Students routinely report that the CTC provides an excellent service. The tutors are
knowledgeable in their subject area and are able to explain the material clearly. Additionally,
they are enthusiastic and able to relate to students and their needs.

Any student using the CTC’s services assumes responsibility by agreeing to:

+ Regular attendance in the class

+ Regular attendance in the Tutoring Center

« Complete assignments and prepare for both class and tutoring sessions
« Arrive on time to meet with their tutor

« Log in each session

» WRITING SKILLS CENTER

Offers students help with any kind of writing project, for any class, at any point in the writing
process--from getting and organizing ideas to help with editing and proofreading. Professional
tutors, many of whom also teach English courses, offer two kinds of services, all free to current
Onondaga students.

Face-to-Face allows students to schedule appointments with one tutor, usually for one hour
per week during the entire semester, in the Writing Skills Center (WSC). Alternatively, students
can also drop in to the Center for occasional help with a writing project. To schedule an
appointment, stop in to M350, call 498-2260 and talk with the WSC secretary. Call or check M350
for each week’s available hours.

NightWriter combines technology with evening hours to provide nighttime help with writing.
Students e-mail their questions (and sometimes their writing-in-progress) to write@sunyocc.
edu. E-mails received between 9 p.m. and midnight, Sunday through Thursday, receive near-
immediate response. Questions e-mailed during hours when NightWriter is closed will be
responded to when NightWriter next opens.

Learning and Other Disabilities

See page 64 for comprehensive information

Library

With its staff of knowledgeable librarians and through its extensive print and non-print
collection of materials in subject areas of interest to students in all curricula, Sidney B. Coulter
Library is a major learning resource for the College and a hub of self-directed learning.

Coulter Library has a collection of more than 100,000 items, including books, periodicals
and periodical indexes, multimedia materials, pamphlet files, and special collections of local
and state history. This entire collection of print and non-print materials is accessible through
the library’s Online Public Access Catalog. A myriad of electronic resources are also available
through the library's Web page.

Coulter's reference librarians provide individual reference assistance and group instruction in
research methods and procedures. The library also offers two courses, Library 100, the Art of
Inquiry [1 credit], and Library 105: Strange Frequencies, Deciphering Manufactured Information
[3 credits].

Through the Interlibrary Loan department, members of the College community can obtain from
participating local, state and national libraries needed materials [books, journal, magazine and
newspaper articles] that Coulter Library does not own. Onondaga Community College is part
of the State University of New York, the largest public university system in the United States.
Onondaga students have borrowing privileges at all SUNY libraries.

Coulter Library is easily accessible to students with special needs. Services include a variable-
speed audio tape recorder, a video-print magnifier, a computer-image enlarger and close-
captioned videos.
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For more on Coulter’s hours, resources and services visit the library’s Web page at
http://library.sunyocc.edu.

Multicultural and International Student Services

Multicultural and International Student Services serves the College’s international and culturally
diverse student body by providing pre-admission counseling, enroliment consultation,
educational planning, academic advisement, transfer counseling, socio-cultural guidance,
Information and referral for community services and coordinating extra academic help.

The Ann Felton Multicultural Center, located in Ferrante Hall just below Storer Auditorium,
provides students with a wide-range of programs and services to benefit students of color,
while promoting opportunities for cross-cultural experiences for the entire campus and the
community.

» ESOL STUDENTS

The office serves immigrant, refugee, foreign-born and ESOL (English for speakers of other
languages) students, providing comprehensive ESOL and immigration services ranging from
pre-admission, enrollment, and coordination of academic and transfer counseling assistance.
ESOL Services are provided in F188,498-7216.

» INTERNATIONAL STUDENTS

Onondaga welcomes and supports international students to enrich the diversity in the student
body, to foster international/global perspectives on the campus, and to enhance campus
vitality. International students are defined as those who are not U.S. citizens.

While immigrant students will be referred to as ESOL Students, non-immigrant students will
often be referred to as International Students. ESOL students are usually residing in America on
a permanent basis, and international students are residing on a temporary basis for a special
purpose such as study, social or cultural exchange or employment, for example. OCC is required
to monitor students who are at the college for the purpose of study (F1 visa holders) on the
SEVIS (Student and Exchange Visitor Information System) of the ICE (Bureau of Immigration

and Customs Enforcement) managed by the Department of Homeland Security. International
Student Services oversees and provides assistance to both ESOL and international students. For
more information, contact International Student Services Office, Ann Felton Multicultural Center,
F188 or call 498-7216.

Places to Study On Campus

To get the most out of your classes, plan to spend at least two hours studying for every hour
spent in class. Review material often each week. Minimize distractions - turn off your music, TV,
and phone. Find a quiet place where friends or family members won't interrupt you.

» LOOKING FORA QUIET PLACETO STUDY?
INDIVIDUAL STUDY DESKS:

more than 100 in the Coulter Library “Stacks"area (C140) and dozens in other parts of the Library
six in the Ferrante Hall Study Suite (F262)

SMALL ROOMS FOR GROUP STUDY:

three in the Ferrante Hall Study Suite (F262)

three in Coulter Library: C-140B (room also contains Macintosh computer), C140E (room
also contains PC computer) and C142)

Whitney conference room (W-305)

some department or academic programs in Ferrante, Mawhinney, and Whitney have
conference rooms available for students in those programs; check with your program.
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» LOOKING FOR A SEMI-QUIET PLACE TO STUDY?
INDIVIDUAL STUDY DESKS:

eight on the second floor of Coulter Library
GROUP STUDY:

Whitney “Shark-Fin" Lounges (W200, W300)
Ferrante Student Lounge (2nd Floor)
Ferrante Ann Felton Center (F188)
Mawhinney/Coulter “Bridge”

Coulter Library Media Room (C240)

» LOOKING FOR A PLACE TO WORK ONLINE?
OPEN COMPUTER LAB WITH PRINTER:

Academic Computing Center (C210, C214) in Coulter Library

Some academic departments have computer labs available for students in those
departments; check with your department.

Veterans and students in EOP, CSTEP, or DSO can use the computer lab in G130.

COMPUTER CAFES:

Coulter/Mawhinney “Bridge”

Ferrante Ann Felton Center (F188)
Whitney “Shark Fin" Lounges (W200, W300)
Gordon Great Room

Mawhinney Hall Lobby

» LOOKING FOR A PLACE TO STUDY OUTSIDE?

Try Ferrante Hall outside the Ann Felton Center (F188) or the Whitney Rooftop (Access
through W305)

SEl (Student Engagement Initiatives)

See page 74 for comprehensive information

Study Abroad

Interested in studying abroad? Through the College’s membership in the SUNY consortium, you can
study for a semester or during the summer in countries throughout the world. Do not think that
Study Abroad is merely for language or liberal art majors — there is a program for just about everyone!
Consult your academic advisor if you think a study abroad experience fits into your overall educational
goals at Onondaga and beyond. Financial aid can be used to help pay for some of your expenses.

For more information, please contact the Office of Multicultural and International Services at
498-2565 or stop by the office in Whitney 106. Explore other opportunities in the SUNY-wide
system by going to suny.edu. Click on "Academics”then "Academic Programs.

Volunteering and Service-Learning

Interested in volunteering in the community? Need a placement site for your service learning
class requirement? To find the right opportunity that meets your time availability and interest,
contact the Service Learning/Volunteer Coordinator in the Career and Applied Learning (CAL)
Center, Mawhinney Hall, Room 145, (315) 498-7207 or email: volunteer@sunyocc.edu
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s AFETY.LSECURITY

At Onondaga Community College the safety and security of students is taken very seriously.
The goals of Campus Safety and Security are to provide protection for all students, faculty, staff
and visitors to Onondaga Community College, to safeguard all real and personal property, and
to enforce College policies and procedures. The Campus Safety and Security staff includes a
director, three assistant directors, 12 campus peace officers, two campus security officers, a

fire and safety coordinator and a campus safety officer. Campus Safety and Security provides
continuous patrols of all campus buildings, grounds and residence halls, 24 hours a day, seven
days a week.

Members of Campus Safety and Security have peace officer status, as defined in the New York
State Criminal Procedure Law, and therefore they have the power to make arrests on campus.
Campus Safety and Security has a cooperative working relationship with the Onondaga County
Sheriff's Department and other local law and enforcement agencies to help maintain a safe and
secure campus environment.

