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Academic Requlations

Check the college Web site, www.frederick edu, for updated
student policies and procedures.

Classification of Students

A course load of 12 credit hours in the fall and spring semesters
constitutes full-time status at FCC. Full-time status in the
summer session consists of the sum of at least 12 semester hours
of credit taken in any combination of the various summer terms.
Most curricula, however, require students to complete more

than 12 hours each semester in order to graduate in two years.
Students wishing to carry more than 18 hours of credit in the

fall or spring must receive approval from their advisor. Students
carrying more than 12 credit hours during summer session are
required to obtain their advisor's approval. Audited courses do not
count towards status.

Grading System
Grade Evaluation Quality Points

A Excellent 4
8 Good 3
( Average 2
D Passing 1
F Failing 0
| Incomplete 0
W Withdraw 0
AU Audit 0
S Satisfactory 0
U Unsatisfactory 0
VA In Progress 0
P Pass 0

A grading system using“S"and “U” for some not-for-credit
courses is used.

A grade of “W"is recorded for students who drop a course during
the published withdrawal period. See the academic schedules for
specific dates. Faculty may not assign a grade of “W."

Incomplete

The grade of“I" (incomplete) is exceptional and must be arranged
by the instructor. “I"is only given if work has been satisfactory,
but because of illness or other extreme circumstances, a student
does not satisfy the full course requirements. Students have eight
weeks following the last day of classes for each semester to make
up incomplete work, four weeks after the last day of classes for
each summer session, two weeks after January term.

If the work is not completed in the prescribed time, the grade
will automatically become an“F”

Audit

Students are welcome to register for academic courses on an
audit basis. Courses taken for audit do not receive a grade or
credit and do not satisfy course or program prerequisite and
graduation requirements. Regular tuition and fees are charged
when auditing a course. Audited courses do not count towards
full-time status and do not fulfill prerequisites.

Courses can be changed from audit to credit up to the last day
to add courses, and from credit to audit up to the last day of the
withdrawal period of any semester.

Withdrawal from a Course

To withdraw in good standing from the college, students must
complete a withdrawal form and submit it to the Welcome &
Registration Center or withdraw online at www.frederick.edu.
Students may withdraw from the college up to and including
the tenth week from the beginning of a 15-week course. See the
academic schedule for specific dates for other courses. Forms are
available from the Counseling & Advising Office and Welcome &
Registration Center.

In-Progress

A notation of“Z” (in progress) may be given in certain courses

when the full requirements are not satisfied and when an“1"is
not appropriate. Departments may establish reasonable criteria
for awarding of the “Z" notation.

Pass/Fail

A few select courses are offered on a pass/fail basis. Students
taking courses on a pass/fail basis are allowed a maximum of 9
such credits to be counted toward their degrees. Pass/fail course
credits are not computed in the student’s overall grade point
average (GPA).

Grade Point Average (GPA)

Quality points are a numerical equivalent of grades (see grading
system table). Grade point average is computed by multiplying
the number value of the grade by the number of semester hours
attempted, then dividing the number of quality points by the
number of credits attempted.

For example, for five courses of three credits each with the
following grades:

Two As, one B and two C's
A-4quality pts. x3 credithrs. = 12

A-4 quality pts. x3 credithrs. = 12
B-3 quality pts. x 3 credithrs. = 9
(=2 quality pts. x 3 credithrs. = 6
(2 quality pts. x 3 credithrs. = 6

15 credit hrs. 45 quality pts.

Total of 45 quality points divided by 15 credit hours equals
3.0 GPA.

Grade Change

Faculty may change a grade until the end of the semester
following the semester in which the course was taken.

Grade Reports

Grade reports are available on the FCCWeb site. Grades are not
mailed to students except upon written request. Grades are
posted approximately 48 hours after the last day of the session.

Repeating Courses

The higher grade of a repeated course will apply as the final
grade and will be used in computing GPA and is indicated as

RI. However, the repeated course and grade remains on the
transcript and is indicated as“RPIf the two grades are the same,
the last grade will count. Students who repeat a course for which
they have received transfer credit will have the transfer credit
removed. If a course is no longer offered, the grade cannot be
replaced.

Academic Progress

Frederick Community College is committed to assisting students
in the pursuit of their academic goals. While students at the
college are expected to take responsibility for their own progress,
the college, in support of the student’s development, periodically
reviews the academic progress a student is making. The primary
purpose of this review is to identify and assist students who are
making little or no progress.

Academic Progress Review Standards

Students are expected to maintain minimum standards of
academic achievement as indicated by both GPA and percentage
of successfully completed credits.

The following grades represent successful completion of credit:
RS o P

The following grades represent unsuccessful completion of credit:
W7 o)

All courses attempted by a student including developmental
courses and courses in which a grade of withdraw, audit,
incomplete, or in progress are included in Academic Progress
Review.

All students enrolled as degree seeking, certificate seeking and
Open Campus are subject to Academic Progress review; students
who are enrolled under the admission classification of Courses of
Interest are not subject to Academic Progress Review.

Students will be subject to Academic Progress Review after
attempting a total of 12 cumulative credits.

132

academic regulations



Academic Standings

Good Standing—Students will be considered to be in good
academic standing when their cumulative GPA is 2.0 or higher
and when they have successfully completed at least 50% of their
cumulative credits attempted.

Academic Alert—Students are placed on Academic Alert
when their cumulative GPA is less than 2.0 and/or they have
successfully completed less than 50% of their cumulative credits
attempted.

a. While on Academic Alert, students will be required to meet
with an advisor to develop an Academic Success Plan designed
to provide the student with academic support to facilitate their
success.

b. While on Academic Alert, students will be required to have
their registration approved by an advisor.

¢. While there is no credit restriction while on Academic Alert,
students on Academic Alert at the time of pre-registration
for a subsequent semester can only pre-register for six credits
until final grades for the current semester have been posted;
students who conclude the semester in Good Standing are then
able to add additional credits to their semester schedule.

d. Students who demonstrate academic progress while on
Academic Alert, as evidenced by achievement of a minimum
2.0 semester GPA and successful completion of at least 50%
of semester credits attempted, will be allowed to continue
on Academic Alert even though their cumulative GPA has not
reached the required 2.0.

Academic Probation —Students on Academic Alert who fail
to achieve a 2.0 semester GPA and/or who fail to successfully
complete at least 50% of semester credits attempted are placed
on Academic Probation.

a. While on Academic Probation, students will be required to
meet with an advisor to develop an Academic Success Plan
designed to provide the student with academic support to
facilitate their success.

b. Students who are on Academic Probation must have their
registration approved by an advisor and will be limited to
enrollment in six credits.

¢. Students who are on Academic Probation will not be allowed
to pre-register for the subsequent semester until final grades
for the current semester are posted.

d. Students who demonstrate academic progress while on
Academic Probation, as evidenced by achievement of a
minimum 2.0 semester GPA and successful completion of at
least 50% of semester credits attempted, will be allowed to
continue even though their cumulative GPA has not reached
the required 2.0. Students will be assigned a standing of
Academic Alert.

Academic Suspension—Students on Academic Probation who
fail to achieve a 2.0 semester GPA and/or who fail to successfully
complete at least 50% of semester credits attempted will be
academically suspended for one fall or spring semester (and any
preceding Janterm/summer session).

Academic Dismissal—Students are subject to Academic
Dismissal when:

a. satisfactory progress is not made in the first semester upon
his/her re-enrollment following Academic Suspension.

b. the student has been placed on Academic Suspension for a
second occurrence.

Students who are subject to Academic Dismissal will be
dismissed for a period of two semesters and any preceding
Janterm/summer session.

Extenuating Circumstances Resulting in
Withdrawals

Students with extenuating circumstances that resulted in a
withdrawal from classes that negatively impacted academic
standing, may appeal to the Associate Vice President, Student
Development. Students must present written documentation
substantiating the circumstances. The decision of the Associate
Vice President will be final.

Appeals regarding extenuating circumstances that occurred after
the withdrawal date must be submitted to the Admissions and
Academic Policies Committee.

Re-admission Following Academic Suspension
Prior to re-enrollment, students who have been academically
suspended must develop a plan to remediate his/her academic
deficiencies and meet with an academic advisor. The advisor will
develop an Academic Success Plan with the student identifying
any academic requirements to be met including enroliment in
developmental requirements, appropriate academic support
courses, or use of academic support services (e.g., Learning
Strategies, tutoring, etc.).

If approved the student will be placed on Academic Probation
status upon their re-enrollment and their course load will be
restricted until satisfactory academic progress is made.

If satisfactory progress is not made in the first semester upon his/
her return, the student will be subject to Academic Dismissal.

Re-admission Following Academic Dismissal
Prior to re-enrollment, students who have been academically
dismissed must develop a plan to remediate his/her academic
deficiencies and meet with the Associate Vice President for
Student Development. The Associate Vice President will develop
an Academic Success Plan with the student identifying any
academic conditions of re-enrollment including enrollment in
developmental requirements, appropriate academic support
courses, or use of academic support services (e.g., Learning
Strategies, tutoring, etc.).

If approved the student will be placed on Academic Probation
status upon their re-enrollment and their course load will be
restricted until satisfactory academic progress is made.

If satisfactory progress is not made in the first semester upon
his/her return, the student will again be subject to Academic
Dismissal.

Change of Major

Students who wish to change their major should consult with

an academic advisor and complete the change of major form.
The form is available online at www.frederick.edu and should

be returned to the Welcome & Registration Center. Students who
change their major will be placed in the current catalog year.
Students who have transferred in credits should check the box on
the form for re-evaluation.

Course & Program Offerings

Courses are offered at times considered most appropriate to their
intended audiences. Because all programs are not offered during
day and evening hours, students should review their curriculum

to ensure that it is available at acceptable times.

Courses are offered in fall, January, spring and summer terms.
There may be short sessions within the longer terms (e.q.,
8-week, 5-week, 3-week sessions). The college also offers
courses on Saturdays.

Summer/January Semesters

Students may accelerate their programs or reduce course loads in
other semesters by enrolling in summer or January classes. FCC
offers 3-week, 5-week, 6-week, 7-week, and 8-week sessions
during June, July and August. A two-week January term is also
available. Admission procedures for summer and January classes
are the same as for reqular semesters.

Weekend Classes

The college offers courses on Saturdays in two formats. Some
courses are offered over a 15-week period with shorter session
times. Other courses are offered in a fast track format. Fast track
courses meet seven or eight consecutive weekends with longer
session times. The college offers two consecutive fast track terms
during a 15-week semester, which provides the opportunity

to complete two or more courses on the weekends during a
semester by enrolling in consecutive seven- or eight-week terms.
Students should consult the academic schedule for more specific
information.

Distance Learning

See Ways to Earn Credit at FCC, page 15, for information about
distance learning opportunities. Go to www.frederick.edu and
search for distance learning to find the list of online and hybrid
courses offered each semester.

Schedule of Classes

The college distributes schedules of classes offered at all locations
for the fall, spring and summer semesters. In addition, the
schedule is mailed to all Frederick County households. Students
should be aware that not all courses are offered every semester.

Some courses are offered irreqularly due to inconsistent demand.
Students interested in a course which is offered irreqularly should
inform the appropriate department chair of their interest.

Registration

New students, those with developmental English requirements,
and those on academic probation are required to have an
advisor's approval before registering for classes. All other students
are encouraged to meet with an advisor when selecting classes.

Specific information regarding each academic term is published
in the credit schedule. Registration dates and schedule
adjustment dates are listed in the calendar section of the credit
schedule. Students should refer to this publication for dates,
times, course offerings and other details regarding academic
registration. A student may make schedule adjustments only
during the period designated in the college calendar.
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Adding/Dropping Courses

Courses may be added during the first week of the 15-week
semester. New students registering for the first time during the
first week of classes must meet with a counselor. After the first
week, dropped courses will appear with a grade of “W." During
the 15-week fall and spring semesters, courses may be dropped
through the tenth week of the semester. Students must submit
an add/drop form to the Welcome & Registration Center or use
the college’s Web site. Forms are available in the Welcome &
Registration Center and Counseling & Advising Office. Failure

to officially withdraw from a course will result in a grade of “F”
Academic terms shorter than 15 weeks have separate add/drop
schedules, published in the schedule of classes. See the schedule
of classes for dates for individual classes, as well as refund
schedules.

Students who attend class without registering and paying are not
eligible to eam a grade or credits.

Prerequisites

Many courses have stated prerequisites, the criteria for admission
to a course. The intent of prerequisites s to ensure that students
have the level of skill and knowledge that will assure them
reasonable success in the course. Prerequisites may be specific
high school or college courses, certification from a particular
organization or agency, successful completion of a developmental
course, or employment in a certain field. Prerequisites may be
waived, however, with permission of the department chair or
program manager in cases where the student has obtained

the skill or knowledge outside of the classroom or at other
institutions.

Full and Canceled Courses

Seats in classes are available on a first-come, first-served basis.
Students should plan to register early to ensure that they are able
to enroll in the course or section of their choice.

Courses or sections may be canceled due to insufficient
enrollment. In the event that a course or section is canceled, all
enrolled students will be notified immediately by the appropriate
academic department. Those students may elect to enroll in
another open course or section, or they may request a refund.

Graduation Applications

Students who anticipate completing the requirements for an
associate’s degree, certificate of accomplishment or letter of
recognition are required to file a graduation application with the
Welcome & Registration Center. The deadlines for submitting
graduation applications are published in the academic schedules.

Students who do not complete degree, certificate, or letter of
recognition requirements in the semester in which they first
applied for graduation may apply for graduation at a later date.

A graduation ceremony is held in May each year. Students who
completed degree and certificate requirements the previous
August or December, as well as those who complete their
requirements in May, are invited to participate.

Honors & Academic Recognition

Honors College

Students who complete 12 honors credits with a 200-level
honors research project (or honors independent study project)
and have an overall grade point average (GPA) of 3.0 or higher
are eligible to graduate from the Honors College. Graduates
receive a notation on their transcripts recognizing this
achievement. Further, at the graduation ceremony they wear
an Honors College medallion and stand to be recognized. The
transcript notation and color of the medallion are based on the
student’s grade point average at the time of graduation:

GPA Transcript Notation Medallion
3.0-3.49 Honors College Bronze
3.5-3.749 Honors College—Honors Silver
3.75-4.0 Honors College—High Honors Gold

For more information, call the Honors Coordinator at
301.846.2535.

Dean’s List

Students who have earned 12 or more credits at FCC are eligible
to be considered for the dean’s list. At the end of the fall and
spring semesters, the vice president for learning will publish a
list of those full- and part-time students who have completed
at least six credits during the semester and have earned a grade
point average of 3.5 or better.

Honors Society

The PhiTheta Kappa National Honors Society, with over 500
chapters in 48 states, the Canal Zone and Puerto Rico, is the
national honorary scholastic fraternity for community colleges.
Founded in 1918, Phi Theta Kappa was recognized officially by
the American Association of Junior Colleges in 1929.

Membership in the college’s chapter is by invitation only. To

be considered, students must be enrolled in a degree-seeking
program at FCC, accumulated a minimum of 12 credit hours,
achieved a GPA of 3.7 or better, and be of good moral character,
evidencing qualities of citizenship. Membership is official
recognition of intellectual achievement throughout the student’s
academic career. Opportunities for service and leadership
development are provided at the national and regional levels.
Information about Phi Theta Kappa may be obtained from the
Center for Student Engagement, 301.846.2489.

Graduation with Honors

Associate degree recipients who have accumulated a cumulative
GPA of 3.5-3.749 are awarded a degree with Honors. A degree
with High Honors is awarded to those students who have
accumulated a cumulative GPA of 3.75 or better. The certificate of
accomplishment will be awarded with distinction to all students
with a cumulative GPA of 3.75 or higher. All honors designations
will be printed on the diploma or certificate.
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Student Support Services

Academic Advising

Learning Outcomes:
« Students will become self-directed learners.
« Students will articulate an educational goal(s).

« Students will develop an educational plan to attain their
identified educational goal(s).

The Counseling & Advising Office has a wide range of services
and resources to assist, encourage, and quide students as they
experience the many challenges and rewards of college life.
For more information or to schedule an appointment, call
301.846.2471,301.846.2625 TDD.

The goal of FCC's academic advising system is to assist students

in developing academic plans consistent with their degree and/or
career objectives. Advisors are able to assist students in meeting
requirements for degree programs both at FCC and transfer
institutions, provide advice on good combinations of courses to
take each semester to balance academic load, and make sure
that students have the necessary prerequisites for courses to help
ensure that students are successful.

All' students are strongly encouraged to meet with an advisor
prior to course registration each semester. Students who have
been placed on probationary status are required to have an
advisor's approval before registering for classes. In addition,
students enrolling in college for the first time are expected to
participate in the college’s new student orientation program
where they will have the opportunity to meet with staff to leam
more about the college’s offerings and resources and receive
information pertaining to college policies and services. During
the orientation program, students will meet individually with
an advisor to plan their semester schedule and register for their
classes. To register for a new student orientation or to schedule an
advising appointment, contact the Counseling & Advising Office
at 301.846.2471.

Allied Health Advising

Students interested in the college’s allied health programs
(medical assistant, respiratory care, associate degree nursing,
practical nursing certificate, surgical technology program or
nuclear medicine technology) are encouraged to meet with the
allied health advisor. Individual appointments and information
sessions are available. For more information, call 301.846.2471.

Alumni Services

Alumni services are housed in the Institutional Advancement
office. The office maintains a database of active alums. The
Alumni Association meets on a reqular basis and sponsors events
for alumni and friends. For more information, call 301.624.2851.

Athletics

Student athletes may compete in men's and women's soccer,
women’s volleyball and softball, men’s and women's basketball,
golfand baseball. Frederick Community College athletic teams
compete in two conferences, Maryland Junior College Conference
(MD JUCO) and Region XX Conference of the National Junior
College Athletic Association (NJCAA). The Maryland JUCO
encompasses the seventeen Maryland community colleges,
while Region XX of the NJCAA is comprised of Maryland,
Western Pennsylvania and eastern West Virginia. Athletes have
the opportunity to compete for All-JUCO, All-Region XX and All-
American honors. Teams that win the regional tournament may
participate in national competition. Information on graduation/
transfer rates of student athletes can be found under the Student
Right to Know section.

Eligibility

Students who are interested in sports should check with

the athletics office before completing registration to discuss
establishing eligibility. Under NJCAA rules, developmental
courses can be used to establish and retain athletic eligibility. Al
passing grades in developmental courses such as'S'and'Z' will
be calculated as a'C'and will carry the number of credits that
were paid at registration. A passing letter grade of A, B, (, Dina
developmental class will be calculated as the grade eamed and
will carry the number of credits that were paid for at registration
on your athletic transcript for athletic eligibility purposes only. For
further information, contact the athletics office at 301.846.2500.

Career and Transfer Services

Learning Outcomes:
+ Students will become self-directed learners.
« Students will identify and clarify career and transfer goals.

« Students will be prepared to successfully transition into the
workforce and/or further education.

Career Planning Services

The college offers many types of career planning assistance to
help students make the right choices. Students who are not
sure where to begin their career and college major exploration
can visit the Career & Transfer Center or make an appointment
to meet with an advisor. The advisor may suggest a structured
approach to career planning such as the course SD 100-Career
Assessment and Planning or SD 115—Introduction to Career
Planning. To make an appointment with an advisor, call
301.846.2594.

The Career & Transfer Center, in the lower B/C knuckle, has a
variety of on-campus and online resources to help students with
career planning. For students who want to explore careers on
their own, the on campus or online career center is an excellent
place to start.

Students are able to engage in self-assessment activities to
determine career fields which best match their unique attributes,
interests, abilities, and work values.

As students progress through the career development process,
a variety of resources are available to help them develop and
reach career goals. The Career & Transfer Center library houses a
collection of books and materials on specific career fields, job-
seeking skills and job-keeping skills.

Students are also encouraged to utilize the varied resources of the
online career center. For more information, visit the Career Center
\Web page at www.frederick.edu.

Career Assessment and Planning Course

The three-credit course, Career Assessment and Planning (SD
100), is beneficial to students who need a comprehensive,
structured approach to career planning. In this elective course,
students will first assess their skills, interests, personality

and values. Not only will they uncover many hidden talents,
they will also identify what they need to be satisfied in a job.
After completing this self-assessment, they will explore the
occupational world for careers that match their attributes. Besides
developing decision-making skills, students will learn how to
develop objectives and action plans to help achieve their goals.

Transfer Planning Services

From the time students select their first course, they are making
decisions that greatly affect their transfer plans. For this reason, it
is important that students work closely with an advisor for course
scheduling and transfer planning.

The Career & Transfer Center, in the lower B/C Knuckle, has a
variety of print and electronic resources available to help with
transfer planning. The center has Internet access so that students
can view college Web sites and access online transfer resources.
ARTSYS, a computerized information system created especially
to help community college students transfer to Maryland
four-year institutions is available, as well as College Source and
(ollege Board, which are online resources that enable students
to conduct a college search using criteria such as major, size

of enrollment, geographic location, cost and available student
activities. College Source also allows students to view college
catalogs from across the nation.

Alibrary containing in-state and many close-by out-of-state
college catalogs is available for student use.

Brochures and applications for area colleges, as well as transfer
quides outlining the majors offered and requirements of the
colleges to which our students most frequently transfer, are
maintained in the Career & Transfer Center. Resource books such
as Peterson’s Guide to Four-Year Colleges, The College Board
Guide to Campus Visits and College Interviews, and The College
Board Index of Majors are also available.
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Transfer workshops covering topics such as how to select a
transfer school, the application process, transfer scholarships

and practical information on the transfer process, are offered
throughout the year. Transfer advisors are also available to meet
individually with students to help develop individualized transfer
plans.

Throughout the year, opportunities are available for students

to meet with representatives of four-year schools who visit the
FCC campus. Both Transfer Day and the FCC-sponsored Frederick
County College Night provide opportunities to explore potential
transfer schools. Additionally, four-year college recruiters and
advisors are available to meet with students in the Recruiter’s
Corner (in the Career & Transfer Center) on a weekly basis. The
Career and Transfer Center also sponsors several field trips to visit
local colleges and universities each semester so students can tour
campuses, meet with faculty, staff and students, and learn about
transfer requirements.

The college makes every possible effort to provide access to

the most current and accurate transfer information. However,
students should always verify information with the intended
transfer school. For more information, visit the Career & Transfer
Center Web page at www.frederick.edu. For information on
transfer planning, or to schedule an appointment with a
transfer advisor, contact the Counseling & Advising Office at
301.846.2471 or the Career & Transfer Center at 301.846.2594.

Center for Teaching & Learning

The Center for Teaching and Learning supports and enhances
high-quality instruction and responds to the individual learning,
teaching, and support needs of the Frederick Community College
community, students, faculty, and staff. The Center for Teaching
and Learning encourages exploration and innovation in a variety
of learning environments by sharing knowledge and providing
tools and resources.

The center supports student learning through a comprehensive
and systems approach to all functions within the center: first
year initiative for students, the Library, the Writing Center, Tutorial
Services, the Testing Center, professional development for faculty,
international education, distance learning, learning technologies,
study skills workshops, and support courses.

First Year Student Initiatives

As students begin their college experience, support is available
to enhance their transition and promote academic success.

The First Year Initiatives program includes summer courses and
experiences to improve study skills, first-year seminar courses,
and workshops related to the learning demands of all students.
Study skills assistance for individuals is provided through the
office of the Learning Consultant, 301.846.2616.

The Library

The FCC Library blends traditional library collections and new
technologies into a comprehensive information service program.
Resources include 50,000 books and media, 5,000 periodicals,
25 electronic databases, and the Internet. Materials are selected
to support the curricula and the research needs of the college.
Memberships in local, state and national information networks
provide extended research capabilities.

The Library employs several information technologies to enhance
information access on campus and beyond. The Library pages

on the college’s Web site (www.frederick.edu/library) provide
the Library catalog, special research databases, a selected set

of reference-oriented Web sites, service request forms, and
information about the Library. Other electronic resources are
available in the Library, which is wireless capable.

The Library occupies the north end on the top floor of the
Library Building, in the center of campus. There are 46 computers
for student use and space for individual or group study. For
information on hours, collections, and services, please call
301.846.2444, or consult the college Web site.

International Education/London Work Study
Abroad/Russia/Argentina

International Education provides off-campus learning
environments through international trips and study abroad
opportunities offered by the credit and non-credit areas of the
college. One semester-long option, the London Work Study
Abroad (LWSA), provides students with a unique experience in
a cross-cultural setting. Unlike more traditional study abroad,
this 12-credit, 15-week spring semester experience will include
a paid or unpaid work component to provide students the
opportunity to immerse themselves in the British culture and
to improve their marketability and workplace competencies. In
addition, FCCis a part of the state-wide Maryland Community
(ollege International Education Consortium (MCCIEC) which

offers short-term credit and non-credit trips. Check out the www.

mcciec.org Web site to learn more details about these short-term
options. For information on all international education choices,
call 301.846.2616 or e-mail pmauzy@frederick.edu.

The Writing Center

The ability to create and understand written communication is
one of the most important skills that college graduates take into
the workplace. The Writing Center, located in the Library Building,
enables students to become more effective writers, readers, and
critical thinkers through a variety of learning experiences and
resources.

The faculty and staff writing tutors specialize in helping students
learn how to develop, organize, and proofread their own writing,
or make sense of reading assignments. These one-on-one
tutoring sessions are free, and no appointment is necessary.

Workshops—The Writing Center offers a variety of workshops
for students each semester. Topics include organizing an essay,
editing techniques, and avoiding plagiarism. For faculty and
staff, professional development workshops on writing across the
curriculum, designing writing assignments, and other writing
strategies are offered.

Resources—The Writing Center has an open computer lab

for student, faculty, and staff use. Software, videos, DVDs,

and handouts are also available to help with outlining, essay
writing, grammar, punctuation, speed reading, and other skills.
In addition, there is a space devoted to collaborative learning
experiences, multiple tutoring/consulting sessions, workshops, or
study groups. For more information, please call 301.846.2619, or
consult the college Web site.

Tutorial Student Support Services

Frederick Community College's Tutorial Services provides free
tutoring to students currently enrolled in FCC courses. Tutorial
services clarify, supplement, and enhance individual course
academics. Tutoring is available for most courses and students
can work with a tutor individually, in small groups, or online.
Students must be attending all classes and have collaborated
with instructors before requesting a tutor. All in-person tutoring
takes place on campus. Students must go online and fill out a
Request for Tutor form at www.frederick.edu. Tutors are paid by
the college and range from professional tutors to peer tutors who
have successfully completed the courses and are recommended
by faculty. Students who are interested in working as a tutor
should contact the tutorial services office. Call 301.846.2523
for further information. The Tutoring Center is in the Classroom/
Student Center, H-259.

The Testing Center

FCC's Testing Center, in the Library Building (L-104), is the central
hub for campus-wide testing needs. The center is open six days
a week. Call 301.846.2522, or check our Web page for specific
hours and school closing schedule. Testing Center services
include:

+ Placement Testing—All new students take placement testing
in the Testing Center, unless exempted through SAT, ACT, or AP
scores. Placement testing review materials and information on
test-taking strategies are available in the Testing Center.

« ESL Placement Testing—All incoming students whose native
(first) language is not English must take an initial placement
test to determine English language proficiency at the time of
enrollment. Students will then be referred to the ESL program
manager at 301.846.2558.

« Departmental Make-up Exams—In the event of a missed
test, the Testing Center provides proctoring for departmental
make-up exams by arrangement with the instructor.

« Distance Learning Exams—The Testing Center has
responsibility for distance learning exams scheduled on
campus. Individual instructors will communicate schedules and
locations.

« Students with Disabilities—The Testing Center has
provisions for ADA accommodations. Students with disabilities
who need accommodations for placement testing or
departmental exams must contact the Director of Services for
Students with Disabilities (SSD) at 301.846.2409 before coming
in for a test.

« CLEP and DSST—Both credit-by-examination exams provide
individuals the opportunity to receive credit for college-level
achievement. Examinations are fee based and are administered
in the Testing Center by appointment by calling the Testing
Center at 301.846.2522.

+ Community Proctoring Services—External distance and
professional certification exam proctoring is a fee-based service
that extends the Testing Center services into the community.
Examinations are arranged through the Testing Center in
conjunction with the student’s educational institution or
employer. Please contact the Testing Center manager for further
information.
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Professional Development of Faculty

Frederick Community College provides adjunct and full-
time faculty a responsive, innovative system of professional
development of teaching and leaming reflecting the
characteristics and need of the FCC student and faculty.

Distance Learning and Learning Technologies
Students can expect that technology is utilized to enhance
learning and promote information literacy. Online courses provide
distance learning options for students. Some campus-based
course sections may also require access to the course Blackboard
Web site. Students enrolled in those courses are expected to
participate through the Blackboard format using their own or
appropriate college-available computers. For more information
on Distance Learning and Learning Technologies, see page 15.

Study Skills Workshops & Support Courses

Free study skills sessions are offered throughout the semester. SD
103, College Survival Skills, is a one-credit course that promotes
the successful transition of students into college. SD 112,
Learning Strategies, is a 2-credit course that teaches students to
utilize effective and efficient study skills and strategies in their
college courses.

Developmental Education

F(Coffers a range of support services, as well as developmental
courses in English, reading, mathematics, and science. These
courses are designed to help students who are identified
through the college’s assessment testing as needing additional
preparation for college-level coursework.

English as a Second Language

FCCoffers a series of English as a Second Language (ESL)

courses that focus on listening, speaking, reading, writing,
pronunciation and grammar. Contact the ESL program manager
at 301.846.2558 to determine which courses meet specific needs.
See instructions on how to apply and register for ESL classes on
page 10.

IT Help Desk

The FCC Help Desk provides a single point of contact for

faculty, staff, and students when seeking assistance with
technology problems. You can request assistance by sending an
e-mail to helpdesk@frederick.edu or calling the Help Desk at
301.846.2400, ext. 3333. Students may also stop by the Student
Technology Help Desk in room C-207.

Job Search Assistance

The Career & Transfer Center at FCC offers job search assistance
to graduates and those students seeking part-time or full-time
employment.

The Career & Transfer Center houses a variety of materials that
@an assist students in the job-seeking process including reference
books, videos, and information on area employers. Students can
access job openings via the online Career Center job board.

Students seeking job search assistance services can call
301.846.2594. For more information, visit the Career Center Web
page at www.frederick.edu.

Math Learning Center

In the Math Learning Center, students may review mathematics
skills, get help with mathematics classes, and work to improve
mathematics study skills. Students can access drop-in tutoring

at this location and pick up information on other tutoring
opportunities. The Math Learning Center hours are posted outside
B-112 every semester.

The Math Learning Center hosts the workshop component

of developmental mathematics classes. In these workshops
students collaborate each week on active learning tasks which
enhance the concepts presented during reqular class time.

Multicultural Student Services
Program

Learning Outcomes:

« Students will become self-directed learners.

« Students will make a successful transition to college.

« Students will persist toward their career and educational goals.
+ Students will achieve academic success.

The Multicultural Student Services office provides students with
caring mentors, academic support services, academic advising,
career counseling, student leadership, and a series of activities
which enhances or develops strategies for success. The program
focuses on the success of multicultural students, but it is open to
all interested students. The purpose of this program is to ensure a
smooth transition to the college, to promote college attendance,
and to increase the probability of success for each student. The
Multicultural Student Services Program office is located in H-103.
(all 301.846.2531 for additional information.

Office of Adult Services

Learning Outcomes:

« Students will develop/demonstrate a realistic appreciation of
self and others.

« Students will become self-directed learners.

« Users of the Women's Center will be aware of and have access
to college and community events, programs, and services.

« Students will be able to identify barriers to beginning or
continuing their education and develop strategies to assist
them in achieving academic success.

The Office of Adult Services (A-107) offers a variety of services for
adults returning to college. Designed to ease the transition into
the classroom for those who are returning to begin or complete

a degree, acquire marketable skills or retrain for a new career, the
office offers information and referrals to college and community
resources, workshops on topics of interest for adult students, and
special services for single parents and displaced homemakers
and residents of Frederick City Public Housing. Please call
301.846.2483 for additional information.

Project Forward Step

Project Forward Step is a counseling, information and referral
program designed to meet the needs of returning adult students.
Funded by Frederick Community College and special project
support from the Division of Career Technology and Adult
Learning, Maryland State Department of Education, the program
provides spedial services for the following:

Single Parents—(working or non-working) who are
unmarried or legally separated with custody or joint custody of a
minor child or children.

Displaced Homemakers—adults who are unemployed

or underemployed and experiencing difficulty in obtaining
employment or suitable employment or have worked primarily
without pay to care for home and family and need to upgrade or
refresh marketable skills.

Program services are designed to help individuals increase

and upgrade skills leading to employment or a career change.
Services provided include intake interview and needs assessment;
career counseling and academic advisement; support during
transitions; workshops for adult students; referral to college and
community services; financial assistance with tuition, books,
child care and transportation; and job placement referrals. Call
301.846.2483 for more information.

Women’s Center

The Women's Center (A-107B) is a partnership between the
Office of Adult Services and the Frederick County Commission
for Women that provides Frederick County citizens with a
centralized place to access information about and referrals to
community resources and services, attend workshops, and be
exposed to social and professional networking opportunities. In
March, the Women's Center sponsors special events for Women's
History Month. The Anne-Lynn Gross Breast Cancer Resource
Center is now open in the Women'’s Center. Information about
early detection, treatment and aftercare is available, as well

as community resources and referrals. A breast cancer support
group meets at 7:00pm the second Thursday of each month. Call
301.846.2483 for more information.

Project ALIVE

The Office of Adult Services in partnership with the Housing
Authority of the City of Frederick provides advising, referrals
and scholarships to individuals residing in public housing units.
Scholarships may be used for tuition, books, materials, child
care and transportation. For more information, please contact
the Office of Adult Services, 301.846.2483, or Project ALIVE
coordinator, at 301.696.1875.

Personal and Social Counseling

FCCoffers counseling referral services to assist students with

the many choices confronting them as they enter and progress
through college. In addition, staff offer workshops on a variety of
topics and serve as a resource for students and faculty. Contact
the Counseling & Advising office at 301.846.2471.
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Services for Students with Disabilities

Learning Outcomes:

« Students will become self-directed learners.

« Students will make a successful transition to college.

« Students will persist toward their career and educational goals.
« Students will achieve academic success.

Frederick Community College is committed to full compliance
with Section 504 of the Rehabilitation Act of 1973 and the
Americans with Disabilities Act (ADA) and amendments. The
college provides support services to maximize independence and
encourage the integration of students with disabilities into all
areas of college life through the Office of Services for Students
with Disabilities. The particular needs of each student are
considered on an individual basis. Reasonable accommodations
are provided for qualified students with disabilities who self
identify and provide documentation. Course standards are not
altered but various support services are offered to ensure that
students with disabilities can demonstrate their educational
potential. Students with disabilities are encouraged to contact
the office as early as possible after applying for admission. Call
301.846.2408 (Voice), 240.575.2366 or 866.616.7243 (VP).
Reasonable accommodations, based on documentation, are
then offered to qualified students for courses and for placement
testing. Students in need of sign language interpreting services
should contact the office two weeks prior to the beginning of
classes to ensure services are in place. Students may contact
the Coordinator of Deaf and Hard of Hearing Services at
301.846.2476 (Voice), 240.575.2366 or 866.616.7243 (VP), or
via e-mail at clam@frederick.edu.

Assessment testing in reading, writing and mathematics is
required for all students as part of the admissions and registration
process. Students with disabilities should contact the Services for
Students with Disabilities office (301.846.2408) prior to testing
50 that accommodations can be provided if needed.

Students with disabilities may apply for the same types of
financial aid available to all eligible students. The college waives
course tuition for individuals who are retired from employment
by reason of a permanent and total disability. Additionally, the
Division of Rehabilitation Services (301.600.3075) may be able
to provide other support services, as well as financial assistance.
A Videophone (VP) for deaf and hard of hearing persons who
communicate using American Sign Language (ASL) to place and
receive phone calls is available in the Services for Students with
Disabilities office (A-105) and the Center for Student Engagement
located in the Classroom/Student Center. After-hours use is
available by contacting campus security.

Student and Advisor Responsibilities
in the Advising Process

Knowing what is expected of students by their advisors and, in
turn, knowing what they can expect from their advisors, will help
both parties involved to have a successful experience.

Student Responsibilities

1. The student has the responsibility to meet with an advisor
during the early registration period of each semester.

2.The student is an active participant in the advisor/advisee
relationship. As such, the student communicates concerns,
needs, and problems in an effort to keep the advisor apprised.

3. The student accepts responsibility for making decisions and the
consequences of those decisions.

4. The student is knowledgeable about college policies,
procedures, and regulations, as well as program and
graduation requirements. Sources of information include the
academic catalog, the student handbook, and the catalogs of
the transfer colleges, if appropriate.

5. The student schedules a preregistration advising appointment
with an advisor to discuss program development in relation to
course selection, major/career goals, and scheduling of classes.

6. The student has prepared in advance for the preregistration
advising appointment; has reviewed courses suggested on the
program page of the catalog for his/her major; has read course
descriptions of these suggested courses and has reviewed the
general education course requirements appropriate for his/
her major; has reviewed the catalogs or quides for transfer
requirements; has thought about course selections; and has
made a tentative outline of courses and class meeting times.

7. The student understands the advisor is an information source.
(When appropriate, the advisor may serve as a referral agent,
helping the student to obtain assistance in areas of concern.)

8. The student has the responsibility to maintain a personal
advising file which includes program requirements, advising
notes, and other information disseminated by the advisor.

9. The student knows the office hours and location of the advisor.

10. The student is responsible for developing a realistic schedule
that allows adequate time for studying, reading, writing
research papers, etc., and takes into consideration the student’s
work schedule, commuting time, family responsibilities, and
other noncollege demands.

Advisor Responsibilities

1. The advisor meets students during the registration period to
help them formulate appropriate educational plans.

2. The advisor creates a caring relationship conducive to open
communication and trust.

3. The advisor assists students in identifying educational and
career goals.

4. The advisor assists students in developing an academic plan
which actualizes goals and objectives consistent with the
students'abilities and interests.

5.The advisor is knowledgeable about college policies,
procedures, prerequisites, and college requlations, as well as
program and graduation requirements. The advisor is familiar
with academic requirements of receiving institutions for
transfer purposes.

6. The advisor encourages students to take an active role in
planning their academic programs, and quides in the selection
of courses which fulfill the liberal arts core requirements, major
course of study requirements, and appropriate electives.

7.The advisor serves as a primary communication source for
students, providing current information about academic
policies, procedures, requlations, and programs.

8. The advisor has knowledge of college referral sources and
services (such as tutoring, developmental support courses,
study groups, or counseling) which may assist students in
their educational, career, and/or personal development. When
appropriate, the advisor may act as a referral agent.

9. The advisor listens and facilitates students’growth in the areas
of academic, career, and personal concerns.

10. The advisor confronts students openly and honestly on
issues of integrity, academic honesty, behaviors, rights, and
responsibilities.

11.The advisor ensures that a record of the advising notes is kept.

Student Technology Help Desk

The student technology help desk assists students with

their technological needs while navigating FCC technology.
Orientations and one-on-one sessions designed to quide
students through basic logins, including myFCC E-mail, Data
Storage, Blackboard, PeopleSoft, FCC Alert, wireless printing,
and general wireless access are provided. Other services include
password resets, student's familiarization with Microsoft Office
2007, and other school supported applications.

The student help desk can be reached by phone at 301.846.2400,
ext. 3333 or 301.846.2509 for the computer lab, or by visiting
www.frederick.edu/support.

Transcripts

All transcripts issued by the college are free of charge.

