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Clarkson College - Academic Catalog

The Academic Catalog is a comprehensive resource that provides crucial information
for your academic journey at Clarkson College. The catalog contains program and
course descriptions as well as degree requirements for every academic option
available. It also provides an overview of academic policies, student resources, and
campus information to assist students and prepare them for academic and professional
success.

College Information

Clarkson College
101 South 42 Street Omaha, NE 68131-2739
PH 402.552.3100 TF 800.647.5500

This section contains general information about the College, its facilities and its rich
history of educating health care students.

Since 1888, the College has experienced both triumphs and challenges that have
strengthened the institution and allowed it to flourish. It began with the dream of Bishop
Robert H. Clarkson in the late 1800's to establish a hospital in Nebraska. It continued
with the dedication of his wife, Meliora, to develop a training school for nurses.

Today, Clarkson College continues to build on a tradition of innovative education that
anticipates changes in health care systems, technology and society. The individuals we
serve have always been and will continue to be our success.

About the College

Clarkson College is a private, accredited, non-profit college in Omaha, Neb. offering
certificate and degree opportunities in the fields of Nursing, Health Care Business,
Health Information Management, Health Care Education and Leadership, Physical
Therapist Assistant, Community Health, Radiography, Medical Imaging, Medical
Imaging Informatics and Professional Development. The evolution of Clarkson College
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is apparent in our program offerings. We’ve grown from focusing solely on the practice
of nursing to broadening our offerings to include a variety of health care disciplines.

We offer our students a multifaceted education focused not only on academics but also
on care, integrity and a commitment to excellence. The dedication of our instructors and
students has led to our graduates achieving licensing pass rates consistently above the
state and national averages.

Clarkson College has experienced consistent enrollment over the last several years,
with more than 1,100 students currently learning on campus and online. As we
continue to expand in enroliment, we remain committed to providing our students with
a remarkable education. Our average student to faculty ratio of 16-1 creates a learning
environment that guides our students toward educational and professional success.

We are proud of our history at Clarkson College. We are experienced. We are
discovered. We stand by our Mission and remain true to our Values.

Mission, Vision & Values
Mission

Preparing students to professionally provide high quality, ethical and compassionate
health care services.

Vision

The preferred educator in the region graduating knowledgeable, skilled and morally
grounded health care professionals.

Values

Learning: The lifelong process of education through both structured and unstructured
experiences.

Caring: An empowering relationship through an attitude of empathy, compassion and
respect for those with whom we interact, serve and lead.

Commitment: Dedication to the shared mission of Clarkson College.

Integrity: Adherence to moral and ethical standards in personal, professional and
organizational actions.

Excellence: A level of performance in which all individuals strive for extraordinary
quality.

Student Learning Outcomes

The Mission of Clarkson College is to prepare students to professionally provide high
quality, ethical, and compassionate health care services. With this in mind, program
directors and faculty identified five important Student Success Skills, which include
Communication, Critical Thinking, Technology, Professional Behavior and Diversity.
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These skills are the Institutional Student Learning Outcomes for the College and

are measured within all departments on campus to provide evidence that students
possess the foundational knowledge and skills necessary to become successful health
care professionals. Student assessment is essential to ensure that our programs

meet professional standards and all regional and program specific accreditation
requirements. Assessment data also guides improvements to our programs, enabling us
to continue toward student excellence both in academics and through the resources, we
provide for a comprehensive College experience.

Student Success Skills

e Communication
Critical Thinking
Technology
Professional Behavior
Diversity

Accreditation & Approvals

Clarkson College has maintained continuous accreditation with The Higher Learning
Commission since 1984 for all programs.

Higher Learning Commission

230 South LaSalle Street, Suite 7-500 Chicago, IL 60604
PH 800.621.7440

https://www.hlcommission.org

Statement of Accreditation Status

Health Care Education and Leadership Program

Doctorate of Education in Health Care Education and Leadership

Community Health Program

Bachelor of Science degree in Community Health and related certificates
available.

Medical Imaging

Bachelor of Science in Medical Imaging

Nursing Programs

Bachelor of Science in Nursing, Master of Science in Nursing & Doctorate of

Nursing Practice

Also accredited by the Accreditation Commission for Education in Nursing (ACEN)
7



https://www.hlcommission.org
https://www.hlcommission.org/component/directory/?Action=ShowBasic&Itemid=&instid=1979&lang=en
http://www.acenursing.org/

3343 Peachtree Road NE, Suite 850 Atlanta, GA 30326
PH 404.975.5000

Bachelor of Science in Nursing
Also approved by the Nebraska State Board of Nursing

Doctor of Nursing Practice with a Specialty in Nurse Anesthesia & Master of
Science in Nursing with a specialization in Nurse Anesthesia

Also accredited by the Council on Accreditation of Nurse Anesthesia Educational
Programs (COA)

222 S. Prospect Ave. Park Ridge, IL 60068

PH 847.655.1160

http://coacrna.org

Health Care Business & Health Information Management Programs

* Master of Health Care Administration
* Bachelor of Science in Health Care Business
» Associate of Science in Health Information Management

The Health Information Technology Associate Degree Program, Health Information
Administration Baccalaureate Degree program, and the Health Information
Administration Post-Baccalaureate Certificate Degree program is also accredited by
the Commission on Accreditation for Health Informatics and Information Management
Education (CAHIIM).

CAHIIM
233 N. Michigan Ave, 21st Floor Chicago, IL 60601-5800
PH 312.233.1131

Physical Therapist Assistant Program

Associate of Science in Physical Therapist Assistant

Bachelor of Science in Physical Therapist Assistant

Clarkson College is also accredited by the Commission on Accreditation in Physical
Therapy Education (CAPTE)

1111 North Fairfax Street Alexandria, VA 22314

Phone: 703.706.3245

Email: accreditation@apta.org

Website: www.capteonline.org

Radiography Program

Associate of Science in Radiography
Also accredited by the Joint Review Committee on Education in Radiologic Technology

(JRCERT)
20 N. Wacker Drive, Suite 2850 Chicago, IL 60606-3182
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http://coacrna.org/
http://coacrna.org/
http://www.cahiim.org/
http://www.cahiim.org/
http://www.cahiim.org/
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http://www.capteonline.org/home.aspx
mailto:accreditation@apta.org
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http://www.jrcert.org/
http://www.jrcert.org/

PH 312.704.5300 mail@jrcert.org

As an accredited program, the Radiography program is required to meet specific
standards. Complaints or concerns involving accreditation issues should be directed

to the Faculty Committee (any faculty member) or the JRCERT. Upon receipt of any
allegations of non-compliance, the program director and the faculty involved will
investigate the report within three weeks. If an incident of non-compliance is identified,
the program director and faculty will take action within the following three weeks to
remedy the situation. The results of such actions will be reviewed and discussed during
the next Faculty Committee meeting.

Continuing Education

Nursing

Clarkson College is an approved provider of continuing nursing education by

the Midwest Multistate Division, an accredited approver by the American Nurses
Credentialing Center's Commission on Accreditation. Clarkson College is an approved
lowa provider 345.

Physical Therapy & Physical Therapist Assistant

For Physical Therapy and Physical Therapist Assistant continuing education activities,
appropriate continuing education units are sought through the Nebraska Chapter
American Physical Therapy Association.

600 S. 42 St. Omaha, NE 68198-5450

PH 402.559.6415

Health Information Management

For Health Information Management continuing education activities, appropriate
continuing education units are sought through the American Academy of Professional
Coders and/or the American Health Information Management Association.

Basic & Advanced Life Support & First Aid
Approved by the American Heart Association
7272 Greenville Ave. Dallas, TX 75231

Nurse Aide & Medication Aide

Approved by the Nebraska Department of Health and Human Services: Regulation and
Licensure; Credentialing Division

P.O. Box 94986 Lincoln, NE 68509-4986

PH 402.471.4376

Nurse Refresher
Approved by the Nebraska State Board of Nursing

Note: Details and updates concerning accreditation can be found by contacting the
appropriate program director.

Board of Directors

Chair Steven Black, M.D.
Executive Committee
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http://dhhs.ne.gov/publichealth/pages/crlNursingHome.aspx

Steven Black, M.D.
James T. Canedy, M.D. *
Robert S. Howard*

Board Members

James Linder, M.D.

Josette Gordon-Simet, M.D., MBA
George Greene, M.D.

Julie Jones

Matt Pospisil, MBA

Levi Scheppers, MBA

Julie Sigmon, MA

Nizar K. Wehbi, M.D., MPH, MBA

Clarkson College Faculty Senate Representative

Katie Fulton

Clarkson College Student Government Association Representative
Gracie Kliegl

*Past Chair

Diversity

Diversity describes the various ways in which we differ from one another—including
unconscious differences like values, beliefs, tolerance, levels of patience, perceptions,
stereotypes, world perspectives and life experiences. These unconscious differences
impact and influence how we accept one another in more obvious categories, such as
age, color, disability, gender, ethnicity, sexual orientation and religious beliefs.

Diversity Council Mission

The Diversity Council will lead Clarkson College in developing sensitive community
support and awareness of diversity. This will be accomplished by creating a learning
environment that enhances the human potential of all community members as they
carry out the values of the organization.

Contact
Dr. Ricardo Varguez, Director of Center for Teaching Excellence

PH 402.552.2216 TF 800.647.5500
varguezricardo@clarksoncollege.edu

Facilities
The Student Center houses the campus bookstore, community lounge, student resident

mailboxes, and Student Government Association office on the first floor. On the second
level, Howard Hall, a multi-purpose room, provides gym space as well as seating for
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400 people. Next door is the J.W. Upright Success Center, which caters to the study,
tutoring and counseling needs of students.

In the main building at 42 and Dodge Streets, the lower level (LL) houses the
Professional Development office, Life Support training center, Nurse Aide classroom,
Testing Center and skills laboratory and classroom for the Radiography and Medical
Imaging programs.

On the first floor lobby of the College main building, you will find the Student Services
Suite. The Admissions, Registrar and Student Financial Services offices are housed in
this suite. The Student Services Suite provides centralization of student services and
information to students and visitors. The first floor also houses classroom 110.

The second floor houses the College Library. Maintaining convenient hours, the Library
provides students with knowledgeable staff and resources necessary to complete
projects and conduct research.

The second floor also houses classrooms and a science lab for the anatomy,
physiology, chemistry and biology classes. Just beyond the science lab is Second Floor
South, which houses the Center for Teaching Excellence (CTE) and the skills laboratory
and classroom for the Physical Therapist Assistant program.

The Center for Teaching Excellence (CTE) was established in 2008 to support teaching
and learning at Clarkson College by assisting faculty and academic programs in their
continued pursuit of course improvement and student learning. CTE manages and
coordinates instructional design, faculty development, online education, diversity and
institutional effectiveness services for faculty and academic program needs.

The third floor provides the College with a multipurpose area that can quickly be
configured as two large rooms or three areas for instruction, activities or workshops.
The third floor also houses the College computer lab and Information Technology
offices.

As of Fall 2019 the fourth floor houses a renovated Simulation and Skills Lab.

Clarkson College faculty offices, Director of Undergraduate Nursing, Assistant
Directors of Undergraduate Nursing, Director of Doctor of Nursing Practice, Director of
Radiography and Medical Imaging and Assistant Director of Radiography and Medical
Imaging are located on the fifth floor.

The sixth floor of the College houses the administrative offices of the President, Vice
President of Academic Affairs, Vice President of Operations, Dean of Nursing, Director
of Graduate Nursing, Community Health and Interprofessional Education Director,
Director of Doctor in Health Care Education & Leadership, Director of Health Care
Business, Director of General Education, Fiscal Services, Human Resources, Marketing
and Alumni Relations.

Safety & Security

« Campus Security
¢ Classroom Lock-Down Instructions
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Armed Intruder

Fire Safety

Incident Reporting

Inclement Weather

Tornado Watch & Warning Plan
e2Campus Notification System

Campus Security

Clarkson College adheres to the regulations of the Student Right-To-Know and Campus
Security Act of 1990. The College provides security services for all areas of the College
campus, including the Residence Hall.

Students, faculty and staff are to report criminal actions and other emergencies
occurring on campus to UNMC Security. Security notifies the state and local police
agencies when appropriate and maintains records of all criminal offenses. Programs
each year are presented for students, residents of the College Residence Hall, faculty,
staff and employees on the topics of self-defense, contacting Security and reporting
crimes. Statistics concerning the occurrence of criminal offenses reported to Security
are published each year in September. Additional information, including crime statistics,
safety tips and crime reporting procedures, can be found online at https://info.unmc.edu/
safety/campus-security/index.html.

Clarkson College Security is provided in cooperation with UNMC Security department.
Call Security at any time for your security concerns, but also follow up by informing
the Facilities Department about any security issue. Security’s phone number is
402.559.5111.

Emergency blue light stations are located in Clarkson College Parking Lot 12, by the

gate into the courtyard, in between student parking lots 51 and 52 and in the alley by
the Family Medicine Building. The emergency lights are there for any security issues

such as: your car is not starting, locked car, suspicious person in the parking lot or by
the College, any immediate dangers or threats, etc. Steps to use the emergency blue
lights:

1. Push large red button

2. Light will turn on indicating that your call is being transmitted
3. Light will turn on indicating the call is received

4. Speak into the machine to explain the reason for the call

5. Security will respond immediately

Classroom Lock-Down Instructions

Lock classroom door.

Close shades.

Stay quiet and away from windows.

Call 911 and Security 402.559.5111 immediately.

If you hear a gunshot, keep down and shield behind furniture.

agprpONE

12


https://info.unmc.edu/safety/campus-security/index.html
https://info.unmc.edu/safety/campus-security/index.html

6. Do not leave until released by Security.
Armed Intruder (Shooter on Campus)

Profile & Characteristics of an Armed Intruder An armed intruder is an individual actively
engaged in killing or attempting to kill people in a confined and populated area, typically
through the use of firearms.

* Victims are selected at random.
* The event is unpredictable and evolves quickly.
» Law enforcement is generally required to end the event.

What to do if an Armed Intruder is Announced in Your Vicinity
Run

» Have an escape route and plan in mind.
» Leave your belongings behind (except for your cell phone).
» Keep your hands visible.

Hide

» Try to hide out of the shooter’s view.
* Block entry to your hiding place, turn off lights and lock the doors.
« Silence your cell phones and/or pagers.

Fight

* As a last resort and only when your life is in imminent danger!

* Make a plan with others in the room about what you will do if the shooter enters.

» Attempt to incapacitate the armed intruder and do whatever is necessary to survive
the situation.

When Law Enforcement Arrives

» The priority of the first responders will be to identify the shooter. Law enforcement
will need to ensure that you are not the shooter.

* Do not scream, yell, point or wave your arms.

* Do not hold anything in your hands that could be mistaken for a weapon (including
cell phones).

* Be quiet, cooperate and follow directions.

» Show the officers your empty hands and follow their instructions.

* When it is safe to do so, you will be given instructions as to how to safely exit your
location.
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If You're Outside when a Shooting Occurs

» Drop to the ground immediately, face down as flat as possible. If within 15 to 20
feet of a safe place or cover, duck and run to it.

* Move or crawl away from gunfire, trying to utilize any obstructions between you and
the gunfire. Remember that many objects of cover may conceal you from sight, but
may not be bulletproof.

* When you reach a place of relative safety, stay down and do not move. Do not
peek or raise your head in an effort to see what may be happening.

» Wait and listen for directions from law enforcement personnel.

Educate Yourself in a Shooter Situation

Armed Intruder Training Video: https://www.youtube.com/watch?v=5VcSweju2D0

Other videos on the subject can be found on the UNMC intranet Campus Security
https://info.unmc.edu/safety/campus-security/tips-training/training-videos.html

Fire Safety

Students, faculty and staff should develop an awareness of fire hazards and should
practice safety precautions. When the fire alarm sounds, everyone should evacuate

the building using the stairways. The stairways at Clarkson College are located on the
east side of the building and behind the elevators. The stairways can be approached by
going down the hall on the north and south sides of the elevators. The elevators should
not be used during a fire evacuation.

Fire/Smoke Evacuation:

* R — Rescue people in immediate danger

» A — Activate the fire alarm and call Security: 402.559.9511
» C — Contain the fire by closing all doors

* E — Evacuate or extinguish if you can safely and quickly

Do not run. Do not re-enter building until told by Fire Department or Security. Floor
Leaders and Residential Assistants will assist in accounting for all individuals.

Incident Reporting

If a student is involved in an accident, defined as a fall or incident requiring medical or
non-medical attention, proper documentation of the incident must be made and a report
must be filed with the proper authorities where the incident occurred.

1. On Campus Incident: If the incident occurs on campus, the incident should be
reported to the Facilities Department.

2. Clinical Incident: If the incident occurs at the clinical setting, the agency will
provide medical care and/or will arrange transportation to receive medical care. An
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incident report should be completed, by the student and instructor, per the clinical
agency policy.

Inclement Weather
If the weather is severe and threatens the safety of students coming to the College, a

decision by Administration may be made to close the College or delay a start time. In
the event of such conditions, the following media stations will be notified:

All Clear Channel stations: Flagship station: KFAB (1110 AM)

All Waitt Radio Stations: Flagship station: KQKQ (98.5 FM)

All Journal Broadcasting Stations: Flagship station: KSRZ (Star 104.5)
KMTV Channel 3

KETV Channel 7

WOWT Channel 6

KPTM Fox 42

Many of these stations also have information posted on their website.
Other methods of communication include:

1. Closures will be on the College Weather Information Line at 402.552.6110.

2. Closures will also be posted on the Clarkson College website and any social media
utilized by the College.

3. An e2Campus notification will be sent to everyone who has registered to receive
messages.

Students who are unable to attend classes because of bad weather when the College is
not closed should notify their instructor. If assigned to a clinical rotation, students should
also notify the personnel at the clinical site. If the faculty member is not present at the
clinical site during bad weather but the students were able to get there, they should stay
until College personnel contact them with instructions. Please check with your clinical
faculty for other specific contact instructions under these scenarios.

Tornado Watch & Warning Plan

UNMC Security will notify the College in the event of a tornado watch or warning. A
member of the Library staff will telephone the designated points of contact as messages
are received from The UNMC Security and announce the warning over the PA system.

Tornado Watch

When a tornado watch is issued, it means conditions are right for the development of a
tornado.

1. Floor Leaders are called with an impending emergency notice and will alert all
individuals on each floor of the tornado watch.
2. Each individual is responsible for lowering their blinds, preparing to save work and
turning off any computer equipment.
15



3. Tornado Warning: When a tornado warning is issued, it means a tornado has
been sighted or indicated on radar. Take shelter immediately.