The College continuously evaluates security operations and takes action to improve and
strengthen the security of the campus. These have included efficient and effective staffing, and
additional safeguards such as improved lighting, escort service, well-designated pathways and
the distribution of security materials to members of the College community.

NY Alert is an emergency system that OCC has implemented in conjunction with the State Office
of Emergency Management and SUNY that enables the college to send out critical campus
emergency information to students and employees through email, fax and phone. The NY Alert
system will not be used for weather related college campus closures.

If an Incident occurs that we believe may have an effect on the safety and well-being of our
campus community, information concerning the matter will be communicated by paper flyers, on
campus electronic bulletin, College e-mail, College Intranet site and NY Alert notification system.
Emergency speaker telephones are installed on all levels of classroom buildings and are
activated by pushing a button. The telephone goes directly to Campus Safety and Security
Dispatch. Telephones are coded so the dispatcher can immediately identify the location of the
caller and an officer can be dispatched to that location.

Protect yourself by being aware of suspicious activities or persons. When in doubt, call Campus
Safety and Security.

TO MAXIMIZE YOUR SAFETY ON CAMPUS, AT MINIMUM — REMEMBER TO:

1. Lock car doors and close car windows.

2. Always stay alert and tuned in to your surroundings.

3.Send the message that you are calm, confident and know where you are going.
4. Walk to parking areas with other people, especially after dark.

5. Stay on well-lit sidewalks.

6. Avoid poorly lit or isolated areas, including buildings and/or rooms after hours.

Above all - trust your instincts. If something or someone makes you uneasy, avoid the person
or leave.

We invite you to report all of your concerns and observations regarding campus safety or
security whether they are serious or minor.

Information concerning registered sex offenders is available in the Office of Certification and
Records. Requests regarding sex offenders should be made to the Director of Campus Safety
and Security, who is located in the Service and Maintenance Building.

Additional Campus Safety and Security services include personal escort services, vehicle
lockouts, vehicle jumpstarts.
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"Blue Light” System

There are 38 Emergency Call Boxes (“blue lights”) on campus. These highly visible security units
provide automatic location alarming, two-way voice, intercom and hands free listening to either
dispatch or patrolling officers with portable or base radios. These call boxes further enhance
assistance and security on the College campus, already one of the safest in the SUNY system.

Campus Sexual Assault Prevention

Onondaga Community College has programs and policies in place to protect all members

of the community from sexual assault, sexual misconduct and sexual harassment, including
programs for prevention and prosecution of these crimes that occur within the jurisdiction of
Onondaga Community College. A sexual offense is a sexual act that was committed without the
consent of the victim. Sexual harassment is defined as unwelcome sexual advances, request for
sexual favors, or otherwise sexually degrading verbal, non-verbal or physical conduct.

Ifyou believe you have been a victim of a sexual offense or misconduct, or otherwise assaulted:

Get to a safe place as soon as you can.

If necessary obtain medical treatment.

Try to preserve all physical evidence: do not bathe, douche or change your clothes.

If you are on campus, immediately contact the nearest College official or contact Campus
Safety and Security from any “blue light call box” or dial “2311"from any campus telephone or
call 498-2311 from a private telephone.

Remember, assaults — sexual or otherwise — are crimes: they are not the victim'’s fault.

Any student who is victim of sexual offenses or misconduct is encouraged to consider all
appropriate avenues for legal action and have the right to pursue adjudication through the
criminal courts and/or the College’s internal disciplinary process. Campus Safety and Security
officers are trained to assist in both systems.

Even if you decide not to report the incident to campus or local authorities, it is important to
consider confidential assistance of medical, counseling, and student service professionals.

» CAMPUS RESOURCES:

Campus Safety and Security Service and Maintenance Bldg 498-2311
Counseling Center Student Central 498-2675
Diversity Services Whitney, Room 106 498-2565
Health Services Coulter, Room103 498-2599
Student Services Student Central 498-2228

Emergency Procedures and Evacuation

» TOREPORT AN EMERGENCY
From a campus telephone.......... dial 2311 Off CAMPUS oo 498-2311

» TOREPORT A NON-EMERGENCY
From a campus telephone......... dial 2478 Off CAMPUS w.oreeeereerre 498-2478
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» EMERGENCY EVACUATION

When the alarm sounds, the building should be evacuated immediately. When possible, fire
control officers will be stationed in various parts of the building to assist in finding the closest
and safest exit. Evacuees should move at least 100 feet away from the building and remain there
until instructed to return by the fire control officer or College official. Elevators are shut off when
the alarm sounds, so the identified stairway exits should be used.

Evacuation of persons with physical disabilities is covered by a separate procedure. Designated
points are identified for each building having a second and third floor. Instructors should be
consulted for this information. See Emergency Evacuation of Persons with Mobility Impairments
for more information.

» EVACUATION OF PERSONS WITH MOBILITY IMPAIRMENTS:

Where independent evacuation is impossible for a student with a disability (third floors of
Mawhinney Hall, Coulter Hall, Ferrante, the Coulter Hall Basement, Gordon Student Center third
floor, and the second and third floors of the Whitney Building) the following guidelines should
be followed:

1. Fire alarm sounds.

2. Student tells Instructor to notify Campus Safety and Security of his/her need for assistance for
evacuation.

3. If notin class, student will go inform the nearest faculty or employee of his/her need for
evacuation.

4. Faculty and staff members will evacuate their classes and offices routinely.

5. Upon exiting the building, the faculty or staff member will immediately notify Campus Safety
of student's name, location, and type of disability (uses wheelchair, crutches, etc.) for anyone
needing assistance.

During an emergency, Campus Safety will be located at:

Mawhinney Hall West center main entrance facing the M-1 semi-circle
Coulter Hall East entrance single exit facing the gorge
Coyne Hall South (rear) entrance
Ferrante Hall West outside entrance on second floor
Gordon Student Center North main entrance
Health, Recreation and Physical Education Building Southwest corner upper entrance
Service and Maintenance Building................ Outside entrance near Campus Safety Dispatch office
Whitney Building East atrium entrance

All of these locations are marked with a red and white sign identifying the area as:
"AREA OF EVACUATION ASSISTANCE”

Note: Students in need of evacuation assistance should NOT stay in the classroom — UNLESS
there is a fire or smoke condition in the hallway and the classroom has no smoke or fire.

1. Students needing evacuation assistance should proceed to the nearest safe stairwell area.
Do not enter the actual stairwell. Stay to the side of the stairwell doors.

2. If a student in need of evacuation assistance cannot notify someone of his/her need of
assistance, the student should use an emergency call box to communicate to Campus Safety.

3. Campus Safety will notify the fire department where anyone requiring evacuation
assistance is located. Those trained to evacuate individuals in need of special assistance will
accomplish that evacuation.

4. In the case of a drill, students with mobility impairments will not be evacuated. However,
someone from Campus Safety and Security will locate those individuals and inform them as
to what would happen in case of an actual emergency.

» CAMPUS SAFETY: CALL EXT. 2311
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Fire Procedures

» INTHE EVENT A FIRE IS DETECTED IN A COLLEGE BUILDING, PROCEED ACCORDING TO
THE FOLLOWING PLAN:

1. Activate (pull) fire alarm

2. Evacuate the building; use the stairs. Remain calm.

3. Individuals requiring assistance wait at the nearest stairwell for evacuation. Have someone notify
Campus Safety and Security of your location. (Use any emergency call box or blue light).

4. Stay clear of emergency equipment and building entrances (At least 100 feet from the entrances).

5. Do not re-enter the building until authorized to do so by Campus Safety and Security personnel.

» IFYOU CALL - CAMPUS SAFETY MAY REQUIRE THE FOLLOWING INFORMATION:

. Building

. Floor

. Room number

Type of room involved (lab, electrical room, etc.)

. Suspicion of injuries or trapped persons

. Presence of flames

. Color of smoke

. Unusual smells

. Proximity of fire to known flammables, explosives, etc.
10. Possible dangers

11. Known or possible explosions

12. Suspected cause

13. Overall evaluation of extent and seriousness of situation
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» FIRE ALARM:

1. Evacuate via the nearest safe exit.
2. Proceed to the nearest assembly area as directed by Campus Safety and Security.