Official Transcript

An official transcript is issued only by the Welcome & Registration
Center and mailed directly to the receiving party. Under special
circumstances an official issued-to-student transcript may be
provided in a sealed envelope. Students must show identification
to obtain an official transcript. It is provided on security transcript
paper containing the college’s seal and the authorizing signature.
A raised seal is not required. The college reserves the right

to impose a reasonable waiting period for providing official
transcripts. Forms may be downloaded from the college’s Web
site www.frederick.edu.

Unofficial/Issued to Student Transcripts

Unofficial transcripts are available on the Web. An unofficial
student transcript may be issued by the Welcome & Registration
Center. Students must show proof of identification to obtain an
unofficial transcript. The unofficial transcript is printed on plain
white paper and is not considered official for the purpose of
transfer credit.

Transfer Evaluation for Students
Transferring into FCC

Students who eamed credit at other institutions and/or the
military should provide an official transcript to the Welcome &
Registration Center prior to the completion of their first semester
at FCC. The student will receive written evaluation of transfer
credit earned and how the courses apply to their FCC curriculum.
Transfer credit will be adjusted if the student later takes the same
course at FCC.
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Center for Student Engagement

At FCC we know your time in the classroom is only one part of
your “college experience.” The Center for Student Engagement
offers you exciting opportunities to interact with other students,
cultivate your leadership skills in a variety of ways, and
strengthen your knowledge and understanding of academic
disciplines through applied co-curricular activities.

Student life incorporates much more than classroom instruction.
As a supplement to the academic experience, the Center for
Student Engagement offers students the opportunity to acquire
or further develop leadership skills through participation in a
broad array of co-curricular programs. Clubs and organizations
on campus are as diverse as the student population, offering
students the opportunity to participate in program events,
meet students with similar interests, or simply enjoy quality
entertainment both on and off campus.

Participation in leadership conferences and service projects
provides students with hands-on experience and is a dynamic
and vital component of student engagement. Information about
leadership development, campus clubs and organizations,

how to start a new club or organization and a current calendar
of special events can be obtained by visiting the Center for
Student Engagement, Classroom/Student Center, or by calling
301.846.2488.

Campus Clubs

Student clubs and organizations contribute to the development
of the student and enrich campus life. FCC campus clubs and
organizations are student generated and student run. While
faculty advisors are on hand to assist with logistics, students
program and direct all club activities and events. With over 30
student organizations currently recognized, there are social,
recreational, and academic clubs that supports almost any
interest. If there is an interest in starting a new organization,
students are welcome to stop by the Center for Student
Engagement for information and support. A current list of all
active clubs and organizations can be found in the Center for
Student Engagement or on the FCCWeb site under clubs and
organizations.

Community Service

With community as our middle name, FCC values opportunities
to engage all learners in valuable service to others. Not only does
volunteer service benefit the community, it builds outstanding
skills and strong resume interest for engaged students. To
support this active student engagement, the Center for Student
Engagement houses a service learning center that provides
volunteer and community service placement opportunities for
all members of our campus community. Whether you've been
assigned a service learning project in a class or you simply want
to give back to the community, placement opportunities are
abundant. Students are welcome to utilize our free placement
service to help match interest to need for a long-term
community service commitment or simply stop by to participate
in monthly service projects on campus. Regardless of the level
of commitment to service, FCC's Center for Student Engagement
staff will work with you to find your perfect placement.
Students who have received a Meritorious Service Certificate
from a Frederick County Public School are invited to apply their
meritorious service hours for recognition at FCC. The Center for
Student Engagement acknowledges outstanding student service
at the annual Recognition Awards Ceremony in May.

Co-curricular Programs

Because FCC values the profound learning opportunities that
exist outside of the classroom, programs, events and activities
are specifically designed by a diverse planning team to give
students an opportunity to relate academic subject matter

to real life situations. These co-curricular programs serve as a
compliment to in-class instruction, and engage students in
exciting, thought provoking, and multi-discipline activities.
Students play a critical role in shaping these offerings by
recommending workshops, lectures, trips, and experiences that
enhance classroom knowledge and most faculty recognize the
value of these learning opportunities by offering extra credit

for student participation. Co-curricular events and activities are
posted in the student/faculty calendar, which can be found in the
Center for Student Engagement, or can be found on the FCC Web
site under Events.

Leadership Development

FCCvalues shared governance, meaning all members of the
campus community have a voice in the decision-making process
at FCC. The student voice is channeled through the Student
Government Association, and every student on campus is
considered a member by virtue of enrollment. While suggestions
and opinions can be shared openly without organized
involvement in SGA, opportunities exist for students who wish to
take their leadership to the next level.

The SGA holds elections each year to solicit leadership on

many levels. Officers are needed for service on all-college
committees and task forces, leadership within campus clubs

and organizations and within the SGA itself. No prior leadership
experience is necessary, only the desire to make a difference, and
the commitment to see the responsibility through.

Leadership is rewarded through nomination for national
recognition, letters of recommendation, and resume interest.
Students who are involved on campus are also highly sought
after by four-year transfer institutions, local businesses, and
community service providers.

To further support student leadership, FCC has created the
Leadership Legacy, a training for all students who are interested
in developing their leadership skills regardless of previous
experience or involvement. The program is designed to give
students an opportunity to develop their leadership skills on a
personal, group, and community level. Through participation in
the program, students will build a portfolio demonstrating their
leadership skills and involvement and establish an excellent
network of connections to students, college faculty and staff,
and community members. Participants will learn more about
themselves and the skills they need to become better leaders. In
addition, FCCiis a proud participant in the Maryland Community
College Activities Directors Association and the Association of
College Unions International. Through membership, student
leaders participate in a series of high quality, state, regional

and national leadership workshops, seminars, and retreats.
These leadership experiences are underwritten by the Center

for Student Engagement to further support and acknowledge
volunteer service and leadership.

Recognition and Awards

(elebration of achievement is one of our core values! And, each
May, at our annual Spring Recognition and Awards Ceremony,
students are publicly recognized and lauded for academic
achievement, volunteer service, and campus leadership. Students
may eam distinction for their contributions through faculty or
staff nominations and may be eligible for nomination to several
internationally recognized honors and awards programs such as
Who's Who Among Students in American Community Colleges;
PhiTheta Kappa International Honors Society; the USA Today
Academic All Americans; and the United States Achievement
Academy’s Academic All American Scholars and Leaders. Specific
criteria for national honors can be found in the Center for Student
Engagement, in the student handbook, or on the FCC Web site
under Student Life.

center for student engagement
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Graduation Awards

Student Government Association

During Commencement week, numerous awards are made by
various organizations in recognition of outstanding achievement
by the year's graduates. Among those of recent years have been
the following:

Dr. Patricia Stanley Exemplary Community Service and
Leadership Award

« Dr Lee John Betts Student Leadership Award
Marjorie Betts Citizenship and Family Award

Dr. Henry P and M. Page Laughlin Annual Distinguished
Scholarship Award

Phyllis Hamilton Award for Academic Excellence in English
Literature

« Jan Kuczma Il Memorial Awards
Lindblad/Longman “We Are One” Award
Catoctin Scholar History Award

Award for Academic Excellence in the Business Transfer
Curriculum

- Award for Academic Excellence in the Business Career
Curriculum

Career & Technology Awards

Frederick County Medical Society Award for Academic
Excellence in Clinical Nursing

Frederick Memorial Hospital Board of Directors Award for
Highest Academic Average in Nursing

+ Frederick Woman's Civic Club Award for Academic Excellence
in History

Martin Kalmar Award for Academic Excellence in Mathematics

The student government association (SGA) is designed to
represent student opinions and concerns on campus. SGA is

the students' voice on issues concerning campus life and a relay
system of information between college committees and the
general student body. Leadership opportunities exist for students
interested in serving as officers to the student government
association and/or students wishing to take part in campus-wide
committees and task forces. The executive committee of the

SGA consists of president, vice president for public relations, vice
president for administration, secretary, and treasurer. Students
interested in leadership positions are invited to stop by the SGA
office, H-106.

An essential component to the success of the SGA s active
participation in the college governance process. The SGA appoints
interested students to serve as representatives to the college
senate and college-wide committees and task forces. While
previous student government experience is helpful, all students
with interest, commitment and enthusiasm are encouraged

to participate. In addition to the leadership skills student
representatives develop, indication of active participation is
always an excellent highlight on résumés and applications for
admission to four-year colleges.

Student Publications

F(Chas two major student publications. The FCC Commuter is
the college’s student newspaper and the Tuscarora Review is our
magazine of the creative arts.

The FCC Commuter is a student publication and is a designated
forum for student voice and opinion on campus events and
related issues. The FCC Commuter is also a co-curricular program
working cooperatively with FCC journalism classes. However,

all students are welcome to work on the paper regardless of
previous experience. Working on the paper offers practical
experience for writers, photographers, graphic designers,
marketers and public relations students. For more information,
contact the advisor, Bryan Hiatt at 301.846.2511.

The Tuscarora Review consists of literary (poetry, fiction, essay,
one-act plays) and fine arts (ceramics, mixed-media, 20 and
3D art, graphic design) contributions from students and staff.
The Tuscarora Review has recently won several national awards.
Student contributions are encouraged. For more information,
contact the English department at 301.846.2600.

Voter Registration

Frederick Community College encourages all students, faculty,
and staff to exercise their privilege and right to vote in national
and local elections. Voter registration forms are available in the
Center for Student Engagement (Classroom/Student Center,
H-101), or in the Welcome & Registration Center, A-102
(Administration Hall).

Wellness

FCC promotes wellness in both its students and staff through
on-going programming and access to healthy exercise programs.
The weight room is open day and evening hours for all registered
students, faculty and staff. Assistance in developing programs to
help with cardiovascular and muscular functions is also available.
FCCoffers courses in yoga, aerobics, weight training, tennis, golf,
volleyball, and fencing, along with fitness for living and health
education theory courses.

For more information on any of the above student life programs,
students should contact the Center for Student Engagement at
301.624.2793.
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Campus Life

Bookstore

The FCC Bookstore is open year-round, Monday from 8:30am
until 7pm, Tuesday through Thursday from 8:30am until 5pm
and Friday from 8:30am until 4:30pm to serve our students,
faculty, staff and community. Evening hours are expanded during
our peak times. Please check our Web site for the most current
information at bookstore.frederick.edu. The bookstore sells course
textbooks, school and art supplies, backpacks, snacks, clothing,
gifts and much more.

Al of your textbook questions can be answered at our Web site
including finding the books that are required for your class, prices
both new and used, and ISBN information. Please visit bookstore.
frederick.edu to order your textbooks this semester and either
have them shipped to you or held in the store.

The bookstore also provides a textbook buyback service at the
end of each semester. Visit bookstore.frederick.edu to learn more
about how textbook buyback works.

The FCC Bookstore accepts cash, checks (sorry, no starter checks),
Visa, MasterCard, Discover, and American Express.

Campus Safety and Security

F(Cplaces a high priority on maintaining a safe, secure learning
and working environment. The security office (Classroom/
Student Center, H-116) is committed to the safety and welfare
of all students, employees and visitors. For safety and protection,
security staff are on campus 24/7. Exterior emergency help
phones are located adjacent to sidewalks of parking lots (#1—Bus
stop, #2—lot 1, #3—lot 4, #4—lot 4, #5—lot 6, #6—lot 7 south,
#7-lot 7 north, #8—lot 9, #9—lot 10, #10—lot 10 north, #11—lot
14 north, #12—lot 14 south).

Press the button and security will respond immediately. Help
phones are throughout all buildings; they may be used to dial
campus numbers only. Call 2453 for the security office.

Campus Crime Report

In compliance with Title Il of the Crime Awareness and Campus
Security Act of 1990, information related to crime statistics

and security measures is posted throughout the college and is
available to students in the most current Student Handbook and
on the college’s Internet Web site. Individuals may also request a
paper copy of either the college’s safety and security policies or
campus crime statistics at the colleges security office located in
the Administration Hall on campus (301.846.2453). The report
contains information about campus security issues and ways
students and staff can help ensure their personal safety. It also
contains statistics on crime rates for the past three years.

College Closing

During inclement weather, the following area radio and television
stations will be notified by 5:30a.m. to broadcast announcements
concerning cancellations, closings and delays:

WEMD (AM 930) WEFRE (FM 99.9)
WAFY (FM 103.1) WARX (FM 106.9)
WIZ-TV (CH. 13) WUSA-TV (CH. 9)
WTTG (CH. 5) WHAG-TV (CH. 25)

NEWS4 (CH. 4)
NEWS Channel 8

ABC (CH.7)
WBAL (CH. 11)

Sign up for FCC Alert to receive instant alerts direct to your

cell phone and/or e-mail account. Students can sign up at
www.frederick.edu. Students and staff may also call the FCC
switchboard, 301.846.2400, tune in to Channel 23, visit the Web
site (www.frederick.edu), or FCC Facebook page for the latest FCC
inclement weather announcement. See the Student Handbook
for more information.

College Information Center

The College Information Center supports all offices of the college
by answering the switchboard and providing information to all
callers and visitors to campus. In addition, the Information Center
can assist students with applications to the college, registration
activities and transcript requests.

College Publications

Student Handbook—Includes college activities and resources,
school policies and requlations, etc. Copies are available from the
Center for Student Engagement or on the Web at www.frederick.
edu.

Transfer Guides—Provide information transfer students need.
Continually updated information on specific transfer requirements
for colleges most often selected by FCC students are included.
Transfer quides are available through the Career & Transfer Center.

A variety of other publications and brochures is available from
different departments throughout the college to meet student
needs.

Dining Services

The mission of the FCC Dining Services Department is to provide
premier dining services to the college community and campus
quests through outstanding quality and choice of food and
superb customer service.

Dining Services operates three venues on campus including the
Cougar Grille, Sara Lee Sandwich Shoppe, and A Taste for All
Seasons Catering. The coffee shop is operated by The Coffee Table.
All venues are open to all students, faculty, staff and the general
public. Dining Services also monitors the vending operations on
campus. The management office is in the Classroom/Student
Center, room H-115G. For information on any of our services, call
Donna Sowers at 301.846.2466 or e-mail dsowers@frederick.edu
or call Sandy Toms at 301.624.2738 or e-mail stoms@frederick.
edu or drop by our office. Suggestions or comments about any
of our venues are always welcome. Menus, daily features, special
events, operating schedule, and an online suggestion/comment
form and online catering reservation form are available on the
college Web site, www.frederick.edu.

Cougar Grille

« Open fall & spring semesters: Monday—Thursday,
8:00am—>5:30pm; Friday, 8:00am-1:30pm

« Open summer: Monday — Thursday, 8:00am—1:30pm
(Please note: hours are subject to change)

The Grille is located in the Classroom/Student Center (Building
H) next to the Bookstore. The Cougar Grille features a salad and
soup bar, beverage bar, deli area with made to order sandwiches
and signature Panini sandwiches, grill with cooked to order
sandwiches, French fries, onion rings, chicken tenders and
more. Chef's Alley features hot entrées and side dishes, pizza
and display cooking featuring ethnic cuisines. Try some of our
fresh baked cookies, brownies and other desserts. If you don't
have a lot of time, check out the large ‘grab and go' area. Stop
by for breakfast between 8:00am and 10:30am and check out
our cooked to order breakfast sandwiches and breakfast features
offering fresh made waffles and lots more. Don't miss out on
free meals and special events taking place throughout the year.
The dining room is warm and inviting with seating styles for
everyone's comfort. Stop by for a touch of home without going
home!

The Coffee Table

- Open fall & spring semesters: Monday—Thursday,
7:30am-8:00pm; Friday, 7:30am-1:30pm

« Open summer: Monday — Thursday, 7:30am—1:30pm
(Please note: hours are subject to change)

The Coffee Table is in the Classroom/Student Center (Building H)
off the main dining area. The Coffee Table features fresh-brewed
coffee, espresso, lattes, mochas and hot chocolate made with
Ghiradelli chocolate, chai, assorted hot teas, fruit smoothies,
fresh-baked pastries and cookies, and more. We have everything
you need to get your day off to a great start or for a midday pick-
up! Call 240.629.7801 for more information.

Sara Lee Sandwich Shoppe

« Open fall & spring semesters: Monday—Thursday, 8:00am —
7:30pm; Closed Friday
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« (losed summer sessions
(Please note: hours are subject to change)

The Sara Lee Sandwich Shoppe is located on the 2nd floor

of C-building in the B/C knuckle. Enjoy a custom made deli
sandwich, sub or wrap gently warmed through our oven. Stop
by for breakfast and enjoy a hot sandwich. Need something fast?
Drop by for a fresh baked cookie or brownie, grab-n-go salad

or sandwiches, pizza, Coca-Cola drink, iced tea, or juice. Limited
seating is available. If you are short on time you can call in your
order and our staff will have your sandwich ready for you, call
301.624.2831.

Meal Cards

You can purchase a meal card for any denomination of five
dollars and up that is valid at the Cougar Grille and Sara Lee
Sandwich Shoppe. For every $50.00 you purchase you receive
a coupon for $5.00 worth of free food. See the cashier at either
location for further details.

Check the college Web site (www.frederick.edu)
for:

« A'map of our locations

« Daily features for the Cougar Grille and Sara Lee Sandwich
Shoppe

« Menus for the Cougar Grille, Sara Lee Sandwich Shoppe, The
(offee Table, and A Taste for All Seasons Catering

- Yearly operating schedule

« Special and fun events happening in the Cougar Grille, The
(offee Table, and the Sara Lee Sandwich Shoppe

ATaste for All Seasons Catering

ATaste for all Seasons Catering services special events for
internal and external groups using campus facilities. A Taste for
All Seasons Catering offers everything from coffee service to
boxed lunches to fully catered buffets for 10—1,000. Call Donna
Sowers at 301.846.2466 or e-mail dsowers@frederick.edu or call
Sandy Toms at 301.624.2738 or e-mail stoms@frederick.edu.
The brochure, pricing information and an online ordering form is
available on the college Web site, www.frederick.edu. The menus
in the brochure are suggested menus but we will be happy to
customize a menu for your event.

Vending

Vending is monitored by dining services, but is maintained by
(oca-Cola Enterprises and Mid-Maryland Vending. Vending
machines are conveniently located in the Conference Center,
F-Building, Gym, Library Building, A/B Knuckle, B/C Knuckle and
H-Building. If you encounter problems with a machine, please
notify the dining services management office at 301.846.2466
or 301.624.2738 5o that a repair call can be placed. Refunds

are available at the Sara Lee Sandwich Shoppe, second floor
(C-building during their operational hours.

Parking Stickers

Parking stickers are issued by the Welcome & Registration Center
once registration is completed.

Student D

All students will be assigned a student identification number
when they are admitted to FCC. ID cards are issued by the
Welcome & Registration Center once a student has registered. ID
cards are required for library services, registration, and admission
10 college events.

campus life



Continuing

Continuing Education &
Customized Training

FCC's continuing education and customized training provides
programs that reflect the needs, interests and trends in business
and industry, and programs that promote the personal and
professional growth of the community.

A wide range of noncredit courses is offered in day, evening and
weekend formats that appeal to people of all ages with busy
lifestyles. Continuing education courses represent leading-edge
curricula and quality instruction. Instructors are generally field
practitioners who bring first-hand knowledge to the classroom.
Courses provide students hands-on training and state-of-the-
artequipment. All courses can be tailored to the applications

of individual businesses through customized training contracts
within parameters convenient to the companies.

Partnerships

The continuing education/customized training division has
developed numerous partnerships and collaborative groups
providing the community greater resources and access to
training. Our partners include Frederick County Association of
Realtors, Dominion Project, Inc., Frederick Memorial Healthcare
Systems Wellness Center, Frederick County Chamber of
Commerce, Frederick Innovative Technology Center, Inc., and the
Workforce Partnership of Frederick County.

The Workforce Partnership of Frederick County

The Workforce Partnership of Frederick County assembles the
finest area agencies involved in workforce development and
competitiveness, all collaboratively committed to the economic
prosperity of Frederick County and its businesses. The partnership
includes Frederick County Workforce Services and Frederick
Community College and provides customized performance
training, needs assessments, and workforce development
consulting. For further information, call 301.846.2404.

Workforce Development &
Career Training

Today’s work environment requires each person to have a broader
range of skills and communication abilities than ever before. With
fewer people being called upon to do more, keeping skills current
and assuring core competencies provides greater assurance of
Career success.

Fducation &
Workforce Development

Workforce development courses are designed in conjunction
with professional organizations, area businesses and
industries. Programs are intended to enhance and update
skills or provide entry-level career training. Many courses are
offered as preparation for national licensing examinations

or for recertification/relicensing. For more information, call
301.846.2431.

Workforce development programs include:

« Information Technology

- Computer Technician Training (A +)

« CompTIA Network +

- CompTlIA Security +

« Microsoft Certified Systems Administrator (MCSA)
« Allied Health

- (ertified Nursing Assistant

« Dental Assistant

« EKGTechnician

- Pharmacology Technician

- Phlebotomy Technician

« Physical & Occupational Therapy

« Business

« American Management Association (AMA)

« (Certified Bookkeeper

« Professional Project Manager (PPM)

« Small Business

- Society for Human Resources (SHRM) PHR/SPHR
« Real Estate

- Real Estate Agent

« Real Estate Appraisal

« Home Inspector

« Maryland Home Improvement Contractors License Exam Prep
« Mortgage Loan Officer

- Construction

« Basic AutoCAD

- Carpentry

« Hectricity

- Heating Ventilation Air Conditioning and Refrigeration (HVAC)
« Plumbing

« Welding

« (hild Care

« Autobody

- Veterinary Assistant

- Equine

Small Business Development

Whether considering starting a small business or expanding a
current business, FCC offers a wide array of short courses to get
people started or to provide necessary business skills. A variety
of'how to start’ courses help you select a new business and get
the process under way. Other courses cover employee relations,
customer service, advertising, etc. For information on small
business courses, call 301.846.2682.

FCC Customized Training

As an integral part of Frederick Community College, FCC
Customized Training shares the college’s vision of being a premier
Learning College, a customer centered system of relationships
that fadilitates, values and measures learning. Our mission

is to prepare organizations and their employees to meet the
challenges of a diverse, global society through quality, accessible,
innovative, lifelong learning.

Customized Training is a formal partnership between Frederick
Community College and Frederick County Workforce Services.
This successful joint venture combines the resources of each
partner such as materials, facilities, instructors, and contacts to
form FCC Customized Training. The unique partnership allows
businesses to quickly and efficiently access training that is
tailored to their specific needs; training that is of professional
quality, competitively priced and is delivered by local workforce
development professionals. During the past year, FCC Customized
Training has provided learning opportunities to nearly 5,700
employees.

Companies may access customized training courses on a wide
variety of topics, including:

« Employee Effectiveness

« Professional and Organizational Leadership

« Computer Software/Hardware Technical Training

« Customer Service

« Diverse Perspectives in the Workplace

« Health/Wellness

« Job Training/Skilled Trades

- Safety

« (redit, certificate, degree and non-credit programs

By examining what our customers need, Customized Training
has established itself as Frederick County’s premier local training
provider.

(all 301.846.2404 for more information.
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Personal Enrichment

The Personal Enrichment program offers opportunities for
people of all ages to explore new interests and hobbies, become
more self-reliant, develop healthier lifestyles and enhance life
experiences. Course lengths range from several hours to several
weeks.

Courses that accommodate the vast and diverse needs of the
community include:

« Arts, crafts & hobbies

« Culinary arts

- Drawing & painting

- English as a second language

« Health, fitness & the great outdoors
« Home decorating

- Llanguages

+ Music & dance

« Personal finance

« Personal growth & self help

« Photography

« Test preparation

« Writing

Kids On Campus

Our Kids on Campus program offers extensive course selections
for children and adolescents. Courses build on existing skills while
exploring interests and introducing new ideas, and at the same
time fostering new friendships. Course lengths range from several
hours to several weeks.

Our creative and interactive course subjects include:
- languages

« SAFE Sitter

- Computers

« Home-School Enrichment
+ Media and the Arts

« Hands-On Science

+ Boost Your Imagination
- Sports and Fitness

+ Kids Cuisine

« Parents and Kids Together

(all 301.624.2820 for more information.

Institute for Learning in Retirement
(ILR)

The ILR program at FCC offers a broad range of affordable courses
and field trips designed by and for adults age 55 and better.
There are no tests or grades in ILR, only stimulating ways to tickle
the brain and indulge one's curiosity in the company of other
lifelong learners.

ILR offers casual classes in a range of subjects including:

« Artand music

- Computers and digital photography

« Golf, bridge and other hobbies

« Health and fitness

« History, government and world cultures
« Personal finance and elder law

« Science and nature

« Social issues and current events

Alifetime membership in ILR is available for $20. Non-members
are also welcome to take some ILR classes. To receive a course
schedule for the Institute for Learning in Retirement, call
301.624.2732.

Driver Education and Traffic Safety

The DETS area provides instruction in the safe operation of motor
vehicles. This includes:

« a traditional driver education program for adults and teens
interested in obtaining a Class C Maryland Driver’s License
(passenger cars)

« MVA Approved Driver Improvement/Point System Conference
and Drug & Alcohol Awareness classes

Motorcycle Safety Program

Our Motorcycle Safety programs are taught by Motor Vehicle
Administration and Motorcycle Safety Foundation certified
instructors. Basic Rider and Basic Rider Il prepare students for a
(lass“M"license.

Riders can elect to use a program training motorcycle, or they
may use their personal motorcycle if it is street legal and they
transport it to the training site legally. Personal motorcycles
must be in good operating condition and pass a routine pre-ride
check given as a part of the course. Riders are to provide their
own riding gear, which includes a DOT certified helmet, eye
protection, jacket, full-fingered gloves, long pants and sturdy
over-the-ankle footwear. To complete a course, riders must pass
a knowledge and skill test administered at the end of the course.

- Basic Rider Course (BRC)

« Basic Rider Course II (BRC II)

- Experienced Rider Course (ERC)
« Advanced Rider Clinic

Check the Continuing Education schedule of classes or call
301.846.2431 or 301.846.2427 for the most current schedules.
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Policies and Proce

Selected policies and procedures are currently under college-wide review. Please check the Student
Policies and Procedures under Current Students on the college’s Web site (www.frederick edu) for
revisions.

Academic Assessment and Placement

Policy (rev. 4/16/08)

All new incoming students, unless otherwise exempted, must undergo a comprehensive basics
skills assessment in the areas of reading, writing, mathematics, and study skills before initial
enrollment in credit-level courses, developmental, and designated continuing education courses.
Assessment scores will be used to determine the proper placement in the appropriate program,
based on the individual student's needs. Students whose assessment scores indicate placement in a
developmental program will be required to enroll in and satisfactorily complete developmental and/
or English as a second language (ESL) coursework designed to provide these skills.

Academic Integrity

Policy (rev. 1/21/09)

A. Frederick Community College is committed to sustaining an environment that actively promotes
honesty, dignity, trust, and respect in the institutional policies and our professional behavior and
interactions. An integral part of this core value is a relationship of trust among faculty, staff, and
student.

B. Frederick Community College promotes academic integrity by setting standards of conduct for
learning, creating learning environments that encourage and demand honesty in academic work
and behaviors, and holding faculty and staff accountable for modeling behaviors that support the
development and worth of all students. Al faculty, staff, and students are expected to uphold these
standards and be active participants in FCC's efforts to promote academic integrity. Individuals
violating this policy will be subject to the provisions of Procedure 4.15, Violation of Academic
Procedure.

Procedure (rev. 12/10/08)
Violation of Academic Integrity

A. Introduction

Aviolation of the Code of Academic Integrity includes, but is not limited to, cheating, plagiarism,
or facilitating dishonest activities. Examples of each type of violation are provided below. The
principles of the code are applicable to all credit and non-credit courses at the college. Al
documented violations of the Code of Academic Integrity will be kept on file with the Chief
Academic Officer. Cases referred to the Code of Student Conduct will also be kept on file with the
Vice President of Learning Support.

B. Definitions

1. Cheating - the intentional or attempted use of unauthorized materials, information, or study
aids in an academic exercise. Examples include, but are not limited to:

a. Use of notes, examinations, instructional material, or information obtained by electronic
means during academic activities.

b. Obtaining, using, or processing copies of an examination, and/or providing or receiving
information contained in an examination.

¢. Submitting another's work as one’s own.
d. Having an examination taken by another party.

e. Altering or falsifying examination or course results after evaluation is completed by the
instructor.

Ures

f. Carrying examination answers into an in-class testing period.

g. Copying answers and/or work from another student during an individually assigned
classroom activity.

2. Plagiarism - the presentation of an idea or product as new when taken from an original
existing source without properly citing the source of the material. Examples of plagiarism
include:

a. Duplicating another author’s work (in whole or part) without quotation marks and/or proper
citations.

b. Duplicating the author’s exact words with the proper citation, but without quotation marks.
¢ Using an author’s paraphrased ideas without proper citations.

d. Submitting a paper in which the exact words are only rearranged in order without proper
citation.

3. Racilitating Academic Dishonesty - intentionally, or knowingly, assisting or attempting to assist
another student in violation of the Academic Integrity policy. Examples include but are not
limited to:

a. Completing an academic activity in another name.
b. Permitting another student to copy one’s work for an assignment, or examination.
¢. Providing another student with unauthorized material during an academic activity.

d. Collaboration with other students to complete course assignments when prohibited by the
instructor.

e. Providing examination information to students in other course sections.
f. Selling, possessing, or purchasing examinations, papers, or other assignments.

4. Other Forms of Academic Dishonesty. Examples include but are not limited to fabricating,
falsifying, or inventing information, data, or citations in an academic activity.

C. Investigation of Alleged Violations

1. When a faculty member has reason to believe that a violation of the Code of Academic Integrity
has occurred, the faculty member will notify the Vice President of Learning, who will notify the
Registrar to place an academic hold on the student record. The hold will prevent the student
from withdrawing from the course during the investigation process. The faculty member will
schedule a meeting with the student(s) to present evidence of the violation. If the student
fails to attend the meeting, the faculty member may make a decision based on the available
evidence.

2. The student will be afforded the opportunity to respond to the allegation during the meeting
with the faculty member. Following the meeting with the student, the faculty member will
make a determination as to the occurrence of a violation based on the evidence presented
during the investigation.
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D. Imposition of a Sanction

1. Following the investigation, students found to be in violation of the Code of Academic Integrity
may receive sanctions imposed by the faculty member in whose class the violation occurred.
Sanctions will increase in severity in accordance with the number of prior documented
violations. The faculty member will confer with the Associate Vice President for Learning
Operations to determine if other recorded violations have occurred prior to imposing a sanction.
The faculty member will confer with the department chair and/or the appropriate Associate
Vice President to inform him/her of the sanction the faculty member has determined to be
appropriate. Students not registered in a course where sanctions are warranted but who
facilitate academic dishonesty will be referred for sanctions under the Code of Student Conduct:
Once the sanction has been imposed, the Vice President for Learning will notify the Registrar to
remove the hold on the student record, unless the sanction is a failing grade for the course, in
which case the hold will remain and the student will not be permitted to withdraw from the
course.

a. First Violation

(1) Students found in violation of the Code of Academic Integrity for the first time may be
assigned a sanction ranging from a warning to grade of zero (0) for the assignment,
examination, presentation, or activity in question, to receiving a failing grade in that
class should the offense be determined by the faculty member to be sufficiently severe to
warrant such a sanction. The student will be made aware of the sanction in writing by the
faculty member.

(2) Recognizing the potential for unintentional violations of the Code of Academic Integrity,
the faculty member may include within the written notice of sanction a referral to
the Writing Center. The faculty member may inform the Writing Center Manager of
the student’s violation and referral. The Writing Center will provide the student with
individualized instruction relating to the particular violation, which may include one-
on-one tutoring, online tutorials, and/or referrals to other college resources (e.g. Study
skills workshops, etc.). The Writing Center Manager will inform the faculty of the student’s
progress and completion of educational experiences.

(3) A copy of the sanction notice will be sent to the department chair and the Associate Vice
President of Learning Operations. If the department chair is the involved faculty member,
the appropriate academic Associate Vice President will act as the department chair. The
Associate Vice President will document the incident and file the documentation with the
Vice President for Learning.

b. Second Violation

(1) Students found in violation of the Code of Academic Integrity for the second time, either
in the same course or a different course, will be assigned a failing grade in the course
where the second violation occurred.

(2) The student may appeal the failing grade using the college’s Grievance Procedure for
Grades.

(3) The student will be made aware of the sanction in writing by the faculty member. A
copy of the sanction notice will be sent to the department chair and the Associate Vice
President of Learning Operations. The Associate Vice President will document the incident
and file the documentation as the second violation with the Vice President for Learning.

¢ Third Violation

(1) Students found in violation of the Code of Academic Integrity for the third time, either
in the same or a different course, will be assigned a failing grade in the course where
the third violation occurred. The student forfeits the opportunity to repeat the course in
question. Additionally, the student will be referred for appropriate action through the
Code of Student Conduct with the recommendation that the student be expelled from
the college.

(2) The student may appeal the grade using the college’s Grievance Procedure for Grades
prior to his/her exposure to the procedures associated with the Student Code of Conduct.
Ifthe failing grade is not overturned on appeal, the student will be referred to the Code of
Student Conduct for consideration of expulsion from the college.

(3) The student will be made aware of the sanction in writing by the appropriate academic
Associate Vice President and a copy of the sanction notice will be sent to the department
chair and faculty member. The Associate Vice President will document the incident and file
the documentation as the third violation with the Chief Academic Officer and notify the
Vice President for Learning Support for initiation of action in accordance with procedures
outlined in the Code of Student Conduct.

E. Appeals

All appeals must be submitted in writing as indicated below:

1. Appeal of Finding of First Violation - Students who have been found in violation of the
Academic Integrity policy for the first violation will have 7 working days from the student’s
notification in which to request an appeal. Failure to request an appeal within the allotted
time frame will result in the student’s waiver of the right to appeal. Written request of appeal
must be submitted to the appropriate academic Associate Vice President. The Associate Vice
President will appoint a department chair to schedule a meeting with the student, the faculty
member, and the Department Chair within 10 working days of receipt of the request for appeal
and will inform all parties of the date, time, and location of the appeal hearing. Failure of the
student to appear for the appeal hearing without prior notification or evidence of extenuating
crcumstances, provided adequate advance notice of the hearing date, time, and location has
been given, results in a waiver of his/her right for further appeal and the sanction imposed by
the faculty member will stand. The decision of the Associate Vice President will be final. The
Associate Vice President will notify the student in writing of their decision within 3 working
days of the meeting.

2. Appeal of Second and Third Violations - All appeals of the second and third violations will
proceed according to the Student Grievance Procedure for Grades and where appropriate, the
Student Code of Conduct.

a. If an appeal results in a change in the student’s recorded final grade for the course, the faculty
member will submit an official change of grade to the Registrar and the Vice President of
Learning will notify the Registrar to remove the hold on the student record.

Acceptable Use of Information Technology Resources

Policy (rev. 4/18/07)
A. Frederick Community College provides students, faculty, and staff an array of information

technology resources to support the learning mission of the college. Access to these resources is

a privilege, not a right or guarantee, and as such, imposes certain responsibilities and obligations
on the user. All users (students, faculty, staff, and non-college individuals and entities specifically
authorized to use these resources) are expected to act responsibly, ethically, and legally, and limit
their use of these resources to the educational purpose and legitimate business of the college and
agree to abide by the college’s Acceptable Use of Information Technology Resources Procedures.
The college reserves the right to extend, limit, restrict or deny privileges and access to its
information technology resources. Electronic information residing on college owned and/or leased
servers is the property of Frederick Community College. As such, the college reserves the right to
review any e-mail or transaction that transits an FCC server.

B. All members of the college community are bound by all applicable local, State, and federal laws

including, but not limited to, those related to copyrights, security, privacy (including the provisions
of FERPA — Family Educational Rights and Privacy Act) and other statutes regarding electronic
media and technology in general.

C. Disclaimer: Users of the college information technology resources owned, operated or leased

by the college do so subject to applicable laws and college policies and procedures. The college
makes no quarantee that the services provided will be error-free or without defect. The college
cannot be responsible for any damage suffered including, but not limited to, loss of data or
disruption of service. The college disclaims any responsibility and/or warranties for information
and materials residing on non-college systems or available over publicly accessible networks.
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Procedures (rev. 8/1/07)

Information technology resources owned, leased or operated by the school are governed by

college policy as well as federal, state, and local laws. Users who inappropriately or illegally use
information technology resources are subject to all applicable college and legal penalties for such
misuse (see Procedure 6.26z -,“Violations of Acceptable Use of Information Technology Resources”).
Frederick Community College reserves the right to monitor its information technology resources
(i.e., hardware, software, networks, peripheral devices, e-mail, data, and any other components
connected to or associated with these resources) to ensure compliance with the acceptable use
policy, procedures and related policies and procedures.

A. Access to Technology Resources

1. Access to technology resources is a privilege, not a right or guarantee, and as such imposes
certain responsibilities and obligations upon the user. The college reserves the right to extend,
limit, deny privileges and access to its information technology resources based upon relevant
policies and procedures, laws, and contractual obligations, the users need to know, the risk of
damage to or loss by the college, and the users previous history of use.

B. Privacy and Use of Information

1. Users of the information technology resources are expected to attempt to access, through
any system, only information that relates to the performance of their duties and to exercise
good judgment in the use of such information, particularly, confidential or demographic data.
Confidential or demographic data must be used in a manner that protects rights of privacy and
institutional liability. Safequards to authorize, review, and monitor appropriate user access to
the PeopleSoft system are outlined in Procedure 6.26¢ - “PeopleSoft System Access.”

(. Standards of Acceptable Use

1. These standards apply to the operation of Frederick Community College’s information
technology resources and are based upon two primary principles: 1) information technology
resources exist to support the learning mission of the college; 2) the college is committed
to ensuring a positive learning environment for all members of the college community.

The following list cannot completely catalogue all acceptable uses but is intended to be as
comprehensive as possible.

a. Users represent the college while using internal and external information technology
resources and as such must comply with all college policies and procedures, as well as all
federal, State, and local laws and regulations.

b. Use of information technology resources is for the purpose of facilitating the exchange of
information to support the learning mission of the college and is to be used for legitimate

college business except as otherwise provided by the college’s “Intellectual Property Rights”
policy (pending) and procedure (pending).

¢ Users and system administrators will respect the privacy of person to person communication
in all forms, including voice (telephone), text (electronic mail and file transfer), and image
(graphics and video), although privacy can never be guaranteed.

d. Users will observe existing copyright, licensing, and legal restrictions on the use of software
or information. All work created on the college’s network is the property of the college except

as otherwise provided by the college’s “Intellectual Property Rights”policy (pending) and
procedure (pending).

e. Users will not run any utilities to capture information, eavesdrop on network
communications, degrade or disrupt equipment, software, or network performance,
including providing programs intended to damage or place excessive load on a computer
system.

f. Users will respect the rights and property of all others and will not improperly access,
misappropriate or misuse the files and data that belong to another individual or that are not
publicly available.

g. Users will not transmit any communication in any form (e.g., text, images, sound) where
the content, meaning, transmission, and/or distribution of the message would violate any
applicable law or requlation.

h. Users shall use e-mail in a responsible manner in compliance with the college’s general
e-mail procedure (see Procedure 6.26b -, “General E-mail Procedures”).

i. Users may not purchase, install, uninstall or download any applications without prior
authorization by the Chief Technology Officer and/or the IT Director of Network Services,
including users who have been granted administrative access rights (see Procedure 6.26d
-,"Administrative Access Rights”). Certain applications may not be authorized because
they represent a security risk and/or violate State/federal copyright and/or entertainment
downloading statutes.

j. Users may not use the network for gambling or any other illegal activity, or any activity
prohibited by the acceptable use procedures, to include violations of software agreements
and other contracts, gaining unauthorized access to any computer system, or attempting to
circumvent data protection measures.

k. Users may not alter software systems (including unauthorized modification of hardware/
software configurations; unauthorized copying of copyrighted software), engage in hacking
in any form, gain unauthorized access to resource entities [including the use or divulging
of someone else’s password and sharing individual user account(s)], post anonymous
messages, and create and/or display threatening, obscene, racist, sexist, or harassing material
(including broadcasting unsolicited messages or sending unwanted e-mail).

|. Users may not connect any personally owned computer or related equipment to any device
on the college’s networks without the specific authorization of the Chief Technology Officer
or the IT Director of Network Services. Users granted permission may connect to college
networks only with equipment/computers meeting the college’s technical and security
standards.

m. Users may not intentionally abuse, disrupt, endanger, or threaten the viability and security
of any college computer system, or network facility including those at the college and those
on networks to which the college’s systems are connected. This includes, but is not limited to,
intentionally bypassing security, inserting inappropriate objects into drives, tampering with
cables, adding or deleting files or software without authorization, changing network settings,
and introducing or creating invasive software such as worms or viruses.

