the Title IX Coordinator to the Specs
Howard Disciplinary Panel. Written Notice of Appeal shall be filed with the Title IX
Coordinator within ten (10) days of the date of the Title IX Coordinator’s decision. The
Notice of Appeal shall state with specificity why the Title IX Coordinator’s decision should
not stand.
Complainant or Respondent may seek review only on the following grounds:
o
o

A material deviation from the procedures affected the outcome of the case;
There is new and relevant information that was unavailable, with reasonable
diligence and effort, at the time of the investigation that could reasonably affect
the investigation findings;
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o
o

The sanctions, interventions and/or remedies are inappropriate or
disproportionate to the determined violation(s); or
A review of all available and relevant information indicates that the evidence
clearly does not support the finding(s) and provides firm and definite support for
modifying the original finding(s).

Upon receipt of a timely filed Notice of Appeal, the Title IX Coordinator shall inform the
Specs Howard Disciplinary Panel of the appeal and notify the Complainant (if participating)
and Respondent of the date by which the appeal will be decided. The date by which the
appeal will be decided may be adjourned for good cause.

The Specs Howard Disciplinary Panel shall be composed of the COO; the President or the
President’s designee; a representative of the Student Success department; and a faculty
member appointed by the Specs Howard School of Media Arts management team.
The Disciplinary Panel’s decision should be made within ten (10) days of the date Notice of
Appeal is filed with the Title IX Coordinator. These timelines are intended as guidelines and
may be extended by the Disciplinary Panel if the circumstances of the case justify an
extension.
The Specs Howard Disciplinary Panel will review the matter based on the issues identified in
the request for appeal. The Disciplinary Panel may affirm, modify or reverse the decision of
the Title IX Coordinator, or remand the appeal to the Title IX Coordinator for additional
investigation. The Disciplinary Panel will issue its final and unreviewable decision and make
it available to the Complainant (if participating), Respondent (if participating), Title IX
Coordinator and Deputy Title IX Coordinator in writing, simultaneously.

Timelines
The School will strive to complete its investigation and the sanction/remedy process, if
applicable, and simultaneously share the results of that review with Complainant and
Respondent within sixty (60) calendar days after the Title IX Coordinator receives a report
of sexual misconduct. There are, however, factors beyond the control of the School that
may affect the time needed to conduct a fair, reliable, impartial and prompt investigation of
a report of sexual misconduct or retaliation including, but not limited to:
o Availability and cooperation of Complainant (if participating), Respondent (if
participating) and/or witnesses
o Illness or injury of School employees conducting or participating in the
investigation of the report or appeal
o Weather or other Acts of God that result in the School being closed
The Title IX Coordinator may extend the time for completing the investigation for good
cause. Any such extension shall not exceed thirty (30) calendar days.
If Complainant or Respondent appeals the Title IX Coordinator’s decision to the Disciplinary
Panel, the timelines are extended to accommodate the time necessary for appeal provided
in appeal section of this policy.
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Student Expectations and Rights
Certain student protections and expectations pertain to the process for resolving student
sexual misconduct and retaliation allegations. Complainants and Respondents participating
in this process may expect the following:
Respect for Privacy
Information regarding sexual misconduct and retaliation reports, and any investigation or
review of those reports, including any sanction determinations, may be shared with School
employees with a legitimate educational interest or with external individuals or entities on a
need-to-know basis and only as permitted under School policy and applicable law.
Notice of Rights
Any student or employee who reports an incident of sexual misconduct, whether the
incident occurred on or off campus, shall receive a written explanation of their rights and
options as provided for under this policy.
Participation in Process
Complainants, Respondents, Reporters or witnesses may choose to participate or decline to
participate in the investigation. However, even if a Complainant or Respondent declines to
participate, the School may continue to investigate the matter and issue findings based on
available information.
Protection from Retaliation and Assurance of Fair Treatment
The School will take appropriate steps to ensure that a person who in good faith reports,
complains about, or participates in a sexual misconduct investigation will not be subjected
to retaliation by the Respondent or by others with knowledge of the underlying report.
Anyone who believes they are experiencing retaliation is strongly encouraged to report that
concern using the same procedure for reporting possible sexual misconduct under this
policy. A retaliation concern will be reviewed as a separate offense under this policy; that is,
a person can be found responsible for retaliation even if not found to be responsible for the
underlying reported sexual misconduct.
The School also will take appropriate steps to ensure that Respondents accused of sexual
misconduct or retaliation are treated fairly throughout the School’s review.
Coordination with Legal Proceedings
Students may simultaneously engage criminal prosecution procedures and/or civil litigation
in connection with the same behavior that forms the basis of a sexual misconduct report
under this policy. In such cases, the School is committed to appropriate coordination with
local law enforcement and may, if requested and appropriate, share information with those
agencies. The School will fulfill its obligation to take immediate and appropriate action to
investigate possible sexual misconduct even if there are other external processes or
procedures pending in connection with that same sexual misconduct report. Similarly, if the
School finds sexual misconduct has occurred, the School will take effective steps to end it,
prevent its recurrence, and address its effects, and sanction the Respondent regardless of
what external proceedings may also be pending.
Standards for criminal investigations are different from the standards for a violation of this
Policy, and therefore the School will not base its decisions under this policy solely on law
enforcement reports and/or actions. Accordingly, the School will not normally wait for the
conclusion of a criminal investigation or other proceedings before implementing its review of
reported sexual misconduct under this policy.
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Protection Orders
The School is committed to ensuring that orders of protection issued by courts are fully
enforced on School property. Therefore, if a student or employee obtains a Personal
Protection Order or Restraining Order, he or she should promptly inform the Student
Success Department and provide the School with a copy of that order, so that the School
can enforce it. The School is also committed to protecting victims from any further harm,
and if the School determines that an individual’s presence on campus poses a danger to one
or more members of the School community, it can issue an institutional No Trespass letter
barring that individual from School property.
Interim Support and Assistance
The school will assist students, faculty and staff who report sexual violence, sexual
harassment, stalking, dating violence and or domestic violence in obtaining medical support
and information regarding available legal and Student Success resources, as well as
counseling and support services. The school will also assist students, faculty and staff in
notifying the local police if the assistance of law enforcement is requested.
If requested by the survivor, and if reasonably available, the school may assist the survivor
in protective measures such as:
o changing his/her living situation, including identifying possible emergency
housing
o assisting the student survivor with exploring options to address academic
concerns, such as transferring class sections, taking an incomplete in a class or
filing a grade grievance
o dealing with financial concerns, including providing financial aid guidance
o transportation, working and other protective measures
The school will maintain, as confidential, any accommodations or protective measures
provided to the victim, to the extent that maintaining such confidentiality would not impair
the ability of the institution to provide accommodations or protective measures.
Requests for accommodations may be made to the department in which the accommodation
is sought. If you are unsure where to go to make such a request, do not know what
accommodations are available or may be useful to you, or have other questions, please
contact the Title IX Coordinator and/or the Student Success Department.