IF YOU NEED ASSISTANCE Wait at the nearest safe stairwell for evacuation. If possible, have
someone notify Campus Safety and Security of your location.

DO NOT USE ELEVATORS!

Identification Cards (Smart Card)

All students, both full and part-time, are required to carry an official OCC Student Identification Card
with them at all times while on campus. The card which is validated each semester is now also referred
to as the “Smart Card!” The card is used for access to academic laboratories, for materials check-out from
the College library, and may also be used as a ‘debit” card at on campus dining locations and vending
machines. The card is also used by Residence Hall Students for building access and vending and
laundry services. Students may be asked to show their ID cards to any campus official at any time. They
may be asked to leave the campus if they do not have their ID cards with them.

The cards are easily available Monday thru Friday from 10 a.m. until 2 p.m. at Gordon Student
Center, Student Central as well as additional extended times as needed. To obtain an ID card
at any other time, or to replace or report a missing card, contact Campus Safety and Security at
(315) 498-2478. Replacement fees are assessed for lost or intentionally damaged cards.
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Jeanne Clery (Disclosure of Campus Security Policy and Campus Crime Statistics Act)

Campus crime statistics are an important resource so you can determine your safety, and take
proactive steps to avoid and prevent campus crime. If you are a victim of crime or witness a
crime, please immediately report the emergency to Campus Safety and Security (498-2311).
Crime statistics can be found online at http://ope.ed.gov/security/.

The Advisory Committee on Campus Safety (315-498-2473) will provide upon request all campus
crime statistics as reported to the United States Department of Education.

Lost and Found

Campus Safety and Security located in the Service and Maintenance Building handles all

lost and found articles. Those finding articles are requested to turn them in to the Campus
Safety and Security office. Those individuals losing articles should contact Campus Safety and
Security, 498-2478, or go to http://students.sunyocc.edu and click on “Support Services!" Further
questions concerning lost and found articles should be directed to 498-2478.

Medical Emergency and Accident Care

Emergency medical care is provided by Health Services and/or Onondaga Hill Fire and Rescue.
Emergency medical transportation is provided by Rural Metro. Acute illness or injury occurring
on campus should be reported immediately by calling 2311 on any campus telephone or 498-
2311 from a personal telephone.

Parking

Parking on campus is by permit only. Students are required to register all motor vehicles with
Campus Safety and Security. Official parking stickers, issued through Campus Safety and
Security, must be displayed on the vehicle. There is no charge for parking stickers allowing for
free parking in the designated student parking lots. However, there is a charge for residence hall
parking, and the residence hall parking lots are restricted to residents only. See campus map
for available student parking areas. When a vehicle is no longer owned or used, the student is
responsible for removing the sticker.

NOTE: Parking in a fire lane is strictly prohibited.

Allillegally parked vehicles will be ticketed and/or towed without notice at owner’s expense.
Examples of violations include but are not limited to vehicles parked in fire lanes,* vehicles
parked in handicapped areas without a sticker and handicap permit, vehicles parked in traffic
lanes, vehicles blocking the movement of another vehicle, or vehicles parked in official or
reserved spaces. No vehicles are allowed to be parked overnight without written permission of
the Campus Safety and Security office. All unauthorized vehicles on campus are subject to be
ticketed and/or towed without notice at owner’s expense.

* Fire Lane - the portion of a parking lot which gives access to emergency vehicles entering and
exiting, as well as lanes between and outside the parking spaces

Visitor Parking - is allowed in several areas across campus and these areas are clearly identified
as "Visitor Parking Visitors are encouraged to obtain a visitor’s pass, which are available from
Campus Safety and Security located in the Service and Maintenance Building.
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» NOTES ABOUT PARKING:

1. During peak times at the College, Campus Safety and Security Officers assist with ensuring
students, employees and guests are properly parking in designated locations. While there are
plenty of parking spaces on campus, certain lots get full faster than others. Sometimes a lot
may have spaces available but, despite available spaces, Officers will direct drivers to other
available spaces to maintain the safe entry and exit from that lot. The campus community
should always follow the instructions of Campus Safety and Security personnel. Sometimes
what seems obvious is not and Campus Safety and Security personnel are there to make sure
everyone remains safe.

2. Students and employees are not visitors. (Visitors are those individuals on campus for a
specific College-sponsored function or to visit a College office.)

3. Students are advised to allow an additional 5 or 10 minutes before the start of their class to
find suitable parking. Most often students will not be able to locate a parking space adjacent
to the building of their class. Additional time may be needed to walk from another location.
To avoid being ticketed and possibly towed, parking must be in compliance with campus
policies.

4. Vehicles not displaying an Onondaga Community College vehicle sticker or a visitor pass are
subject to be ticketed and towed at owner's expense.

Parking Tickets — All parking tickets will be paid at the Bursar's office. Unpaid parking tickets
may prohibit a student from registering for courses or accessing or obtaining their educational
records.

Parking for Individuals with Disabilities — The NYS disabled tag or license plate along with the
College’s parking sticker are recognized as adequate for use of disabled parking on campus.
For temporary disabled parking, the student must obtain a temporary permit from the Health
Services office (C103; 498-2599).

Vehicles parked in disabled parking areas, which do not have an appropriate disabled parking
permit, will be ticketed and towed off campus at vehicle owners’ expense. Disabled parking
may be found in most student lots in proximity to buildings. For more specific locations, refer to
the parking map.

A listing of parking ticket fees is available at Campus Safety and Security.

Ticket Appeal - Appeal forms are available at Campus Safety and Security and will be processed
after the appeal is completed and provided to Campus Safety and Security dispatcher. Appeal
results are posted on the bulletin board located outside of the Bursar’s office, Gordon Student
Center lower level.
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POLICIES s

Alcohol and Other Drugs
(Also see Mandatory Sanctions for Violations of the Alcohol and Other Drug Policies, page 47)

The Drug-Free Schools and Communities Act Amendments of 1989, Public Law 101-226 require
that as a condition of receiving funds or any other form of financial assistance under any federal
program, an institution of higher education must certify that it has adopted and implemented
a program to prevent the unlawful possession, use or distribution of illicit drugs and alcohol

by students and employees. Employees (and students) of Onondaga Community College are
required to know and abide by this policy:

The unlawful possession, use, or distribution of illicit drugs and alcohol on College property or

as part of any College activity is prohibited. Violations of this prohibition will result in disciplinary
action appropriate to the seriousness of the infraction including, but not limited to, verbal warnings,
written reprimands, fines, suspensions, demotion in grade and title or rank, completion of an
appropriate rehabilitation program, and termination, and may subject violators to prosecution.

Bias And Hate Crime Prevention

It is an Onondaga Community College mandate to protect all members of the campus community
by preventing and prosecuting bias or hate crimes that occur within the campus'jurisdiction.

Hate crimes, also called bias crimes or bias-related crimes, are criminal activities motivated by the
perpetrator’s bias or attitude against an individual victim or group based on perceived or actual
personal characteristics. These personal characteristics may include but are not limited to their race,
religion, ethnicity, gender, sexual orientation, or disability. Hate/bias crimes have received renewed
attention in recent years, particularly since the passage of the federal Hate/Bias Crime Reporting Act
of 1990 and the New York State Hate Crimes Act of 2000 (Penal Law Article 485). Copies of the New
York law are available from the Web at: http://www. nycourts.gov/cji/3-PenalLaw/485/art485hp.htm.

Penalties for bias-related crimes are very serious and range from fines to imprisonment for
lengthy periods, depending on the nature of the underlying criminal offense, the use of
violence or previous convictions of the offender. Students engaging in such behaviors will also
be subject to campus disciplinary procedures where sanctions including dismissal are possible.

In addition to preventing and prosecuting hate/bias crimes, Onondaga Community College also assists
in addressing bias-related activities that do not rise to the level of a crime. These activities, referred to
as bias incidents and deemed as acts of bigotry, harassment, or intimidation directed at a member

or group based on their national origin, ethnicity, race, age, religion, gender, sexual orientation,
disability, veteran status, color, creed, or marital status are prohibited and will be addressed through the
disciplinary process outlined in the OCC Student Conduct and Disciplinary Procedures.

If you are a victim of, or witness to, a hate/bias crime on campus, report it to Campus Safety and
Security or to the Office of Student Services immediately. An investigation of the report will be
conducted and the appropriate adjudication procedures, if applicable, will be followed. Victims of
bias crime or bias incident are encouraged to seek victim support services from Counseling Services.

