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THE MISSION OF THE COLLEGE

The mission of Washington County Community College is to serve the State of Maine and the region with
comprehensive, post-secondary, transfer and/or technical education, culminating with the associate degree, diploma,
and/or certificate. WCCC’s programs and services prepare and sustain a diverse student body as competitive
members of a world-class workforce and contributing members of society.

The role of Washington County Community College is:

e To accelerate the development of academic, technical and leadership skills of students
seeking degrees in technology fields;

e To instill in every graduate an understanding of his or her individual responsibility for
citizenship and leadership in a multicultural society;

e To provide lifelong educational experiences for individuals;

e To provide out-of-class learning experiences in the environment of a quality campus community;
and

e To develop strategic alliances and partnerships with government, business and industry that
lead to enhanced economic development of the state and region.

The State Legislature created WCCC, formally Washington County Technical College and
Washington County Vocational Technical Institute, in 1969 under the authority of the Maine
State Board of Education as a public post-secondary institution. In April 1986, the
Vocational Technical Institute System was moved from the State Board of Education to its
own Board of Trustees. Effective October 1989, the name was changed to Washington
County Technical College and in July 2003 the name was changed to Washington
County Community College. WCCC is one of seven colleges in the Maine Community
College System.



2009-2010 Academic Calendar

Fall 2009 Semester

Wednesday, August 12th- Admissions Application Deadline for Fall Semester — Application & HS Transcript or GED Scores
Required

Sunday, August 23rd-Move-In Day for first year students only. Residence Halls open at noon.

Tuesday, August 25th-Move-In Day for second year students. Residence Halls open at noon.

Monday & Tuesday, August 24th and 25th — FYE Orientation — Required for All New Students

Wednesday, August 26th - First Day of Day/Evening Courses

Wednesday, September 2nd — Last Day of Add/Drop for Fall Semester (Advisor Permission Required)

Monday, September 7th - Labor Day — College Closed — No classes

Wednesday, September 9th - Last Day of Add/Drop for Fall Semester (Instructor Permission & Advisor Permission Required)
Monday, October 12th - Columbus Day — College Closed — No Classes

Wednesday, October 14th - Last Day to Withdraw from a Course

Wednesday, October 14th - Mid-term Warnings, Mid-term Attendance and Spring 2008 Incomplete Grades Due in Registrar’s
Office

Wednesday, November 11th - Veterans Day — College Closed — No Classes

Monday - Friday, November 16th — 20th - Pre-registration Week

Friday, November 20th —Residence Halls closed at 5pm — Thanksgiving Break

Monday, Tuesday and Wednesday; November 23rd — 25th — Faculty and Staff Professional Development — No Classes
Thursday & Friday, November 26th — 27th - Thanksgiving Break — College Closed — No Classes

Sunday, November 29th-Residence Halls open at noon.

Friday, December 18th - Last Day of Classes

Friday, December 18th- Residence Halls closed at 5pm -- Christmas Break.

Monday, December 21st - Final Grades Due in Registrar’s Office

Friday, December 25th — Christmas Day — College Closed

Spring 2010 Semester

Wednesday, December 30th - Admissions Application Deadline for Spring Semester — Application & HS Transcript or GED
Scores Required

Friday, January 1st - New Year’s Day — College Closed

Sunday, January 10th-Residence Halls open at noon.

Monday, January 11th - First Day of Day/Evening Courses

Friday, January 15th — Last Day of Add/Drop for Spring Semester (Advisor Permission Required)

Monday, January 18th - Martin Luther King, Jr.’s Birthday — College Closed — No classes

Friday, January 22nd - Last Day of Add/Drop for Spring Semester (Instructor Permission & Advisor Permission Required)
Friday, February 12th- Residence Halls closed at 5pm-Feburary Break

Monday, February 15th- President’s Day-College Closed — No Classes

Monday - Friday, February 15th — 19th - February Vacation — No Classes

Sunday, February 21st-Residence Halls open at noon.

