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Dear Chatfield Student:

On behalf of the Ursulines of Brown County, the Chatfield College Board of Trustees, and the faculty and staff, I welcome you to Chatfield for the 2011-2012 academic year. We are pleased to have you here!

You will find yourself a part of a vibrant and exciting community of learning, where students, teachers and staff interact in a cordial and friendly manner.  Take advantage of all the opportunities before you. .  Get to know your fellow students and learn from one another. Talk about your dreams and aspirations for the future. With hard work and perseverance, your dreams can come true here.  Should you ever become discouraged, reach out to our faculty or staff.  We care about you and are here to help you.

Your education will be with you, always and forever. Above all, enjoy your Chatfield College experience.  

Sincerely yours,

John P. Tafaro  J.D.

President
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Mission and History
Mission  
The Mission of Chatfield College is to empower students who might best succeed within our supportive, small college experience.  Success is demonstrated through the achievement of established learning outcomes in a liberal arts education grounded in our Catholic heritage.

Chatfield College is the only private, Catholic, three-year liberal arts college in the State of Ohio. Chatfield is coeducational with a main campus in St. Martin, Ohio, the Findlay Market degree site in downtown Cincinnati, and off-site programs.

Chatfield is authorized to grant the Associate of Arts Degree in Liberal Arts. At the St. Martin campus students can choose concentrations in business, human services, early child education, or liberal arts. The Associate of Arts in Liberal Arts is offered at the Findlay market degree site.  

History
Chatfield’s service in community education spans more than 160 years.  In 1845, a group of Ursuline Sisters, dedicated to education, came to Ohio from Europe.  Their leader, Sister Julia Chatfield, founded the Ursuline Convent in St. Martin, Ohio. The community immediately began construction of a log cabin school in the Brown County wilderness.

From that foundation, the educational mission of the Ursulines of Brown County has reached children and adults through the public school system, a boarding school, summer camp, counseling, and community development.

In 1958, the Ursuline Sisters founded the Ursuline Teacher Training Institute to provide a foundational liberal arts education for members of their Ursuline order.

In 1971, in direct response to the community, the Ursuline Teacher Training Institute opened its doors to the public and changed from being a college for those in religious service to serving the community as a whole.  At this time, the institute was renamed Chatfield College, in honor of Sister Julia Chatfield.

In 1999, the college received accreditation to offer the Associate of Arts degree at its Cincinnati site in metropolitan Cincinnati.  Chatfield serves a diverse student body at both its locations, and has given many students a caring and nurturing environment within which to begin college.

Today, Chatfield College continues the Ursuline tradition of education for all.  The college is a member of the Greater Cincinnati Consortium of Colleges and Universities, and credits earned at Chatfield are easily transferable to other accredited institutions.  Chatfield College is an independent Roman Catholic college that welcomes all students.  Chatfield is accredited by the Higher Learning Commission, 30 North LaSalle Street, Suite 2400, Chicago, Illinois 60602, and is governed by a Board of Trustees composed of Ursulines, business leaders, educators and other professionals from the greater Cincinnati area.
STATEMENT OF PURPOSE
Chatfield College will enable its students to become learners, leaders, and active, contributing members of society.

We will achieve that purpose in an environment that is affordable, flexible to students’ needs, resourceful, and safe.

Through the successful pursuit of our commitment, we expect that our graduates will be:

· Well grounded in the liberal arts

· Desired additions to other colleges and universities and professions

· Better prepared to lead active and successful lives

· Able to understand the importance of, and take part in, personal leadership efforts within their communities

The following are a list of the learning outcomes that will enhance the lives of Chatfield graduates:

LEARNING OUTCOMES

1. Chatfield graduates will be able to evaluate and integrate relevant information from a variety of sources.

2. Chatfield graduates will be able to analyze and synthesize information and present it both orally and in writing.

3. Chatfield graduates will be able to utilize computer applications.

4. Chatfield graduates will be able to apply principles of the scientific method and the mathematical process.

5. Chatfield graduates will be able to apply economic principles and interpret history and culture. 

6. Chatfield graduates will be able to analyze and evaluate ethical values and ecumenical beliefs and be able to seek their own.

ASSESSMENT

The assessment program at Chatfield defines and measures the college’s mission and educational goals. Chatfield College strives to enable its students to become learners, leaders, and active, contribution members of society. Assessment data are used to improve the student learning and student services. Chatfield students are asked to participate fully in all assessment activities, including surveys, focus groups and course evaluations.
General Information
Introduction

The Student Handbook, found on-line, is provided to assist you while you are a student at Chatfield College.  The material found in the Student Handbook is only part of the information needed by a student.  We recommend that all students, full or part-time, become familiar with all College policies that impact life on campus.
The Campus

Chatfield is a non-residential college located in rural St. Martin and in downtown Cincinnati.  The St. Martin Campus is located on the grounds of the Ursuline Sisters in northern Brown County.  Chatfield’s Cincinnati Degree site is located in the historic Findlay Market area downtown.

The Region Chatfield Serves

Chatfield draws students from downtown Cincinnati, and Adams, Brown, Clermont, Clinton, Hamilton, Highland, and Warren Counties.  Most of this area was designated as part of Appalachia by Congress in the Appalachian Development Act of 1965.

The Students

Chatfield students have a variety of backgrounds.  They are male and female, coming from all across the region.  Some of our students come to Chatfield immediately after they receive their high school diploma or GED; others have been away from school for a number of years before they decide to attend college; yet, others are PSEO students attending high school and college.  Some of our students are working full time in addition to their college studies.  Some are juggling family responsibilities as well.

Approximately 60% of Chatfield graduates transfer to four-year colleges.  Many are valuable employees at Procter & Gamble, Ford Motor Company, American Showa, National Bank & Trust, General Electric, and many more.  Others have chosen the teaching profession and are teaching in many area school districts.


Students attend Chatfield for many reasons:

· To move directly to a four-year institution to pursue a bachelor’s degree.

· To improve job opportunities.

· To improve the quality of their lives through broadening their knowledge and experiences.

· As an investment in their children by bringing education into the home.

· For personal growth.

The Staff/Faculty

Chatfield College recognizes that each student brings a unique set of educational needs and goals.  Because Chatfield is a small school, the staff and faculty are able to address these individual needs and goals.  The faculty and staff consist of approximately 80 professional men and women who are committed to serving the adult learner.  Faculty members have been at Chatfield an average of 7 years.  
Calendar, Credit, and Course Load

Chatfield College operates on a semester system.  The fall and spring semesters are 15 weeks each.  Most courses carry three semester credits and meet 2.5 hours once a week.  Courses held during the shortened summer term, and courses with more or fewer than three credit hours, are adjusted accordingly.  Some programs have offered 9 week accelerated courses which meet for a 4 hour class each week. Two of these accelerated sessions make an 18 week semester. For comparison purposes and evaluation of transfer credits, it should be noted that two semester credit hours equal three quarter credit hours.  Full-time students are required to take a minimum of 12 semester hours per term.  Students may not enroll for more than 18 hours per term.  Exceptions to this rule may be made only under special circumstances.  See the Registrar’s Office for more information.

Campus Phones

Phones available for student emergency use are located in the main office at both locations.

Computer Use

Computers are available for students in the Library/Resource Room at the Findlay Market Campus, and in the Library, Welcome Center Commons, and the Computer Lab at the St. Martin Campus.  Students will receive a User ID and password.  Students must be considerate when sharing computers and only use the computers for legitimate purposes, as defined by the Chatfield College Responsible Use of Information Technology Policy.   

Textbooks

Textbooks are available for purchase online through MBS Direct, an on-line bookstore, at least two weeks before the beginning of each term.  The web address is www.mbsDirect.net.  Payment is due at the time of purchase.  

Some students are awarded enough grant and/or loan money to assist with book expenses in addition to tuition and fee charges.  A student may request a book voucher from the Financial Aid Officer that may be used to charge books through MBS Direct to their student account at Chatfield College.  The book voucher is required each term and must be signed by the student before book charges may be added to the account.

If a student wishes to purchase books through another source, payment is the student’s responsibility.  The College does not sell used books for students.  However, students are welcome to post notices in designated spots on campus about books they wish to sell or to buy used.  Payment for these books is the student’s responsibility.

Communication/Press Releases

Chatfield College routinely releases information to the press and other media about the academic and extracurricular achievements of students.  Any student who prefers that such information not be released should indicate so on the Application for Admission. 
Class Cancellations

Occasionally classes may need to be cancelled due to inclement weather, a power outage or other emergency situation.  Closure decisions will be made separately for the St. Martin and Cincinnati Campuses.  When classes are cancelled, the following radio and television stations will be notified: WCPO/TV, WLW/TV, WKRC/TV, WXIX/TV, WVXU/FM, WLW/AM, WAKW/FM, WINK/FM, WNKR/AM, WNKR/FM, WEBN/FM, WIZF/AM, WKRQ/FM, WUBE/FM, WSAI/AM, WYGY/FM, WGRR/FM, WARM/FM, WAXZ/FM, WSWO/FM, and WAOI/AM.  Students should listen to one of these stations. Because Chatfield students come from many different geographic areas, roads may be clear at the college while dangerous driving conditions exist in other parts of the tri-state.  Decisions about cancellation will be made as early as possible and the college will make all reasonable efforts to notify students of class cancellations.  If classes are not cancelled but hazardous driving conditions exist where the student is located, the student should exercise common sense.   Please call to notify the college if weather conditions prevent you from attending classes.  Under no circumstances should students put their life or property in serious danger in order to attend classes. However, do expect to provide instructors with written excuses and expect some make-up work to cover the classes you missed.  Note: Please do not call the college to ask if we’ve closed due to the weather.
Lost and Found

All students are responsible for their personal belongings.  The College cannot assume responsibility for any personal article left unattended.  Lost items may be claimed at the main office at both locations; articles found should be turned in to the receptionist in the main office.

Communicable Diseases   

The position of Chatfield College toward any illness is one that is compassionate and non-judgmental.  In the case of communicable diseases our goal is to achieve balance in our responsibility to both infected and non-infected people.  Thus, our guidelines are:

1. Persons with highly communicable diseases (such as measles, mumps, German measles, and chicken pox) will leave the campus for the length of time appropriate to the disease.

2. For persons who have diseases of lower communicability (such as AIDS and hepatitis) and short communicability after treatment commences (such as scarlet fever and pink eye) decisions will be made after evaluating the individual case.

Immunization Policy

Chatfield College follows the guidelines recommended by the Immunization Program of the Ohio Department of Health; therefore, all students should have the following immunizations before matriculating: measles vaccine, rubella vaccine, mumps vaccine and tetanus-diphtheria vaccine.

Students with Children
In order to maintain an adult learning climate, students may not bring their children into their classrooms during instruction time.  Information about local childcare facilities is available.  Chatfield College staff will not assume supervision of student’s children and children may not be left unsupervised within the Chatfield College area.  To maximize computer availability for the students, children may not utilize the computers in the library, common area, or computer lab.
Cell Phones

At St. Martin, cell phones should be used only in the student lounge, the student commons, and outside of buildings.  At Findlay Market, cell phone usage should be restricted to the back hallway near the lockers, the area near the elevator, and any place outside the building.  At all class sites, cell phones should be placed on vibrate or silent while students are in the classrooms.
Admissions

General Information

Chatfield College maintains a non-discriminatory, open admissions policy.  Application for admission can be made through either the St. Martin’s or Cincinnati’s Office of Admissions. Or a student can apply online at www.chatfield.edu.  Prospective students seeking admission to Chatfield College are requested to follow these procedures:

1. Request an application for admission from the Office of Admissions.  St. Martin Campus: (513)875-3344.  Cincinnati Degree Site: (513)921-9856. Or apply online at www.chatfield.edu.

2. Complete and return the application with a non-refundable $10 application fee. If the student applies on line the application fee is waived.

3. It is highly recommended that you submit an official high school transcript or GED diploma and scores.  If transferring to Chatfield College, submit college academic records.

4. Schedule an appointment with the Enrollment Coordinator at Cincinnati Degree Site or the Freshman Academic Coordinator at St. Martin to discuss your academic planning and to take a placement test.  Students may not write placement essays on the computer unless the student shows an appropriate IEP.
5. Select specific courses and complete registration form.

6. If applicable, complete financial aid process with the Office of Financial Aid (see Financial Aid section).

7. Complete all financial arrangements with the Business Office prior to starting semester (see Tuition and Fees section).

Chatfield operates on a rolling-admission schedule.  Prospective students are notified of acceptance within four weeks of completing the application process.  Students are encouraged to register early.  Fall registration begins April 10.  Spring registration begins November 1.  Summer registration begins April 10.  Students who wish to apply for financial assistance need to begin the application process before these dates to allow time for processing the financial data.

Students are encouraged to furnish a high school transcript or GED certificate to enroll as degree-seeking students at Chatfield.  If the College does not receive the transcript or certificate without good reason by the start of the semester, the student may, at the discretion of the registrar, be classified as a non-degree-seeking student.  For financial aid purposes, students are required to be a high school graduate, have a GED certificate, or be a PSEO student.
PSEO Policy Statement

Chatfield College welcomes students electing to participate in the State of Ohio Post Secondary Education Option (“PSEO”) program to enroll at our campuses.

All PSEO candidates must complete our Placement Test for English and Mathematics and place in both English 101 and Math 112 to be eligible for admission.

Students may enroll for up to 17 hours of coursework per semester, provided the number of semester hours does not exceed the number of Carnegie Units of enrollment permitted for state reimbursement as determined by the state formula, which takes into account the number of classes taken at the PSEO student’s high school.  

Any Semester Hours of enrollment exceeding 17 semester hours OR exceeding the number of hours determined by the state formula shall be billed to the student at the normal Chatfield College tuition rate.  Chatfield College reserves the right to limit the number of new PSEO students permitted to enroll during any given semester.  