Bulletin Boards and Proper Placement of Postings

This policy will assist the College in maintaining a safe, comfortable physical environment that
is non-threatening and conducive to learning while also promoting a positive image of the
College. Postings (including flyers, posters, stickers and similar items) may not be placed directly
on windows, doors, display cases, stair rails, walls of public corridors or other surfaces not
specifically designated as approved posting sites. Students and outside agencies may post fliers
or advertise events by obtaining approval through Student Association, G104, 498-7210. Fliers
can remain posted until the date of the event or 30 days whichever is earlier.
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Computer Use Policy (see Computer and Network Information page 22)

Credit Card Vendors on Campus

Onondaga Community College resolves to maintain exclusive rights to limit vending to those services
or products that enhance services to students, ensures fairness, and provides quality information that
will support the educational and personal pursuits of the OCC community. Onondaga Community

College also maintains exclusive rights to limit vending sponsored by College auxiliaries including but
not limited to the Onondaga Community College Association (OCCA) and Institutional Advancement.

Effective March 23,2001, Onondaga Community College does not permit representatives on
campus for the purpose of soliciting credit card applications. The President of the College or an
appropriate designee is authorized to appropriately discharge a person or persons from campus
who are not in compliance with this resolution.

Crime or Dangerous Event (reporting of)

A dangerous event, emergency or perceived criminal activity should be immediately reported to
Campus Safety and Security by dialing 2311 from any campus telephone or by using the blue light
telephones on campus. Campus Security will contact the Onondaga County Sheriff's Department
if necessary and submit the report to the Office of Student Services when applicable.

» IF YOU ARE A VICTIM OF AN ON-CAMPUS CRIME:

Get to a safe place as soon as you can. Report the incident by calling emergency at 911 or
Office of Campus Safety from a campus telephone by dialing 23110r 498-2311 from a private
telephone. Try to preserve all physical evidence. If you are a victim of a sex offense, do not
bathe, douche, or change your clothes.

The campus attempts to assist all students who are victims of campus crime by identifying on-
campus and off-campus resources to address their personal and academic needs. Victims of sex
offenses or hate or bias crimes are especially encouraged to avail themselves of support services
provided by the Counseling Department.

Discrimination

The College complies with Titles VI and VI of the Civil Rights Act of 1964; Title IX of the Education
Amendments of 1972; the Equal Pay Act of 1963; the Age Discrimination Act of 1974; Sections
503 and 504 of the Rehabilitation Act of 1973; the Americans with Disabilities Act; Executive
Order No. 11246, as amended; the Vietnam Era Veteran readjustment of 1974 and other federal,
state, and local nondiscrimination laws as they may apply.

Questions regarding this statement or compliance with its provisions may be directed to the
Director of Human Resources, Room 222, Coulter Library, Syracuse, NY 13215-2099; telephone:
(315) 498-2330.

Persons who desire to file a charge of discrimination protected by the above policies may also
contact Diversity Services, W-106, 498-2565 or the Office of Student Life and Development,
Gordon Student Center, Student Central, 498-2228.

Financial Aid Appeal

See page 54 for comprehensive information.
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Grievance or Complaint (reporting of)

Actions that seriously interfere with the basic purpose of an academic community or the rights
afforded to other members of the community cannot be tolerated. Onondaga Community College
(the "College”) reaffirms the principles of student freedom, personal responsibility, accountability
and consequences by formulating a general code of ethics, rights, and responsibilities.

Students are members not only of the academic community but also the larger society.
Consequently, students retain the rights, protections, guarantees, and responsibilities that all
citizens hold. Students with a disability are not immune to the College’s judicial process on the
basis of their disability but will be afforded reasonable accommodations necessary to complete a
disciplinary procedure. Furthermore, a student is not immune to prosecution of municipal, state,
or federal enforcement agencies despite whether or not the College takes action on a violation.

The Student Conduct and Disciplinary Procedures applies principally to conduct that occurs on the
premises of the College or at College-related activities on or off campus. College premises means
all land, buildings, residence halls, facilities, and any other property owned or leased by the College.

Off-campus conduct may also subject a student to disciplinary procedures or other appropriate
administrative action in the event such conduct is reasonably perceived to either pose an imminent
threat to the safety of the student or others or reflect in a pejorative way upon the student’s fitness to
continue in the academic program in which s/he is enrolled. Furthermore, the College may respond
to off-campus student conduct through non-disciplinary measures or administrative interventions.
Repeated conduct of this kind may cumulatively form the basis for on-campus disciplinary action.

A current copy of the Student Conduct and Disciplinary Procedures is available on the College
Web site: sunyocc.edu. Conduct codes specific to residential students can also be found on this
site or be obtained from the Residence Life office in the Gordon Student Center.

Since some actions and behaviors by their very nature can pose a danger to the campus, the
following information is provided as a quick reference. Complete details on the disciplinary
process is available in the Student Conduct and Disciplinary Procedures.

HOW TO REPORT A COMPLAINT OR GRIEVANCE (not an emergency or dangerous event)
(For grade disputes, see page 12)

Any student, employee, or member of the public may report any perceived violation of the
Code and/or College policies and procedures to Campus Safety and Security (Service and
Maintenance Building or by calling 2311 from a campus telephone or 498-2311). The College

will require from involved parties a voluntary statement that provides specific details of the
alleged violation.

Complaint Against Immediately contact What will happen
Another student or visitor Campus Safety & Security, 498-2478 or This process is followed for
to Onondaga Community Student Life and Development, 498-2228 all reports in this category:
College

1. A report will be taken and
your personal statement
will be requested.

Faculty Academic Department Chairperson or

Instructional Services, 498-7270 )
2. You will be contacted by

the College and informed
of the process.

Campus Security Officer Campus Safety & Security, 498-2478 or

Student Life and Development, 498-2228 | 3- Notification will be made
to you regarding the

status of the complaint.

Any other College Student Life and Development, 498-2228
Employee
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Student Services or Residence Life may decline to process a complaint that, if proven, would
not constitute a violation of the Student Conduct and Disciplinary Procedures. The College will
process complaints in accordance to the Student Conduct and Disciplinary Procedures and any
other applicable local and/or state regulations.

Campus Security and Student Services decides to process a complaint at its sole and sound
discretion by reviewing the initial complaint and the information it provides and, if determined
necessary, by conducting a disciplinary meeting with the complainant, the student-respondent,
and such other people as deemed necessary. The outcome as a result of the disciplinary
meeting is binding. In the event a disciplinary meeting is not held, a written summary will be
provided to the complainant outlining the rationale.

Campus Security or Student Services may elect to wait for the submission of outstanding
incident reports or other information before rendering a decision on a complaint. For example,
Student Services may elect to wait for a report from the Campus Safety and Security or the
Onondaga County Sheriff’s Department in the event there is reasonable belief that such a
report will provide significant and relevant information.

Mediation

Mediation is an opportunity for all parties to a dispute to hear and respond to a grievance or
complaint. Involved persons agree to a mediation because it is convenient and less formal than
a disciplinary process. Each person involved in a mediation should bring their written statement
which outlines in their own words what occurred and what they would want to have happen

as a result of the incident. This statement acts as a point of reference during the discussion and
will be kept on file with the College’s disciplinary records. One advisor per involved person is
welcome to attend; however, the advisor does not participate in the discussion.

The advantages of mediation include:
1. Opportunity to discuss your viewpoint of events
2. Opportunity to hear other involved persons'concerns

3. Opportunity for everyone to express their "needs" (what they would like to see happen)
in order to maintain a mutually respectful relationship in the future.

In order for a mediation to be productive, each participant must be willing to calmly discuss

their concerns and respect the other's viewpoints of events. Respect does not mean everyone
must agree. However, everyone must take responsibility and ownership for any role they played

in fostering the misunderstanding or disagreement which led to the grievance or complaint.
Likewise, everyone must be willing to make concessions - “give and take” and agree to “disagree
and agree”- so that each person is able to move forward in a manner that will be beneficial overall.

Students who desire to file a grievance and seek assistance can contact Student Services,
(315) 498-2228.