Main Building

1. Each individual is responsible for closing the doors upon leaving their office/room, if
there is time.

2. Do not use elevators. Use the stairwell marked “Tornado Exit” to avoid the first floor
lobby area.

3. First, third & fifth floors exit through the north-side stairwell, adjacent to the men’s
restroom.

4. Second, fourth & sixth floors exit through the south-side stairwell, adjacent to the
women’s restroom.

Residence Hall

1. Each individual is responsible for closing the doors upon leaving their office/room, if
there is time.

2. Use the Stairs, and go immediately to the Storm Shelter in the Lower Level of the

Residence Hall. An alternate shelter for individuals in the Student Center is the

storage area in the College Bookstore.

Have a tornado buddy. Make sure your “buddy” evacuates with you.

If a tornado warning is issued, or if you hear a tornado siren, every person in

the Student Center should immediately take the stairs and proceed to the Storm

Shelter in the Lower Level of the Residence Hall. An alternate shelter for individuals

in the Student Center is the storage area in the College Bookstore.

hw

e2Campus Notification System

Clarkson College, in collaboration with UNMC security, provides notification through
the e2Campus system. e2campus is used to communicate information to the College
community quickly.

The e2Campus Notification System requires students to pre-register in order to receive
this service. Students can register by creating an account through Self-Service. Go to
“Self-Service,” located under the Current Students section of the College website, and
click on the e2Campus link under “Students” to complete the registration information.
The selective mass communications platform, which is aimed at improving safety on
campus, enables the rapid delivery of messages via:

1. Mobile phone (SMS text message).
2. E-mail (personal or school account).
3. Campus text pager or Blackberry device.

Please use your Clarkson College email address as your Username.

Clarkson college and campus security can issue an immediate notification to everyone
who is registered
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Service League Library

Guided by the Mission of Clarkson College, the Clarkson Service League Library
supports the curriculum needs of Clarkson College students, faculty and staff by
providing access to scholarly resources and quality services. The collection includes

a wide variety of print and electronic journals, books and research databases. Access
to resources is available off-campus from any internet-enabled computer. The Library
also provides a variety of services to support the information needs of our users such as
interlibrary loan, information literacy instruction, and one-on-one reference assistance.
In addition to the collection, the Library houses computers, printers, copiers and two
group study rooms are available for reservation.

Research

In fulfilling its Mission, the College actively supports and encourages scholarly activity
and research. Members of the Clarkson College community or members of the scientific
community wishing to conduct research within Clarkson College are to contact the chair
of the Clarkson College Institutional Review Board.

Science Laboratory

The newly renovated Science Lab accommodates areas for chemistry, microbiology,
physiology and anatomy to support the general education science curriculum. It allows
students to gain valuable, hands-on experience with the subject matter. Each semester,
designated open lab hours are established to allow students flexibility in completing
required coursework.

Interprofessional Learning Center
Nursing Skills Lab

The Nursing Skills Lab is designed to provide realistic, hands-on practice for students
in an area that simulates a variety of realistic medical facility environments. There are
numerous resources available to facilitate group or individual learning. The south end
of the lab features eight patient care cubicles arranged to simulate semi-private hospital
rooms equipped with items necessary for direct nursing care.

The north end of the lab has two patient care cubicles arranged to simulate one-

bed hospital rooms, a pediatric examination room, an adult examination room, a
gynecological examination room, five mobile workstations and a conference area. The
classroom contains a video viewing conference area and a computer workstation.

Students using the lab will have access to realistic mannequins and models allowing
them to practice skills needed in today’s advanced health care setting. Designated
open lab hours are established to allow students to complete required coursework and
additional practice. Qualified faculty is available to assist students in practicing skills.

17



Simulation Labs

The cutting-edge simulation labs allow students to manage hypothetical patient cases
using digitally enhanced mannequins that mimic real-life human health conditions.

Located on the fourth floor, the 375 square-foot facility includes two fully-equipped
patient room where students can practice procedures such as intravenous line insertion,
breathing tube insertion and medication administration; a control room where instructors
can manipulate the mannequins by raising their blood pressure or even sending them
into cardiac arrest; and a debriefing room where students and their instructors will
gather to review and analyze a video recording of how the students reacted to the
patient cases.

The simulation labs also house high-tech, computerized adult and child tetherless
mannequins that mimic real patients and are able to talk and respond to the students.
These life-like mannequins are controlled remotely by instructors who can make them
cry out in pain, move about and even react to a student’s touch. They exhibit symptoms
of minor or major injury, as well as mild to life-threatening diseases—almost anything
clinical staff might see in live patients.

Physical Therapist Assistant Skills Lab

The Physical Therapist Assistant Skills Lab provides students with an opportunity to
practice a variety of clinically related patient intervention techniques. Students have
access to an assortment of therapeutic equipment reflective of the current practice of
physical therapy. Lab time is scheduled as part of the curriculum and reserved lab hours
can be established to allow students to complete required coursework and additional
practice.

Radiography Energized Skills Lab

The Radiography Lab suite contains a classroom; two x-ray rooms, one of which is
energized; a darkroom and a film library. The energized x-ray room is lead-shielded and
the viewing window is constructed of leaded glass for student safety. The energized x-
ray machine is capable of performing digital fluoroscopy and diagnostic examinations.
Two methods of image acquisition are offered. A fully functional darkroom is available
for film processing and a CR reader and imaging plates are available for digital
acquisition. Completing the digital imaging chain is a quality control workstation and
PACS workstation for image manipulation and storage. An energized mammography
machine, portable x-ray machine and C-arm are also located within the suite to facilitate
student learning.

Nurse Aide Center
Nurse Aide and Medication Aide courses are provided in a classroom-skills lab suite.

This facility—located in the lower level of the main College building—offers students the
ability to learn as they practice skills needed to provide high quality patient care.
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Student Center

The Student Center enriches campus life for students. Students can socialize in the
open study space, visit The Bookstore or seek academic, career guidance, free tutoring
or counseling services in the Success Center. Computer access is available and study
areas for study collaboration. The Student Center also has wireless capabilities for
laptop use in this area. The Student Center also offers student meeting and recreational
space for events and intramurals in Howard Hall.

Student Housing

The apartment-style Residence Hall is conveniently located on campus and provides

a greater community connection with other students. Each apartment has four private,
furnished bedrooms; two private baths with double vanities; and a spacious, fully-
equipped kitchen with dining/study counter. The Residence Hall has 24-hour staff and
front desk services and each of the 35 apartments has controlled entry. The Residence
Hall, which houses up to 110 students, also offers free laundry facilities, group study
areas and wireless Internet for its residents. Each apartment is also set up for Internet
and cable access in each bedroom and living room. Our Resident Assistants (RAs) and
onsite Resident Director (RD) encourage student involvement and activities and assist
the on-campus residents in a living and learning environment.

Website

The website for Clarkson College is located at ClarksonCollege.edu. The website
contains detailed information about programs and courses offered by the College

and online academic catalog as well as admission requirements, applications, forms,
directories and contact information. Other features include: calendar of events, schedule
of classes, Bookstore and link access to Canvas (Learning Management System), Self-
Service, Library databases and e-mail accounts for students, faculty/staff and alumni.
Tools for searching our website and navigation include: Search Clarkson College,

drop down main menu and site map. Students are also able to follow Clarkson College
on Facebook, Twitter, Linkedin, Instagram and Youtube.

Campus Services
Bookstore

Phone; 800.325.3252
Web: bncvirtual.com/clarksoncollege

Clarkson College partners with Barnes and Noble College to provide a convenient,
online bookstore for students. Required and optional books are available for purchase
at least three weeks prior to the start of classes.

If you are eligible to use financial aid to pay for your textbooks, a voucher code will be
sent to your student email account when the bookstore opens. The final order amount
will be transferred to your Clarkson College student account.

19


http://www.clarksoncollege.edu/
https://www.facebook.com/ClarksonCollege/
https://twitter.com/ClarksonCollege
https://www.linkedin.com/edu/clarkson-college-18820
https://www.instagram.com/clarkson_college/
https://www.youtube.com/user/ClarksonCollege
https://bncvirtual.com/clarksoncollege

Bulletin Boards

A variety of flyers are posted near the elevators and on bulletin boards throughout the
College. Job postings and career information are found on the Success Center bulletin
boards and on the College website.

*All items posted on bulletin boards are subject to College rules on posting and must be
approved by the Director of Facilities.

Childcare

Nebraska Medicine operates a daytime childcare facility called The Family Place.
The Family Place is located on the Clarkson College campus next to the main
building. Information about hours, cost and the curriculum can be obtained by calling
402.552.2375.

Accommodations

Clarkson College is committed to providing equal access to educational opportunities to
otherwise qualified persons with disabilities. The Americans with Disabilities Act (ADA)
(as amended, 2008) defines a person with a disability as any individual who: 1) has a
physical or mental impairment that substantially limits one or more major life activities,
2) has a record of such an impairment, or 3) is perceived by others as having such an
impairment. In this commitment, the College will provide reasonable accommodations to
otherwise qualified individuals provided these accommodations do not: 1) fundamentally
alter the nature or operation of the programs, services, or activities at the College, 2)
cause undue burden to the College, or 3) pose a direct threat to the health and safety of
others.

Procedure for Students Seeking Accommodations

The student must initiate the process of requesting accommodations by contacting
the Accommodations Coordinator via email or phone at 402.552.2693 to schedule an
intake interview. The student should bring to the intake interview any documentation
he/she has related to his/her disability and previous accommodations (if applicable).
The Accommodations Coordinator may request additional documentation to assist in
determining reasonable accommodations depending on the situation.

If a student does not have any documentation, the student is still encouraged to
contact the Accommodations Coordinator to schedule an intake interview. During

the intake interview, the Accommodations Coordinator will then determine what
documentation, if any, is needed. Documentation is seen as a bridge between the
student’s self-report and the Accommodations Coordinator’s judgement. When there

is a gap in understanding, documentation is often needed to determine reasonable
accommodations. Reasonable accommodations depend upon the nature and degree of
severity of the disability. While the ADA requires that priority consideration be given to
the specific methods/accommodations requested by the student, it does not imply that
a particular accommodation must be granted if it is deemed not reasonable and other

suitable techniques are available.
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Implementation

Once the intake interview is completed and adequate documentation is received,

the Accommodations Coordinator will determine eligibility for accommodations, and
if eligible, what accommodations are approved. This will be communicated to the
student, and if accommodations are approved, the student will receive a Statement of
Eligibility (SOE) documenting his/her approved accommodations. With the student’s
permission, through a signed Release of Information, the Accommodations office will
send, at the beginning of each semester, an outline of approved accommodations

to faculty of courses the student is enrolled in. Concurrently, the student is strongly
encouraged to initiate communication with his/her faculty. If the student has been
deemed ineligible for accommodations, the student may appeal this decision by
contacting the Accommodations Coordinator who, in turn, will forward this appeal
request to the Accommodations Committee.

If the student needs any changes in accommodations or wants to discontinue
accommodations, he/she must contact the Accommodations Coordinator immediately
via email or by phone at 402.552.2693.

Timelines for Accommodations

Accommodations are varied, and therefore, the amount of time required to provide
accommodations to students also varies. Given that, the following guidelines were
established to inform students of the amount of time it may take to arrange for one or
more accommodations.

» Generation of Statement of Eligibility (once all documentation is received): 3
business days

* Notification to faculty of approved accommodations (if accommodations approved
prior to the start of the semester): By first day of class

* Notification to faculty of approved accommodations (if accommodations approved
after the start of the semester): 3 business days

» Testing in an alternative location: 3 business days

» Providing note taking services: 2 weeks

* Exam reader or scribe: 2 weeks

» Modification of classroom facilities: 2 weeks

» Modification of classroom materials: 5 weeks

* Sign language interpreter services: 6 weeks

 Assistive technology: 6 weeks

» Textbooks in alternate format: 8 weeks

Confidentiality
The disclosure of any disability is considered confidential and will be treated in
accordance with the Family Educational Rights and Privacy Act (FERPA). Information

released to other College employees will be done on a need to know basis and only
after the student has signed a Release of Information form.
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Fitness Room

Clarkson College students, staff and faculty members have access to a fithess room,
located on the first level of the Residence Hall.

Identification Badge

An identification (ID) badge is issued to all Clarkson College students. This badge can
be used as identification in patient care areas, to check out books from the library,

allow access to the Student Center, the main building lobby door and the third floor
Computer Lab during non-business hours. Non-business hours are after 4:30 p.m.
Monday through Friday, Saturday and Sunday, as well as holidays. Students can call
the IT Help Desk at (402) 552 3911 to schedule an appointment to have an identification
photo taken. There is a replacement charge for lost ID badges.

Lost and Found
Lost and Found is located in the Library on the second floor of the main building.
Notary Public Service

Notary public service is available during normal office working hours. Please contact
Sharon Mantz at 402.552.6206 or Daniel Wojtalewicz at 402.552.2586 for more
information.

Parking

Students may use the parking lots designated for students if they have a valid parking
decal displayed on their car. The parking decal can be obtained at the UNMC Parking
located at 40th and Emile Streets, Monday-Friday, 8 a.m.—4:30 p.m. A copy of the
Parking Rules and Regulations and a map of the parking lots can be obtained from
Parking Services. Violations of the rules can result in a ticket or the car being towed at
the owner’s expense.

Parking spots identified for Clarkson College visitors are for visitors only. All other cars
parked there are subject to being ticketed or towed at the owner’s expense.

Printing on Campus

In an effort to reduce environmental and financial costs associated with excessive
printing, Clarkson College launched PaperCut in summer 2016. This online print and
copier management solution provides each student at Clarkson College with an account
that manages your total print jobs, account balance and more.

How does PaperCut work?

Your PaperCut account will start each semester with a $10 balance. The following cost
breakdown shows how many sheets you can print with $10.

22



Black & White

» $0.05/page (200 pages/semester)
» $0.06/duplex (up to 332 pages/semester)

Color prints

» $0.10/page (100 pages/semester)
» $0.12/duplex (up to 166 pages/semester)

What happens when | run out of printing credits?

If you use all of the $10 credit, you can purchase a PaperCut print card for $10 from
the Student Services Suite or the Library during business hours. Once this card is
redeemed on PaperCut.clarksoncollege.edu, you will have additional funds added to
your account.

Student Services Suite Hours

Hours: Monday-Friday, 7:30 a.m.—4:30 p.m.
Location: First floor, main building

Phone: 402.552.3100 or 800.647.5500
E-mail: studentaccounts@clarksoncollege.edu

Library

Hours: Monday—Thursday from 7:30 a.m.—8 p.m.
Friday from 7:30 a.m.—5 p.m.

Saturday from 9 a.m.-5 p.m.

Sunday from 1-8 p.m.

Location: Second floor, main building

Phone: 402.552.3387 or 800.647.5500

E-mail: library@clarksoncollege.edu

How do I login to my PaperCut account?

Each time you log in to a computer on campus, a pop-up box will appear to show
your current print balance as seen here. Printing balances can also be checked
at papercut.clarksoncollege.edu.

What happens if | don’t have enough credits to print a particular job?
If your print job requires more credits than you currently have in your account, a warning

message will pop up and you will be required to purchase more credits before the job
will print. These can be purchased from the Student Services Suite or Library.
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How do | purchase additional credits for printing on campus?

Additional credits may be purchased during business hours (7:30 a.m. - 4:30 p.m.) in
the Student Services Suite located on the first floor of the main building or in the Library.
Payments may be made by cash, check or debit/credit card (Student Services only). For
guestions, call Student Accounts at 402.552.6188.

After 4:30 PM you may purchase additional credits on-line through the College payment
page following the steps below:

Visit the Current Student section.

Click the Make a Payment link.

Click View Details next to the Paper Cut card option from the selection provided.

Fill in Student Name and click Add to Basket.

Click Checkout.

Enter credit card information in pop-up window (If you have a pop-up blocker on,

select “always allow pop-ups from this website” then click “retry”)

7. Click Continue to Checkout

8. Either email receipt to_Library@clarksoncollege.edu, or have the receipt on hand
when you come to get the card.

9. Pick up Paper-Cut card in the Library, located on the second floor of the main

College building

oA~ wWNPE

A lost card cannot be replaced; a new card must be purchased.

If 1 don’t spend all of my credits in one semester, will they transfer over to the
next semester?

At the start of each semester, the College will deposit $10 into your PaperCut account.

If you do not use all $10, the remaining balance will not transfer over the following
semester.

If you purchased additional credits via a PaperCut Print Card, these funds will carry over
each consecutive year that you are a student.

If 1 don’t spend all of my printing funds, can | be refunded for the balance?
Refunds will not be issued for unused credits.
Do you have additional questions?

Call the Clarkson College Help Desk at 402.552.3911.

Copy Machines

Copy machines for student use are located in the library. Conveniently located near
reserve and journal collections, students may easily obtain copies of the outside
readings required by faculty.
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Student Center ATM

Clarkson College students, staff and faculty members have access to an ATM machine
located on the lower level of the Student Center by the Community Lounge.

Student Center Mailboxes

All residential Clarkson College students receive a mailbox, located in the Student
Center first level. The Residence Hall Director will assign mailbox keys to residential
students at the time they move in.

Student Health Services

Clarkson College, in partnership with Clarkson Family Medicine, offers Student Health
Services for enrolled Clarkson College students. Provided the proper procedures are
followed, Clarkson College will cover the cost of your insurance co-pay or up to $50 for
an out of network office visit. This service is intended to provide students with access
to acute health care services in a convenient manner and location. Acute health care
services do not include additional lab tests, procedures or X-rays. These types of
additional services will be the financial responsibility of the student and/or their parents.

1. Call Clarkson Family Medicine at 402.552.3222. They will make every effort to
see students on a same day basis. Office hours are 8 a.m.-5 p.m. To reach a
physician after hours or on weekends, call 402.552.3222. Your call will be referred
to a physician on call.

2. Before leaving for your appointment, be sure to have your insurance card with you.

If you do not have your insurance card, you will be responsible for all expenses

incurred during your appointment; otherwise, you will need to reschedule for a time

when you can present your insurance card.

Go to Clarkson Family Medicine at your scheduled appointment time.

Present your insurance card and fill out any patient information that is required.

Following these steps, a physician will see you.

5. After your appointment, Clarkson Family Medicine will automatically bill your
insurance company for the portion of the visit that your insurance company will
cover. Clarkson Family Medicine will automatically bill Clarkson College for the co-
pay or out-of network expense for your office visit.

> w

Please remember that Clarkson College will only be financially responsible for services
that are acute care.