Awareness and Prevention Programs
The School provides primary and ongoing prevention and awareness programs for students
and employees in order to promote the prevention and awareness of rape, acquaintance
rape, and domestic violence, dating violence, sexual assault and stalking. Provided below
are the prevention and awareness campaigns for both students and employees:
o Primary Crime/Title IX prevention and awareness, and emergency procedures
training for first day students and during new hire orientations
o Ongoing Crime/Title IX awareness posters posted throughout the school
o Updated Annual Security Report, Title IX Policy, and Emergency Procedures
are distributed to staff and students every October, at which time training
takes place
o Ongoing individual training for staff and students, as needed
o Ongoing staff training from outside contractors on different aspects of Title IX
and campus security
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o

Emergency and security procedures are discussed and updated at staff
meetings

Resources
If a person is dealing with a stalker or intimate partner abuse/domestic violence situation, it
is important to take precautions when accessing any kind of support. In some
circumstances, stalkers and/or abusers may access phone or computer records. When
possible, people in these situations may want to use public computers or phones to seek out
information. It is also good to safeguard your information by frequently changing passwords
to random, unpredictable ones. It may also be helpful to think about steps that can be
taken to keep information away from a stalker or intimate partner (e.g., keeping things with
a friend or getting mail at a different address).
The resources listed below are for immediate or primary support or advocacy, as well as
local ongoing services. For other resources, including advocacy, informational/educational,
legal, and programmatic resources, please see the Student Success resource guide.
Oakland County HAVEN
(248) 334-1274
(877) 922-1274 (toll free)
(248) 972-2540 TTY

https://www.haven-oakland.org
Turning Point, Inc.
(586) 463-6990 (24-hour crisis line)
(586) 463-4430
(586) 463-1771 (fax)
https://turningpointmacomb.org
Children's & Adult Protective Services
Michigan Department of Health & Human Services
(855) 444-3911 (24/7 hotline)

http://www.michigan.gov/mdhhs/0,5885,7-339-73971_7119---,00.html
Common Ground Sanctuary
24-hour crisis hotline
(800) 231-1127
http://www.commongroundhelps.org
YWCA Interim House
(313) 861-5300

http://www.ywcadetroit.org/programs/domestic-violence/
National Domestic Violence Hotline
(800) 799-SAFE (7233) (toll free)
(800) 787-3224 TTY (toll free)

http://www.thehotline.org
National Sexual Assault Hotline
(800) 656-HOPE (4673)
https://www.rainn.org
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National Suicide Prevention Lifeline
(800) 273-TALK (8255) (24/7 hotline)
https://suicidepreventionlifeline.org