Medical Leave of Absence

In promoting the health and safety of all members of the College community, the College
supports students who wish to withdraw from the semester due to documented and verifiable
medical reasons. In this circumstance, the student should submit to the Student Life and
Development office original documentation that substantiates their request for a leave. Upon
receipt of the documentation, the Office of Student Life and Development will inform the
student’s instructors and if necessary, the Registrar’s office. Any medical information submitted
to the Student Life and Development office will remain with the office and will only be
distributed to a third party on a need-to-know basis. Information should be submitted by mail
or in-person at Student Central.

When a student is granted a medical leave of absence, the student must provide a physician’s
medical release to return to campus. A student will not be able to register for a future semester
until the medical release is received by the Student Life and Development office. Students may
apply for tuition reimbursement under this procedure.
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» REQUIREMENTS FOR SUBMITTING A MEDICAL RELEASE
(Returning to Campus or the Residence Halls)

A medical release must be an original document (not a copy) that is written on the physician’s
letterhead. A facsimile that is sent from the treating physician’s office is acceptable. The

release must be signed and dated by the physician or physician’s nurse. The release should
include whether the student can attend full or part time and it should include any services

the student may need or instructions the student must follow while on campus. It is preferred
that the release is based on an evaluation that is no earlier than one month from the start of
the semester the student will return. Any medical documentation submitted to the Office of
Student Life and Development by or on behalf of the student will be released to a third party on
a need-to-know basis or with the student’s written consent.

Medical Withdrawal (Involuntary)

A student will be subject to a Campus Involuntary Medical Withdrawal if the College determines
that the student is suffering from a physical, emotional or psychological condition in which the
resulting behavior:

1. poses an imminent danger, physical harm or threat to the campus community or to the
student; or

2. substantially impedes the activities of the campus or other members of the campus
community, including the educational process, activities or functions of the College and its
personnel.

In the event of an involuntary medical withdrawal, the student will be required to submit a
physician's medical release and/or mental health evaluation prior to registering for another
semester. Students may not be eligible for tuition reimbursement under this procedure.

Petition to Waive an Academic Rule

With extenuating circumstances the Scholastic Standards committee will consider exceptions
to the College’s Academic Rules. A student who requests changes to the permanent academic
record must present evidence of the extenuating circumstance supporting the change. A
Petition to Waive an Academic Rule is used to apply for such an exception. Petition to Waive an
Academic Rule forms are available from Student Central.

Sexual Assault

(See Campus Sexual Assault Prevention, page 30)

Skateboard, Bicycle and Rollerblade Use
The use of rollerblades, roller skates, skateboards and scooters is strictly prohibited on campus.

The safe use of bicycles is permitted on campus. This policy is intended to promote the safety
of the College community. Students who are in violation of this policy may be referred for
disciplinary action in accordance to the OCC Student Conduct and Disciplinary Procedures.

Smoking and Tobacco Use Policy

Onondaga Community College serves to protect the health, safety, and comfort of its students,
employees, and visitors and is consistent with the New York State Clean Indoor Air Act. This
policy serves to respect the rights of smokers and non-smokers; wherever the needs of smokers
and non-smokers conflict, smoke-free air shall always have the priority. This policy applies to all
College employees, students, visitors, and vendors.
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Smoking and tobacco use is restricted on Onondaga Community College property including
the Coyne Hall. Smoking and tobacco use is permitted only in parking lot locations that are at
least 50 feet away from all campus buildings. Smoking and tobacco use in other areas of the
campus, including inside all campus-owned vehicles, is prohibited. Students who violate this
policy are subject to sanctions as follows:

1. First Violation — disciplinary referral to Student Services and warning

2. Second Violation — disciplinary referral to Student Services and either a $25 fine or five hours
of community service

3. Third and Subsequent Violations — disciplinary referral to Student Services and either a $50
fine or 10 hours of community service

Student Conduct and Disciplinary Procedures (“The Code”)

Students are expected to comply with all policies, procedures, rules, regulations and directives
of Onondaga Community College and/or its related entities, including but not limited to those
policies set forth in the College’s Centralized Policy Manual, the College’s Student Handbook,
the Residence Life Policy Manual or the Keys to Residence Life. Failure to comply with these
requirements may result in disciplinary action, up to and including dismissal from the College.
All students are expected to accept the consequences of their actions and cooperate fully with
the disciplinary process.

Through the disciplinary process, students learn the importance of accepting personal
responsibility for behavior that violates community standards. Procedures used to enforce
standards contribute to teaching appropriate individual and group behaviors as well as
protecting the rights of individuals and the campus community from disruption and/or harm.

I. Definitions

Administrative Officer Persons eligible to serve as administrative officers include: President
of the College, Associate Vice President for Student Services, Provost or designee, Assistant to
the Associate Vice President of Student Services, Assistant to the Associate Vice President of
Instructional Services, Department Chairpersons, Director of Residence Life, Residence Hall
Directors, Title IX Coordinator, Campus Safety or Security Officer, or any designee assigned by
these administrators.

Consent requires spoken words or behaviors that clearly indicate, without doubt to either
party, a mutual agreement to participate in a specific behavior or action including but not
limited to sexual intercourse or other sexual activities. In regards to sexual misconduct,
indicators of consent do not include silence or past or present sexual relationships. A person
is deemed incapable of consenting when that person is a minor, mentally defective, mentally
incapacitated, physically helpless (whether induced by drugs, alcohol, or otherwise), or asleep.

College Official/Employee Includes all College employees, including Campus Safety and
Security, faculty, staff and administration, who are acting on behalf of the College. Also
includes employees of Onondaga Community College Housing Development Corporation
(OCCHDCQ), Onondaga Community College Association (OCCA) and employees of vendors/
contractors.

College Facilities Includes all land, buildings and property in the possession of or owned, used,
or controlled by the College and/or its affiliated entities and/or vendors/contractors for College

purposes. This term includes but is not limited to the residence halls, OCC North, JOBSplus! and

other locations where Onondaga Community College courses and services are offered.

Hazing 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.
The express or implied consent of the victim will not be a defense. Apathy or acquiescence
in the presence of hazing are not neutral acts; they are violations.
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Student Disciplinary Committee Members of the Student Disciplinary Committee include
campus administrators, faculty, staff and students appointed pursuant to a procedure
established by the College.

Minor Any person who is under the age of 18.

Student Includes all persons enrolled in or auditing courses, either full time or part time,
from the time of initial enrollment through the actual awarding of a degree, including the
time before classes begin, during the academic year, after classes end, and during periods
between terms of actual enrollment.

Parent Means a parent of a student and includes a natural parent, a guardian, or an
individual acting as a parent in the absence of a parent or a guardian.

Vendors/Contractors Includes but is not limited to the bookstore, campus catering and
food service, vending, and other persons in or on College Facilities with the permission of the
College for the purpose of providing goods and/or services.

. General Conduct

A. Students are members of a community and are expected to act responsibly and not
interfere with the rights, comfort or safety of other members of the College community.
The following behaviors are prohibited; this list is not intended to be all-inclusive, but
provides examples of misconduct which may lead to disciplinary sanctions:

1. Physical abuse, verbal abuse, threats, intimidation, harassment, coercion, and/or other
conduct which threatens or endangers the physical or emotional health or safety of
any person

2. Physically restraining or detaining another person or forcibly removing a person from a
place where he or she has a right to remain

3. Engaging in hate crimes, bias crimes or bias-related crimes based on race, religion,
ethnicity, gender, sexual orientation, disability

4. Engaging in or threatening sexual acts or sexual contact without consent

5. Stalking, harassment or intimidation

6. Deliberate damage to, or theft or unauthorized possession of, property or services owned
by any party, including without limitation the College or one of its affiliated entities

7. Entering private administrative, faculty, or staff offices without permission

8. Entering into or remaining in or on a college facility for any purpose other than its
authorized use or remaining in or on a college facility after it is closed

9. Refusing to leave a room or building after being requested to do so by an authorized

College official/employee

. Obstructing the movement of persons and vehicles in or around college facilities

. Disrupting classes, lectures or meetings or deliberately preventing another from

expressing First Amendment-protected views

12. Forcing another individual or participating in an effort to force another individual to

ingest alcohol, drugs, or other substances for any reason

Hazing

Violating the College’s policy on the use and possession of weapons on campus

Willfully inciting another individual to engage in intentional or reckless misconduct

