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Welcome To Project Forward
Welcome to Project Forward at Cape Cod Community College. This handbook highlights
some of the policies and procedures that will enhance your college experience and will
help you to be successful. You are expected to carry this with you each day when you
come to college.
Mission Statement
Project Forward’s mission encourages students with learning difficulties to develop
employability skills and become responsible learners and workers who:






Build vocational skills for independent living
Improve communication skills
Improve self-awareness and self-advocacy skills
Relate to others in constructive ways
Demonstrate a motivated and responsible attitude toward work

Project Forward Team
Nicole J. Mark, Director
Paul Cali, Assistant Director
Cre Dorey, Learning Disabilities Specialist
Pat Campers-Reilly, Learning Disabilities Specialist
Margie Berkley, Administrative Assistant

nmark@capecod.edu
pcali@capecod.edu
cdorey@capecod.edu
pcampersreilly@capecod.edu
mberkley@capecod.edu

How to Contact Project Forward
BY PHONE:

508-362-2131 ext. 4763

Call this number when:
 You will be missing class or Work Study for any reason
 You will be late to class or Work Study for any reason
 You will need to leave class early for any reason
Be sure to:
 Speak clearly and state your full name
 Provide a brief reason for your absence/tardiness, etc.
 Leave the above information in a voice mail if you get the answering
machine
NOTE: Your call will not be returned unless necessary
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BY EMAIL:
All staff and students at Cape Cod Community College have email addresses. For staff,
it’s generally first initial then last name @capecod.edu. For students, it’s generally
firstname.lastname@capecod.edu.
YOU ARE EXPECTED TO CHECK YOUR
COLLEGE EMAIL ON A REGULAR BASIS.
How to Communicate an Emergency
If you have an emergency while on campus, such as severe illness, or if you feel you are
in danger, dial 911 from any campus phone.
If you need to report an incident or accident or you feel unsafe for any reason, call the
college’s Security Department by dialing 3333 from any CAMPUS PHONE.
How Do I Know If There is School When the Weather is Bad
In the event of inclement weather, a number of FM radio stations, both on-Cape and offCape, will broadcast any cancellations or delayed openings. The college also has a
weather hotline, which may be reached by calling 508-375-4070. You may also visit the
college’s website at www.capecod.edu for information about school closings and delays.
If you are unsure about weather conditions, use your best judgement as to whether you
feel you can drive to and from school safely. Check with the person who drives you or
the transportation company if you use public transportation.
You may also register for the RAVE Mobile Alert System. RAVE is a mass notification
system that allows emergency information to be quickly sent to everyone via email, text
or voice message.
Visit www.capecod.edu/web/rave. Your college email is automatically registered with
this system. To add your personal contact information to CCCC’s RAVE Alert Database,
sign in to your RAVE CCCC account at www.getrave.com/login/capecod.
Dress and Conduct
While on campus, you should conduct yourself as though you were on a job site; treating
others with respect and acting professionally and appropriately, etc. You do not want to
do anything that will draw negative attention to yourself. Listen and learn from others.
Talk, do not yell, on campus and in buildings. Let your teacher know if you have a
problem that affects your work. They can help you. You will find you can learn a lot
from your peers, who can be a great source of support and encouragement.
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In college, no one is allowed to interfere with your right to learn or your instructor’s right
to teach. Disruptive behavior is not tolerated. In class, you sign a Student Contract
demonstrating that you understand and agree to respect the rights and property of others.
Healthy Hygiene
Starting college can affect not only your mental health but your physical health as well.
Practicing good hygiene can go a long way to preventing yourself and others from
becoming ill; especially on a college campus, where students are sharing computers,
tables in the cafeteria, desks in the classrooms, and working with food in some of our
classes. Maintaining good personal hygiene helps fight the spread of germs and possible
infection. Good hand washing after using the restroom, handling money, and before and
after eating, is the number one defense against spreading and picking up germs.
Appropriate Dress
Hats, or any other clothing that may be distracting to others, are not to be worn in class.
Some classes have special dress requirements. Uniforms, if required, will be provided for
you. Open-toed or high heeled shoes, dangling jewelry, and colored nail polish are not
allowed in the Basic Foods classes for safety and sanitation reasons.
DO NOT Bring Valuables to the College
Cell phones, iPods and other technology must be turned off when you are in class.
Failure to comply with this policy will result in disciplinary action. Use of cell phones
and/or iPods during class is disruptive to the entire class and will not be tolerated. Do not
bring a lot of money, jewelry, or expensive equipment such as laptop computers, digital
cameras, iPods, etc. to college unless they are part of your class work. Any personal
items left unattended may be stolen. If you do bring such belongings, be sure it is stowed
away as soon as you enter class. Exceptions include when the Instructor uses such
technology during class and is part of the lesson or activity.
DO NOT LEAVE BELONGINGS
HALLWAYS, OR RESTROOMS.