Student Acute Health Services include:

 Urinary tract symptoms (burning, frequency, fever, etc.)
Trauma (joint sprain, head injury, laceration)

Chest pain

Acute asthma

Heart irregularity

Fainting
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* Fever, vomiting, diarrhea

* Request to speak to a R.N. or Medical Assistant
* New headache

» Ear ache

* New abdominal pain

* Nose bleeds

« Difficulty breathing

* Visual changes

* Dizziness

» Sudden weakness of extremities
» Conjunctivitis (“Pink Eye”)

* Rash

Acute Health Services do not include additional lab tests, procedures or X-rays. These
types of additional services will be financial responsibility of the student and/or parents.

Telephones

There are several phones available for internal use located in various areas. Dial *9 to
get an outside phone line.

Academic Policies & Procedures

This section lists all of the official academic policies and procedures pertaining to
Clarkson College students. The academic policies are provided to ensure a quality
education and equity. For additional information, you may go to the Registrar section of
our website.

Academic Integrity (Policy SW-25)

Students at Clarkson College are expected to be honest and forthright in their academic
endeavors. The College’s mission includes the expectation of high standards in ethical
behavior as well as in scholarship. Academic integrity is an integral component of the
College’s mission and values. The College seeks to foster respect (for self and others),
truth in honest achievement and positive relationships among stakeholders in our
academic community.

Academic dishonesty includes any form of cheating and/or plagiarism which results

in students giving or receiving unauthorized assistance in an academic exercise or
receiving credit for work that is not their own. Cheating, plagiarism, fabrication or other
forms of academic dishonesty corrupt the learning process and demean the educational
environment for all students.

Definitions of academic dishonesty include, but are not limited to:
1. Fabrication: Making any oral or written statement, which the individual knows,

or should have known, to be untrue. Examples of fabrication include, but are not
limited to, the following actions:
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a. Making a false statement to faculty, Clarkson College employee(s), fellow
students or clinical agency personnel.

b. Altering records or other academic materials.

2. Cheating: Giving or receiving, offering or soliciting information on any examination,
quiz, or other assignment, not authorized by the instructor. Examples of cheating
include, but are not limited to, the following actions:

a. Copying from another student’s paper.

b. Use of unauthorized aide/materials during examinations, quizzes or any other
assignment.

c. Collaboration with another student without instructor approval on any
examination, quiz, nursing care plan, computer or laboratory work, or any other
assignment. Collaboration includes the exchange of materials or ideas verbally
or non-verbally.

d. Buying, selling, possessing, soliciting, transmitting, or using any material
purported to be the unreleased contents of any assignment, including
examinations and quizzes.

e. Bribery or solicitation of any person to obtain or to provide any information
relating to examinations, quizzes or other assignments.

f. Substitution for another person during an examination or quiz.

3. Collusion: Working together with another person with an “illegal” or “deceitful”
purpose in the preparation of work which an instructor expects to be accomplished
on an individual basis.

4. Plagiarism: To steal or pass off the ideas or words of another as one’s own,
without crediting the source. Examples of plagiarism include, but are not limited to,
the following actions:

a. Quoting word for word from a source without using quotation marks, footnotes,
reference, or bibliographic citation.

b. Summarizing and paraphrasing ideas without acknowledging the source.

c. Submitting work for credit which has not been written by the student, including,
but not limited to material from an on-line source, papers written by another
person, or buying a paper from a commercial source.

d. Submitting, without prior permission, academic work that has been previously
submitted in identical or similar form.

5. Failure to Report: When behavior suspicious of an Honor Code violation is not
brought to the attention of the faculty for investigation.

6. Misrepresentation: Providing false information to an instructor concerning
an academic exercise (Hollinger & Lanza-Kanduce, 1996). Examples of
misrepresentation include, but are not limited to, the following actions:

a. Giving a false excuse for missing an examination, quiz, or assignment
deadline.

b. Falsely claiming to have submitted a paper or assignment.

7. Sabotage: Consists of actions that prevent others from completing their
work” (Stern & Havlicek, 1986). Examples of sabotage include, but are not limited
to, the following actions:

a. Disturbing someone’s lab experiment or project.

b. Moving materials from a reserved reading file so that others cannot use them.
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Faculty Responsibility:

Because academic honesty is of vital concern to the faculty and because each
discipline may raise its own specific set of issues, all faculty members are required

to discuss the issue of academic integrity in their classrooms and to explain how the
College policy applies in each of their courses. Faculty who have specific outcomes/
consequences for incidences of academic dishonesty related to specific assignments in
their courses are strongly encouraged to provide this information to their students within
the course syllabus.

Student Responsibility:
At a minimum, the College expects the student to complete any assignment, exams,
and other academic endeavors with the utmost honesty, which requires the student to:

» Acknowledge the contributions of other sources to their scholastic efforts
Complete assignments independently unless otherwise instructed

Follow instructions for assignments and exams, and observe the standards of
academic discipline

Avoid engaging in any form of academic dishonesty on behalf of the student or
another student

Ask the faculty if there are any questions regarding academic honesty

Students found guilty of violating the Academic Integrity policy may face academic
sanctions by the faculty for the course. Possible sanctions faculty may impose include,
but are not limited to the following:

* Loss of credit on the assignment/exam

Have the student redo the assignment

Lower the student’s grade for the assignment
Lower the student’s grade for the course

Fail the student in the course

Procedure:
Academic Integrity Violation Procedure

Incidents of academic dishonesty will not be tolerated and students suspected of
such conduct are subject to disciplinary measures as outlined below. Faculty and
students involved in the academic integrity issue will be held to the strictest guidelines
of confidentiality in all matters pertaining to the issue.

Step 1: The faculty member notifies their program director (or designee) of the alleged
academic integrity issue, including evidence. The faculty member must complete the
Academic Integrity Conference Form. The burden of proof rests with the faculty.

Step 2: Faculty contacts the student regarding the alleged violation to the Academic
Integrity policy and schedules a meeting with the student to take place within five (5)
business days * of when the occurrence was identified. The faculty advises student

to bring all supporting evidence to the meeting with the faculty related to the alleged
academic integrity issue.
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Step 3: Faculty discusses the issue with the student, and the student completes
and returns Part Il of the form to faculty within one (1) business day * of the meeting,
attaching any additional evidence as needed.

At the meeting, the faculty member documents what disciplinary actions will be taken.
Disciplinary action will be at the discretion of the faculty. Faculty informs student of their
right to due process and timeline.**

Step 4: Faculty member will write a summary letter of the incident. The faculty member
then forwards a copy of the Conference Form along with the summary letter and all
supporting evidence to those designated on the bottom of the form.

If the student fails to meet with the faculty member within the aforementioned
deadline or return the form with signature within one (1) business day *, the
standing decision is final.

Step 5: Upon completion of the Academic Integrity Violation Procedure, the VPAA will
forward the appropriate completed documents to the following people:

1. Program Director and Academic Advisor-Academic Integrity Conference Form with
supporting evidence and Sanction letter from VPAA

2. Registrar-Sanction letter from VPAA

3. Student-Sanction letter from VPAA

Step 6: The office of the VPAA will maintain a record of student violations to the
Academic Integrity policy and make appropriate sanctions to students who are found
to be in repeated violation of the Academic Integrity policy. In addition, the VPAA will
review and track issues of academic integrity, and report data and trends of academic
integrity to the college community.

Step 7: The faculty will refrain from assigning a final course grade for the student until
the academic integrity issue is resolved. If the course concludes before resolution, the
faculty will assign a grade that reflects faculty’s decision post-violation, which will align
with the Results section of the Academic Integrity Conference Form. Note that, in the
event of an overturned violation due to appeal, a grade change form must be submitted
within one semester following completion of the course.

Sanctions

In the event a student is found guilty of violations to the Academic Integrity Policy, the
VPAA will provide documentation to the student regarding their level of violation:

First violation: Warning

» The office of the VPAA will send a letter to the student informing them of the
Academic Integrity violation and possible consequences of future violations to the
policy.

« At this level, the student must meet with the program director to discuss the
Academic Integrity policy and remediate as appropriate.

» The program director must document what remediation was given.

« If the violation is substantiated, the student is not eligible for the Academic
Excellence Award.
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Second violation: Academic Integrity Probation

» The office of the VPAA will send a letter to the student informing them of the
Academic Integrity violation and possible consequences of future violations to the
policy. The office of the VPAA will notify the Registrar.

* The student is placed on Academic Integrity Probation.

- A student is placed on Academic Integrity Probation for their second violation
to the Academic Integrity Policy. A notation is placed in the student’s file to
serve as an alert to the student that their academic behavior is unacceptable
and to impress upon them the importance of giving serious attention to their
academic integrity behavior in order to continue to be a student at Clarkson
College.

- The student will remain on Academic Integrity Probation until graduation.

« At this level, the student must meet with the program director to discuss the
Academic Integrity policy and remediate as appropriate.

» The program director must document what remediation was given.

Third violation: Dismissal from the College

» The office of the VPAA will send a letter to the student informing them of the
Academic Integrity violation and dismissal from the College.

» Three violations to the Academic Integrity policy will result in the student being
dismissed from the College by the VPAA.

Due Process

Academic integrity issues should be resolved at the lowest level

possible. However, when a student disagrees with a faculty member

regarding the issue of academic integrity, the student has fourteen (14)

business days * to submit an appeal in writing to the VPAA. The VPAA will

convene an Academic Integrity Appeals Committee to review the appeal within fourteen
(14) business days * of the request. If the student fails to meet the above deadline for
appealing a decision, the standing decision is final.

Academic Integrity Committee

The Academic Integrity Committee's purpose is to serve as an appellate board. The
membership of the Academic Integrity Committee will consist of the following: the Vice
President of Academic Affairs (VPAA) and the Vice President of Operations (VPO) will
be the co-chairs and non-voting members of the Academic Integrity Committee. The co-
chairs will de-identify the dispute to maintain confidentiality. The co-chairs will convene
six (6) members of the academic community for the Academic Integrity Committee.
The co-chairs convene administration, faculty, and students that are deemed to not
have any conflicts of interest with regards to any part of the dispute. Members of the
Academic Integrity Committee will be held to the strictest guidelines of confidentiality
in all matters pertaining to faculty and students. The committee will consist of the
following:

» 1 academic dean or program director/coordinator selected by the co-chair who is
outside the student’s major or minor
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« 2 faculty members selected by the Faculty Senate President who teach outside
the student’s major or minor and who have had at least two full time semesters’
employment;

» 3 students selected by SGA who are enrolled outside the student’s major or minor
and who have earned at least 24 semester hours at Clarkson College

Committee Procedures:

» Once the committee is convened, all evidence submitted by the respective faculty
member and student will be provided by the co-chair.
» Upon reviewing the evidence, each committee member will submit a confidential
ballot to the co-chair indicating a substantiated or unsubstantiated vote.
- Substantiated/Yes: faculty evidence supports the academic violation charges
brought upon the student
- Unsubstantiated/No: faculty evidence is not sufficient to support the academic
violation charges brought upon the student
» The outcome will be decided by a simple majority
* In the event of a split decision among the committee members, the student will be
considered innocent.

The Academic Integrity Committee’s decision is final. There is no appeal to this process.

The student’s program director, course program director and/or dean, and faculty will be
notified of the decision of the Academic Integrity Committee by the chair within five (5)
business days * of the decision. The chair of the committee will notify the student of the
decision of the committee by certified letter.

*Not including holidays and/or semester breaks

**|f Academic Integrity violations occur within one week of graduation, the VPAA will
design an appropriate due process timeline.

Academic Probation (Policy AA-20)

Students must maintain satisfactory academic status as defined by the Cumulative
Grade Point Average (CGPA) identified below. A student who fails to maintain a
satisfactory academic status will be placed on Academic Probation. “Academic
Probation” will appear on the student’s transcripts for the appropriate semester.

Undergraduate students must have a 2.0 CGPA to maintain satisfactory academic
status. A student who fails to maintain a 2.0 CGPA after attempting 12 hours of credit
at Clarkson College will be placed on Academic Probation for a period not to exceed
one year. If the CGPA is not re-established to at least 2.0 by the end of that time, the
student will be dismissed from the Academic Program.

Graduate students must maintain a 3.0 CGPA for successful completion of the
program of study. A graduate student with a CGPA of less than 3.0 after attempting
six (6) hours of credit will be placed on Academic Probation for a period not to exceed
one year. If the CGPA is not re-established to at least 3.0 by the end of that time, the
student will be dismissed from the Academic Program.
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Procedure:

1. Student will receive a letter from the Registrar’s Office regarding the academic
probation status.

2. Programs will place probationary students on educational contracts to monitor
progress.

3. Academic probation will be removed once the student has reached the threshold
CGPA.

Academic Travel Abroad Release (Policy SW-11)

All students patrticipating in a Clarkson College sponsored Academic Travel Abroad
(ATA) trip will be required to sign an Acknowledgement & Release Form, along with any
other designated ATA required documents.

Procedure:
All required documents must be completed for each ATA trip.
Acknowledgment and Release Form:

https://www.clarksoncollege.edu/default/assets/File/
AcademicTravelAbroadReleaseForm.pdf

Academic Year

Clarkson College offers day and evening courses throughout the year. Regular
semester courses are organized into two 15-week semesters and one 12-week summer
term. Accelerated term courses are organized into six-week terms. Classes of various
durations may be offered during each semester to facilitate earning a degree.

Access to Campus Facilities (Policy SW-28)

Students, faculty and employees of Clarkson College have access to most facilities on
campus. However, certain classrooms and departments are open only to those who
require access to them. Clarkson College allows after-hour access to campus facilities
for individuals who have been assigned a key card. Clarkson College has a Residence
Hall that has access only for residential students and faculty who office in the residence
Hall.

Procedure:
Assigning of Key Cards:

» Key Cards are assigned to faculty and staff by UNMC Card Access Services.
« Key Cards are assigned to students by the Facilities Department.
» All key cards are activated by the Facilities Department.

Card Key Access:
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* Our Main Building and Student Center are secured between the hours of 4:30 pm
and 7:30 am Monday through Friday, and all day Saturday and Sunday.

» Our Residence Hall is secured at all times and only accessible by residential
students and faculty who office in the Residence Hall.

» Specific floors, departments, and classrooms have card key access. Each access
point may have individual hours, which may vary at different times of the year. In
these cases, the areas will be secured according to schedules developed by the
department responsible for that area.

Key Access:

» Employees are assigned keys for their specific office, department and classroom as
needed.
» Residential students are assigned keys to their suite and bedroom.

Security Considerations used in the maintenance of the campus:

» All key cards and keys are generally inventoried on an annual basis.

* The key card system is monitored during business hours to ensure.

» A safety and security walk-through is conducted 2 times a year by students and
staff to access any areas of concern. Any problem areas are assessed and
responded to promptly.

Academic Related Activities and Travel Release (Policy SW-40)

Clarkson College values the multiple enrichment experiences that are offered and,

in which, students will participate while enrolled in classes, school organizations, or
College related student employment or scholarship programs. While participating in
College related activities, students will be required to sign a student activity waiver form
at the beginning of each academic year.

Students are expected to secure their own transportation to and from activities.
Students are not allowed to transport any outside parties (i.e. clients, patients, or
any individual they are working with) while participating in College related activities.
Employees are advised not to transport students. In the event where a related
College activity requires an employee to transport students, the College will provide
transportation via a rental vehicle.

Procedure:

1. Students will complete the activity release form on the web upon enroliment and at
the start of each academic year before fall registration.

2. An email will be sent to all enrolled students prior to fall registration requesting
them to complete the activities release form.

3. The completed forms on the web will be automatically sent to the Registrar’s Office
and a copy will also be sent to the student.
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4. The registrar’s office will input that the Activities Acknowledgement & Release
Form has been completed in Power Campus, and will put a stop in Self-Service if
not completed.

5. A student will not be able to register for fall classes until the Activities
Acknowledgement & Release Form and all other stops are completed.

Activities Acknowledgement & Release Form:
https://www.clarksoncollege.edu/activities-acknowledgement-release-form/

Admissions (Policy AD-1 and AA-57)

Director of Enrollment and Advising
Ken Zeiger

Admissions Office

101 South 42 Street Omaha, NE 68131-2739
PH 402.552.3100 TF 800.647.5500
admissions@clarksoncollege.edu

Clarkson College is selective and meeting all criteria for admission does not guarantee
admission. Qualified applicants are admitted without regard to national or ethnic
origin, gender, age, marital status, religion, race, color, sexual orientation, or creed or
disability in the administration of its educational policies, financial aid or other school
administered programs.

English Proficiency

Required of all applicants: Student must meet one of the following:

 Official TOEFL (Test of English as a Foreign Language) score (Minimum of 100
total score on the TOEFL iBT, minimum of 250 total score Computer-based
TOEFL, or minimum of 600 total score on the paper-based TOEFL or score of 60
on the updated pBT)

« Official IELTS (The International English Language Testing System) total score of
7.5.

* ACT English score of 20 or higher

» Graduation from an accredited US high school or equivalent (GED)

» Associate’s or higher level degree from an accredited US college or university

Procedure:
Undergraduate Degree-Seeking:

Applications are reviewed based on the following criteria:

e 2.5 Cumulative GPA on a 4.0 scale
» 2.5 Cumulative GPA for math and science courses
» Proof of graduation from an accredited US high school or equivalent
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Undergraduate Applicants are not required to submit an ACT, SAT, or other
standardized test score for admission to Clarkson College. We require some form of
standardized testing from students who attend a high school outside the United States.
Please visit the International Admissions page for details.

Additional admission requirements:

Students who have completed the GED are reviewed with a score of 500 or above
on each of the five GED tests.

Students who have been home schooled must provide a copy of the letter from
the state that confirms that the supervisor of their home school education has filed
with the Department of Education regarding the home schooling of the student in
addition to a copy of their home school transcript.

All transcripts from high school and post-secondary institutions will be evaluated for
“D’s, “F"s, no pass, withdrawals, and withdrawal fails.

International Nurse Applicants are also required to submit documentation of
successful achievement of the Commission on Graduates of Foreign Nursing
Schools (CGFNS) qualifying examination.

Applicants must be in good standing from previous institution(s) attended.

Undergraduate Application Materials Required for Degree-Seeking Students:

» Undergraduate Application and application fee.

» Transcripts: Official transcripts are required from high school and all

postsecondary institutions attended or currently attending. Post-secondary
institutions include college and universities, professional, technical and business
schools regardless of . Transcripts from all institutions outside the US must be
official, translated to English, and credentialed.

» Complete a typed 2-3 page motivational essay OR program specific application

guestions/essay.

Additional admission requirements for the following programs:

» Physical Therapist Assistant Associate’s and Bachelor’'s Degree programs — PTA

program specific application packet.

» Radiography — Radiography program specific application packet.
» Traditional BSN — BSN program specific application packet. Active status on a

nurse aide registry. Applications may be reviewed for acceptance with proof of
intent to complete a nurse aide course.

* Medical Imaging — Copy of current American Registry of Radiologic Technologists

(ARRT) card.