Chatfield College welcomes applications from home-schooled students.  A complete application file includes the following:

1. A completed application with non-refundable $10 application fee, unless applying online.

2. Official verification and documentation of the home school program, including a list of high school courses completed and the assigned grades. Chatfield requires the home-school applicant to be 17 years of age, prior to the fall semester.

Admission Status
Degree-seeking Students

Chatfield College degree-seeking students are those earning college credits toward a degree at Chatfield College.  Other degree-seeking students are those earning college credits with the intent to transfer to complete a degree at another college or university.  Students with prior college credit normally enter as degree-seeking students.  These transfer students must submit, for review, an official transcript from each regionally accredited institution attended.  Transfer credit will be awarded on a course-by-course basis and only for those courses in which the student received a grade of “C” or better.  Courses not offered in Chatfield’s curriculum may be accepted as electives toward the degree at the discretion of the Registrar.  A maximum of 45 semester hours of transfer credit may be applied toward the Chatfield degree requirements.

Special Students

Special students are those who audit hours with no intent to complete a college degree, at either Chatfield or elsewhere.  These students may take a maximum of 15 credit hours, and then must meet with the Academic Dean for permission to continue in the non-degree status.  Transient students are those who are attending another college or university and have been given special permission from that institution to enroll in a limited number of classes at Chatfield on a term-by-term basis.  Students are encouraged to submit a confirming letter from the home institution indicating the student’s academic status and the transferability of the course(s) in which the student is enrolled.  See the Registrar’s Office for more information on admission requirements.

International Students

Although Chatfield does not actively recruit international students, we have enrolled students from several countries in recent years.  With no residence halls and no ESL program on campus, it works best for these students to have sponsors or family nearby with whom they can live and interact in English.  As a rule, financial aid is not available for students in the U.S. on an F-1 visa.  A TOEFL score of 500 to 520 or above is desirable.  The following documents are required for admission of international students:

1. Application for Admission with letter of reference.

2. True certified copies of all certificates, secondary school transcripts and higher education transcripts.

3. TOEFL scores or ESL language center report showing level attained.

4. Affidavit of financial support from family: bank statements may also be required.

5. Description of support from U.S. sponsor.
Affirmative Action Statement

Admission is based solely on the applicant’s qualifications and ability to meet established requirements for admission. Chatfield College does not discriminate against any applicant because of race, religion, age, gender, national origin, or physical handicap.
Financial Aid
Chatfield College strives to provide financial assistance to those eligible students who, without financial aid, would be unable to pursue a college education.  To this end, Chatfield participates in a variety of federal and state programs and also offers institutional aid.  Approximately 80 percent of all Chatfield students receive some financial assistance.  Of full-time students, approximately 75 percent receive financial aid.

The basic premise of financial aid programs is that the primary responsibility for meeting college costs lies with the family.  The ability of the student and/or the student’s family to contribute to the cost of education is determined in the application process.  Many factors are taken into consideration, including the student’s income and assets; parental incomes and assets where applicable; household size; and any resources such as veterans’ benefits, employer tuition reimbursement, and awards from outside agencies.

When Chatfield’s Financial Aid Office determines financial need, the cost of attendance is established, using allowances for tuition and fees, books and supplies, transportation, and living expenses.  The contribution expected from the student’s family is subtracted from this cost of attendance figure.  This computation results in a need figure that results in the financial aid award.  Additional documented costs, such as child care, medical expenses, etc., may be included in the allowances.  See the Financial Aid Officer for more information.

Aid eligibility may increase or decrease from one year to the next, depending on changes in the circumstances of the family.  A change in the number of credit hours taken from one semester to the next will also affect the student’s aid amounts for that semester.  Also, in federal and state grant programs, budget appropriations and legislated changes in eligibility formulas may result in an increase or a decrease of the available funds for a given year.  Therefore, applications must be renewed each academic year.

Chatfield’s policy is to counsel students, particularly those in their first year, to be responsible student loan borrowers.  Because our tuition is low (significantly lower than other private colleges in the area) it is often possible to avoid or minimize borrowing.  Institutional grants and scholarship funds are targeted to first and second-year students for this reason.

The Financial Aid Office provides application forms and information, assists students in completing applications as needed, and ensures financial aid requirements are met for students to be eligible to receive the aid needed for their educational costs.  Note: Students are responsible for completing all financial aid paperwork by the requested deadline.  Failure to do so may result in being denied financial aid.  The office should be informed of any additional financial assistance available to applicants from agencies, employers, or community organizations.  While students are welcome to drop in with quick questions when the office is open, appointments should be made for longer discussions.  

Applying for Financial Aid

To receive consideration for financial aid at Chatfield College, the student must:

1. Complete the admissions process.  

2. Complete the Free Application for Federal Student Aid (FAFSA).  These forms are available at high school guidance offices and the Financial Aid and Admissions Offices of many area colleges.  Chatfield’s code number for the FAFSA is 010880.  Students are welcome to ask the Financial Aid representative on their campus to review or assist with applications prior to submission.  The FAFSA may be submitted in one of three ways:

a. FAFSA on the Web – at: http://www.fafsa.ed.gov (PIN number is required or signature page must be mailed to processor) This is the preferred method.
b. The paper application form – brought to the Financial Aid Office where it is transmitted electronically to the processor

c. The paper application form – mailed in the envelope provided to a federal processor (not recommended as this may take up to six weeks for processing)

3.
Complete Chatfield’s Application for Scholarships if the student wants to be considered for institutional aid.  Generally scholarships are awarded by early May for the upcoming academic year.

4.
Provide signed copies of tax returns and other documentation of resources upon the request of the Financial Aid Office.  All information is kept confidential.

Deadlines

It is crucial to be prompt in obtaining necessary forms, sending them to the proper processor, and responding to requests for additional information from the Financial Aid Office.  Processing may take several weeks.

March 15
Full year scholarship application deadline.  The FAFSA is part of this
                        application.

July 1
Priority deadline for applications for non-scholarship seeking students requesting aid for the fall semester.

August 1
Final deadline for fall aid applications.  After this date, applications may be accepted only on a case-by-case basis.

December 1
Priority deadline for spring aid applications for new students.

January 2
Final deadline for spring aid applications.  After this date, applications may be accepted only on a case-by-case basis.

Some types of aid have their own deadlines.  Outside scholarships have varying application deadlines throughout the year.  Students may apply for the Federal Stafford Student Loan after the dates shown above.

Summer Aid  

Limited aid is available for summer enrollment.  Students should inform the Financial Aid Office of their need for assistance no later than April 30 to have the best chance of receiving sufficient grant aid.

Who is Eligible for Financial Aid?

Eligible applicants must be accepted and enrolled as degree-seeking students earning college credit.  No financial aid is awarded for audited courses, to students with four-year degrees, or to Postsecondary Option students.  In addition, applicants must not be in default on any federal student loan or owe a refund on any federal or state grant.

Maintaining Eligibility: Making Satisfactory Progress

Students on financial aid must make satisfactory progress according to the institution’s definition.  Satisfactory progress for financial aid purposes is based not only on the student’s cumulative grade point average (GPA), but also upon the cumulative percentage of successfully completed hours relative to attempted hours.  Refer to the Academic Regulations section for a full description of the college’s definition of Satisfactory Academic Progress.

Note that academic good standing is based solely upon cumulative GPA.  Thus a student may be considered in academic good standing based on a GPA of 2.00 or better, but be placed on financial aid probation based on an insufficient percentage of courses completed (e.g., due to a number of withdrawals).

Financial aid recipients’ GPAs and rates of completion are reviewed at the close of each term.  Those with a cumulative GPA of less than 2.00 and/or an insufficient percentage of completed hours according to the college’s definition of Satisfactory Progress will receive notification of probationary status.  Typically, students will be given one full-time semester, or two half-time semesters, to remedy the situation.

If a student is placed on financial aid probation and sufficient improvement is not made during the specified probationary period, the student is no longer eligible to receive aid for attendance at Chatfield.  A student may make a written appeal to the Student Financial Services Officers, including specific strategies for improvement and accompanied by documentation of extenuating circumstances.

Satisfactory Academic Progress Policy

Financial Aid Satisfactory Academic Progress – 2010-11

To be eligible for Federal Student Aid (FSA) funds, a student must make satisfactory academic progress (SAP) toward completion of a degree.  SAP includes qualitative (grade-based) as well as quantitative (time-related) components.

Academic progress at Chatfield College requires a student maintain a cumulative 2.0 GPA and complete the associate degree within 96 attempted hours (150% timeframe).  For FSA fund eligibility, a student must meet the above requirements, and, in addition, must complete 75% of attempted coursework satisfactorily each term of enrollment.

FSA fund eligible students’ academic records are reviewed for SAP at the completion of fall and spring semesters.

Quantitative: 

All Chatfield courses (credit and developmental) and transfer courses (accepted and listed on the transcript) are counted as courses attempted.  

Courses with final grades of A, B, C, D, P, R, and transfer courses listed on a student’s transcript are considered to be completed satisfactorily.

Courses with grades of F (Failure), NP (Not Passing), WD (Withdrawal), or IP (In Progress) are not considered satisfactory and are not counted as completed successfully; the courses are, however, counted in attempted coursework.  If an unsatisfactory grade is changed to a satisfactory grade, SAP will be refigured during the next SAP review or at the student’s request.

Qualitative:


Cumulative grade point average must be 2.0 or above.

Determination

To determine a student’s SAP for a term, the percentage of all completed versus all attempted courses for a term is determined and GPA is reviewed.  If a student’s GPA is below 2.0 and/or the completion rate is below 75% for the term, the student is allowed one term of enrollment on probation. The student may appeal this decision in writing indicating mitigating circumstances and a plan of completion to the Director of Financial Aid.

Financial aid probation allows the student one term of enrollment to meet the financial aid SAP requirements. Additional requirements may be mandatory:  for example, requiring enrollment in a Study Skills Course, a reduced course load, or weekly meetings with an academic advisor to discuss progress.

At the end of the term of probation the student’s progress is reviewed.  If SAP requirements are met, probation is removed for the next term of enrollment.  If SAP requirements are not met, the student is no longer eligible for financial aid at Chatfield.  The student may appeal this decision in writing indicating mitigating circumstances and a plan of completion to the Director of Financial Aid.

A student, who has been in non-attendance at Chatfield College for one calendar year, may request (in writing) permission to re-enter the college under probation status and receive financial aid.  If at the end of the term, SAP requirements are met, the probation status is removed.  If SAP requirements are not met, the student is no longer eligible for financial aid at Chatfield College.  

Appeal

A student may appeal any decision of unsatisfactory progress by explaining in writing (documentation is required) why he/she believes mitigating circumstances exist.  Mitigating circumstances usually include events beyond the control of the student.  The request will be reviewed to determine if the computation for SAP may be adjusted.  The student will be notified in writing of the decision.  All decisions are final.  

One term of SFA eligibility will be allowed for approved appeals to SAP.  The student must complete 100% of attempted hours during the term and have at least a 2.0 GPA for the term to maintain financial aid eligibility at Chatfield College.  Additional requirements may be mandatory: for example, requiring enrollment in a Study Skills Course, a reduced course load, or weekly meetings with an academic advisor to discuss progress.
Additional Coursework

License or Credential

A student may, upon receiving an associate degree from Chatfield, wish to continue coursework toward a credential or license.  The student must have a signed completion plan from the Site Director or Academic Dean in order to qualify for financial aid for these additional courses.  Only courses required for the license or credential will be permitted for financial aid eligibility.  If the course work cannot be completed within the 126 total attempted hours, financial aid will not be available.

Third Year Courses

Chatfield is accredited for third year level coursework toward a four-year degree.  A student may wish to take third year of coursework after earning an associate degree at Chatfield College.  To receive SFA funds after earning an associates degree, a student must meet with the four-year transfer school and have a signed and accepted Chatfield course list from the transfer school in order to be SFA fund eligible.  A third-year student should be able to complete all needed Chatfield courses toward a four-year degree within 126 attempted credit hours.  Once a student has attempted 126 semester credit hours, their SFA fund eligibility at Chatfield College ends.  If a student cannot complete the approved hours within the 126 attempted hours, financial aid will not be available. At that time, a student should transfer to and receive financial aid from the four-year school.

Satisfactory Progress and Third-Year Study

Because Chatfield offers a third year of study for students who are in the process of transferring to a four-year institution for their bachelor’s degree, students may receive financial aid beyond the maximum of 96 attempted hours which applies to those seeking the Associate of Arts degree (see Standards for Academic Progress paragraph two).  After earning the associates degree, a student must have a written and signed academic plan from the transfer institution outlining courses acceptable to the students’ bachelor degree requirements. It is Chatfield’s policy to continue to provide financial support for students until they are accepted into the chosen four-year program and to facilitate academic advising to aid in efficient transfer without significant loss of credits.  Each case varies; however, in most cases students should be able to complete all needed Chatfield courses toward a four-year degree within 126 attempted semester hours.  After 126 attempted credit hours, students will not receive financial aid.  A student may make a one-time appeal due to a change in concentration in which case they must have an academic plan signed by the Academic Dean or by the Findlay Market Site Director.
Financial Aid for Consortium Cross-Registration

Chatfield participates in a consortium agreement with other colleges in the Greater Cincinnati area.  Chatfield students may use a portion of their financial aid toward a limited number of courses taken at other schools in the consortium.  Consortium enrollment rules must be followed, and courses taken at other institutions must apply toward the degree requirements.  See the Academic Programs section of the course catalog for a listing of the consortium colleges and the procedures for cross-registration.  Students may receive financial aid from one institution only.  The designated home school is the recipient of financial aid funds for the student.  It is the responsibility of the student to ensure that proper payment arrangements are made with the host school.