=

. The college has a finite amount of bandwidth and resources that must be used responsibly.
Users will promote the efficient use of the network to minimize and to avoid intentionally
creating congestion within or upon the networks that interferes with the work of other
users. Users may not intentionally interfere with or disrupt network users, services, or system
resources. Disruptions include, but are not limited to, distribution of unsolicited advertising,
creation and/or propagation of computer viruses, transmission of slanderous or harassing
materials, chain letters, and using the college’s facilities to gain unauthorized entry to any
other facility, internal or external to the Frederick Community College network.

o

User work created using the college network(s) may be saved in the designated account
storage space, on approved reusable media or a pre-specified and approved network folder.

p. Users may not misrepresent one’s identity in electronic communication for any purpose.

q. Users may not engage in illegal trading of copyright protected music and movie files on the
college’s network.

r. Users may not share their account(s) login and password(s) with others, including family
member, co-workers or any other individuals. Each user is responsible for the use or misuse
of their account(s).

s. Users should follow printing guidelines when using lab and library computers and printers

D. Disclaimer: Users of the college information technology resources owned, operated or leased
by the college do so subject to applicable laws and college policies and procedures. The college
makes no quarantee that the services provided will be error-free or without defect. The school
cannot be responsible for any damage suffered including, but not limited to, loss of data or
disruption of service. This includes the loss of data resulting from delays, non-deliveries, or user
error or omissions. The college disclaims any responsibility and/or warranties for information and
materials residing on non-college systems or available over publicly accessible networks.

E. Violations of this procedure will be investigated under the procedure 6.26z -, “Violations of
Acceptable Use of Information Technology Resources”
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General E-mail Procedures (rev. 8/1/07)
A. General E-mail Procedures

1. Users shall utilize e-mail in a responsible and lawful manner in compliance with Frederick
Community College policy and procedures and all applicable state and federal laws. Users are
advised that e-mail messages are no more confidential than a postcard and may be monitored
without prior notification. It is therefore important that users are aware of the legal risks of
e-mail. If any user sends or forwards e-mails with libelous, defamatory, offensive, racist,
or obscene remarks, the user can be held liable. If any user unlawfully forwards or copies
messages without permission, the user can be held liable for copyright infringement.

2. FCCe-mail accounts are intended to serve as the official means of electronic communication
at the college.

B. The following procedures are intended to promote e-mail as an efficient tool for all academic and
administrative operations and to minimize the legal risks involved in the use of e-mail. Violators
of the procedures are subject to disciplinary action as outlined in Procedure 6.26z -, “Violations of
Acceptable Use of Information Technology Resources”.

1. E-mail on college servers is the property of Frederick Community College, and the disposition
of such is at the discretion of the administration. There are times when the college may need
access 10 a user's e-mail.

3. E-mail is used to facilitate the exchange of information in support of the learning mission of
the college. Although incidental use of e-mail for personal use is permitted when it does not
interfere with work, this does not include using e-mail for personal profit or conducting a
personal business.

4. Users should not transmit confidential information or files to a third party not expressly entitled
to such information. If confidential information must be transmitted by e-mail, it should be
encrypted or password protected.

5. E-mail is intended for communication between individuals and clearly designated groups of
individuals and should not be used for mass broadcasting or the wide distribution of large
attachments.

6. Only authorized users (e.g., the President, Safety & Security) may send e-mail to“All Faculty/
Staff!” General announcements intended for the campus community should be posted on
Communication Central.

7. E-mail may not be used for spamming (i.e., sending unsolicited e-mail messages).
8. E-mail may not be used for virus alerts, chain letters, or junk mail.

9. E-mail may not be used to harass or intimidate another person, e.g., by broadcasting
unsolicited messages, by repeatedly sending unwanted mail, or by using someone else’s name
or user ID. Harassment of any kind should be reported to Campus Security.

10. E-mail use for internal and external marketing

a. Initial requests for use of the e-mail system for marketing prospective or current students
should be sent to the Executive Director of Marketing and Public Relations. Requests should
include information on the target market, reasons for the use of e-mail, timelines for use,
and the text of the message.

b. The Executive Director of Marketing and Public Relations and the Associate Vice President for
Enrollment Management will review the request and make recommendations, if necessary,
for adjustment of text, timeline, and/or target market.

¢. Approved messages will be returned to the sender with quidelines for e-mailing (e.g.,
template, timing, etc.).

(. Violations of this procedure will be investigated under the procedure 6.26z -, “Violations of
Acceptable Use of Information Technology Resources”.

FCC Computer Donation and Distribution (rev. 10/10/07)
A. Purpose

1.To provide students, faculty, staff, FCPS and area non-profits with the opportunity to apply
for surplus FCC computers. The surplus computers will be donated to FCC financially eligible
students and sold to FCC faculty and staff. Once the campus requests have been met, remaining
computers will be donated to FCPS or other county non-profit organizations. Proceeds from the
sale of surplus computers will go to the FCC Foundation.

B. Distribution Prioritization

1. FCC student requests are to be satisfied before the computers are offered for sale to faculty and
staff or before donations are made to FCPS and other non-profit organizations.

2. There are no guarantees as to the specific number of computers that will be available during
any given year.

3. All applications will be processed on a first-come, first-serve hasis.
(. Student Eligibility and Application Guideline
1. Student Eligibility Guidelines are as follows:

a. The student must be a Pell Grant recipient or fall within the Lower Level Standard Income
Levels or the 150% Workforce Investment Act Income Guidelines (for working adults).

b. The student must be enrolled during the current semester

2. Students can receive one donated computer. They are not eligible for any further donations
thereafter.

3. Advertisement for student computer donations will be conducted year round through the Office
of Financial Aid and the Office of Adult Services. Advertisement for computer sales to faculty
and staff will be made on Communication Central as surplus computers become available.

4. Computer donation applications will be available through the Office of Financial Aid and the
Office of Adult Services. Computer purchase applications for FCC faculty and staff will be made
available through Communication Central.

5.The Donation Committee™ will meet once a month to review applications.

6. Notification and scheduling of pickup for approved students will be conducted by the IT
department.

7. Upon initial notification of computer availability, the student will have two weeks to arrange to
pick up the computer. If it is not picked up within the two week timeframe, the computer will
be made available for sale to FCC faculty and staff. The computer may only be picked up by the
approved student. Student identification will be required.

8. Student must sign an acceptance form at the time of computer pick-up.
D. FCCFaculty and Staff Application Guideline
1. Faculty and Staff Eligibility Guidelines:

a. Full-time and part-time faculty and benefited staff are eligible to apply for the purchase of an
FCCsurplus computer.

b. The faculty or staff member must be a current employee of the college.
2. Advertisement of available computers will be made on Communication Central.

3. Applications will be posted with the advertisement and will be processed on a first-come,
first-serve basis.

4.The IT department will notify applicants of their status within one week of the application
deadline. The FCC Foundation will also be notified of applicant status.

E. FCCFaculty and Staff PC Purchase Guidelines:

1. Approved applicants must pick up a PC purchase voucher from the IT Department and take the
voucher to the FCC Foundation Office where payment should be made to the Foundation in the
amount of $250.00. (The applicant is not eligible for a tax deduction since goods are received
in return for payment).

2. The Foundation will sign the voucher and keep a copy for the Foundation records.
3. The applicant will bring a copy of the signed voucher back to IT office.

4. Computer may only be picked up by the designated applicant.

5. One PCmay be purchased every three years per employee.

6. Faculty/staff must sign an acceptance form at the time of computer pick-up.

F. Violations of this procedure will be investigated under the procedure 6.267 -, “Violations of
Acceptable Use of Information Technology Resources”

FCCmakes no claims and/or warranties and will not provide follow-up service for any computer —
donated ASIS.
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myFCC (rev. 11/25/08)
A. Purpose

1. myFCCis the official FCC student e-mail/data storage system. The purpose of this procedure
is to outline the intent, creation and confiquration details of the student myFCC account,
along with the method to follow regarding the use of myFCC for internal and external
communication.

B. Account Intent

1. The myFCC e-mail address will serve as the official means of electronic communication
between the school and the student.

(. Account Creation

1. A myFCC account is created automatically for each student enrolling in a Frederick Community
(ollege credit course.

2. During initial login to the system, students must answer four Challenge Response questions.
These questions allow students to reset their own passwords if forgotten.

D. myFCC use for internal and external communication

1. Initial requests for use of the myFCC announcement or e-mail feature for marketing and/or
communicating with prospective or current students should be sent to the Executive Director
of Marketing and Public Relations. Requests should include information on the target market,
reasons for the use of e-mail or announcement, timelines for use, and the text of the message.

2. The Executive director of Marketing and Public Relations and the Associate Vice President for
Enrollment Management will review the request and make recommendations, if necessary, for
adjustment of text, timeline, and/or target market.

3. Approved announcements and/or messages will be returned to the sender with appropriate
quidelines (e.g., template, timing, etc.).

E. Violations of this procedure will be investigated under the procedure 6.26z -, “Violations of
Acceptable Use of Information Technology Resources”

Computer Lab Usage (rev. 8/1/07)
A. Purpose

1. Frederick Community College provides computer resources, network and Internet access,
to users at the college for legitimate academic pursuits as outlined by the college’s mission
statement. However, use of college computer resources is a privilege that carries with it certain
shared rights and responsibilities. The rights and responsibilities, as well as the consequences of
misuse, are outlined below.

B. User Rights & Responsibilities

1. All'1ab users are expected to comply with the Acceptable Use of Information Technology
Resources Policy 6.26 and all associated procedures.

a. The open-lab access provided by the college is a privilege that requires users to act
responsibly. Broadly stated, users must respect and value the rights and privacy of other
users, respect the integrity of information systems and related physical resources, and
observe all relevant laws, requlations, and contractual obligations. More specifically, users are
expected to do the following:

i. Protect the security of their accounts
ii. Avoid transmission of viruses by using software conscientiously
jii. Comply with copyright and license laws
iv. Avoid offensive or inflammatory speech
v. Avoid degrading the network’s performance
(. Unacceptable Behavior Guidelines

1. Without being exhaustive, the following list enumerates activities which are considered
unacceptable behavior for lab users:

a. Unauthorized usage of the lab/netwaork for financial or commercial gain. Commercial
activities include but are not limited to consulting, typing services, or developing software
for sale.

b. Attempting to gain unauthorized access to resources or entities.

¢ Using an account owned by another, attempting to monitor or tamper with another’s
communications or reading, copying, changing or deleting another user’s files.

d. Invading the privacy of individuals.

e. Using the network for any illegal activity, including violation of copyright or license
agreements, gaining unauthorized access to any computer system, or attempting to
circumvent data protection measures.

f. Deliberately degrading or disrupting equipment, software, or network performance,
including providing programs intended to damage or place excessive load on a computer
system.

g.Vandalizing the data of another user.
h. Posting anonymous messages or masking the identity of an account or machine.
i. Posting messages using the e-mail address or identity of another user.

J. Harassing or threatening individuals or groups including sending e-mail that would
reasonably be anticipated to be unwelcome.

D. General Lab Rules
1. Computer labs are for users currently enrolled in classes at the college.
2. Proof of enrollment must be presented if requested by a Lab Aide.

3. The computer lab is for academic purposes; therefore, a quiet atmosphere is required and
enforced.

4. Food and drinks are not permitted, nor are computer games to be played in the lab.

5. Users may not engage in illegal trading of copyright protected music or movie files on the
college’s network.

6. Unauthorized copying and/or installing of software is not permitted and is a violation of the
AUP and software copyright laws.

7. Tampering with the hardware or software settings on individual computers is not permitted.

8. Users should follow the lab printing quidelines when printing. Users are responsible for picking
up their printouts.

9. Users found internet surfing for personal reasons may be asked to leave as the labs are reserved
for students doing course work.

10. Personal files are not to be stored on the local drive. Instead, the student should store their
files on their myFCC account or on a USB drive. USB drives can be purchased at the campus
bookstore or from a local retailer.

11. Children are not allowed in the computer lab. The computer lab is a learning environment and
is not suitable for children’s activities.

12. User-supplied hardware or software will not be allowed on any college computer.
E. Items Left in the Lab

1. Frederick Community College, and the computer lab aides, are not responsible for any items left
in the labs. Users leave items at their own risk. Safety and Security maintains a lost and found
service for items left in the classrooms, labs, rest rooms, and lounges. Any items left in the lab
will be turned over to Security. Items can be retrieved by going to the Security Office, located in
H building (first floor).

F. Disclaimer

1. Users of the college information technology resources owned, operated or leased by the college
do 50 subject to applicable laws and college policies and procedures. The college makes no
quarantee that the services provided will be error-free or without defect. The school cannot
be responsible for any damage suffered including, but not limited to, loss of data or disruption
of service. This includes the loss of data resulting from delays, non-deliveries, or user error
or omissions. The college disclaims any responsibility and/or warranties for information and
materials residing on non-college systems or available over publicly accessible networks.

G. Violations

1. Violations of this procedure will be investigated under the procedure 6.26z -, “Violations of
Acceptable Use of Information Technology Resources'”
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Violations of Acceptable Use of Information Technology Resources (rev.

8/1/07)

A. Violations of the Acceptable Use of Information Technology Resources policy or procedures
may result in short-term or permanent loss of access to the college information technology
resources; and/or may result in civil or criminal prosecution and/or may result in termination of
employment; and/or may result in academic discipline or dismissal for students.

B. An Incident Report shall be prepared in all cases of alleged violation of the Acceptable Use of
Information Technology Resources policy or procedures.

1. Any individual who becomes aware of an alleged violation should contact Campus Security.
Employee or student violators of the procedures are subject to the college’s disciplinary policies
and procedures that accord the employee or student appeal rights. Based on the nature of
the offense and/or number of violations, employees are subject to appropriate personnel
action, up to and including dismissal. Students are subject to disciplinary action in accordance
with procedures established under the Code of Student Conduct (5.11), up to and including
expulsion. If appropriate, the college may pursue criminal and civil prosecution against violators
of the guidelines.

a. Each student’s application for admission is signed and dated acknowledging his/her
agreement to comply with college policies and procedures.

Administrative Withdrawal and Mandatory Evaluation

(rev. 9/10/08)
A. Administrative Withdrawal

1.This procedure is intended to address those circumstances in which a student is unable or
unwilling to request a voluntary withdrawal from the college and a mandatory withdrawal is
determined to be necessary to protect the health, safety, or property of that student and/or
others or the integrity of the learning environment. This could include, but not be limited to,
situations such as suicidal threats, self-injurious behavior, threats of bodily harm to, or damage
to the property of, another person, and disruption to the normal operations and activities of the
college, its students, faculty, or staff.

2.This procedure is not intended to take the place of disciplinary actions that are in response to
violations of the Code of Student Conduct, nor does it preclude the suspension or dismissal of
students from the college as a result of such violations.

3. Before an administrative withdrawal is considered, the student will be encouraged to take
a voluntary withdrawal from the college. In the event that a student does not take such a
voluntary withdrawal within 24 hours of notification that the college recommends that he/she
does so, the steps described in this Procedure will be implemented.

B. Determinations with Respect to Administrative Withdrawals

1. The Associate Vice President of Student Development or his/her designee may recommend
to the Vice President for Learning Support or his/her designee an administrative withdrawal
from the college of any student whose behavior poses a risk of harm to the health, safety,
or property of such student or others or causes, or threatens to cause, a disruption to the
normal operations and activities of the college, its students, faculty, or staff. When making a
recommendation about an administrative withdrawal, the Associate Vice President of Student
Development or his/her designee will take into consideration the nature and severity of the
harm or potential harm, the imminence of the potential harm, the likelihood that the potential
harm will occur, the duration of the risk, the ability to mitigate the risk, and the impact of the
behavior in question on others in the campus community. The Associate Vice President may
consult with other college administrators as appropriate, including the Executive Director of
Counseling and Advising, the Director of Services for Students with Disabilities, the Executive
Director of Risk Management and Public Safety and any other staff determined to have a “need
10 know”.

a. The Associate Vice President of Student Development or his/her designee will notify the
student in writing and by telephone and/or e-mail that an administrative withdrawal is
under consideration.

b. The Associate Vice President of Student Development or his/her designee will discuss the
administrative withdrawal procedures with the student and provide the student with a
copy of this procedure. Whenever possible and appropriate, the Associate Vice President will
encourage the student to take a voluntary withdrawal from the college.

¢ The Associate Vice President of Student Development or his/her designee may require a
student to undergo a psychological and/or medical evaluation, if he/she believes it will
facilitate a more informed decision. If the student fails to initiate such evaluation or refuses
to undergo such an evaluation within 48 hours of notification by the Associate Vice President
of Student Development or his/her designee that an evaluation is required, the college may
automatically withdraw the student from the college.

d. Following consultation with appropriate campus administrators, the Associate Vice President
of Student Development will make a recommendation to the Vice President for Learning
Support or his/her designee regarding an administrative withdrawal.

e. If the decision is to institute an administrative withdrawal, it will be instituted immediately,
and the Assodiate Vice President of Student Development or his/her designee will inform the
student in writing of the decision, as well as the specific requirements for reenrollment.

(1) The specific length of time that the student is to be withdrawn from the college will be
determined on a case-by-case basis.

(2) The Vice President for Learning Support or his/her designee reserves the right to notify
the affected student’s parent, quardian, or other appropriate person of the administrative
withdrawal, if notification is deemed appropriate.

(3) The student’s transcript will reflect a grade of “W" for each course in which the student
was enrolled that semester, regardless of whether the withdrawal occurred within the
college’s specified withdrawal period.

(4) The Registrar will be notified by the Vice President of Learning Support or his/her
designee that the student’s record should have a service indicator preventing reenrollment
without authorization from the Vice President for Learning Support.

(5) Instituting an administrative withdrawal will not relieve the student of any and all
financial responsibilities associated with his/her attendance at the college that semester.

(6) Following institution of the administrative withdrawal, the student will not be permitted
on the college’s campus or to attend any off-campus college activity, unless and until the
student subsequently is permitted to reenroll at the college.

f.If the decision is not to institute an administrative withdrawal, the Associate Vice President
of Student Development in consultation with the Vice President for Learning Support or his/
her designee may impose other conditions and/or requirements under which the student
is allowed to remain enrolled at the college. The student will be notified in writing of the
decision and any conditions and/or requirements to remain enrolled.

2. Interim Removal of a Student from Classes and/or Campus. During the period of time that
the Associate Vice President of Student Development or his/her designee is seeking to make a
determination about an administrative withdrawal, the student in question may be suspended
from classes and/or campus as an interim measure pending the Associate Vice President’s
or designee’s determination. Specifically, if, in the opinion of the Vice President for Learning
Support or his/her designee, and with the concurrence of the President or his/her designee, the
presence on campus of the student in question (a) is considered to be an immediate danger
to the health, safety, or property of any member of the college community or the public and/
or (b) may result in serious disruption to normal college operations, then, the student may
be suspended from classes and/or campus as an interim measure pending the results of
the determination by the Vice President for Learning Support or his/her designee about an
administrative withdrawal.

3. Right to Appeal Administrative Withdrawal

a. A student for whom an administrative withdrawal has been instituted may appeal the
decision. The student must submit a written request to the Vice President for Learning
Support within five calendar days from the date of receipt of the written notification of the
administrative withdrawal. Failure to file a request within the specified time presumes the
student’s acceptance of the administrative withdrawal and constitutes a waiver of his/her
right to further appeal. The appeal will not stay the administrative withdrawal.

b. Upon receipt of the student’s request for an appeal of the administrative withdrawal, the
Vice President of Learning Support will notify the student, in writing, of the date, time, and
location of the appeal hearing. The hearing will be scheduled no more than fifteen calendar
days after receipt of the written request for an appeal.

¢. Prior to the hearing, the student will be:

(1) Provided with a written statement of the reasons for the administrative withdrawal.
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(2) Allowed to examine, in advance, any written evidence or exhibits which the college
plans to submit; reciprocally, the student will allow the college to examine, in advance,
any written evidence or exhibits the student plans to submit.

(3) Advised of the right to argue in his/her behalf and present evidence.

(4) Advised of the right to appear alone or with an advisor who may advise the student but
not otherwise participate in the hearing; legal counsel is not permitted during the appeal
process.

d. Decision of the Vice President for Learning Support in consultation with the college President
is final.

4. Request for Reenrollment. Students who have been administratively withdrawn must submit
a formal request for reenroliment to the Vice President for Learning Support. Students must
present evidence that they have satisfied all conditions of reenrollment that were established at
the time the administrative withdrawal was instituted. The Vice President for Learning Support
or his/her designee must approve the reenrollment. In approving a request for reenrollment, the
Vice President or his/her designee may impose conditions and/or requirements under which
the student will be allowed to reenroll. A student will be notified in writing of the decision
regarding his/her request for reenrollment, including any conditions and/or requirements under
which the student will be allowed to reenroll.

5. Right to Appeal Reenrollment Decision

a. A student whose application for reenrollment has been rejected may appeal the decision.
The appeal must be submitted in writing to the President’s Office within seven calendar days
following receipt of the Vice President’s decision. Failure to file a written appeal within the
time period presumes the student’s acceptance of the Vice President’s decision and waives
his/her right to further appeal.

b. If a student files a written appeal with the President, a furnished copy of any hearing files and
records of the student will be provided to the President.

¢ Within seven calendar days of receipt of the student’s appeal, the President will notify the
student of the date, time, and place of a meeting for the appeal.

d. Within seven calendar days following the meeting between the student and the President,
the student will be notified in writing of the President’s decision regarding the appeal. The
decision of the President s final.

(. Medical and/or Psychological Evaluation Procedure

1. In connection with his/her making a determination about an administrative withdrawal, the
Associate Vice President of Student Development or his/her designee may require a student to
participate in a medical and/or psychological evaluation to assess:

a. Whether the student’s behavior poses a risk of harm to the health, safety, or property of the
student or others or causes, or threatens to cause, a disruption to the normal operations
and activities of the college, its students, faculty, or staff and if so, the nature, duration and
severity of the risk.

b. Whether the risk of harm to the health, safety, or property of the student or others or
disruption, or threatened disruption to the normal operations and activities of the college,
its students, faculty, or staff would likely continue, if the student were to remain enrolled at
the college.

¢ Whether reasonable modifications of policies or procedures would mitigate the risk.

d. Whether the student requires assistance or referral to appropriate support or treatment
services.

2.The Associate Vice President of Student Development or his/her designee shall inform the
student of this mandated referral for evaluation in writing and provide a copy of this procedure.

3. At the discretion of the Vice President for Learning Support or his/her designee, any pending
disciplinary action may be stayed until the evaluation is completed.

4. The evaluation must be completed within 10 calendar days from the date that the student is
notified of the requirement to participate in an evaluation, unless an extension is granted by
the Associate Vice President of Student Development or his/her designee. The student shall sign
a release authorizing the results of the evaluation to be provided to the college representatives
who are involved in the decision making process, as identified by the Associate Vice President of
Student Development or his/her designee.

5. Should the evaluation result in a determination that there is no risk of harm to the health,
safety, or property of the student or others or of disruption, or threatened disruption to the
normal operations and activities of the college, its students, faculty, or staff, the Associate Vice
President of Student Development and/or his designee may take that into consideration in
making a determination with respect to the student about an administrative withdrawal.

6. Should the evaluation result in a determination that there is risk of harm to the health, safety,
or property of the student or others or of disruption, or threatened disruption to the normal
operations and activities of the college, its students, faculty, or staff, that the behavior is
likely to continue, and that reasonable modifications of policies or procedures are not likely to
mitigate the risk, it shall be conclusive to the Associate Vice President of Student Development
or his/her designee that an administrative withdrawal may be instituted.

7. If the student refuses or fails to participate in the mandatory evaluation process, the college
may automatically withdraw the student from the college.

8. If a student withdraws from the college, or leaves the college prior to participating in a
mandatory medical and/or psychological evaluation, which shall be sufficient grounds for the
college automatically to withdraw the student from the college, he/she will be prohibited from
reenrolling or returning until the Vice President for Learning Support or his/her designee has
received and evaluated documents from a qualified professional which expressly states that
the student no longer poses a risk of harm to the health, safety, or property of such student or
others, or of disruption, or threatened disruption to the normal operations and activities of the
college, its students, faculty, or staff.

D. Response to Suicidal Behavior

1. When a student, while on campus, engages in suicidal behavior, the college will arrange
emergency transportation for the student to an appropriate medical facility. The Vice President
for Learning Support or his/her designee will institute an administrative withdrawal effective
immediately. Since the student’s safety and well-being are at stake, the college will notify the
student’s parent, quardian, or other appropriate person.

2. Any request for reenrollment following an administrative withdrawal will require that the
student provide the college with an appropriate, written statement from a licensed mental
health professional, which confirms that the student sought and received, and if required
or recommended by the mental health professional, will continue receiving, treatment that
enables the student to return to the college without further risk to his/her safety or welfare.
The Vice President for Learning Support or his/her designee will review this information with
appropriate mental health professionals and with other college administrators as appropriate,
including the Executive Director of Counseling and Advising, the Director of Services for
Students with Disabilities, the Executive Director of Risk Management and Public Safety, the
Associate Vice President of Student Development, and any other staff determined to have a
“need to know". The Vice President for Learning Support or his/her designee will determine any
additional conditions a student will need to fulfill in order to be reinstated at the college.

3. When a student, while on campus discusses suicide in @ manner which reasonably suggests
that he/she is considering engaging in such behavior, the college may refer the student for
evaluation under the Student Counseling Program or other mental health or medical provider,
mandate a medical/psychological evaluation, arrange emergency transportation for the student
to an appropriate medical fadility, and/or contact the student’s parent, quardian, or other
appropriate person and ask him/her to make arrangements for the student’s transportation
home or to a medical facility or other medical or psychological treatment provider.

4. Where appropriate, the Vice President for Learning Support or his/her designee will recommend
an administrative withdrawal. Any request for reenrollment following an administrative
withdrawal will require that the student provide the college with an appropriate, written
statement from a licensed mental health professional, which confirms that the student sought
and received, and if required or recommended by the mental health professional, will continue
receiving, treatment that enables the student to return to the college without further risk to
his/her safety or welfare. The Vice President for Learning Support or his/her designee will
review this information with appropriate mental health professionals and with other college
administrators as appropriate, including the Executive Director of Counseling and Advising, the
Director of Services for Students with Disabilities, the Executive Director of Risk Management
and Public Safety, the Associate Vice President of Student Development, and any other staff
determined to have a “need to know". The Vice President for Learning Support or his/her
designee will determine any additional conditions a student will need to fulfill in order to be
reinstated at the college.

policies & procedures

151



Admissions and Academic Policy Committee

The Admissions and Academic Policy Committee considers written appeals from students who are
requesting an exception to policy in the area of records and registration. Forms are available in the
Welcome & Registration Center. Documentation is required. The Committee, part of the college
Senate, meets once a month and students are notified in writing of the results.

Attendance (under revision)

Students are expected to attend all class sessions except in an emergency, religious holidays or
participation in official college functions. In these cases, notification or verification, if requested, will
be given to the instructor by the student. Guidelines for expected attendance in each course are set
and published by the instructor.

Behavior Evaluation and Response Team

(10/8/08)
A. Introduction

The Behavior Evaluation and Response Team (BERT) is a team of campus officials who receive and
evaluate faculty, staff, and student concerns regarding student behavior that may be disruptive,
self injurious, or potentially pose a risk of harm to the health, safety, or property of any person or
of the college, or otherwise be dangerous. The goal of BERT is to provide members of the campus
community with a response to problematic behavior that maximizes the opportunity to effectively
resolve the issue and minimizes the likelihood that problematic behavior will escalate.

B.Team Composition

The BERT team will consist of the following core members: The Associate Vice President for Student
Development, the Executive Director of Counseling and Advising, the Director of Services for Students
with Disabilities, the Executive Director, Risk Management/ Public Safety, the Assistant Director, Risk
Management/Public Services, and the Associate Vice President/Dean of Workforce Development and
Professional Preparation. In addition, in cases involving student behavior brought to the attention

of the team by a faculty member, the Department Chair of the relevant discipline will be included.
The Department Chair may request that the relevant Program Manager also participate. Further, staff
from other departments who may have relevant information or who may have knowledge of the
involved student may be asked to participate on an ad hoc basis.

C. Reporting Concerns

Faculty, staff, or student concerns about student behavior may be reported by completing the
Behavior Evaluation and Response Team Report form which can be accessed from Communication
Central or from the Academic Office Manager for each academic area. Individuals not able to access
the report form can make a verbal report to the Associate Vice President for Student Development,
the Executive Director of Counseling and Advising, or the Assistant Director Risk Management/Public
Services.

D. Responding to Reports

1. If the reported behavior constitutes a violation of an existing college policy or procedure, e.g.,
(lassroom Behavior Procedure, the report will be referred for response under the appropriate
existing college procedure.

2. Reports involving potential threats to the health, safety, or property of any person or of the
college or of the security of the campus will be communicated to the President or his/her
designee. In such cases, response will be in accordance with established Crisis Management
policy and procedures.

3. Upon receipt of a report, the Associate Vice President for Student Development or his/her
designee will undertake an investigation of the facts that led to the reported concern. This
may include contacting the originator of the report for additional details about the reported
behavior, obtaining collateral information about the individual named in the report, such as
his/her current and prior class schedule, any prior reports made to BERT or Campus Security,
any prior disciplinary action taken against the individual, etc.

4.The Associate Vice President for Student Development or his/her designee will convene
a meeting of BERT members to review the report and information obtained through the
investigation. As appropriate, the individual making the report, or other persons deemed to
have relevant information or knowledge of the student and/or the complained of behavior, may
be asked to attend some or all team deliberations.

5. As appropriate, the team members may recommend that the student named in the report be
interviewed by a member of the team, including any ad hoc members participating, because of
their knowledge of the student and/or situation.

6. As appropriate, the team members may take such informal actions as: (a) making suggestions
or recommendations to any faculty member or staff member who has filed a report, and in
compelling circumstances, any student who has filed a report, as to means by which to deal
with the behavior of the student who is the subject of the report; or (b) requesting that a staff
member in the college’s advisory or other service area informally contact the student, who is
the subject of the report, in order to suggest that the student meet with the staff member for
an informal discussion as to the student’s well-being.

7. As appropriate, the team members may recommend referral to existing campus services (e.g.,
Services for Students with Disabilities) or college sponsored resources (e.g., Student Counseling
Program).

8. As appropriate, the team members may recommend to the Vice President of Learning
Support the implementation of specific college procedures relating to disruptive behavior i.e.,
Administrative Withdraw/Referral for Medical and/or Psychological Evaluation).

9. Reports made to BERT, deliberations by team members, and recommended response plans will
be maintained in a confidential file within the office of the Associate Vice President for Student
Development. Information will be maintained and disclosed in accordance with the college’s
compliance with the Family Educational Rights Privacy Act (FERPA).

10. In instances in which team members decide that action should be taken with respect to the
student, who is the subject of a report, as provided in Paragraphs 7 and 8 above, the Team
will provide notice to the student that a report with respect to him or her has been filed
under this Procedure and further, will describe the action under Paragraph 7 or 8 that is being
recommended.

11. In all instances, the identity of the person making a report will be maintained in confidence to
the extent reasonably possible by the BERT team and those involved in deliberations and will
not be disclosed to the student who is the subject of the report.

12. Any person who makes a report under this Policy in bad faith, or in order to intimidate or
harass another person will be subject to discipline, up to and including dismissal from the
college.

Classroom Behavior

Policy (4/20/05, under revision)

Faculty members have the right and responsibility to maintain an environment conducive to
learning where discussion and expression of all views relevant to the subject matter of the class
are recognized as necessary to the educational process. Students, however, do not have the right to
interfere with the freedom of the faculty to teach or the rights of students to learn. Procedure 5.17
is designed to provide an efficient and informal process for resolving student-instructor classroom
conflicts.

Procedure (rev. 10/8/08)
A. Introduction

Instructors have the right and responsibility to maintain an environment conducive to learning
where discussion and expression of all views relevant to the subject matter of the class are
recognized as necessary to the educational process. Disruptive students in the academic setting
hinder the educational process. Accordingly, instructors should establish, communicate and enforce
reasonable rules of class behavior and decorum via the syllabus and class discussion. Recognizing
that learning takes place in areas other than traditional classrooms, the Classroom Behavior Policy
and Procedures apply to learning environments, including but not limited to, clinical sites, field
trips, library visits, off-site facilities, online learning environments and Continuing Education courses
(with the exception of courses specifically designated for younger ages such as Kids on Campus
and Home School Enrichment courses, which have specific procedures for addressing classroom
behavioral issues). Copies of the college’s Classroom Behavior Policy and Procedures will be posted
in learning environments including the Writing Center, Library, Math Learning Center, Computer
Labs, Blackboard, etc. Civil expression of disagreement with the instructor or other students during
times when the instructor permits discussion is not in itself disruptive behavior and should not be
prohibited.
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B. Preventive Measures

Instructors who have concerns about student’s behavior should consult with a member of Student
Development. This consultation is intended to provide the instructor with resources to address the
behavior before it escalates to the point of requiring intervention.

Behavior Evaluation and Response Team — Instructors who have concerns about student behavior
which, while not considered to be a violation of this procedure, warrants evaluation, can make

a referral to the Behavior Evaluation and Response Team (BERT). The BERT team functions as a
consultative resource for faculty, intended to ensure an opportunity to evaluate problematic behavior
and develop a response designed to prevent escalation (Procedure 5.11h).

C. Disruptive or Threatening Behavior

1. Disruptive behavior means conduct that substantially interferes with or obstructs the teaching
or learning process in the context of a classroom or educational setting. Examples include but
are not limited to:

a. Inappropriate use of electronic devices including cell phones, video players, tape players,
laptops, etc.

b. Inappropriate comments or personal insults, conveyed orally or in writing, including
communications within e-mails, and online course venues.

¢. Persistent speaking without being recognized or interrupting other speakers.

d. Behavior that distracts the class, such as sleeping, holding private conversations, frequent
leaving/entering the classroom, etc.

e. Conduct that distracts or intimidates others in a manner that interferes with instructional
activities.

f. Refusal to comply with instructor’s directions.

2. Threatening behavior is defined as any statement or communication - including those in
written form, conduct or gesture - directed toward any member of the college community that
causes reasonable apprehension of physical harm to a person or property. Threatening behavior
can be explicit or implicit. An implicit threat may also include behaviors that make one feel
uncomfortable, like invading another’s personal space or using techniques of behavioral
intimidation, such as yelling or using aggressive gestures. The threatening behavior does not
have to be directly observed or received by the person who is the object of the threat, so long
as a reasonable person would interpret the statement, communication, conduct, or gesture as
an expression of intent to harm.

3. Students who may have a disorder that manifest itself in disruptive behaviors, while considered
disabled and protected under the Rehabilitation Act of 1994/ADA, are still held to the same
standards of conduct as any student.

D. Responding to Disruptive or Threatening Behavior Recognizing that disruptive behavior often
involves a continuum of behavior, the college has developed both informal and formal responses
to address disruptive class behavior. Whenever possible, attempts should be made to resolve the
situation through the informal process.

As this procedure extends beyond the traditional classroom to all forms of learning environments
including online environments, references to suspending a student from a class on an interim
basis or for the duration of the semester apply to online students as well. Students who are
suspended from an online class on an interim basis will have their access to that particular online
course blocked for the duration of the suspension; they will however, retain access to any other
online course in which they are registered. Students who are suspended from an online class for
the duration of the semester will be administratively withdrawn from the class and their access to
that course blocked.

Response to disruptive behavior involves progressive sanctions ranging from verbal warnings to
referral for action under the college’s Code of Student Conduct commensurate with the nature,
severity, and frequency of violations. However, involuntary suspension from the classroom for
more than one class period, involuntary withdrawal from the class, or more serious sanctions
require that the disciplinary procedures set forth in D. 2. below be followed.

1. Informal Resolution

Informal resolution is intended to provide recourse for an instructor to address disruptive behavior
with the goal of providing the student the opportunity to modify the behavior to conform to
the behavioral standards established by the instructor as necessary to remain in the class.

a. If a student's behavior, in the judgment of the instructor, willfully disrupts the teaching
and learning process, the instructor should issue a warning, explaining that such behavior
is unacceptable, instructing the student on the behavior that s required in the future and
describing the consequences if the behavior does not cease.

b. If necessary, the student may be asked to leave the class for the remainder of the class time,
orin the case of an online student, suspended from the class until a meeting between the
instructor and student is held. If the student does not do so willingly, the instructor will
request the assistance of the Frederick Community College Security Office. The instructor
should inform his/her Department Chair.

¢ Ininstances where a student has been asked to leave the class or suspended from an online
course, the instructor and student must meet prior to the next scheduled class, or as soon as
possible in the case of an online student, to resolve the issue and review class expectations in
order to be reinstated in the class. At this meeting, the instructor will inform the student of
the unacceptable behavior, instruct the student on the behavior that is required in the future,
and describe the consequences if the behavior does not cease. Consequences can include
referral for formal resolution. The instructor or student may wish to request that a member of
the Student Development staff participate in this meeting.

d. Should the student refuse to meet with the instructor, the instructor will complete a
Disruptive Classroom Behavior Report and the case will be referred for resolution under the
Formal Resolution procedures.

2. Formal Resolution

Formal resolution provides recourse for those situations involving: a) behavior which represents
a potential threat to the safety and/or security of the faculty and/or students, b) disruptive
behavior that continues after an attempt to resolve the situation through informal resolution
has failed, or ¢) a student’s refusal to comply with an instructors attempt to resolve the situation
informally.

a. The instructor must submit a Disruptive Classroom Behavior Report to the Vice President
of Learning Support through the college Security Office. The report should include any
documentation related to prior incidents and the names of any witnesses.

b. Upon receipt of a Disruptive Classroom Behavior Report, the Vice President of Learning
Support or his/her designee will schedule a meeting with the student, the instructor, the
Department Chair, and in the case of an online class, the Director of Distance Learning.
Whenever possible, this meeting will be scheduled prior to the next scheduled class session
or as soon as possible in the case of an online student. In the event that an online instructor
or student does not reside locally, the meeting may involve remote participation.

Ia)

. At that meeting, the Vice President of Learning Support may 1) require the student to provide
some oral or written assurance that there will be no further incidents of disruptive behavior
as a condition for reinstatement to the class, 2) apply an interim suspension and suspend
the student from the class as an interim measure until any stipulated conditions are met,

3) recommend an Administrative Withdrawal (Procedure 5.11c), or 4) apply a disciplinary
sanction in accordance with the Code of Student Conduct (Procedure 5.11a).

d. If, in the finding of the Vice President for Learning Support, a resolution is unable to be
reached that allows for the immediate reinstatement of the student to the class, the Vice
President of Learning Support will apply an interim suspension from the class pending
an administrative hearing. The Vice President of Learning Support will schedule the
administrative hearing with the student, the instructor, the Vice President of Learning
Support and the Vice President of Learning within five calendar days of the initial meeting
with the student, instructor and Department Chair. The Vice President of Learning will make
a determination regarding the student’s suspension from the class for the duration of the
semester.