Monday - Friday, March 1st — 5th - Pre-Registration Week

Wednesday, March 10th - Last Day to Withdraw from a Course

Wednesday, March 10th - Mid-term Warnings, Mid-term Attendance and Fall 2008 Incomplete Grades Due in Registrar’s Office
Friday, April 2nd-Residnence Halls closed at 5pm-Spring Break

Monday — Friday, April 5th — April 9th - Spring Break — No Classes

Sunday, April 11th-Residence Halls open at noon

Monday, April 19th - Patriot’s Day College Closed — No Classes

Thursday, May 13th - Last Day of Classes for the Spring Semester

Friday, May 14th - Commencement

Friday, May 14th Residence Halls closed at 5pm-Move Out Day-All students must have all belongings removed by this time.
Monday, May 17th - Final Grades Due in Registrar’s Office

Monday, May 31st - Memorial Day — College ClosedMonday, May 25" - Memorial Day — College Closed



ACADEMIC INFORMATION
ACADEMIC ADVISING

Every WCCC student enrolled in a certificate or degree program is assigned an academic
advisor who assists in course selection and offers general information concerning the student’s
academic life.

Each semester, during a designated pre-registration period, students are required to meet
with their advisors and register for the next semester. Students are encouraged to see their
advisor as often as necessary to make certain they are taking courses that are appropriate to their
academic and career plans. The name of the academic advisor is available on the student
information Website. Students are responsible for monitoring their own academic progress.
Descriptions of specific courses are in the catalog; additional copies may be obtained in the
student services office or is available online at www.wccc.me.edu.

ACADEMIC AMNESTY

Students who have been academically dismissed and readmitted may be offered by the
Student Success Team or the Academic Dean the option of forfeiting that portion of a given
semester of course work below a C and retaining their enrollment, providing there is a high
probability that they can improve their academic performance. An appropriate code will be
placed on courses forfeited so that the courses will be excluded in calculating GPA. Students
may use the forfeit option only one time at WCCC.

In order for part-time students enrolled in a program of study to maintain academic
eligibility for financial aid, they must have at least a cumulative GPA of 2.0 after four semesters
of course work.

ACADEMIC CONFLICT RESOLUTION

Whenever a question of difference arises between an instructor and a student, the
following procedure will be followed:

The student will discuss the issue(s) with the instructor; if unresolved,

The matter will be discussed with the department chairperson; if still unresolved,
The matter will be discussed with the Academic Dean; if no agreement is reached,
The student may request a review by the Academic Affairs Committee, which will
serve as an appeals board in such matters. Requests to this committee must be in
writing and must clearly state the nature of the problem. In hearing such appeals,
the Committee will follow a procedure similar to that outlined in Section VIII, C, 4,
of the Student Code of Conduct.

AoDdE

ACADEMIC DISMISSAL

Students who have been academically dismissed may request re-admittance to the college
by completing a satisfactory academic progress appeal form. The student success team will
review the appeal to recommend future enrollment and financial aid eligibility. Appeals must be



received at least one month prior to the semester the student plans to enroll. At the time of
appeal, the student must show positive evidence that he/she is ready to successfully complete a
program of study. Some examples of this evidence include the successful completion of college
courses or holding a job for a semester or more.

ACADEMIC ETHICS

Honesty in all academic work is expected at WCCC. Any student who is suspected of
academic dishonesty will face investigation and possible disciplinary action. Academic
dishonesty includes, but is not limited to, using unauthorized aids; copying another person’s
work on exams, quizzes and assignments; and taking language, information or ideas from
another person or source without noting the appropriate reference. Students guilty of academic
misconduct, either directly or indirectly through participation or assistance, are immediately
responsible to the class instructor. In addition to other possible disciplinary sanctions that may be
imposed as a result of academic misconduct, the instructor has the authority to assign an F or
zero for an activity, or to assign an F for the course. Other possible disciplinary sanctions may
include dismissal from the college.