Types of Aid Available

Grants
Grants are based on financial need and do not have to be repaid. 
Chatfield offers:

Federal Pell Grants:  A federally funded grant determined directly by FAFSA data.  Recipients of this grant may be part-time or full-time and may use Pell funds for books and other education-related expenses if their total aid award is greater than their tuition and fees for a semester.

Federal Supplemental Educational Opportunity Grant (FSEOG):  A federally funded program for students with exceptional need, as determined by the FAFSA.  The Student Financial Services Officers determines the award amount.

Ohio College Opportunity Grant (OCOG):  The Ohio College Opportunity Grant Program (OCOG) provides need-based tuition assistance to Ohio students from low to moderate-income families. This program is a result of the merging of the Part-Time Instructional Grant and the Ohio Instructional Grant, with the intent to increase access to higher education.
Ohio Instructional Grant (OIG):  A state-funded program for residents of Ohio who are enrolled in 12 or more credit hours in a semester.  Funds must be used for tuition charges.  Applicants receive a letter of eligibility from the Ohio Board of Regents after FAFSA data is processed.  This program is now available to students who have previously attended a post-secondary institution.

Chatfield Tuition Assistance Grant (CTAG):  This grant is from Chatfield College funds and is intended to supplement aid for full-time or part-time students whose state and federal grant aid is inadequate.  These funds may be used for tuition only.

Scholarships 

Scholarships, like grants, do not have to be repaid.  They may be awarded on the basis of merit alone, or on a combination of merit and financial need.  Students need not be limited to scholarships offered through Chatfield.  A number of websites and library reference materials list thousands of additional sources for this type of funding.  Any outside scholarship received should be reported to the Financial Aid Office.  The following are administered through Chatfield:

Chatfield College Ursuline Community Scholarships

These $1000 scholarships are awarded to one graduate each from selected high schools in the area Chatfield serves.  This scholarship is renewable for a second year if the student maintains a 3.00 cumulative GPA or higher.  The student must enroll in 12 semester hours each term.

High School Graduate Scholarship

One $1000 merit-based scholarship is awarded from Chatfield College to a full-time high school graduate from each of the following counties:  Adams, Brown, Clermont, Clinton, Hamilton, and Highland.  These are awarded to applicants whose characteristics indicate that they will succeed at Chatfield and benefit from the College’s unique mission, based on the student’s application, references and high school record.  An interview may be required.  They are renewable for a second year, if a 3.00 GPA is maintained.  

Ohio Academic Scholarship

Students apply through their high schools to the Ohio Board of Regents for this merit-based scholarship of $2205 per year.

General Institutional Scholarships  

These are awarded on the basis of academic achievement or promise, leadership potential, community involvement, and financial need.  Selection is considered a part of the overall financial aid awarding process.  Recipients are generally expected to maintain a 3.00 cumulative GPA.  Application must be renewed each year.  Applicants who have not yet earned the associate degree have priority.


Harold O. Craig Scholarship


Sr. Agatha Fitzgerald Scholarship


Sr. Miriam Thompson Scholarship


Sr. Xavier Ladrigan Scholarship


Raymond C. Clark Scholarship


Virgil G. Gifford Family Memorial Scholarship


Lena H. Rosselot Scholarship


Chatfield Opportunity Scholarship


Chatfield Achievement Scholarship


Ursuline Community Scholarship


Ruth Williams Long


Chatfield Tuition Assistance


Davies Foundation


Helen Stiener Rice


Corbin Fund


Lila Gallimore Trust


M & M David Parlin


(Additional scholarships may become available)

Loans

Federal Stafford Student Loans 

These low-interest loans are part of the Federal Family Education Loan Program (FFELP).  They are based on need, as determined by the FAFSA.  Entrance counseling and a promissory note provided by the college are required to process student loans.  After need is established, Chatfield’s Student Financial Services Officers certifies that the application is supported by costs incurred for enrollment during the loan period.  The actual loan is obtained through a lending institution (for example, a bank or credit union) and processed by a guarantee agency according to Federal program regulations.  Stafford loans may be subsidized or unsubsidized, or a combination of both, depending on the level of need.  For subsidized loans, the Federal government pays the interest for the student during in-school periods, grace periods and deferment periods.  For unsubsidized loans, the borrower is responsible for all interest that accrues.  Students must be enrolled in at least 6 credit hours per semester to be eligible to receive a Stafford Loan.  Repayment begins six months after the student drops below half time, withdraws, or graduates, unless special deferments apply.  Contact the Financial Aid Office for applications and details.

Federal Parent Loans (PLUS)
These loans are available to parents of dependent students.  Repayment begins 60 days after the disbursement is made.  Because Chatfield’s tuition is low, this loan is rarely used but is available if needed.  Contact the Financial Aid Office or applications and details.

C. E. Schell Honor Loans

This is a privately funded, no-interest loan for students of moderate means, 15-25 years of age.  Repayment is made to Chatfield College.  As borrowers repay, the original gift from the Schell Foundation is replenished and funds are made available for other students.

Vincent Orlando Emergency Loan

This is a short-term loan to help students maintain college attendance in spite of unanticipated and temporary inability to meet costs of books, supplies, child care, or transportation.

Work-study

Students may work part-time for an hourly wage as clerical/receptionist assistants, computer lab assistants, library assistants, or other positions as needed by the College.  Those who demonstrate financial need and who qualify for the Federal Work-Study are paid from Federal funds allocated to the College.  The Student Financial Services Officers, according to the student’s need and the available work, determines estimated earnings.  Earnings are considered part of the financial aid award.

Students may work off-campus in community service under the Federal Work-Study program.  The national “America Reads” initiative encourages students to serve as reading skills tutors in the primary grades of local elementary schools.  Other possibilities include day care workers, elementary math tutors, adult literacy tutors, or senior citizens’ program aides.  Those interested in this type of work should contact the Financial Aid Office well before the beginning of the semester to allow time for arrangements to be made with local agencies.

For those not eligible for Federal Work-Study funding, limited institutional work-study funding is available.  Under this option, students work on-campus only.  This type of work-study is not based on financial need.

Veterans Educational Benefits

Chatfield College is approved by the State Approving Agency for Veterans Training for the education and training of veterans.  Enrollment certification and other documentation needed by veterans should be requested from the Financial Aid Office.  In most cases, 30 to 60 days are needed to process the initial application.

Other Sources of Funding for Education

Chatfield students may also receive assistance from employer tuition reimbursement benefits, the Ohio National Guard Educational Assistance Program, the Bureau of Vocational Rehabilitation, and other agencies that support training and education.  Financial aid applicants must apply to the appropriate organization and report these sources of funding to the Student Financial Services Officers.  

Transferring with Financial Aid

Students seeking to complete a bachelor’s degree at another college should be prepared for earlier deadlines and variations in procedures and policies at the new school.  In many cases, the FAFSA and other materials should be completed in February or early March to assure maximum grant and/or scholarship aid for fall enrollment.

Students who change schools in mid-year can transfer the unused portion of that year’s Federal Pell Grant and Ohio Instructional Grant.  However, the amounts of the awards may be different at the new school, depending upon whether the school is public or private or operates on the semester or quarter system.  The new school’s code must be added to the FAFSA data to allow the school to request funds in the student’s name.   

Student loans may not be transferred.  Transferring students who wish to continue borrowing must complete a new promissory note and have loan eligibility certified by the new school according to costs of attending there.

Tuition and Fees
Chatfield College is a non-profit institution of higher education.  The tuition and fees paid by the students cover only part of the costs of providing instruction.  Funded projects and individual donations to the College help to meet the remaining portion of the costs.  Chatfield strives to keep student costs as low as possible while maintaining high academic standards.

Tuition and fees for each academic year are established by the Board of Trustees.  Tuition costs and fees are listed in each term’s schedule of classes.  Any changes in tuition and/or fee costs are ordinarily effective at the beginning of the fall semester.  

Student enrollment is a four-part process that must be completed each semester.

1. Advising – meet with an advisor to select courses

2. Financial aid – if applicable, meet with the Financial Aid Officer on campus

3. Payment Arrangements – meet with the Student Accounts Officer to review options for paying charges

4. Registration – schedule classes and submit the Registration form to the Registrar

Student Billing

Payment arrangements with the Finance Office are due thirty (30) days prior to the beginning of classes.  After registration is complete, the Finance Office mails student statements with initial schedules on a monthly basis.  Students are strongly encouraged to make payment arrangements early to avoid delays or problems during the beginning week of classes.  Students registering within the thirty days prior to classes and/or the first week of classes are required to arrange payment at the time of registration – see the Student Accounts Officer or the Financial Aid Officer at your campus.

Chatfield College provides a variety of payment options including:

1.  Payment in full upon receipt of statement or upon registration by cash, money order, check, credit card (Visa or Master Card), or other electronic banking means.

2.  Payment plan arranged with the Business Office through the college payment plan management agent.  The general policy is:

a.  20% of total tuition and fees thirty days prior to classes beginning or upon registration, and

b.  Equal payments during the semester for the remaining tuition and fees – with all charges paid by the end of the term


3.  Payment through federal, state, and/or institutional financial aid programs*


4.  Payment through employer reimbursement**


5.  Payment through outside sources


6.  Payment through special arrangements approved by the Finance Director

* Financial aid rewards are credited to a student’s account on a term-by-term basis based on registration status.  Grant, scholarship, and loan funds are applied directly to the student account and used to pay Chatfield charges.  Students are responsible for any remaining balance that financial aid funds do not cover.  When all College charges are paid, financial aid funds in excess of the college charges are mailed to the student at the address listed in the College’s computer system.

Students have until the end of the drop/add period each term to arrange payment.  If payment arrangements are not made by the end of the drop/add period, the student is dropped from all classes.  Reinstatement into classes is possible upon satisfactory payment arrangements.

Holds are placed on grades, transcripts, and future registration for any student not making payment arrangements or not completing arrangements.

**Employer Tuition Reimbursement
We will no longer delay payment for a student with employer reimbursement.  Unless special provisions are made, a student will need to arrange payment through financial aid (grants and/or loans) or set up a payment plan with student accounts.  Special consideration is being made for current students with previous arrangements (i.e. L&M Farm students).
It is the student’s responsibility to apply for tuition reimbursement with their employer and to submit to the employer grades or other required documentation at the end of the term.  The employer reimbursement will go to the student and can be used to pay their next term of enrollment or to pay on student loans if borrowed.
This applies to employer reimbursement benefits.  If an employer has a tuition payment benefit (paying upfront for the student), we will continue to provide documentation to the employer on behalf of the student.

Auditing Students

Auditing students must pay in full at the time of registration. The fee is $100 per credit hour.
Senior Citizen Discount

Chatfield offers a 50% reduction on tuition to students age 65 and over.  This applies to credit and audit hours.

Payment

Payments should be sent to:  Finance Office, Chatfield College, 20918 State Route 251, St. Martin, OH 45118.

Withdrawals and Refunds 

Tuition charges and financial aid awards will be adjusted for students who withdraw from some or all of their classes.  A student who withdraws from a class must follow the procedures established by the Registrar’s Office by completing a Change of Schedule form.  Chatfield will consider the date of withdrawal to be the date the student begins the official withdrawal process by completing the Change of Schedule form, or the date the student otherwise notifies the Registrar of the decision to withdraw.

Full Withdrawals
Students may completely withdraw prior to the start of the semester and receive a complete refund of charges paid.  Students who begin attending and then drop all classes within the official Drop-Add period are not charged tuition or fees.  The Drop-Add period for a given semester will be listed on the academic calendar.  Students who withdraw from one or all classes after the drop/add period are charged full tuition and fees.

The point in the term referred to as the “withdrawal deadline” on the academic calendar is usually the end of the eleventh week of the semester.  This date may be later than the 60 percent point, which is calculated according to calendar days for purposes of financial aid adjustments.

Students who receive financial aid funds and who withdraw or do not complete all of the classes for which they are scheduled may be required to return federal aid funds.  If the withdrawal is during the first 60% of the term, the Title IV refund calculation is required.  If the withdrawal is at 61% or later in the term, a title IV refund calculation is not required.  Funds are returned to the federal aid programs in the following order:


Unsubsidized FFEL (Stafford) Loans


Subsidized FFEL (Stafford) Loans


FFEL PLUS Loans


Federal Pell Grants

Federal Supplemental Educational Opportunity Grants (Federal Work-Study earnings are not subject to requirement of return of funds.)

The Financial Aid Office is required to adjust charges and financial aid based on the date of withdrawal or non-attendance.  If a student received Federal (Title IV) financial assistance greater than the amount of the institutional charges, some or all of the Federal Aid may be required to be returned to Federal programs.  A student is notified by the Financial Aid Office within 30 days of the end of the term if a return of the Title IV funds is required.  If repayment is required and is not, the student becomes ineligible for further Title IV financial aid until the repayment is made.

Financial aid for Chatfield, including scholarships, grants, and loans, is also subject to reduction for withdrawal up to the 60% point in the term.  Institutional work-study earnings are not required to be returned.

Payment of Excess Financial Aid Funds to Students

The principal use of financial aid funds is to help eligible students pay for direct college charges, which include tuition, fees, and, in some cases, books.  Some types of financial aid such as Federal Stafford Loans, Federal Pell Grants, Federal Supplemental Grants, and some outside scholarships are initially received by the College but may be applied to education-related expenses incurred by student, such as transportation, child care, and general living expenses.  

In the financial interest of the College, our standard policy has been to apply aid funds as they are received to first cover student’s direct charges.  If a student’s funds accumulate over and above the total semester charges, that credit balance (i.e., excess aid) is issued to the student.  Students may request, in writing, that credit balances be held for use in a subsequent term.  