I

. Following an administrative hearing, where there is sufficient evidence to support the
suspension from the class for the duration of the semester, the Vice President of Learning
Support will inform the student of the suspension in writing within five calendar days after
meeting with the student. A student who has been suspended from a class for the duration
of the semester is entitled to a formal hearing before the college’s Student Disciplinary
Committee. The request for a hearing must be made within five calendar days of receiving
the written notice of suspension from the class by the Vice President of Learning Support.
Failure to file a request for a formal hearing within the specified time presumes the student’s
acceptance of the suspension and constitutes a waiver of his/her right to further appeal.
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E. Appeal

Arequest for an appeal of any disciplinary sanction or suspension from the class for the duration
of the semester will follow the process outlined under Sections M, N, and P of the Code of Student
Conduct (Procedure 5.11a). In cases of an appeal of a suspension from the class for the duration of
the semester, the suspension from the class will stand pending the outcome of the appeal hearing.
The student remains responsible for all registered course assignments during the appeal process.

F. Interim Suspension from the Class

1. If the Vice President of Learning Support or his/her designee, after conferring with the
instructor and Department Chair, determines that a student’s behavior in the class seriously
compromises the safety and security of the learning environment, a student may be suspended
from the class as an interim measure.

2. The interim suspension may be issued: a) upon receipt of a Disruptive Classroom Behavior
Report, pending a meeting with the student, instructor, Department Chair, and Vice President
of Learning Support or his/her designee; b) pending an administrative hearing between the
student, instructor, Vice President of Learning Support and Vice President of Learning in cases
where a meeting with the student, instructor, Department Chair and Vice President of Learning
Support did not result in a resolution that allowed for the immediate reinstatement of the
student to the class.

3. A student who is subject to interim suspension from the class will be notified in writing by
the Vice President of Learning Support within twenty-four hours of the student’s interim
suspension from the class. The student has the right to have his/her case heard expeditiously to
present his/her side of the story.

G. Records

Disciplinary action resulting from the imposition of a written disciplinary sanction by the Vice
President for Learning Support will result in the establishment of a disciplinary file in the name of
the accused student. Files will be kept in accordance with the records retention process outlined in
Section R of the Code of Student Conduct (Procedure 5.17a).

Code of Student Conduct

Policy (rev. 11/19/08)
A. Philosophy and Purpose

Frederick Community College has a responsibility to establish and maintain standards of behavior
that are considered essential to its function as a learning institution. Students are required to obey
the law, show respect for properly constituted authority, comply with and perform contractual
obligations, maintain integrity and high standards in academic work, and demonstrate responsible
personal and social conduct appropriate for an educational institution. As members of the college
community, students are expected to recognize the worth of each member and treat every individual
with dignity and respect regardless of their race, religion, gender, color, national origin, ancestry,
age, sexual orientation, marital status, physical or mental disability of otherwise qualified individuals
and any other category protected by federal, State or local law.

B. Authority
The Code of Student Conduct is adopted by the Frederick Community College Board of Trustees.
C. Application and Scope of Jurisdiction

1. Disciplinary action will be taken when any student, group of students, or student organization
fails to observe the general standards of conduct or any specific college policy, procedure, rule,
or requlation, or acts in a manner that is not in the best interest of the college community. In all
proceedings, the principle of due process is guaranteed to the student.

2. A student who violates criminal or civil laws while on campus, off-campus at college-leased
or owned facilities, attending college-sponsored activities or any activities which are initiated,
authorized, or supervised by Frederick Community College, or when representing the college
will be subject to prosecution and/or civil liability. Disciplinary action by the college will be
independent of civil or criminal prosecution and will proceed during the adjudication of civil or
criminal proceedings.

3. The college reserves the right to take immediate action to suspend a student from the campus
as an interim measure should the presence of the student on campus be considered an
immediate danger to the health, safety, or property of themselves or other members of the
college community or public, or whose behavior causes, or threatens to cause, a disruption
to the normal operations and activities of the college, its students, faculty or staff. This action
requires the recommendation of the Vice President for Learning Support or in his/her absence
an appointed representative) and concurrence of the President (or in his/her absence the Acting
President). Financial and academic consequences of this suspension are the responsibility of
the student.

Certain criminal or civil offenses or other behavior may by their very nature, pose a serious and
substantial danger to the college community. In such cases, the college reserves the right to
take appropriate disciplinary action.

4. Persons not officially enrolled in the college, who by their actions on-campus violate their
status as invited quests, are subject to the relevant sanctions of the penal code of Maryland
and/or College Policy/Procedure 6.32.

5. All proceedings of the college’s disciplinary adjudication process are confidential to the extent
required by law. In accordance with the Family Educational Rights and Privacy Act (FERPA),
as amended, a student’s judicial and disciplinary records are educational documents and thus
protected under FERPA. The college, however, is required to provide the results of a final on
campus disciplinary action against an alleged perpetrator of a crime to an alleged victim, or the
parents of the victim if the victim died, i the parent or victim requests such information.

Procedure (rev. 3/10/10)
A. Philosophy and Purpose

Frederick Community College has a responsibility to establish and maintain standards of behavior
that are considered essential to its function as a learning institution. Students are required to obey
the law, show respect for properly constituted authority, comply with and perform contractual
obligations, maintain integrity and high standards in academic work, and demonstrate responsible
personal and social conduct appropriate for an educational institution. As members of the college
community, students are expected to recognize the worth of each member and treat every individual
with dignity and respect regardless of their race, religion, gender, color, national origin, ancestry,
age, sexual orientation, marital status, physical or mental disability of otherwise qualified individuals
and any other category protected by federal, State or local law.

B. Application and Scope of Jurisdiction

1. Disciplinary action will be taken when any student, group of students, or student organization
fails to observe the general standards of conduct or any specific college policy, procedure, rule,
or regulation, or acts in a manner that is not in the best interest of the college community. In all
proceedings, the principle of due process is quaranteed to the student.

2. A student who violates criminal or civil laws while on campus, off-campus at college-leased
or owned facilities, attending college-sponsored activities or any activities which are initiated,
authorized, or supervised by Frederick Community College, or when representing the college
will be subject to prosecution and/or civil liability. Disciplinary action by the college will be
independent of civil or criminal prosecution and will proceed during the adjudication of civil or
criminal proceedings.

3. The college reserves the right to take immediate action to suspend a student from the campus
as an interim measure should the presence of the student on campus be considered an
immediate danger to the health, safety, or property of themselves or other members of the
college community or public, or whose behavior causes, or threatens to cause, a disruption
to the normal operations and activities of the college, its students, faculty or staff. This action
requires the recommendation of the Vice President for Learning Support (or in his/her absence
an appointed representative) and concurrence of the President (or in his/her absence the Acting
President). Financial and academic consequences of this suspension are the responsibility of
the student.

Certain criminal or civil offenses or other behavior may by their very nature, pose a serious and
substantial danger to the college community. In such cases, the college reserves the right to
take appropriate disciplinary action.

4. Persons not officially enrolled in the college, who by their actions on-campus violate their
status as invited quests, are subject to the relevant sanctions of the penal code of Maryland
and/or College Policy/Procedure 6.32.
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5. All proceedings of the college’s disciplinary adjudication process are confidential to the extent
required by law. In accordance with the Family Educational Rights and Privacy Act (FERPA),
as amended, a student's judicial and disciplinary records are educational documents and
thus protected under FERPA. However, the college must, upon written request, disclose to
the alleged victim of any crime of violence, or a nonforcible sex offense, the results of any
disciplinary proceeding conducted by the institution against a student who is the alleged
perpetrator of such crime or offense. If the alleged victim is deceased as a result of the crime
or offense, the information shall be provided, upon request, to the next of kin of the alleged
victim. (See FERPA 34 CRF, 99.39 for definitions of crimes of violence, nonforcible sex offenses
and limits on the information to be disclosed.)

C. Student Rights and Responsibilities

Frederick Community College recognizes that its students have certain rights as members of the
college community and also bear certain responsibilities as well.

1. Students have the right to freedom of expression, assembly, advocacy and inquiry. Students are
responsible for complying with all college policies, procedures rules, and requlations.

2. Students have the right to offer opposing opinions and to reserve judgment about matters of
personal opinion. Students are responsible for exercising their right of personal expression in a
manner that is not disruptive or defamatory.

3. Students have the right to offer opposing opinions and to reserve judgment about their views,
beliefs, academic evaluations, political affiliations, and educational records. Students are
responsible for respecting this right of others.

4. Students have the right to participate in, or receive the benefits of any educational program or
activity provided by the college without regard to their race, religion, gender, color, national
origin, ancestry, age, sexual orientation, marital status, physical or mental disability of
otherwise qualified individuals and any other category protected by federal, state, or local law.

5. Students have the right to participate in any student group without discrimination and to form
such groups according to the Student Government Association's (SGA) policies. Student groups
are responsible for not discriminating against others.

6. Students have the right to form a student government which shall be governed by a
constitution approved by the President of the college and the President’s Cabinet. Students are
responsible for abiding by that constitution. The actions of the student government may be
reviewed only through prescribed procedures.

7. Students have the right to participate in the formulation of institutional, academic and student
policies. Opportunities for such participation will be provided through representatives to
the college Senate and appropriate committees. As participants in the institutional process,
students are responsible for complying with all published and prescribed procedures, attending
meetings, and participating in the decision-making process with the welfare of the entire
student body in mind.

8. Students have the right to recommend allocation of funds collected from student fees.
Organizations receiving such funds are responsible for opening all programs and events to
the entire student population without exception and will abide by the prescribed procedures
outlined in the SGA Funding Guidelines.

9. Students have the right to participate in the evaluation process of academic courses, programs,
and services. Students are responsible for rendering fair and accurate evaluations.

10. Students have the right to fair evaluation by instructors, based upon clearly defined criteria
presented at the beginning of the course. Students are responsible for meeting all established
requirements of each course in which they enroll.

11. Students have the right to expect that the college’s published procedures will be followed in
any disciplinary action. Students are responsible for following all policies, procedures, rules, and
requlations that apply to student conduct.

12. Students have the right to file academic or general grievances against any faculty or staff
member who has, in a student's opinion, displayed inappropriate behavior or violated college
policies, procedures, rules, or requlations. Students are responsible for following the college's
policies and procedures.

D. Definitions When used in this Code:

1. The term “college” means Frederick Community College and, collectively, those responsible for
its control and operation and applies to all sites at which the college conducts classes and/or
activities.

2. The term “college premises” means buildings or grounds owned, leased, operated, controlled, or
supervised by the college.

3. The term “student”includes any person who has registered either for a credit or non-credit
courses on a full-time or part-time basis.

4. The term “instructor” means any person hired or retained by the college to conduct educational
activities.

5. The term “faculty member” means any person hired or retained by the college to conduct
classroom instruction.

6. The term “group” means a number of persons who have not yet completed the formal
requirements of college recognition as defined in the Constitution of the Student Government
Association.

|/r

7. The term “college official” pertains to all college employees.

8. The term “college community”includes students and all employees of the college as well as any
independent contractors retained by the college to conduct educational activities or provide
classroom instruction.

9. The term “student organization” means any entity officially recognized by the Student
Government Association of Frederick Community College.

10. The term “President” means the President of Frederick Community College, or his/her
designee.

11.The term “organization” means a number of persons who have complied with formal
requirements of college recognition as defined in the Constitution of the Student Government
Association.

12. The term “college-sponsored activity” means any activity (including, but not limited to,
research, studying, administration, participation in field experiences, online activities,
internships, athletic, and cultural events), whether on campus or off campus, that is initiated,
authorized, or supervised by the college, or that involves representation of the college.

13. The term “classroom” refers to any environment in which teaching occurs including courses
offered online.

14. The term “disruptive classroom behavior” means behavior which the instructor would view as
interfering with the conduct of the class. Specific examples of disruptive behavior are outlined
in Policy/Procedure 5.17.

15. The term “distribution” means any form of sale, exchange, or transfer.

16. The term “weapon” means any object or substance designed to inflict a wound, cause injury,
or death, or incapacitate, including, but not limited to, all firearms, explosives, pellet guns, sling
shots, martial arts devices, brass knuckles, star knives, razors, sand clubs, nunchucks, Bowie
knives, daggers or similar knives, switchblades, and chemicals such as tear gas.

17.The term “sexual harassment” means unwelcome sexual advances, requests for sexual favors
and other inappropriate behavior of a sexual or gender-based nature when made by a member
of the college staff to a student, by a student to a college staff member, or by a student to
another student (see College Policy 3.18/Procedure 5.19 for additional information).

18.The term “sexual assault”is defined by Maryland Annotated Code as rape, forcible sodomy, or
forcible sexual penetration, however slight, of another person’s anal or genital opening with
any object by a stranger or acquaintance. These acts must be committed either by force, threat,
intimidation or through the use of the victim’s mental or physical helplessness of which the
accused was aware or should have been aware (Level 1); the touch of an unwilling person’s
intimate parts (defined as genitalia, groin, breast or buttocks, or clothing covering them) or
forcing an unwilling person to touch another’s intimate parts, in any case by a stranger or
acquaintance. These acts must be committed by force, threat, intimidation or through the use
of the victim's mental or physical helplessness of which the accused was aware or should have
been aware (Level 2) (see College Policy/Procedure 6.24 for additional information).

19.The term “calendar days” means Sunday through Saturday of each week excluding days on
which the college is officially closed.
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20. The term “complainant” means an individual who makes a complaint that a violation of the
Code has occurred.

21.The term “shall”is used in the imperative sense.
E. Procedural Safequards

Students accused of violations of the Code of Student Conduct are entitled to the following
procedural protections:

1.To be informed of the specific charges against him/her.

2.To be allowed an opportunity for a hearing in which to present evidence and otherwise to have
his/her side of the story heard.

3.To be allowed reasonable time to prepare a defense.

4.To be allowed an opportunity to defend him or herself with knowledge of the adverse evidence.

5.To call and question relevant witnesses presented by the college in accordance with the
procedures outlined in Section N.1.

6.To be assured of confidentiality in accordance with the terms of the Family Educational Rights
and Privacy Act of 1974,

7.T0 be considered innocent of the charges until proven to be in violation of the Code of Student
Conduct by the preponderance of the evidence.

8. The right to appear alone or with one advisor who may advise the accused but not question
witnesses, present information or argument or otherwise participate directly in the hearing;
legal counsel is permitted to serve as the student’s advisor, at the student’s expense, only when
the student faces concurrent criminal charges, the institution proceeds through counsel, or the
student faces potential suspension or expulsion from the institution.

F. Proscribed Conduct

The Code of Student Conduct provides quidelines for violations that are most readily identifiable.
Violations not specifically mentioned may still subject a student to disciplinary action.

The following acts, when committed by any students of Frederick Community College, shall
constitute misconduct under this Code, and apply to all acts on campus, off-campus at college-
leased or owned facilities, when attending college-sponsored activities or any activities (including
participation in field experiences, online activities, internships, athletic, and cultural events) which
are initiated, authorized, or supervised by Frederick Community College, or when representing the
college, and may subject offenders to disciplinary action.

1. Academic Dishonesty

Includes, but is not limited to, cheating on an examination, assessment tests, or laboratory
work, plagiarism, fabrication, collusion, and facilitating academic dishonesty. (Code of
Academic Integrity - College Policy/Procedure 4.12 defines examples of academic dishonesty
and outlines the process for reporting and adjudicating such violations.)

2. Disruptive Classroom Behavior

Is behavior that disrupts or interferes with or obstructs the teaching or learning process in

the context of a classroom or educational setting. This may include, but is not limited to,
inappropriate use of electronic devices including cell phones, video players, tape players,
laptops; inappropriate comments or personal insults, conveyed orally or in writing, including
communication within e-mails and online course venues; persistently speaking without
being recognized or interrupting other speakers; sleeping, holding private conversations, or
frequently entering/leaving the classroom; intimidation of others in a manner that interferes
with instructional activities; refusing to comply with an instructor’s directions. (College Policy/
Procedure 5.17 outlines the process for reporting and adjudicating such violations.)

3. Sexual Harassment

Sexual harassment involves unwelcome sexual advances, requests for sexual favors and other
inappropriate behavior of a sexual or gender-based nature when made by a member of the
college staff to a student, when made by a student to another student, or when made by a
student to a college staff member. College Policy 3.18/Procedure 5.19 outlines the process
for filing a sexual harassment complaint. If a complaint cannot be resolved informally, the
complainant may file a formal complaint in accordance with procedures outlined in this Code.
When the accused party is an employee of the college, the complaint is handled under the
college’s sexual harassment procedures for employees.

4. Discrimination

Acts of discrimination on the basis of race, religion, gender, color, national origin, ancestry, age,
sexual orfentation, marital status, physical or mental disability of otherwise qualified individuals
and any other category protected by federal, State or local law. (College Policy/Procedure 3.17
outlines the process for reporting and adjudicating such violations.)

5. Other Forms of Misconduct

The following acts, when committed by a student of Frederick Community College, will be
adjudicated in accordance with the procedures outlined in this document:

a. Actions or written or verbal statements that threaten the personal safety of any faculty, staff,
student, or others lawfully assembled on campus.

b. Disruption, obstruction of, or interference with college or college-sponsored activities,
including, but not limited to research, studying, administration, participation in field
experiences, online activities, internships, athletic events, cultural events, fire, police, or
emergency services, or other college functions on college property, at college-leased or
owned facilities, or at any sites where college-sponsored activities are held. Disruption to
teaching is addressed under College Policy/Procedure 5.17.

¢. Railure to comply with the reasonable directions (including refusing to furnish identification
upon request) of authorized college officials, including campus security personnel, acting in
the performance of their duties.

d. Unlawful manufacture, sale, distribution, dispensing, possession or use of any illegal or
controlled substances, and the use or abuse (e.g., being intoxicated) of alcohol by anyone on
college property (including any facilities leased or used by the college) or in college vehicles.
The use by anyone under the legal age for consuming alcohol or the abuse of alcohol by
anyone at college-leased or owned facilities or any college-sponsored or supervised activity
off campus is also prohibited (see College Policy/Procedure 6.23).

e. Participation in, or organization of, any unauthorized activity to interrupt the functions of the
college or intentional and substantial interference with the freedom of expression of others.

f. Unauthorized entry to or use of college property, including the failure to leave any of the
college buildings or grounds after being requested to do so by an authorized college official.

g. Molestation, assault and battery, verbal /physical and/or psychological abuse, threat, stalking,
or harassment of any member of the college community or visitor to the college, or conduct
which threatens or endangers the health or safety of any such person. Sexual harassment
violations are reported and adjudicated in accordance with College Policy/Procedure 3.18.

h. Sexual assault.

i. Theft or attempted theft of college or personal property of a member of the college
community or campus visitor, or knowingly possessing stolen property.

j- legal gambling.
k. Obscene or indecent conduct on college property.

I. Forgery, unauthorized alteration, falsification of, or unauthorized use of any college documents
(including those submitted to the college as part of its admissions process), records, keys, or
instruments of identification.

m. Furnishing false information to the college or to members of the college community who
are acting in the exercise of their official duties, including providing false information on any
college application, transcription, or written document.

n. lllegal or unauthorized use, possession, o storage of any weapon, fireworks, explosive, or
dangerous chemical. Students who are employees of law enforcement organizations and
are required to carry a weapon on campus must notify the security office in writing of their
intent to carry a licensed weapon at the beginning of each semester.

0. Unauthorized use or misuse of the college name for soliciting funds or for sponsorship of
activities, or on printed matter.

p. Use of all tobacco products on all college property, either owned or leased, with the exception
of designated parking lots (see College Policy/Procedure 6.21).
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q. Acts of harassment, written, verbal or physical, that stigmatizes or victimizes an individual
on the basis of, but not limited to, the following: race, religion, gender, color, national origin,
ancestry, age, sexual orientation, marital status, physical or mental disability of otherwise
qualified individuals and any other category protected by federal, State or local law. (Sexual
harassment violations are reported and adjudicated in accordance with College Policy 3.18/
Procedure 5.19; acts of harassment based on race, religion, gender, color, national origin,
ancestry, age, sexual orientation, marital status, physical or mental disability of otherwise
qualified individuals and any other category protected by federal, State, or local law are
adjudicated in accordance with College Policy/Procedure 3.17.)

r. Viiolation of rules and requlations pertaining to the operation of automobiles, bicycles,
mopeds, or other vehicles on college property or at college-sponsored activities.

s. Deliberate destruction of, damage to, malicious use of, or abuse of college property or
property under its jurisdiction or the property of a member of the college community or
campus visitor.

t. Intentional initiation or causing to be initiated any false report, warning, or threat of fire,
explosion, or other emergency.

u. Violating fire or safety requlations, including the unauthorized use or misuse of fire safety
equipment or damage of said equipment.

v. Unauthorized or fraudulent use of the college’s facilities and/or equipment, or use of any of
the above for any illegal act.

w. Irresponsible, unethical, unauthorized, or illegal use of, or entry to the college’s information
technology resources, including its network, e-mail system, and data bases (see College
Policy/Procedure 6.26).

x. Threatening or intimidating any person who: 1) has or may file an allegation of a violation of
this Code against you, and/or 2) may be a witness in any proceedings or investigation of an
alleged violation of the Code.

y. Repeated violations of the Code of Academic Integrity (see College Policy/Procedure 4.12).
7. Deliberate filing of false accusations of sexual harassment.

aa. Any other act(s) on college property or at college-sponsored activities that are in violation
of Maryland or federal law.

bb. Knowingly violating the terms of any disciplinary sanction imposed in accordance with the
Code of Student Conduct.

G. Sanctions

The goal of student discipline is generally to rehabilitate or deter rather than to punish or remove
the offending student from the college community. Student disciplinary action may be imposed for
aviolation of the Code of Student Conduct or other college policy, procedure, rule, or requlation or
violation of civil or criminal law. The severity of the penalty will be in relation to the severity of the
violation. Penalties will be applied consistently so that students violating the same standard, policy,
rule, requlation or procedure receive similar penalties, provided however, that the occurrence of prior
instances of disciplinary offenses may result in the imposition of more severe discipline than for a
single violation. Although a student’s disciplinary history will have no bearing on the determination
if a student is in violation of the Code, his/her full disciplinary history may be considered in
determining the sanction.

The following range of disciplinary sanctions may be imposed through formal adjudication based on
the determination of the Vice President of Learning Support or his/her designee:

1. Disciplinary warning - In cases of a minor violation, a written or verbal warning may be issued.
Its purpose is to notify the student that the behavior resulting in the warning is unacceptable
and is a violation of the Code of Student Conduct. Continuation or repetition of this conduct
could result in further disciplinary action.

2. Disciplinary reprimand — In cases of a serious violation, a written reprimand may be issued. The
reprimand is intended to notify the student that the behavior resulting in the reprimand is a
violation of the Code of Student Conduct and will not be tolerated. Continuation or repetition of
this conduct could result in more severe disciplinary action.

3. Disciplinary probation - Indicates that an extremely serious violation of the Code has occurred
or an additional violation has occurred after the prior issuance of a reprimand. The probation
shall last for a stated period of time and until any conditions imposed have been met. Any
misconduct during or after the probationary period will result in further disciplinary action and
may result in suspension.

4. Suspension from enrollment in a particular class on an interim basis or for the duration of the
semester. Issued in cases where the behavior, determined to be a violation of the Classroom
Behavior Procedure, has compromised the learning environment of a particular class.
Suspension from the class for the duration of the semester requires the approval of the Vice
President for Learning in accordance with the Classroom Behavior Procedure 5.17.

5. Suspension from enrollment in a particular program of study. Issued in cases where the
behavior, determined to be a violation of the Code of Student Conduct, has compromised
the learning environment of a particular program of study. After suspension from a program
of study, the student may not re-register for the program without the approval of the Vice
President for Learning. This sanction requires the approval of the Vice President for Learning.

6. Disciplinary suspension - Indicates that a critical violation of the Code of Student Conduct has
occurred or the conditions of disciplinary probation have been violated. Disciplinary suspension
results in a student’s involuntary separation from the college for a stated period of time and
until any imposed condition is met. The student is not permitted to enter campus without the
express permission of the Vice President for Learning Support and concurrence of the President.
A notation is entered on the student’s transcript and will remain there for the duration of the
suspension. This penalty may be applied only with the recommendation of the President and
approved by the Board of Trustees.

7. Expulsion - Is the most serious of all sanctions and indicates that a most serious violation of
the Code of Student Conduct has occurred. Expulsion results in permanent separation from
the college and will be noted on the student’s transcript. The student is not permitted to
enter campus without the express permission of the Vice President for Learning Support and
concurrence of the President. A notation is entered on the student’s transcript and will remain
there permanently. This penalty may be applied only with the recommendation of the President
and approved by the Board of Trustees.

H. Emergency Disciplinary Procedures

1. Interim Suspension from Campus

a. If, in the opinion of the Vice President for Learning Support (or in his/her absence, an
appointed representative), and with the concurrence of the President (or in his/her absence,
the Acting President), the presence of a student on campus is considered to be an immediate
danger to the health, safety, or property of any members of the college community or the
public and/or may result in serious disruption to normal college operations, a student may
be suspended from campus and all classes as an interim measure. Financial and academic
consequences of this suspension are the responsibility of the student.

b. A student suspended from campus will be afforded an administrative hearing in accordance
with procedures outlined in Section M. If the suspension is upheld after the Administrative
Hearing, the student may request a formal hearing by the Student Discipline Committee in
accordance with Section M, 4.b.3. The suspension, however, will stand pending the outcome
of the hearing.

2. Interim Suspension from the Classroom

a. If a student’s behavior in the classroom seriously compromises the safety and security of
the learning environment and cannot be resolved under the college’s Classroom Behavior
Policy/Procedure, a student may be removed from the classroom as an interim measure in
accordance with the Classroom Behavior Procedure 5.17.

|. Additional Conditions

The following conditions may be imposed in lieu of a disciplinary sanction or in combination with
any disciplinary sanction listed above:

1. Educational project or community service assignment. A project or assignment on campus
or in the community which will provide the student with an opportunity to observe and
learn specific valued human behaviors related to his/her own conduct (e.g., participation in a
leadership seminar, alcohol/drug seminar, personal development class). Evidence of satisfactory
completion will be required.
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2. Referral for specialized help (e.g., psychological assistance, consultation with a counselor and/
or social service agency). Student would be required to meet periodically with the Associate
Vice President for Student Development to review his/her progress. In addition, consents by the
student will be required to allow the college to communicate with the provider of specialized
help in order to determine the student’s progress and to allow the provider to respond.

3. Probation or deactivation of a Student Government Association recognized group. This may
involve loss of all privileges, including college recognition.

4. Suspension/expulsion from participation in college-related activities (e.q., participation in
intercollegiate athletics, student government association, student clubs and organizations, etc.).

5. Withholding of transcript or degree. This may be imposed on a student who fails to pay a debt
owed the college or who has a disciplinary case pending final disposition.

6. Restitution requires the student to repair damages or reimburse the affected individual or entity
for damage to (or misappropriation of) property. This may take the form of monetary payment
or payment of time and services.

The college reserves the right to pursue any and all legal remedies and such rights and
remedies are specifically reserved. Denial of readmission may be imposed upon a student
who has violated the Code of Student Conduct and has withdrawn from the college prior to or
during disciplinary proceedings. The college’s official version of the Code of Student Conduct is
on its Web site (www.frederick.edu) which may be revised from time to time.

J. Reporting an Alleged Violation of the Code of Student Conduct

1. Alleged violations of the Code of Academic Honesty, Classroom Behavior, Sexual Harassment,
and Discrimination should be reported in accordance with the related procedure as noted in
section F, 1-4 above. Alleged violations of the Code of Student Conduct or violation of college
policies, procedures, rules, or reqgulations and/or a violation of criminal or civil law, however,
should be reported immediately to the Frederick Community College Security Office by
completing the “Reporting Violations of the Code of Student Conduct” form.

2. A written report which provides information that a violation has been alleged and describes
the alleged violation will be completed by the FCC Security Office. The Vice President of
Learning Support or his/her designee will be notified promptly by the Security Office of the
alleged violation.

K. Conference with Alleged Violator

1. The Vice President of Learning Support or his/her designee will request a conference with
the alleged violator of the Code of Student Conduct by e-mail and/or telephone, as well as
by written notification, within five calendar days of the receipt of the notice of the alleged
violation. The written notice will include the alleged violation of the Code, and the specific
charge(s) against him/her. In addition, the student will be informed that he/she will have an
opportunity to present his/her side of the story and present any evidence at the conference
with the Vice President.

2. Al written notices will be sent by registered and priority mail. Time lines for responding to
written notices are determined by the date the registered letter is mailed. Failure to accept
a registered letter, however, constitutes an acknowledgement that a violation of the Code of
Student Conduct has occurred and the student’s rights to any further appeal are waived.

3. If the student fails to respond to the Vice President’s or his/her designee’s request for a
conference within five calendar days after receiving the notice of the request, the Vice President
of Learning Support or his/her designee may impose a disciplinary sanction as outlined in
sections G and | based on the allegations reported.

4. After conferring with the student, the Vice President of Learning Support or his/her designee
may:

a. Dismiss the allegation due to insufficient and/or unsubstantiated evidence.

b. Accept the student’s acknowledgement that a violation has occurred and impose an
administrative disciplinary sanction. The Vice President or his/her designee will inform the
student in writing of the sanction to be imposed and the conditions for reenrollment if
appropriate. The written notice will be sent within five calendar days of the conference with
the student and will include an explanation of the alleged violation of the Code and the
specific charge(s) against him/her.

(1) Failure to respond to the written notice within five calendar days of receiving the written
notice shall constitute acceptance of the administrative sanction imposed.

(2) If the student acknowledges that a violation has occurred and agrees to accept
the administrative disciplinary sanction, he/she shall sign a statement that he/she
understand the charge(s), the sanction imposed, and agrees to waive his/her right for a
formal hearing to hear the appeal of his/her case before the college’s Student Discipline
Committee. The signed statement must be returned within five calendar days of receiving
the written notice.

¢ Request that the FCC Security Office conduct an investigation of the alleged violation in cases
where the student denies that a violation has occurred.

L. Investigation of an Alleged Violation of the Code of Student Conduct

At the request of the Vice President of Learning Support or his/her designee, the Frederick
Community College Security Office will conduct an investigation of the alleged violation by
collecting evidence and interviewing witnesses and will consult with the Vice President of Learning
Support and if appropriate, the Associate Vice President for Student Development in the course of the
investigation. A violation of civil or criminal law will be reported to the appropriate law enforcement
agency and the Security Office will conduct the investigation in coordination with law enforcement
authorities.

At all times, the Security Office will follow appropriate procedures to assure the protection of persons
and property on campus. The alleged violator will be informed in writing by the Vice President of
Learning Support or his/her designee that an investigation is being conducted and investigations
will be conducted promptly usually no longer than 10 calendar days. If, however, an investigation
requires a longer period of time in which to complete the investigation, the alleged violator will be
notified in writing of the extension by the Vice President of Learning Support or his/her designee.

M. Administrative Hearing

. Following an investigation by the FCC Security Office, requested by the Vice President of
Learning Support or his/her designee in cases where the alleged violator denies that a
violation has occurred, the Vice President of Learning Support or his/her designee will request
a conference with the alleged violator of the Code of Student Conduct by e-mail and/or
telephone, as well as by written notification, within five calendar days of the completion of
the investigation. The written notice will include the alleged violation of the Code, the specific
charge(s) against him/her, and an explanation of the evidence the Vice President has. In
addition, the student will be informed that he/she will have an opportunity to present his/her
side of the story and present any evidence at the hearing with the Vice President.

2. All written notices will be sent by registered and priority mail. Time lines for responding to
written notices are determined by the date the registered letter is mailed. Failure to accept
a registered letter, however, constitutes an acknowledgment that a violation of the Code of
Student Conduct has occurred and the student’s rights to any further appeal are waived.

3. If the student fails to respond to the Vice President’s or his/her designee’s request for a
conference within five calendar days after receiving the notice of the request, the Vice President
of Learning Support or his/her designee may impose a disciplinary sanction as outlined in
sections G and | based on the evidence obtained through the investigation of the alleged
violation.

4. After conferring with the student, the Vice President of Learning Support or his/her designee
may:

a. Dismiss the allegation due to insufficient and/or unsubstantiated evidence.

b. Impose an administrative disciplinary sanction. In cases where there is sufficient evidence
to support the imposition of a disciplinary sanction, the Vice President or his/her designee
will inform the student in writing of the sanction to be imposed and the conditions for
reenrollment if appropriate. The written notice will be sent within five calendar days of the
Administrative Hearing and will include an explanation of the alleged violation of the Code,
the specific charge(s) against him/her, an explanation of the evidence upon which the Vice
President or his/her designee has based his/her decision, and the rights of appeal if he/she
refuses to accept the administrative sanction to be imposed.

(1) Failure to respond to the written notice within five calendar days of receiving the written
notice shall constitute acceptance of the administrative sanction imposed.
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(2) If the student acknowledges that a violation has occurred and agrees to accept
the administrative disciplinary sanction, he/she shall sign a statement that he/she
understand the charge(s), the sanction imposed, and agrees to waive his/her right for a
formal hearing to hear the appeal of his/her case before the college’s Student Discipline
Committee. The signed statement must be returned within five calendar days of receiving
the written notice.

(3) If the student refuses to accept the administrative disciplinary sanction imposed, the
student is entitled to a formal hearing before the college’s Student Discipline Committee.
The request for a formal hearing must be made in writing to the Vice President for
Learning Support or his/her designee within five calendar days of receiving the written
notice. Failure to file request for a formal hearing to hear the appeal within the specified
time shall constitute the student’s acceptance of the administrative disciplinary sanction
and shall also constitute a waiver of his/her right to further appeal.

N. Initiation of a Hearing by the Student Discipline Committee

1. The Student Discipline Committee shall be a standing committee of the college Senate. The
duties of the Committee are to hear student disciplinary cases, decide on the merits of the
charges based on the evidence presented, and either: 1) uphold the finding that the student
violated the Code and uphold the sanction imposed by the Vice President for Learning Support;
2) uphold the finding that the student violated the Code, but impose a different sanction; or 3)
find that the student did not violate the Code and dismiss all charges against the student.

Membership of the Committee shall be constituted in accordance with the college Senate
Constitution: a chairperson elected by the college Senate, and two (2) representatives from
Learning, two (2) representatives from Learning Support, and three (3) representatives
appointed by the Student Government Association. When appropriate, alternates will be
appointed by the Senate chairperson. (Note: Senate recommended not delineating the
membership but rather indicate that membership was per Senate Constitution. However, as
students do not have ready access to the Senate Constitution, it was felt that membership
should be specified for student awareness.)

The chairperson will vote only in the case of a tie. A quorum shall consist of the chair and
four members of the Committee, of which at least one member shall be from Learning,
one member shall be from Learning Support, and one member shall be from the Student
Government Association.

2. Upon receipt of the student’s request for a hearing of the appeal, the Vice President of Learning
Support or his/her designee will notify the student, in writing, of the date, time, and location of
the hearing. The hearing will be scheduled no more than fifteen calendar days after receipt of
the written request for a hearing.

3. Prior to the hearing, the student will be:
a. Provided with a written statement of the violation charge(s) against him/her.

b. Provided with a list of potential witnesses against him/her and the nature of their proposed
testimony, unless it is determined that providing the names of witnesses might be a threat to
the witnesses' welfare; reciprocally, the student will provide the college, in advance, a list of
potential witnesses and the nature of their proposed testimony.

¢ The right to appear alone or with one advisor who may advise the accused but not question
witnesses, present information or argument or otherwise participate directly in the hearing;
legal counsel is permitted to serve as the student’s advisor, at the student’s expense, only
when the student faces concurrent criminal charges, the institution proceeds through
counsel, or the student faces potential suspension or expulsion from the institution.

d. Allowed to examine, in advance, any written evidence or exhibits which the college plans to
submit; reciprocally, the student will allow the college to examine, in advance, any written
evidence or exhibits the student plans to submit.

e. Advised of the right to argue in his/her behalf, present evidence and witnesses, and question
witnesses present in accordance with quidelines regarding witness participation outlined in
Subsection N, 1.

f. Advised of the right to appeal the decision of the Student Discipline Committee in cases where
the disciplinary sanction is suspension or expulsion from the college.

0. Hearing Procedure

1. The hearing shall be closed to the public. The chairperson of the Student Discipline Committee
shall have the duty of maintaining order at the hearing and, therefore, shall have the right to
exclude any disruptive party or witnesses from the hearing. The student shall have the right
t0 ask questions of the witnesses provided that the Chairperson shall have the discretion to
establish appropriate questioning parameters.

Failure of the student to appear for the hearing without prior notification or evidence of
extenuating circumstances, provided adequate advance notice of the hearing time, date, and
location has been given, waives his/her right for further appeal and the disciplinary action
taken by the Vice President for Learning Support will stand. All meetings of the Student
Discipline Committee will be taped or transcribed. In addition, the following will be observed:

Order of Presentation

a. Opening statements of accuser (Vice President for Learning Support or his/her designee) and
accused, if desired by each.

b. Presentation of evidence by accuser, then accused.

¢. Closing statements by the accused followed by the accuser.

d. Private deliberation by the Student Discipline Committee.
2. Proceedings

a. Only that tangible evidence which the parties have had an opportunity to review in advance
will be permitted to be introduced at the hearing.

b. The Vice President for Learning Support or his/her designee and the accused student will
be given the opportunity to present, question, and cross-examine witnesses in accordance
with quidelines regarding witness participation outlined in Section N.1 and offer evidence in
support of their position(s). The accused student also will be given the opportunity to speak
on his/her behalf.

¢ Witnesses will be excluded from the hearing room and brought in individually before the
Committee.

d. Committee members may ask questions of the witnesses after examination and cross-
examination have taken place.

e. At the close of all testimony and after admission of all evidence, each side shall be allowed a
dosing statement.

f. The burden of proof shall rest with the college. Its burden of proof will be met by a
preponderance of the evidence. Evidence shall include, but is not limited to, facts based on
oral and/or written testimony and tangible evidence.

g. A simple majority vote of the Committee shall determine whether the accused student has
violated the Code or any other college policy, procedure, rule, or requlation and if so, the
disciplinary penalty, if any.

h. The student will be notified of the Committee’s decision and reasons for the determination in
writing within five calendar days. The Committee may: 1) uphold the finding that the student
violated the Code and uphold the sanction imposed by the Vice President for Learning
Support; 2) uphold the finding that the student violated the Code, but impose a different but
lesser sanction; or 3) find that the student did not violate the Code and dismiss all charges
against the student.

i. If a different but lesser sanction is imposed, the Committee shall notify the Vice President of
Learning Support in accordance with section R.

j. The decision of the Student Discipline Committee shall be final, subject only to the student’s
right of appeal to the President and ultimately the Board of Trustees in cases where the
sanction is suspension or expulsion from the college.

3. Hearings between semesters or during the Summer Semester

a. For violations that occur at the end of the fall, spring, or summer semesters or during the
summer semester(s), a special Student Discipline Committee will be established. Timelines
will be modified as necessary to accommodate both the college and the alleged violator and
to ensure that the matter is adjudicated prior to the beginning of the subsequent semester.

b. A Special Student Discipline Committee shall consist of at least two full-time faculty
members from Learning, two representatives from Learning Support, and two representatives
from the Student Government Association.
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¢ The Special Student Discipline Committee shall conduct the hearing according to procedures
established herein.

d. The chairperson will vote only in the case of a tie. A quorum shall consist of the chair and four
members of the Committee, at least one from Learning, one from Learning Support, and one
from the Student Government Association.