The unlawful possession, use, sale, or distribution of drugs or controlled substances and/

or related paraphernalia, or loitering with the intent to engage in any of these activities

17. Possessing, consuming, being in the presence of, being under the influence of, selling
or giving away alcohol anywhere on campus; except with the prior approval of the
President of the College

18. Failing to comply with fire drill, fire alarm and/or emergency evacuations or
procedures, or creating a fire, safety or other health hazard

19. Failing to comply with any official directive given by any authorized College official/
employee

— O
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20. Impeding or obstructing an investigation or campus disciplinary procedure

21. Having an animal on campus, with the exception of service animals registered with the
Office of Student Services and/or the Office of Residence Life

22. Conveying information that the student knows or should know is false; impersonating
with the intent to deceive

23. Engaging in obscene or indecent behavior or intentionally disregarding the privacy of
others

24. Disorderly conduct

25. Gambling

26. Violation of the College’s Computer Use Policy

27. Littering

28. Operation of a motor vehicle in a manner that violates applicable law or College policy,
including without limitation, campus traffic and/or parking regulations, or that could
reasonably cause potential harm to people or property

@

A violation of any municipal, state, or federal criminal law or engaging in behavior that
is a civil offense, or a violation of any policy, procedure, rule, regulation or directive of
the College or any of its affiliated entities is a violation of this policy even if the specific
conduct is not listed as a prohibited act in the policy. The College regards criminal
conduct/civil offense as a violation of the policy regardless of whether the criminal
violation/civil offense is pursued in a court of law. The College may, to the extent
permitted by law (including without limitation FERPA), inform law enforcement agencies
of perceived criminal violations and may elect, but is not obligated, to defer internal
disciplinary action until prosecution of the criminal violation has been completed.
Proceedings under this policy may be carried out prior to, simultaneously with, or
following civil or criminal proceedings off campus at the discretion of the College.
Determinations made or sanctions imposed under this policy shall not be subject to
change because criminal or civil charges arising out of the same facts were dismissed,
reduced, or resolved in favor of or against the defendant.

Procedures

A. All disciplinary procedures are conducted in private to the extent reasonably possible.
Reasonable accommodations to comply with the Americans with Disabilities Act will be
provided upon request.

B. Notwithstanding the foregoing, and without limitation by virtue of specific types of
notifications described in this policy, the College reserves the right to notify third parties of
disciplinary actions and/or proceedings, to the extent permitted by law (including without
limitation FERPA).

C. The policy does not replace or act as a substitute for local, state, or federal laws,
ordinances, rules and regulations. As set forth above, the policy neither shelters Students
from charges for criminal behavior nor prohibits the College’s cooperation with local, state
or federal authorities.

D. All parties will be treated fairly and the disciplinary process will not be altered in any
manner based on race, religion, ethnicity, national origin, gender, age, physical ability,
disability or sexual orientation.

E. The Office of Student Services maintains all disciplinary records. Records of suspension
or expulsion from the College are permanent records. Disciplinary records are education
records within the meaning of FERPA.



IV.Disciplinary Process
A. Reporting an Incident

Anyone may report an alleged violation to Campus Safety and Security or to the Office
of Student Services by completing an Incident Report Form. Any charge should be
submitted as soon as possible after the event takes place, preferably within three (3)
business days from knowledge of the violation. Failure to meet this guideline does not
foreclose the possibility of disciplinary proceedings.

B. Interim Suspensions

1. In most cases, a student’s status is not altered pending a disciplinary meeting or an
appeal, unless preliminary information reasonably demonstrates that the student’s
continued presence on campus would

a. pose a threat to the health, safety, or well-being of the student or others within the
College community and/or
b. threaten to cause a disruption to or interruption of College operations

In the event the student’s continued presence poses such threat(s), the Associate Vice
President of Student Services or his/her designee may place the student on interim
suspension and deny the student access to the campus, including all classes and co-
curricular activities, on an interim basis. Except in an emergency situation, the Associate Vice
President of Student Services or his/her designee will communicate with the student prior
to instituting the interim suspension, stating in writing the terms of the interim suspension.

2. The Associate Vice President of Student Services or his/her designee, will review
the facts underlying the interim suspension within five (5) business days of its
commencement for the purpose of determining whether to continue the interim
suspension pending the disciplinary process. At a minimum, this review will include:

a. an opportunity for the student to meet and confer with the Associate Vice President
of Student Services or his/her designee,

b. notice as to the reason(s) for the interim suspension if not already communicated to
the Student,

c. the opportunity for the Student to present his/her version of the events leading to
the imposition of the interim suspension, and

d. areview of the reason(s) for the interim suspension. The Associate Vice President of
Student Services or his/her designee will decide whether to continue the interim
suspension within one (1) business day of the review and will communicate that
decision to the Student in an appropriate manner.

C. The Associate Vice President of Student Services, or his or her designee, assigns an
Administrative Officer to process the incident report.

D. The Administrative Officer seeks documentation, testimony and information that is
relevant to the alleged violation. The Administrative Officer determines the relevance of
information presented.

E. The Administrative Officer compiles a complete summary of the investigation, which
remains with the disciplinary files of the College, located in the Office of Student Services.

F. The Associate Vice President of Student Services reviews the summary of the investigation
and refers the case to either an Administrative Officer (who may or may not be the
Administrative Officer) or to the Student Disciplinary Committee for resolution.

G. The assigned Administrative Officer or the Student Disciplinary Committee reviews
available information, conducts a disciplinary meeting and reaches a finding as to whether
the person is “responsible” or is "not responsible” for committing the alleged violation. The
standard for decision making is whether it is more likely than not, based on the available
information, that the accused student committed the alleged violation(s).
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H. Each party and each witness may bring one advisor (who may be an attorney) to the
disciplinary meeting. The Administrative Officer or Chair of the Student Disciplinary
Committee (as applicable) shall have complete and absolute discretion to determine the
extent to which advisors may participate in the meeting and to remove and prohibit the
participation of anyone disrupting the meeting; absent compelling reasons necessitating
a different arrangement, each party is responsible for presenting his/her own information
and, therefore, advisors are not permitted to speak or to participate directly in a
disciplinary meeting (other than to serve merely as an observer and/or a source of advice
to the advisee without directly addressing the meeting). Any associated costs for having
an advisor are the responsibility of the party with whom they are associated.

. Each party shall be given reasonable opportunity to testify and to present information
and witnesses. The student shall notify the Associate Vice President of Student Services
of the identity of his/her advisor and any witnesses he/she intends to have present at the
disciplinary meeting no later than forty-eight (48) hours before the meeting. The student
will be notified of any other witnesses who will be at the meeting no later than twenty-
four (24) hours before the meeting.

J. The complaining party, accused student and their advisors, if any, shall be allowed to attend
the entire portion of the disciplinary meeting at which information is received (excluding
deliberations). Admission of any other person to the meeting shall be at the discretion of
the Administrative Officer or the Chair of the Student Disciplinary Committee (as applicable).

K. In disciplinary meetings involving more than one accused student, the Administrative
Officer or the Chair of the Student Disciplinary Committee (as applicable), in his or her
discretion, may permit the meetings concerning each Student to be conducted either
separately or jointly.

L. Questions of whether potential information will be received, and all procedural questions
with respect to the disciplinary meeting, shall be resolved in the discretion of the
Administrative Officer or the Chair of the Student Disciplinary Committee (as applicable).
Formal rules of process, procedure, and/or technical rules of evidence, such as are applied
in criminal or civil court, are not used in disciplinary meetings.

M. The Administrative Officer or the Student Disciplinary Committee (as applicable) may
accommodate concerns for the personal safety, well-being and/or fears of confrontation
of the complaining party, the accused Student, and/or other witnesses during the
disciplinary meeting by providing separate facilities, by using a visual screen, and/or
by permitting participation by telephone, videophone, closed circuit television, video
conferencing, videotape, audio tape, written statement, or other means, where and as
determined in the sole judgment of the Administrative Officer or the Chair of the Student
Disciplinary Committee (as applicable) to be appropriate.