» Medical 3D Printing Specialist Certificate - Copy of current American Registry of

Radiologic Technologists (ARRT) card and 6 months of experience in CT/MRI/CI or
a similar field or concurrently with an Ml externship in CT, MR, CI, or VI.
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* LPN-BSN — A current unencumbered LPN license in the US, its territories, or
protectorates. License must be effective in the state where clinical experiences will
occur.

* RN -BSN & RN to MSN — A current unencumbered state RN license (and APRN
license, if applicable) in the US, its territories, or protectorates. License must be
effective in the state where clinical or residency experiences will occur.

Graduate Degree-Seeking:

Applications are reviewed based on the following criteria:
» 3.0 Cumulative GPA on a 4.0 scale

Students entering the Graduate Programs are reviewed based on the following
application materials and requirements:

» Graduate Application for Admission and application fee.

« Official transcripts are required from all postsecondary institutions attended or
currently attending. Post-secondary institutions include colleges and universities,
professional, technical, and business schools regardless of whether or not credit
was earned. Transcripts from all institutions outside the US must be official,
translated to English and credentialed.

» Current Resume or curriculum vitae

- For MSN options: Bachelor of Science in Nursing from a regionally accredited
institution and from a nursing program accredited by the Accreditation
Commission for Education in Nursing (ACEN), National League for Nursing
Commission for Nursing Education Accreditation (NLN CNEA), or Commission
on Collegiate Nursing Education (CCNE).

- For Post-Graduate nursing options: Master of Science in Nursing or higher
from a regionally accredited institution and from a nursing program accredited
by the Accreditation Commission for Education in Nursing (ACEN), National
League for Nursing Commission for Nursing Education Accreditation (NLN
CNEA), or Commission on Collegiate Nursing Education (CCNE).

- For BSN to DNP options: Bachelor of Science in Nursing from a regionally
accredited institution and from a nursing program accredited by the
Accreditation Commission for Education in Nursing (ACEN), National League
for Nursing Commission for Nursing Education Accreditation (NLN CNEA), or
Commission on Collegiate Nursing Education (CCNE).

- For Post Masters DNP: Master of Science in Nursing or higher from a
regionally accredited institution and from a nursing program accredited by the
Accreditation Commission for Education in Nursing (ACEN), National League
for Nursing Commission for Nursing Education Accreditation (NLN CNEA), or
Commission on Collegiate Nursing Education (CCNE).

Additional admission requirements for the following programs:
Master of Science in Nursing:
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» A current unencumbered RN license (and APRN license, if applicable) in the US, its
territories, or protectorates. License must be effective in the state where clinical or
residency experiences will occur.

» Scholarly Essay

» Graduate Nursing Packet

Post-Graduate Nursing Certificate:

* Minimum Graduate cumulative college 3.0 GPA on a 4.0 scale

» A current unencumbered RN license (and APRN license, if applicable) in the US, its
territories, or protectorates. License must be effective in the state where clinical or
residency experiences will occur.

Scholarly Essay

Graduate Nursing Packet

Masters in Health Care Administration:

» Baccalaureate degree from a regionally accredited institution for HCA. Master’s
degree or higher from a regionally accredited institution for post-master’s certificate.

» Two professional recommendations using the Graduate Professional Reference
Forms.

» Scholarly Essay

BSN to DNP-Nurse Practitioner

e Minimum cumulative college 3.0 GPA on a 4.0 scale

» A current unencumbered RN license (and APRN license, if applicable) in the US, its
territories, or protectorates. License must be effective in the state where clinical or
residency experiences will occur.

Additional Required Application Materials:

» Copy of RN license
» Scholarly Essay
» Graduate Nursing Packet

Post-Master’'s DNP

* Minimum cumulative college 3.0 GPA on a 4.0 scale from Master’s degree or
higher

» A current unencumbered RN and APRN license in the US, its territories, or
protectorates. Licenses must be effective in the state where clinical or residency
experiences will occur.

Prerequisite coursework:
» Graduate-level Statistics (can also be taken within first year of program)

Additional Required Application Materials:
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Copy of APRN license

Official transcripts from all colleges / universities attended
Scholarly Essay

Graduate Nursing Packet

BSN to DNP-Nurse Anesthesia

e Minimum cumulative college 3.0 GPA on a 4.0 scale

e Minimum 3.0 GPA on a 4.0 scale for prerequisite coursework

» One year of full-time Critical Care Experience or its part-time equivalent

» A current, unencumbered RN license (and APRN license, if applicable) in the US,
its territories, or protectorates. License must be effective in the state where clinical
or residency experiences will occur.

» Applicant must have achieved or be actively involved in the process of achieving
a Bachelors of Science in Nursing from an accredited program. BSN must be
complete by start of term.

Required Application Materials:

* Clinical Care Coordinator/Shift Supervisor reference
» Nursing Unit Director / Manager reference

» Copy of RN/APRN license

» Core Performance Standards form

« Critical Care Skills form

» Personal Statement

 Curriculum Vitae

Prerequisite coursework:

» Scholarly Writing
+ Graduate-level Statistics

Interview: Required, if selected

Doctor in Health Care Education and Leadership:

* One year minimum work experience, preferably in the health care field
» Master’s degree or higher from a regionally accredited institution.
» A formal Master’s degree level scholarly paperwritten by the applicant

Prerequisite coursework:

» Graduate-level Statistics (can also be taken within first year of program)
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International Applicants Admission and Requirements (Policy AD-2)

An international student applying for admission and requiring an 1-20 (Certificate of
Eligibility for Nonimmigrant Student Status) must complete Certification of Financial
Responsibility (CFR) paperwork for student accounts prior to an application decision.
Student must be admitted one month prior to the start of the term for processing. This
form is built into the Salesforce (CRM) application checklist.

Qualifying on campus international students may be issued an and will need to provide
supporting documentation from a bank or financial institution of the financial sponsor
as outlined in the CFR. Clarkson College is not able to issue an I-20 for non-degree
courses or programs that are online.

« Official transcripts are required from all educational institutions the student has
attended or iscurrently attending. Transcripts from all institutions outside the U.S.
must be official, translated to English and credentialed. You may choose from
one of the following agencies to have your transcripts evaluated: World Education
Services, International Education Research Foundation or Educational Credential
Evaluators Inc.

» Transcripts will not be accepted unless they have been evaluated.

International Transcripts:

Regardless of citizenship status, any student with transcripts outside the United
States must have those transcripts evaluated and translated to US standards. Official
transcripts are required from all educational institutions you have attended or are
currently attending. Transcripts from all institutions outside the U.S. must be official,
translated to English and credentialed.

» A student may choose from one of the following agencies to have transcripts
evaluated: World Education Services, International Education Research Foundation
or Educational Credential Evaluators Inc.

» Transcripts will not be accepted unless they have been evaluated.

Non-Degree Seeking Students & Visiting Students

Students may wish to enroll in coursework without the intention of earning a degree
from Clarkson College. Any person may register for and take courses offered

at Clarkson College if that person fulfills the course prerequisites and selected
requirements for admission. Proof of English proficiency as outlined for degree-seeking
students is required.

Additional requirements include:

For undergraduate coursework: Proof of high school graduation, GED or current
enrollment in high school.

For graduate coursework: Documented completion of an appropriate undergraduate
degree.
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Admission to Clarkson College as a non-degree seeking student does not guarantee
later admission into a degree program. Application to a degree-seeking program may be
requested at any time. All admission requirements must be met for acceptance.

Acceptance

Accepted students will receive an official letter of acceptance from Clarkson College
along with an Admissions Confirmation form. To accept an offer of admission, the
student must complete the Admissions Confirmation form and return it with a non-
refundable enrollment fee. This fee reserves a student’s place in the program.

The enrollment fee is requested within 30 days of admission notification.

Conditional Admission Status (Policy AA-57)

Applicants who do not meet all of the admission criteria outlined in AD-1 may be
granted Conditional Admission Status.

Procedure:
Undergraduate

Students admitted under conditional admission status will remain conditional for two (2)
consecutive semesters. During each semester, the following requirements must be met:

1. Enroll in their first semester and successfully complete General Education course,

Strategies for Success; only students in online programs are eligible for the online

section.

Students are only allowed to take a maximum of fifteen (15) credit hours/semester;

Students needing to enroll in Bl 222 Anatomy/Physiology, Bl 210 Microbiology, Bl

211 Anatomy, CH110 Chemistry, or Bl 213 Physiology may only enroll in one per

semester.

4. Students will be enrolled in the recitation course corresponding to the science

course they are enrolled for - (listed under number 3);

Earn at least a 2.0 Cumulative Grade Point Average at Clarkson College; and

. Will not have any of the following end of the semester course grades: “D”, “F”,
“WF”, “NP” or “I",

wn

o o

The Registrar will track all conditionally admitted undergraduate students at the end of
each semester. The Program Director and Registrar will review and determine if they
may continue as fully admitted students. Upon evaluation by the program director at the
end of the second semester, the student on conditional status may be removed from
conditional status or students who do not meet requirements will be dismissed from the
program of study.

Graduate

Graduate students admitted under conditional admission status must meet the following
requirements:

40



=

Complete at least six hours of credit;

Earn at least a 3.0 cumulative Grade Point Average at Clarkson College.

3. Will not have any of the following end of the semester course grades “C”. “D”, “F”,
“WF”’ “NP”.

no

The Registrar will track all conditionally admitted graduate students at the end of
each semester of conditional status. The Program Director and Registrar will review
and determine if they may continue as fully admitted students. At the discretion of

the Program Director, a graduate student who does not meet requirements may be
dismissed from the program of study. Upon evaluation by the Program Director at the
end of the second semester, students on conditional status may be removed from
conditional status. Students who do not meet requirements will be dismissed from the
program of study.

Re-Admission Applicants

Re-application is required for applicants previously denied or who have been admitted
and moved their enrollment date forward more than one year.

Cooperative Programs
Bachelor of Science in Medical Imaging

This program is based on agreements with Radiologic Technology programs at
Southeast Community College in Lincoln, Neb., CHI Health School of Radiologic
Technology in Omaha, Neb., Mary Lanning School of Radiologic Technology in
Hastings, Neb. and Clarkson College. These agreements allow students to enroll

in the Clarkson College Medical Imaging program after completing their first year of
Radiologic Technology training. This option allows students to simultaneously pursue
both degrees. Students must obtain ARRT licensure and successfully complete all
degree requirements before the degree will be conferred.

For more information regarding cooperative programs, contact the Clarkson College
Admissions office.

Double Majors

Students must apply and be properly admitted to both majors. It may be possible to
pursue both majors at the same time. An official degree plan must be completed for
both majors. Admission into one major does not guarantee later admission into a
second major.
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Non-Matriculated Student Record Retention

Clarkson College will retain application materials including official academic transcripts,
letters of reference, student essays, observation hours and letters from the College

for two years for students who apply but do not enroll. Updated documents may be
required if the student would like to re-apply. Records from applicants who do not
enroll are not covered under The Family Educational Rights and Privacy Act of 1974

(FERPA).

Application Deadlines & Start Dates

Application deadlines and start dates are determined by program. Students are
encouraged to visit the Clarkson College website for the most up-to-date deadline and
start date information.

All application materials must be received prior to the application deadline. After
deadlines pass, applications will be reviewed as complete if space is available in the
program. Wait lists for programs will be formed as necessary. Applications may be held
over to be reviewed at a later date at the discretion of the Admissions Committee.

Application Deadlines for International Students

International students must meet program-specific requirements and deadlines. The
following deadlines must be met by international students considering programs with
rolling admission:

* Fall semester — June 1
» Spring semester — October 1
* Summer semester — March 1

Advanced Standing Credit (Policy AA-47)

Clarkson College recognizes that valid learning experiences are not restricted to

the formal classroom. Advanced Standing Credit is a method by which students can
earn credit without completing a course(s). Many individuals attain college-equivalent
knowledge and skills through a variety of means. The policy of Clarkson College

is to award college credit for non-traditional learning in cases where such credit is
appropriate.

Criteria used for granting credit by evaluation of non-traditional study are outlined
below. Evaluated credit will be posted on the transcript after all admissions and fee
requirements have been met and upon successful completion of one semester at
Clarkson College.

Students who have received an “I”, “F” or “NP” in a Clarkson College course cannot
earn Advanced Standing credit for that course. Credit is granted after the student
earns a satisfactory score on an examination (per those outlined in the procedure) or a
satisfactory evaluation of the portfolio on the first attempt. If unsuccessful, the student
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must enroll and complete the course. Advance Standing credits will not apply to
the residency requirements.

Procedure:

Methods of Earning Advanced Standing Credit:

The Registrar’s Office will record the credit when official transcripts and/or
certifications have been received. Only students after approval, as requested by
the program director, may earn Advanced Standing Credit. Students will be given
appropriate course credits designated by a “P/NP” on the transcript. Fees will be
determined on an annual basis.

Advanced Standing Credit is a method by which students can earn credit without
completing a course(s) through the following methods:

Standardized Testing: (No Tuition or Fees charged to student)

Standardized tests which have demonstrated reliability and validity may be considered
for
Advanced Standing Credit, to be determined by the Program Director and Registrar.

These standardized tests may include:

» Post Primary Certificate (American Registry of Radiologic Technologists (ARRT))

» College Level Examination Program (CLEP) with the exception of English
Composition | or I

» Advanced Placement Examinations (AP) [Minimum score of 3 required]

» Defense Activity for Non-Traditional Education Support (DANTES)

» Microsoft Office Specialist

» Health Information Management National Certification(s)

* Project Management Certification (PMP)

Other standardized tests may be considered if approved by the Program Director and
Registrar.

Credit for Learning through Life/Work Experience

Credit may be granted for learning acquired through life/work experience, which
parallels a student’s program at Clarkson College. The credit granted may be
substituted for program requirements or elective credits and is not granted for courses
in which a Standardized Exam is available. The Program Director and Registrar, in
accordance with College policy, will determine whether such credits satisfy major or
general education requirements towards the appropriate degree.

a. Prior Learning Validation by Portfolio (50% tuition charged to student)

Individuals seeking a degree who believe their prior experiences may qualify them
to receive college credit may seek credit through the portfolio method. The student’s
Academic Program director/advisor/instructor will assist the student in completing the
portfolio process. Portfolio documentation will include appropriate and acceptable
evidence of equivalent knowledge. Each Academic Program will determine the
maximum number of credit hours that may be granted through life/work experiences.
Each Academic Program will also determine the specific courses that may be fulfilled
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via credit by learning through validation by portfolio. Students must request portfolio
credit with their program director/advisor/instructor, no later than the end of the 1st
week of the semester. All portfolios must be completed at least one semester prior to
graduation.

b. Prior Learning Validation by Transition Course Completion & Awarding of
Major Course Credit (Tuition & Fees charged to student)

Academic programs may grant credit for prior learning for courses in the major by
validation via satisfactory completion of a transition course(s) and subsequent award of
major course credit. Students must register for the course(s), no later than the first week
of the semester.

Prior learning of major content is a prerequisite for registration in a transition course.
Successful completion of the transition course then validates the student’s prior
knowledge. Each Academic Program will determine the maximum number of credit
hours that may be granted through life/work experiences and what specific courses may
be fulfilled via credit by learning by transition course completion and award of validation
credit.

c. Credit by Internal Examination (50% tuition charged to student)

Currently enrolled students, through outside study or relevant experience, may feel
prepared to demonstrate that they have attained the knowledge and/or skills required to
pass a particular course. As an alternative to enrolling in the course, students may elect
to take an internal proficiency examination that tests for mastery of the course material.
If a student scores satisfactorily on the examination, the student may be awarded

credit for the course. The credit granted may be substituted for program requirements
or elective credits and is not granted for courses in which a standardized exam is
available. Each Academic Program will determine which, if any, courses may be fulfilled
via credit internal examination.

Students must request an internal examination with their program director/advisor/
instructor, no later than one semester prior to graduation. Students must complete
examination no later than the end of the 1st week of the semester, to facilitate course
enrollment, if unsuccessful.

Articulation Agreements

Clarkson College shall create articulation agreements and/or a Memorandum of
Understanding (MOU) with any accredited community college/health system according
to the wishes of the academic program directors and administration.

The articulation agreement is an agreement between two schools that delineates
course credit at one school to be accepted or transferred and applied toward a degree
at Clarkson College.

A MOU is an agreement between institutions that expresses an agreed course of
action and conditions under which the receiving institution will accept students for
matriculation. The MOU is a form, signed agreement that specifically outlines the
Clarkson College degree and/or course requirements with the community college/health
system or other entity.
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Procedure:

1. The articulation agreements are reviewed annually by Academic Program Directors
and the Registrar's Office and are housed with the Registrar's Office and found on
Clarkson College's website.

2. The MOU agreements are formed as needed. The MOU for a specific academic
program with another institution will be approved by the appropriate Academic
Program Director, Student Services Departments, and Vice President of Academic
Affairs. The agreements will be housed on the intranet.

Assessment of Student Success Skills (Policy OG-23)

The following student success skills, which serve as the institutional student learning
outcomes for the College, are assessed by all departments on campus:

Clarkson College students will:

Demonstrate effective communication

Demonstrate critical thinking to make educated decisions
Demonstrate proficient use of technologies

Demonstrate the ability to respectfully interact within a diverse society
Demonstrate professional behavior

arwNPE

Communication: In verbal and written formats, the learners will demonstrate the ability
to listen to others attentively and receptively, articulate their own perceptions effectively
to others, and communicate and elicit feedback in order to enhance objectivity,
tolerance, and rapport.

Critical Thinking: The learner will demonstrate the ability to interpret, analyze, and
evaluate statements and evidentiary data; construct well-developed, articulate, and
sustained arguments; and justify conclusions based on well-supported arguments.

Technology: The learner will demonstrate proficiency in using and producing materials
in various software programs, including online technologies. Proficiency also includes
integration of technology in diverse modalities.

Diversity: The learner will demonstrate the ability to recognize the worth and unique
characteristics inherent in all individuals, leading the learner to explore and appreciate
differences. From individual to global levels, a diverse perspective will promote
inclusivity and resistance to marginalization.

Professional Behavior: The learner will demonstrate the ability to behave with dignity
and respect for both self and others, take responsibility for one’s own actions, and show
empathy and good judgment while working with or serving others.

Procedure:

Clarkson College’s - Assessment Plan involves college-wide data collection from
Academic Departments, Student Services Departments and the Office of Institutional
Effectiveness. Data collected from the Academic and Student Services departments
are included in Annual Reports (the Academic Annual Program Review & Outcomes
Report (AAPRO) and the Department Annual Review & Outcomes Report (DARO),
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respectively). All departments incorporate data from various sources to inform their
decision making. Data collected through the Office of Institutional Effectiveness are
included in the Annual Assessment Reports, and provide the blueprint for discussion
on continuous improvement at an annual Assessment Retreat in the fall and a follow-
up retreat to assess progress in the spring. Any proposed academic or student service
related needs, budget allocation for resources, or other recommendations for College
improvement are documented and brought to the Annual Strategic Planning Day where
the college community can provide input.