ACADEMIC HONORS

Students earning a semester grade point average of 4.0 are considered high honor
students and are awarded a place on the President’s List.

Students earning a semester grade point average of 3.5 or above are considered honor
students and are eligible for the Dean’s List. Additional requirements are:
1. The student must be enrolled in at least 12 credit hours.
2. No course grade below a “C.”

The President’s List and Dean’s List will be published as a news release. Persons wishing
to be withheld from these lists should contact the registrar.

ACADEMIC PROBATION

Academic probation signifies that a student is in serious academic jeopardy. Students on
probation must correct grade deficiencies during the subsequent semester or during summer
sessions. Failure to do so may result in academic dismissal from the college. Students on
probation are required to carry a reduced class load (fewer than 15 credit hours).

ADD/DROP POLICY

Students should consult with their academic advisors before making any changes in their
schedule of courses. Also, students should realize that dropping a course might have an adverse
effect on financial aid. The Financial Aid Office should be consulted before a course is dropped.

Students may add or drop subjects only during the timeframe outlined in the academic
calendar. If a course is dropped and another is added, there will be no financial penalty. After the
add-drop period, until mid-semester, students may withdraw (but may not add) a subject and
receive a withdrew passing (WP) or withdrew failing (WF) notation. Students dropping any
subject after mid-semester will have a grade of “F” recorded and included in the grade point



average. The add/drop form may be obtained from the Registrar’s Office. The completed form
requires the signature of the student’s advisor and appropriate faculty. The form must be returned
to the Registrar’s Office.

ATTENDANCE

When students enroll in a course, they obligate themselves for all the work that is
assigned. Punctual and regular attendance is vital to the discharge of this obligation. Students are
responsible for all assigned work in the course; absences, excused or unexcused, do not absolve
them from this responsibility.

At the beginning of the term, the instructor will distribute information on the college’s
attendance policy, including an explanation of the instructor’s grade penalties, if any, that result
from failure to comply with the policy. An unsatisfactory attendance record will usually
adversely affect the final grade recorded for the course. Excessive absences will also result in
administrative withdrawal from the course.

The student is responsible for knowing the following attendance policy of the college:

1. Students may not be absent more than ten percent of the hours the course meets during
the term. When a student’s absenteeism exceeds this number, the instructor will refer the
student to the student support counselor. If the student does not adhere to guidelines set
by the instructor or the counselor, proper papers are available in the student services
office and must be filed in timely fashion with the Registrar’s Office.

2. The instructor must counsel the student that excessive absences will lead to an
administrative withdrawal. Additional remedies and obligations, such as mandatory
tutoring or time spent in the study center, may be imposed by the instructor or student
success team.

3. Any tardiness up to five minutes will be counted as one-half of an absence, and a
tardiness of more than five minutes will count as a full absence.

4. The student will be counted absent if he/she leaves class early without prior instructor
permission.

5. When dropped from a course for poor attendance, the student may appeal to the
Academic Dean for readmission if he/she feels there is justification for the absences. It is
the student’s responsibility to immediately contact the Academic Dean concerning the
appeal for readmission. The student may be required to provide written evidence to
substantiate legitimate reasons for being absent.

6. If the student anticipates extensive absences, he/she must notify the student support
counselor in writing immediately. A Student Success Team will then be convened to
devise a strategy to enhance his or her likelihood of success.

AUDIO-VISUAL AIDS
Students wishing to use audio-visual equipment for school-oriented activities are encouraged to

contact the Library. The following equipment is available: slide projectors, overhead projectors, TV,
VCRs, DVRs, and Digital Projectors.



BOOKS, SUPPLIES, AND TOOLS

Books and supplies are available at the WCCC campus bookstore. The cost of books and
supplies vary according to the individual program and schedule. Tools are not available for
purchase at WCCC. Cash, personal check, Visa, MasterCard, and Discover, as well as training
vouchers, are accepted for bookstore purchases. Checks for the amount purchased should be
made payable to the WCCC Bookstore. There is a $30 fee for any returned checks. The
bookstore is unable to advance credit against a student’s financial aid. Items purchased in the
WCCC bookstore may not be charged against a student’s account in the business office.