P Appeal of the Decision by Student Discipline Committee

1. The student may appeal to the President the decision of the Student Discipline Committee
only when the disciplinary sanction imposed is suspension or expulsion from the college.
This appeal must be submitted in writing to the President’s Office within seven calendar days
following receipt of the Committee’s decision.

2. Failure to file a written appeal within the time period presumes the student’s acceptance of the
Committee’s decision and waives his/her rights to further appeal.

3. If a student files a written appeal with the President, a copy of the hearing file will be provided
to the President.

4. Within seven calendar days of receipt of the student’s appeal, the student will be notified in
writing of the President’s decision regarding the appeal.

5. If all administrative processes have been exhausted, a student is entitled to appeal in writing
to the college’s Board of Trustees through the President. The appeal must be filed within seven
calendar days following receipt of the President’s decision. The Board may or may not decide to
hear the appeal.

Q. Reenrollment Following a Disciplinary Suspension

A student who has been subject to disciplinary suspension from the college must submit a formal
request for reenrollment to the Vice President for Learning Support. The student must present
evidence that he/she has satisfied any and all conditions of reenroliment that were established at
the time the suspension was imposed. Where appropriate, the student may be required to provide
documentation from a qualified professional indicating that the student no longer poses a significant
risk of substantial harm to the health or safety of such student, or others, or of interference with the
normal operations of the college, its students, faculty, and staff.

The Vice President for Learning Support or his/her designee must approve the request for
reenrollment. In approving a request for reenrollment, the Vice President or his/her designee may
impose conditions and/or requirements under which the student will be allowed to reenroll.

The student will be notified in writing of the decision regarding his/her request for reenrollment
including any conditions and/or requirements under which the student will be allowed to reenroll.

R. Records

1. Disciplinary action resulting from the imposition of any disciplinary sanction other than a
disciplinary warning by the Vice President for Learning Support will result in the establishment
of a disciplinary file in the name of the accused student. If the student is found innocent of
charges by the Student Discipline Committee, the file will be voided and will not leave the
student with a disciplinary record. In accordance with the Family Educational Rights and
Privacy Act (FERPA), as amended, the student’s judicial and disciplinary records are educational
documents and thus protected under FERPA. However, the college is required to provide the
results of a final on campus disciplinary action against an alleged perpetrator of a crime to an
alleged victim, or the parents of the victim if the victim died, if the parent or victim requests
such information.

Disciplinary files may be voided for good cause by the Vice President for Learning Support.
Factors to be considered include, but are not limited to:

a. Present demeanor;
b. Conduct of student subsequent to the violation;
¢. Nature of violation (e.g., severity of any damage, injury, or harm resulting from it).

2. Files of students who have received a written disciplinary sanction will be retained for seven
years from the date sanctions were imposed. The files will then be destroyed except in cases
where the student has been indefinitely suspended or expelled from the college. Files for these
students will be retained permanently. Information contained in the files is confidential and
may be released only in accordance with applicable federal and State laws.

3. Ifa student is suspended or expelled, complete records of the hearing proceedings and all
pertinent documents shall be maintained permanently by the Vice President of Learning
Support. A notation of the sanction is entered on the student’s transcript when the sanction
is either suspension or expulsion from the college. For suspended students it remains on the
transcript for the duration of the suspension; for expelled students it remains on the transcript
permanently.

4. Records of all disciplinary actions will be filed in the office of the Vice President of Learning
Support.

College Closings for Inclement Weather

Policy (rev. 4/20/05)
The President of the college or his/her designee will decide when classes are to be cancelled, or
when the college is to be closed because of inclement weather or other emergency conditions.

Procedures
The college will provide inclement weather announcements concerning cancellations, closings, and
delays by 5:30a.m. Please refer to the following sources:

- F(C switchboard, 301.846.2400

« Comcast TV Channel 23, College of the Air Bulletin Board
- FCC\Web site www.frederick.edu

« FCC Alert, sign up on www.frederick.edu

- Other Web sites: www.schoolsout.com

Radio and TV Stations

Radio: WFMD (AM930) ~ WFRE (FM 99.9) WARX (FMF106.9)  WAFY (FM 103.1)
TV: NEWS4 (CH. 4) Newschannel 8 WIZ-TV (CH. 13) WTTG FOX-5 (CH. 5)
WUSA-TV(CH.9)  WHAG-TV (CH.25)  ABC(CH.7) WBAL (CH. 11)

NOTE: Radio and TV stations might not use the exact words we provide them, so please beware that
announcements could differ from station to station. Due to possibility of inaccurate announcements
we would advise you to check more than one source.

The announcements are:
1. FCCis open

F(Cand the Children’s Center will follow normal schedules. Al faculty, staff, and students are
expected to come to work/class per their normal schedules.

2. FCCwill open at “X”

F(Cand the Children’s Center will open at the designated time and will follow normal schedules
after the delay.

This applies to all faculty, staff, and students. [For example, when the college opening is delayed
until 9:30 a.m., 8:00 a.m. -9:15 a.m. classes are cancelled and instruction will begin with reqularly
scheduled 9:30 a.m. classes. If a class is scheduled to run later than 9:30 a.m. (for example, 8:00
a.m.-10:30 a.m.), the class will begin at 9:30 a.m.]

NOTE: Because of changing weather patterns and conditions we often re-evaluate our decisions.
For example, the message might say, “FCC will open at noon, but we'll re-evaluate our decision at
10 o'clock."When in doubt, call the college information center or check the Web sites for the most
current updates before you head to the campus.

3. FCCis open; classes are delayed until “X”

All administrative and support staff are expected to come to work at their normal start time (e.q.,
8:00 a.m. - 8:30 a.m.). The Children’s Center will be open. Faculty and students should report after
the delay. [For example, when classes are delayed until 9:30 a.m., 8:00 a.m. - 9:15 a.m. classes

are cancelled and instruction will begin with reqularly scheduled 9:30 a.m. classes. If a class is
scheduled to run later than 9:30 a.m. (e.g., 8:00 a.m. - 10:30 a.m.), the class will begin at 9:30 a.m.]

4. FCCis Closed

Only “essential”personnel (emergency maintenance and clerical personnel) who have been
designated by the Viice President for Administration should come to work and will be allowed on
campus. NO students, faculty, or other staff members will be allowed on campus. The Children’s
Center will also be closed.

Special note for when the college delays opening:
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« Doors will be opened 30 minutes prior to the announced opening.

Important notice: No non-essential personnel will be allowed on campus more than 30 minutes
prior to the announced opening in order to allow the college’s maintenance and security staff
enough time to prepare the campus for opening (clearing snow from sidewalks, parking lots, roads,
efc)

- All offices, laboratories, and the Children’s Center will be open and staffed 15 minutes prior to the
announced opening.

« Students are not allowed on campus until 15 minutes prior to the announced opening in order
to allow the college’s maintenance and security staff enough time to prepare the campus for
opening (clearing snow from sidewalks, parking lots, roads, etc.)

The above announcements and procedures apply to FCC's main campus, the Monroe Center and any

other FCCfacility. Career &Tech Center classes, along with any other FCC classes held at Frederick

County Public School facilities follow FCPS procedures.

Communicable Diseases

Policy

A.The Board of Trustees of Frederick Community College is committed to providing a healthful
environment for all students and employees of FCC. In fulfilling that commitment, the Board
shall seek the guidance of appropriate medical, legal, and governmental authorities regarding
communicable diseases when required. The college shall follow guidelines promulgated
by the Maryland State and Frederick County Health Departments to prevent the spread of a
communicable disease in the school setting.

B. Actions taken with respect to students or employees shall be consistent with rights afforded
individuals under state and federal statutory regulations.

(. Dedisions regarding students or employees will be made on a case-by-case basis, taking into
consideration all available information on the specific case at hand.

1. First consideration shall be given to returning the student to the classroom and the employee
to his/her reqular assignment upon receiving assurance from the physicians and public health
officials that the individual should not pose a health risk to staff or students in a school or work
setting.

2. The determination of whether an AIDS infected child shall be permitted to attend a college
child care center shall be made on a case-by-case basis by college personnel, after consultation
with a team composed of the child's parent or quardian, appropriate health personnel, and the
child's physician, with the final decision to be made by college personnel and with particular
attention being paid to minimizing the exposure of other children to blood or body fluids or to
behavior which may warrant a more restrictive environment.

D. The President shall be responsible for determining what information will be disseminated to
staff, parents, and the community when a communicable disease is identified or suspected at the
college. Guidelines will be established by the President to insure strict confidentiality regarding
infected individuals.

Drug and Alcohol Abuse

Policy (rev. 4/20/05)

A. A fundamental purpose of Frederick Community College is to support and encourage the pursuit
and dissemination of knowledge. All members of the college community - students, faculty, and
staff - share the responsibility for protecting an environment that supports that goal and all are
expected to exemplify high standards of professional and personal conduct.

B. Frederick Community College is committed to a workplace and campus environment free of
substance abuse and is committed to full compliance with the Drug-Free Workplace Act of 1988,
the Drug-Free Schools and Communities Act of 1986, as amended in 1989, the Maryland Drug
and Alcohol Abuse Plan, and all other applicable local, state, and federal laws. The Board of
Trustees authorizes the college administration to establish, repeal and/or modify requlations and
procedures related to ensuring compliance with these laws.

Procedures (rev. 10/21/09)

A. Frederick Community College is committed to a workplace and campus environment free of
substance abuse and is committed to full compliance with the Drug-Free Workplace Act of
1988, the Drug-Free Schools and Communities Act of 1986, as amended in 1989, the Maryland
Drug and Alcohol Abuse Plan, and all other applicable local, State, and federal laws. Frederick
Community College, in accordance with the Crime Awareness and Campus Security Act of 1990, is
required to disclose certain crime statistics, including liquor and drug law violations. See Frederick
Community College’s Crime Awareness and Campus Security Act procedures for more information.

B. Standards of Conduct

1. The unlawful manufacture, sale, distribution, dispensing, possession or use of controlled
substances, and the use or abuse (e.g., being intoxicated) of alcohol by anyone on College
property (including any facilities leased or used by the College) or in College vehicles is
prohibited. The President, however, may approve upon special request the serving of alcoholic
beverages at specific events to individuals 21 years or older. The use of alcohol by anyone under
21 years of age or the abuse of alcohol by anyone at any College sponsored or supervised
activity off campus is also prohibited.

2.The college reserves the right to refuse any advertising or promotional activities which focus on
the consumption of alcoholic beverages that might encourage under-age drinking or alcohol
abuse.

(. Employee Requlations

1. As required by the Drug-Free Workplace Act of 1988, and as a condition of employment,
employees must abide by the terms of this procedure and notify the Human Resources Office
in writing, of any criminal drug statute conviction for a violation occurring on Frederick
Community College property, no later than five calendar days after such conviction. Lack of
compliance with these requirements may subject the employee to immediate dismissal.

2. Upon receipt of notification of a conviction, the college will take the following actions as
required by law:

a. Notify the appropriate federal agencies of such convictions, and

b. Take appropriate personnel action against the employee, up to and including termination;
and/or

¢. Require the employee to participate satisfactorily in a drug abuse assistance or rehabilitation
program approved for such purposes by a federal, state or local health, law enforcement, or
other appropriate agency.

D. Student Drug Free Pledge

The college will include on its admissions application, a statement of the drug and alcohol related
policy and procedures. Each student will be required to sign this statement acknowledging
agreement to comply with the college’s drug and alcohol abuse policy and procedures. The
college’s drug and alcohol policy and procedures will be posted on the college’s Web site and all
students will be notified by FCC student e-mail of its availability on the Web site and directions on
how to access the information. Copies of the college’s drug and alcohol brochure will be available
in information racks on campus as well as in various college offices.

E. Reporting an Alleged Violation of the Employee and Student Drug and Alcohol Policy
1. Violation by an Employee

An alleged violation of the Employee and Student Drug and Alcohol Policy should be reported
to the employee’s supervisor(s) and the appropriate Vice President. An alleged violation by an
employee will be investigated and adjudicated in accordance with Section F below.

2. Violations by a Student

An alleged violation of the Employee and Student Drug and Alcohol Policy should be reported
immediately to the Frederick Community College Security Office by completing the “Reporting
Violations of the Code of Student Conduct” form. Alleged violations will be investigated and
adjudicated in accordance with procedures outlined in Section F below and the Code of Student
Conduct (Policy/Procedure 5.11).
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F. College Sanctions

1. Any member of the College community who violates the Employee and Student Drug and
Alcohol Policy will be subject to disciplinary proceedings by the College, and may be referred
for prosecution by civil authorities. Depending upon the severity of the offense, the College
will impose one or more of the following disciplinary sanctions as may be appropriate: for
students — may include reprimand, wamning, or dismissal from the institution (a complete list
of disciplinary sanctions for students is included in the Code of Student Conduct; for employees
- reprimand, waming, suspension with or without pay, or discharge from employment. The
College may also require the completion of an appropriate rehabilitation program.

2. Frederick Community College’s interest in identifying violators of the drug and alcohol policy
and procedures is not intended to be punitive, but rather to establish clear limits of conduct for
members of the campus community. The policy and procedures is designed to encourage those
persons habituated to drugs and/or alcohol to seek rehabilitation.

3. Conscientious efforts to seek such help will not jeopardize a student’s academic standing or
employee’s job, and all information related to such efforts will be confidential. However, efforts
to obtain assistance will not preclude other disciplinary action for any of the usual reasons
including policy violation or unacceptable job performance. Students or employees seeking or
receiving assistance are subject to all College policies and procedures

G. Local, State and Federal Law Descriptions Relating to Alcohol and Other Drug Use

Students and employees at Frederick Community College are subject to federal, state and local
laws for the possession and distribution of illegal drugs.

Federal law states that it is unlawful to possess controlled substances including marijuana,
cocaine, LSD, PCP, heroin, designer drugs, etc. (1) If the substance is cocaine, or contains a cocaine
base, the penalty for simple possession is a fine and/or imprisonment from 5 to 20 years.

In February 2000, a law was enacted to categorize gamma hydroxybutyrate (GHB), also known
as a“date rape” drug, as an illegal drug. This means that anyone possessing, manufacturing, or
distributing GHB may face up to a 20-year penalty.

For other illegal drugs, the penalty for simple possession is a fine of at least $1,000 and/

or imprisonment up to 3 years. The penalties increase if the possession includes intent to
manufacture, distribute, or dispense a controlled substance, especially if done near a public or
private elementary, vocational, or secondary school or a public or private college or university.
Additionally, any person who violates this law shall be liable for an amount up to $10,000 in civil
penalties.

In addition to Federal laws, the State of Maryland has its own laws dealing with distribution,
manufacturing, and possession of controlled substances. For instance, any person who unlawfully
manufactures or distributes a narcotic drug may be fined up to $25,000 and may be imprisoned
for up to 20 years for a first offense. (2)

Students and employees at Frederick Community College are subject to state and local laws for
drinking and obtaining alcohol. It is illegal in the State of Maryland for any person under 21 to
drink alcohol. (3) Itis also illegal for a person under 21 to falsify or misrepresent his or her age

to obtain alcohol, or possess alcoholic beverages with the intent to consume them. (4) Itis also
illegal in most situations to furnish alcohol to a person under 21. (5) The penalty is a fine of up to
$500 for a first offense, and up to $1,000 for repeat offenses.

In addition, state law dictates that it is illegal to possess alcohol in an open container in any
parking lot of any shopping center or retail store, unless given permission by the owner. The
penalty is a fine of up to $100. (6)

Itis also illegal to consume alcohol on any public property or highway unless authorized by the
governmental entity that has jurisdiction over the property, with penalties including a fine of up
10 $100. (7)

Students and employees are also subject to state and local laws governing drinking and driving.
A person may not drive or attempt to drive while impaired or under the influence of alcohol. (8)
Individuals under 21 with a B.A.L. of only .02 (approximately 1 drink) will be charged with a
violation of restricted license and result in suspended license until the age of 21. (9)

Any individual with a B.A.L. of 0.08 will be presumed to be driving under the influence of alcohol.
An individual with a B.A.L. of .08 or more shall be determined to be under the influence of alcohol
per se. (10) Any of these violations will result in fines, imprisonment, or both.

[tis also unlawful to drive while impaired by any Controlled Dangerous Substance whether or
not it s illicit (prescribed or unlawfully obtained). (11) A person can still be charged with these
violations even though they possess a driver’s license from another state.

1. Federal Law 21 USCA/sections 841 and 844 to 845a (1990)
2. Md. Code Criminal Art. Section 5-608

3. Md. Code Criminal Art. Section 10-114

4. Md. Code Criminal Art. Section 10-113

5. Md. Code Criminal Art. Section 10-117

6. Md. Ann. Code Art. 2B, Section 19-204

7.Md. Ann. Code Art. 2B, Section 19-204

8. Md. Code Transportation Art. Sections 21-902

9. Md. Code Transportation Art. Sections 16-113(b)

10. Md. Ann. Code Transportation Art. Sections 21-902

11. Md. Code Transportation Art. Sections 21-902 (c) and (d)

Adapted and reprinted with permission from the University of Maryland, College Park University Health
Center and the President’s Legal Staff.

H. Health Risks Associated with Alcohol and Drug Use

Alcohol—Ethyl alcohol, the form of alcohol found in beer, wine, and liquor, is a psychoactive drug.
Itis classified as a central nervous system depressant, although its effects are often misinterpreted
as stimulating.

Low doses of alcohol significantly impair the judgment and coordination required to safely operate
a motor vehicle. Moderate to high doses cause marked impairments in higher mental functions and
alter a person's ability to learn and remember information. Very high doses can cause respiratory
depression and death.

About one in ten people will find it difficult to control consumption, will have continuing problems
associated with alcohol use, and will develop the disease of alcoholism. Even those who do not
eventually develop alcoholism can experience and/or cause considerable harm to themselves,
others, and the community. Individuals with a family history of chemical dependency face a higher
chance of developing alcoholism or other forms of drug addiction.

Women who drink alcohol during pregnancy may give birth to infants with fetal alcohol syndrome.
These infants have irreversible physical abnormalities and mental retardation. In addition, alcohol
use has been found to be significantly related to the transmission of HIV and other sexually
transmitted infections, unplanned pregnancy, fighting, assaults, vandalism, and the incidence of
acquaintance rape and other crimes.

Narcotics—Drugs included in this classification include opium, morphine, codeine, heroin,
oxycontin, methadone, percodan, percoset, and other opium derivatives and synthetics. Narcotics are
the mot physically addictive illicit drugs. The first or second administration of narcotics results in a
tremendous euphoric feeling that cannot be repeated due to the rapid development of tolerance to
the drug. This leaves the user with high cravings and low benefits from continued drug use. The user
must continue ingesting the drug in order not to develop withdrawal symptoms. A major physical
risk associated with the use of narcotics is sudden death resulting from respiratory arrest. Other risks
include infection due to IV drug use. Psychologically, cravings for narcotics can be severe.

Stimulants—Drugs included in this classification include cocaine (e.g., coke, crack),
methamphetamine, ritalin/adderall, amphetamines (speed), high doses of caffeine and other
stimulants. Cocaine has been known to cause sudden death by causing the heart to beat in an
abnormal rhythm resulting in a heart attack. The heart attack can be sudden and unexpected
and can occur at any time when a person is using cocaine. Stimulants can cause a person

to become emaciated, resulting from an increased metabolism and an extremely decreased
appetite. Psychologically, cocaine and most amphetamines are extremely addictive and affect the
pleasure center of the human brain. Stimulant intoxication can lead to visual, auditory and tactile
hallucinations and delusional type thinking. After a person develops dependence upon cocaine or
an amphetamine, sudden or gradual cessation in use can cause markedly diminished interest or
pleasure in most daily activities. Fatique, insomnia, and feelings of worthlessness are also common
and can possibly result in suicide attempts.

Phencydidine/Ketamine—These drugs form a distinct category of their own because the effects
produced are unlike any other drugs. Ketamine (Special K) and Phencyclidine (PCP) act similarly

to a hallucinogen, in some respect. In other respects they act similarly to that of a central nervous
system (CNS) stimulant as well as a CNS depressant. Among their side effects are delirium, visual
disturbances, hallucinations and severe violence. Some evidence of long-term memory disorders and
psychological disturbances resembling schizophrenia also has been linked to the use of these drugs.
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Hallucinogens—Drugs in this classification include LSD (acid), mescaline (peyote), mushrooms
(psilocybin), amphetamine variants (ecstasy), and other hallucinogens. The greatest short-term risk
associated with ecstasy is dehydration and overheating. Additionally, consequences that ecstasy may
have on the brain include depression, anxiety and effects on the brain’s ability to think and store
memories.

The greatest risk associated with LSD use is a "bad trip." A bad trip can occur at any time, even
occurring in individuals who have used the drug many times. A bad trip is a psychological reaction
to the ingestion of LSD and is primarily based upon the user’s mind set and environment at the time
of administration. A bad trip can result in extreme paranoia, panic attacks and a loss of self-control.
The most extreme outcome of a bad trip can be permanent psychosis or even death.

Nicotine—Nicotine is the powerfully addictive substance in tobacco that can "hook" a user in

as few as three cigarettes. Short-term health effects related to smoking can include wheezing,
coughing, frequent colds, and decreased senses of smell and taste. Smoking can also trigger asthma
symptoms. Long-term health effects can include chronic bronchitis, lung cancer, or cancer of the
mouth, throat, bladder, pancreas, or kidney.

Inhalants—Inhalants include a wide variety of breathable chemicals that produce mind-altering
results. The three major subcategories of inhalants include volatile solvents, aerosols and anesthetics.
The most commonly abused inhalants are gas, glue, paint and nitrous oxide (including whippets). A
major physical consequence in inhalant use is sudden death occurring from heart beat irreqularities.
Inhalants produce an inebriation effect with associated bizarre thoughts, dizziness, numbness

and a lack of coordination. The intoxicated person will have problems performing even the most
mundane tasks, and serious accidents can result. Long-term effects can include brain damage, poor
concentration and memory loss.

Cannibis—Drugs in this classification include: marijuana, tetrahydrocannabinol (THC), hashish,
and hashish oil. Physical risks of marijuana use include damage to the lungs, chromosomes, and
reproductive system. The most severe consequences of cannibis use affect brain functioning. Chronic
marijuana use can resultin changes in perception, motor activity, sensation, emotional response,
motivation, memory and states of awareness.

Depressants—Drugs in this classification include Rohypnol and other barbiturates,
benzodiazepines, xanax, valium, GIIB and other depressants including alcohol. Depressants produce
rapid tolerance. Severe withdrawal, including seizures and death, can occur if depressant use is
immediately stopped. Depressants also can cause sudden death by respiratory arrest or by stroke
resulting from a marked increase in blood pressure. Mixing alcohol with other depressants can be
lethal.

Reprinted with permission from the University of Maryland, College Park University Health Center and
the President Legal Staff.

I. Substance Abuse Prevention Program and Notification to Employees

Frederick Community College has established an on-going substance abuse prevention program
utilizing a variety of educational and prevention strategies. One of the goals of this program

is to heighten the awareness of faculty and staff about the dangers of substance abuse in the
workplace, the colleges policy of maintaining a drug-free campus, the availability of substance
abuse counseling, rehabilitation or employee assistance programs, and the penalties that may be
imposed upon employees for substance abuse violations. In addition, the college will issue annual
written notice to employees of the college’s drug and alcohol policy and all specific notifications
required by the law.

—

. Getting Help

The college provides resources and referral services for students, faculty and staff confronted
with a problem of drug and/or alcohol abuse. Information related to these services will be made
available to all students as part of the substance abuse awareness program. In addition, students
may obtain information or referrals from the counseling and career services department or

the vice president learning support - employees may obtain information on referrals from the
associate vice president for human resources.

J. Area Drug and Alcohol Abuse Services
Detoxification Services

Frederick Memorial Hospital Emergency Room
400 West 7th Street

Frederick, MD 21701

240.566.3500

For medical emergencies only

Behavioral Health Services of Washington County Health System
Washington County Hospital

Walnut Street

Hagerstown, MD 21740

301.766.7600

Frederick County Health Department
Substance Abuse Services - Adult Services
350 Montevue Lane

Frederick, MD 21702

301.600.1775

Outpatient detoxification

Inpatient Treatment Facilities

Jackson Unit

Country Club Road

Cumberland, MD 21502

301.777.2290

A 30 day residential treatment program for youth, age 13 -18 who present a primary
diagnosis of drug and/or alcohol abuse or dependence. Serves residents of Allegany, Garret,
Washington, and Frederick counties.

Massie Unit

Country Club Road

Cumberland, MD 21502

301.777.2285

A residential treatment facility designed to provide comprehensive, addictions treatment
to people who are chemically dependent or abuse chemicals, and their significant others.
Referrals for admission are accepted from employee assistance programs, hospitals, private
physicians, counseling and community agencies, lawyers, legal/judicial system and
others. Transportation is provided to and from the facility to the Western Maryland cities of
Frederick, Hagerstown and Oakland.

Mountain Manor Treatment Center

97071 Keysville Road

Emmitsburg, MD 21727

301.447.2360

A 50-bed short term, high intensity adult residential substance abuse treatment. Its 12-step
based program includes a detox track, relapse prevention, full medical and nursing services,
and psychiatric support for dual diagnosis patients. The program also features a long-term
residential track for pregnant and postpartum substance abusing women who may keep
their young children and infants with them.

Outpatient Services

Frederick County Health Department

Substance Abuse Services — Adult Services

350 Montevue Lane

Frederick, MD 21702

301.600.1775

Adult outpatient services, IOP, outpatient detoxification, in-house psychiatric consultations
and assessments, narcotics treatment program, men's recovery groups, women's recovery
groups, and other specialty groups and alternative health services.

Frederick County Health Department

Substance Abuse Services — Adolescent Services

350 Montevue Lane

Frederick, MD 21702

301.600.3293

Adolescent outpatient services, I0P, At Risk Group, and Parent Group.

Allied Counseling Group

306 West Patrick Street

Frederick, MD 21701

301.698.7077

Comprehensive mental health services, including state-licensed and certified treatment
for substance abuse, MVA certified DWI program, relapse prevention, continuing care,
in-patient referrals; intensive outpatient treatment.
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(rossroads Center

203 Broadway Street

Frederick, MD 21701

301.696.1950

Adult and adolescent intensive outpatient counseling for persons with alcohol and drug
problems, abuse, and dependence. MVA approved DWI programs.

Residential Treatment Facilities

Gale Houses, Inc

336 North Market Street

Frederick, MD 21701

301.662.2303

Operates private, nonprofit residential treatment continuing care (halfway and transitional
houses) for women and men recovering from drug and/or alcohol addiction. Admission is
allowed by referral from addiction professionals.

Facilities include:

Qlsen House for Men
608 East Patrick Street
Frederick, MD 21701
301.662.2303

Gale House for Women
336 North Market Street
Frederick, MD 21701
301.662.2303

Self-Help Groups

Alcoholics Anonymous
301.662.0544

Al-Anon
301.663.6626

Narcotics Anonymous
301.662.3263

(ocaine Anonymous
1.202.726.1717
www.tradition5.org/wmdvaca

24 Hour Hotline Services

Frederick County Hotline
301.662.2255

Alcohol Hotline
1.800.Alcohol

L. Review of Policy and Procedures

The Associate Vice-Presidents for Student Development and Human Resources will conduct a
biennial review of the Employee and Student Drug and Alcohol Policy and Procedures and their
implementation to determine their effectiveness, implement changes as needed, and ensure that
disciplinary sanctions are consistently enforced.

Family Educational Rights & Privacy Act (FERPA)

Policy (rev. 1/21/09)

A. An adequate system of student records shall be developed and maintained under the supervision
of the President or his/her delegate.

B. Frederick Community College accords to students all rights under the Family Educational Rights
and Privacy Act (FERPA) of 1974, as amended. No one outside the institution shall have access to,
nor will the institution disclose any information from a student’s educational record without the
written consent of the student except when prior written consent is not required by the Act or the
implementing regulations.

(. FERPA provides students with the following rights with respect to their education records: 1) to
inspect and review the student’s education records; 2) to consent to disclosure of the student’s
education records to third parties, except to the extent that FERPA authorizes disclosure without
consent; 3) to request amendment of the student’s education records when the student believes
that they are not accurate or are misleading; and 4) to file a complaint with the U.S. Department
of Education concerning alleged failures by the college to comply with the requirements of FERPA.

Procedures (11/12/08)

A. Elements of a Student’s Records
The following are considered the essential elements of a student record and shall be required of all
students applying to the college:

1. Legal name

2. Permanent address

3. Phone number

4. County and state of legal residence
5. Date of birth

B. Definition of a Student

A student means an individual who is or has been enrolled at the college. An individual who
applied but did not enroll is not a student.

Eligible student means a student who has reached 18 years of age or is attending an Institution of
postsecondary education.

(. At the time of application, a system assigned student ID number will be generated. A letter is sent
fo new students with their 1D number enclosed and this number is to be used by the student to
register or classes.

D. The social security number (SSN) is not required at the time of application, but is requested for
validation purposes. Students not presenting an SSN are required to appear in person with a photo
ID'in order to request a Web account.

E. Students must present a college photo ID or drivers license to conduct in-person record
transactions.

F. Education Records

Education records are specifically defined as records, files, documents, and other materials
(including but not limited to handwriting, print, tapes, film, computer or other media) that
contain information directly related to a student and maintained by the college or an agent of the
college. The following information is considered part of the student’s education record:

1. Academic standing/probation/dismissal

2. Advising notes

3. Assessment scores

4. Courses registered/completed

5. Credits or grades earned

6. Grade point average (GPA)

7. Financial aid records

8. Student disciplinary records

G. Exceptions to Education Record

Education records do not include records on an eligible student that are:

1. Sole Possession Records. A sole possession personal record kept by a faculty or staff member,
ifitis kept in the sole possession of the individual who made the record, and information
contained in the record has never been revealed or made available to any other person except
the maker's temporary substitute.

2. Employment Records. An employment record of an individual whose employment is not
contingent on the fact that he or she is a student, provided the record is used only in relation to
the individual's employment.

3. Law Enforcement Records. Records maintained by the college’s security office, if the record is
maintained solely for law enforcement purposes, is revealed only to law enforcement agencies
of the same jurisdiction and the security office does not have access to education records
maintained by the college.
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4. Alumni Records. Alumni records which contain information about a student after he or she is
no longer an attendant of the community college and the records do not relate to the person
as a student.

5. Treatment Records

a. Made or maintained by a physician, psychiatrist, psychologist, or other recognized
professional or paraprofessional acting in his or her capacity or assisting in a professional
capacity.

b. Made, maintained, or used only in connection with the treatment of the student.

¢ Disclosed only to individuals providing the treatment. For the purpose of this definition,
“treatment” does not include remedial educational activities or activities that are part of the
program of instruction at the agency or institution.

6. Health Insurance Portahility and Accountability Act (HIPPA) Privacy Rule. HIPPA establishes
standards and imposes requirements to protect the privacy of individually identifiable health
information. HIPPA Privacy Rule excludes from its definition of “protected health information”
individually identifiable health information contained in an “education record” covered by
FERPA, as well as“treatment” records excluded from the definition of “education records.”

H. Family Educational Rights and Privacy Act (FERPA). Frederick Community College complies with
the provisions of the Family Educational Rights and Privacy Act (FERPA) of 1974, 20 U.S.C. 1232g,
34 CFR§ 99, and any regulation promulgated there under.

I. Annual Notification. Students will be informed of their rights under FERPA annually by publication
in the student handbook, catalogue, schedule of classes, and www.frederick.edu.

J. Student Rights and Access to Education Records. The Family Educational Rights and Privacy Act
(FERPA) affords students certain rights with respect to their educational records.

1. A student has the right to inspect and review his/her education records within 45 days of
the day the college receives a written request for access. The student should submit a written
request to the Associate Vice President of Operations/Registrar and identify the record(s) he/she
wishes to inspect. Upon receipt of the written request, an appointment will be scheduled with
the Associate Vice President of Operations/Registrar to review the student’s records and receive
an explanation and interpretation of the records requested. If the records are not maintained by
the Associate Vice President of Operations/Registrar, the student will be advised of the correct
official to whom the request should be addressed.

The student has the right to review his/her records except for: 1) financial information
submitted by the student’s parents; 2) those records which are excluded from the FERPA
definition of education records; and 3) education records containing information about more
than one student, In which case the college will permit access only to that part of the record
that pertains to the inquiring student.

2. A student has the right to request the amendment of his/her education records if he/she
believes the records are inaccurate or misleading. A student may ask the college to amend a
record that he/she believes is inaccurate or misleading. The student should clearly identify the
part of the record that he/she believes is inaccurate or misleading. A student who requests to
amend directory or personally identifiable information shall submit the appropriate request
form to the Welcome & Registration Center. If the college decides not to amend the record
as requested by the student, the student will be referred to the Vice President for Learning
Support who will advise the student of his/her rights under the college’s grievance policy and
procedures. (See sections K and L of this procedure.)

3. A student has the right to consent to disclosures of personally identifiable information
contained in his/her education records, except to the extent that FERPA authorizes disclosure
without consent. (See section L of this procedure.)

4. A student has the right to file a complaint with the U.S. Department of Education concerning
alleged failures by Frederick Community College to comply with the requirements of FERPA.
Anyone who believes his or her rights have been abridged may file a complaint with the Family
Policy Compliance Office, U.S. Department of Education, 600 Independence Avenue, S.W.,
Washington, DC 20202-4605.

5. Disclosure Without Prior Consent of the Student. The college may disclose personally
identifiable information from a student’s education records without prior written consent of the
student if the disclosure meets one or more of the following conditions:

a. The disclosure is to other school officials with legitimate educational interests. A school official
is a person employed by the college in an administrative, supervisory, academic or research,
or support staff position (including law enforcement unit personnel and health staff); a
person or company with whom the college has contracted as its agent to provide a service
instead of using college employees or officials (such as an attorney, auditor, or collection
agent); a person serving on the Board of Trustees; or a student serving on an official
committee, such as a disciplinary or grievance committee, or assisting another school official
in performing his or her tasks. Upon request, the college may disclose educational records
without consent to other colleges in the University System of Maryland for purposes of
recruitment and research. School officials, including those designated contractors, however,
may not re-disclose the information to any other party by any means. A school official has a
legitimate educational interest if the official needs to review an education record in order to
fulfill his or her professional responsibilities for the college.

b. The disclosure, subject to requirements of 34 CFR § 99.34, is to officials of anather school,
school system, or institution of postsecondary education where the student seeks or intends
to enroll.

¢ The disclosure is, subject to the requirements of 34 CFR § 99.35, s to authorized
representatives of: the Comptroller General of the United States, the Secretary, or State and
local educational authorities.

d. The disclosure is in connection with financial aid for which the student has applied or which
the student has received, if the information is necessary for such purposes as to: determine
eligibility for the aid; determine the amount of the aid; determine the conditions for the aid;
enforce the terms and conditions of the aid.

e. The disclosure is to State and local officials or authorities to whom this information is
specifically: allowed to be reported or disclosed pursuant to State statute adopted before
November 19, 1974, if the allowed reporting or disclosure concerns the juvenile justice
system and the systems'ability to effectively serve the student whose records are released;
allowed to be reported or disclosed pursuant to State statute adopted after November 19,
1974, subject to the requirements of 34 CFR § 99.38.

f. The disclosure is to organizations conducting studies for, on behalf of, educational agencies
or institutions to: develop, validate or administer predictive tests; administer student aid
programs; improve instruction. The college does not have to initiate the research request or
agree with or endorse the conclusions or results of the study. The college must agree with
the purposes of the study and retain control over the information from the education records
it discloses.

g. The disclosure is to accrediting organizations to carry out their accrediting functions.

h. The disclosure is to parents of a dependent student, as defined in section 152 of the Internal
Revenue Code of 1954.

i. The disclosure is to comply with a judicial order or lawfully issued subpoena.

j. The disclosure is in connection with a health or safety emergency, under the conditions
described in 34 CFR § 99.36 (See section Q of this procedure).

k. The disclosure is information the educational agency or institution has designated as
“directory information’, under the conditions described in 34 CFR § 99.37 (See section K of
this procedure).

|. The disclosure is to parents of students under 21 who have violated the college’s alcohol and
drug policy (See section V of this procedure).

m. The disclosure is to an alleged victim of any crime of violence, as that term is defined in
section 16 of title 18, United States Code, or to an alleged victim of a non-forcible sex offense
(as defined in 34 CFR § 99.39), of the results of any disciplinary proceeding conducted by
an institution of postsecondary education against the alleged perpetrator of the crime with
respect to the crime.

K. Directory Information. Some information about students is considered Directory Information

and the college may release directory information without the student’s consent. A student who
wishes to have Directory Information withheld must contact the Welcome & Registration Center
and complete a request for non-disclosure of directory information form. The college will assume
a student’s failure to request withholding of Directory Information as his/her consent to the release
of the information.

Frederick Community College has defined Directory Information as the information listed below:
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Directory Information

1. Student’s name

2. Date of birth

3. E-mail address

4. Major

5. Dates of attendance

6. Enrollment Status (Full-/Part-time status)

7. Degrees/awards/honors eamed or anticipated
8. Graduation Date

9. Participation in recognized activities/sports
10. Photographs

11. Weight/height of members of athletic teams
12. Most recent educational institution attended by the student

—

. Personally Identifiable Information. Personally identifiable information is defined as the following:

1. Student ID number

2. Sodial security number

3. Address

4. Phone number

5. Place of birth

6. Name/address of student’s parents or family members
7. Student account information

8. Gender

9. Religious preference

10. Ethnic background

M. Parental Inquiry. Parental requests regarding access to a student’s education records are referred
to the Welcome & Registration Center. The parent(s) must contact the Associate Vice President
Operations/Registrar or Associate Registrar to clarify his/her concerns and discuss FERPA
requirements.

Itis the practice of the college to notify the student of a parental inquiry regarding their education
record and to encourage the student to discuss their academic status with the parent(s). If the
student agrees to release the information to the parent(s), he/she will sign a Release Form to do
s0. If the student is a dependent, however, and it becomes necessary to release the requested
information without the written consent of the student, the parent(s) is/are required to provide
a copy of the most recent federal income tax form showing that the student was claimed as a
dependent. Once the information is provided, the college may disclose the requested information.

N. Parental Notification. Frederick Community College complies with the provisions of the Family
Educational Rights and Privacy Act of 1974, (FERPA) as amended and any requlation romulgated
thereafter. FERPA permits, but does not require, institutions of higher education to notify parents
or guardians when a student under the age of 21 is involved in a drug or alcohol violation, or
when a student is experiencing a health or safety emergency.

Whenever possible, students will be informed that parental notification is planned so that they
have the opportunity to discuss the planned notification with the Vice President. In such cases, the
student will first be given the opportunity to notify the parent him/herself. However, the college
may provide parental notification without prior notice to the student in cases where action has
been or will be taken to protect the safety of the student or other individuals.

0. The college reserves the right to deny copies of records, including transcripts, not required to be
made available by FERPA if: 1) the student has an unpaid financial obligation to the college; 2)
there is an unresolved disciplinary action against the student.

P Health or Safety Emergencies. The college reserves the right to release information on any
student regardless of age or status to a parent or other appropriate individual such as a spouse or
quardian, in health or safety emergencies, hospitalizations, or when in our judgment, the health
or well being of the student or others may be at risk. Examples of health or safety emergencies
may include, but not be limited to:

1. A student's Involvement in a disturbance of others on campus.

2. Disruption of the educational process by a student.

3. Demonstration of disregard for a student’s personal safety or the safety of others.
4. A student who was harmed or injured, or harmed or injured others.
5. A violation which resulted in an arrest in which the student was taken into custody.