This process allows formal assessment of Clarkson College student’s academic
achievement, as well as, continuous quality improvement for the College, in all areas.
This dynamic process requires continuous review and assessment reporting to make
recommendations for improvement in the academic and student service departments.
This plan focuses on academic excellence at all levels by strengthening the institutional
assessment, academic offerings by program, examining educational effectiveness,

and evaluating available resources to offer quality programming. This plan verifies
achievement of the five Clarkson College Student Success Skills (communication,
critical thinking, technology, professionalism and diversity) - at the institutional, program
and course level.

Auditing a Course (Policy AA-35)

A current degree seeking or non-degree seeking student may elect to audit a course.
The student must register for the course and pay 50% of the cost of the course.

Procedure:

An audited course is not eligible for financial aid. The student will not take examinations
or complete any assignments. No grade can be earned nor can the student apply the
course to the degree requirements or convert to credit once the course begins.

A student may register to audit a course with permission of the Program Director of the
program.

Permission is considered on a space available basis with priority given to those
students enrolled for credit.

Auditing a Course Registration Form:
https://www.clarksoncollege.edu/assets/files/AA-35AuditingCourse.pdf

Background Checks and Drug Screening for Students (Policy SW-23)

To be in compliance with clinical and/or course requirements, background checks and
drug screenings will be completed at the expense of the student.

Timing of the Background Check and Drug Screening

The completion of a background check and/or drug screening will be facilitated by the
program requirements.
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Students must complete the required background check and/or drug screening prior
to participation in other degree or service experiences. Students will not be allowed
to progress in their course until clearance documentation is reviewed by the Program
Director or designee.

Students must give permission for Clarkson College to review the results of the
background check and/or drug screening to progress in their program by completing the
online Student’s Disclosure & Consent Release of Information form.

Additional background checks and/or drug screening may be required with or without
cause for suspicion as required by the clinical agency or Clarkson College, at the
expense of the student.

Identification of Vendors

Background check and drug screening results will only be accepted from a Clarkson
College approved vendor. All student information is kept confidential.

Allocation of the Cost

For background checks and drug screenings the student is responsible for the payment.
Additional site specific screenings (background and/or drug screen) and all random drug
screenings will be at the student’s expense.

Significant Findings in Background Check Report

Clarkson College cannot guarantee that students with significant findings in their
background check will be permitted to participate in clinical rotations or be a candidate
for licensure/certification in every state.

Additionally, prior conviction of a felony or misdemeanor may make a student ineligible
for professional licensure, professional certification, or professional registration
depending on the specific regulations of the individual health profession and the state of
practice.

The student must meet the guidelines for prior criminal convictions of the agency
where the clinical is scheduled and no special accommodations for alternative clinical
placement will be made for the student.

Alert on Background Check/Positive Drug Screen

Program Director and/or designee has access to complete report details related to alert
on background check and/or positive drug screen results. Program Director and/or
designee will counsel students with alerts on background check to determine outcome.
Positive drug screen results will follow the steps referenced in SW-15, Drug and Alcohol
Policy. This can be found in the College academic catalog and handbook.
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Confidentiality of Records

Background check and drug screening reports and all records pertaining to the results
are considered confidential with restricted access.

Access to records and reports outside of the Clinical Education Compliance
Coordinator's office must be approved by the Program Director and/or designee, prior
to granting access. Information contained in the reports/records will not be shared with
facilities participating in the clinical/ service/externship- experiences unless a legitimate
need is demonstrated.

Recordkeeping

All records are housed in a secure vendor's web portal used by Clarkson College. It
is the student’s responsibility to maintain their records. The web portal is password
protected.

Bookstore Voucher (Policy SA-2)

Students are allowed to charge books to their student account if their financial aid
exceed their tuition, fees and room expenses.

Procedure:

Bookstore Vouchers are obtained in the Student Financial Services Office and only the
Student Financial Services staff may approve the voucher.

Cancellation of Course (Policy AA-36)

Determination to cancel a course will be made by the academic program director. Every
effort will be made to notify students and direct them to an alternative enroliment.

Procedure:

The schedule of classes change form will be completed and submitted to the Registrar’s
office by the academic program director.

Change of Personal Information

Students who change their legal name, address, telephone number or any other
pertinent information are required to notify the Registrar’s office in writing of the change.
Clarkson College will not be responsible for the events that occur when students have
not notified the College of a name or address change.

Change of Name form:
https://www.clarksoncollege.edu/default/assets/File/NameChangeRequestForm.pdf

Change of Address form:
https://www.clarksoncollege.edu/default/assets/File/AddressChangeRequestForm.pdf

Address changes also may occur in Self Service.
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Clarkson College Behavioral Intervention Team (Policy SW-24)

The goal of the Clarkson College Behavioral Intervention Team is to enable the College
to intervene early and provide support and behavioral response to students displaying
varying levels of disruptive, distressed, and disturbed behaviors. The Clarkson College
Behavioral Intervention Team (BIT), after consulting appropriate resources both
internally and externally, will have the authority to take appropriate actions for the
safety of the College community. Actions may include, but are not limited to, required
educational workshops, required counseling/treatment, temporary suspension, and
expulsion. Any required outside treatment would be at the expense of the student.

Procedure:

* Any member of the College community may provide information regarding student
behavior to their department director, in the absence of the director; the information
should go to the appropriate Vice President. Members of the College community
also may provide information via the online BIT Referral Form. Search “Referral
Form for BIT” on the College website.

* The team will collect pertinent information from as many sources as possible. If
immediate action is needed, either the Vice President of Operations or the Vice
President of Academic Affairs will intervene as needed; in an emergency, 911 will
be called as appropriate.

* The team will evaluate the information and serve as a liaison to obtain community
resources to address the student issues.

» The team will provide feedback to the department director regarding actions taken.

* The department director should provide feedback to appropriate faculty/staff
involved.

Membership of the team will consist of the Vice President of Operations, Vice President
of Academic Affairs, two faculty members, the college counselor, and other College
personnel as deemed necessary. Faculty members and other College personnel
chosen for membership shall have a background in counseling or other areas of mental
health, drug and alcohol, wellness, or other closely related field.

Coursework Categories for Undergraduate Degrees

Clarkson College curricula require the completion of four types of courses designed
to provide the components of a well-rounded education. These include: 1) General
Education courses; 2) Health Care Core curriculum; 3) Support courses; and 4) Major
courses.

General Education Courses
These are courses that serve as a foundation to the declared major. The General
Education department has created courses specifically with health care students

in mind. These courses are uniquely student-centered and facilitate the application
of classroom learning to real life situations. General Education courses ensure that
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we provide the foundations necessary for successful progression through each of
Clarkson's programs of study.

Health Care Core Curriculum Courses

Health Care Core courses provide common intellectual experiences, enhance
student success while in college, and enrich a student's professional skills. They
provide opportunities for students to share their unique skills and talents through
service learning and provide for further enrichment through Academic Travel Abroad.
Undergraduate students will choose at least one Health Care Core course from each
of three categories: Intercultural Communication, Humanities, and Ethics, Empathy
and Advocacy. Because these courses are unique to Clarkson College, students are
required to take those included in the curriculum of their academic programs.

Support Courses

These courses are identified by the student’s major area of study and are in direct
support of the student’s major courses. Support courses in the major course areas are
identified by faculty in the major course areas. They are developed in cooperation with
major faculty and faculty prepared in the subject of the support course.

Major Courses

These courses are taken to fulfill requirements for a specific area of study or profession.
New students are encouraged to discuss areas of interest, when applicable, with their
advisor when enrolling.

Code of Conduct (Policy SW-18)

* Violations

* Procedures

Sanctions & Remediation
Committee

Student Code of Conduct Form

Members of the Clarkson College community include administration, faculty, staff

and students. Clarkson College students are not only members of the College
community, but they are also citizens of the larger society. As citizens, they retain those
rights, protections and guarantees of fair treatment which are held by all citizens. In
addition, Clarkson College students are subject to the reasonable and basic standards
of the College regarding discipline and maintenance of an educational environment.

The purpose of the Clarkson College Student Code of Conduct is to foster a sense of
accountability, trust, responsibility and professionalism among students, faculty and
administration. Clarkson College’s mission includes the expectation of high standards

in ethical and professional behavior, as well as in scholarship. The Code of Conduct is
designed to assist in the personal and intellectual development of students as they work
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toward becoming health care professionals, as well as behavior expectations, which are
outlined in departmental student handbooks.

The Student Code of Conduct is designed to provide students with guidance, correction
and an opportunity to demonstrate growth in judgment and self-control. The College
offers a variety of resources for students who desire personal or professional guidance
through the Success Center.

The College goals for its disciplinary policy, as set forth in the Student Code of Conduct,
are:

to promote ethical behavior

to ensure the integrity of the academic enterprise

to develop a sense of responsibility to maintain the honor of the health care
profession

to provide an atmosphere of safety and well-being

It is important to note that one’s behavior as a student may have a long-term effect on
one’s career in addition to having Code of Conduct consequences at Clarkson College.
A violation of certain laws may jeopardize a student’s ability to obtain professional
licensure. Therefore, students should consider their career goals as well as

the Clarkson College Code of Conduct before making behavioral choices.

Student Code of Conduct

Students are required to engage in responsible social conduct and to model good
citizenship as members of the community. Clarkson College expects the following of
students:

» demonstrate honorable and responsible behaviors

» demonstrate a keen sense of ethical conduct

* behave respectfully

* be considerate of other people and property

* be trustworthy

« demonstrate honest character upon which others may rely with confidence
» communicate professionally (both verbally and in written form)

Student Code of Conduct Violations

Any student found to have committed or to have attempted to commit the following
misconduct is subject to disciplinary action, possible sanctions and remediation.

1. Acts of dishonesty, including but not limited to the following: a. furnishing false
information to any College official b. forgery, alteration, or misuse of any College
document, record, blank letterhead or instrument of identification

2. Disruption or obstruction of teaching, research, administration, disciplinary
proceedings or other College activities, including its public service functions on
or off campus or other authorized non-College activities, when the act occurs on
College premises.

3. Physical abuse, verbal abuse, threats, intimidation, bullying, harassment, coercion
and/or other conduct, which threatens or endangers the health and/or safety of any
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11.

12.

13.

14.

15.

16.

17.

person or the learning environment (the violation can be in person or by the use of
electronic media).

Attempted or actual theft of and/or damage to property of the College or property of
a member of the College community or other personal or public property.

Hazing, defined as an act which endangers the mental or physical health or safety
of a student, or which destroys or removes public or private property, for the
purpose of initiation, admission into, affiliation with, or as a condition for continued
membership in, a group or organization.

Failure to comply with directions of College officials or law enforcement officers
acting in performance of their duties and/or failure to identify oneself to these
persons when requested to do so.

Unauthorized possession, duplication, or use of keys to any College premises or
unauthorized entry to or use of College premises.

Discrimination based on race, color, religion, ancestry, sexual orientation, physical
or mental disability, age, national origin, ethnicity, gender, gender stereotyping,
veteran’s status or marital status.

. Violation of published College policies, rules and/or regulations.
. Violation of federal, state or local law on College premises, at College sponsored or

supervised activities or while representing the College off campus.

Use, possession or distribution of illicit substances as outlined in Clarkson College
Drug and Alcohol Policy, SW-15.

Public intoxication and/or the use, possession or distribution of alcoholic beverages
except as expressly permitted by law and by the Clarkson College Drug and
Alcohol Policy, SW-15.

Possession of firearms, explosives, other weapons, illegal or hazardous materials
“(any item or agent (biological, chemical, radiological, and/or physical), which has
the potential to cause harm to humans, animals, or the environment, either by itself
or through interaction with other factors.” i

Participation in a campus demonstration which disrupts the normal operations of
the College and infringes on the rights of other members of the College community;
leading or inciting others to disrupt scheduled and/or normal activities within any
campus building or area; intentional obstruction, which unreasonably interferes with
freedom of movement, either pedestrian or vehicular, on campus.

Obstruction of the free flow of pedestrian or vehicular traffic on College premises or
at College sponsored or supervised functions.

Conduct which is disorderly, lewd, or indecent; breach of peace; or aiding, abetting,
or procuring another person to breach the peace; this includes downloading or
disseminating inappropriate images and messages via electronic media, on College
premises or at functions sponsored or participated in by the College.

Theft or other abuse of computer time, including but not limited to: a. unauthorized
entry into a file, to use, read or change the contents or for any other purpose

b. unauthorized transfer of a file c. unauthorized use of another individual's
identification or password d. use of computing facilities to interfere with the work of
another student, faculty member or College official. e. use of computing facilities

to interfere with normal operation of the College computing system f. use of
computing facilities to send obscene or abusive messages g. any other violation of
the Clarkson College computer use policy
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Violation of Law and/or Student Code of Conduct

1. If a student is charged with a felony that is in violation of federal, state or local
law, but not with any other violation of this Code, disciplinary action may be taken
and temporary sanctions imposed until a court decision is determined for grave
misconduct which demonstrates flagrant disregard for the College community.
The College has the authority to place a student on interim suspension pending
the Code of Conduct violation process or a court decision is determined. Interim
suspension can be imposed according to the determination of the College when
any of the following situations exist:

» The conduct of a student reflects a disregard for the principles of social
responsibility and self-discipline, and the continued presence of a student and/
or student group would disrupt the stability and continuance of the educational
mission and processes of the College.

» The conduct of the student endangers the well-being of other members of
the Clarkson College community or would prevent other members of the
community from having a safe living and learning environment, when such
situations cannot be eliminated by reasonable modifications.

* Such situations are detrimental to students and to the best interest
of the College; therefore, the College reserves this right to impose
interim suspension. Such determinations will be made after analyzing all
available, relevant information (the student’s observed conduct, actions
and statements) about the student in question, including any relevant
and readily available information from treating medical or mental health
professionals, or other professionals qualified to interpret this information,
and after consulting the Behavioral Intervention Team (BIT). This policy
will be applied in a non-discriminatory manner, and determinations shall
be based on conduct, actions and statements. If a student is placed on
interim suspension, the student may be temporarily separated from the
College; therefore, at the discretion of the College, the student may be
required to leave residential housing and/or College property, as well
as cease attending classes or other College activities within the time
specified in the notice of interim suspension. The student may also be
required to receive mandated medical assessments or treatments for an
interim period.

2. Any type of sexual misconduct/violence charges will be handled using the Sexual
Misconduct, SW-27 policy. For more information please contact the Title IX
Coordinator.

3. College disciplinary proceedings may be instituted against a student charged
with violation of a law, which is also a violation of this Code, for example if both
violations result from the same factual situation without regard to the pendency of
civil action in court or criminal arrest and prosecution. Proceedings under this
Code may be carried out prior to, simultaneously with, or following civil or criminal
proceedings off-campus.

4. When a student is charged by federal, state or local authorities with a violation of
law, the College will not request or agree to special consideration for that individual
because of his or her status as a student. If the alleged offense is also the subject
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of a proceeding of the Student Code of Conduct policy, however, the College may
advise off-campus authorities of the existence of the Student Code and of how
such matters will be handled internally within the College community. The College
will cooperate fully with law enforcement and other agencies in the enforcement
of criminal law on campus and in the conditions imposed by criminal courts

for rehabilitation of student violators. Individual students and faculty members,
acting in their personal capacities, remain free to interact with governmental
representatives, as they deem appropriate.

Procedure:

Student Code of Conduct Procedure

Unacceptable behaviors will not be tolerated, and students suspected of such conduct
are subject to disciplinary measures as outlined below. Persons involved in the Code of
Conduct issue will be expected to cooperate in all proceedings and will be held to the
strictest guidelines of confidentiality in all matters pertaining to the issue.

1. Any member of the College community may file a complaint against a student for
an alleged violation of the Student Code of Conduct.
a. The complainant notifies the student’s program director (or designee) of the

b.

alleged code of conduct issue, including evidence.
The complainant must complete the Student Code of Conduct Conference
Form. The conference form should be submitted within five business days (not
including holidays or semester breaks) of when the event was identified to the
program director.
The program director contacts the student regarding the alleged violation to the
Code of Conduct policy and schedules a meeting with the student to take place
within five (5) business days (not including holidays or semester breaks) of
receiving the Student Code of Conference Form. The program director advises
the student to bring all supporting evidence to the meeting.
Once the program director has been presented with information regarding
the alleged violation and the response of the accused student, the program
director has two primary options:

i. Find the accused student not responsible for violating the Code of

Conduct policy.

i. If the student is found not responsible for violating the Code of
Conduct policy, no disciplinary actions will be taken.

ii. Find the accused student more likely than not, responsible for violating the
Code of Conduct policy.

i. If the student is found to be in violation of the Code of Conduct policy,
the program director will follow the individual department’s disciplinary
procedures.

ii. The program director will document on the conference form the
disciplinary action taken and informs student of their right to due
process and timeline.*

iii. The program director will forward a copy of the form along with the
evidence to the Vice President of Operations VPO) and the BIT.
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The VPO and BIT’s purpose is for tracking and/or to recommend
additional monitoring of the behavior and/or support services.
iv. Disciplinary sanctions shall not be made part of the student’s
permanent academic record, but shall become part of the
student’s confidential record. Upon graduation, cases involving
the imposition of sanctions other than residence hall dismissal or
College suspension/dismissal may be expunged from the student’s
confidential record after five years. Disciplinary actions may be
expunged from the student’s confidential record five years after the
violation at the discretion of the BIT.
2. The VPO will review and track issues of code of conduct and report data and trends
of behavior to the College community.
3. If the student fails to meet with the program director within the aforementioned
deadline, the standing decision is final.
4. Severe infractions of the Student Code of Conduct Policy may warrant immediate
suspension or expulsion without the previously described steps as determined by
the program director and/or VPO.**

Sanctions and Remediation

In most cases, and as part of the educational process, some form of disciplinary/
learning sanction(s) will be assigned to students responsible for violating the Student
Code of Conduct. This policy outlines consequences for conduct violations based on the
level of severity and frequency of the infraction.