UNATTENDED

IN

THE

CAFETERIA,

Where is Lost and Found?
If you have lost something, please check with the Security Office in the Grossman
Commons Building across from the Cafeteria. Any found items should be turned in there
as well.
How Do I Get A College Identification Card?
New students will obtain a college ID at the beginning of the school year. First year
students will get IDs together during class and this will be arranged for you. Returning
students will also go together during class to get their ID cards hole punched. Your ID
should be kept with you in a safe place while you are on campus. You will need your ID
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to write a check in the bookstore, use the library, computer lab, or gym, and for entrance
to certain campus events. There is a fee to replace a lost ID card. Your student ID is valid
for the entire time you are a student at CCCC.
Attendance Policy
You are expected to attend all classes. If you know that you will miss a class or be late,
notify the Project Forward office. If you know in advance that you will miss a class,
speak to your Instructor so that you can make up any work. You must still notify the
office as well. If you do not know ahead of time that you will be absent, because, for
example, you are sick, you or your designee must call the Project Forward office. If you
have two (2) absences you will be asked to see your Project Forward Advisor and a letter
will be placed in your file. If you have more than four (4) absences it is up to the
discretion of the administrative team as to whether or not you will be allowed to remain
at Project Forward or receive a Certificate at graduation. If you have extenuating
circumstances please notify the office at once so an exception can be made.
How Do I Contact the B-Bus? Call 508-385-1430 or 800-352-7155
The B-Bus picks up and drops off students at college. You must call them ahead of time
to make transportation arrangements. Students generally meet the B-Bus at the flagpole
near the college entrance or at the back door of the Grossman Commons building. (The
back door is near CG-11, the Foods classroom.)
Important Places on Campus
There is a campus map at the end of this handbook. You may also visit:
www.capecod.edu/web/about-us/campus-map
Project Forward Office – MM Wilkens Hall, 119 (formerly South Hall)
This is where to come if you have any questions, need a schedule, need help, or just want
to introduce yourself. Ms. Dorey, Ms. Reilly and Mrs. Berkley have offices here.
Bookstore
The bookstore is located in Grossman Commons, in the cafeteria. The hours of operation
are posted at the bookstore. You may pay by cash, check, or credit card. Your check must
have your name printed on it and you will need to have a valid photo ID card with your
signature (driver’s license, state ID card, etc.) and/or a valid CCCC student ID. You may
purchase books, magazines, snacks, notebooks, pens/pencils or college clothing at the
bookstore.
Cafeteria
The cafeteria is located in Grossman Commons. The hours of operation are posted
outside the cafeteria. Sandwiches, hot meals, snacks, drinks, and vending machines are
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available. This location can also be used to relax between classes and socialize with
peers. As in any other restaurant setting, sitting on tables, running, using inappropriate
language or acting inappropriately is not tolerated. Appropriate conduct and respect for
others are expected at all times or loss of cafeteria privileges could result.
Computer Labs and Stations
Cape Cod Community College provides state-of-the-art technology. As a college student,
you will have your own email account. You will be able to log into the computer, check
your email, and use the Internet. Most college students use the Internet for research and
class projects. If you are going to use college computers, it is important to do so
responsibly. It is important to follow the rules. No food or drinks are allowed when you
use computers.
The college monitors all computer usage. It is not appropriate to go to chat rooms or
other inappropriate sites. You are not allowed to use the computers for any activity that
might make others feel uncomfortable.
Library-Learning Resource Center
The Wilkens Library has many magazines, newspapers, books, and audio visual
materials. The library staff will be pleased to help you find anything you need. Your
student ID card will be required if you wish to borrow a book. You are responsible for
any material that you borrow and you will be charged a fine if you are late returning any
borrowed item.
Life Fitness Center
You may use the Life Fitness Center (the gym) on the campus. It is located next to
parking lots #10-11. Your student ID card will be required. Towels, combination locks,
and lockers are provided. If you prefer to use a lock key, you will need to bring your own
lock. For health and safety reasons, check with the fitness staff and, if necessary, your
physician before using any of the exercise equipment. If you do not know how to use the
equipment, the staff can help you use it properly.
Student Activities
The Student Life office is located on the Upper Commons of the Grossman Commons
Building. The phone number is 508-362-2131 ext. 4449. Check there if you wish to join
any club on campus or to obtain more information about campus events. College clubs
vary from year to year and are usually run by college students with the help of an
Advisor.
Discipline Procedures
All college procedures, as outlined in the college’s Student Code of Conduct handbook,
apply to Project Forward students. The college’s student handbook is available online at
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www.capecod.edu/web/studentlife/code-of-conduct. Project Forward has the right to
dismiss a student from class for the duration of that class day, or longer, if his/her
behavior interferes with teaching and learning. If you continually arrive late to class or
after a break, it is considered to be a disruption to others, and your instructor has the right
not to allow you back in class, to send you home for the day, or to dismiss you from the
next class.
A student shall be subject to disciplinary action under this policy for engaging in acts
including, but not limited to:
1. Physical violence and/or threats of physical violence.
2. Any conduct that threatens and/or endangers the health or safety of any person.
3. Creating or false reporting of bombs or other dangerous devices.