Common Myths and Facts about Sexual Violence
Myth: Victims provoke sexual assaults when they dress provocatively or act in a
promiscuous manner.
Fact: Rape and sexual assault are crimes of violence and control that stem from a
person’s determination to exercise power over another. Neither provocative dress nor
promiscuous behaviors are invitations for unwanted sexual activity. Forcing someone to
engage in non-consensual sexual activity is sexual assault, regardless of the way that
person dresses or acts.
Myth: If a person goes to someone’s room or house or goes to a bar, s/he assumes the risk
of sexual assault. If something happens later, s/he can’t claim that s/he was raped or
sexually assaulted because s/he should have known not to go to those places.
Fact: This “assumption of risk” wrongfully places the responsibility of the offender’s
action with the victim. Even if a person went voluntarily to someone’s home or room and
consented to engage in some sexual activity, it does not serve as blanket consent for all
sexual activity. When in doubt as to whether or not the person is comfortable with an
elevated level of sexual activity, stop and ask. When someone says “no” or “stop,” that
means “STOP!” Sexual activity forced upon another without valid consent is sexual
assault.
Myth: It is not sexual assault if it happens after drinking or taking drugs.
Fact: Being under the influence of alcohol or drugs is not an invitation for sexual activity.
A person under the influence does not cause others to assault her/him; others choose to
take advantage of the situation and sexually assault her/him because s/he is in a
vulnerable position. A person who is incapacitated due to the influence of alcohol or
drugs is not able to consent to sexual activity.
Myth: Most sexual assaults are committed by strangers. It’s not rape if the people involved
know each other.
Fact: Most sexual assaults and rape are committed by someone the victim knows. A
study of sexual victimization of college women showed that about 90% of victims knew
the person who sexually victimized them. Most often, a boyfriend, ex-boyfriend,
classmate, friend, acquaintance or co-worker sexually victimized the person. It is
important to remember that sexual assault can occur in both heterosexual and samegender relationships.
Myth: Rape can be avoided if women avoid dark alleys or other “dangerous” places where
strangers might be hiding or lurking.
Fact: Rape and sexual assault can occur at any time, in many places, to anyone.
Myth: A person who has really been sexually assaulted will be hysterical.
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Fact: Victims of sexual violence exhibit a spectrum of responses to the assault which can
include: calm, hysteria, withdrawal, anxiety, anger, apathy, denial and shock. Being
sexually assaulted is a very traumatic experience. Reaction to the assault and the length
of time needed to process through the experience vary with each person. There is no
“right way” to react to being sexually assaulted. Assumptions about the way a victim
“should act” may be detrimental to the victim because each victim copes in different
ways.
Myth: All sexual assault victims will report the crime immediately to the police. If they do
not report it or delay in reporting it, then they must have changed their minds after it
happened, wanted revenge or didn’t want to look like they were sexually active.
Fact: There are many reasons why a sexual assault victim may not report the assault to
the police or campus officials. It is not easy to talk about being sexually assaulted and
can feel very shameful. The experience of retelling what happened may cause the
person to relive the trauma. Another reason for delaying a report or not making a report
is the fear of retaliation by the offender. There is also the fear of being blamed, not
being believed and being required to go through judicial proceedings. Just because a
person does not report the sexual assault does not mean it did not happen.
Myth: Only young, pretty women are assaulted.
Fact: The belief that only young, pretty women are sexually assaulted stems from the
myth that sexual assault is based on sex and physical attraction. Sexual assault is a
crime of power and control. Offenders often choose people whom they perceive as most
vulnerable to attack or over whom they believe they can assert power. Men and boys
are also sexually assaulted, as well as persons with disabilities. Assumptions about the
“typical” victim might lead others not to report the assault because they do not fit the
stereotypical victim.
Myth: It’s only rape if the victim puts up a fight and resists.
Fact: Many states do not require the victim to resist in order to charge the offender with
rape or sexual assault. Those who do not resist may feel if they do so, they will anger
their attacker, resulting in more severe injury. Many assault experts say that victims
should trust their instincts and intuition and do what they believe will most likely keep
them alive. Not fighting or resisting an attack does not equal consent.
Myth: Someone can only be sexually assaulted if a weapon was involved.
Fact: In many cases of sexual assault, a weapon is not involved. The offender often uses
physical strength, physical violence, intimidation, threats or a combination of these
tactics to overpower the victim. Although the presence of a weapon while committing
the assault may result in a higher penalty or criminal charge, the absence of a weapon
does not mean that the offender cannot be held criminally responsible for a sexual
assault.
Source: http://www.csulb.edu/depts/oed/policies/title-ix-notice.html

Common Myths and Facts about Sexual Harassment
Myth: Sexual harassment is rare.

24
Revised September 28, 2018

Fact: Sexual harassment is extremely widespread. It touches the lives of 40 to 60
percent of working women, and similar proportions of female students in colleges and
universities.
Myth: Sexual harassment only happens to women and is perpetrated only by men.
Fact: Both men and women can be victims or perpetrators of sexual harassment. In
addition, sexual harassment may occur between members of the same sex.
Myth: The seriousness of sexual harassment has been exaggerated; most so-called
harassment is really trivial and harmless flirtation.
Fact: Sexual harassment can be devastating. Studies indicate that most harassment has
nothing to do with "flirtation" or sincere sexual or social interest. Rather, it is offensive,
often frightening and insulting. Research shows that survivors are often forced to leave
school or jobs to avoid harassment; many experience serious psychological and healthrelated problems.
Myth: Many victims make up and report stories of sexual harassment to get back at their
employers or others who have angered them.
Fact: Research shows that less than one percent of complaints are false. In fact,
survivors rarely file complaints even when they are justified in doing so.
Myth: Women who are sexually harassed generally provoke harassment by the way they
look, dress and behave.
Fact: Harassment does not occur because women dress provocatively or initiate sexual
activity in the hope of getting promoted and advancing their careers. Studies have found
that victims of sexual harassment vary in physical appearance, type of dress, age, and
behavior. The only thing they have in common is that over 99% of them are female.
Myth: If you ignore harassment, it will go away.
Fact: It will not. Research has shown that simply ignoring the behavior is ineffective;
harassers generally will not stop on their own. Ignoring such behavior may even be seen
as agreement or encouragement.
Source: https://www.rsccd.edu/Departments/Risk-Management/TitleIX/Pages/Common-Myths-