We recognize that some students encounter significant financial hardship if the funds they anticipated for personal education-related expenses are not available at a predictable point in the semester.  Therefore, we will approve partial disbursement of expected credit balances in advance of actual receipt of funds according to the following conditions:


1.  Expected final credit balance must be greater than $300.00.

2.  Student desiring advance disbursement must make request to the Financial Aid Office in writing.  (This is not required for regular disbursements of excess aid, where all funds are received and the credit balance has occurred.)  Request will be granted if other conditions are met.

3.  Advance disbursement will be no more than 50% of the expected final credit balance.  The Business Office will make the initial disbursement during the eighth week of the semester, and it will be mailed to the student’s home address.  The remainder of the expected credit balance will be paid to the student when the actual funds are received.  

4.  Class attendance records will be monitored through the term, and just prior to planned disbursements.  If no record has been received for a class, or if the student has failed to attend three or more class meetings in more than one class prior to midterm, no advance disbursement will be made unless it is cleared through additional investigation by the Financial Aid Director.

5.  No advance disbursement will be made if the student has not completed required steps in the financial aid process, including:


Submission of high school completion document


Completion of FAFSA data verification process if selected


Completion of all steps for loan eligibility


Correction of omissions or errors in FAFSA data

If the student does not complete the term or otherwise becomes ineligible for the funds that have be disbursed to him/her, the student may be liable to return the funds to Chatfield College or to the U.S. Department of Education.

Consortium Cross-Registration and Withdrawal

Chatfield students who are cross-registered for a class or classes offered by another Greater Cincinnati Consortium institution must follow official withdrawal procedures at both Chatfield and the host institution.  Since Chatfield is billing the student in such cases, refunds and adjustments to financial aid will be calculated according to Chatfield’s procedures. If the student initiates withdrawal procedures at the two schools on different dates, the earlier of the two dates will be used as the basis for refunds.

Academic Regulations
Students are responsible for acquainting themselves with the regulations of the College as outlined in the student handbook.  Ignorance of the regulations does not excuse any student from responsibility for abiding by the academic norms.

Chatfield College shall promulgate, subject to the control of the Board of Trustees, the academic requirements for graduation, the conditions leading to and attendant upon academic probation, and the requirements for student honesty and originality of expression.
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2011-2012 Academic Calendar

Fall Semester 2011
Registration Period
                                                     Monday, April 1- Friday, August 19



Financial Aid & Scholarship Application Deadline
          Friday, August 5


    

All Faculty Meeting at Findlay Market site                           Thursday, August 18   

 Semester Classes Begin
                                                     Monday, August 22

              

Labor Day Holiday, No Classes, Offices Closed
          Monday, September 5
Last Day to Add/Drop



          Friday, September 2

Homecoming
                                                                    Saturday, October 15  
                                                             

Midterm Progress Reports Due


          Monday, October 17  


            
Last Day for Official Withdrawal
                                       Monday, Nov. 21  

             

Thanksgiving Holiday, No Classes                                         Tuesday-Friday, Nov22-25  

Offices Closed                                                                         Thursday Nov. 24 & Friday, Nov.25  

Classes End




          Saturday, December 10  

Grades Due




          Tuesday, December 13  

Christmas Holiday, Offices Closed


           Friday, December 23 

Offices Re-Open




           Tuesday,  January 3, 2012
Spring Semester 2012

Registration Period


                          Tuesday, September 6 – Friday, January 13
              

All Faculty Meeting at St. Martin campus       
            Thursday, January 5  

Financial Aid & Scholarship Application Deadline
            Monday, January 9
 

All Faculty Meeting at St. Martin campus       
            Thursday, January 5  

Martin Luther King, Jr. Holiday, Offices Closed
             Monday, January 16 

Classes Begin


                                         Tuesday, January 17

Last Day to Add/Drop



             Friday, January 27

Midterm Progress Reports Due


             Monday, March 12


Easter Break, No Classes                                                          Tuesday April 3 – Friday, April 6  

Easter Break, Offices Closed              

             Wednesday April 4 - Friday, April 6

Last Day for Official Withdrawal


             Friday, April 20


Last Day of Classes



             Saturday, May 5

Grades Due




             Monday, May 7

Graduation




             Saturday, May 12 

.

Summer Session 2012
Registration Period                                                     

Monday, January 30 - Friday, June 1


Financial Aid & Scholarship Application Deadline
            
 Monday, May 4
Memorial Day, No Classes, Offices Closed

            
Monday, May 28
Classes Begin





Monday, June 4
Last Day of Add/Drop                                                                 Friday, June 8

Independence Day, No classes,  Offices Closed                          Monday, July 4
Last Day for Official Withdrawal
                                            Friday, July 13

            
  

Classes End




               Wednesday, July 25
Grades Due




               Monday, July 30
Core Requirements

Below is a list of the core requirements which all students must complete before graduation. Your advisor will work with you to schedule these classes appropriately.

General Education Core Requirements
Completed    

                                                     
   Course
Planned

_______GEN105 Cornerstone                                        1   
__________                   __________
               (Effective Fall 2007)

_______ENG 101 English Composition I 
    3
__________
__________

_______ENG 102W English Composition II
    3
__________
__________

_______SPE 105 Oral Communications
    3
__________
__________

_______INF 125Introduction to Computers orINF225  3
__________
__________                 

_______Religious Studies Elective
    3
__________
__________

_______Philosophy Elective
    3
__________
__________

_______Literature OR History Elective
    3
__________
__________

_______Art, Music, OR Theater Elective
    3
__________
__________

_______Sociology OR Psychology Elective
    3
__________
__________

_______Political Science OR Economics Elective
    3
__________
__________

_______(BUS128 for liberal arts concentration
    3
__________
__________
                  after fall 2009)

_______MAT 125 
    3
__________
__________

_______Science Elective
    4
__________
__________

_______ GEN205 Capstone                                            1               __________                    __________
Total 
  39 credit hours
(*Students enrolled before Fall 2007 will not be required to take GEN 105 and GEN 2005).

In addition to these 39 credit hours of  General Education Core Requirements you must complete a minimum of 25 credit hours in one of the following 4 concentration areas for a TOTAL of 64  credit hours to achieve an Associate’s Degree: Liberal Studies, Early Childhood Education, Business, and Human Services 

 LIBERAL STUDIES CONCENTRATION        
25 Cr. Hour

Completed – hours/semester       Course

____________ 3  ______   BUS 128 Personal Economics (starting Fall 2009)                                                                            _______________________________________         _________________________________

_______________________________________         _________________________________

_______________________________________         __________________________________

_______________________________________         __________________________________

_______________________________________         __________________________________

Academic Concentration: A group of required courses for the Associate’s Degree designed to focus knowledge in a particular area of study. Chatfield concentrations are not equivalent to the major in a baccalaureate program but each of Chatfield’s concentrations is designed to transfer easily into baccalaureate programs at colleges in our region.

Completed         Business Concentration                         25 Cr. Hrs.
  Planned

______BUS 101 Principles of Accounting I
                 3 
__________

______BUS 102 Principles of Accounting II
                 3

__________

______MAT121 Elements of Statistics
                 3
                                       __________

______BUS236  Business and Society                                        3                                        __________

______BUS 253 Microeconomics
                 3

__________
______BUS 254 Macroeconomics
                 3                                        __________

______BUS 271 Principles of Management
                 3
                                       __________

______BUS 275 Principles of Marketing
                 3

__________

______ Any Elective                  
                 1 or more
__________

Completed        Early Childhood Education                   29 Cr. Hrs.                                 Planned



______EDU 102 Foundations of Education
                  4

__________

______EDU/HUS 108 Health, Safety, and Nutrition
                  3                                       __________ 

______EDU/PSY 211 Child Development
                  3

__________  

______EDU/PSY 241 Educational Psychology
                  3

__________
______EDU 215 Programs & Practices in Early Childhood        3                                        __________

______EDU 217 Instructional Technology                                   3                                        __________                                                                   

______EDU 227 Literature for Young Children
                  3

__________ 
______EDU/PSY 241 Educational Psychology
                  3

__________ 
______EDU 251 Phonics & Structure of the English Language  3
__________ ______EDU/SOC 337 Com, School, & Family Diversity            4                                       __________                                                         
Completed      Human Services Concentration               25 Cr. Hrs                                   Planned
______HUS 101 Introduction to Social Work/HS
                3

__________
______HUS 108 Health, Safety, and Nutrition
                3

__________

______PSY 101 General Psychology
                3 

__________

______PSY 212 Adolescence and Adulthood Development     3

__________

______PSY 216 Human Relations
                3

__________
______SCI 212 Human Biology
                4

__________

______SOC 101 Introduction to Sociology
                3

__________
______An elective                                                                       3                                        __________

Suggestions: PHI 211, POL101, POL 113, PSY 340, or SOC 235

*Courses required for a concentration may meet a Core requirement also, but the hours do not count twice, so another course must be taken to make up the hours.

Cornerstone and Capstone
Beginning with students entering Chatfield College in the Fall Semester of 2007, we began the new requirements for graduation that include both GEN105 – Cornerstone, and GEN 205 – Capstone, courses. Both courses will be required for every student to complete before graduation. The Cornerstone course MUST be taken the first semester and the Capstone course will be taken in the last semester, or the next to last semester. Each course is 1 credit hour.

Therefore the total hours for graduation with an Associate’s Degree was increased from 62 to 64 credit hours for students entering Fall 2007 semester or later.

Another component of this requirement will be a portfolio to be completed by the students during their time here at Chatfield. They will begin the portfolio in the Cornerstone course and complete and present the finished portfolio in the Capstone course. The portfolio will be managed online by the student and their advisor. The capstone course will give students an opportunity to reflect, demonstrate newly acquired skills, present themselves professionally and celebrate their successful achievements with Chatfield. 

Social Work Assistant Curriculum
Chatfield College offers a series of courses approved by the Social Worker Professional Standards Committee of the Ohio Counselor, Social Work & Marriage and Family Therapist Board.  These courses provide an opportunity for graduates earning the Associates Degree to work in the Human Services fields while completing their Bachelor Degree coursework.

According to the Ohio Revised Code, A Certified Social Work Assistant registered in the State of Ohio may legally work as follows:

§ 4757.26. ORC Authorized activities of independent social worker, social worker or social work assistant.
D)  A person who receives a certificate of registration to practice as a social work assistant is not authorized to engage in the practice of social work. A social work assistant, under the direct supervision of a psychologist, psychiatrist, professional clinical counselor, professional counselor, independent social worker, social worker, or registered nurse who holds a master's degree in psychiatric nursing, may provide human, social, and community services that include intake assessment and referral, screening, crisis intervention and resolution, community support, case management and outreach, record keeping, social assessment, visual observation of an individual in the individual's environment, assistance in facilitation with groups and families, advocacy, and orientation, education, and prevention services. 

Course Sequencing
When they are selecting courses and planning schedules, students should pay close attention to the level of the course as indicated by the course number.  Higher course numbers generally reflect more advanced skill-levels.

090-099 Developmental Courses

Courses with numbers such as 097, 098, and 099 are designed to help students develop the basic skills necessary for success in the challenging courses that lie ahead.  Although transferable credit is not awarded, this coursework enables students to build the skills and confidence needed for college-level work.  Courses in preparatory English, Reading and Math are among the most important in our curriculum because they provide vital preparation for later 
100-199 Lower-level Courses

Courses numbered in the 100’s are introductory with emphasis on both content and basic skills.  Some courses such as English Composition, Oral Communications, and Critical Thinking should normally be taken during the first year because they are so important for success in later classes.  

INF 100 is a very basic course for students who have had almost no experience using a computer. Introductory classes allow students to explore various fields while meeting core requirements.

200-399 Upper-level Courses

Courses numbered 200-399 focus on specific areas within their respective disciplines.  A 100-level course may be required as a prerequisite to an upper-level course.  Courses numbered in the 300’s are third-year courses.

200 and 300 level courses offer more advanced content.  The written work required in these courses assumes that the basic skills covered in the 100-level courses have been mastered.  Freshmen must be aware of this before enrolling in a course about the 200-level.  The few courses offered at the 300-level are the most challenging in the curriculum.  Occasionally, special topical seminars may be offered at the 300-level.  These courses are open to students with over 40 credits or by permission of the Dean of the Campus.  They are especially appropriate for students entering into the third year at Chatfield.

Registration Procedure
Students are urged to make an appointment with their advisor before selecting courses for the upcoming term and may register from the time the course schedule is available until the start of the semester.  Early registration is strongly encouraged and may avoid closed or cancelled classes.  Off-campus classes have enrollment procedures tailored to the circumstances on-site.  The enrollment process consists of four steps:

1. Completion of admissions records.

2. Selection of courses with counseling from the student’s advisor.

3. Payment and/or financial arrangements with the Finance Office.

4. Completion of financial aid process, if applicable.

5. Submitting registration form to the Registrar’s Office.

Students who have not completed all steps may be deleted from official class lists.  Enrollment for subsequent semesters is blocked until financial obligations from the previous semester are met.  

GCCCU Cross-Registration
Students wishing to cross-register for courses at any of the colleges in the Greater Cincinnati Consortium of Colleges and Universities may register with the Registrar using cross-registration forms.  Individual conferences with counselors from these colleges are recommended if students plan to pursue four-year degrees there.  

Repeated Courses

A student may choose to repeat any course, but the transcript will indicate that it is a repeat. The student will receive credit for the class only once.  The higher of the two grades will be calculated into the cumulative GPA.  Financial aid eligibility varies in such cases; please see the Student Financial Services Officers for details.