4. Extortion - The use, or the express or implicit threat of the use, of violence or other criminal means to cause harm to
person, reputation, or property as a means to obtain property from someone else without his/her consent.
5. Unauthorized use of fire alarm or fire equipment.
6. Unauthorized or illegal gambling.
7. Hate crimes as defined under state or federal law.
8. Hazing as defined under state or federal law.
9. Illegal or unauthorized possession of firearms, explosives, other weapons, or dangerous chemicals on College premises.
10. Conduct resulting in a violation of the College’s Computer/Technology Acceptable Use policies, Email and Social Media
policies and/or related Information Technology Resource policies.
11. Failure to comply with the directions of a College official or law enforcement officer acting in the performance of their
duties, including failure to identify oneself when requested to do so.
12. Use, possession, manufacturing, or distribution of alcoholic beverages, or controlled substances, including marijuana,
heroin or narcotics except as expressly permitted by law. Public intoxication is prohibited.
13. Smoking any tobacco product or use of e-cigarettes, vaporizers or inhalers in violation of state law, including in any
public buildings, and in any areas prohibited under College policy.
14. Breach of peace; including disorderly, lewd, or indecent conduct, or aiding, abetting, or procuring another person to
breach the peace on College premises or at functions sponsored by, or participated in, by the College.
15. Defacement or destruction of College or personal property.
16. Attempted or actual theft of College or personal property.
17. Acting on or off-campus in a manner that substantially interferes with or disrupts the normal and/or safe operation of the
College, including but not limited to disrupting or interfering in the educational process, including teaching, advising,
research, administration, disciplinary proceedings, public service or other College activities or functions.
18. Verbal or physical harassment or intimidation.
19. Any unauthorized use of electronic or other devices to make an audio or video recording of any person(s) while on
College premises or participating in a College-related activity without the person’s prior knowledge or without the person’s
effective consent due to intoxication, drug use, mental impairment or other conditions that may impair a person’s ability to
convey effective consent. This includes, but is not limited to, surreptitiously taking pictures of another person in a locker
room or restroom.
20. Acts of dishonesty, including but not limited to the following: a. Forgery, alteration, or misuse of any College document,
record, or instrument of identification; b. Furnishing false information to any College official, faculty member or office; or c.
Disrupting or tampering with the election of any College recognized student organization.
21. Acts of academic dishonesty, including but not limited to the following: a. Use of any unauthorized assistance in taking
quizzes, tests, or examinations; b. Dependence upon the aid of sources beyond those authorized by the instructor in writing
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papers, preparing reports, solving problems, or carrying out other assignments; c. The acquisition, without permission, of
tests or other academic material belonging to a member of the College faculty or staff; or d. Plagiarism, which is defined as
the use, by paraphrase or direct quotation, of the published or unpublished work of another person without full and clear
acknowledgement. It also includes the unacknowledged use of materials prepared by another person or agency engaged in the
selling of term papers or other academic materials. Taking credit for work done by another person or doing work for which
another person will receive credit. Copying or purchasing other’s work or arranging for others to do work under a false name.
22. Abuse of the Disciplinary process, including but not limited to: a. Falsification, distortion, or misrepresentation of
information during the judicial process; b. Disruption or interference with the orderly conduct of the judicial process; c.
Attempting to discourage an individual's participation in, or use of, the judicial process; d. Attempting to influence the
decision of a member of a Judicial Board prior to, and/or during the course of, the judicial proceeding; 9 e. Harassment
(verbal or physical) and/or intimidation of a member of a Judicial Board, College official, party to a complaint or witness
participating in the judicial process; f. Failure to comply with the sanction(s) imposed under the Code of Conduct; g.
Influencing or attempting to influence another person to commit an abuse of the judicial process; or h. Knowingly filing a
false complaint under the Code of Conduct.
23. Unauthorized possession, duplication, or use of keys to any College premises or unauthorized entry to or use of College
premises.
24. Unauthorized solicitation, including but not limited to sale of goods and services for personal profit.
25. Unauthorized activity that constitutes forgery.
26. Violation of state or federal laws not otherwise enumerated herein.
27. Violation of any College policies, rules, or regulations published in written copy or available electronically on the
College’s website. Discipline for Disruptive Conduct Disrupting or interfering in the educational process in a class (or
clinical site), is prohibited under this policy. If a student engages in disruptive conduct a faculty member or other College
employee may address and resolve the matter informally without filing a complaint under the Code, including temporarily
removing the disruptive student from a class (or clinical site). On the first occasion when a student is removed, the faculty
member or other College employee is strongly encouraged to notify the CCA. In all subsequent cases of removing the same
student from a class (or clinical site), the faculty member or other College employee shall notify the CCA. A faculty member
or other College employee may seek assistance from Public Safety if necessary to remove a student. A student may not be
permanently removed from a class (or clinical site) for a conduct-related offense except upon referral to the CCA of a
complaint for administration under this policy. The CCA can exercise his/her discretion to allow the accused student to attend
class (or clinical site) during the disciplinary process upon consultation with the faculty member and the Chief Academic
Officer or his/her designee.