and-Facts-About-Sexual-Assault.aspx
Sexual Harassment vs. Flirting
Sexual harassment makes the receiver feel: Flirting makes the receiver feel:
Bad
Good
Angry/sad
Happy
Demeaned
Flattered
Ugly
Pretty/attractive
Powerless
In control
Sexual harassment results in:
Negative self-esteem

Flirting results in:
Positive self-esteem
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Sexual harassment is perceived as:
One-sided
Demeaning
Degrading
Invading

Flirting is perceived as:
Reciprocal
Flattering
Open
A compliment

Sexual harassment is:
Unwanted
Power-motivated
Illegal

Flirting is:
Wanted
Equally-motivated
Legal

Source: http://www.swc.osu.edu/posts/documents/sexual-harassment-vs-flirting-sves-

document-read-only.pdf
A person who believes a violation has occurred may also file a complaint with the Michigan
Department of Civil Rights, 110 West Michigan Avenue, Suite 800, Lansing, Michigan 48933.

POLICY FOR REPORTING THE ANNUAL DISCLOSURE OF CRIME STATISTICS
The Specs Howard School of Media Arts, Inc., prepares the Annual Security Report to
comply with the disclosure of crime statistics as required by 34 CFR 668.46, Student
Assistance General Provisions, Institutional Security Policies and Crime Statistics. The
compilation of crime statistics uses the definitions of crimes provided in the Federal Bureau
of Investigation’s Uniform Crime Reporting Handbook.
The School’s overall safety policy encourages accurate and prompt reporting of all crimes
and emergencies. Criminal activity and emergencies should be reported, either in person or
via the telephone, to the police agency and to the Student Success Department.
This report is prepared in cooperation with the local law enforcement agencies surrounding
the School’s facilities and the Student Success Department. Each entity provides updated
information on their efforts and programs to comply with the Act. Campus crime, arrest
and referral statistics include those reported to the SHS Student Success Department and
local law enforcement agencies. These statistics may also include crimes that have
occurred adjacent to SHS properties. All students, staff and faculty are notified annually of
the Annual Security Report.
The crime statistics, which are published annually, act as our publicly available record for
the Cleary Act and VAWA reporting and disclosures, and are available on our website and at
the front desk. The crime statistics do not include personally identifying information about
the victim, as defined in section 40002(a)(20) of the Violence Against Women Act of 1994
(42 U.S.C. 13925 (a)(20)).
NOTE: none of the crime occurrences or arrests reported below manifests evidence of
prejudice based on race, gender and gender identity, religion, disability, sexual orientation,
or ethnicity, as prescribed by the Hate Crimes Statistics Act: (28 U.S.C. 534).
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Specs Howard School of Media Arts Crime
Statistics Southfield Campus 2017
Crime Classification
Primary Crimes
Murder/non-negligent manslaughter
Negligent manslaughter
Rape
Fondling
Incest
Statutory rape
Robbery
Aggravated assault
Burglary
Motor vehicle theft (not theft from a vehicle)
Arson

Student Success
Reports

Police Reports at
Location

Public Property
Reports

2015 2016 2017 2015 2016 2017 2015 2016 2017
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
1
0

0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0

0

0

0

0

0

0

0

0

0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

2
2
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

N/A
N/A
N/A

N/A
N/A
N/A

0
0
2

N/A
N/A
N/A

N/A
N/A
N/A

0
0
0

N/A
N/A
N/A

N/A
N/A
N/A

0
0
0

0

0

0

0

0

0

0

0

0

Arrests:
Liquor Law Violation
Drug Abuse Violation
Weapons Possession
Disciplinary Action:
Liquor Law Violation
Drug Abuse Violation
Weapons Possession
Hate Crimes:
Murder/non-negligent manslaughter
Negligent manslaughter
Rape
Fondling
Incest
Statutory rape
Robbery
Aggravated assault
Burglary
Motor vehicle theft (not theft from a vehicle)
Arson
Larceny/theft
Simple Assault
Intimidation
Destruction/damage/vandalism of property
VAWA Offenses:
Domestic Violence
Dating Violence
Stalking
Unfounded Crimes:
Total unfounded crimes
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Campus Safety and Security
The Specs Howard School of Media Arts is committed to providing a safe and secure
environment for all members of the SHS community. We work together to prevent crime,
fire and accidents.
The School’s overall safety policy encourages accurate and prompt reporting of all crimes
and emergencies to the Student Success Department, either in person or via an Incident
Report Form which is available at the front desk.
This manual is intended to provide our staff and students with safety and security
information and procedures. Reviewing the information will increase your awareness of the
services and procedures followed at the School. We encourage our staff and student body to
use these to enhance their safety and security.
The Specs Howard School is committed to providing a safe environment. However, each of
us has a personal responsibility for our own safety. Working together, we can make SHS a
safe learning environment.
SHS Photo ID
All SHS staff and students are issued an SHS Photo ID. The ID must be displayed whenever
the staff member or student is on campus.
If a student has misplaced or forgotten their Photo ID, they will need to report to the front
desk for a temporary or replacement badge. If a student’s badge is not visible, an instructor
or staff member may stop the student and require them to display it.