Minor violations and associated sanctions:

Minor violations are usually treated with an initial verbal or written warning. Repeated
minor offenses can ultimately lead to more strict consequences. Minor violations shall
be handled at the departmental level, but documentation of the violation will be tracked
by the VPO and BIT. Common examples of violations treated as more minor or typically
receiving warnings include but are not limited to the following:

« violation of departmental polices (e.g., attendance, clinical dress code violations)
» unprofessional behavior/communication with peers, faculty, staff or administration
(written or verbal, online or in person)

Major violations and associated sanctions:

Major violations are more significant or escalated in nature compared to minor
violations. More aggressive behavior, for instance, could lead to harsher penalties.
Written, documented warnings and suspensions are necessary penalties for major code
of conduct violations. Examples of violations treated as major violations include but are
not limited to the following:

* multiple minor violations (whether of the same or different nature as the first)
* theft
« falsification of time cards, signed forms or other College documents

Severe violations and associated sanctions
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Severe violations are often referred to as terminable offenses; violations considered
severe normally result in either suspension or separation from the College. Examples of
violations treated as severe violations include but are not limited to the following:

» multiple violations (whether of the same or different nature from the others)

valid claims of physical threats made against others

bringing a weapon to the College or College sponsored function

destroying College property

possessing or distributing illegal drugs and/or substances at the College or College
sponsored function

Although the following is not an exhaustive list of sanctions, it does provide examples of
sanctions that may be assigned:

Written warnings

Learning projects

Service to the community
Restitution

Monetary fines
Assessment

Referral for prosecution
Restrictions or loss of privileges
Disciplinary probation

10. Residence hall suspension
11. Residence hall expulsion
12. Interim suspension

13. Suspension

14. Withholding a degree

15. Expulsion
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More than one of the sanctions listed above may be imposed for any single violation.
Remediation

Clarkson College does not prescribe to the thought that sanctioning should be
exclusively punitive in nature. While punitive sanctions are sometimes necessary and
appropriate, the belief is that sanctioning should be approached foremost with the
educational interests of our students in mind. We endeavor to employ sanctions that are
specific to the individual students who find themselves as participants in the conduct
process. The intent of sanctioning a student who has been found responsible for a
violation is to help that student better understand themselves in relation to others and
grow in their decision-making processes, as well as to reduce the likelihood that the
student will violate the code of conduct again in the future. Based on the violation, the
student will perform one or more of the following remediation. The program director will
be responsible for choosing what remediation(s) is appropriate and ensuring that the
student carries out the remediation(s).

Reflective Remediation: Students may be asked to complete sanctions meant

to promote growth-oriented self-reflection. These sanctions may come in the form

of journaling, writing essays on issues related to code of conduct, or working to seek
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out new perspectives on these issues in order to more astutely develop a meaningful
personal ethic.

Community-Focused Sanctions: Students may be asked to complete sanctions that
are focused on the development of their community. These sanctions may include a
student putting together programs or events for their community, working to inform their
community about a particular issue, or galvanizing support from their community to
address a certain issue related to the student's violation(s).

Referrals to Campus Resources: Students may be referred to others on campus to
continue the process of reflecting on how they can make their time at the College more
successful. Some of the offices to which the student may be referred are the Success
Center (for counseling, support or assessment) or their program director (for career or
academic guidance).

Due Process

Code of conduct issues should be resolved at the lowest level possible. However,
when a student disagrees with the program director regarding the issue, the student
has fourteen (14) business days (not to include holidays or semester breaks) to submit
an appeal in writing to the VPO. If the student fails to meet the above deadline for
appealing a decision, the standing decision is final. The VPO will convene the Code

of Conduct Committee to review the appeal within fourteen (14) business days (not to
include holidays or semester breaks) of the request.

Code of Conduct Committee

The Code of Conduct Committee‘s purpose is to serve as an appellate board. The
membership of the Code of Conduct Committee will consist of the following: the Vice
President of Academic Affairs VPAA) and the VPO will be the co-chairs and non-

voting members of the Code of Conduct Committee. The co-chairs will deidentify the
dispute to maintain confidentiality. The co-chairs will convene five (5) members of

the College community for the Code of Conduct Committee. The co-chairs convene
administration, student support staff, faculty, and students who are deemed to not have
any conflicts of interest with regards to any part of the dispute. Members of the Code of
Conduct Committee will be held to the strictest guidelines of confidentiality in all matters
pertaining to the alleged violation. The committee will consist of the following:

» 1 academic dean or program director/coordinator selected by the co-chair who is
outside the student’s major or minor

« 1 faculty member selected by the Faculty Senate President who teaches outside
the student’s major or minor and who has had at least two full time semesters’
employment

« 1 student support staff selected by the Director of Student Support Services

» 2 students selected by the Student Government Association SGA) who are enrolled
outside the student’s major or minor and who have earned at least 24 semester
hours at Clarkson College

Committee Procedures
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» Once the committee is convened, all evidence submitted by the respective program
director and student will be provided by the co-chairs.
» Upon reviewing the evidence, each committee member will submit a confidential
ballot to the co-chairs indicating a substantiated or unsubstantiated vote.
- Substantiated: evidence supports the code of conduct violation charges
- Unsubstantiated: evidence is not sufficient to support the code of conduct
violation charges
» The outcome will be decided by a simple majority.

The Code of Conduct Committee’s decision is final. There is no appeal to this process.
*If Code of Conduct violations occur within two weeks of graduation, the VPO will
design an appropriate due process timeline.

*Administration, faculty, and staff retain the right to have a student removed from the
College premises (e.g., classroom, lab, office, etc.) if their behavior is disruptive or
threatening to others.

Copyright (Policy IT-4)

This policy addresses copyright in the context of resources used at Clarkson College.
Copyright is a form of protection grounded in the U.S. Constitution and granted by law
for original works of authorship fixed in a tangible medium of expression and covers
both published and unpublished works. The College promotes awareness of Federal
Copyright Law via policy and is not responsible for the improper or illegal use of any
copies of materials from its collections or from using its technology resources. It is the
individual's responsibility to guard against the infringement of rights that may be held by
others and for clearing reproduction rights and copyright restrictions when necessary.

Procedure:

Clarkson College recognizes that federal law makes it illegal to duplicate copyrighted
materials without authorization of the holder of the copyright, except for certain exempt
purposes. Under the "fair use" doctrine, unauthorized reproduction of copyrighted
materials is permissible for such purposes as criticism, comment, news reporting,
teaching, scholarship, or research. If duplicating or changing a product is to fall within
the bounds of fair use, these four factors outlined in the Federal Copyright Law must be
analyzed:

« the purpose and character of the use, including whether such use is of a
commercial nature or is for nonprofit educational purposes;

« the nature of the copyrighted work;

« the amount and substantiality of the portion used in relation to the copyrighted work
as a whole; and

* the effect of the use upon the potential market for or value of the copyrighted work.

As part of the Higher Education Opportunity Act (HEOA) of 2008, the Department of
Education released final regulations that must be addressed by all U.S. colleges and
universities on October 29, 2009. The HEOA provisions regarding copyright violations
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from unauthorized file sharing on campus networks are categorized into three main
requirements:

» An annual disclosure to students describing copyright law and campus policies
related to violating copyright law.

» A plan to "effectively combat” the unauthorized distribution of copyrighted materials
by users of its network, including "the use of one or more technology#based
deterrents.”

» A plan to "offer alternatives to illegal downloading.”

Clarkson College complies with the HEOA via the following:

* An annual email is sent to students containing the IT-4 Copyright and IT-2 IT
Resources Acceptable Use policies.

 Blocking of known illegal P2P file sharing protocols and applications is enforced at
the firewall level for all Clarkson College networks.

» Clarkson College does not host download services, however recommends students
visit the EDUCAUSE “Legal Sources of Online Content” site for a list of alternative
legal options: https://www.educause.edu/focus-areas-and-initiatives/policy-and-
security/educause-policy/legal-sources-onli

Clarkson College is a registrant of the Digital Millennium Copyright Act (DMCA)
Designated Agent Directory which provides safe harbor for online service

providers and provides contact information for infringement notification through the
copyright@clarksoncollege.edu address listed on the public web site. Upon receipt of
legitimate takedown notices, Clarkson College will respond expeditiously to remove, or
disable access to, the material that is claimed to be infringing or to be the subject of the
infringing activity per the DMCA requirements.

Legal References: Federal Copyright Law of 1976 (U.S. Code, Title 17)

Credit Hour Definition (Policy AA-55)

Clarkson College follows the Federal Regulation 34 CFR 600.2 definition of credit hour,
8668.8: 8668.9. Our academic programs follow a semester calendar and for the total
number of hours, a minimum of 2 hours per week/per credit of student study time is
added to the theory contact hour definition as defined below.

The Clarkson College contact definition for both online and on campus courses is as
follows:

1. Credit to contact hour conversions for all theory courses: One credit hour
equals 15 contact hours per semester, plus 30 hours of study time.
Examples:
* GEN 105 Medical Terminology = 1 credit hour = 45 contact hours per semester
* EN 101 English Comp | = 3 credit hours = 135 contact hours per semester
2. Credit to contact hour conversions for courses with a lab component:
a. General Education & Physical Therapist Assistant Program Courses: One
credit hour from the total credit hours listed for the course sections are for lab
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time and equal 45 contact hours with the exception of Cadaver Applications in
Anatomy courses.
Example:
e Bl 211 Human Anatomy theory = 4 credit hours = 135 theory contact
hours (3 credits) and 45 contact hours of lab (1 credit) per semester
e Bl 211 Human Anatomy lab= 0 credit hours
b. General Education Cadaver Courses: One credit hour = 15 contact hours
per semester for theory and 45 contact hours for lab.
Example:
» Bl 312 / Bl 806 Cadaver Applications in Anatomy theory = 2 credit hours =
30 contact hours, plus 30 hours of study time.
» Bl 312L / Bl 806L Cadaver Applications in Anatomy lab = 2 credit hours =
90 contact hours
c. Radiography Program Courses: One credit equals 15 contact hours per
semester with the exception of RT Procedures labs which 1 credit equals 30
contact hours per semester.

Example:
* RT 120L Exposures | lab =1 credit hour = 15 hours of contact per
semester
* RT 110L Procedures | lab = 1 credit hour = 30 hours of contact per
semester

d. Nurse Anesthesia Courses: 1 credit hour equals 15 contact hours per
semester with the exception of Cadaver Lab which is 1 credit hour equals 45
contact hours per semester.

Examples:
* AN 872L Principles of Anesthesia | Lab = 1 credit hour = 15 contact hours
per semester
* AN 806L Cadaver Application in Anatomy Lab = 2 credit hours = 90
contact hours per semester
3. Credit to contact hour conversions for clinical/internship/externship rotations
dependent on program:

a. Physical Therapist Assistant Program Clinical Courses: One credit hour
equals 40 clinical hours per week. Example: PTA 240 Clinical Practicum Il =5
credit hours= 200 clinical hours

b. Undergraduate Nursing Program Clinical Courses: One credit hour equals
3 clinical hours per week. Example: NS 126 Basic Nursing Skills Clinical = 2
credits = 90 clinical hours

c. Graduate Nurse Education, Graduate Nursing Administration, & Health
Care Business Professional Practice Experience (PPE) and Internship
Courses: One credit hour equals 45 clinical hours. Example: HM 367
Professional Practice = 3 credit hours ~135 clinical hours

d. Radiography Program Clinical Courses: One credit hour equals 60 clinical
hours. Example: RT 265 Clinical Experience | = 4 credit hours ~ 240 clinical
hours

e. Medical Imaging Program Clinical Courses: One credit hour equals 60
clinical hours. Example: MI385 CT Externship = 3 credits = minimum of 180
contact hours
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f. Community Health Fieldwork Course: One credit hour equals 45 fieldwork
hours. Example: CHL410 Fieldwork = 3 credit hours ~135 fieldwork hours

g. Nurse Practitioner Clinical Hours: Zero credit hours are dedicated to clinical
hours, however, 650 clock hours are required for the MSN and BSN-DNP
programs.

h. Nurse Anesthesia Program Clinical Courses: 15 credit hours are dedicated
to clinical practicum hours with a minimum of 2,000 hours required for the
program. Clinical hours never exceed 64 hours per week, averaged over four
weeks.

i. Doctor of Nursing Practice Residency Hours: Zero credit hours are
dedicated to residency hours. A minimum of 300 clock hours are required for
the program. All DNP students must complete a minimum of 1000 practice
hours (clinical and residency) to be eligible for graduation.

Crime Awareness & Campus Security (Policy SW-5)

Clarkson College adheres to the regulations of the Student Right-to-Know and Campus
Security Act of 1990. The College provides security services for all areas of the College
Campus.

Students, faculty, staff and employees are to report criminal actions and other
emergencies occurring on campus to Security. In accordance with the Student Right-
to-Know and Campus Security Act of 1990, 20 U.S.C., Section 1092, Clarkson College
provides information relating to campus crime statistics and security policies to current
and potential students and employees. The College may also provide this information to
the U.S. Department of Education.

Campus Safety Information:
https://www.clarksoncollege.edu/student-life/campus-safety/

Degree Plan (Policy AA-5)

The Degree Plan will include conditional admitted status, the courses that Clarkson
College will accept in transfer, and the specific courses the student will be required to
complete in order to meet graduation requirements.

The purpose of the Degree Plan is:

1. To ensure the student has a plan for meeting all Clarkson College requirements for
graduation in a timely and effective way;

2. To provide the student a basis for monitoring his/her own progress; and

3. To provide the student assurance his/her Degree Plan for meeting course and
program requirements is accurate.

Procedure:

Prior to registration, the Registrar’s Office will complete a Degree Plan for all new
students. Prior to the first semester of attendance each student will be assigned and
meet with an academic advisor, who will assist the student in the completion of the
Degree Plan course requirements.
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A Registrar's Office Representative will sign the Degree Plan and email the plan to the
student and academic advisor/program director at the beginning of the semester. The
signed Degree Plan becomes the student's plan for graduation and may not be changed
without formal written approval by the Program Director. The information on the Degree
Plan is contractual in nature. The degree plan is referred to as the Academic Plan,
which is available in Self Service to track courses required for degree completion.

Dismissal (Policy AA-24)

College Dismissal

College Dismissal refers to permanent expulsion from the College, which does not carry
the opportunity for readmission. Only by approval of the Vice President of Academic
Affairs (VPAA) or Vice President of Operations (VPO) may a student be dismissed from
the College.

Academic Dismissal

Academic dismissal refers to expulsion from an academic program. The individual is no
longer permitted to continue within the currently enrolled degree program but has the
option to reapply to any College academic program in the future.

Procedure

College Dismissal - When a student is dismissed from the College, the dismissal and
date of dismissal will be placed on the student’s transcript. The individual is no longer
permitted to be a student at Clarkson College and is not permitted to reapply to the
College in the future.

Drug and Alcohol (Policy SW-15)

Problems related to the use of alcoholic beverages and controlled substances lead

to a loss of individual effectiveness and may interfere with the educational process.
Clarkson College reaffirms its position of serious concern about and in opposition

to the abuse of alcoholic beverages and use of controlled substances. Clarkson
College complies with the Drug-Free School and Communities Act Amendments

of 1989 through the publication of the Drug and Alcohol Policy and other written
material distributed annually to students and employees. Clarkson College encourages
members of the College community to participate in drug and alcohol abuse education,
prevention, and treatment programs when appropriate. These regulations shall assure
that Clarkson College is in compliance with all applicable federal, state, and local
statutes, regulations, and ordinances. Clarkson College does not accept responsibility
for the conduct of individuals while they are off campus and not participating in a
College activity, however, students may be held accountable for the actions of their
conduct. The College realizes it cannot regulate the sale of alcoholic beverages by off-
campus businesses to members of the Clarkson College community.

Within the Clarkson College Community, the following regulations dealing with
drugs and alcohol apply:

1. Any currently enrolled student may be required to complete a drug/alcohol test.
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2. lllegal possession/use, sale, and/or sharing of drugs or drug related paraphernalia
on campus property or at College sanctioned events is considered an infraction
of Clarkson College policy. Clarkson College will cooperate fully with state and
federal law officials in the enforcement of all state and federal laws pertaining to the
possession, use, sale, and distribution of illicit substances.

3. Possession by minors is an infraction of Neb. Re. Statute 53-180.02 and is
punishable by three (3) months’ imprisonment, $500.00 fine, or both. All offenses
regarding possession of drugs and/or alcohol will also be subject to the disciplinary
procedures set forth by Clarkson College.

4. The procurement of alcoholic beverages for minors is a violation of Clarkson
College policy. The procurement of alcohol for minors, Neb. Rev. Statute 53-180,
is punishable by a maximum of one-year imprisonment, $1,000.00 fine, or both.
All offenses regarding procurement of alcohol for minors will also be subject to the
disciplinary procedures set forth by Clarkson College.

5. No alcohol shall be served at any event sponsored by Clarkson College or a
recognized Clarkson College organization, unless the alcohol is sold off-campus
by a licensed, independent vendor via a “cash bar” and only to persons of legal
age. No College organization will be permitted to use organizational funds for the
purchasing of alcohol.

6. Guests are bound by the same rules regarding alcohol and drugs as the students.
Members of the College community and their guests will be held responsible for
their behavior and any destruction that occurs while under the influence of alcohol
and/or other drugs. Violators will be asked to leave campus and/or be referred to
local authorities.

7. There will be absolutely no posted advertisement for alcoholic beverages in any
College publication, private, or public area.

8. The Vice President of Operations, the Director of Facilities, Residence Hall
Coordinator, or any Student Services counselor may notify parents or law
enforcement of violations. Notification may occur if it is believed that the student is
potentially a danger to themselves or to others or is in danger of jeopardizing their
academic career.

Violation of the Student Welfare Drug and Alcohol Policy

The consequences of violating the Student Welfare Drug and Alcohol Policy vary
according to the circumstances surrounding the violation. Thus, each of the following
categories of student violations is separated out below.

Students requiring drug/alcohol testing for their academic program requirements
will be given instructions on how to complete this testing. All testing expenses are
the responsibility of the student. If the results are negative, the student will proceed
academically.

Penalties for Student Welfare Drug and Alcohol Policy Violations

First Offense - If the student tests positive for drugs/alcohol, the student:

* Will be immediately administratively withdrawn from all laboratory/clinical/practicum
courses but may be allowed to remain in theory classes (without co-requisite
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clinical courses) while undergoing required drug/alcohol treatment according to
program requirements.

* Must meet with a College-approved counselor and successfully complete the
prescribed treatment plan.

» Will be allowed to continue in current and enroll in future laboratory/clinical/
practicum courses, if the student is complying with their treatment plan, and
deemed as safe to return to clinical practice by a college approved counselor

» Will be subject to random interval or scheduled interval drug/alcohol testing with
or without cause for suspicion, for as long as they are an enrolled student at the
College.

* May be ineligible to continue in the program of study if clinical agency placement is
not possible due to the student’s positive drug testing history.

* May be administratively withdrawn from the College, if the student does not comply
with the treatment plan set forth by the College provided counselor or refuses
subsequent drug and/or alcohol testing or has a second positive drug test.