Class Attendance

Instructors are expected to closely monitor class attendance and will announce, and include in their syllabus, their own class attendance requirements at the beginning of each semester.  Students are expected to meet the attendance requirements of their instructors, including all makeup classes and field trips, as a requisite for satisfactory completion of courses.  With classes scheduled once a week, regular attendance is of critical importance.  Instructors may request that students withdraw in cases of excessive absences.  Students are asked to call the College when they are unable to attend class and provide instructors with written excuses.  Instructors are expected to report unexcused absences to the Registrar’s Office.

Drop-Add Period

Students who find it necessary to change schedules may do so during the Drop/Add period as stated on the Academic Calendar. A Change of Schedule form must be completed and signed by the student within this time period.  Change of Schedule forms are available in the Registrar’s Office and must be signed and dated by the student.  In certain situations, the change of schedule form may be completed with the Registrar via phone.  If this procedure is followed, the dropped course will not appear as an attempted course on the student’s permanent academic record.  The Registrar must approve all schedule changes.  All students must complete the change of schedule form with their advisors prior to approval of the Registrar.  Students who complete the enrollment process, but do not in fact attend classes will be assumed to be enrolled and will be financially obligated for all charges if the Change of Schedule form is not completed within the Drop/Add period

Official Withdrawals

All withdrawals from Chatfield courses must be made within the first 11 weeks of the course. The exact date can be found on the Academic Calendar. Students carry the responsibility to inform the Registrar’s Office in writing when they wish to discontinue attendance in a class for any reason.  They are advised to consult with the instructor as well, especially if they have been concerned about completing the class successfully.  Proper notification before the withdrawal deadline protects the grade point average.  A grade of WD will be made for students who follow official withdrawal procedures after the drop-add period and before the official last day for withdrawal.  Failure to complete the withdrawal procedures before the official last day for withdrawal may result in an F for courses not completed by the student. 

Grading System

The final grade assignment by the instructor is based on student performance during the semester and on the final examination, if applicable.  Each grade is assigned a specific number of grade points per credit hour.  The grade point average is determined by dividing the sum of grade points by the total number of credits attempted.

A

Excellent



4 grade points per credit hour

B

Good




3 grade points per credit hour

C

Fair




2 grade points per credit hour

D

Poor




1 grade point per credit hour

F

Failure




0 grade points per credit hour

WD         
Official Withdrawal                            0 grade points per credit hour

P/NP               Pass/No Pass

R                     Course Repeated

IP                     In Progress

At                    Audit
 if student registered as an audit 

 At the time of registration, students may request the grade of P/NP in regular courses with the Dean’s approval.  Of the 62 (or 64 for Students registered Fall 2007 or later) credit hours required for a degree, a limit of 9 may be taken on a P/NP basis.  The grade of “P” is equivalent to a “C” or better.  A student may change from a letter grade to P/NP during the Drop-Add period. R appears on the transcript when the student already has a grade for the same class. IP grades indicate that the student has until the beginning of the next semester, or summer term, to complete work for the class. The IP grade must be accompanied with an IP contract.

IP, WD, R, AT, and P/NP are not included in the GPA computation.  Grade reports are sent to students at the end of each semester provided that all library materials have been returned to the library and all bills have been paid or arrangements have been made.

In Progress

The grade of “IP” indicates that the student has done passing work in a course but has not fulfilled all the course requirements by the end of the semester.  The course requirements, as determined by the instructor, must be completed before the start of the next term or sooner.  The student has a responsibility to confer with the instructor concerning completion before the end of the semester.  Based on this conference, the instructor must submit to the Registrar an “IP” contract describing the work to be completed and mutually acceptable terms for getting work to the instructor for a final grade.  A student who does not make up the work within the allotted time will receive an “F” unless the “IP” contract specifies otherwise.

Audit

A student wishing to enroll for a course and choosing to receive neither credit nor a letter grade is considered to be auditing the course.  Any regular course offered by the College, as well as workshops, seminars, and special courses, may be audited.  Reduced tuition, payable before the course begins, is charged for students who audit classes.  Students changing from audit status to credit status must pay the remainder of the tuition rate for a credit course.  With the permission of the instructor and the Registrar, a student may change from audit to credit, or from credit to audit.  This must be done with in the first 60 percent of the term. A student may take 17 credit hours of audit before needing the permission of the Academic Dean. 

Advanced Placement

Advanced placement gives recognition to students who qualify for college-level work.  Any student who passes the Advanced Placement Examination of the College Entrance Examination Board with a score of three or better will be awarded placement or credit toward graduation.

Credit by Examination

Through the College-Level Examination Program (CLEP), persons of all ages and backgrounds have an opportunity to obtain recognition for college-level achievement, regardless of where or how the knowledge was acquired.  Anyone entering or currently attending Chatfield may take CLEP examinations and seek credit by submitting an official CLEP transcript to the College for evaluation.  CLEP tests can not count for more than 5 semester classes. Also, CLEP credit does not count toward the 17 hours of residency required by Chatfield College.

Transfer Credits

Students wishing to transfer credit earned at another regionally accredited academic institution must submit an official transcript to the Registrar’s Office for evaluation.  The student must have earned a grade of C or higher for a class to be considered for transfer credit.  The Registrar’s Office will evaluate each transcript and award credit for equivalent Chatfield courses on a case-by-case basis.  Grades earned for transfer credit will be printed on a student’s Chatfield transcript, but will not be calculated into the student’s cumulative GPA.  In order to receive a Chatfield College Associate of Arts degree, students must complete the last 17 credit hours at Chatfield College.

Internships and Practica
Each semester, for-credit internships or practica can be arranged with area employers at the student’s request.  The Practicum Instructor coordinates internships with area employers.  For each college credit earned, students are expected to complete thirty (30) hours of on-site experience.

Independent Study Courses

Students who wish to supplement work in their field of concentration with a special topic not offered that semester may request an Independent Study course. The student must be ready to graduate that term. Independent Study forms are available in the Registrar’s Office.  These forms should be completed and returned to the Registrar by the end of the Drop-Add period.  The student is responsible for initiating the request and working with the Registrar and the Instructor in formulating and completing course requirements.  The approval of the Dean of the Campus is necessary.  Independent study assumes that the students will take more responsibility for their own learning than in a regularly scheduled course, including increased reading, research and writing assignments.  All registration, tuition, and credit policies apply to Independent Study courses. A student may take 2 independent Study courses in the last semester before they graduate. However, Independent Studies do not always transfer to other institutions.
Transcripts

Students who wish to obtain transcripts of academic work completed at Chatfield College must make a written request to the Office of the Registrar.  Official transcripts are sent only to those individuals or institutions designated in writing by the student.  Unofficial transcripts may be issued directly to the student by their advisor. If the student requests an official transcript sent to them, it will be marked “issued to student.”  A $5 fee will be charged for each transcript.  No transcripts will be issued for an applicant whose financial obligations to the College and/or Library have not been met.

The Dean’s List

At the conclusion of the semester, the Registrar will publish a Dean’s List of students who completed classes that semester with hours a GPA of at least 3.50.  Students who are registered for a portion of their course load at another college through the Greater Cincinnati Consortium of Colleges and Universities are eligible for the Chatfield Dean’s List. Persons with grades “IP”, “D”, or “F” are not eligible for the Dean’s List.

Probation and Dismissal

Students failing to meet either of the requirements for satisfactory academic progress, cumulative GPA or rate of completion of attempted courses, will be granted the equivalent of one full-time semester in which to raise their grade point average and/or complete the required percentage of hours attempted.  Students with a GPA of less than 1.0 for their first 12 credit hours may be dismissed at the discretion of the Academic Dean or Associate Dean.  Students may appeal decisions regarding probation and dismissal in writing to the Academic Dean or Associate Dean.  Part time students with a GPA of less than 1.0 for their first semester will be placed on probation.

A student who does not make the required improvement during the probationary period will be dismissed.  A student who is receiving financial aid will be denied further financial aid.  For this reason, it is important to contact the Office of Financial Aid when problems arise which may affect course completion.  

Courses for which a “D” is earned are considered completed courses.  Overall GPA must be 2.00 or above, however.  Courses that are officially dropped within the Drop-Add period are not considered attempted courses.  Any withdrawal that occurs after the Drop-Add period is considered to be non-completion of an attempted course.

 If students who are in probationary status receive “IP” grades at the end of a probationary semester, they will be permitted to enroll the following semester if the period normally allowed for “IP” completion has not yet ended.  The student will be informed of his or her continuing standing by the end of the subsequent semester.  However, if the student again receives “IP”s at the close of the subsequent semester, academic progress will be calculated with the “IP”s treated as non-completed attempted hours.

When required courses are repeated for the purpose of achieving a passing grade or a transferable grade, only the higher of the two grades will be calculated into the GPA.  However, for purposes of calculating rate of completion, both courses will be considered attempted courses.

Standards for Academic Progress

Academic Progress is determined by two factors: cumulative GPA and rate of completion of attempted courses.

1. To remain in good academic standing, students must maintain a 2.00 cumulative GPA (“C” average).

2. Degree seeking students must complete requirements for the Associate of Arts degree within the first 82 attempted semester hours of coursework.  A full-time student thus has a maximum time frame of 6.5 semesters in which to complete the degree.  Less than full-time students could have an allowable time frame adjusted according to the level of enrollment, e.g. half-time students may be allowed 13 semesters to complete.  A degree with concentrations in two areas will be allowed additional completion time proportional to the number of additional required courses.  Additional time will not be allowed toward a third concentration.  In order to complete the degree within the time frame given above, students must successfully complete at least 75 percent of their attempted courses.  At Chatfield, a beginning student may complete fewer than 75 percent during the first year of studies without being in academic difficulty, to allow time to work out the problems of attending school while working and caring for families.  Therefore, of the first 12 attempted hours, students must successfully complete at least 6 hours – fifty percent.  Of the first 24 attempted hours, students must successfully complete at least 16 hours – sixty-seven percent.  By the time 36 hours have been attempted, and thereafter, students will be expected to have successfully completed 75 percent of their total attempted hours. Good Academic standing may not guarantee financial aid.  See page 12.
Conditions for Re-entrance after Dismissal for Unsatisfactory Progress

The Academic Dean may readmit students dismissed because of unsatisfactory progress after a review.  The student’s request should be made in writing to the Academic Dean and should demonstrate that the causes of the previous difficulty have been resolved.  The Academic Dean may request input from outside sources if more information is needed for a decision.  It is recommended that at least a year elapse from the time of the dismissal to the time of the application for readmission.

Application for Graduation

A graduation ceremony is held each spring.  Students who intend to graduate in the spring Commencement exercises must complete the Intent to Graduate form in January through their Capstone class or directly to the Registrar.  Though students who complete their degree requirements in the fall semester can receive diplomas at the end of the semester or wait until the spring ceremony, their transcripts will indicate that they graduated at the end of the fall semester.

Students who enrolled for the spring semester must complete all academic requirements before the Commencement ceremony.  A student must have a 2.0 grade point average to graduate. Students who have completed the core requirements but have six hours or less of remaining graduation requirements in their concentration may participate in the spring Commencement ceremony.  However, these students will be considered graduates of the term in which they completed all requirements.  Diplomas will be held until all financial and academic obligations to the College have been met.

.
Grievances
Any constituent of the College wishing to make a complaint or appeal regarding inappropriate college policy or academic/administrative practices is to meet with the appropriate faculty or administrative personnel to cooperatively seek a remedy.  In the event that this does not prove satisfactory, the aggrieved party may appeal to a Grievance Committee appointed by the Academic Dean.

Student Life, Services, and Policies

Library
Library Mission Statement

Chatfield College Library is dedicated to supporting the academic program, developing students’ research skills, and providing the College community with access to information.

Library hours are posted each semester.  Borrowing privileges are extended not only to Chatfield students, faculty, and staff, but also to members of the local community.

The St. Martin Library houses a collection of approximately 18,000 volumes, 25 newspapers and periodicals, and a small number of videotapes. A branch library has also been created at the Cincinnati degree site. Students at both sites also have access to the Internet.

Chatfield College is a member of the Southeastern Ohio Regional (SEO) Library Consortium, which provides access to over 7 million books, videos, audios, CD’s, and DVD’s. Faculty and students may place holds on these items using a Chatfield Library Card and any computer with Internet access.

How to Use the Internet to Find Books and Articles
Chatfield College Library resources are available through the College’s website: www.chatfield.edu   Just click on Student Services and drop down to Library to find the following links. 

Southeastern Ohio Regional Libraries (SEO)

This database provides a catalog of more than 7 million books and videos available from member libraries.  Chatfield has added its collection to this database.  Using a Chatfield Library Card and a computer with Internet access, patrons can place holds on materials.  Items requested from the SEO database that are not part of the Chatfield collection will usually take a day or two to arrive at Chatfield through interlibrary loan.

http://seoipac.seo.lib.oh.us:8080/ipac20/ipac.jsp?profile=occ&lang=eng&reloads1=true

WorldCat

WorldCat is the world’s largest catalog of library content and services.  Chatfield is not a member of World Car.  However, materials found there can be obtained by printing the book information and bringing that sheet of information to one of the library branches. These books may take up to two weeks to arrive.

http://www.worldcat.org
Ohio Public Library Information Network (OPLIN)
It is possible to access over 50 research databases through OPLIN.  All that is needed is a computer with Internet access.