EMERGENCY POLICIES AND PROCEDURES
Determination of an Emergency
In the event of a possible emergency situation that would require campus-wide notification
(e.g., bomb threat, explosion, fire, physiological crisis, shooting, tornado, utility failure or
violent criminal behavior), the determination of an emergency will be made in the following
manner:
A consensus of opinion is to be reached by at least two of the following staff members:
•
•
•
•
•
•
•

School President
Chief Operating Officer
Vice President of Education
Supervisor of Education
Director of Human Resources
Student Success Supervisor
Department Supervisors:
o Broadcast Media Arts Department
o Digital Media Arts Department
o Graphics Department

If none of the above is available or cannot be reached via telephone, a determination will be
made by a consensus of opinion of the staff available at that time. Once a determination is
made, the Chief Operating Officer, Vice President of Education, and Supervisor of Education
must be notified.
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Emergency Notification
If it is determined that the situation is an emergency, SHS will, without delay, and taking
into account the safety of the community, determine the content of the notification and
initiate the notification, unless issuing a notification will, in the professional judgment of
responsible authorities, compromise efforts to assist a victim or to contain, respond to or
otherwise mitigate the emergency. The content of each notification is detailed below under
each emergency situation.
Methods of communication will depend on the situation, using some of the methods listed
below.
• Campus-Wide Email: follow instructions in the email
• Telephones/Overhead Paging System: emergency message broadcast over the
campus telephone system. Follow the instructions in the message
• Text messages (SMS): all students, faculty and staff can sign up to receive text
messages (SMS) on their mobile devices. Standard text messaging rates from the
subscriber’s mobile carrier may apply. Follow the instructions in the message.
• Verbal messages: spread by staff and students in the building
Disseminating emergency information to the larger community will be done by law
enforcement after SHS notifies 911.
GENERAL EVACUATION INFORMATION
1. All building evacuations will occur following the determination of an emergency
by the appropriate SHS staff. Upon the determination of an emergency, an
emergency message will broadcast over the campus telephone system to alert all
students and staff that an emergency exists.
2. Know the marked exits for the building. Know the exit routes for your work area.
3. Leave the building immediately with your personal possessions (purse, cell
phone, laptop, etc.) when directed by SHS staff.
4. Notify staff of persons with disabilities who are in the building and cannot
evacuate.
5. Notify occupants, other than SHS staff and students, about the evacuation.
Faculty/staff upstairs are responsible for this notification.
6. Do not use the elevator in case of fire.
7. Once outside, move to the assembly area, which is on the east side of the
parking lot near the brick wall.
8. All instructional staff in class at the time of an emergency evacuation will be
responsible for verifying that all class members have evacuated the building and
are present at the gathering area. Verification of students and/or missing
students is to be reported to SHS management.
9. All department heads are responsible for verifying that all department members
have evacuated the building and are present at the gathering area. Verification of
personnel and/or missing personnel is to be reported to senior SHS staff.
10. Keep driveways and sidewalks clear for emergency vehicles and personnel. Do
not return to the evacuated building unless directed to do so by SHS staff. Notify
someone if you leave the assembly area.
11. SHS management will decide if operations will resume, or if the building will be
closed. Students will be notified of that decision.
The notification will be communicated to the President, Student Success Department and
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Vice President of Education, and will include information regarding the type of emergency
and what actions are being taken.
Annual Test of Emergency Response and Evacuation Procedures
The Specs Howard School will conduct an annual test of an emergency response and/or
evacuation. This test may be announced or unannounced and will be documented by the
Student Success Department.
Type of drill: Tornado Drill Procedure – Announced
Date of drill: April 11, 2018
Time drill started: 1:00pm
Time drill concluded: 1:03pm
How long did response/evacuation take: 2 minutes 40 seconds
Time alarm sounded: 1:00:00pm
Time when employees/students were moved to safe areas: 1:02pm
COMMENTS:
Tornado drill proceeded smoothly and quickly with no problem getting everyone to the
interior areas of the first floor in a timely manner. Total time until staff and students were
situated in safe areas was 2:40. It is noted that the area in front of the door to the LRC in
the interior hallway should be avoided, as it does not close, and there are glass windows in
the LRC facing the door/hallway.
Type of drill: Serious Gas Leak – Unannounced
Date of drill: June 8, 2017
Time drill started: 9:30am
Time drill concluded: 9:40am
How long did response/evacuation take: 3 minutes
Time notification sounded: 9:30am
Time when employees/students were moved to safe areas: 9:33am
COMMENTS: Gas leak evacuation proceeded efficiently with no problem getting everyone to
the east side of the parking lot, near the brick wall. Total time until staff and students were
situated in a safe area was three minutes. The overhead paging system was used to notify
staff/students that an evacuation must take place due to a gas leak. Verbal messages were
given to persons in rest rooms and students who were in the parking lot.
KEY CONTACTS
Student Success Department
Contact: Avery Snyder
Student Success Supervisor
Deputy Title IX Coordinator
Phone: (248) 358-9000
asnyder@specshoward.edu