N. If the student is found responsible, the Administrative Officer or the Student Disciplinary
Committee (as applicable) may consider mitigating and aggravating circumstances when
choosing whether or not to impose a sanction and the severity of the sanction, including
without limitation any or all of the following:

. Nature of the offense

. Severity of the damage, injury, or harm resulting from the offense

. Whether the student promptly took responsibility for his/her actions

. Present demeanor of the student

. Past disciplinary history of the student, which includes completion of disciplinary

sanctions from past cases

6. The student’s honesty or lack thereof and the cooperation demonstrated during the
investigation of the complaint and subsequent disciplinary proceeding

7. Whether the charge involved an action directed at another based upon his/her race,
religion, ethnicity, national origin, gender, age, physical ability, or sexual orientation

8. Any other factor deemed relevant by the Administrative Officer or Student Disciplinary

Committee
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O. The Associate Vice President of Student Services or his or her designee provides a written
decision to all persons charged with a violation within ten (10) business days from
the close of the disciplinary meeting. The decision summarizes what information was
considered key to determining the final decision. If the person is found to be responsible
for committing the violation, the decision includes any applicable sanctions and
instruction on the student’s right to appeal.

P. A hold on the student’s future registration privileges, posting of grades and issuance of
official transcripts is in place until the conclusion of a disciplinary process.

Q. Appeals must be submitted to the Chief Student Services Officer or his or her designee
within five (5) business days after the date of the written decision described in paragraph
‘0"above or, if the appeal is based on the discovery of “after acquired” information, within
five (5) business days after the discovery of the information, but in no event later than 14
days after the date of the written decision.

R. The student may appeal the written disciplinary meeting decision for the following
reasons only:

1. a procedural error that unfairly and materially affected the outcome of the disciplinary
meeting

2. "after acquired”information that is relevant to the alleged violation [information
that was discovered only after the conclusion of the disciplinary meeting, could
not reasonably have been discovered prior to or during the meeting, and which,
if previously known, would have had a significant bearing on the outcome of the
disciplinary meeting]

3. clear abuse of discretion on the part of the Administrative Officer or the Student
Disciplinary Committee

4. a sanction that is unreasonably severe in light of the offense(s) committed

S. The Associate Vice President of Student Services or his or her designee reviews the record
of the disciplinary proceeding and renders a written response to the student appeal
within five (5) business days from the date the appeal is received. The appeal decision is
final and binding.

. Sanctions
Disciplinary sanctions that may be imposed include, but are not limited to, the following:

A. Disciplinary Reprimand/Warning
A written Statement to the student that his/her behavior is in violation of one or more of
the standards of conduct referenced above. The statement clarifies expected behavior
in the future. A record of the Disciplinary Reprimand/Warning shall be maintained in
the disciplinary files as a correspondence file. In the event a student is found responsible
for future violation(s), the reprimand may be considered in determining appropriate
sanctions. An authorized third party who requests a student’s disciplinary status with the
College does not receive information on a Disciplinary Reprimand/Warning unless it is
considered in the context of a subsequent disciplinary proceeding.

B. Disciplinary Probation
An indication that further violation within a specified probationary period will result in
more severe disciplinary action, up to and including suspension or expulsion from the
College. Probationary status may include loss of privileges associated with the student’s
status for the duration of the probation.

C. Educational Sanctions
Educational sanctions may include, but are not limited to, the following:

1. aformal apology in writing and/or in person; a public presentation
2. alcohol and/or drug education and counseling with a certified drug and/or alcohol
counselor
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. referral to the Counseling Department to gain insight into the student’s behavior

. anger management counseling

5. behavioral contract between the student and the College specifying the behavioral
requirements to be followed while the student is enrolled at the College

6. a reflective essay on a designated topic.

~

D. Community Service
Performance of no more than fifty (50) hours of unpaid work assignments per semester
either on or off campus as specified.

E. Restitution
Restitution for damages done or other payment for expenses incurred as a result of the
student’s actions. Restitution may be required to the College, a specific department of the
College, an affiliate organization of the College, or a specific individual.

F. Suspension or Removal from Residence Halls
Prohibition from residing in a residence hall on the College’s campus on either a
temporary or permanent basis. The student may reapply for housing after completion of a
stated period of temporary suspension. The Administrative Officer or Student Disciplinary
Committee may also invoke specific restrictions on access to residence halls during the
period of suspension or removal.

G. College Suspension
Separation of the Student from the College for a specified period of time. Suspension
prohibits attendance at any classes, or participation in any study abroad programs or
internships arranged by the College during the suspension period. Suspension may
involve restrictions and/or conditions on access to College property, buildings, or grounds
as well as attendance at College —sponsored events and functions, as deemed appropriate
by the Administrative Officer or Student Disciplinary Committee. The student may not
register for and/or enroll in classes until s/he completes the stated period of suspension
and meets any and all requirements for the period of suspension.

H. College Expulsion
Permanent separation of the student from the College.

VI.Mandatory Sanctions for Violations of the Alcohol and Other Drug Policies

A. Any student found “responsible”for violation of College Policy on alcohol and/or other
drugs will be subject to the following sanctions:

1. First Offense

a. Disciplinary Probation for six (6) months

b. Educational component

¢. Notification of parent(s) (written) if permitted by law (including without limitation
FERPA)

d. Additional sanctions if deemed appropriate

2. Second Offense

a. Disciplinary Probation for as long as enrolled at the College and/or Temporary
Removal from College Residence Halls

b. Educational component

¢. Notification of parent(s) (written) if permitted by law (including without limitation
FERPA)

d. Additional sanctions if deemed appropriate
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3. Third Offense

a. College suspension for a period of time deemed appropriate

b. For cases involving use of alcohol or other drugs, prior to return the student shall be
required to provide the College with documentation that he/she has undergone an
assessment for substance abuse by a licensed agency and has completed a program
for treatment

¢. Notification of parent(s) (written) if permitted by law (including without limitation
FERPA)

d. Additional sanctions if deemed appropriate

B. Procedures for non-compliant students

1. If a student does not attend the first AOD educational workshop sanction and has not
provided the appropriate notification to the Office of the AVP for Student Services, he/
she:

a. is immediately rescheduled to attend the next educational workshop
AND
b. is levied a $25 fine or 5 hours of community service

2. If a student does not attend the second AOD educational workshop (which means they
are a repeat violator) and has not provided the appropriate notification to the Office of
the AVP for Student Services, he/she:

a. is immediately rescheduled to attend the next educational workshop
AND
b. is levied a $50 fine or 10 hours of community service

C. Any question of interpretation or application of this policy shall be referred to the
Associate Vice President of Student Services or his or her designee for final determination.
He or she shall have complete discretionary authority to interpret or construe any
uncertain or disputed term of the policy.

VII.Forms/Online Processes

Incident Report Form - This form is used by any person desiring to report an alleged
violation. This form is available to the campus community in hard copy at the Office of
Student Services and is also available online. The completed form should be sent to the
Associate Vice President for Student Services or to the Office of Campus Safety and Security.

Tuition Waiver or Refund Policy

Tuition, activity fee and health fee refunds will be granted to paid students who follow the
official drop/withdrawal policies. All other fees are non-refundable. Failure to pay tuition or
attend classes does not relieve you of your registration or financial obligation. Classes must

be withdrawn prior to the start of the semester in order to have tuition charges adjusted or
waived. The date that the course(s) is withdrawn determines the eligibility for refund. Students
will not entirely eliminate their liability unless all courses are withdrawn prior to the first day the
semester. If you have an unforeseen circumstance that prevented your ability to attend classes
and withdraw from courses prior to the start of the semester, you may complete an Application
for Tuition Waiver or Refund, available at Student Central or online at http://students.sunyocc.
edu/centralaspx and click on “Costs, Billing and Payment”’
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STUDENT CENTRAL

AND FINANCIAL SERVICES

Bursar

This is the office on campus responsible for accepting payment of tuition and dispersing
emergency loans, financial aid checks, refunds and other tuition payment and inquiries. Contact
the Bursar’s office by calling 498-2367 or in-person at G114.

Certificate of Residence (CR) — Students who are residents of New York state, but do not reside

in Onondaga County, must submit a Certificate of Residence from their county of residence

to obtain the in-county resident tuition rate. The affidavit and application for Certificate of
Residence must be completed, notarized and submitted to the Chief Fiscal Officer of your
county. This is usually your County Treasurer. A Certificate of Residence will then be issued to you.