1. Go to the OPLIN website at: http://www.oplin.org
2. From the left-hand column select “Research Databases”

3. Enter your zip code

4. Proceed to search your topic with the “One Search” option

http://www.2facts.com
Username: chatfieldcoll

Password: facts

Internet Public Library (IPL)

The IPL is a public service organization that provides library services to Internet users.  Activities include: finding, evaluating, selecting, organizing, describing, and creating information resources; and direct assistance to individuals.

http://www.ipl.org
Librarian’s Index to the Internet (LII)

“Information You Can Trust.”  LII offers a searchable, browsable collection of over 16,000 high-quality websites that have been librarian approved.

http://www.lii.org
Note: For additional help with finding books and articles on the Internet, contact the library at the St. Martin Campus 

Learning Center

All students are encouraged to come to the Learning Center for additional academic support.  Services include peer tutoring in writing, math, computer, and study skills.  In addition, tutorial software is available.  All Learning Center services are offered free of charge.  Interested students should contact the Librarian.  Tutoring is also available at the Cincinnati degree site.  See the Dean of the Findlay Market Campus. 

Mentoring: Academic, Career and Personal

Academic advising is coordinated by the Dean of the Campus with support from faculty and staff.  The Dean of the Campus can arrange advising sessions for students with faculty from various academic disciplines.

Mentoring and coaching is available to students upon request.  Interested students should contact the Dean of the Campus.

Personal counseling is available to students upon request.  The Dean of the Campus or any other Chatfield staff or faculty can refer students to a trained, professional counselor.  Referrals can also be arranged with other area social service agencies upon request.

Career advising and coaching is available to students upon request and free of charge.  Interested students should contact the Registrar’s Office. 

Student Activities

Chatfield College may offer a variety of student activities throughout the academic year. Many Chatfield College activities are open to family, friends, and the neighboring community.  The staff and faculty are open to new ideas for programs.  The Academic Dean must coordinate all student activities.
Americans with Disabilities Act (ADA)
In compliance with federal law, the College is prepared to make reasonable accommodations to provide people with disabilities with support services on an individual basis.  Persons with disabilities are encouraged to make their needs known to the Academic Dean at the time of initial enrollment.  Students may be required to provide written documentation of the disability.

Safety and Security

Persons are advised to take all necessary means to protect self and property from injury.  Prudent care of personal items and mutual concern for one another is encouraged.  The entire community shares in maintaining an environment that is conducive to learning and safety.

Persons are encouraged to report any criminal action directed toward them or their property as promptly as possible.  

1.  Report the incident to the front office in the Welcome Center at the Saint Martin Campus, or at the front desk at the Findlay Market Degree Site.
2.  Security is on duty at both sites while classes are in session.
A form describing each reported incident will be kept on file.  These are the basis for the annual campus security report mandated by the Federal Student Right to Know and Campus Security Act of 1990.  This annual data is maintained by the Academic Dean and is available to current students and employees as well as prospective students and employees.

In the event of a crime, the College Administration will consult with the local law enforcement officials to determine what information is necessary and appropriate to share with the campus community to prevent recurrence and to protect the personal safety of members of the College Community.  In the event that a recorded incident involves criminal action on the part of a student or employee, disciplinary action will be taken in accordance with procedures detailed elsewhere in this document or in the personnel policies for employees.

Buildings used in locations other than St. Martin campus are currently neither owned nor controlled by Chatfield College and therefore incidents at these locations should be reported to local law enforcement officials and to the administration in charge of building(s) or parts of building(s) containing classrooms and offices.  Chatfield’s administrators should also be notified if incidents create an ongoing threat to the safety of students and staff at these locations. Each classroom, library, and mail office has a detailed Emergency Plan notebook.

During the admissions process all students will be asked to fill out an emergency medical form. If a student becomes ill, this form will be used to help.  Also it will be given to the life squad if they are called.  The student should make certain the emergency medical form is up to date.

In case of an emergency situation (such as fire, tornado, earthquake, bomb threat)

1. Have one person call 911. Have another person consult and follow the appropriate

       procedure in the Emergency Manual in that area.

2. Evacuate or relocate others in your area to places that provide maximum safety.  

3.  Emergency procedures are posted in each classroom and office near the doorway.   Make sure those with disabilities receive any necessary assistance.

4. Make sure personnel in the main office at either location are informed of the emergency situation as soon as possible, so that the administration is fully aware and can take further action if needed.

Affirmative Action Statement
Admission is based solely on the applicant’s qualifications and ability to meet established requirements for admission.  Chatfield College does not discriminate against any applicant for admission at the College because of race, religion, age, gender, national origin, sexual orientation or physical handicap.

Student Membership in the Academic Community

Chatfield College operates as a learning community under specific and explicit norms of behavior.  These standards have as their purpose the desire to maintain respect for the rights of individuals, respect for freedom of thought and expression, and the fair and equitable treatment of all.  The following code of conduct was established to support these goals.  These standards are to be followed at all College functions on or off campus. In general each standard is intended to bring benefit to others and to confront those behaviors that could bring physical or psychological harm to another.  The standards assume that individual members value loyalty, truthfulness, and contractual fidelity.

Students Rights
Confidentiality of Student Records

The Family Educational and Privacy Act of 1974 (as amended), called FERPA, enumerates the rights of students and parents to access most records held by educational institutions.  The law further stipulates parents or eligible students be informed of the types of records held and the officials responsible for such records.

Student records maintained at Chatfield College and officials who administer them are as follows:


Admissions – Enrollment Coordinators

Academic Counseling and Academic Records – Registrar

Financial Aid Records – Student Financial Services Officers

Student Accounts – Chief Financial Officer
Upon producing proper identification, Chatfield students have the right to view, inspect, and challenge the accuracy of their official records.  The law further gives students the right to attach written explanations to their records.

Academic Freedom Rights or FERPA Rights

1. Each and every registered student of the College (hereinafter “a student”) has the right to review his/her own educational records.  The following material may not be reviewed: private notations in the sole possession of one person, parents’ confidential statements, and psychiatric and medical records.  However, a physician or other professional of the student’s choice may view psychiatric and medical records.

2. A student has the right to place in his/her own education records material of an explanatory nature concerning any item held therein.  Any such material shall bear a notation that it was placed in the file at the student’s request.

3. A student has the right to waive his/her right to access to any materials in his/her education record.  No such waiver shall be effective unless it is made in writing.  All materials collected during the time such waiver was in effect shall be exempt from access by the student during any future examination of the record by the student.

4. A student has the right to refuse access to his/her education record or to any item contained therein, to any person or agency not authorized in the Act.  Those who are authorized under the Act include school officials and faculty who have a legitimate educational interest; officials of other schools in which a student seeks to enroll; certain federal and state educational agencies.

5. A student has the right to request that his/her own education records be amended if they are inaccurate, misleading, or violate his/her privacy or other rights.

6. A complete text of the Act, as well as those Federal regulations issued under the Act, is available for inspection in the office of the Academic Dean.

FERPA Policy on Directory Information

In response to FERPA regulations, Chatfield has drafted a list of items that are called directory information. Following is a detailed list of the directory information that can be given someone without your signature on a permission form.

·  Name

· All addresses, including email

· Telephone numbers

· Concentration

· Numbers of hours registered and full or part time status

· Class standing (freshman, sophomore, 3rd year)

· Dates of enrollment

· Degree awarded

· Total hours earned – credit hours

· Honors and awards

· If  you are a transfer students, the previous institution the you attended

This pertains to all students regardless of their age. It makes no difference whether the student is a minor or not. The parents of minors gave up their rights when the student started attending college classes.

Freedom of Expression:

The student enjoys the essential freedoms of scholarship and inquiry central to all institutions of higher education.  In exercising these freedoms, the student has certain rights including, but not limited to, the following:

1. To have reasonable access to campus resources and facilities.

2. To inquire, discuss, listen to, and evaluate.

3. To listen to any person brought to campus through the invitation of organizations recognized by the institution.

4. To sponsor and support a free and independent press which adheres to the canons of responsible journalism.

5. In the exercise of their rights of free speech and expression, students should respect the sensitivities and corresponding rights of others.

Freedom of Assembly:

Students may organize whatever associations they deem desirable and are entitled to affiliate with any group or organization for which they qualify for membership.  However, institutional recognition of student organizations shall be limited to those whose purposes comply with the educational mission of the College as defined by the Board of Trustees and the administration.

Right of Privacy:

 The student is entitled to the same safeguards of his/her rights and freedoms of citizenship as are afforded his/her peers outside the academic community including, but not limited to, the following:

1. Private communication on a one-to-one basis with faculty, administrators, counselors, and other institutional representatives.

2. Respect for his/her person, including freedom from unreasonable and unauthorized searches of his/her property/person.

3.  Confidentiality of his/her academic and disciplinary records.

4. Legitimate evaluations made from his/her records.

Rights to the Curriculum

1. The student shall be graded solely on performance measured against academic and related standards. The student shall be protected against prejudicial or capricious evaluation. A student has the right to pursue any course of study available at the College providing that he/she can be accommodated within the program, meet the requirements for entering, and continue to meet the requirements in the program.

2. A student shall have the right to know at the beginning of each semester, ordinarily during the first week of class, the criteria to be used by the instructor in determining grades in each course.

3. A student shall have the right to have his/her own tests and written material with instructor’s marks and grades, and the instructor shall have the duty to make this material available within a reasonable time. 

4. Upon request, a student shall have the right to have his/her grade on such written material explained by the instructor.  A request for such explanation must be made within one week after the written material, as graded, is made available to the student.

5.   If a student believes that his/her final grade is the product of the instructor’s bias, whimsy, or caprice, rather than a judgment on the merits or demerits of his/her own academic performance, the student must follow the procedure described in this subsection.

Academic Appeals Procedure
1.  Grade appeals must take place during the three (3) month period following the end of the term in which the course was taken if a student believes that the instructor has failed to follow stated grading policy and other procedures and objectives as outlined in the syllabus, has evidenced discrimination in evaluation of individual achievement, has failed to provide student’s tests or other written material within a reasonable time after grading, or in other manner demonstrated bias, whimsy, or caprice.
2. After receiving an explanation from the instructor in the course, the student may make a formal complaint to the instructor, giving IN WRITING his/her reasons for thinking the grade was not based on the academic performance of the student. The instructor shall reply in writing within three weeks.
3. If dissatisfied with the explanation that has been given, the student may appeal to the Department Chair (or the Academic Dean at St. Martin or Associate Dean of the Findlay Market degree site) who will:

a. Request copies from the student of the written formal complaint to the instructor and the instructor’s response. 
b. Advise and assist the student in a further attempt to resolve the problem at a personal level.
c. Academic Appeals Committee: 


If the student remains dissatisfied with the explanation that has been given, he/she may initiate a formal appeal by requesting a hearing from a special Academic Appeals Committee consisting of faculty members appointed by the Academic Dean of the College or designee.

1. The faculty member who is accused of bias, whimsy, or caprice and the student complainant each present to the Academic Appeals Committee their analysis of the facts of the case.

2. If the Academic Dean has already found no evidence of unfair grading, he/she will also have the opportunity to present the results of his/her investigation concerning the merits of the student’s complaint.

3. The burden of proof in the Academic Appeal shall be on the complainant.

4. Authority for determining grades normally rests with the instructor, especially when the instructor is acting in accordance with policies that have been clearly spelled out in the course syllabus: therefore, the Academic Appeals Committee shall not substitute its academic judgment for the instructor, but shall investigate and adjudicate only the complaint of bias, whimsy, or caprice.

5. If it is found that the grade given was neither biased, nor whimsical, nor capricious, the case shall be dismissed.  If it is found that the grade given was the product of bias, whimsy, or caprice, the Academic Appeals Committee shall present its recommendation to the Academic Dean. The decision of the Academic Dean shall be final and shall be communicated in writing to the student, the instructor, and to the registrar if a grade change is needed. Only the Academic Dean or designee may submit such a change. It shall be accompanied by a notation “By Appeal” and shall be included in the student’s file.   

Because the college believes that every student and faculty should be treated as an individual, there may be times where all or part of this procedure is changed or omitted in circumstances of a very personal or sensitive nature.

Student Responsibilities
Students are responsible for supplying standard information on their own personal background and academic history for admissions purposes in a clear, concise, and accurate manner. Misrepresentation in this respect is a serious matter.

The student is responsible for fulfilling course work requirements
Code of Conduct

To support the mission of the College and the academic goals of all students, the College community upholds the following standards of conduct: 

1. Respect and equal treatment for all individuals.

2. Social responsibility and Christian moral behavior.

3. Respect for lawful authority. The student is expected to respect and abide by all local ordinances, state and federal statutes, and Chatfield College’s Student Code of Conduct, both on and off campus.

Conduct disruptive to the educational process will not be tolerated and may result in dismissal at the discretion of the President and/or Academic Dean.

The student Code of Conduct permits any member of the College community (student, faculty, administrator, or staff) to register a written complaint against a student/student organization with the office of the Academic Dean.  If the complaint warrants adjudication, the options will be discussed with the student/student organization accused in the complaint.  Detailed information on the judicial process is printed on subsequent pages of this publication.

Examples of misconduct for which students are subject to disciplinary action by the College are:
1. Not fulfilling course work requirements.

2. Violation of state or federal law classified as felonies or misdemeanors.

3. Deliberate destruction of, or damage to, misuse of, or abuse of public or private property.

      4.  Assault and/or battery upon another person or the threat thereof, including harassment.

5.  A discriminatory act committed against anyone in the College community on the grounds

  of race, religion, national origin, sexual orientation, age or gender.

6.  Sexual harassment.

      7.  Alteration of the College identification card or academic records; misrepresentation of

         one’s identification when requested by a member of the College faculty, administration, or 

          staff.

8.  Violations of campus safety regulations, including motor vehicle and fire drill regulations.

9.   Loud, obnoxious, or menacing behavior which infringes upon the rights of others.

10. Disrespect to faculty or persons in authority.

11. Theft of public or private property.

12. Lewd or indecent speech or conduct.

13. Possession, use, or sale of illegal drugs or drug paraphernalia.

14. Unauthorized use of alcohol on campus.

15. Use, possession, or sale of firearms, explosives, and other dangerous weapons.

16. Unlawful obstruction or occupation of passageways, public areas, buildings, or offices.

17. Unauthorized entrance into campus facilities.

18. Unauthorized gambling or games of chance.

19. Smoking in areas designated as nonsmoking areas.

20. Violations of the College’s computer use policy.

21. Academic misconduct or dishonesty.

22. Plagiarism
Implementing the Code of Conduct

Charges of misconduct must be filed in writing within thirty days of the alleged offense and forwarded to the Academic Dean.