Education Department
Contact: Steve Julin
VP of Education & Online Learning
Phone: (248) 358-9000
sjulin@specshoward.edu

Media Inquiries
Contact: Char Kernen
Chief Operating Officer
Phone: (248) 358-9000, ext. 8926
ckernen@specshoward.edu

Education Department
Contact: Tim Peterson
Supervisor of Education
Phone: (248) 358-9000
tpeterson@specshoward.edu

Immigration Assistance
Contact: Karen Nocita

Student Financial Aid
Contact: Angela Burt
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Compliance Officer
Phone: (248) 358-9000
knocita@specshoward.edu

Director of Financial Aid
Phone: (248) 358-9000
aburt@specshoward.edu

Southfield Police
Emergency: 911
Non-Emergency: (248) 796-5500
Assault
In the event of a person stating that they have been physically and/or sexually assaulted,
immediately call 911 for the Southfield Police Department, and notify the Student Success
Department and/or an SHS faculty or staff member. The purported victim will be escorted to
a private area (office or other area removed from public view).
If possible, a staff member will stay with the person until the police arrive. The person will
be asked if they can give a name and/or description of the person who allegedly assaulted
them, including any characteristics about the assailant’s appearance, speech, and
mannerisms.
Upon arrival of the police, the victim and all relevant materials will be turned over to the
police.
Southfield Police Non-emergency Phone Number: (248) 796-5500
Bomb Threat
If you observe a suspicious object which may be a potential bomb on campus, do not handle
the object. Clear the area and immediately contact an SHS management member, who will
determine if the Southfield Police should be called.
Any student or staff receiving a telephone call that a bomb or other explosive device has
been placed on campus should obtain as much information from the caller as possible:
1.Time of the call and the phone line on which the call was received
2.Description and location of the alleged bomb
3.Perceived personal characteristics and gender of the caller
4.Noticeable speech pattern, accent, etc.
5.Description of any background noise
6.Reason the bomb was placed on campus
The police department will conduct a detailed bomb search. If an evacuation order is given,
all students and staff will be notified of the bomb threat and will evacuate the building
following the instructions in General Evacuation Information. Everyone is to leave the
building via the nearest marked exit and should alert others to do the same. Assist persons
with disabilities in exiting the building.
Do not use the elevator in case of fire.
If there are persons with disabilities who are in the building and cannot evacuate, notify the
police or emergency personnel.
Once outside, move as far from the building as possible. Keep the driveways and sidewalks
clear for emergency vehicles and personnel. No one will be allowed to return to the
evacuated building unless directed to do so by the police department and/or SHS
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management.
Explosion, Aircraft Crash or Similar incident
Immediately seek cover under tables, desks or anything that will provide protection against
falling glass or debris.
After the effects of the incident have subsided, call 911. Give your name and describe the
location and nature of the emergency.
If the building must be evacuated, follow the instructions in General Evacuation Information.
Notify emergency personnel of persons with disabilities who are in the building and cannot
evacuate.
Do not use the elevator in case of fire.
Once outside, move as far from the building as possible. Keep the driveways and sidewalks
clear for emergency vehicles and personnel. No one will be allowed to return to the
evacuated building unless directed to do so by the police department. Notify an SHS staff
member if you leave the area.
Do not return to the area. Do not pick up any debris. Do not smoke or light a match.
Fire
Immediately call 911 to report a fire, giving the address and location of the building. Notify
the front desk, who will give evacuation orders throughout the building using general
evacuation information, and will notify everyone that this is a fire evacuation.
Evacuate the area immediately, closing doors as you leave, but do not lock the doors.
Evacuate the building using the most direct route and nearest exit, following the guidelines
in General Evacuation Information.
Do not use the elevator.
For accountability, or if information or assistance in needed, staff and students will meet at
the assembly area, which is on the east side of the parking lot near the brick wall.
Notify fire or other emergency personnel of any special circumstances, such as failure of
staff to evacuate persons with disabilities. Notify emergency personnel of anyone who may
not have evacuated the building.
Should you become trapped in a location, call 911, if possible, to inform the fire department
of your location. If near a window, place the largest and most visible piece of material in
that window to indicate your location, and stay low on the floor.
Lockdown
The term “Lockdown” refers to a dangerous circumstance in or near the School that, for
safety reasons, requires every person in the building to immediately go to a room, lock the
door(s), turn off the lights, and remain out of view of the window in the door, and/or
outside windows (if applicable).
Our school environment is intended to be open, so that students, faculty and staff can freely
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communicate in a friendly environment. SHS has few restrictions on who can enter or leave
the campus. However, given the times that we live in, with threats of terrorism, other
hostile events or even natural disasters, the School must be prepared to deal with these
situations in a proactive manner.
As the nation, state and community develop plans to cope with the various threat levels,
SHS is obligated to do its part to protect the safety of our students, and plan for continuity
of future operations. There are situations where a lockdown of facilities may be necessary in
order to afford this protection or gain control over a given situation.
Although Lockdown is not always a preferred method of planned reaction, students should
understand that it might have to be used in certain situations. Some examples may include:





Chemical release from a local industry
Sniper on campus
Terrorist threat to the School or area near the School
Police action

Notification of a lockdown may vary depending on the situation.
Lockdown Procedures
Upon determination by appropriate SHS management of an emergency that warrants a
Lockdown, the following steps will be taken:
 An SHS staff member will call 911 if the police have not already been notified of the
circumstance.
 An announcement will be made over the Telephone/Overhead Paging System and in
person. “School Lockdown” will be announced three times.
 All classrooms will be notified using the same procedure.
 Other tenants in the building and the appropriate building manager will be notified.
Employees who are near studios, labs, lobby areas, restrooms, and other areas where
students may gather, will notify students of the Lockdown and direct them to rooms that
can be locked.
All employees will notify any other employees who, for any reason, may not have heard the
Lockdown announcements.
Employees who are on the 2nd floor will immediately notify students on the 2nd floor,
including hallways and restrooms, of the Lockdown. This notification should also include all
other building tenants.
Once a Lockdown announcement has been issued, everyone should remain in Lockdown
until they receive a notification that the Lockdown has been deactivated.
A Lockdown will be deactivated by emergency personnel and/or SHS management.
Notification of the deactivation of a Lockdown will be given using the same notification
procedures listed above.
Shooting Incident
The Specs Howard School of Media Arts hopes it never experiences a shooting incident, but
it is important that everyone should know what to do if this were to happen on our campus.
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This type of incident is unpredictable, and your immediate response depends on the
situation you may face. The following guidelines are based on the best practices established
by law enforcement.
If possible to do so safely, exit the building immediately when you become aware of the
incident, moving away from the immediate path of danger, and take the following steps:
1.Tell anyone you encounter to exit the building immediately.
2.Evacuate to a safe area away from the danger, and take protective cover. Stay there
until assistance arrives.
3.Call 911, providing the dispatcher with the following information:
a.
Your name
b.
Location of the incident (be as specific as possible)
c.
Your exact location
d.
Number of shooters (if known)
e.
Identification or description of shooter(s)
f.
Number of persons who may be involved
g.
Injuries to anyone, if known
4.Individuals not immediately impacted by the situation are to take protective cover,
staying away from windows and doors until notified otherwise.
If you are directly involved in an incident and exiting the building is not possible, the
following actions are recommended:
1.Go to the nearest room or office.
2.Close and lock the door.
3.Turn off the lights.
4.Seek protective cover.
5.Keep quiet and act as if no one is in the room.
6.Do not answer the door.
7.Notify 911, if it is safe to do so, providing the dispatcher with the following
information:
a.
Your name
b.
Location of the incident (be as specific as possible)
c.
Your exact location
d.
Number of shooters (if known)
e.
Identification or description of shooter(s)
f.
Number of persons who may be involved
g.
Injuries to anyone, if known
8.Wait for police to assist you out of the building.
In either of the above circumstances, if you are able to call 911, do so, and then call the
front desk at the School and inform them of the situation.
A campus-wide Lockdown would then be issued. Follow the procedures outlined in Lockdown
Procedures.
Psychological Crisis
A psychological crisis exists when an individual is threatening to harm himself/herself or
others, or is out of touch with reality due to severe drug reactions or a psychotic break.
Symptoms of a psychotic break may include hallucinations and uncontrolled behavior. A
person undergoing a psychotic crisis may also be a runaway from a psychiatric hospital.
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If you encounter a person who seems to be having a psychological crisis, call 911.
Tornado
If a Tornado Warning is issued by the National Weather Service for the area immediately
adjacent to the campus, and/or if a tornado is sighted near the campus, an overhead page
will take place notifying every one of the tornado emergency and to take shelter on the first
floor, away from windows. The emergency page will be repeated three times. After
notification, following steps should be taken:
1.If indoors, go to the lowest level of the building. Interior hallways, offices, and
classrooms are preferable, away from glass windows.
2.If outdoors, go to the nearest ditch or depression, away from power lines, buildings
and trees. Do not stay in a car or attempt to outrun a tornado.
3.If a tornado occurs, evaluate the situation after it has passed, and if emergency help is
needed, call 911. Be aware of dangerous structural conditions. If a decision is
made to evacuate the building, an overhead page will sound to evacuate the
building (if working, if not this will be done by verbal messages), and do so
following the guidelines in General Evacuation Information. Report damaged
facilities to the Operations Department and/or the building manager. Note: gas
leaks and power failures create special hazards. Do not smoke or light a match.
Refer to the section entitled Utility Failure.
4.Notify emergency personnel of persons with disabilities who might be in the building
and cannot evacuate.
5.Do not use the elevator in case of fire.
6.Once outside, move as far from the building as possible to the east wall of the parking
lot. Keep the driveways and sidewalks clear for emergency vehicles and personnel.
Do not return to the evacuated building unless directed to do so by SHS
management or emergency personnel.
Utility Failure
In the event of a utility failure, notify the front desk receptionist who will then contact the
building manager.
If there is danger to building occupants, call 911 and follow general evacuation guidelines,
notifying everyone the evacuation is due to a utility failure.
Do not use the elevator in case of fire.
Electrical / Light Failure
In the event of an electrical failure, notify the front desk receptionist who will contact
Detroit Edison (800-477-4747) and then the building manager. If an electrical failure lasts
more than 10 minutes, SHS management will make a determination to evacuate the
building or not. Emergency lighting is only required in certain areas, and is only designed to
provide enough lighting to exit the building in an emergency. (Battery-operated emergency
lights last only a short time – approximately 20 minutes.) Evacuate the building following
the guidelines in General Evacuation Information, notifying everyone electrical evacuation
by using an overhead page and/or verbal messages if phones are not working.
Elevator Failure
If someone is trapped in the elevator, notify the front desk receptionist who will contact the
building manager. Never attempt to remove anyone from an elevator stopped between
floors.
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Plumbing Failure/Flooding
In case of a plumbing failure or a flood, power down all electrical equipment. Notify the
front desk receptionist who will contact the building manager. If necessary, vacate the area
which the flood is affecting using verbal messages.
Serious Gas Leak
If there is a serious gas leak, vacate the area. Do not turn lights or any electrical equipment
on or off; electrical arcing can cause an explosion. Do not smoke, or light matches or
lighters. Notify the front desk receptionist who will contact Consumers Energy (800-4775050) and the building manager. If an emergency situation exists, the building will be
evacuated following the guidelines in General Evacuation Information, notifying them of the
gas leak evacuation.
Ventilation Problem
If there is fire or an odor originating in the ventilation system or equipment, vacate the
area. Once outside, move to a clear area a safe distance from the building. Notify the front
desk receptionist who will contact 911 and the building manager. If the entire building is to
be evacuated, follow the guidelines in General Evacuation Information, notifying every one
of the ventilation problem evacuation. Do not return to the evacuated building unless
directed to do so by SHS management or emergency personnel.
Weapons and / or Violent Criminal Behavior
Be alert for suspicious situations or persons and report them to the front desk and/or the
Student Success Department, and fill out an incident report. A determination of an
emergency meeting will be had with the appropriate parties. If an emergency is determined,
the appropriate steps will be taken for evacuation or lockdown. Do not attempt to confront
anyone with a weapon or who is exhibiting violent behavior. If you feel that you or someone
else is in immediate danger, make every attempt to call 911. If safe to do so, leave the
building immediately. If exiting the building could expose you to further danger, lock
yourself inside a room and barricade the door. Lie on the floor and wait for police to arrive.
When the police arrive, stay on the floor and do not move until told to do so by the police.
If you are a victim, or if you witness any on-campus violation of the law, such as assault,
robbery or theft, contact 911 as soon as possible and give them the following information:
1.Nature of the incident
2.Location of the incident
3.Description of the person(s) involved
4.Description of property involved
If you are a witness to a criminal act or notice a person acting suspiciously on campus, call
911 and give them the information outlined above.
Medical and First Aid
If a serious injury or illness occurs, call 911 and/or tell an SHS faculty or staff member.
When calling 911, give your name, description of the nature and severity of the medical
problem, and the location of the victim(s).
While waiting for emergency personnel, perform the following steps:
 Keep victim still and comfortable; do not move the victim
 Ask the victim what is wrong, and if they are okay
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Monitor breathing and condition of victim
Control serious bleeding by direct pressure on the wound
Look for emergency medical ID
Question witnesses and give all information to emergency personnel