6. An incident which involves a serious violation of college policy which could result in interim
suspension from the classroom or suspension or expulsion from the college.

7. An incident in which the student became physically ill and/or required medical intervention as
a result of alcohol or drugs.

Q. Alcohol or Drug Policy Violation. The Vice President for Learning Support or his/her designee may
notify parent(s) or legal quardian(s) of any student under the age of 21 who has committed a
violation of any Federal, State, and/or local law, or college policy governing the use or possession
of alcohol or a controlled substance. Notification will be made in writing and mailed to the parents
or guardian at the address shown on college records.

R. Confidentiality of Student Records. Frederick Community College accords all rights under the
Family Educational Rights and Privacy Act (FERPA).

S. Legal Subpoenas/Court Orders. Information concerning a student shall be released in response to
a judicial order or lawfully issued subpoena. In these cases, the Associate Vice President/Registrar
will make a reasonable attempt to contact the student at the last known address. A copy of the
subpoena, as well as the college’s procedures, will be sent by registered mail to the student. The
student will be given a specific date (10 working days) to file a motion to stop the subpoena. A
copy of this letter will also be sent by registered mail to the person issuing the subpoena. If the
Associate Vice President does not receive a lawfully issued order to stop the subpoena by the
date stated in student letter, the Associate Vice President must comply with the subpoena and
information requested will be mailed one day after the deadline date provided to the student. A
copy of all records sent will be maintained in the student’s file. Education records may be disclosed
to the U.S. Attorney General or his or her designee in response to an ex parte order concerning
an authorized investigation or prosecution of domestic or international terrorism, without prior
consent to the student.

—

. Disciplinary Hearing Results

. Disclosure to Victims. The college may disclose to an alleged victim of any crime of violence, or
a non-forcible sex offense (as defined in 34 CFR § 99.39), the final results of any disciplinary
proceeding conducted by the college against the alleged perpetrator of such crime or offense
with respect to such crime or offense, regardless of whether the alleged perpetrator was found
responsible for violating the college’s Code of Student Conduct with respect to such crime
or offense. The disclosure of final results is limited to the name of the student, the violation
committed, and any sanction imposed by the institution against the student.

2. Disclosure to Third Parties. The college may disclose the final results of any disciplinary
proceeding against a student who is an alleged perpetrator of any crime of violence or non-
forcible sex offense (as defined in 34 CFR § 99.39), if the student is found responsible on or
after October 7, 1998, for violating the college’s Code of Student Conduct with respect to such
crime or offense. Such disclosure shall include only the name of the student, the violation
committed, and any sanction imposed by the college on that student. Such disclosure may
include the name of any other student, such as a victim or witness, only with the written
consent of that other student.

U. Alcohol and Drug Violations. The college may disclose to a parent or legal guardian of a student,
information regarding any violation of any federal, State, or local law, or any policy or rule of
the college, governing the use or possession of alcohol or a controlled substance, regardless of
whether that information is contained in the student’s education records, if the student is under
the age of 21 at the time of disclosure to the parent, and the college determines that the student
is responsible for a disciplinary violation with respect to such use or possession.

V. Solomon Amendment. The Solomon Amendment is a federal law that mandates that institutions
receiving federal funding must give military recruiters access to campus and to lists of students,
including personally identifiable student information. The Solomon Amendment supersedes
FERPA.
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Grievance Policy for Students

Policy (rev. 1/16/08)

A student who reasonably believes that an improper, unfair, or arbitrary action has been taken by

a member of the faculty or staff which involves the application of a specific provision of a college
policy, procedure, rule, or requlation that adversely affects his/her status, rights, or privileges as a
student has the right to seek redress for such action. Procedures have been established for resolving
instructional (i.e., grade disputes), non-grade, and ADA (Americans with Disabilities Act) grievances.
The burden of proof in such instances shall rest with the student. Retaliation of any kind taken
against a student for participating or not participating in a grievance is prohibited.

Grievance Procedure for Students: Grade Disputes

(rev. 9/12/07)
A. Introduction

1. The purpose of the Grade Grievance Procedure for Students is to provide a method of recourse
to students who reasonably believe that a particular course assessment on the part of a college
faculty member has violated institutional practices and standards.

2. This procedure is applicable to all students, including Continuing Education students enrolled
in courses where performance issues impacts the student’s progress toward course or program
certification. While the use of this procedure is most appropriate in those instances where a
student believes that the instructor in question has misapplied course evaluation standards as
outlined in the course syllabus, it is not necessarily limited to this condition.

3. This procedure is not intended to be used as an appeal route for students who disagree with
the subjective judgment of their instructor regarding submitted tests and projects. The college
relies on, and endorses, the instructor’s right to pass expert judgment on all submitted student
work. The college also recognizes the instructor as the sole evaluator of all work submitted by
students for/in a specific course. This procedure is also not intended to address student concerns
regarding harassment or discrimination in the classroom. The college provides separate
strategies to students for addressing these issues. Those strategies can be referenced in the
student handbook published annually by the college.

4. For the purposes of this Procedure, the college will use “working” days instead of “calendar”
days which is the college’s standard for use in policy and procedure.

B. Procedures
1. Informal Level: Student/Faculty Disagreement:

The student and faculty member involved in the student’s concern or disagreement must
first try to resolve the dispute through informal discussion. Preceding this discussion, it is
recommended that the student consult with a member of the counseling staff to clarify the
issues involved, to explore student options, and to answer questions about the nature of the
grievance procedure.

If, after meeting with the faculty member involved, the student remains unsatisfied with

the resolution of his/her concern, the student may meet with the faculty member and his/

her department chair (or appropriate designee). The appropriate Associate Vice President of
learning will substitute for the department chair when the Chair is directly involved as a party
in the grievance. This meeting must take place within 14 calendar days following the beginning
of the subsequent semester (summer and J-term excluded).

Prior to the meeting, the student must submit a written account of the nature of his or her
complaint and a requested remedy/ outcome to the department chair using the appropriate
Student Complaint Form. The Complaint Form is available from the area’s academic office
manager and in the Office of the Vice President for Learning and the Counseling and Advising
Office.

If a satisfactory outcome is not reached in consultation with the department chair, a formal
grievance can be initiated by the student. The formal grievance, however, must be initiated
within10 calendar days of the student’s meeting with the faculty member and his/her
department chair.

Formal grade grievances may not be initiated without the student’s first addressing the
informal steps in the Grade Grievance Process.

2. Formal Level: Initiation of the Grade Grievance

a. A formal grievance is started by the student with the submission of an Initiation of Grievance
Form to the appropriate department chair. This form is available from the academic office
manager of the department and must be signed by the student, the faculty member
involved, and the department chair. Any refusal of the faculty member to sign the form
should be noted by the department chair and should not inhibit the process from continuing.

b. The department chair must attach the Student Complaint Form to the grade Grievance Form.

¢ The student’s written summary of issues and requested remedy (Student Complaint Form),
and the completed Grievance Form, are sent by the department chair to the Chief Academic
Officer (copy to the appropriate Associate Vice President of Learnings office).

(. Formal Grievance Process

1. The formal grievance must be initiated by the student within 10 calendar days of the student’s
meeting with the department chair at the Informal Level of the Grievance Procedure.

2. The Grade Grievance Committee will be convened by the Chief Academic Officer’s representative
upon receipt of the Grievance Form from the appropriate department chair. The Grievance
Committee shall then meet within 14 calendar days to assess the student’s appeal and
complaint.

3. A written report of the Committee’s decision will be submitted to the Chief Academic Officer
within 10 calendar days following the Committee’s last meeting. A representative of the Chief
Academic Officer will promptly notify the student, faculty member, and department chair of the
Committee’s decision.

4. The Committee’s decision is generally final with no further appeal available to the student or
faculty member. However, when the decision of the Committee directly results in the student’s
displacement from an academic program or in his/her inability to continue with prescribed
dinical assignments, the student may appeal to the President. This appeal must be filed within
7 calendar days of the student’s receipt of the letter which provided the Committee’s decision.

D. Grade Grievance Committee. The Grade Grievance Committee is convened and administered by a
representative of the Chief Academic Officer.

1. Membership
a. Two faculty members
b. Associate Vice President of Learning Operations
¢ Two students
2. Method of Selection
a. The faculty representatives shall be appointed by the Chief Academic Officer.

b. The student representatives shall be appointed by the President of the Student Government
Association (SGA).

¢ The Grievance Committee will select a chairperson who will hold voting privileges.
d. Members of the Committee will serve for one-year terms and may serve unlimited terms.

e. If a member of the Grade Grievance Committee is involved in the grievance, a substitute will
be appointed.

E. Procedural Requirements for the Grievance Process

1. The Grievance Committee, in hearing the grievance, shall observe the principles of due process,
as defined in Procedure 5.11.C. in its proceeding, including the right of students and staff
members to hear and present evidence, and the right to present and confront witnesses.

2. Participation in the deliberation of the Grievance Committee is limited to the student, faculty,
and Committee members and shall be confined to those points set forth in the student’s
written Complaint. The student must present and prove his/her case.

3. The presence of legal counsel is not permitted at any meeting convened under this Procedure,
including during the Grievance Committee process.

4. The failure of the student to appeal a decision to the next stage within the designated time
period shall constitute a withdrawal of the grievance and bar further action by the student on
the grievance. The withdrawal of a grievance by the student at any point in the process bars
the student from re-initiating the grievance. Once initiated, the grievance is confined to the
student’s narrative of complaint originally submitted to the department chair at the Informal
Level.
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5. The failure by the student to appear for any scheduled meeting without prior notification or
evidence of extenuating circumstances shall constitute withdrawal of the grievance appeal.

6. The student may withdraw the formal grievance at any time by written notice to the Chief
Academic Officer. Any verbal notice given by the student will be confirmed in writing by the
Chief Academic Officer’s representative.

7. Student non-compliance with any aspect of the process results in the termination of the
grievance process and the dismissal of the grievance.

8. Records of all formal grievances will be retained by the Chief Academic Officer for a period of
three years.

Grievance Procedure for Students: Non-grade Complaints

(rev. 9/12/07)
A. Introduction

The purpose of the Grievance Procedure for Non-grade Complaints is to establish a process for
students to express and resolve misunderstandings, concerns, or grievances that they have with
any college employee in a prompt, fair, and equitable manner. Actions that may be grieved under
this procedure include (but are not limited to unless otherwise excluded as defined below) unfair,
inequitable treatment, improper application of college policy or procedure, improper disclosure of
grades (i.e., FERPA violation), and unprofessional treatment. Although the procedure encourages
the resolution of the concern informally, a formal grievance is available should the concern not be
resolved informally.

Actions that may not be grieved under this procedure include: 1) actions by another student as
these are subject to the college’s Code of Student Conduct (College Policy/Procedure 5.11); 2)
sexual harassment by a college employee or student (College Policy 3.18/Procedure 5.19); 3)
discrimination (College Policy 3.17/Procedure 3.17); 4) American with Disabilities Act (ADA)
compliance complaints (College Policy 5.18/Procedure 5.18c); and 5) grade disputes (College
Policy 5.18/Procedure 5.18a). Federal, State, and local laws, rules and regulations may not be
grieved. The burden of proof shall rest with the student.

B. Procedures
1. Informal Level

The parties involved in the grievance should try to resolve the misunderstanding, concer, or
grievance through discussion. Preceding this discussion, it may be helpful for the student to
consult with a member of the counseling staff to clarify the issues involved. If, after meeting
with the employee involved in the grievance, the student remains unsatisfied, the next step
in the informal process is to meet with the employee and his/her supervisor(s). This meeting
must take place within fourteen (14) calendar days from the time the student knew or
reasonably should have known about the fair or unjust treatment. If a satisfactory outcome i
not reached, a formal grievance can be initiated. A formal grievance must be initiated within
ten (10) calendar days of meeting with the employee and his/her supervisor(s).

2. Initiation of Formal Grievance

a. A formal grievance is initiated with the Initiation of Grievance form which must be signed by
the student, employee involved in the dispute, and the employee’s supervisor(s). Should the
employee refuse to sign the form, that refusal shall be noted by the supervisor(s) and should
not inhibit the process from continuing. Documentation supporting the complaint should be
attached to the form. The Initiation of Grievance form may be obtained from the offices of the
Vice Presidents for Learning, Learning Support, and the Counseling and Advising Offices.

b. The form and relevant documentation is sent from the supervisor(s) to the appropriate
department administrator who will act on the complaint. The student will be notified of the
administrator’s decision in writing within ten (10) calendar days after the formal grievance
is filed. If the student is unsatisfied with the decision of the department administrator, he/
she may appeal to the Vice President to whom the department reports. The appeal must be
in writing and submitted to the appropriate Vice President within five (5) calendar days of
receiving the department administrator’s notification of his/her decision. The Vice President
will meet with the student within five (5) calendar days of receiving the student’s appeal.
The decision of the Vice President is final and will be communicated to the student in writing
within five (5) calendar days of meeting with the student.

¢ A written report of the Vice President’s decision will be maintained in the respective Vice
President’s office or in the case the case where a grievance is filed against a Vice President,
the file will be maintained in the Office of the President.

C. Procedural Requirements for the Grievance Process
a. Legal counsel is not permitted during the grievance process.

b. No retaliation of any kind shall be taken against a student for participating or refusing to
participate in a grievance. Retaliation may be subject to action under the Code of Student
Conduct or applicable employee policies and procedures.

¢ The failure of the student to appeal a decision within the designated time period shall
constitute a withdrawal of the grievance and bar further action by the student on this
grievance. The retraction of a grievance by the student at any point in the process bars the
student from re-initiating the grievance.

d. The failure by the student to appear for any scheduled meeting without prior notification
or evidence of extenuating circumstances shall constitute withdrawal of the grievance or
appeal.

e. The student may withdraw the formal grievance at any time by written notice to the
appropriate Vice President.

. Grievance records will be held in the appropriate Vice President’s office or, in the case where a
grievance is filed against a Vice President, in the Office of the President. Records will be held
for a period of three years after which the records will be destroyed.

Grievance Procedure for Students: ADA Grievances

(rev. 9/12/07)
A. Introduction

The college prohibits discrimination against any person on the basis of race, religion, gender, color,
national origin, ancestry, age, sexual orientation, marital status, physical or mental disability of
otherwise qualified individuals and any other category protected by federal, State, or local law.

In this connection, the college subscribes to full access to all college facilities as outlined in Title

II'of the Americans with Disabilities Act of 1990 (ADA), as amended and complies with Section
504 of the Rehabilitation Act of 1973 (Section 504) as it pertains to potential students or currently
enrolled students.

The purpose of this Grievance Procedure is to establish a process for students (and potential
students) to express and resolve, in a prompt, fair, and equitable manner, any misunderstandings,
concerns, or grievances that they have with respect to the college’s fulfilliment of its obligations
under the ADA and Section 504. Although the procedure encourages the resolution of the concern
informally, a formal grievance is available should the concern not be resolved informally. Actions
not grievable under this procedure include 1) actions by another student, as these are subject to
The college’s Code of Student Conduct (College Policy/Procedure 5.11); 2) sexual harassment by a
college employee or student, as these are subject to the college’s anti-harassment policies (College
Policy/Procedure 3.18); 3) discrimination complaints (College Policy/Procedure 3.17); 4) non-
academic complaints (College Policy/Procedure 5.18b); and 5) grade disputes (College Policy/
Procedure 5.18a) with the exception that grade disputes resulting from alleged ADA or Section
504 compliance complaints should first be addressed under this Grievance Procedure.

Once these compliance complaints are addressed and/or resolved, such grade disputes will then
follow College Policy/Procedure 5.18a if applicable. Federal, state, and local laws, rules and
requlations are not grievable. The burden of the proof shall rest with the student.

B. Procedures
1. Informal Level

Students initiating proceedings under this Grievance Procedure must do so by submitting a
signed Student Complaint form to the Services for Students with Disabilities office within thirty
(30) calendar days of the alleged compliance violation. The Student Complaint form is available
from the Services for Students with Disabilities office. The parties involved in the grievance
should try to resolve the misunderstanding, concern or grievance through discussion. Preceding
this discussion, it may be helpful for the student to consult with the individual whose action,
including a determination with respect to a requested accommodation, has resulted in the
grievance, in order to clarify the issues involved.
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If, after meeting with that individual, the student remains unsatisfied, the next step in the
informal process is to meet with the individual and his/her immediate supervisor(s). This
meeting must take place within fourteen (14) calendar days from the date of the initial
meeting between the student and individual. Upon request, a Services for Students with
Disabilities staff member (other than the Director) can assist the student with mediation at
these meetings.

Prior to the meeting, the student must submit a written account of the nature of his/her
complaint and a requested remedy/outcome to the individual’s supervisor using the Student
Complaint Form.

If a satisfactory outcome is not reached, a formal grievance can be initiated. A formal grievance
must be initiated within ten (10) calendar days from the date the student meets with the
individual and his/her supervisor(s).

2. Initiation of Formal Grievance

a. A formal grievance is initiated with the submission of an Initiation of Grievance form, which
must be signed by the student. Documentation supporting the complaint should be attached
to the form. The Initiation of Grievance form may be obtained from the offices of the Vice
Presidents for Learning, Learning Support, and the Counseling and Advising Offices.

b. The Initiation of Grievance form, the Student Complaint form, and any other relevant
documentation should be submitted to the ADA Coordinator who will investigate the
complaint. The Coordinator will complete the investigation, make a determination with
respect to the grievance, and inform the student of his/her determination within fourteen
(14) calendar days. If the student is not satisfied with the ADA Coordinator’s determination,
the student may seek a hearing.

Ia)

. Ahearing will take place within fourteen (14) calendar days from the time the ADA
Coordinator completes the investigation and informs the student of his/her determination.
Prior to the hearing, the findings from the ADA Coordinator’s investigation of the complaint
will be forwarded to the Associate Vice President for Student Development. This hearing will
include the student, the individual whose action, including a determination with respect to
a requested accommodation, has resulted in the grievance, his/her supervisor(s), and the
Associate Vice President for Student Development who will conduct the hearing and render
a decision regarding the alleged ADA compliance violation. The student will be provided
with a full opportunity at the hearing to describe the facts which support his/her grievance
and to direct reasonable and relevant questions to the Associate Vice President for Student
Development, which will be re-communicated to the individual whose action has resulted
in the grievance and his/her supervisor(s) for response. The student will be notified of the
Associate Vice President for Student Development’s decision in writing within ten (10)
calendar days from the date of the hearing.

If the complaint is against the Services for Students with Disabilities program or the ADA
Coordinator, an investigation by the ADA Coordinator will be dispensed with, and the
complaint will proceed directly to a hearing conducted by the Associate Vice President for
Student Development.

If the student is unsatisfied with the decision of the Associate Vice President for Student
Development, he/she may appeal to the Vice President for Learning Support. The appeal
must be in writing and submitted to the Vice President within ten (10) calendar days of
receiving the Associate Vice President for Student Development’s notification of his/her
decision. The findings of the Associate Vice President for Student Development will be
forwarded to the Vice President. The Vice President will meet with the student within ten (10)
calendar days of receiving the student’s appeal. The decision of the Vice President is final and
will be communicated to the student in writing within ten (10) calendar days of meeting
with the student.

d. A written report of the Vice President’s decision will be maintained in the Vice President for
Leamning Support’s office for a period of three years after which the records will be destroyed.

(. Procedural Requirements for the Grievance Process

1. Throughout the Grievance Procedure, legal counsel is not permitted to attend (i) at the informal
level, either the discussion between the student and the individual whose action, including a
determination with respect to a requested accommaodation, has resulted in the grievance or any
subsequent meeting among the student, the individual in question, and his/her supervisor, or
(ii) at the formal level, any meeting or hearing.

2. No retaliation of any kind shall be taken against a student for filing a grievance or for
participating or refusing to participate in a grievance. Retaliation may be subject to action
under the Code of Student Conduct or applicable employee policies and procedures.

3. The failure by the student to appear for any scheduled meeting or hearing without prior
notification or evidence of extenuating circumstances shall constitute withdrawal of the
grievance or appeal.

4.The failure of the student to appeal a decision within the designated time period shall
constitute a withdrawal of the grievance and bar further action by the student on this
grievance. The retraction of a grievance by the student at any point in the process bars the
student from re-initiating the grievance.

5. The student may withdraw the formal grievance at any time by written notice to the ADA
Coordinator.

6. Grievance records will be held in the ADA Coordinator’s office or, in the case of a hearing
or where a grievance is filed against the ADA Coordinator or the Services for Students with
Disabilities program, in the office of the Associate Vice President for Student Development.
Records will be held for a period of three years after which the records will be destroyed.

D. External Grievance Process

Although a student is encouraged to seek resolutions to grievances within the college’s processes,
the student has the right to file any grievance directly with the following agencies, at any time:

Maryland Commission on Human Relations

6 Saint Paul Street, Suite 900

Baltimore, MD 21202

Toll Free: 1.800.637.6247; Voice 410.767.8600; TTY 410.333.1737

Office for Civil Rights, Philadelphia Office
United States Department of Education
Wanamaker Building

100 Penn Square East, Suite 515
Philadelphia, PA 19107-3323

Phone 215.656.8541; Fax 215.656.8605

The Statue of Limitations for filing a complaint with OCR is180 calendar days from the time the
alleged compliance violation or discrimination occurred.

Intercollegiate Athletics

Policy (rev. 4/20/05)
A. The Board of Trustees of Frederick Community College supports intercollegiate athletics as a part of
the total educational program.

B. Students participating in intercollegiate athletics must have a statement of good health from a
physician and should be enrolled in a medical insurance plan.

C.This college supports programs of intercollegiate athletics. The administration of the college
is directed to ensure that all activities and functions of the college that deal with athletics are
operating to support the needs of its student athletes and that these activities and functions are
sound educationally.

Non-discrimination Policy/Procedures

Policy (rev. 1/28/07)

A.The college prohibits discrimination against any person on the basis of race, religion, gender, color,
national origin, ancestry, age, sexual orientation, marital status, physical or mental disability of
otherwise qualified individuals and any other category protected by federal, State or local law. This
non-discrimination policy applies to and includes, but is not necessarily limited to, employment
practices, educational programs, student admissions, and access to services. The college will abide
by all applicable requirements of State and federal law prohibiting discrimination.

B. For purposes of this and all other policies, and consistent with applicable law, “discrimination”
includes harassment of an individual on the basis of a protected classification. This policy prohibits
disparate treatment or harassment of individuals because of their protected characteristics even if
the conduct does not rise to the level where it is actionable under federal, State, or local law.
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(. The college also prohibits any person from engaging in retaliation against any person who
exercises in good faith, his or her own rights under college policy or other law, to complain
of alleged discrimination, or who participates in or assists others in any investigation charge
or proceeding related to alleged discrimination. All students and employees are expected to
cooperate in the investigation of complaints of discrimination. Making knowingly false statements
in such a proceeding, or intentionally failing to disclose material information, whether as a
complainant, a respondent or a witness, is serious misconduct that could subject the individual to
disciplinary action.

D. All members of the college community are expected to abide by this non-discrimination policy
and to abide by federal, State and local requirements. Those persons charged with a violation of
this policy, if substantiated, may be subject to disciplinary action, including discharge, in addition
to the penalties imposed under federal, State or local law.

E. The President of the college will implement this policy and notify administrative staff, faculty
and support staff about the policy. The President will also establish procedures to investigate
and to process complaints made under the policy. Such procedures will provide that in all cases,
the college will attempt to respect the confidentiality of the complainant, the respondent and
witnesses, to the extent possible consistent with the college’s legal obligations, the necessity
to investigate allegations of misconduct and to take corrective action when discrimination has
occurred, and with the due process rights of respondents.

F. In addition, the college will go beyond avoiding overt discrimination and will, through educational
programs, help faculty and staff to become aware of and to recognize more covert and subtle
forms of discrimination and to remove those institutional barriers to equality. Supervisors must
promptly report suspected violations of this policy to the senior HR administrator.

Procedures (rev. 4/20/05)

A.The following procedures are adopted to process complaints alleging violations of the college’s
policies on Non-discrimination, Equal Employment Opportunity, Equal Educational Opportunity,
or Sexual Harassment, and will be in addition to any complaint or charges an employee, applicant
or student files with State or federal agencies. These procedures apply to all complaints of sexual
harassment made against an employee. Complaints of sexual harassment made against a student
will be processed under the student sexual harassment procedure.

B. Initiation of a Complaint. Any employee, applicant, or student who alleges a violation of college
policy on Non-discrimination, Equal Employment Opportunity, Equal Educational Opportunity,
or Sexual Harassment should file a complaint with the lead administrator of Human Resources*
setting for the grounds for the complaint. If the complaint is against the lead administrator of
Human Resources, the employee should file the complaint with the chief administrative officer.

C. Fact Finding. The lead administrator of Human Resources* (or the chief administrative officer) will
initiate the fact-finding process in response to the complaint and attempt to resolve the issue with
the employee, applicant or student.

D. Conference with the President. If the lead administrator of Human Resources* cannot resolve the
complaint, the matter will be forwarded to the President of the college by the lead administrator
of Human Resources* (or the chief administrative officer) with a recommendation. The President
will hold an information conference between the parties and make a decision of the charges.

E. Appeal. The decision of the president may be appealed to the board of trustees.

F. Confidentiality. All parties and staff will keep the complaint, fact-finding process and conference
or hearings confidential, except to the extent that it is necessary to investigate and process the
complaint.

G. Reprisals and False Complaints. Persons filing complaints of discrimination, harassment, or
retaliation will be protected against reprisals by actions that are appropriate to the circumstances.
Those persons filing deliberate false complaints will be subject to disciplinary action including
dismissal.

H. Disciplinary Action. Substantiated complaints of violation of the above referred to policies may
subject the offending party to disciplinary action.

Note: * Indicates that the lead administrator of Human Resources may designate another college
administrator to act in his or her absence.

Posting of Information on Campus

Policy (rev. 4/20/05)

The Board of Trustees approves the posting on campus of relevant notices appealing to the general
college community and consistent with the stated mission of the institution. All civil laws regarding
the public display of information shall apply to the campus.

Procedure

Students with a message to share, an event to promote, a service to offer or an item to sell may
use the bulletin boards throughout campus. Fliers must be approved by the Center for Student
Engagement, located in the Classroom/Student Center (room H-101), before posting. Posters must
be in good taste as well as dated. Classified ads should be no larger than an index card. Please do
not use staples to post fliers on boards. Job announcements should be posted on the job board in
the Career & Transfer Center, located in the lower B/C knuckle.

Safety & Security

Policy (rev. 6/15/05)

Frederick Community College is committed to providing a safe and secure learning and working
environment for all students, employees, and visitors on campus. Campus safety and security
procedures comply with Title |1 of the Crime Awareness and Campus Security Act of 1990, as
amended, the Health Insurance Protection and Portability Act of 1996, and other appropriate local,
State and federal regulations.

Sexual Assault

Policy (rev. 2/20/08)

Frederick Community College recognizes that sexual assault is a serious crime that damages the
integrity of the educational institution, destroys the institution’s positive work and educational
atmosphere, and causes psychological and physiological damage to the victim. The college
condemns such illegal activity and is strongly committed to promoting an educational and work
environment free from sexual assault of any form.

Frederick Community College will not tolerate sexual assault in any form, including date or
acquaintance rape. Making reports and taking action in response to a sexual assault against a
student or employee will be limited to incidents occurring on campus, off-campus at college-
leased or owned facilities, when attending college-sponsored activities or any activities (including
participation in field experiences, internships, athletic and cultural events) which are initiated,
authorized, or supervised by Frederick Community College, even off-campus, or when representing
the college.

Alleged violations of the Sexual Assault policy by an employee will be adjudicated in accordance
with college personnel procedures. A substantiated charge against an employee of the college will
subject that employee to disciplinary action, which may include dismissal. Alleged violations by a
student will be adjudicated in accordance with the Code of Student Conduct. A substantiated charge
against a student of the college will subject that student to disciplinary action including suspension
or expulsion.

Sexual Assault Prevention and Response Procedures (rev. 1/9/08)
A. Definition and Scope

1. Frederick Community College will not tolerate sexual assault in any form, including date or
acquaintance rape. The term “sexual assault”is defined by the Maryland Annotated Code as
rape, forcible sodomy, or forcible sexual penetration, however slight, of another person'’s anal or
genital opening with any object by a stranger or acquaintance. These acts must be committed
either by force, threat, intimidation or through the use of the victim's mental or physical
helplessness of which the accused was aware or should have been aware (Level 1); the touch of
an unwilling person’s intimate parts (defined as genitalia, groin, breasts or buttocks, or clothing
covering them) or forcing an unwilling person to touch anothers intimate parts by a stranger or
acquaintance. These acts must be committed by force, threat, and intimidation or through the
use of the victim's mental or physical helplessness of which the accused was aware or should
have been aware (Level 2).
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2. Making reports and taking action in response to a sexual assault against a student or employee
will be limited to incidents occurring on campus, off campus at college leased or owned
facilities, when attending college sponsored activities or any activities (including participation
in field experiences, internships, athletic, and cultural events) which are initiated, authorized,
or supervised by Frederick Community College, even off-campus, or when representing the
college.

B. Prevention and Education Programs

1. The college will do everything reasonably feasible to reduce the risk of sexual assault in the
college environment. An annual review will be conducted by the Executive Director of Risk
Management and Public Services or his/her designee to identify areas that might pose such
a risk, and recommendations for corrective action(s) will be made to the Vice President for
Administration.

2. The college provides education programs to promote awareness of rape, acquaintance rape, and
other sex offenses for students and employees on a reqular basis.

(. Response Procedures

1. All allegations of a sexual assault are to be reported, responded to, and investigated
according to the procedures outlined below. When the accused is a student, findings from the
investigation will be reported to the Vice President for Learning Support or his/her designee
for adjudication in accordance with the Code of Student Conduct. When the accused is an
employee, the findings will be reported to the Associate Vice President for Human Resources or
his/her designee for adjudication under the college’s personnel procedures.

2. Ifan individual believes a sex offense has occurred, he or she must report it to Campus Security.
Sex offenses should be reported as promptly as possible in order to preserve evidence of the
events and to better facilitate investigative procedures. When an alleged crime is reported,
Campus Security is required to notify the Frederick City Police. An individual charged with
sexual assault may be prosecuted under the Maryland State Criminal Codes. The victim has
the right to file charges with the Frederick City Police, Maryland State Police, or the Frederick
County Sheriff's Department.

3. Campus Security will notify the Executive Director of Risk Management and Public Services
or his/her designee, the Counseling Office, and the Vice President for Learning Support if the
victim or the accused is a student. In the event that the victim or the accused is an employee,
the Associate Vice President for Human Resources will be notified. If the victim so chooses,
the Counseling Office representative will provide assistance in working with appropriate law
enforcement authorities. At the request of the victim, Campus Security personnel will assist in
obtaining appropriate medical attention, including transportation to the nearest designated
hospital, by calling emergency medical assistance.

4. Any individual reporting a sexual assault will be treated with respect and sensitivity. Every
effort will be made to minimize the number of times the victim is interviewed and required
to repeat a preliminary description of the incident. Contacts and conversations relating to the
incident will be held in confidence.

5. Throughout the process, the President will be apprised of the circumstances by the Vice
President for Learning Support, when the accused is a student, or by the Associate Vice
President for Human Resources, when the accused is an employee.

6. A student who is a victim of sexual assault may request a change in classes, and the Vice
President for Learning Support will assist with making appropriate changes where options are
reasonably available.

7.The FCC Counseling Office will inform victims of sexual assault about existing on and off-
campus counseling, mental health, or other services for victims of a sexual crime.

8. Hospitals equipped with Maryland State Police Sexual Assault Evidence kits:

Frederick Memorial Hospital
Washington County Hospital Center
Carroll County Hospital

Gettysburg Hospital

Montgomery General Hospital
Howard County Hospital

D. Investigating an Alleged Sexual Assault

1. Regardless of whether criminal proceedings are initiated, the college may investigate and
initiate disciplinary proceedings if the evidence warrants. An investigation will be conducted by
the Executive Director of Risk Management and Public Services or his/her designee, who will
report the findings to the Vice President for Learning Support, if the accused is a student, or to
the Associate Vice President for Human Resources, if the accused is an employee.

2. Pending the outcome of an investigation of the alleged incident, the Vice President for Learning
Support, or if the accused is an employee, the Associate Vice President for Human Resources
may take temporary actions to promote safety, security, and a harmonious working and
learning environment. Such actions may include, but are not limited to, suspension, transfer,
alterations to academic or working schedules or locations, or other steps deemed appropriate.

3. During the investigation, the Executive Director of Risk Management and Public Services shall
meet with the accuser. During such meetings, the accuser may request the presence of other
appropriate persons who may participate in the review, but not as legal counsel.

4.The Executive Director of Risk Management and Public Services shall also meet with the
accused and present allegations made by the accuser. The allegations need not be presented in
writing. The accused shall be provided an opportunity to respond to the allegations. During any
such meeting, the accused may request the presence of other appropriate persons who may
participate in the review, but not as legal counsel.

5. During the investigation, the Executive Director of Risk Management and Public Services shall
interview other witnesses who are believed to have information potentially relevant to the
allegations.

E. Adjudicating Alleged Violations

1. The Executive Director of Rick Management and Public Services will report the evidence
adduced during the investigation to the Vice President for Learning Support for adjudication
in accordance with the Code of Student Conduct when the accused is a student. When the
accused is an employee, the findings will be reported to the Associate Vice President for Human
Resources for adjudication under the college’s personnel procedures. Any disciplinary action
taken will be in accordance with prescribed policies and procedures governing student or
employee conduct.

2. In addition to reviewing the evidence presented by the Executive Director of Risk Management
and Public Services, the college may also consider determinations made by law enforcement
agencies. A decision by criminal justice authorities not to prosecute does not preclude the
college from pursuing disciplinary action.

3. The Student Right to Know and Campus Security Act as amended by the Higher Education
Amendments of 1992 requires the college to inform the victim of an alleged sexual assault of
the final outcome of student judicial proceedings against the charged student.

F. Prohibition Against Retaliation

Retaliation against a complainant or a person who provides information in support of a
complainant is prohibited. Any person who retaliates against a complainant or a person who
provides information in support of a complainant shall be subject to disciplinary action.

G. False Accusations

The college condemns the deliberate filing of false accusations of sexual assault. If it is determined
that the complainant deliberately filed a false accusation, he/she will be subject to disciplinary
measures in accordance with prescribed policies and procedures governing student or employee
behavior.

Sexual Harassment

Policy (rev. 2/20/08)

Frederick Community College concurs in the action of the Maryland Higher Education Commission
in recognizing that sexual harassment seriously damages the integrity of the educational institution,
destroys the institution’s positive work and educational atmosphere, and causes psychological

and physiological damage to the victim. The college condemns such illegal activity and is strongly
committed to promoting an educational and work environment free from sexual harassment

of any form. For the purpose of this policy, the college adopts the sexual harassment definition
promulgated by the United States Equal Employment Opportunity Commission.
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Itis a violation of this policy for any member of the college staff to harass a student or employee
through conduct or communications of a sexual or gender-based nature. It is also a violation of

this policy for students to harass other students through conduct or communications of a sexual or

gender-based nature or for students to harass staff.

Making reports and taking action in response to a charge of sexual harassment will be limited to

incidents occurring on campus, off-campus at college-leased or owned facilities, when attending
college-sponsored activities or any activities (including participation in field experiences, internships,
athletic and cultural events) which are initiated, authorized, or supervised by Frederick Community

College, even off campus, or when representing the college.

Alleged violations of the Sexual Harassment policy by an employee will be adjudicated in accordance
with college personnel procedures. A substantiated charge against an employee of the college will
subject that employee to disciplinary action, which may include dismissal. Alleged violations by a
student will be adjudicated in accordance with the Code of Student Conduct. A substantiated charge
against a student of the college will subject that student to disciplinary action including suspension

or expulsion.

Student Procedures for Filing a Sexual Harassment Complaint (rev. 9/12/07)

A. Definition and Scope

1. Frederick Community College will not tolerate sexual harassment. Students are prohibited from

engaging in sexual harassment of faculty, staff, or other students. Sexual harassment is defined
as unwelcome sexual advances, requests for sexual favors and other inappropriate behavior of a
sexual or gender-based nature when:

a. Submission to such conduct is made, either explicitly or implicitly, a term or condition of an
individual’s participation in a college sponsored educational program or activity;

b. Submission to or rejection of such conduct by an individual is used as the basis for
educational decisions affecting that individual;

¢ Such conduct has the purpose or effect of substantially interfering with an individual's
educational performance or of creating an intimidating, hostile or offensive educational
environment.

2. Sexual harassment may occur between people of the same or different genders, as well as
between people of the same or different sexual orientation. Sexual harassment may take
many forms. Sexual assault and requests for sexual favors that affect educational decisions
constitute sexual harassment. However, sexual harassment may also arise from behavior that
has the effect of creating an intimidating, hostile, or offensive educational environment. Sexual
harassment may include physical action, spoken words, or written communication. Examples
of conduct that may be harassment include: unwelcome physical contact; pressure for sexual
activity; sexual remarks about a person'’s clothing, body, or sexual relations; conversation, jokes,
o stories of a sexual nature; and the display of sexually explicit materials including posters,
cartoons, and e-mail.

B. Investigating Alleged Violations of the Sexual Harassment Policy

The following procedures are to be followed when the accused party is a student. If the accused

party is an employee, the complaint is to be referred to the Associate Vice President, Human
Resources.

1. Informal Procedures

Students who reasonably believe that they have been sexually harassed under the definitions
set forth above should contact the Associate Vice President, Student Development or his/her
designee within 120 days following an alleged incident of sexual harassment. The Associate
Vice President may waive the 120 day period with good cause. At the initial meeting with the
Associate Vice President, the complainant will be asked to document in writing the nature of
the complaint. These discussions will be handled in a professional and confidential manner.
The Associate Vice President will advise the student on informal and formal procedures to
follow, and will assist the student as needed in pursuing his/her options. This may include
preparation for a formal hearing, referral to a Viice President or other appropriate college official,
or assistance in negotiating with the alleged offender.

a.When a complaint is received the Associate Vice President will discuss the complaint with
the accused party who will have an opportunity to respond. The Associate Vice President
will record the complaint in a confidential log but will not disclose the complainant’s
identity to the accused party without the written consent of the complainant. Furthermore,
no disciplinary action against an accused person will be initiated without disclosure of the
complainant’s identity unless there are repeated charges from different individuals.

In addition, the Associate Vice President may determine that no action is warranted; arrange
for a written agreement acceptable to both parties without an indication of findings;

or investigate and then present findings to the Vice President for Learning Support, in
accordance with the Code of Student Conduct, if an informal resolution cannot be reached.

b. The results of the investigation will be confidentially reported to the complainant, the alleged
offender, and the Vice President for Learning Support.

¢ Care will be exercised to effect an informal resolution of the complaint that is acceptable to
the parties. However, if a resolution cannot be found through informal procedures, then the
Associate Vice President will refer the case to the Vice President for Learning Support or his/
her designee for adjudication under the Code of Student Conduct.

2. Formal Procedures

When referring the case, the Associate Vice President will direct the complainant to complete
a"Reporting Violations of the Code of Student Conduct”form. The completed “Reporting
Violations of the Code of Student Conduct” form, the students initial written documentation
of the complaint, and the report from the Associate Vice President summarizing the evidence
adduced during the investigation will be forwarded to the Vice President for Learning Support.

The Vice President will request a conference with the alleged violator and will provide written
notification of the alleged violation, the specific charges against him/her, and an explanation
of the evidence the Vice President has. In addition, the student will be informed that he/she
will have an opportunity to present his/her side of the story and present any evidence at the
conference with the Vice President.