Public Displays of Affection
Heavy petting, sexual activity, and intimate displays of affection are not appropriate in
work or public settings; even behind closed doors. If you choose to engage in such
behavior, you will be held accountable.
Communications
Poor behavior on the part of anyone in Project Forward reflects on all of us. If you see
someone doing something that you know is inappropriate, please talk to someone in the
Project Forward office privately.
Leaves of Absence
If you must miss classes for an extended period of time due to illness, bereavement, or
other personal reasons, please inform Project Forward. If you are dealing with personal or
medical issues and are unable to contact us yourself, please ask your parents or your
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advisor to contact us for you. At the discretion of the Project Forward Director, you may
be granted a leave of absence. We will make every effort to help you re-adjust and, if
appropriate, make up important work when you return.
Drugs and Alcohol Policy
Any student found possessing, using, or selling alcohol or other controlled substances
will be subject to disciplinary action, including dismissal.
Non-Smoking Policy
Cape Cod Community College is a smoke-free campus. This policy is strictly enforced
by all campus personnel. Students, Staff and Visitors may smoke in the designated areas
around the ring road.
Violators may be subject to fines and disciplinary actions as identified in the appropriate
collective bargaining agreements or personnel policies, as well as the Mass. Student Code
of Conduct. Disciplinary measures are expected to be reserved for repeat infractions and
infractions that interfere with the College’s academic or workplace needs or
responsibilities.
Dinner Dance
Project Forward hosts a Dinner Dance in May. This is a fun time to celebrate with
instructors, peers, and families. You will receive more information on this during the
spring semester.
Certificate Ceremony
In May, all students will receive either a Certificate of Attendance or a Certificate of
Completion in his/her vocational concentration. Every student who meets the criteria
below will receive a Certificate and participate in the Certificate Awards Ceremony.
Students who meet the additional criteria will wear a cap and gown and be considered
Graduates.
To receive a Certificate, students must:
 demonstrate strongly emerging to consistent performance (as reflected in progress
report)
 attend classes regularly
 attend the Life Skills course regularly ((exceptions (i.e., employment) must be
granted by the Director and must be in writing))
To wear a cap and gown at the Ceremony and be considered a Graduate, students must
ALSO:
 complete at least four semesters enrolled in Project Forward
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 complete at least two semesters of instruction in a vocational concentration in
Project Forward
 successfully complete at least one Work Study
Work-Study
Students in a Concentration are to complete a minimum of 50 hours in a Work Study,
related to their Concentration, to be achieved during the school year (generally in the
second or third year). This is required for you to receive your Certificate of Completion.
The Work Study is conducted in a setting related to your Concentration to help you learn
important job skills and gain work experience.
Project Forward Electives
Project Forward offers its own electives at no additional cost to the students and they are
optional. Students who miss two (2) Elective classes in a row without notifying the
office will be contacted before they are dropped from the class. Three (3) unexcused
absences will result in dismissal from the Elective for the remainder of the semester.
NOTE: Electives are subject to change without notice.
Art Appreciation
Art & the Entrepreneur
Chorus
Culinary Arts
Digital Graphics and Multi-media Design