Textbooks may be returned for a full refund during the first two weeks of class only if all
of the following conditions are met: original receipt; if the plastic wrap, if any, has not been
removed; there is no writing in the text; and any software has not been used or removed from its
original packaging. Textbooks returned after the two-week period are considered used and may
be purchased at the current buyback price.

The WCCC bookstore conducts a textbook buyback at the end of the fall and spring
semesters. Books must be in resalable condition with no writing in or on the textbooks and
software intact.

The WCCC bookstore is open Monday through Thursday, 8:00 a.m. to 4:30 p.m.
Students who have questions regarding the bookstore may call 207-454-1056 or 1-800-210-6932,
extension 4156, for assistance.

CREDIT BY EXAMINATION

Students with permission of the instructor may challenge selected courses. Students who
want to “test out” of a course must be formally registered for the course. The minimum level of
competency that is acceptable to successfully challenge a content area or an academic discipline
is determined by the Assistant Dean of Enrollment Management in cooperation with the
instructor. Credit earned through DANTES may also be considered. Credit for College Level
Examination Program (CLEP) General and Subject Examination may be granted. Decisions
regarding the granting of credit will be based on minimum acceptance scores in each area and the
applicability of the areas to program requirements. Students who successfully complete the
requirements to challenge a course will be given a passing “P” grade for the course, which will
be posted on the transcript. The credit will not be computed in the grade point average. Students
who do not meet the challenge standards will be required to complete the full course of
instruction.

Challenge exams must be taken prior to the end of the add/drop period at the beginning of
the course. The Assistant Dean of Enrollment Management will make final determinations
concerning approval of credit by examination. This method of earning credit is not considered as
part of the student’s course load for financial aid, veteran’s certification and other purposes.

Students who desire credit by examination should contact the Assistant Dean of
Enrollment Management. Please see the section on fees in the college catalog and note the Credit
by Examination Fee for associated charges.



COMPUTER ACCEPTABLE USE POLICY

Washington County Community College’s computer system — including the Maine
Community College System’s wide area network (WAN), local area network (LAN), computers,
and peripherals — is a tool for use by the WCCC community. It is the responsibility of all
authorized users to protect the integrity of the system, to respect the privacy of all users, and to
maintain the standards of honesty and personal conduct here at WCCC.

All computer facilities are designed to support individual and collaborative learning,
research, and administrative activities within WCCC’s programs by providing access to
computing resources. WCCC'’s network is designed to support the learning, research, and
administrative activities of its authorized users — including current faculty, staff, and students.
The following actions on the WCCC system will not be tolerated:

« Interfering with or altering the integrity of the system at large.

e Moving or relocating any piece of equipment or program without prior permission.

e Attempting to capture or crack passwords or encryption.

« Making changes to the "desktop," program manager, or operating system without prior

permission.

o Destroying or altering data or programs belonging to others or to WCCC.

o Interfering with intended use by restricting or denying system access by authorized users.

o Impersonating another person in e-mail or other communications.

e Transmitting threatening or harassing material.

e "Broadcasting™" information to a large subset of the WCCC community (although you

may send messages to list servers or bulletin boards which are designed for such uses).

« Sending chain letters.

e Use of the WCCC network, equipment, or software for private commercial purposes or

personal financial gain is strictly prohibited.

e WCCC’s name must not be used in ways that suggest or imply endorsement of other

organizations, individuals, products, or services.

o Fundraising and advertising are only permitted with approval by WCCC administration.

e Programs and software on the system are not freeware and may not be copied, shared or

resold.

Ethical Use of the System: Ethical use of the system maintains the security of the system protects
privacy and conforms to all applicable laws, including copyright and harassment laws.