A Certificate of Residence must be submitted to the Bursar’s Office before the start of the
semester but, no later than thirty days after the start of the semester. Once the CR is received
your billing statement will be updated to reflect the in-county tuition rate. Certificates are good
for one academic year (August-July) and must not be dated earlier than two months preceding
the start of the term. Certificates for fall registration must be dated after July 1st of that year.

Fees — Tuition, activity fee and health fee refunds will be granted to paid students who follow
the official drop/withdrawal policies. All other fees are non-refundable.

Activity Fee - is a mandatory fee for students enrolled in any course. The fee for full-time
students with 12 or more equivalent credit hours (eq. cr. hrs.) is $78 per semester. The fee for
part-time students with less than 12 equivalent credit hours is $38 per semester. This fee is to
support student organizations, student activities, athletic programs, Arts Across Campus, Phi
Theta Kappa, Convergent Media Student Center, and other student activities and programs.

Administrative Processing Fee - is assessed to all matriculated students who have completed 30
credit hours of study. The fee will be assessed one time only, in the amount of $38 to students during
the first registration following completion of the 30 credit hours. The Administrative Processing Fee is
used to support the processing of a student’s records for either transfer or graduation.

Health Service Fee - is a mandatory fee for students enrolled in any day-time, on-campus course
and is accessed to full-time students with 12 or more eq. cr. hrs at a rate of $19 per semester
and $13 per semester for part-time students (less than 12 eq. Cr. Hrs.). The Health Service Fee
enables the College to provide expanded health services such as: health assessments, study
abroad health assessments, transfer physicals, blood pressure screening and monitoring,
screening for Tuberculosis (PPD's), Immunization Updates, MMR and Tetanus services. The
Health Service fee does not provide health insurance for students. Health Insurance information
is available from Health Services (C103) or Student Association (G104). See page 65 for
additional information on health insurance.

Orientation Fee - is a fee of $34 charged to all first-time, matriculated students and is to cover the
costs associated with student orientation and many other student retention initiatives the OCCA
provides.

Technology Fee - is a mandatory fee for all on-campus and North Campus courses. The fee for full-
time students with 12 or more equivalent credit hours is $93 per semester. The fee for part-time
students (less than 12 equivalent credit hours) is $29 per semester. The technology fee provides
students with computer labs, technology driven classrooms, Web-Access for registration, library
resources, and on-line classes. This fee is also used to support the technology infrastructure of the
College such as wireless access, software products, servers, e-mail access, etc.

Please refer to the Onondaga Community College Web site at students.sunyocc.edu for complete
tuition and fee information. Please note that tuition and fees are subject to change without prior
notice.
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» TUITION REFUND OR WAIVER OF TUITION CHARGES

Can't complete the semester? Talk with the Counseling Department or the Office of Student
Services. It is important to withdraw from your courses in accordance to the published Tuition
Refund Policy. Use WebAccess or come in person to Student Central. You can also mail a
request to withdraw your courses to the Registrar’s office. The drop date that will be used is the
postmark on the envelope.

[tis important to remember that the drop date determines the amount of refund or waiver

(if any) based on the published refund schedule provided by the Bursar. You will not entirely
eliminate your liability unless you drop during the 100% refund period, which is before the
start of the semester. If you withdraw from your courses after the start of the semester, you
should complete an Application for Tuition Waiver or Refund to determine your eligibility for an
exception to the tuition refund policy. Applications for Tuition Waiver or Refund are available
from Student Central or online at http://students.sunyocc.edu/central.aspx?menu=384. If you
withdraw from all of your courses, you should contact the Counseling Department to complete
a Complete Withdrawal Form.

Due to the many drop/add transactions during the refund period, refunds will not be processed
until after the refund period has ended.

Veterans please note: It is strongly recommended that you visit the Office of Veterans' Affairs
before dropping a course or withdrawing completely.

Certification and Records/Registrar

Registration, schedule changes, withdrawals from courses, are processed through Student
Central as well as requests for transcripts and address changes. Specific inquiries concerning
your academic record are handled by Certification and Records/Registrar.

» ACADEMIC STANDING

Onondaga Community College considers students to be in good academic standing when they
maintain matriculation in accordance with the College’s Academic Rules. Students who are on
probation or extended probation are considered to be in good standing; however, this status
serves as a warning that they are in danger of losing their matriculated status. Such action will
also affect student’s financial aid.

» ATTENDANCE

To successfully complete your studies, attendance in class is crucial. An instructor may choose
to drop a student from a class for non-attendance. If such action is taken, the class will be
dropped from the student’s schedule, and the student will be notified. This change in schedule
may result in a change in the financial aid award. However, because the full refund deadline has
passed, the tuition charge will remain unchanged.

» CURRICULUM CHANGE

After attending as a matriculated student, a student may want to change to a different
curriculum. A change in curriculum is initiated at Student Central. Upon approval the change
will be effective for the next semester or term, and an advisor in the new curriculum will be
assigned. The student’s transcript will be reviewed for courses applicable to the new curriculum.

» ENROLLMENT VERIFICATION

Enrollment verifications serve as proof of your status as a student at Onondaga Community
College. Insurance companies, loan agencies, and other organizations may require enrollment
verification in order for you to be eligible for certain benefits offered by the company or service.
Students may access an enrollment verification form online by using WebAccess or in person at
Student Central. VA-sponsored students should work with the College’s Veterans' Affairs office
for appropriate and timely enrollment certification.
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» SOCIAL SECURITY NUMBERS

While disclosure of your Social Security is not required for registration and does not appear on
public forms from the College, it is needed for certain federal and state processing, particularly
for financial aid and other related purposes. Therefore, the information is collected. However,
students can be assured that non-directory information is not released to anyone outside the
College without the specific written request and approval of the student.

» STUDENT RECORDS: REVIEW AND RELEASE

In conformance with the Family Educational Rights and Privacy Act of 1974 (FERPA), as
amended, Onondaga Community College gives students the right to inspect and review their
educational records and to challenge the contents of these records to ensure that such records
are not inaccurate, misleading, or in violation of the student’s privacy or other rights. In addition,
the College will not release personally identifiable records of students to any individual, agency,
or organization without the prior written consent of the student, except as allowed by law.
Please consult the OCC Centralized Policy Manual on the student portal (students/sunyocc.edu)
for the most up to date information.

The Act designates certain information as “Directory Information”and gives the College the
right to disclose such information to anyone inquiring, without having to ask the student for
permission, unless the student specifically instructs the College not to do so.

Student inquiries regarding directory information should contact Certification and Records/
Registrar’s office at 498-2350.

A student has the right to withhold the public release of any or all Directory Information directly
pertaining to him or her by giving advance notice, in writing, to the Office of Certification and
Records. Such advance notice must be received in the Office of Certification and Records.

Students wishing to have directory information withheld should contact the Office of
Certification and Records/Registrar by calling 498-2350. Academic records are maintained
permanently and may be reviewed by the student — a written request is filed at the Office of
Certification and Records/Registrar, and there is a 48-hour waiting period.

» TRANSCRIPTS

At the end of each grading period, all currently enrolled students will be able to access grades
on WebAccess for that term. Transcripts of a student’s record will be issued when the student
submits a request electronically through the College’s student Web service portal, WebAccess,
or in writing to Student Central. Official transcripts will be mailed directly to educational
institutions and prospective employers. A fee of $8, payable at the Bursar's office, is charged for
each transcript. Make checks payable to Onondaga Community College. Direct all questions
regarding transcript requests to Student Central at 498-2000.

» WITHDRAWING FROM A COURSE

Students who wish to drop a course need to do so either in person at Student Central or on the
Web at sunyocc.edu under Web Access. Students can also withdraw from courses by mailing a
letter to Certification and Records/Registrar that states which course(s) are to be withdrawn. The
postmark on the letter is the effective date of the withdrawal.

Students should not simply stop attending classes! Students may not necessarily be dropped
from a class for lack of attendance. Students must officially drop the class. Dropped classes after
the semester begins are subject to financial obligation to the College. See the Tuition Refund
Policy for more information.

NOTE: Students who are completely withdrawing all registered courses must complete a Complete Withdrawal Form
with the Counseling Department.
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CALENDAR PAGES

The following calendar pages list important academic dates, athletics schedule and special
events sponsored by Arts Across Campus and your Student Association.

Make a point to attend the many concerts, lectures, performances and gallery exhibits that will
enrich your college experience.