» The Vice President of Operations, the Director of Facilities, Residence Hall
Coordinator, or any Student Services counselor may notify parents of violations.
Notification may occur if it is believed that the student is potentially a danger to
themselves or to others or is in danger of jeopardizing their academic career.

Second Offense - Dismissal from the College and forfeiture of any Clarkson
College scholarships.

If positive result is due to a legally prescribed medication:

» The student must have the form signed by the prescribing health care provider
stating he/she is prescribed that medication.

« A list of all the medications the student has been prescribed should be included on
the form and returned within seven (7) business days after the student is notified
of a positive test. The form will be sent to the Office of the VPAA, who coordinates
drug and alcohol results.

» The medication list will be approved/disapproved by the counselor and/or College
designee within three (3) business days.

« If the medication list is not approved by College designee, it will be viewed as a
positive drug screen.

» The student will not be allowed to participate in clinical setting until the proof of
treatment process is completed.

Medical Amnesty

A Clarkson College student seeking emergency medical attention for self or for another
person due to alcohol or drug consumption will not be charged with violation(s) of the
Clarkson College Drug and Alcohol policy as long as the student fully cooperates with
authorities involved, and complies with any required formal drug and alcohol evaluation
and treatment recommendations. Said evaluation will be conducted at the student’s
expense. Failure to fully cooperate will invalidate the medical amnesty, and standard
disciplinary action will be taken. Further, medical amnesty does not protect students
from disciplinary action who are found to be in violation of other Clarkson College
policies, such as destruction of property, assault, and/or theft. Medical amnesty will not
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be abused. Should a student who invokes medical amnesty have a subsequent drug
or alcohol experience requiring emergency medical attention, he/she may be excluded
from medical amnesty and be subject to disciplinary action.

Nebraska LB 439 outlines provisions for the reporting of persons who may be affected
by acute alcohol poisoning due to severe intoxication. In such circumstances, these
provisions allow for the person to report him/herself or another person to the authorities
and be granted immunity from prosecution. The reporter must remain on the scene and
fully cooperate with medical assistance and law enforcement personnel. LB 439 does
not provide legal amnesty for drug-related offenses.

Procedure:

On-Campus Testing:

If student is on campus (Nebraska Medicine/UNMC/Clarkson College):

1. The faculty/staff will notify UNMC Public Safety at (402) 559-5111 immediately and
Program Director or designee with location information.
2. UNMC Public Safety will remove the student from class/area and take to a private
setting and wait for further assessment.
3. UNMC Public Safety will call Midlands Testing Services (MTS) at (402) 658-1122
and notify them of the site and contact person.
4. MTS will come directly to the site to complete the testing. Upon arrival, MTS will call
the contact phone number for the location of the student.
5. The faculty/staff will complete the checklist for making reasonable cause
determination.
6. After testing, UNMC Public Safety will direct the student to contact a family
member/friend for transportation to be removed from the site. If needed, UNMC
Public Safety will arrange taxi service for the student. Taxi expenses will be the
responsibility of the student.
The faculty/staff will discuss the checklist with the Program Director or designee.
8. The faculty/staff will also schedule a debriefing with the VPO/VPAA Program
Director/BIT member the next business day.
9. Students who refuse testing or fail to comply with any step in the processes above
will be considered a positive test result.
10. The student will pay for all costs associated with the testing, including
transportation costs.
11. If the student appears to be a threat to self or others: Contact local authorities
immediately-Call 911

~

Off-Campus Testing:

If student is at an off campus/non-Nebraska Medicine/lUNMC/Clarkson College
Campus/clinical site or other College approved activity:
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. Remove the student from patient care/activity and arrange for student oversight
based on the clinical/facility policy. The student is to remain in that location until
testing is completed unless clinical site policy/procedure is to follow another
process. Please consult in advance with the clinical site to determine how to
address these situations.

. Person/s who suspects the student is under the influence will contact the Program
Director or designee to report suspected student impairment and provide the
following information — name and contact phone number of person reporting the
incident, clinical site location (include full address for clinical site and department),
student name and program.

. The Program Director or designee will call Midlands Testing Services (MTS) at
(402) 658-1122 and notify them of the site and contact person.

. MTS will come directly to the site to complete the testing. Upon arrival, MTS will call
the contact phone number for the location of the student and follow onsite testing
procedures.

. The Program Director or designee will complete the Checklist (Appendix D) for
Reasonable Cause Determination and submit this to the VPAA and VPO, as soon
as possible.

. After testing, the person/s who suspects the student is under the influence will
direct the student to contact a family member/friend for transportation to be
removed from the site. If needed, taxi service for the student will be arranged. Taxi
expenses will be the responsibility of the student.

. Students who refuse testing or fail to comply with any step in the processes above
will be considered a positive test result.

. The student will pay for all costs associated with the for-cause testing, including
transportation costs.

. If the student appears to be a threat to self or others:Contact local authorities
immediately-Call 911!

Student confidentiality of all information will be maintained.

Drug testing on minors may need parental or guardian consent. If consent is not
obtained, so that drug testing cannot be completed, the minor student will be treated as
though they were tested, and the results were positive.

E-mail (Policy IT-1)

Acceptable Use

The acceptable use of Clarkson College email is governed by the IT-2 IT Resources
Acceptable Use policy.

Ownership of Email / Privacy

Clarkson College owns all Clarkson College email accounts. This includes all data
stored or transmitted via the email accounts.
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While Clarkson College will make every attempt to keep email messages secure,
privacy is not guaranteed, and users should have no general expectation of privacy

in email messages sent through Clarkson College email accounts. Under certain
circumstances, it may be necessary for IT staff or other members of Clarkson College
administration to access Clarkson College email accounts. These circumstances may
include, but are not limited to, maintaining the system, investigating security or abuse
incidents, or investigating violations of this or other Clarkson College policies. Clarkson
College employees may also require access to an email account in order to continue
business where the email account holder will not or can no longer access the email
account for any reason (such as death, disability, illness or separation from the College
for a period of time or permanently). Such access will be permitted on an as-needed
basis and any email accessed will only be disclosed to individuals who have been
properly authorized and have an appropriate need to know or as required by law.

Procedure:
External Communication

Clarkson College email communication sent to external parties must be classified as
one of the following types of messages:

« Commercial — advertises or promotes a commercial product or service, including
content on a website operated for a commercial purpose.

» Relational or Transactional — facilitates an already agreed-upon transaction or
updates a customer about an ongoing transaction.

» Informational or Other — provides information requested of Clarkson College
or about Clarkson College but without a commercial, relational, or transactional
component.

Clarkson College commercial emails must follow CAN-SPAM and Canadian Anti-Spam
Law (CASL) Regulations regarding the transmission of commercial messages. Such
messages must provide for individuals to opt-out from receiving future commercial
messages.

Clarkson College’s Marketing Department maintains a master list of email address for
individuals that have expressed an opt-out preference. Any commercial messages must
have email addresses on this opt-out list removed before being transmitted to intended
recipients.

Account Creation

Clarkson College email accounts are created based on the formal name of the
employee as listed in the Human Resources system. Student and alumni accounts are
created based on the name on record in the student information system. Requests for
name changes to correct a discrepancy in an email address or recognize a formal name
change may be submitted via the IT Help Desk. Requests for mail aliases are evaluated
on a case-by-case basis.

Requests for temporary email privileges for contractors and outside affiliations may be

requested via the IT Help Desk and must have Director level approval and justification.

An expiration date for the account is required upon submission and will be applied to all
outside accounts.
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Email Retention and Disposal

The Clarkson College IT Department does not back up email accounts as part of the
IT-8 Data Backup policy. Microsoft, as a part of their Software-as-a-Service (SaaS)
offering, manages the availability of Clarkson College email accounts. As of the latest
revision of this policy, a 99.9% uptime is guaranteed for the service.

Recovery of items deleted from the Deleted Items folder can be performed by users
and/or IT up to thirty (30) days from the time of deletion unless the user manually
purges items from the Recoverable Items folder.

It is the responsibility of Clarkson College employees and students to preserve
information contained within email accounts that is vital to the operation of the college or
tenure as a student.

Expiration of Accounts

Individuals may leave Clarkson College for a variety of reasons, each of which could
require a different expiration procedure for email accounts. The policy governing
known instances is outlined below. Clarkson College reserves the right to revoke email
privileges at any time.

* Employees — Employees who leave the college will have email privileges removed
effective on their last worked day. If such separation is for cause, email privileges
may be immediately revoked without notice. In either situation, the employee’s
manager must submit a termination request for the account via the IT Help Desk to
inform IT of the anticipated last day.

» Students who leave before graduation — Students who leave Clarkson College
without completion of their degree or other program may keep their email privileges
for one (1) academic year from the last term when they were registered.

* Dismissed students — If a student is dismissed from Clarkson College, email
privileges will be terminated immediately upon the notice and directive of the Vice
President of Academic Affairs, Vice President of Operations, or the Registrar’s
Office.

* Alumni — students who have graduated from Clarkson College will keep their
email privileges for one (1) academic year from the last term when they were
registered. Alumni wishing to join the Alumni Association may apply for a Clarkson
College Alumni Email account. This is a @clarksonalumni.net email account that is
separate from employee/student accounts. The Alumni Association determines the
expiration of these email accounts.

Salesforce.com

Email messages sent through Salesforce.com are to be identified as informational,
transactional, or commercial. Commercial messages are to be sent in accordance with
the CAN-SPAM and CASL requirements.

Personal Email Accounts

In order to avoid mixing Clarkson College business with personal communications,
employees must never use non-Clarkson College email accounts (e.g. personal Gmail,
Hotmail, etc.) to conduct business operations.

Spam and Phishing
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Spam is defined as unsolicited and undesired advertisements for products or services
sent to a large distribution of users.

Phishing is defined as the attempt to acquire sensitive information such as usernames,
passwords, and credit card details (and sometimes, indirectly, money), often

for malicious reasons, by masquerading as a trustworthy entity in an electronic
communication.

All incoming email is scanned for viruses, phishing attacks, and Spam. Suspected
messages are blocked from the user’s inbox. Due to the complex nature of email, it is
impossible to guarantee protection against all Spam and virus infected messages. In
many cases, viruses or phishing appear to be sent from a friend, coworker, or other
legitimate source. Do not click links or open attachments unless the user is certain of
the legitimacy of the nature of the message. If any doubt exists, the user should contact
the Clarkson College IT Help Desk at HelpDesk@clarksoncollege.edu

Emergency Notification, Response and Evacuation (Policy SW-30)

Individuals should report all emergencies by calling 9-5555 from any campus phone,
402-559-5555 via cellular phone, or by using the blue light emergency phones, which
are available at various locations on campus.

Clarkson College will, without delay, and taking into account the safety of the
community, determine the content of an emergency notification and initiate a campus
emergency notification, unless such notification will, in the professional judgment of
campus authorities, compromise efforts to assist victims or to contain, respond to, or
otherwise mitigate an emergency.

The only reason Clarkson College would not immediately issue a notification for a
confirmed emergency or dangerous situation is if doing so will compromise efforts to:

e Assist a victim > Contain the emergency

* Respond to the emergency, or

» Otherwise mitigate the emergency (example: agreeing to a request of local law
enforcement of fire department officials)

Campus authorities who are responsible for carrying out or authorizing the use of
Emergency Notification are:

Director of UNMC Public Safety
President

Vice President of Operations
Director of Facilities

Information will be released upon confirmation of a significant emergency or dangerous
situation involving an immediate threat to the health or safety of students or employees
occurring on campus.

Examples of “immediate threat” are:

e Tornado or extreme weather
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* Armed Intruder
« Bomb Threat
* Gas Leak

Warnings will likely include the nature of the threat, source of the information and
suggested precautions to be taken. The entire campus community will be notified when
there is at least the potential that a very large segment of the community will be affected
by a situation, or when a situation threatens the operation of the campus as a whole.

There will be a continuing assessment of the situation, and additional segments of the
campus community may be notified if a situation warrants such action.

Campus authorities will determine how much information is appropriate to disseminate
at different points in time based on the event.

Clarkson College has multiple methods of warning our College campus for any
significant emergency.

» College & Student All email.

* Announcements over the PA system.

« Alert notification system that will call, text, and email all registered users.
» Notices on our public Website, Facebook and other media outlets.

The procedures will be based on the situation.

 For a fire, we would initiate the “Fire Evacuation Plan” where each floor is to
evacuate the building through a specific stairwell.

* For a tornado, we would initiate the “Tornado Evacuation Plan” where each floor is
the move to the designated shelter area.

» For an Armed Intruder, we would initiate the “Armed Intruder” plan that explains
how to proceed based on your specific situation and location.

Emotional Support Animal (Policy SW-38)

Aligned with the Fair Housing Amendments Act of 1988 and Section 504 of the
Rehabilitation Act of 1973, Clarkson College (hereafter referred to as "College")
recognizes the importance of Emotional Support Animals (ESA) in providing emotional
support to individuals with disabilities. The College is committed to allowing ESAs when
necessary to provide individuals with disabilities an equal opportunity to use and enjoy
Student Housing. Approval of an ESA in Student Housing requires: 1) the individual
has a disability, 2) the animal is necessary to afford the individual an equal opportunity
to use and enjoy a dwelling, and 3) there is an identifiable relationship between the
disability and the support the animal provides.

No ESA may be kept in College housing at any time prior to the student receiving
approval for an ESA. Any student who brings an animal into the residence hall without
the requisite approval will be subject to penalties under the College's Code of Conduct
Policy. Generally, the presence of only one ESA will be approved for a student, in order
to fulfill the intent of the Fair Housing Act (FHA) requirements in providing support to a
student with a documented mental health disability.
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To be able to have an ESA reside in campus housing, the student must first contact
the Accommodations Coordinator and complete the appropriate documentation
requirements.

Definition of Emotional Support Animal

An ESA pertains to a category of animals that provide necessary emotional support

to an individual with a disability such that this support alleviates one or more identified
symptoms of an individual's disability. Unlike a Service Animal, an ESA does not need
to be trained to provide a service or a task and does not accompany a person with a
disability at all times. Fair Housing regulations only apply to housing facilities; therefore,
ESAs are not permitted in other areas of the College (e.qg. libraries, academic buildings,
student center, classrooms, labs, lobbies, etc.).

Guidelines and Requirements for ESA's

An exception to the College's Pet Policy is granted for approved animals provided
that their behavior, noise, odor, and waste do not exceed reasonable standards for
a well-behaved animal and that these factors do not create an unreasonable living
environment or frequent disruptions for other residents. If the noise (crying, barking,
meowing, etc., especially when the student is not around) is excessive, as judged
by residence life staff, it is grounds to rescind permission for the specific ESA to be
in campus housing. The following factors (among others) are used as evidence in
determining whether the presence of the animal is reasonable:

* The size of the animal is too large for available assigned housing space (according
to the Animal Welfare Act Regulations)

» The animal’s presence would force another individual from his/her assigned
housing (e.g. serious allergies)

* The animal’s presence otherwise violates individuals’ right to a quiet living
environment

» The animal is not housebroken or is unable to live with others in a reasonable
manner

» The animal’s vaccinations and licensing is not up to date

» The animal poses or has posed a direct threat to the individual or others, such as
aggressive behavior towards or injuring the individual or others, or the potential of
transmission of zoonotic diseases

* The animal causes or has caused excessive damage to the residence hall space
beyond reasonable wear and tear

Care and Supervision of Emotional Support Animal

The individual with the disability who has requested an accommodation of an ESA and
received approval of said accommodation is the “owner.” The care, supervision, and
custody of the ESA are the sole responsibility of the owner. The owner is required to
ensure the animal is well cared for at all times. Any evidence of mistreatment or abuse
may result in the immediate removal of the animal and/or discipline for the owner. The
owner must be in full control of the ESA at all times. The ESA must be maintained (e.g.,
kept clean, free from fleas and/or ticks, etc.) by its owner and may not create safety
hazards for other people.
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The owner must abide by current city, county, and state ordinances, laws and
regulations pertaining to licensing, vaccination, and other requirements for animals.

It is the owner’s responsibility to know and understand these ordinances, laws, and
regulations. The College has a right to require documentation of compliance with such
ordinances, laws, and regulations, which may include a vaccination certificate. The
College reserves the right to request documentation showing the animal has been
licensed.

The owner is required to clean up after and properly dispose of the animal’s waste

in a safe and sanitary manner. The College retains the right to designate a particular
area for the ESA to relieve itself and/or for the disposal of its waste. The student is
financially responsible for any and all actions of the animal involving bodily injury or
property damage. This includes, but is not limited to, any replacement of furniture,
carpet, window, or wall covering as well as cleaning costs considered above normal and
reasonable for the living facility.

If a student chooses to replace an existing ESA with a different ESA, the student must
file a new request and comply with all terms and conditions herein specified.

The owner may not leave an ESA overnight in student housing to be cared for by any
individual other than the owner. The owner is responsible for ensuring that the ESA is
contained, as appropriate, when the owner is not present during the day while attending
classes or other activities. The owner must provide the name and contact information of
a person who is willing and able to take the ESA in the event of an emergency.

Request for Emotional Support Animal in Student Housing

Students must receive approval for an ESA by the Accommodations Coordinator
prior to bringing their animal to campus. Therefore, the College requests that the
student provide as much advance notice as possible prior to the desired move-in
date so that the College can best accommodate the student and the animal. The
Accommodations Coordinator, on a case-by-case basis, will appoint a committee

to review documentation, make a decision, and communicate with the appropriate
members of the College community. If approved, the Accommodations Coordinator will
notify the Residence Hall Coordinator and Director of Facilities. The Residence Hall
Coordinator will contact the student for additional details and, along with the student’s
other housing preferences and/or needs, make a Student Housing assignment. All
students requesting an ESA must complete the applicable ESA Process Paperwork.

A request for an ESA may be denied if: 1) there is not a determination of necessity for
the presence of an ESA to create equal opportunity to use and enjoy a dwelling, 2)
there is no relationship identified between the disability of the individual and the support
the animal provides, 3) the presence of the animal imposes an undue financial and/

or administrative burden, 4) the presence of the animal fundamentally alters student
housing policies, and/or 5) the presence of the animal would pose a direct threat to the
health and safety of others or would cause property damage.

The College will not ask for or require the owner to pay a fee or surcharge for an ESA.

However, the owner may be charged for any damage caused by the ESA beyond

reasonable wear and tear to the same extent that other individuals are charged for

damages beyond reasonable wear and tear. The owner’s living accommodations also

may be inspected for fleas, ticks or other pests if necessary as part of the College’s
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standard or routine inspections. If fleas, ticks or other pests are detected through
inspection, the residence will be treated using approved fumigation methods by a
College approved pest control service. The owner will be billed for the expense of any
pest treatment above and beyond standard pest management in Student Housing.