Within three days of the filing of the complaint, the Academic Dean will notify the accused that a complaint has been filed against him/her.  The Academic Dean will advise the accused of the Code of Conduct and the student’s rights and will offer to hear the accused person’s statement.

The Academic Dean will investigate the charges, including the questioning of witnesses.  The Academic Dean will then decide whether the alleged offense is substantial and serious enough to convene a Disciplinary Panel to hear the charge. If the alleged offense does not warrant convening the Disciplinary Panel, the Academic Dean will issue a sanction commensurate with the severity of the violation.  If the student is not satisfied with the sanction issued, he/she has seven days to request to the Academic Dean that a Disciplinary Panel hear his/her case.  This Disciplinary Panel, in absolute discretion, will determine whether or not to grant the request.

If the alleged offense does warrant convening the Disciplinary Panel, the Academic Dean shall prepare for the accused and the Panel written specifications of the charges against the accused.  This written specification must include:

1. A description of the acts of the accused.

2. The particular section of the Code of Conduct and/or Student’s Rights, which has been violated.

3. The names of any witnesses.

4. A hearing date and time to take place not more than thirty calendar days from the date that the accused and the board were given the copy of the written specifications.

The Disciplinary Panel Chairperson shall notify the witnesses and the other members of the Panel of the date and the time of the hearing.

Disciplinary Panel Procedures

Make up of the Disciplinary Panel

The Chatfield College Disciplinary Panel shall consist of one student and at least two faculty members who will be appointed by the Academic Dean.  In issues of academic misconduct the case will be heard by a faculty committee appointed by the Academic Dean.

The Disciplinary Hearing

The purpose of the disciplinary hearing is to help College authorities arrive at a decision regarding student behavior.  Students considered to be in violation of written College regulations are provided a hearing to insure fairness, truth, and justice.  The following guidelines shall be adhered to by the Disciplinary Panel in the hearing:

1. The disciplinary hearing is presided over by a chairperson elected by the members of the Panel.

2. The hearing will be closed to the public.  Exceptions to this regulation shall be requested by the accused student in writing and shall be approved or rejected by the Disciplinary Panel by majority vote.

3. The Disciplinary Panel Chair shall only allow pertinent information to be introduced at the hearing.

4. An audio tape recording of the proceedings shall be made at the hearing. In addition, one member of the Panel shall make notes on the proceedings.  These records will be maintained in a file in the Academic Dean’s office until the accused graduates from the College.  

5. The Disciplinary Panel shall hear evidence, make findings of fact, and make recommendations to the Academic Dean as to the disposition of the case, including sanctions to be imposed, if any.

6. Appeal is permitted to be made only to the President.

7. Appeal may be lodged by the accused only.  Appeal shall be lodged with the Academic Dean and the chairperson of the Disciplinary Panel.  The Academic Dean shall transmit the appeal and the record to the President.

8. If the President finds that the Panel grossly abused its discretion, the President may change the Panel recommendation and sanction accordingly.

Judicial systems and procedures are substantially secondary to the use of example, guidance, advising, mentoring, and admonition in the development of responsible student conduct.  When these preferred means fail to resolve problems of student conduct, procedural safeguards allow for the imposition of appropriate sanctions while protecting the student from unfair imposition of serious penalties.

Information on Plagiarism

Using someone else’s ideas or phrasing and representing those ideas or phrasing as your own, either on purpose or through carelessness, is a serious offense known as plagiarism.  “Ideas or phrasing” includes written or spoken material, of course – from whole papers and paragraphs to sentences, and, indeed, phrases – but it also includes statistics, lab results, art work, etc.  “Someone else” can mean a professional source, such as a published writer or critic in a book, magazine, encyclopedia, or journal, an electronic resource such as material you discover on the World Wide Web, another student at your school or anywhere else a paper-writing “service” offers to sell written papers for a fee.

Students are responsible for the integrity of their academic work.  In this regard, plagiarism is a serious violation.  “Three different acts are considered plagiarism: (1) failing to cite quotations and borrowed ideas, (2) failing to enclose borrowed language in quotations, and (3) failing to put summaries and paraphrases in your own words” (Hacker, Diana. A Writers Reference,). 

Let us suppose, for example, that you’re doing a paper for Music Appreciation on the child prodigy years of the composer and pianist Franz Liszt and that you’ve read about the development of the young artist in several sources.  In Alan Walker’s book Franz Liszt: The Virtuoso Years (Ithaca: 1983), you read that Liszt’s father encouraged him, at age six, to play the piano from memory, to sight-read music and above all to improvise.  You can report in your paper (and in your own words ) that Liszt was probably the most gifted of the child prodigies making their mark in Europe in the mid-nineteenth century because that is the kind of information you could have gotten from a number of sources; it has become what we call common knowledge.  However, if you report on the boy’s father’s role in this prodigy’s development, you should give proper credit to Alan Walker.  You could write, for instance, the following:  Franz Liszt’s father encouraged him, as early as six, to practice skills that later served him as an internationally recognized prodigy (Walker 59).  Or, you could write something like this:  Alan Walker notes that, under the tutelage of his father, Franz Liszt began work in earnest on his piano playing at the age of six (59).  Not to give Walker credit for this important information is plagiarism.

Some More Examples:

[The following examples are borrowed for the Center for Academic Development at Smith College, Northampton, Massachusetts, and are used here with the CAD’s permission.]

Here is our original text from Elaine Tyler May’s “Myths and Realities of the American Family”:


Because women’s wages often continue to reflect the fiction that men earn the family wages, single mothers rarely earn enough to support themselves and their children adequately.  And because work is still organized around the assumption that mothers stay home with children, even though few mothers can afford to do so, child-care facilities in the United States remain woefully inadequate.

Here are some possible uses of this text.  As you read through each version, try to decide if it is a legitimate use of May’s text or plagiarism.

Version A:


Since women’s wages often continue to reflect the mistaken notion that men are the main wage earners in the family, single mothers rarely make enough to support themselves and their children very well.  Also, because work is still based on the assumption that mothers stay home with children, facilities for child-care remain woefully inadequate in the United States.

Plagiarism in Version A:


There is too much direct borrowing in sentence structure and working.  The writer changes some words, drops one phrase, and adds some new language, but the overall text closely resembles May’s.  Even with a citation, the writer is still plagiarizing because the lack of quotation marks indicates that Version A is a paraphrase, and should thus be in the writer’s own language.

Version B:


As Elaine Tyler May points out, “women’s wages often continue to reflect the fiction that men earn the family wage” (588).  Thus many single mothers cannot support themselves and their children adequately.  Furthermore, since work is based on the assumption that mothers stay home with children, facilities for day care in the country are still “woefully inadequate.” (May 589).

Plagiarism in Version B:


The writer now cites May, so we’re closer to telling the truth about our text’s relationship to the source, but this text continues to borrow too much language.

Version C:


By and large, our economy still operates on the mistaken notion that men are the main bread winners in the family.  Thus, women continue to earn lower wages than men.  This means, in effect, that many single mothers cannot earn a decent living.  Furthermore, adequate day care is not available in the United States because of the mistaken assumption that mothers remain at home with their children.

Plagiarism in Version C:


Version C shows good paraphrasing of wording and sentence structure, but May’s original ideas are not acknowledged.  Some of May’s points are common knowledge (women earn less than men, many single mothers live in poverty), but May uses this common knowledge to make a specific and original point and her original conception of this idea is not acknowledged.

Version D:


Women today still earn less than men – so much less that many single mothers and their children liver near or below the poverty line.  Elaine Tyler May argues that this situation stems in part from: “the fiction that men earn the family wage” (588).  May further suggests that the American workplace still operates on the assumption that mothers with children stay home to care for them (589).  This assumption, in my opinion, does not have the force it once did.  More and more businesses offer in-house day-care facilities…

Plagiarism in Version D:


No plagiarism.  The writer makes use of the common knowledge in May’s work, but acknowledges May’s original conclusion and does not try to pass it off as his or her own.  The quotation is properly cited, as is a later paraphrase of another of May’s ideas.

Instructor’s Complaint Procedures for Academic Misconduct

a.   
In all cases of plagiarism, the faculty will check with the Deans for any record of prior offenses.

b.  
If the case is a first offense, the faculty member may choose to give the student a verbal or written warning and may administer sanctions if he or she deems it appropriate.  Such sanctions may include but are not limited to a failing grade in the assignment.  The faculty member will submit a written record of the warning and any action taken to the Dean for placement in the student’s file.
c.   

If the case is a second offense, or if the faculty member deems a first offense too serious to be dealt with as above, the faculty member will report the offense directly to the Dean. The Dean will then proceed as deemed necessary.

 Ignorance of the rules about plagiarism is no excuse, and carelessness is just as bad as purposeful violation.  
At the very least, however, students who plagiarize have cheated themselves out of the experience of being responsible members of the academic community and have cheated their classmates by pretending to contribute something original which is, in fact, a cheap copy.

http://cctc.comment.edu/mla.htm
Prepared by the Humanities Department

And the Authur C. Banks, Jr. Library

Capital Community College

Hartford, Connecticut

See Hacker, Diana. (2007). A Writer’s Reference. 6th Ed. Boston, MA, Bedford/St. Martin’s for further information on plagiarism.
Sexual Harassment

Chatfield College is committed to providing an environment for work and study, free from sexual harassment.  Complaints of sexual harassment given to the College by the students and employees require timely and immediate response.  Sexual harassment of any member of the Chatfield College community is prohibited.

Chatfield College adheres to the following laws and regulations prohibiting sexual harassment in institutions of higher education.

1. Title VII of the Civil Rights Act of 1964, section 703.

2. Title VI of the Civil Rights Act of 1964.

3. Title IX of the Education Amendments of 1972, as amended by Public Law 93-563, 88 Stat.1855.

4. Section 844 of the Education Amendments of 1974, Public Law 93-380, 88 Stat. 484.

Sexual harassment is defined as unwelcome sexual advances; requests for sexual favors and other verbal and physical conduct of a sexual nature constitute sexual harassment when:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment or academic achievement or advancement, or:

2. Submission to or rejection of such conduct is used or threatened or insinuated to be used as the basis for decisions affecting employment, wages, promotion, assigned duties, or academic standing of an individual, or:

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work or academic performance or creating an intimidating, hostile, or offensive working or academic environment.

Chatfield College Staff are responsible for reporting all sexual harassment complaints to the Academic Dean, even when a complainant expresses disinterest in pursuing the matter.  In cases where the Academic Dean is directly involved in the incident, staff should report the sexual harassment complaint to the President.  Reporting incidents is required except where confidentiality of client information is protected by law.  In cases where the complainant does not want the College to take action, the staff person must have the complainant state in writing their request for no action.

Confidentiality shall be adhered to insofar as it does not interfere with Chatfield’s legal obligation to investigate allegations of misconduct when brought to the College’s attention.

College policy prohibits retaliation against any person who has filed a sexual harassment complaint. Employees or students engaging in such retaliation will be subject to disciplinary action.

Resolution of such complaints will be handled by the Academic Dean in consultation with other appropriate staff of the college.  In a case where the Academic Dean is directly involved in the incident, resolution of the sexual harassment complaint will be handled by the President.

If the parties involved agree to attempt to resolve the sexual harassment complaint through informal procedures the following guidelines apply:

1. Complainants or College staff or others may report complaints in either oral or written form.

2. The Academic Dean investigates the report, then acts as a facilitator of resolution.

3. The Academic Dean collects information from all parties involved.

4. The Academic Dean meets or corresponds with respondent to apprise the respondent of the fact of the sexual harassment complaint, to convey the existence of College policy against sexual harassment, and to convey expectations of adherence to the policy.

5. Follow-up includes written correspondence to apprise the complainant of disposition or resolution of complaint.

Note:  The informal procedure does not involve, at any stage, a “finding” of guilt, nor does it mandate disciplinary action.  There is no obligation on the part of the College at any stage of the informal procedure to disclose the identity of the individual who filed the complaint.

The formal procedure will be utilized in response to repeated of harassment by individuals, or for grave offenses in the discharge of College responsibilities, or for committing acts or engaging in behaviors which are clearly against well-established moral principles or which may be infractions of legal statutes.  Disciplinary action will result from a finding of guilt under the formal proceedings.  The respondent will be provided notice of particulars of the offense that is charged, including the identity of the party against whom the offense is alleged to have been committed.  Steps for the formal procedures are as follows:

1. The Academic Dean conducts preliminary investigation to gather facts of complaint.

2. If the complaint involves the Academic Dean or President, a committee of the Board of Trustees would serve as the appropriate committee to hear the case.

3. The Academic Dean will convene the Sexual Harassment Committee composed of the Academic Dean, who serves as Chair; the Director of the Library; the Student Financial Services Officers and two members appointed by the Chair from the constituencies of the complainant and the respondent.  In a case where one of these committee members is directly involved in the complaint, the chair will appoint another staff member to hear the proceeding.

4. The Chair schedules preliminary meeting(s) with members of the Sexual Harassment Committee; notifies respondent of particulars of charges; schedules hearing date; notifies complainant and respondent of hearing place, time, and date.

5. Both complainant and respondent give testimony.  The complainant and respondent, as well as the committee may request testimony and /or affidavits from third parties.  The committee is not bound to follow the rules of evidence applied to Courts of Law and may admit evidence as it deems appropriate.  Proceedings will be tape-recorded.