Digital Photography
Drama
Social Skills
Writing

How Do I Go About Taking a Mainstream Course?
To determine whether you have the prerequisite skills, you must take the college’s basic
skills assessment test. If you do not have the basic skills to take college courses, you will
be advised to first take developmental courses in the areas of reading, writing, or math.
Developmental education courses are also very challenging--a great way to improve your
skills!
If you need accommodations and/or special support services such as tutoring, you must
contact the Disability Support Specialist in The O’Neill Center for Disability Services
office at x: 4533 and located in MM Wilkens Hall 222. Project Forward’s Learning
Disability Specialist will help you with the process, but ultimately you are responsible for
(a) identifying that you have a disability (b) providing the appropriate documentation and
(c) making your own arrangements for services and accommodations to meet your needs.
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Affirmative Action at Cape Cod Community College
Cape Cod Community College is an Affirmative Action/Equal Opportunity Employer.
We encourage applications from candidates who will enrich and contribute to the cultural
and ethnic diversity of our College and we do not discriminate on the basis of age, race,
creed, color, religion, marital status, gender, sexual orientation, veteran status, national
origin, or disability status in its education programs or in activities as required by the
Title VI Civil Rights Act of 1964; Title IX, Education Amendments of 1972; Section 504
of the Rehabilitation Act of 1973; and regulations promulgated thereunder; 34 C.F.R.
Part 100 (Title VI), Part 106 (Title IX), and Part 104 (Section 504); and the Americans
with Disabilities Act of 1990. All inquiries concerning application of the above should
be forwarded to the College’s Coordinator of Affirmative Action. All questions,
concerns, or complaints should be forwarded to the Assistant Vice President of Human
Resources at x: 4307.
Requests for auxiliary aids and services regarding the Americans with Disabilities Act
should be forwarded to the O’Neill Center for Disability Services at 508-362-2131 x:
4533.
This notice is available in large print, on audio tape, and in Braille from Human
Resources or the O’Neill Center for Disability Services at 508-362-2131 x: 4533.
Telephone: 1-508-362-2131 or TTY 1-508-375-4027.
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Project Forward
Fall, 2016 – Spring, 2017
STUDENT CONTRACT
I have read and agree to the following terms stated here and in the Project Forward Handbook
that was discussed with me.
Name:____________________________________________ Date:___________________
(Please PRINT CLEARLY)
As a student of Cape Cod Community College, I WILL:








Treat staff, classmates, and college employees with RESPECT and work toward
accepting others’ differences and disabilities
ATTEND ALL CLASSES, including Life Skills and Electives, and follow the classroom
rules and schedule
Be ON TIME for all classes
TAKE RESPONSIBILITY for my education and will be proactive in seeking assistance so
that I can successfully achieve my goals
NOTIFY Project Forward if I know that I will be late or miss class. This includes notifying
my Job Coach if I am in an internship
FOLLOW THE COLLEGE’S NON-SMOKING POLICY as well as all other college
policies
CONDUCT MYSELF AS A COLLEGE STUDENT by using my time wisely and behaving
appropriately

I UNDERSTAND THAT DURING CLASS TIME:




Hats, hoods, sunglasses, blue tooth devices and other electronic pieces WILL NOT be
worn in class unless required as part of the classroom uniform
Cell Phones and other electronic devices may be used during class time activities as
instructed but are to remain off; otherwise.
Food and drinks WILL NOT be allowed while using computers

If I don’t follow the rules, I may face disciplinary action at the discretion of the Project Forward
Director or Learning Disabilities Specialist.

_____________________________________________________
Student Signature
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