Violation of Policy

The owner must fully cooperate with College personnel with regards to meeting the
terms of this policy and developing procedures for care of the ESA. The College may
require the owner to remove the animal from Student Housing if: 1) the animal poses
a direct threat to the health and safety of persons at the College, 2) the animal causes
physical damage to property, 3) the presence of the animal fundamentally alters the
nature of College operations, 4) the animal creates an unmanageable disturbance or
interference with the College community, and 5) the owner does not comply with the
owner responsibilities set forth in this policy. Any removal of an ESA will be done in
consultation with the Accommodations Coordinator and may be appealed through the
College’s grievance procedures.

Emotional Support Animal Student Housing Agreement:

https://www.clarksoncollege.edu/default/assets/File/
EmotionalSupportAnimalAgreement.pdf

Enrollment Status (Policy AA-23)

A full-time undergraduate student at Clarkson College must be enrolled in an equivalent
of 12 credit hours or more of course work per semester.

A full-time graduate student at Clarkson College must be enrolled in an equivalent of 6
credit hours or more of course work per semester.

Family Education Rights & Privacy Act (Policy SS-9)

The Family Education Right and Privacy Act (FERPA) is a federal privacy law that gives
students certain protections with regard to their education records such as grades,
transcripts, disciplinary records, contact and family information and class schedules. To
protect the student’s privacy and the law generally requires schools to ask for a written
consent before disclosing personally identifiable information to individuals other than the
student.

A Buckley hold is placed on a student's academic record that prohibits the college
from releasing directory information to anyone other than the student, except to school
officials with a legitimate educational interest, and in other situations where consent is
not required by law, such as a lawful subpoena.

Clarkson College hereby designates the following categories of student information as
public or “Directory Information.” The institution may disclose such information for any
purpose, at its discretion.

Category I: Name, photograph, current and permanent address, marital status,
telephone number, dates of attendance, classification, current class schedule.
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Category IlI: Previous institution(s) attended, major field of study, awards, honors
(includes Dean’s List), degree(s) conferred (including dates).

Category lll: Past and present participation in officially recognized activities, physical
factors, date and place of birth.

Clarkson assumes that failure on the part of any student to specifically request the
withholding of categories of “Directory Information” indicates individual approval for
disclosure.

A student has the right to inspect all official College records, files, and data directly
related to him/her. The College maintains these records for each student: application
and general correspondence, evaluations, tests and grades, reports of disciplinary
infractions, health and attendance, financial aid, and student information. Records not
included in this provision are parents’ financial records and confidential statements of
recommendation in the student’s file prior to January 1, 1975.

The College will release personal student data to other persons only if the student signs
a consent form to release requested information, states the reason for such release,
and names the person to whom the records should be sent. However, the College must
comply with any judicial order or lawfully ordered subpoena upon the condition that the
student is notified of all orders in advance by the College.

1. College officials having a legitimate educational interest.

2. Parents of financially dependent students, dependent as defined in the Internal
Revenue Code of 1954, Section 152.

3. Officials connected with a student’s application for or receipt of financial aid.

4. Organizations conducting research for predictive tests under the conditions
specified by law.

5. Secretary of Health and Human Services and certain other lawfully designated
local, state and federal officials.

6. Persons representing accreditation agencies in their official capacity as visitors.

Information about students or former students will not be released without the consent
of the student other than in the exceptions stated in the Federal Act. FERPA affords
students certain rights with respect to their educational records.

* The right to inspect and review the student's education records within 45
days after the day the Clarkson College receives a request for access. A
student should submit to the Registrar a written request that identifies the record(s)
the student wishes to inspect.

* The right to request the amendment of the student’s education records that
the student believes is inaccurate or misleading. Students may ask to amend
a record that they believe is inaccurate or misleading. Grades are not subject to
challenge.

* The right to consent to disclosures of personally identifiable information
from the student's education records, except to the extent that FERPA
authorizes disclosure without consent. One exception that permits disclosure
without consent is disclosure to school officials with legitimate educational interests.
A school official has a legitimate educational interest if the official needs to review
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an education record in order to fulfill his or her professional responsibilities for the
college.

* The right to file a complaint with the U.S. Department of Education
concerning alleged failures by the Clarkson College to comply with the
requirements of FERPA. The name and address of the Office that administers
FERPA is:

U.S. Department of Education
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202

Procedure:

Currently enrolled students may withhold disclosure of any directory information under
the Family Educational Rights and Privacy Act of 1974. To withhold disclosure, written
notification must be submitted to the Registrar’s Office with a Buckley Hold form.

FERPA information will be emailed to students, staff and faculty at the beginning of
each fall semester by the Registrar's Office.

Forms Submission

Advisors will help students concerning their academic program, but students are
responsible for making and carrying out their own decisions. Completion and
submission of all forms to the appropriate office to implement actions taken by students
(for example, withdrawal from a course) are the responsibility of the student and cannot
be delegated to faculty or staff.

Freedom of Expression (Policy OG-22)

Clarkson College defends the right of free expression of ideas, including the right of
peaceful assembly. The College will uphold this right on behalf of all persons associated
with Clarkson College and will disapprove actions by any group or individual that would
seek to restrict the appropriate freedoms of any other group or individual.

Procedure:

The College reserves the right to place reasonable time, manner, and place restrictions
on all forms of expression.

The College encourages all its members to resolve concerns/issues by communicating
with the individual(s) directly involved. If this attempt fails or is not feasible, the
established order of Clarkson College personnel listed below should be used for initial
communication and appropriate direction as needed. Confidentiality in communication
of any concern/issue shall be limited to persons who have a need to know.

Academic Issues

* Faculty directly involved
» Program Director
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» Dean, where applicable
* Vice President of Academic Affairs (VPAA)

Non-Academic Issues

* Individual(s) directly involved
» Supervisor/Manager
* Vice President of Operations

Grade Change (Policy AA-37)

A permanently recorded grade may only be changed in cases of calculation error or
other recording error by the faculty member who assigned it or, in case of a change in
personnel, by the Program Director.

A permanently recorded grade may only be changed by a faculty member and/or
Program Director within one semester following the completion of the course.

A student request for review of a course grade must be initiated within one semester
following the completion of the course and submitted with a Petition for Reconsideration
Form.

Grade Point Average (Policy AA-29)

The Grade Point Average (GPA) System is used to determine the student's academic
progress toward graduation.

Procedure:

A student's Cumulative Grade Point Average (CGPA) is based upon cumulative course
grades completed at Clarkson College. The CGPA is calculated by dividing the total
number of credit hours attempted into the number of Total Quality Grade Points Earned
(see AA-6 Letter Grades and Quality Points Policy). The CGPA is not affected by "P,"

"NP," "AU," "CR," "NC," "I," “IP,” "W,” "WP," or "WF")
P = Passing

NP = Not Passing

AU = Audit

CR = Credit

NC = No Credit

| = Incomplete

IP = In Progress

W = Withdraw

WP = Withdrawal Pass
WE = Withdrawal Fail

All courses taken at Clarkson College within the same division (undergraduate or
graduate) will be included in the Cumulative Grade Point Average (CGPA).

A student may remove a grade from the CGPA by repeating the course. Both courses
will permanently remain on the academic record/transcript, but only the higher grade (or
most recent for duplicate grades) will be used in calculating the CGPA.
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Grade Reports

Final grade reports will be available to students and advisors within one week following
the end of a semester. Mid-term grade reports will be available to students one week
following mid-term week.

Graduation Requirements (Policy AA-8)

Students are responsible for initiating the action to conclude their college degree work
by completing the Clarkson College Graduation Application.

Students must fulfill all of the following requirements for graduation to be eligible for the
awarding of a certificate and/or degree.

1. Candidacy for graduation has been approved;
2. All academic requirements have been met;
3. Financial obligations have been met

Procedure:

The completed application must be submitted to the Registrar’s Office one semester
prior to the semester of graduation according to the following timeline:

1. No later than the 10th week of the Fall or Spring Semester or
2. No later than the 4th week of the Summer Semester prior to the semester of
graduation.

The Registrar's Office will initiate a graduation audit after receiving the student's
application for graduation. The audit is emailed to the student and their academic
advisor is copied.

Students who are not passing their required courses by Monday of the week of
graduation (5 business days prior to commencement) will not be eligible to participate
in the graduation ceremony; cap and gown fees will be non-refundable. Students will be
notified by their Program Director.

The Registrar’s Office will not send information nor correspond with any licensing
agency, certification program, or credentialing center regarding program completion
until all of the above obligations have been met.

A signed diploma will be issued upon verification of successful completion of all course
work, program requirements, and when all financial and academic obligations have
been met.

Health and Safety Requirements (Policy SW-7)

All Clarkson College students, at their own expense (non-refundable), may be
required to complete certain health and safety requirements according to individual
program needs. Students will not be allowed access to classes and/or attend clinical,
per program specifications, when out of health and safety compliance. Students
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will be provided specific instructions for their academic program health and safety
requirements.

Health and safety requirements are subject to immediate change in order to
maintain compliance with state and federal requirements, Center for Disease Control
requirements and standards of practice.

Health & Safety Information:
https://www.clarksoncollege.edu/student-life/health-safety/

Identification Badge (Policy SS-10)

An identification badge is issued to all Clarkson College students.
Procedure:

The identification badge can be used to obtain a parking permit, as identification in
patient care areas, to write a check, to check out books from the Library, and at various
other functions when a valid student identification card is required.

There is a replacement charge for lost identification badges.
Incomplete Grades (Policy AA-10)

A final grade of Incomplete “I” is a temporary grade but must be maintained on the
Academic Record (transcript) until a grade is assigned.

Procedure:

Assignment of an “I” is at the discretion of the course instructor and appropriate
Director. The student who is passing in a course may be assigned a final grade of "I" if
some portion of the course work remains unfinished or if there is an Academic Integrity
issue under review.

Students who receive an incomplete during the semester that they apply for graduation
must complete course requirements by census day of the following semester. The
graduation date for students, who fail to meet course requirements by the required
deadline, will be moved to the next semester graduation and graduate at the end of the
appropriate term.

An Incomplete Grade Form must be completed and signed by the instructor identifying
the reason for requesting an incomplete, the specific work that the student must
complete to receive a final grade, and the date by which the work must be completed.
An incomplete grade must be removed within the time designated by faculty or the "I"
will automatically convert to an "F" grade.

Independent Study (Policy AA-41)

Independent Study refers to courses concerning special topics arranged under the
supervision of Clarkson College faculty.

Procedure:
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https://www.clarksoncollege.edu/student-life/health-safety/

Students may pursue Independent Study if a faculty member is available to supervise
the experience. The project or study to be pursued by the student must be approved by
the program director. No more than six (6) credit hours of undergraduate or graduate
course work may be pursued as Independent Study.

Information Security Program (Policy IT-9)

This policy outlines the Information Security Program (“Program”) at Clarkson College.
This policy directs the program to effectively secure data and information at Clarkson
College and comply with regulations such as the Gramm-Leach-Bliley Act. Clarkson
College follows NIST publication SP 800-171 as a baseline to guide its information
security framework.

Procedure:
Designation of Representatives:

The Director, College Technology Services is appointed as the Program Officer who
shall be responsible for coordinating and overseeing the Program. The Program
Officer may designate representatives in applicable departments to be responsible for
maintaining covered data and information who shall take serious and meaningful steps
to protect information in accordance with the Program. (see Appendix)

These designated representatives’ roles, responsibilities, and the steps they take are
consistent with Clarkson College’s policies IT-10 Data Classification and Protection and
IT-11 Data Stewardship.

Covered Data and Information:

In this Program, the term “covered data and information” is defined as and includes
Student Financial Information required to be protected under the Gramm-Leach-Bliley
Act (GLBA), as well as credit card information protected by the Payment Card Industry
Data Security Standard that received in the course of business by the College. Covered
data and information includes both paper and electronic records.

Student Financial Information is defined as information that the College has obtained
from a student in the process of offering a financial product or service, or such
information provided to the College by another financial institution. Examples of offering
a financial product or service include offering student loans to students, receiving
income tax information from a student’s parent when offering a financial aid package,
and other miscellaneous financial services as defined in 12 C.F.R 225.28. Examples of
student financial information include bank and credit card account numbers, income and
credit histories, and Social Security numbers.

Elements of the Program:

1. Risk Identification and Assessment. As part of the Program, the College intends
to identify and assess internal and external risks to the security, confidentiality,
and integrity of nonpublic financial information that could result in the unauthorized
disclosure, misuse, alteration, destruction or other compromise of such information.
These risks include, but are not limited to:
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a. Unauthorized access of covered data and information by someone other than
the owner.

b. Compromised system security as a result of system access by an

unauthorized person

Interception of data during transmission

Loss of data integrity

Physical loss of data in a disaster

Corruption of data or systems

Unauthorized access through hard copy files or reports

. Unauthorized transfer of covered data and information through third parties
ThIS is not a complete list of risks associated with the protection of covered
data and information. Since technology is ever-changing, new risks are created
regularly. In response, the College actively monitors new risks through the IT Risk
Assessment.

2. Design and Implement a Safeguards Program.

a. Security Awareness Training.

i. Clarkson College makes its policies outlining the safeguarding of
information available to all employees. Employees are informed of
the location of these policies upon employment and are educated to
understand and adhere to them.

ii. Clarkson College employees working in areas that interact with covered
data and information are required to undergo security awareness training
upon hire and annually thereafter to obtain and maintain access to
information systems. Topics of the training may include proper security,
handling, and disposal of “Sensitive Data” and “Restricted Data” in
addition to, cyber security best practices and phishing/pretexting training.

iii. Security awareness training will be centrally provided to all Clarkson
College employees (faculty, staff, administration, program directors, etc.).

iv. It is the responsibility of the manager to enforce that required training is
completed.

b. Information Systems and Information Processing and Disposal.

i. Clarkson College will take reasonable and appropriate steps consistent
with current technology developments to provide for the security, safety,
and integrity of all covered data and information. NIST publication SP
800-171 will be used as a baseline to define gaps in security.

ii. When commercially reasonable, encryption technology will be used for
both storage and transmission of covered data and information.

iii. Upon disposal of hardware, a record providing proof of destruction will be
kept on file for systems containing covered data and information.

c. Detecting, Preventing, and Responding to Threats.

i. The Program Officer may designate representatives of the IT department
to be responsible for the monitoring of threats, verification of system
integrity, scanning of potential vulnerabilities, and remediation of risks.

3. Overseeing Service Providers
a. Due to various constraints or specialized needs, outside service providers may
be needed to provide resources the College determines not to provide on its
own.
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b. In choosing service providers, an evaluation will be done to determine that the
provider is capable of meeting the required safeguards for confidential financial
information.

c. Example provisions may include;

i. An explicit acknowledgement that the contract allows the service provider
to access confidential information;

ii. A specific definition or description of the confidential information being
provided;

iii. A stipulation that the confidential information will be held in strict
confidence and accessed only for the explicit business purpose of the
contract;

iv. A provision providing the return or destruction of all confidential
information received by the service provider upon completion or
termination of the contract;

v. An agreement that any violation of the contract’s confidentiality conditions
may constitute a material breach of the contract and entitles the College to
terminate the contract without penalty; and

vi. A provision ensuring that the contract’s confidentiality requirements shall
survive any termination agreement.

d. The appendix attached to this agreement outlines a model contract provision to
be used with all future applicable service providers on or after July 1, 2017.

4. Evaluation and Adjustment to Program

a. The Information Security Program will be subject to periodic review and
adjustment. The most frequent reviews will occur between the Program Officer
and designated representatives in response to risk identification, new threats,
changing technologies, and compliance regulations.

b. The Program Officer will designate a role or function that maintains a plan
of action to address identified improvements based on the periodic reviews
and track completion of activities designed to correct deficiencies and reduce
or eliminate vulnerabilities. The plan will be reviewed by the Program Officer
and designated representatives to ensure progress is made to appropriately
manage risk and improve the College’s information security posture.

c. The Information Security Program will be subject to annual policy review
before Operations Council. Covered items may include:

i. Review of compliance and operational imperatives

ii. Review of the Information Security Program

iii. Review of IT Risk Assessment

iv. Review of Service Provider controls

v. Review of Incident Response Plan

vi. Review of current compliance requirements and controls

vii. Vulnerability and Security Awareness Training results
viii. Recommendations for program changes.
ix. Recommendations for budgetary adjustments

Appendix:

Listed below are the designated department representatives for the Information Security
Program.
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» Financial Aid: Director, Financial Aid

* Registrar's Office: Registrar

* Admissions: Director, Admissions

* Finance: Controller

 Human Resources: Director, Human Resources

« Information Technology: Director, College Technology Services
» Academics: VP, Academic Affairs

» Professional Development: Director, Professional Development
 Facilities: Director, Facilities

International Admissions (Policy AD-2)

An international student applying for admission and requiring an I-20 (Certificate of
Eligibility for Nonimmigrant Student Status) must complete Certification of Financial
Responsibility (CFR) paperwork for student accounts prior to an application decision.
Student must be admitted one month prior to the start of the term for processing. This
form is built into the Salesforce (CRM) application checklist.

Qualifying on campus international students may be issued an and will need to provide
supporting documentation from a bank or financial institution of the financial sponsor
as outlined in the CFR. Clarkson College is not able to issue an I-20 for non-degree
courses or programs that are online.

« Official transcripts are required from all educational institutions the student has
attended or iscurrently attending. Transcripts from all institutions outside the U.S.
must be official, translated to English and credentialed. You may choose from
one of the following agencies to have your transcripts evaluated: World Education
Services, International Education Research Foundation or Educational Credential
Evaluators Inc. Transcripts will not be accepted unless they have been evaluated.

International Transcripts:

Regardless of citizenship status, any student with transcripts outside the United
States must have those transcripts evaluated and translated to US standards. Official
transcripts are required from all educational institutions you have attended or are
currently attending. Transcripts from all institutions outside the U.S. must be official,
translated to English and credentialed.

» A student may choose from one of the following agencies to have transcripts
evaluated: World Education Services, International Education Research Foundation
or Educational Credential Evaluators Inc. Transcripts will not be accepted unless
they have been evaluated.

Institutional Review of Research Involving Human Subjects (Policy
0G-8)

All research proposals submitted by faculty, staff, or students from within or outside
Clarkson College that involve human subjects who are part of the Clarkson College
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community, must be reviewed and/or approved by the Clarkson College Institutional
Review Board (IRB) prior to data collection.

Procedure:

In the conduct of cooperative research projects, each institution is responsible for
safeguarding the rights and welfare of human subjects and for complying with this
policy. All procedures related to the IRB application process and operation can be found
on the Clarkson College webpage.

The Clarkson College IRB abides by policy and procedure with the United States
Department of Health and Human Services under the Office for Human Research
Protections (OHRP) and within the terms of the Federal wide A