6. Within 30 days after the conclusion of the hearing, written findings of the Committee, including descriptions of penalties or corrective actions assessed will be sent by certified mail to the complainant and respondent.

7. The complainant and respondent may appeal the Committee’s findings and recommend penalties or corrective action to the President by filing a written notice stating the grounds for the appeal with the President’s office not more than 15 calendar days after the date of the mailing of the committee’s findings to the parties.  Presidential review will be confined to the evidence presented to the hearing committee.

Disciplinary penalties include written reprimand, formal warning, suspension, termination, or dismissal, or such other penalties as the College deems appropriate and consistent with the gravity of the offense.  Record of the complaint(s) and documentation of action taken will be kept in the employee or student’s file.

Other Complaints

Any other complaints must be submitted in writing to the Academic Dean or President and filed in the President’s Office.  The Academic Dean or President will review the complaint and decide what appropriate action should be taken.

Dress Code
Although clothing may be casual for classes, student should not dress in a manner that offends others. Remember that we are a Catholic school and at both Findlay Market and St. Martin, there are religious organizations sharing our space. 
Below are items considered inappropriate casual attire:
1.  Shorts that are above your fingertips.

2.  Sleeveless garments that expose underwear.

3.  Belly-baring t-shirts.

4.  Offensive logo tee shirts.

5.  Low riding jeans that expose underwear or private body parts.

Technology Policy
Chatfield College faculty, staff, students, and guests are expected to follow the Responsible Use of Information Technologies Policy, which applies to the management of computer networks, personal computers and the resources made available thereby. The policy reflects the ethical principles of the College community and indicates, in general, the privileges and responsibilities of those using College computing resources. 
Acceptable Use

College computing resources are to be used exclusively to advance the College's mission of education, research, and public service.  Students will receive their user name and password.  Faculty, staff, and students may use them only for purposes related to their studies, their responsibilities for providing instruction, the discharge of their duties as employees, their official business with the College, and other College-sanctioned or authorized activities. The use of College computing resources for commercial purposes including any sort of solicitation is prohibited, without prior written permission of the appropriate College official(s). Unauthorized commercial uses of College computing resources jeopardize the College's relationships with network service providers and computer equipment and software vendors.

The College acknowledges that occasionally faculty, staff, and students use College computing resources assigned to them or to which they are granted access for non-commercial, personal use. Such occasional non-commercial uses are permitted by faculty, staff, and students, if they are not excessive, do not interfere with the performance of any faculty, staff member, or student's duties, do not interfere with the efficient operation of the College or its computing resources, and are not otherwise prohibited by this policy or any other College policy or directive. Decisions as to whether a particular use of computing resources conforms to this policy shall be made by the Academic Dean if the use involves faculty or student academic matters or non-academic student use and by the Chief Financial Officer if the use involves administrators, staff, or guests.
Impermissible Use

Computing resources may only be used for legal purposes and may not be used for any of the following purposes or any other purpose which is illegal, immoral, unethical, dishonest, damaging to the reputation of the College, inconsistent with the mission of the College, or likely to subject the College to liability. Impermissible uses (some of which may also constitute illegal uses) include, but are not limited to, the following:

1. Harassment 

2. Libel or slander 

3. Fraud or misrepresentation 

4. Destruction of or damage to equipment, software, or data belonging to the College or others 

5. Disruption or unauthorized monitoring of electronic communications 

6. Unauthorized copying or transmission of copyright-protected material 

7. Use of the College's trademarks, logos, insignia, or copyrights without prior approval 

8. Violation of computer system security 

9. Unauthorized use of computer accounts, access codes (including passwords), or network identification numbers (including e-mail addresses) assigned to others 

10. Use of computer communications facilities in ways that unnecessarily impede the computing activities of others (such as randomly initiating interactive electronic communications or e-mail exchanges, overuse of interactive network utilities, and so forth) 

11. Development or use of unapproved mailing lists 

12. Use of computing facilities for private business purposes unrelated to the mission of the College or to College life 

13. Academic dishonesty 

14. Academic Honor Code violations 

15. Violation of software license agreements 

16. Violation of network usage policies and regulations 

17. Violation of privacy 

18. Posting, sending, or viewing obscene, pornographic, sexually explicit or offensive material 

19. Posting or sending material that is contrary to the mission or values of the College 

20. Intentional or negligent distribution of computer viruses 

21.  Using Myspace or similar websites
22. Use of computers by someone other than Chatfield students, Alumni, perspective students, staff and faculty 
Cooperative Use

Computing resource users can facilitate computing at the College in many ways. Collegiality demands the practice of cooperative computing. It requires:

1. Regular deletion of unneeded files from one's accounts on shared computing resources 

2. Refraining from overuse of connect time, information storage space, printing facilities, processing capacity, or network services 

3. Refraining from use of sounds and visuals which might be disruptive or offensive to others 

4. Refraining from use of any computing resource in an irresponsible manner 

5. Refraining from unauthorized use of departmental or individual computing resources 

Responsibilities of Users

The user is responsible for correct and sufficient use of the tools available for maintaining the security of information stored on each computer system. The following precautions are strongly recommended:

1. Computer accounts, passwords, and other types of authorization that are assigned to individual users should not be shared with others. 

2. The user should understand the level of protection each computer system automatically applies to files and supplement it, if necessary, for sensitive or confidential information. 

3. The computer user should be aware of computer viruses and other destructive computer programs, and take steps to avoid being a victim or unwitting distributor of these processes. 

4. Ultimate responsibility for resolution of problems related to the invasion of the user's privacy or loss of data rests with the user. 

5. The computer user should consider whether information distributed using College resources should be protected from unauthorized use by the use of copyright notices or by the restriction of distribution of certain materials to the Chatfield College users. Information regarding copyright may be obtained from the General Counsel's Office. Information regarding restriction of distribution of materials may be obtained from the Office of Information Technologies. 

Security

Chatfield College will assume that users are aware that electronic files are not necessarily secure. Users of electronic mail systems should be aware that electronic mail in its present form is generally not secured and is extremely vulnerable to unauthorized access and modification. 

Privacy and Confidentiality

The College reserves the right to inspect and examine any Chatfield College owned or operated communications system, computing resource, and/or files or information contained therein at any time.

When sources outside the College request an inspection and/or examination of any Chatfield College owned or operated communications system, computing resource, and/or files or information contained therein, the College will treat information as confidential unless any one or more of the following conditions exist:

1. When approved by the appropriate College official(s) or the head of the Department to which the request is directed 

2. When authorized by the owner(s) of the information 

3. When required by federal, state, or local law 

4. When required by a valid subpoena or court order 
Note: When notice is required by law, court order, or subpoena, computer users will receive prior notice of such disclosures (viewing information in the course of normal system maintenance does not constitute disclosure).

Sanctions

Violations of this Policy shall subject users to the regular disciplinary processes and procedures of the College for students, staff, administrators, and faculty and may result in sanctions from a loss of their computing privileges up to and including dismissal. Illegal acts involving College computing resources may also subject violators to prosecution by local, state, and/or federal authorities.

Disclaimer

As part of the services available through the Chatfield College campus network, the College provides access to a large number of conferences, lists, bulletin boards, and Internet information sources. These materials are not affiliated with, endorsed by, edited by, or reviewed by the College of Chatfield College, and the College takes no responsibility for the truth or accuracy of the content found within these information sources. Moreover, some of these sources may contain material that is offensive or objectionable to some users.

Existing College Rules and Regulations

This policy is intended to be an addition to existing College rules and regulations and does not alter or modify any existing College rule or regulation.

Alcohol and Substance Abuse Policy
Chatfield College is committed to providing an opportunity for the individual student to recognize and achieve his/her potential and to acquire the self-discipline necessary for the realization of educational goals.  This development of the total person includes the physical and psychological health and well being of the student.  Therefore, it is necessary that the unlawful manufacture, distribution, dispensing, possession, or use of any controlled substance by any member of the student body be prohibited at Chatfield College.  Students must comply fully with all federal, state, and municipal regulations regarding the use, cultivation, manufacture sale, distribution, and/or possession of drugs or controlled substances.  Any infraction of these policies by the above mentioned persons will be dealt with according to the discipline policy contained in the Student Code.

1. As stated in the Student Code, unlawful use of alcohol, illegal drugs, or controlled substances are subject to disciplinary action.

2. In the event of any infraction of the laws regarding alcohol and substance abuse, assistance will be available in locating the rehabilitation program best suited to the individual.

3. Violations of municipal, state and Federal regulations will be subject to investigation by the appropriate Authorities. 

Alcoholic Beverages

The possession and consumption of alcoholic beverages on campus is forbidden.  Allowances are made, however, for special events for those 21 or older who receive permission from the Dean of the Campus.

Illegal Drugs 

State and federal law forbids the possession or consumption of illegal drugs or narcotics.  The sale, use, or possession or manufacture of such illegal items is strictly forbidden on campus.  Infraction of this federal law constitutes a major infraction.

Health Risks Associated with Alcohol and Substance Abuse

Alcohol consumption causes a number of marked changes in behavior.  Even low doses significantly impair the judgment and coordination required to drive a car safely, increasing the likelihood that the driver will be involved in an accident.  Low to moderate doses of alcohol also increases the incidence of a variety of aggressive acts, including spouse and child abuse.  Moderate to high doses of alcohol cause marked impairments in higher mental functions, severely altering a person’s ability to learn and remember information.  Very high doses cause respiratory depression and death.  If combined with other depressants of the central nervous system, much lower doses of alcohol will produce the effects just described.

Repeated use of alcohol can lead to dependence.  Sudden cessation of alcohol intake is likely to produce withdrawal symptoms, including severe anxiety, tremors, hallucinations, and convulsions.  Alcohol withdrawal can be life threatening.  Long term consumption of large quantities of alcohol, particularly when combined with poor nutrition, can also lead to permanent damage to vital organs such as the brain and liver.

Mothers 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, research indicates that children of alcoholic parents become alcoholics. (Federal Register Vol. 55, No. 159).

Recreational drugs and alcohol carry with their use a wide variety of physical and psychological effects.  These can be divided into three main categories: direct, indirect, and overdose.

Direct Effects 

Direct effects are those that damage bodily tissue, exclusively from use of the particular substance.  Snorting cocaine, for example, causes inflammation of the nasal membranes; the use of alcohol directly damages liver tissues and thus inhibits that organ’s ability to process blood.

Indirect Effects 

Indirect effects are added risks or health defects the individual experiences related to drug use.  Lack of sleep, loss of appetite, and disregard for personal health and hygiene are seen with stimulant use (i.e., cocaine, caffeine, and amphetamines).  Any intravenous drug user is at risk of acquiring blood-borne diseases, such as AIDS or hepatitis.  Sedative users (alcohol, valium, barbiturates) have slowed response time and motor deficiencies, which increase their risk of accidents and falls.
Overdose 

Overdose is the most serious consequence of drug use.  The heart and lungs are strong organs, but they are not meant to be tested chemically.  Central nervous system depressants (alcohol, narcotics, etc.) are the riskiest drugs in terms of overdose.  When two or more of these drugs are combined, their effect on the body increases until eventually the respiratory system goes into failure, which if not treated results in death.  As cocaine experimentation increases, more deaths resulting from heart attack are seen.  Cocaine is a central nervous system stimulant that causes the heart to race until it is out of control.

Local Alcohol and Drug Abuse Programs

In the event that a drug related problem should arise please contact the Dean or Site Director.  At the St. Martin campus the assistance of The Brown County Counseling Service, and at the Cincinnati Campus the assistance of The Hamilton County Alcohol and Drug Addiction Services Board, will be sought in order to help the individual(s) find the most suitable drug and alcohol counseling, treatment, rehabilitation, or re-entry program.  

Right-to-Know and Campus Security Act

Chatfield College has always been a safe place in which to learn.  To ensure continued safety of all stakeholders and to communicate safety information with the public, please be familiar with the following policies and procedures.  More information about the Crime Report can be obtained from the Dean of the Campus or Site Director.
Reporting Emergencies or Crimes

Any crime or emergency should be reported to the staff in the main office in the Welcome Center at the Saint Martin Campus or the front desk at the Findlay Market degree site.  If the office is closed, contact a Chatfield Instructor.  The person receiving the report will get help if needed immediately, see that an incident report is completed, and give the report to the Dean of the Campus or Site Director.  In consultation with the President, the Dean of the Campus will direct any further action and will report to the Chatfield community if necessary.

Visitors  

All visitors will report to the main office in the Welcome Center at the Saint Martin Campus or the front desk at the Findlay Market degree site and should be accompanied by a Chatfield student, instructor, or staff member. Please report any unaccompanied visitors.  Findlay Market visitors will sign in at the Registration Desk.
Local Police  

Chatfield staff and faculty are authorized to call the local police if necessary.

Information on Emergency Procedures 

In each classroom and in the main office, an Emergency Manual notebook is marked and available. Please be aware of these procedures and follow them in case of a crime or emergency for your own safety and the safety of others.  

Crime Prevention  

Chatfield does not have a structured crime prevention program.  Our small campus and degree site where people respect each other have enabled Chatfield to be a safe place without a formal program.  If necessary, appropriate programs and information will be implemented.
Concealed Carry Law/Policy
It is the policy of Chatfield College to comply with Ohio’s Concealed Carry Law (HB 12) effective April 8, 2004, to ensure safety and security on our campuses.

Handguns or other firearms are not permitted to be brought onto any college areas except if locked in a motor vehicle and not removed.

The college has signs posted to indicate that handguns are not permitted on college property:

“It is illegal to carry a firearm, deadly weapon, or dangerous ordnance anywhere on these premises.  Violators will be turned over to law enforcement authorities.”
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