After conferring with the student, the Vice President may dismiss the allegation due to
insufficient or unsubstantiated evidence or impose an administrative disciplinary sanction in
cases where there is sufficient evidence to support such action. Any disciplinary action taken
will be in accordance with prescribed policies and procedures governing student conduct. A
substantiated charge against a student will subject that student to disciplinary action which
may include suspension or expulsion.

C. Confidentiality

All complaints of sexual harassment are to be kept confidential. The complaint will be discussed
only with those who have a legitimate administrative or legal reason to know about the
complaints. Failure to exercise care in the disclosure of information is a violation of the Sexual
Harassment policy and may result in disciplinary action.

D. Prohibition Against Retaliation

Retaliation against a complainant or a person who provides information in support of a
complainant is prohibited. Any person who retaliates against a complainant or a person who
provides information in support of a complainant shall be subject to disciplinary action.

E. False Accusations

The college condemns the deliberate filing of false accusations of sexual harassment. If it is
determined that the complainant deliberately filed a false accusation, he/she will be subject to
disciplinary measures in accordance with prescribed policies and procedures governing student or
employee conduct.

Smoking

Policy (rev. 4/18/07)
The use of all tobacco products is prohibited on all college property, either owned or leased, with the
exception of the parking lots.

All faculty, staff, students, and visitors will be required to comply with this policy. The Security
Department is responsible for monitoring and maintaining compliance with smoking requlations.
Problems of non-compliance should first be presented to appropriate supervisors (for students, the
chief student affairs officer) for resolution.

policies & procedures



Procedures (rev. 9/12/07)
A. Introduction

All college employees, students, and visitors are expected to comply with the college Smoking
Policy and Procedures and assume personal responsibility for effective implementation of the
policy. To ensure effective campus-wide compliance, the college will provide education about the
policy and enforcement procedures to all students, staff, and visitors.

B. Notification about the Policy/Procedures

1. The policy/procedures are communicated to all individuals through a variety of mediums
including the student handbook, faculty handbook, college Intranet, college Web site, and Use
of Fadility form.

2. The policy/procedures will be given to all newly hired employees during new employee
orientation sessions.

3. No Smoking signs are posted in common areas such as building entrances and lobbies, athletic
fields, food service areas, walkways, and parking lots.

4. Faculty, staff, and students are encouraged to inform violators of the smoking policy. In doing
50, individuals should not become confrontational with violators. In those instances where a
violator refuses to comply with the policy, Security should be contacted.

(. Enforcement

1. When a violation of the smoking policy is observed by a faculty, staff, student, or visitor, the
individual should inform the violator of the college’s smoking policy and request that they stop
smoking or move to a designated smoking area.

a. If the violator(s) refuses to comply or becomes confrontational, Security should be contacted.

b. When a violation of the smoking policy is observed by a Security Officer, a Smoking Policy
Violation form will be prepared in duplicate. One copy shall be issued to the violator(s) and
one shall be filed in the Security Office.

¢. If the violator(s) refuses to comply, or otherwise becomes confrontational, reasonable, non-
physical efforts (including the use of Security cell phone camera) will be made to identify
the violator(s).

d. Incidents of refusal to comply or confrontational response will be documented on a Security
Incident Report and forwarded to the appropriate campus authority. Incidents involving
employees will be reported to the AVP for Human Resources. Incidents involving students
will be reported to the Vice President Learning Support or his/her designee.

D. Reporting and Tracking Violations

1. Violations of the smoking policy are recorded on the Smoking Policy Violation form. All
violations will be kept on file and tracked in the Security Office.

2. When the Security office receives a third documentation of a violation of the policy, the
employee or student will be referred for adjudication to the appropriate campus official.

a. Repeat violations by employees will be reported to the AVP for Human Resources by
providing a copy of the Smoking Policy Violation Form.

b. Repeat violations by students will be reported to the Vice President, Learning Support or his/
her designee. Security will complete and submit a Code of Student Conduct Violation Report
form identifying all prior documented violations.

E. Adjudication

1. Cases involving employees charged with three violations of the smoking policy will be
adjudicated in accordance with college personnel procedures.

2. Cases involving students charged with three violations of the smoking policy will be
adjudicated in accordance with the Code of Student Conduct.

F. Smoking Prevention and Cessation Resources

1. The college is committed to providing education and assistance to both discourage individuals
from starting to smoke and to help smokers in their efforts to quit. A variety of information and
resources regarding smoking prevention and cessation is available from the following offices:
Counseling and Advising, Office of Adult Services, and Student Life.

Student Right to Know/Athletic Graduation/Completion &
Transfer-out Rates/Equity in Athletics

Frederick Community College is pleased to provide all students with information regarding Athletic
Participation Rates and Financial Support Data and Completion/Graduation and Transfer out Rates for
Students Receiving Athletically Related Student Aid as well as First-Time, Full-Time, Degree Seeking
students. This data as well as other required consumer information are complied each year by FCCin
compliance with the Department of Education's Higher Education Act of 1965 and is available online
at www.frederick.edu/srtk. A hard copy of this report is also available in the Welcome & Registration
Center, Athletics department, and the Associate Vice President/Dean of Students office.

Questions related to this student enrollment data should be directed to Gohar Farahani, executive
director, assessment & research, at 301.846.2451.

Traffic Control Procedures

Parking Information
The Executive Director of Risk Management and Public Service is responsible for publishing the
necessary parking and traffic requlations to ensure safe and efficient operation of the college.

Speed limit—The speed limit on campus is 20mph.

Restricted areas—Restricted areas (fire lanes, loading areas, and no parking areas) are marked by
signs, yellow painted curbing, or painted hash marks. Parking is prohibited in these areas. No parking
is permitted on campus roads, road shoulders, or grass areas.

Motorcycle parking—Located in lot 8.

Student parking—Student parking lots are located in the following areas: Lots 2 and 3 are
adjacent to Administration Hall (A), lots 5 and 6 are adjacent to the Conference Center (E), lot 7 is
adjacent to the Science and Technology Hall (C), lot 8 is adjacent to the baseball field, lots 9 and 10
are adjacent to the softball field, lot 14 is adjacent to the Visual & Performing Arts Center (F), and
after 5:00pm lot 13 adjacent to the Field House (D). Parking stickers are available in the Welcome &
Registration Center.

Visitor parking—The visitor parking area (lot 1) adjacent to Administration Hall (A) is for visitor
use only. The three thirty minute spaces in the visitor lot are for library book drop off or other short
term visits to the campus. Student parking is prohibited in the visitor lot.

Staff parking—Staff parking is available in the gated lot. Lots 7, 13, and 14 have reserved spaces
marked staff. No student or visitor parking is permitted in spaces reserved for staff parking. Special
permits may be issued to permit use of reserved or college-owned vehicle spaces. These temporary
permits may be issued to faculty and staff for medical reasons. Vehicle registration forms and stickers
are available from the security office in Administration Hall. Spaces marked “Reserved for College
Vehicles"are for college-owned vehicles or vehicles displaying special temporary permits only.

Handicapped parking—Parking in spaces designated for the handicapped will be restricted
to vehicles with properly displayed, valid motor vehicle tags or temporary permits issued by the
Maryland Department of Motor Vehicles.

Temporary parking permits—Students and staff who are temporarily disabled may park
in visitor or reserved spaces. Temporary permits must be issued by the Assistant Director, Risk
Management /Pubic Services and displayed on the vehicle’s dash board.

A. Purpose and Application

1. Disabled Parking: Parking is available throughout the campus to all persons displaying a valid
state handicap vehicle registration plate or permit.

2. Vehicles parked illegally, disrupting traffic flow, or creating a safety hazard, will be towed
immediately, at the owner’s expense.

Use of College Facilities

Policy (rev. 4/20/05)

A. Members of the college faculty and staff and student body are entitled to use the college facilities
when they are not in use during the normal college schedule. Requests for the use of facilities by
college staff members are to be submitted to the President’s Office in advance.
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B.The Board of Trustees recognizes that college facilities belong to the people and encourages their
use by the public when they are not being used for their principle purpose. The President of the
college is authorized to establish administrative procedures and requlations which will provide for
use of college facilities by noncollege groups without profit to the Board of Trustees. However, the
actual costs of operation must be defrayed by the users.

(. Fees as established by the Board of Trustees shall be charged for use of college facilities by non-
college groups.

Visitors & Children on Campus

Procedure (rev. 4/20/05)

Frederick Community College is a valuable cultural resource for Frederick County, and the community
is invited to attend events, use facilities such as the library, and enjoy other college activities and
amenities.

The college has a responsibility to enforce standards of conduct, which are considered essential to
its function as an educational institution. Visitors are expected to obey the law, show respect for
properly constituted authority, and observe a standard of conduct appropriate for the college. Proper
conduct is expected while on campus, off-campus at college-leased or owned facilities, attending
college-sponsored activities or any activities which are initiated, authorized, or supervised by
Frederick Community College.

Action may be taken when any visitor: (1) fails to observe the general standards of conduct or any
specific policy, rule, requlation, or college procedure adopted by the college; or (2) interferes with
the educational or operational environment of the college. Steps taken by the college could include
disciplinary or criminal action, or letters of no trespass.

Considerations for Children

F(Cis a family-friendly institution that welcomes children to participate in a number of programs
and activities. In addition, the college recognizes that visitors must bring children (defined as
persons under the age of 16 who are not students at the college) to campus for other reasons.
However, in order for the college to conduct its operations and maintain its facilities as an institution
of higher education, arrangements must be made for children to be under the direct supervision of a
parent or guardian at all times. Children must observe all Standards of Visitor Conduct.

Students may need to bring children to campus and to class in unusual dircumstances, with the
understanding that this is a temporary occurrence. Students should first obtain permission from
faculty, to assure that the child’s presence in the classroom will not interfere with the learning
atmosphere.

There are many instances where both supervised and unsupervised children are discouraged from
being on campus, due to possible disruption of normal college operations. Examples include visiting
classrooms, the library, the fitness center, laboratories, the gymnasium, or any other area where their
presence may constitute a danger to themselves or others. Additionally, for their own safety and out
of consideration for other testers, under no circumstances are children permitted in the Testing Center
or to be left unattended during testing. The Testing Center staff cannot be responsible for children
who require care and supervision.

The college does not accept any responsibility or liability for injuries for children who are on college
premises in violation of the above procedural guidelines.

Standards of Visitor Conduct

1. Individuals violating acceptable standards of conduct are subject to disciplinary or legal action
where appropriate. The following shall constitute unacceptable behavior on campus, off-campus
at college-leased or owned facilities, and when attending college-sponsored activities or any
activities which are initiated, authorized, or supervised by Frederick Community College:

a. Disruption, obstruction of, or interference with college or college-sponsored activities,
including, but not limited to teaching, research, studying, administration, sporting events,
cultural events, fire, police, or emergency services, or other college functions.

b. Unlawful use, possession, manufacture, sale, or distribution of any illegal or controlled
substance, the abuse of alcohol, and the use of alcohol by anyone under 21 years of age.

¢. Drinking or possession of alcoholic beverages except as expressly permitted by the President.

d. Unauthorized entry to or use of college property, including the failure to leave any of the
college buildings or grounds after being requested to do so by an authorized employee of the
college.

e. Molestation, assault and battery, physical and/or psychological abuse, threat, or harassment of
any member of the college community or visitor to the college, or conduct which threatens or
endangers the health or safety of any such person.

f. Theft or attempted theft of college or personal property of a member of the college community
or campus visitor, or knowingly possessing such stolen property.

g. lllegal gambling; disorderly, lewd, indecent, or obscene conduct or expression.

h. Forging, unauthorized altering, falsifying or unauthorized use of any college documents,
records, keys, or instruments of identification.

i. Failure to comply with the reasonable directions of authorized college officials, including
campus security personnel, acting in the performance of their duties, including refusing to
furnish identification upon request.

j. Using, possessing, or storing illegal or unauthorized arms classified as weapons, fireworks,
explosives, or dangerous chemicals.

k Smoking in unauthorized areas.

I Acts of harassment, written, verbal or physical, that stigmatize or victimize an individual on the
basis of, but not limited to, the following: race, ethnicity, religion, sex, sexual orientation, creed,
national origin, ancestry, age, mental status, or disabilities.

m. Engaging in any form of forcible or non-forcible sexual offense.

n. Damaging, defacing, destroying, or misusing college property or property under its jurisdiction
or the property of a member of the college community or campus visitor.

o. Furnishing false information to the college or to members of the college community who are
acting in the exercise of their official duties.

p. Unauthorized or fraudulent use of the college’s facilities and/or equipment, including, but not
limited to, the telephone system, mail system, computer system, transportation system, and/or
equipment, or use of any of the above for any illegal act.

q. Using sound amplification equipment, systems or devices, except as permitted by the college.

r. Abuse of computer usage and network access (see Use of Computer and Electronic Information
Resources).

s. Violating fire or safety regulations, including the misuse or damage of fire safety equipment.

2. The college may take any appropriate measures it feels necessary for violations that can include
arrest by proper authorities and/or removal and banishment from campus.

Weapons

Policy (4/20/05)
Firearms and other dangerous weapons are not allowed on campus except:

In the possession of an employee of a governmental law enforcement organization who is required
by his/her employer to possess the weapon on campus.

In the possession of a faculty member or other designated instructor for instructional purposes
authorized by Frederick Community College.

Writing Requirements

F(C recognizes that the ability to write clearly and condisely is essential to the personal and
professional success of all educated people. Therefore, the college is committed to providing
instructional opportunities and services necessary to help achieve competence in writing.

Students can expect to write in any course offered by the college. Grades on papers in college
courses will be influenced by the student’s ability to meet minimal writing standards.

The minimal standards for written work submitted in all courses are as follows:
1. All written work must demonstrate skills in presenting material in a clear and logical manner.
2. Al written work must demonstrate appropriate, college-level word choice.

3. All written work must demonstrate competence in grammar, punctuation and spelling.
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MHEC Transter Policies

Title 13B Maryland Higher Education Commission

Subtitle 02 Academic Regulation

Subtitle 06 General Education & Transfer Authority: Education Article 11-2-111-206, Annotated Code
of Maryland

.01 Scope and Applicability.
This chapter applies only to public institutions of higher education.

.02 Definitions.
A. In this chapter, the following terms have the meanings indicated.

B. Terms defined.
(1)"A.A. degree” means the Associate of Arts degree.
(2)"A.AS. degree”means the Associate of Applied Sciences degree.

(3) "Arts” means courses that examine aesthetics and the development of the aesthetic form and
explore the relationship between theory and practice. Courses in this area may include fine
arts, performing and studio arts, appreciation of the arts, and history of the arts.

(4)"A.S. degree” means the Associate of Sciences degree.

(5)“Biological and physical sciences” means courses that examine living systems and the physical
universe. They introduce students to the variety of methods used to collect, interpret, and
apply scientific data, and to an understanding of the relationship between scientific theory
and application.

(6) “English composition courses”means courses that provide students with communication
knowledge and skills appropriate to various writing situations, including intellectual inquiry
and academic research.

(7)"General education” means the foundation of the higher education curriculum providing a
coherent intellectual experience for all students.

(8) “General education program”means a program that is designed to:

(a) Introduce undergraduates to the fundamental knowledge, skills, and values that are
essential to the study of academic disciplines;

(b) Encourage the pursuit of life-long learning; and
(c) Foster the development of educated members of the community and the world.

(9) “Humanities” means courses that examine the values and cultural heritage that establish the
framework for inquiry into the meaning of life. Courses in the humanities may include the
language, history, literature, and philosophy of Western and other cultures.

(10) “Mathematics” means courses that provide students with numerical, analytical, statistical,
and problem-solving skills.

(11) “Native student”means a student whose initial college enrollment was at a given institution
of higher education and who has not transferred to another institution of higher education
since that initial enrollment.

(12) “Parallel program” means the program of study or courses at one institution of higher
education which has comparable objectives as those at another higher education institution,
for example, a transfer program in psychology in a community college is definable as a
parallel program to a baccalaureate psychology program at a 4-year institution of higher
education.

(13) “Receiving institution” means the institution of higher education at which a transfer student
currently desires to enroll.

(14) "Recommended transfer program” means a planned program of courses, both general
education and courses in the major, taken at a community college, which is applicable to
a baccalaureate program at a receiving institution, and ordinarily the first 2 years of the
baccalaureate degree.

(15) "Sending institution” means the institution of higher education of most recent previous
enrollment by a transfer student at which transferable academic credit was earned.

(16) “Social and behavioral sciences” means courses that examine the psychology of individuals
and the ways in which individuals, groups, or segments of society behave, function, and
influence one another. The courses include, but are not limited to, subjects which focus on:

(a) History and cultural diversity;

(b) Concepts of groups, work, and political systems;

(c) Applications of qualitative and quantitative data to social issues; and
(d) Interdependence of individuals, society, and the physical environment.

(17) “Transfer student” means a student entering an institution for the first time having
successfully completed a minimum of 12 semester hours at another institution which is
applicable for credit at the institution the student is entering.

.02-1 Admission of Transfer Students to Public Institutions.
A. Admission to Institutions.

(1) A student attending a public institution who has completed an A.A., A.A.S., or A.S. degree
or who has completed 56 or more semester hours of credit, may not be denied direct transfer
to another public institution if the student attained a cumulative grade point average of at
least 2.0 on a 4.0 scale or its equivalent in parallel courses, except as provided in SA(4) of this
requlation.

(2) A student attending a public institution who has not completed an A.A., A.A.S., or A.S. degree
or who has completed fewer than 56 semester hours of credit, is eligible to transfer to a public
institution regardless of the number of credit hours earned if the student:

(a) Satisfied the admission criteria of the receiving public institution as a high school senior; and

(b) Attained at least a cumulative grade point average of 2.0 on a 4.0 scale or its equivalent in
parallel courses.

(3) A student attending a public institution who did not satisfy the admission criteria of a
receiving public institution as a high school senior, but who has eamed sufficient credits at a
public institution to be classified by the receiving public institution as a sophomore, shall meet
the stated admission criteria developed and published by the receiving public institution for
transfer.

(4) If the number of students seeking admission exceeds the number that can be accommodated
at areceiving public institution, admission decisions shall be:

() Based on criteria developed and published by the receiving public institution; and
(b) Made to provide fair and equal treatment for native and transfer students.
B. Admission to Programs.

(1) A receiving public institution may require higher performance standards for admission to
some programs if the standards and criteria for admission to the program:

() Are developed and published by the receiving public institution; and
(b) Maintain fair and equal treatment for native and transfer students.

(2) If the number of students seeking admission exceeds the number that can be accommodated
in a particular professional or specialized program, admission decisions shall be:
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(a) Based on criteria developed and published by the receiving public institution; and
(b) Made to provide fair and equal treatment for native and transfer students.

(3) Courses taken at a public institution as part of a recommended transfer program leading
toward a baccalaureate degree shall be applicable to related programs at a receiving public
institution granting the baccalaureate degree.

(. Receiving Institution Program Responsibility.

(1) The faculty of a receiving public institution is responsible for development and determination
of the program requirements in major fields of study for a baccalaureate degree, including
courses in the major field of study taken in the lower division.

(2) Areceiving public institution may set program requirements in major fields of study which
simultaneously fulfill general education requirements.

(3) Areceiving public institution, in developing lower division course work, shall exchange
information with other public institutions to facilitate the transfer of credits into its programs.

.03 General Education Requirements for Public Institutions.

A. While public institutions have the autonomy to design their general education program to meet
their unique needs and mission, that program shall conform to the definitions and common
standards in this chapter. A public institution shall satisfy the general education requirement by:

(1) Requiring each program leading to the A.A. or A.S. degree to include not less than 30 and
not more than 36 semester hours, and each baccalaureate degree program to include not
less than 40 and not more than 46 semester hours of required core courses, with the core
requiring, at a minimum, course work in each of the following five areas:

(a) Arts and humanities,
(b) Social and behavioral sciences,
() Biological and physical sciences,
(d) Mathematics, and
(e) English composition; or
(2) Conforming with COMAR 13B.02.02.16D(2) (b)-----(c).

B. Each core course used to satisfy the distribution requirements of §A(1) of this regulation shall
carry at least 3 semester hours.

(. General education programs of public institutions shall require at least:
(1) One course in each of two disciplines in arts and humanities;
(2) One course in each of two disciplines in social and behavioral sciences;
(3) Two science courses, at least one of which shall be a laboratory course;
(4) One course in mathematics at or above the level of college algebra; and
(5) One course in English composition.

D. Interdisciplinary and Emerging Issues.

(1) In addition to the five required areas in §A of this requlation, a public institution may include
up to 8 semester hours in a sixth category that addresses emerging issues that institutions
have identified as essential to a full program of general education for their students. These
courses may:

(a) Be integrated into other general education courses or may be presented as separate courses;
and

(b) Include courses that:

(i) Provide an interdisciplinary examination of issues across the five areas, or

(ii) Address other categories of knowledge, skills, and values that lie outside of the five areas.

(2) Public institutions may not include the courses in this section in a general education program
unless they provide academic content and rigor equivalent to the areas in §A(1) of this
requlation.

E. General education programs leading to the A.A.S. degree shall include at least 20 semester hours
from the same course list designated by the sending institution for the A.A. and A.S. degrees. The
A.AS. degree shall include at least one 3-semester-hour course from each of the five areas listed
in §A(1) of this requlation.

F. A course in a discipline listed in more than one of the areas of general education may be applied
only to one area of general education.

G. A public institution may allow a speech communication or foreign language course to be part of
the arts and humanities category.

H. Composition and literature courses may be placed in the arts and humanities area if literature is
included as part of the content of the course.

I. Public institutions may not include physical education skills courses as part of the general
education requirements.

). General education courses shall reflect current scholarship in the discipline and provide reference
to theoretical frameworks and methods of inquiry appropriate to academic disciplines.

K. Courses that are theoretical may include applications, but all applications courses shall include
theoretical components if they are to be included as meeting general education requirements.

L. Public institutions may incorporate knowledge and skills involving the use of quantitative data,
effective writing, information retrieval, and information literacy when possible in the general
education program.

M. Notwithstanding SA(1) of this requlation, a public 4-year institution may require 48 semester
hours of required core courses if courses upon which the institution’s curriculum is based carry 4
semester hours.

N. Public institutions shall develop systems to ensure that courses approved for inclusion on the list
of general education courses are designed and assessed to comply with the requirements of this
chapter.

.04 Transfer of General Education Credit.

A. A student transferring to one public institution from another public institution shall receive
general education credit for work completed at the student’s sending institution as provided by
this chapter.

B. A completed general education program shall transfer without further review or approval by the
receiving institution and without the need for a course-by-course match.

(. Courses that are defined as general education by one institution shall transfer as general education
even if the receiving institution does not have that specific course or has not designated that
course as general education.

D. The receiving institution shall give lower-division general education credits to a transferring
student who has taken any part of the lower-division general education credits described in
Regulation .03 of this chapter at a public institution for any general education courses successfully
completed at the sending institution.

E. Except as provided in Regulation .03M of this chapter, a receiving institution may not require a
transfer student who has completed the requisite number of general education credits at any
public college or university to take, as a condition of graduation, more than 10-----16 additional
semester hours of general education and specific courses required of all students at the receiving
institution, with the total number not to exceed 46 semester hours. This provision does not
relieve students of the obligation to complete specific academic program requirements or course
prerequisites required by a receiving institution.

F. A sending institution shall designate on or with the student transcript those courses that have met
its general education requirements, as well as indicate whether the student has completed the
general education program.

G. AAS. Degrees.

(1) While there may be variance in the numbers of hours of general education required for A.A.,
AS., and A.A.S. degrees at a given institution, the courses identified as meeting general
education requirements for all degrees shall come from the same general education course list
and exclude technical or career courses.

(2) An A.AS. student who transfers into a receiving institution with fewer than the total number
of general education credits designated by the receiving institution shall complete the
difference in credits according to the distribution as designated by the receiving institution.
Except as provided in Regulation .03M of this chapter, the total general education credits
for baccalaureate degree-granting public receiving institutions may not exceed 46 semester
hours.

H. Student Responsibilities. A student is held:
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(1) Accountable for the loss of credits that:
(a) Result from changes in the student’s selection of the major program of study,
(b) Were earned for remedial course work, or
(c) Exceed the total course credits accepted in transfer as allowed by this chapter; and
(2) Responsible for meeting all requirements of the academic program of the receiving institution.
.05 Transfer of Nongeneral Education Program Credit.
A.Transfer to Another Public Institution.

(1) Credit earned at any public institution in the State s transferable to any other public
institution if the:

(a) Creditis from a college or university parallel course or program;
(b) Grades in the block of courses transferred average 2.0 or higher; and

(c) Acceptance of the credit is consistent with the policies of the receiving institution governing
native students following the same program.

(2) Ifa native student’s “D" grade in a specific course is acceptable in a program, then a“D" eamned
by a transfer student in the same course at a sending institution is also acceptable in the
program. Conversely, if a native student is required to earn a grade of “C" or better in a required
course, the transfer student shall also be required to earn a grade of “C" or better to meet the
same requirement.

B. Credit eamed in or transferred from a community college is limited to:

(1) 1/2 the baccalaureate degree program requirement, but may not be more than 70 semester
hours; and

(2) The first 2 years of the undergraduate education experience.
(. Nontraditional Credit.

(1) The assignment of credit for AP, CLEP, or other nationally recognized standardized examination
scores presented by transfer students is determined according to the same standards that
apply to native students in the receiving institution, and the assignment shall be consistent
with the State minimum requirements.

(2) Transfer of credit from the following areas shall be consistent with COMAR 13B.02.02. and
shall be evaluated by the receiving institution on a course-by-course basis:

(a) Technical courses from career programs;

(b) Course credit awarded through articulation agreements with other segments or agencies;
(c) Credit awarded for clinical practice or cooperative education experiences; and

(d) Credit awarded for life and work experiences.

(3) The basis for the awarding of the credit shall be indicated on the student’s transcript by the
receiving institution.

(4) The receiving institution shall inform a transfer student of the procedures for validation of
course work for which there is no clear equivalency. Examples of validation procedures include
ACE recommendations, portfolio assessment, credit through challenge, examinations, and
satisfactory completion of the next course in sequence in the academic area.

(5) The receiving baccalaureate degree-granting institution shall use validation procedures when
a transferring student successfully completes a course at the lower-division level that the
receiving institution offers at the upper-division level. The validated credits earned for the
course shall be substituted for the upper-division course.

D. Program Articulation.

(1) Recommended transfer programs shall be developed through consultation between the
sending and receiving institutions. A recommended transfer program represents an agreement
between the two institutions that allows students aspiring to the baccalaureate degree to plan
their programs. These programs constitute freshman/sophomore level course work to be taken
at the community college in fulfillment of the receiving institution’s lower division course
work requirement.

(2) Recommended transfer programs in effect at the time that this requlation takes effect, which
conform to this chapter

.06 Academic Success and General Well-Being of Transfer Students.
A. Sending Institutions.

(1) Community colleges shall encourage their students to complete the associate degree or
to complete 56 hours in a recommended transfer program which includes both general
education courses and courses applicable toward the program at the receiving institution.

(2) Community college students are encouraged to choose as early as possible the institution and
program into which they expect to transfer.

(3) The sending institution shall:

(a) Provide to community college students information about the specific transferability of
courses at 4-year colleges;

(b) Transmit information about transfer students who are capable of honors work or
independent study to the receiving institution; and

() Promptly supply the receiving institution with all the required documents if the student has
met all financial and other obligations of the sending institution for transfer.

B. Receiving Institutions.

(1) Admission requirements and curriculum prerequisites shall be stated explicitly in institutional
publications.

(2) Areceiving institution shall admit transfer students from newly established public colleges
that are functioning with the approval of the Maryland Higher Education Commission on the
same basis as applicants from regionally accredited colleges.

(3) Areceiving institution shall evaluate the transcript of a degree-seeking transfer student as
expeditiously as possible, and notify the student of the results not later than mid-semester of
the student’s first semester of enrollment at the receiving institution, if all official transcripts
have been received at least 15 working days before mid-semester. The receiving institution
shall inform a student of the courses which are acceptable for transfer credit and the courses
which are applicable to the student’s intended program of study.

(4) A receiving institution shall give a transfer student the option of satisfying institutional
graduation requirements that were in effect at the receiving institution at the time the student
enrolled as a freshman at the sending institution. In the case of major requirements, a transfer
student may satisfy the major requirements in effect at the time when the student was
identifiable as pursuing the recommended transfer program at the sending institution. These
conditions are applicable to a student who has been continuously enrolled at the sending
institution.

.07 Programmatic Currency.

A. A receiving institution shall provide to the community college current and accurate information
on recommended transfer programs and the transferability status of courses. Community college
students shall have access to this information.

B. Recommended transfer programs shall be developed with each community college whenever
new baccalaureate programs are approved by the degree-granting institution.

(. When considering curricular changes, institutions shall notify each other of the proposed changes
that might affect transfer students. An appropriate mechanism shall be created to ensure that
both 2-year and 4-year public colleges provide input or comments to the institution proposing
the change. Sufficient lead time shall be provided to effect the change with minimum disruption.
Transfer students are not required to repeat equivalent course work successfully completed at a
community college.

.08 Transfer Mediation Committee.

A.There is a Transfer Mediation Committee, appointed by the Secretary, which is representative of
the public 4-year colleges and universities and the community colleges.

B. Sending and receiving institutions that disagree on the transferability of general education courses
as defined by this chapter shall submit their disagreements to the Transfer Mediation Committee.
The Transfer Mediation Committee shall address general questions regarding existing or past
courses only, not individual student cases, and shall also address questions raised by institutions
about the acceptability of new general education courses. As appropriate, the Committee shall
consult with faculty on curricular issues.

C. The findings of the Transfer Mediation Committee are considered binding on both parties.
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.09 Appeal Process.
A. Notice of Denial of Transfer Credit by a Receiving Institution.

(1) Except as provided in §A(2) of this requlation, a receiving institution shall inform a transfer
student in writing of the denial of transfer credit not later than mid-semester of the transfer
student’s first semester, if all official transcripts have been received at least 15 working days
before mid-semester.

(2) If transcripts are submitted after 15 working days before mid-semester of a student’s first
semester, the receiving institution shall inform the student of credit denied within 20 working
days of receipt of the official transcript.

(3) A receiving institution shall include in the notice of denial of transfer credit:
(a) A statement of the student’s right to appeal; and
(b) A notification that the appeal process is available in the institution’s catalog.

(4) The statement of the student’s right to appeal the denial shall include notice of the time
limitations in §B of this requlation.

B. A student believing that the receiving institution has denied the student transfer credits in
violation of this chapter may initiate an appeal by contacting the receiving institution’s transfer
coordinator or other responsible official of the receiving institution within 20 working days of
receiving notice of the denial of credit.

C. Response by Receiving Institution.
(1) Areceiving institution shall:

(a) Establish expeditious and simplified procedures governing the appeal of a denial of transfer
of credit; and

(b) Respond to a student’s appeal within 10 working days.

(2) An institution may either grant or deny an appeal. The institution’s reasons for denying the
appeal shall be consistent with this chapter and conveyed to the student in written form.

(3) Unless a student appeals to the sending institution, the written decision in §C(2) of this
requlation constitutes the receiving institution’s final decision and is not subject to appeal.

D. Appeal to Sending Institution.

(1) Ifa student has been denied transfer credit after an appeal to the receiving institution,
the student may request the sending institution to intercede on the student’s behalf by
contacting the transfer coordinator of the sending institution.

(2) A student shall make an appeal to the sending institution within 10 working days of having
recejved the decision of the receiving institution.

E. Consultation Between Sending and Receiving Institutions.

(1) Representatives of the two institutions shall have 15 working days to resolve the issues
involved in an appeal.

(2) As aresult of a consultation in this section, the receiving institution may affirm, modify, or
reverse its earlier decision.

(3) The receiving institution shall inform a student in writing of the result of the consultation.

(4) The decision arising out of a consultation constitutes the final decision of the receiving
institution and is not subject to appeal.

.10 Periodic Review.
A. Report by Receiving Institution.

(1) A receiving institution shall report annually the progress of students who transfer from 2-year
and 4-year institutions within the State to each community college and to the Secretary of the
Maryland Higher Education Commission.

(2) An annual report shall include ongoing reports on the subsequent academic success of
enrolled transfer students, including graduation rates, by major subject areas.

(3) A receiving institution shall include in the reports comparable information on the progress of
native students.

B. Transfer Coordinator. A public institution of higher education shall designate a transfer coordinator,
who serves as a resource person to transfer students at either the sending or receiving campus.
The transfer coordinator is responsible for overseeing the application of the policies and procedures
outlined in this chapter and interpreting transfer policies to the individual student and to the
institution.

(. The Maryland Higher Education Commission shall establish a permanent Student Transfer Advisory
Committee that meets reqularly to review transfer issues and recommend policy changes as
needed. The Student Transfer Advisory Committee shall address issues of interpretation and
implementation of this chapter.

Effective date: December 4, 1995 (22:24 Md. R. 1901)

Regulation .02B amended effective July 1, 1996
(23:13 Md. R. 946)

Requlation .02-1 adopted effective April 6, 1998
(25:7 Md. R. 528)

Regulation .03 amended effective July 1, 1996
(23:13 Md. R. 946)

Requlation .05A amended effective July 1, 1996
(23:13 Md. R. 946)
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Developmental Mathematics

B.S., University of Maryland, College Park

M.S., Western Maryland College
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Jane Garvin (1990)

Professor, Director, Nursing Education
B.S.N., College of Notre Dame of Maryland
M.S., The Johns Hopkins University

M.S., University of Maryland, Baltimore

Nicole M. Gerlanc (2007)
Assistant Professor, Biology

B.S., Purdue University

M.S., Ph.D., Kansas State University

Lisa A. Gotschall (2001)

Associate Professor, Nursing; Coordinator, NU 215, Chair, Allied

Health & Wellness
B.S.N., Russell Sage College
M.S.N., Columbia University

Richard M. Gottfried (1994)

Professor, Physics & Geology; Coordinator, Engineering
B.A., BS., S.UN.Y, Stony Brook

M.S., Adelphi University

Daniel Hanna (2009)
Assistant Professor, French and Spanish
M.A., Princeton University

Susan Hannon (2006)

Assistant Professor, Program Manager, Psychology
B.S., Towson State University

M.A. Hood College

Joseph Healey (2008)

Assistant Professor, English Composition
B.A., University of Connecticut

M.A., University of Colorado

Katherine W. Helfrich (1981)

Professor, Social Science; Program Manager, Human Services
B.A., Western Maryland College

M.A., Hood College

M.S.W., The Catholic University of America

Bryan Hiatt (2006)
Assistant Professor, English
B.A., Weber State University
M.A., Oregon State University

David A. Hickman (1988)

Professor, Business & Economics

B.S., University of Maryland

M.A., The George Washington University

Jurgen Hilke (1989)

Professor, Philosophy/Sociology; Director, Distance Learning
B.D., University of Goettingen, Germany

S.TM., MA., Yale University

Janice E. Holly (1987)

Professor, Chair, Communications Humanities & Arts;
Co-Program Manager, Music

B.A., Ball State University

M.M., University of Cincinnati College-Conservatory of Music

Ph.D., University of Maryland

Beth H. Holmberg (1989)

Professor, English, Program Manager, Developmental English
B.A., Lewis and Clark College

M.A., University of Northern Colorado

Ph.D., University of Maryland

Elizabeth J. Holton (1988)

Assistant Professor, Department Chair, English
B.A., Frostburg State College

M.LS., University of Maryland

Larry Huff (2009)
Assistant Professor, Mathematics
M.S., University of Alaska Fairbanks

Kathleen Hughes (2006)
Assistant Professor, Nursing, Coordinator, NU210 & NU 101
B.S.N., M.S., University of Maryland Baltimore

Gary C. Hull, Jr. (2002)
Associate Professor, Mathematics
B.S., Shepherd College

M.S., Shippensburg University

Thomas F. Janes (1998)

Assistant Professor, Program Manager, Drama
B.F.A., West Virginia University

M.A., Goucher College

Kenneth P. Kerr (1999)
Professor, English

A.A., Frederick Community College
B.A., Hood College

M.S., Towson State University
Ed.D., Morgan State University

Jon K. Kimbrough (2007)

Assistant Professor/Program Manager, Culinary Arts &
Hospitality

M.Ed., Nicholls State University

Donna Lane (1990)

Associate Professor, Accounting & Business; Program Manager,
Business Studies

B.S., University of Maryland

M.B.A., Mount Saint Mary’s College

(PA, State of Maryland

Amy N. Lee (2007)
Assistant Professor, Reading
B.A., Antioch University

M.A., University of Mississippi

Paula F. Lindsay (1994)

Professor, Economics

A.A., Frederick Community College

B.S., M.B.A., Mount Saint Mary’s College
D.B.A., Nova Southeastern University

Dennis Little (2006)
Assistant Professor/Director, Clinical Education Respiratory Care
B.S., Juniata College

Yi Liu (2009)
Assistant Professor, Health/Physical Education
M.S., M.Ed., Frostburg State University

Rebecca A. Lohmeyer (2001)

Assistant Professor, Nursing; Coordinator, Practical Nursing
Program

A.A., Frederick Community College

B.S.N., University of Maryland, Baltimore County

M.S., University of Maryland at Baltimore

Vanessa Lovato (1990)

Assistant Professor, Nursing; Coordinator, NU 212 & NU 213,
Assistant Director, Nursing Education

A.A., Frederick Community College

B.S.N., University of Maryland, Baltimore County

M.S., University of Maryland, Baltimore

Gengshi Lu (2007)
Assistant Professor, Microbiology
Ph.D., Indiana State University

Cynthia C. Marello (1996)

Professor, English

B.A., Bridgewater College

M.L.A., Western Maryland College

Ed.D., University of Maryland, College Park

David Martin (2005)

Assistant Professor, Program Manager, American Sign
Language Studies

B.A., Gallaudet University

M.S., Western Maryland College

Kathleen M. Martin (2000)

Associate Professor, Nursing; Coordinator, NU 107 & NU 211
A.A., Prince George's Community College

B.S.N., University of Maryland, Baltimore County

M.S., University of Maryland, Baltimore

D.N.P, University of Maryland, Baltimore

Michael J. Martin (1986)

Associate Professor, Accounting & Business
A.A., Frederick Community College

B.S., Mount Saint Mary’s College

(PA, State of Maryland

M.B.A., Mount St. Mary’s University

Walter Martynenko (1990)

Associate Professor, Computer & Information Sciences
B.S., Drexel University

M.S., University of Pennsylvania

Peg Mauzy (1990)

Assistant Professor, Center for Teaching & Learning;
Coordinator, International Education

B.A., Purdue University

M.A., Hood College

Barbara J. McGaughran (2003)

Assistant Professor, Nursing

B.A., California State University; Long Beach
B.SN., M.S., University of Maryland at Baltimore

Jane B. Menker (2004)

Assistant Professor, Nursing; Coordinator, NU 213
A.S., Frederick Community College

B.S.N., University of Maryland

M.S., University of Maryland

180

faculty & staff



Carol T. Miller (1999)

Assistant Professor, Nursing; Coordinator, NU 214
B.S.N., University of Cincinnati

M.S.N., University of Pittsburgh

Donna Mills (1990)

Assistant Professor, Mathematics
A.A., Frederick Community College
B.A., M.S., Hood College

David L. Moreland (2001)
Professor, Art History

B.A., University of lowa

M.A., M.EA., University of Wisconsin

Corwin Parker (2008)
Assistant Professor, Geography
B.A., Syracuse University
M.A., Georgia State University

Tracy R. Parker (2001)

Associate Professor, Program Manager, Paralegal
B.A., West Virginia Wesleyan College

J.D., West Virginia University College of Law

Rhonda Patterson (2006)

Assistant Professor; Program Manager, Respiratory Care
A.A.S., State University of New York Health Science Center
B.S., University of Maryland University College

M.LS., University of Maryland, College Park

Keri-Beth Pettengill (2006)

Assistant Professor/Program Manager, Bioprocessing
Technology

B.S., University of Maryland College Park

M.S. Hood College

Ana Maria Pinzén (2004)

Associate Professor, Program Manager, Foreign Languages
B.A., Universidad Externado de Colombia

M.A., M.B.A., West Virginia University

Wendell Poindexter (1988)

Professor, Program Manager, Art; Arts Center Director
B.FA., Maryland Institute College of Art

M.A., University of Baltimore

Michael A. Powell (1990)

Professor, History/Political Science

B.A., University of North Carolina at Chapel Hill
M.A., The George Washington University

J.D., Syracuse University

Ph.D., University of Maryland

Steve Prehoda (1985)

Professor, Mathematics

B.S., Michigan State University

M.S., Ph.D., North Carolina State University

William G. Quinn, Jr. (1995)
Associate Professor, Mathematics
B.S., Loyola College

M.A., University of Pittsburgh

Mary C. Rolle (1998)

Assistant Professor, Program Manager, Criminal Justice
B.A., Towson State University

M.A., Hood College

Joseph Rosebrock (2006)

Assistant Professor, Anatomy & Physiology

Ph.D., Wake Forest University, Graduate School of Arts &
Sciences

Ronna Schrum (2006)
Assistant Professor, Nursing; Coordinator NU 211
B.S. and M.S. Carlow College

Jill Schultz (2001)

Professor, Sociology & Women's Studies
B.A., M.A., Galifornia State University
Ph.D., University of Maryland

Francis M. Seidel (1992)

Associate Professor; Computer & Information Sciences;
Program Manager, Programming & Information Technology;
Coordinator, CIS 101

B.S., Mount Saint Mary’s College

M.S.E., The Johns Hopkins University

Shane Sellers (2006)

Assistant Professor, Art

B.FA., Frostburg State University

M.EA., University of Massachusetts, Amherst

Julie D. Shattuck (1998)

Assistant Professor/Instructional Designer, Center for Teaching
& Learning

B.A., Birmingham University, U..