For a minor injury or illness, first aid materials are located in the building, behind the front
desk, in the business office, and in the GFX department.
Note: professional medical care should be sought after first aid is given by calling 911.
Poisoning and Overdose
 Stay with the victim and assist as necessary
 If choking, lower victim’s head
Choking
 Check victim’s mouth and clear matter
 Use abdominal thrusts, if trained to do so
Fainting, Unconsciousness and Shock
 Have victim lie down or sit down and rest
Heart Attack
 Place victim lying down on back
 Administer CPR or attempt resuscitation, if trained to do so
Burns — Thermal and Chemical
 Flood chemical burn with cool water
 Cover burn with dry bandage
 Keep victim quiet and comfortable
Fractures and Sprains
 Keep victim still
 Keep injured area immobile
Severe Bleeding and Wounds
 Apply direct pressure to the wound (until help arrives) using a clean cloth or hand
Seizures
 Keep other people out of the way.
 Clear hard or sharp objects away.
 Don't try to hold your friend down or stop her movements.
 Place her on her side, to help keep her airway clear.
 Look at your watch at the start of the seizure, so you can time its length.
 Don't put anything in your friend's mouth. Contrary to a popular myth, you can’t
swallow your tongue during a seizure. But if you put an object in her mouth, she
could damage her teeth or bite you.
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