M.A., Lancaster University, UK.

Lisa L. Sheirer (1999)

Associate Professor, Program Manager, Computer Graphics;
Program Manager, Photography

B.FA., West Virginia University

M.EA., University of Notre Dame

Janet Sholes (1989)

Associate Professor, Program Manager, Health & Physical
Education, Coordinator, Wellness

B.S., Springfield College

M.A., Kent State University

Timothy C. Swyter (1993)
Assistant Professor, Mathematics
B.S., Frostburg State College
M.A., West Virginia University

Edward D. Taft (1994)
Professor, English
B.A., M.A., Ph.D., University of Rhode Island

Pei W. Taverner (2000)

Assistant Professor, Mathematics

A.A., Frederick Community College

B.S., University of Maryland Baltimore County
M.Ed., University of Maryland University College

Michele Tertel (2005)

Assistant Professor; Program Manager, Nuclear Medicine
Technology

B.S., Thomas Jefferson University

M.S., Thomas Jefferson University

Bruce A. Thompson (1996)

Professor, History; Coordinator, Honors College
B.A., M.A., Marshall University

Ph.D., University of Maryland

Kelly L. Trigger (2000)

Associate Professor, English

B.S., The Pennsylvania State University
M.Ed., University of Massachusetts, Amherst

Susan Trost (1999)

Professor, Computer & Information Sciences
B.S., Towson State University

M.S., University of Colorado

Janis C. Vasquenza (2003)

Assistant Professor, Nursing, Coordinator NU212
B.S.N., University of Maryland

M.S., University of Maryland

Neil V. Waravdekar (2000)

Medical Director, Respiratory Care Program
B.S., University of Maryland

M.A., M.D., Hahnemann University

Delaine M. Welch (1996)

Assistant Professor, Farly Childhood Education/ Psychology;
Program Manager, Early Childhood Development

B.S., Salisbury State University

M.A., Bowie State University

Rebecca Yankosky (1990)

Assaciate Professor, Computer & Information Sciences; Chair,
Computing & Business Technology

B.S., East Tennessee State University

M.Ed., Shippensburg State University

Part-Time faculty

There were 550 part-time faculty members teaching classes
during the 2009-10 academic year. Individuals are appointed
on a semester-by-semester basis and teach in both the day
and evening programs.

President's Office

Carol Eaton (2005)

President

A.AS., State University of New York at Cobleskill

B.S., M.S., Ph.D., State University of New York at Albany

Administrative Associate Il, President/General Counselor
(vacant)

Diane M. Morton (2005)
Executive Associate to the President and Board of Trustees

General Counsel

General Counsel (vacant)
Diversity

Beverly Hendrix (2000)
Director of Diversity
B.A., University of Pennsylvania

Institutional Advancement

L. Richard Haney (1973)

Executive Director, FCC Foundation

A.B., Colgate University

M.S.in Ed., Southern Illinois University
Ed.D., Gatholic University of America
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Kara Bennett (2008)
Assistant for Corporate Relations to Chief Development Officer
M.B.A. Frostburg State University

Denise Blasewitz (2007)
Office Associate Il, Institutional Advancement
A.A., Montgomery College

Corporate and Foundation Relations Officer (vacant)

Akeembra Grady (2008)
Coordinator of Annual Giving and Alumni Relations
B.A., Christopher Newport University

Kimberly T. Johnson (1999)

Assistant Director, Institutional Advancement
B.B.A., Marshall University

M.Ed., Georgia Southern University

Learning

Margaret Bartow (2009)

Vice President for Learning/Chief Academic Officer
B.A., Simmons College

M.Ed., Harvard University

Ed.D., University of Maryland College Park

Janet Falibota (1999)
Administrative Associate |, Workforce Development

Andrea Matthews (2001)
Executive Associate to Vice President for Learning
B.A., York University

Mary Sciré (1993)

Coordinator of Articulation, Curriculum & Budget
A.A., Frederick Community College

B.A., Hood College

Deborah Williams-Brown (2003)
Administrative Associate |, Learning

Robert J. Young (2002)

Associate Vice President/Dean of Workforce Development &
Professional Preparation

B.S., University of Texas, £l Paso

M.S., Naval Postgraduate School

Ed.D., University of Texas, Austin

Allied Health & Wellness

Lisa Gotschall (2001)

Chair, Allied Health & Wellness, Assistant Professor, Nursing,
Coordinator NU 215

B.S.N., Russell Sage College

M.S.N., Columbia University

Cathie Galeano (1997)
Academic Office Manager, Nursing
B.A., Ohio Dominican College

Ann Geyer (2009)
Academic Office Manager, Allied Health & Wellness
B.A., Gustavus Adolphus College

Communications, Humanities & Arts

Janice E. Holly (1987)

Chair, Communications, Humanities & Arts; Professor,
Co-Program Manager, Music

B.A., Ball State University

M.M., University of Cincinnati College Conservatory of Music
Ph.D., University of Maryland

Barbara Barry (2005)
Academic Office Manager, CHA
B.A., Mills College

Jason Santelli (2004)

Multimedia Producer

B.FA., Savannah College of Art and Design
M.A., Savannah College of Art and Design

Richard A. Schellenberg (1999)
Video Lab Supervisor

Computing & Business Technology

Rebecca Yankosky (1990)

Chair; Computing & Business Technology, Associate Professor,
Computer & Information Sciences

B.S., East Tennessee State University

M.Ed., Shippensburg State University

Theresa M. Conko (1994)
Administration Associate |, Computing & Business Technology

Jeanne Nesbitt (2009)
Academic Office Manager, Computing & Business Technology

English

Elizabeth J. Holton (1988)

Chair, English, Assistant Professor, English
B.A., Frostburg State College

M.LS., University of Maryland

Judith Bare (1987)
Academic Office Manager

Mathematics

Ann E. Commito (1989)

Associate Professor, Mathematics; Chair, Mathematics
B.S., Cornell University

B.A., M.S., Hood College

Academic Office Manager (vacant)
Science

Robert H. Ford (1994)

Chair; Biology, Professor, Biology

B.S., M.S., Ph.D., Virginia Polytechnic Institute and State
University

Lorell Angelety (2007)
Science Lab Technician

Alma Diggs (1980)
Science Lab Technician |

Edith M. Hillard (1999)
Science Lab Manager

A.A., Montgomery College
B.S., University of Maryland

Sharon Smith (1980)
Academic Office Manager

Cynthia Kuhn (2008)
Science Lab Technician If
M.S., Potsdam College of the State University of New York

Social Sciences

Barbara Angleberger (1990)
Chair, Social Sciences; Assistant Professor, Psychology
B.A., M.Ed., Western Maryland College

Brenda Ferko (1987)
Academic Office Manager

Margaret Waxter (2008)

Police Science Program Manager
B.A., Hood College

M.B.A., Frostburg State University

Center for Teaching & Learning

Christine M. Helfrich (1983)

Associate Vice President, Teaching & Learning
B.S., University of Maryland

M.A., Hood College

D.A., George Mason University

Sheri Bailey (2004)
Administrative Associate Il, Library
A.A., Frederick Community College

Kimberly Carr (2006)
Administrative Associate Il, Distance Learning
A.A., Baltimore City Community College

Center for Teaching & Learning Office Manager (vacant)

Rosie Dunn (2008)

Program Manager, Tutorial Services

B.A., Longwood College

M.B.A., Marymount University of Virginia
M. Ed., George Mason University

Jessica Eaton (2008)
Office Associate Il, Learning Technologies

Ralph Fout (1976)

Library Manager

B.A., University of Maryland

Patty Furry-Hovde (1997)
Administrative Associate |, Library

Mary B. Garst (2001)
Administrative Associate Il, Testing Center
B.S., Frostburg State College

Jurgen Hilke (1989)

Director of Distance Learning; Professor, Philosophy/Sociology
B.D., University of Goettingen, Germany

S.TM., M.A. Yale University
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Joseph B. Kerr (1974)
Library Manager
B.S., Frostburg State College

Nicole H. Martin (1997)

Reference Librarian

B.A., Hood College

M.LS., University of Maryland, College Park

Betty McGinn (2004)

Testing Center Manager

B.S., Keene State College

M.B.A., University of Massachusetts at Amherst

Maurice J. 0'Leary (1976)
Executive Director, Library
B.A., Haverford College
M.A., University of Chicago

Alberto Ramirez (1998)
Director, Learning Technologies
B.S., National University of Mexico
M.S., University of California

Betsey Zwing (2008)

Writing Center Manager

B.A., Pennsylvania State University
M.A., Clemson University

Continuing Education & Customized
Training

David Croghan (2006)

Associate Vice President, Learning/Dean, Continuing Education
and Customized Training

B.A., University of Maryland College Park

M.A., University of Maryland Baltimore County

Suzan Adams (2004)

Coordinator, Institute for Learning in Retirement
B.A., George Fox University

M.A., Hood College

John F. Brashears (1997)
Administrative Associate |, CE/CT

Daisy Clarke (2009)

Program Manager, Construction Management and Building
Trades Technologies Institute

B.S., Norfolk State University

M.S., Virginia Polytechnic Institute & State University

Judy L. DeLuca (1993)
Program Manager, Technology & Business Programs
A.A., AS., Boyce Community College

Director, Advanced Workforce Training Center (vacant)

Janet Flanagan (1998) *
Business Training Manager

B.A., Shepherd College

M.A., Western Maryland College

Kathy Forrest (2009)
Program Manager, Emergency Management
B.A., Columbia College

Jennifer Goodridge (2009)
(E Allied Health Program Support Associate

Michael T. Heller (2008)
Program Coordinator, Health and Safety

Cheryl Henman (1993)
(E Program Specialist
A.A., Frederick Community College

Terri B. Householder (1996)
Program Manager, Customized Training
A.A., Frederick Community College
B.A., Hood College;

M.B.A., Hood College

Carl Lichtinger (2009)
Instructional Support Technician, Building Trades
A.S., Frederick Community College

Lynn Orndorff (1990)
Coordinator, Licensure/Certification and Vocational/Technical
Programs

Dana Pierce (2008)
Program Assistant, Construction Management, Building Trades
Technologies Institute

Karen Reilly (2009)
Director of Business Systems and Compliance
B.S., Georgetown University

Leslie Ruby (2004)

Coordinator, Personal Enrichment/Kids on Campus
AA. FIT, New York

B.S., Mercy College

M.Ed, Western Maryland College

Karen Stratton (1997)
CE Program Assistant
A.A., Frederick Community College

Kristi Waters (2007)

Administrative Associate |, Continuing Education & Customized
Training

B.A., University of Maryland

Susan Wood (2004)
IT Program Assistant

* Not Frederick Community College employee
Operations & Institutional Effectiveness

John C. Sheldon (1976)

Associate Vice President, Learning Operations and Institutional
Effectiveness

B.A., Edinboro University of Pennsylvania

M.A., Hood College

M.Ed., D.Ed., Pennsylvania State University

Patti Altmann (1982)
Scheduling Coordinator
A.A., Ashland College

Gohar Farahani (1995)

Executive Director, Assessment and Research

A.A., Santa Monica College

B.A., University of California, Los Angeles;

M.S., California State University, Domingues Hills;
Ph.D., Virginia Polytechnic Institute & State University

Christine G. Gaites (1999)

Administrative Associate Il, Learning Operations Strategic
Planning

A.A., Frederick Community College

B.A., University of Maryland, Baltimore County

Christopher Jacobson (2009)

Assessment Coordinator

B.S., Appalachian State University

M.S., The University of North Carolina Greenshoro

Erin Peterson (2000)

Scheduling Manager

B.A., Washington College

M.B.A., Mount St. Mary’s University

Research Specialist (vacant)

Fred D. Yonker (1996)
Facilities Scheduling Specialist

Learning Support

Debralee McClellan (1993)

Vice President for Learning Support/Chief Student Affairs
Officer

B.S., Shepherd College

M.S.W,, University of Maryland at Baltimore

Ed.D., West Virginia University

Lisa Hildebrand (1989)
Executive Associate to Vice President for Learning Support
A.A., Frederick Community College

Enroliment Management

Sandra L. Smith (1983)

Associate Vice President, Enrollment Management
B.A., University of lowa

M.S., University of Maryland

Rodney Bennett (2006)
(ollege Recruiter/Advisor
B.S., Davis & Elkins College

Pierre F. Bowins (1998)
Senior Designer
B.FA., Maryland Institute, College of Art

Dana Crespo (2007)
Project Manager/Designer
B.FA. Shepherd College

Karen Defibaugh (1984)
Publications Supervisor
A.A., Frederick Community College

Christina Eichelberger (2009)
Web Content Coordinator
B.A., Salisbury University
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Doris Filler (2007)

Administrative Associate |, Recruitment/Qutreach
A.A., Frederick Community College

B.S., Shepherd College

Lisa H. Freel (2002)
Director, Recruitment/Qutreach
B.A., M.S., Western Maryland College

Amanda Glenn (2008)

Marketing Coordinator, Continuing Education and Customized

Training
B.A., University of Mary Washington

Linda J. Morton (2008)
Media Specialist/Writer, P/T

Michael H. Pritchard (1997)

Executive Director, Marketing and Public Relations
B.A., University of Maryland

M.S., University of Maryland University College

Financial Aid

Brenda K. Dayhoff (1979)
Executive Director, Financial Aid
A.A., Frederick Community College
B.A., M.B.A., Hood College

Financial Aid Information Specialist/Veterans Advisor
(vacant)

Cynthia Hart (2007)
Scholarship Coordinator
A.A., Frederick Community College

Sherian Heckert (2007)
Administrative Associate |, Financial Aid

Lori Henry (2010)
Financial Aid Counselor
B.S., Coker College

Judith R. Niebauer (1992)

Financial Aid Office Manager

A.A., Frederick Community College

B.S., University of Maryland University College

Susan L. Stitely (1997)
Assistant Director, Financial Aid

Sharon L. Wallick (2005)
Financial Aid Counselor

A.A., Frederick Community College
B.S., Frostburg State University

Information Technology

Lori Rounds (2006)
Chief Technology Officer
M.A., Virginia Polytechnic Institute & State University

Samuel Appiah (2007)
Help Desk Technician

Kimberly Fisher (2005)

Director of Instructional and Administrative Support Services

C. David Hamby (1974)

Instructional Services Systems Specialist
B.S., Georgia Southern College

M.Ed., University of Georgia

James R. Harris 11 (1999)

Enterprise Application Analyst/Programmer
A.A.S., Frederick Community College

B.S., University of Maryland University College

T Project Director (vacant)

Zhewei Jiang (2008)

Enterprise Application Analyst/Programmer

B.S., M.S., Southwest Jiaotong University

M.S., Ph.D., Southern Illinois University Carbondale

Gary Kelly (1981)

Instructional Services Technology Specialist
A.A., Frederick Community College

B.A., Hood College

M.L.A., Western Maryland College

Carole G. Kreimer (1973)
Telecommunications/Network Administrator
A.A., Frederick Community College

Joseph A. Marshall (2004)

Executive Director, Network Information Security and
Telecommunications

A.A., Charles County Community College

B.S., M.S., University of Maryland University College

Sandra Marshall (2005)
IT Student Support Manager
A.A. Frederick Community College

John McMahon (2007)

Lead Instructional and Administrative Support Technician

Sara Beth Miles (2001)
Enterprise Application Analyst/Programmer
B.B.A., James Madison University

Timothy 0'Keeffe (2009)
Netwaork Systems Engineer

Cindy Osbon (1993)

Director, Web Services

AA., Frederick Community College

B.S., University of Maryland University College

Bradley Paradise (2006)

Enterprise Application Analyst/Programmer
B.S., Frostburg State University

M.S., Hood

Adam C. Reno (2000)
Executive Director, Software Development
BS., Frostburg State University

Ricardo Sanchez (2008)
Instructional Services Technician
A.S., Carroll Community College

Michael Schlosser (2007)
Mac Lab Supervisor
A.A., University of Phoenix

Melissa D. Smith (1999)
IT Office Manager

Jennifer Unitis (2007)
Help Desk Technician
B.A., Strayer University

Bryan Valko (2005)
Instructional Services Project Manager
B.A., University of Maryland, Baltimore County

Lori A. Walker (2001)
Assistant Director, Software Development
B.S., Shepherd College

Dongmei Xie (2002)
Web Master
A.S., Frederick Community College

B.S., The Capitol University, Beijing
M.S., Southeastern University

Joel C. Younkins (1994)

Network Security Engineer

A.A., Frederick Community College

B.S., University of Maryland University College

Student Development

Irvin T. Clark (2009)

Associate Vice President/Dean of Students
B.A., M.S., Cheyney University of Pennsylvania
Ed.D., Morgan State University

Chad Adero (2006)

Director, Multicultural Student Services
A.A., Kirkwood Community College
B.A., University of Northern lowa
M.Ed., Goucher College

Persis Bates (2009)

Multicultural Student Services Advisor/Recruiter
A.AS., B.A., Fairmont State University
M.A., West Virginia University

Janice F. Brown (2001)

Counselor, Office of Adult Services

B.A., Pennsylvania State University

M.A., University of Maryland, Baltimore County

Sandra E. Cavalier (1981)
Director, Office of Adult Services
A.A., Frederick Community College
B.A., Hood College

M.S., Western Maryland College

Counselor/Articulation (vacant)

Brenda Davis (2007)

Service Learning Coordinator

A.A., Frederick Community College
A.A., Montgomery College

B.A., Hood College

Patricia J. Davis (1998)
Administrative Associate |, Student Development
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Marcia A. Dean (2000)

Advisor

A.A., Hagerstown Community College
B.S., Shippensburg University

Lorraine F. Dodson (1998)
Director, Career and Transfer Services
B.S., Pennsylvania State University
M.S., Shippensburg University

Wendy Halperin (2009)
Counselor, Veterans
M.S.W,, Boston University

Shelby V. Harris (2000)
Administrative Associate |, Career and Transfer Services
AA., AAS., Frederick Community College

Anita Harvey (2009)
Student Development Officer Manager
B.A., Hood College

Paul Hunter (2007)
Counselor, Allied Health

B.A., Frostburg State University
M.S., Towson University

Thomas Jandovitz (1984)
Director, Athletics

B.A., Queens College

M.A., Ph.D., University of Maryland

Karen Justice (2009)
Woman to Woman Mentoring Program Coordinator
M.B.A., Norwegian School of Management

Kathryn (Kate) Kramer-Jefferson (2006)
Director, Services for Students with Disabilities
M.A., Indiana University of Pennsylvania

Crystal Lam (2005)

Coordinator, Deaf & Hard of Hearing Services

A.A. With Certificate., The Community College of Baltimore
County

Traci Lowrey (2009)
Certified Interpreter
A.S., The Community College of Baltimore County

Melissa Main (2009)
Assistant Director, Center for Student Engagement
M.Ed., Mount St. Mary's University

Kathryn Manwiller (2009)

Counselor

B.S., University of Maryland College Park
M.S.W,, University of Maryland Baltimore

Marsha Mason-Sowell (1985)
Counselor, Transfer Services
B.S., M.Ed., University of Maryland

Kristi R. Mills (1996)

(ollege Activities Coordinator

A.A., Frederick Community College

B.S., M.B.A., Mount Saint Mary’s College

Rachel Nachlas (2004)

Executive Director, Counseling and Advising
B.S., Frostburg State University

M.S., Western Maryland College

Stella Natale (2007)
Student Advisor/Recruiter
B.S.W,, James Madison University

Cheryl Peterson (2009)
Office Associate I, Student Development

Kathleen Desmond Porter (2007)

Disabilities Specialist P/T

B.S., The Catholic University of America—School of Social
Service

M.A., The George Washington University

Beth E. Reilly (1996)

Career Counselor

B.S., Indiana University of Pennsylvania
M.S., Western Maryland College

Yasmin A. Shikari (2003)

Administration Associate Il, Services for Students with
Disabilities

B.A., Sydenham College, Bombay University

Patricia J. Sumner (1984)
Counselor

B.A., University of Delaware
M.Ed., Western Maryland College

Jennifer L. Ward (2000)
Administrative Associate Il, Office of Adult Services
A.A., Frederick Community College

Jason Weddle (2008)

Athletic Trainer/Assistant Athletic Director

B.S., Salisbury State University

M.A., The University of Alabama at Birmingham

Jeanni Winston-Muir (1990)

Director, Center for Student Engagement/Student Life
B.S., Frostburg State University

M.A., Seton Hall University

Elizabeth Worden (2008)
Administrative Associate |, Athletics
B.A., University of Maryland

Welcome & Registration Center

Kathy J. Frawley (1996)
Associate Vice President, Student Operations/Registrar
B.A., M.S,, State University of Oneonta, New York

Melanie Christenson (2006)
(ollege Information Center Assistant
A.A., Frederick Community College

Linda G. Crough (2001)
Registration Center Coordinator
A.A., Frederick Community College

Melissa Ensminger (2006)
Transcript/Registration Specialist
B.S., Towson University

Tonya R. Ervin (2005)
Assistant Registrar
B.A., University of Tennessee, Knoxville

Erin L. Frank (2001)
College Information Center Assistant
A.A., Frederick Community College

Beverly Grubbs (1983)
Transfer Evaluator Coordinator
B.A., Lynchburg College

Harriette L. Mathews (1997)
(ollege Information Center Manager

Jean Munshour (1971)

FEMA Specialist

A.A., Frederick Community College
B.A., Hood College

Amy Pearson (2007)
Office Associate Il, Welcome & Registration Center
A.A., Frederick Community College

Karen Peterson (2007)
Welcome Center Assistant
B.A., University of Maryland Baltimore County

Katelyn Piper (2008)
(ollege Information Center Assistant
B.A., University of Delaware

Sandra Rajaski (2010)
Transfer Evaluator
M.A., University of lllinois at Springfield

Saran Smith-McLaughlin (2006)
Office Associate Il, Welcome & Registration Center

Marie Staley (1989)
Manager, Admissions and Registration Operations
A.A., Frederick Community College

Deirdre Weilminster (2004)
Associate Registrar
B.A., M.A., Hood College

Administration

Douglas Browning (2007)
Vice President for Administration
B.S., University of Baltimore
(PA, State of Maryland

Linda Seek (1990)
Administrative Projects Coordinator

Budget

Jerry Garbinski (2007)

Budget Officer

B.S., Brigham Young University
M.B.A., Frostburg State University

Campus Development

Samuel Young (2005)
Executive Director, Facilities Planning
B.S.E., Johns Hopkins University
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Lori Thompson (2008)
Assistant Director, Facilities Planning
B.Arch., Howard University

Fiscal and Auxiliary Services

Deborah Dickinson (2005)

Associate Vice President, Fiscal and Auxiliary Services

B.S., Pennsylvania State University
(PA, State of Maryland

Jane Beatty (2006)
Accounts Receivable Manager
A.A., Frederick Community College

Verna Bernoi (2001)

Senior Accountant/Foundation
A.A., B.S., Columbia Union College
(PA, State of Maryland

Teresa Bickel (2005)
Director, Children’s Center
M.S., Hood College

Shawn A. Chesnutwood (2001)
Senior Accountant, P/T

B.S., Johnson and Wales University
M.B.A., Frostburg University

(PA, State of Maryland

Sarah M. Clopper (1999)
Finance Associate
A.A., Frederick Community College

Barbara M. Cramer (1999)
Finance Associate
A.A., Frederick Community College

Brenda Cunningham (2009)
Student Accounts Associate
B.A., University of Maryland Baltimore County

Brandon Droneburg (2009)
Bookstore Shipping and Receiving Assistant

Catherine Florimbio (2007)
Assistant Director, Children’s Center
B.A., La Roche College

Rhonda J. Geesaman (2005)
Payroll Specialist

Barbara Herald (2006)
Staff Accountant
A.A., Montgomery College

Fred Hockenberry (2008)
Director, Bookstore Services

Jennifer Knight (2007)

Student Accounts Associate

A.A., Frederick Community College

B.S., University of Maryland University College

Trudy L. Lyles (1995)
Office Associate Il, Bookstore
A.A., Frederick Community College

Kimberly Madden (2007)
General Merchandise Buyer
B.A., Wake Forest University

Tonyia McClellan (2008)
Finance Associate

Donna Mortimer (1987)
Bookstore Manager

A.A., St. Mary’s College of MD.
B.A., Juniata College

M.A., S.UN.Y., New Paltz

Regina 0'Rourke (2009)
Student Accounts Associate

AA., Frederick Community College
B.A., Hood College

Donna S. Sowers (1989)
Food Service Manager
B.S., Shepherd College

Patricia Standifer (1969)
Finance Business Systems Analyst
A.A., Frederick Community College

Rebecca M. Stottlemyer (2003)
Senior Accountant, P/T

B.S., Salisbury University

C.PA., State of Maryland

Student Account Associate (vacant)

Linda F. Subramanian (2000)
Accounts Receivable Specialist
A.A., Frederick Community College

Sandra D. Toms (2000)
Assistant Manager, Food Service

Wendy Tresselt (1987)
Assistant Manager, Bookstore
AA., Frederick Community College

Jane Wolfe (1991)
Payroll Manager
A.A., Frederick Community College

Human Resources

Donald C. Francis (2004)

Associate Vice President, Human Resources
B.S., Culver Stockton College

M.A., Webster University

Bonnie Dudrow (1983)

HR Associate

A.A., Frederick Community College
B.A., Hood College

Diana Oliver (2007)
Assistant Director, Human Resources
B.A., Hood College

Daniel J. Smith (2005)

HR Recruitment Manager

A.A., Valencia Community College
B.A., M.A., Rollins College

Plant Operations

Curtis Sandusky (1981)
Director, Plant Operations

Sandra Ambush (2010)
Custodian, 3rd Shift

Maurice Ayers (2010)
Custodian, 3rd Shift

Dave Barr (2009)
Custodial Shift Supervisor, 3rd Shift

Ross Beehler (2009)
Custodian, 3rd Shift

Jeffrey L. Buhrman (1989)
Custodian

David C. Burdette (2000)
Maintenance Technician/General

Teresa Campbell (2010)
Custodian, 3rd Shift

Anthony Corrieri (2007)
Maintenance Technician/Electrician

John Crawford (2009)
Custodian, 3rd Shift

Dennis Cupp (2008)
Custodian, 3rd Shift

Reynaldo Delaluz (2008)
Custodian, 3rd Shift

Douglas Dozier (2005)
(ustodian

Eugenia M. Fisher (2001)
Custodian

Jacqueline (Jackie) Gadomski-Gibbons (2006)

Custodian, 3rd Shift
A.A., Frederick Community College

Charles Gallion (2005)
Groundskeeper

Grounds Crew Foreman (vacant)

Jackson M. Jenkins (2003)
Custodial Shift Supervisor

Timothy Lafferty (2010)
(ustodian, 3rd Shift

Richard A. Lawrence (1992)
Groundskeeper

Tonya R. Lewis (2003)
(ustodian

Michael Linnemann (2007)
Painter

Frank Lippy (2004)

Maintenance Technician/General (Night)
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Christopher Lucas (2004)
Custodian

David W. Merchant (1999)
Maintenance Technician/Carpenter
B.S., Towson State University

Charles Montgomery (2008)
Building Services Specialist

Nelson Myers (2002)
Maintenance Technician/General

Paul Parsons (2006)
Groundskeeper

Mark Price (2007)
(ustodian

Ted Randolph (2008)
Maintenance Technician/HVAC

Keith J. Rice (1996)
Maintenance Supervisor

Thomas Rippeon (1989)
Custodian

Darrell A. Rollins (1999)
Custodian

Mary Sawyers (2008)
Administrative Associate |, Plant Operations

Larry A. Smith (1995)
Custodial Supervisor

Joseph Summers (2002)
(ustodian

Johnny A. Watkins (1998)
Maintenance Technician/Automotive

Parker Young (2009)
Maintenance Technician/General

Purchasing

Robert Gill (2008)
Purchasing Director
B.S., West Virginia Wesleyan

Accounting Specialist Purchasing (vacant)

Risk Management/Public Services

Walter Smith (1980)

Executive Director, Risk Management/Public Services

Gary Anderson (2009)
Receiving Operations Manager

William Bergan (2010)

Chief of Security

B.A., Mount Saint Mary's College
M.S., Shippensburg University

James F. Concannon (2002)
Security Officer Il, 3rd Shift
B.A., University of Lowell

Sharon Copley (1989)
Office Manager, Risk Management/Public Services

Carman Dotson (2009)
Security Officer Il

Elaine Eurick (1998)
Dispatcher
A.A., Frederick Community College

Kimberly Fields (2006)
Security Officer 1 (Weekend/Holidays)

Charles M. Hanfman (1999)
Environment Health/Safety Coordinator

Wayne Jarvis (2006)
Security Officer |

Richard Linton (2006)
Receiving Assistant

Elyas Malik (2010)

Assistant Director, Risk Management and Public Services
B.A., Seton Hall University

M.A., Fairleigh Dickinson University

Patrice A. 0'Neill (1993)
Printing Assistant
B.FA., Montclair State College

Oscar J. Rojas (2001)
Security Officer |
Ph.D., UNPHV Santo Domingo, Dominican Republic

Joyce B. Sandusky (1981)
Printing Services Manager

Catherine A. Summers (1998)
Mail Room Associate

The listing of faculty and staff is for information purposes
only and does not imply a contractual relationship. Ranks
and titles were accurate as of the time of printing.
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Emeritus

Ms. Rosemarie Alavanja

Associate Professor, Computer & Information
Sciences

Frederick, Maryland

Dr. Suzanne Beal
Vice President for Academic Affairs and Dean
Frederick, Maryland

Dr. Lee J. Betts
President
Quarryville, Pennsylvania

Mr. Gerard Blake

Associate Professor, Program Manager,
Aviation Maintenance

Smithsburg, Maryland

Mr. Michael D. Boyd
Associate Professor, Behavioral Sciences
Deceased

Mr. Richard F. Burgo

Associate Dean, Management & Behavioral
Sciences

Frederick, Maryland

Dr. Tony Chiu
Professor, Chemistry
Walkersville, Maryland

Mr. David G. Clark
Director, Resource Development
Frederick, Maryland

Dr. Cresap Davis
Professor, Business
Deceased

Dr. Shirley Davis
Professor, Science
Damascus, Maryland

Ms. Joan Disburg
Professor, Speech
Deceased

Ms. Louise Doty
Instructor, English
Deceased

Dr. Dorothy V. Elliott
Director of Nursing Education
Deceased

Ms. Neeta Falconer
Assistant Professor, Nursing
Frederick, Maryland

Mr. J. LeRoy Frazier
Manager, Workforce Development
Walkersville, Maryland

Ms. Elizabeth Geiser
Associate Professor, English
Deceased

Ms. Phyllis R. Hamilton
Professor, English
Frederick, Maryland

Mr. Thomas E. Hicks
Professor, Business
Baltimore, Maryland

Ms. Irene Jacobs
Assistant Professor, English
Deceased

Dr. Martin Kalmar
Professor, Mathematics
Deceased

Ms. Agnes Kemerer
Associate Dean, Nursing Education
Deceased

Dr. Jack B. Kussmaul
President
Deceased

Dr. Jon H. Larson
Vice President for Administration
Toms River, New Jersey

Dr. Carolyn Lewis
Associate Professor, Biology
Frederick, Maryland

Mr. Charles R. Luttrell
Professor, Mathematics
Boyds, Maryland

Mr. Gerard Marconi
Associate Professor, Drama
Baltimore, Maryland

Ms. Laura Frances Mayo
Associate Professor, Office Technology
Frederick, Maryland

Ms. Joyce D. Meeks

Associate Dean, Humanities/Visual &
Performing Arts

Frederick, Maryland

Mr. Joseph T. Millington
Professor, Social Science
Follansbee, West Virginia

Dr. Carl H. Mitlehner
Professor, Economics
Deceased

Mr. Donald W. Neel
Director, Plant Operations
Frederick, Maryland

Dr. Harold A. Neufeld
Adjunct Professor, Science
Deceased

Dr. Roberta C. Palmer
Professor, Mathematics
Martinsburg, West Virginia

Ms. May E. Phillips
Professor, Nursing
Gettysburg, Pennsylvania

Ms. Cheryl Potter
Professor, Psychology & Education
Frederick, Maryland

Dr. Harry Prongas
Professor, Social Science
Deceased

Dr. Francis Reinberger
Adjunct Professor, Humanities
Deceased

Ms. Betty Coe Riner-Kulp
Professor, Art
Lawrenceville, Georgia

Dr. B.W. Rodgers
Vice President for Academic Affairs & Dean
Summerfield, Florida

M:s. Priscilla J. Roessler
Associate Professor, Nursing
Deceased

Dr. Albert Samuel
Professor, Biology
Middletown, Maryland

Mr. Francis R. Smith
Professor, Psychology
Sunset Beach, North Carolina

Ms. Marguerite H. Smith
Associate Professor, Social Science
Deceased

Dr. Patricia Stanley
President
The Villages, Florida

Mr. John Stuart
Counselor
Deceased

Mr. William A. Sussmann
Associate Professor, Mathematics
Baltimore, Maryland

Mr. Duval W. Sweadner
President
Deceased

Mr. Richard Thompson
Associate Professor, English
Deceased

Ms. Eugenia Tobin
Assistant Professor, Practical Nursing
Martinsburg, West Virginia

Dr. Rosemary Watson
Learning Specialist
New Market, Maryland

Mr. Allan Windle
Assistant Professor, Drafting Technology
Rohrersville, Maryland

Ms. Maida M.Wright
Professor, Speech Communications
Frederick, Maryland

Dr. Richard Yankosky
Chief Information Technology Officer
Frederick, Maryland
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Campus Maps
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Softball Field

Soccer Field

Soccer Field

Baseball Parking

Baseball Field

A-Administration Hall: College Information Center, Welcome & Registration Center,
Admissions, Cashier, Financial Aid, Counseling & Advising, Veterans Office, President, Other
Administrative Offices

B-Academic Hall: Math Learning Center, Faculty Offices, Classrooms, Career & Transfer
Center in lower B/C knuckle

(—Science-Technology Hall: Science Labs, Computer Labs, Faculty Offices,
(lassrooms, Sara Lee Sandwich Shoppe in upper B/C knuckle

D—Field House: Gymnasium, Weight Room, Classrooms, Athletics, Faculty Offices,
Locker Rooms

E-Conference Center: Large and Small Meeting Rooms, Technology Labs, Mac Lab,
(ontinuing Education & Customized Training

F-Visual & Performing Arts Center: JBK Theater, MCH Art Gallery, Music
(lassrooms & Practice Rooms, Art Classrooms, Faculty Offices

G—Administrative Services: Human Resources, Purchasing, Finance, IT Services,
QOther Administrative Offices

H-Classroom/Student Center: Cougar Grille, Bookstore, Multicultural Student

Services Office, Security, Center for Student Engagement, Student Government Association,

(lassrooms, Honors College, Faculty Offices, Tutorial Services, Student Lounges, The Coffee
Table

K-Children’s Center: Child Care Center

L-Library Building: Library, Allied Health/Nursing Labs, Testing Center, Writing Center,
Video Lab, Language Lab, Faculty Offices, Classrooms, Student Lounge

M-Maintenance: Plant Operations
SH-Sweadner Hall: Lecture Hall

Advanced Workforce Training Center: 200 Monroe Avenue, Frederick, MD 21707;
Building Trades Classrooms, General Classrooms, Offices
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2010/20171 Academic Calendar

Fall Semester 2010

Spring Semester 2011

Fall Convocation - College offices open at 10 a.m.
New Student Convocation

First day of fall classes

SePt A No classes—College closed

SEPL S (ollege closed

SEPL B Labor Day—College closed

NOV. 2 oo Election Day—No classes

NOV. 4. No classes—College offices close at 4:30 p.m.,

(ollege closes at 11 p.m.
Nov. 25 - Nov. 28....... Thanksgiving break—College closed

)T S Winter Holidays Luncheon
Offices closed from 11:30 a.m.—1:30 p.m.
DeC 1 oo Last day of fall semester classes
DeC. 13 oo Fall Make-up Day
DeC. 2T oo College offices close at 4:30 p.m., College closes at 11 p.m.

Dec.22-Jan. 2......... Winter Break—College closed

Jan Term 2011

JAN. 3 College opens; First day of Jan Term classes
Jan 15 e, Last day of Jan Term

JAN 7 e, Dr. Martin Luther King Day - College closed
Jan. 1819, Jan Term Makeup Days

JaN. 22 First day of spring semester classes

Feb 1 Celebration of Excellence & Spring Convocation 1:00 -
2:30 p.m. College offices closed during that time

Feb 18 Spring Convocation Makeup Date

Mar 14 Spring Break—College offices open

Mar 15 e Spring Break—College offices close at 4:30 p.m., College
closes at 11 p.m.

Mar. 16-20........... Spring Break—College closed

May 13 e Last day of spring semester classes

May 16-17 ... Spring Makeup Days

1 A D— Commencement

Summer Sessions

May 24 First day of 12-week session

T —— (ollege offices close at 4:30 p.m., College closes at 11 p.m.

May 28-30................. Memorial Day—College closed

JUNe 4o, First day of 1st 3-week, Tst 5-week, 6-week, 8-week,
&10-week summer sessions

June ... Last day of first 3-week term

JUY T College offices close at 4:30 p.m.,
(ollege closes at 11:00 p.m.

ly2-4 Independence Day—College closed

JUY S First day of 2nd 3-week session

WY T Last day of Tst 5-week session

Y T2 First day of 2nd 5-week session

JUY 18 Last day of 6-week session

JUY 25 e Last day of 2nd 3-week session

AUG. T Last day of 8-week session

AUG T Last day of 2nd 5-week and 10-week sessions
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