Enabling someone other than current WCCC students, faculty, or staff to use the computers and
software may violate licensing agreements and should be avoided.
e Always log out when leaving a workstation; open files could jeopardize the security of
your work.
e Have clear authorization to access files or directories that belong to another user.
e Do not try to access (""hack™) files or directories.
e Access or monitor only information explicitly intended for you (such as logins, e-mail,
user-to-user dialog, or other network traffic).
e Do not collect or publicize any personal information about others that they would not
normally disseminate freely about themselves (such as grades, address, personal
information, etc.) or without their consent. When in doubt, ask the other user!
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e Only log into workstations that are designated explicitly for public use and with
permission of the owner or current user of that machine.

Copyright violations are against the law. Copyright is a form of protection provided by the laws
of the United States to authors of original works (Title 17, U.S. Code). Many computer programs
and related documentation are "owned" and are therefore protected by these laws, licenses and
contractual agreements. It is inappropriate and illegal for you to copy any material owned by
others from any source without their permission or full acknowledgement. It is best to assume
that all materials are copyrighted (including computer programs, print materials and Internet
resources) unless a disclaimer or waiver explicitly appears. Copyright-related restrictions:

e Never copy programs or data into your work.

e Never resell programs or data.

e Never redistribute programs or data, or provide facilities for their redistribution.

e Never use programs or data for non-educational purposes.

Never use programs or data for financial gain.
Never use programs or data without being among the individuals/groups licensed to do
SO.

e Never publicly disclose information about programs (e.g., source code, etc.) without the
owner’s permission.

Educational institutions enjoy special exemptions from copyright protection, called "Fair Use,"
so that instructors and students may use reasonable portions of copyrighted material for
coursework.

Consideration of all Users:

Respect and consideration are necessary to maintain the most effective learning environment.

e Personal productivity work (including text processing, sending mail and exploring the
system and resources — including the Web) is encouraged whenever computers are
available.

o Recreational computing is always the lowest priority (e.g., game-playing and some forms
of chat).

o To facilitate others’ ability to concentrate and work effectively, keep noise low and others
will do the same for you.

o If you use a computer with sound in a shared workspace please turn the volume down or
use headphones.

e To ensure computers and peripherals stay in best working order, food and drink are not
permitted at any computer or printer.

Harassment: Harassment is defined as any verbal or physical conduct that has the intent or effect
of unreasonably interfering with an individual’s or group’s education or work performance (Title
7, Civil Rights Act, 1991), and it is strictly prohibited. The harassment policy extends to
activities on- or off-campus and to the networked world via e-mail or other electronic formats.

« Do not harass any person on the basis of race, color, gender, disability, religion, national
origin, sexual orientation or age.

e Do not send messages that unreasonably interfere with anyone’s education or work at
WCCC or at another institution using WCCC as a base.

e Do not print or display material that may be considered offensive unless you have a
specific academic purpose.
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« Do not print or display material that may be considered intimidating or hostile unless you
have a specific academic purpose.

Any member of the WCCC community who feels harassed is encouraged to report her or his
concerns or complaint immediately to the Dean of Academic and Student Affairs or to the
Director of Finance. Use of the system is a privilege, not a right. Users enjoy only limited
privacy; the college reserves the right to access, examine, or copy any files suspected of misuse,
corruption or damage. Failure to comply with these guidelines will result in appropriate action. If
you have any questions about this policy, are unable to agree to comply, or wish to report any
violations, immediately contact the Dean of Academic and Student Affairs.

CONFIDENTIALITY OF STUDENT RECORDS

WCCC subscribes fully to the Family Education Rights and Privacy Act of 1974. Student
educational records may not be released without the student’s written permission, except to
academic advisors and employees with a legitimate interest, or to organizations and individuals
empowered by law to gain access. However, “directory information,” which includes name,
address, phone number, program, date of graduation, etc., is generally released upon request
unless a student specifically requests, in writing, that it be withheld. Further information may be
obtained from the admissions office.

CONTINUOUS ENROLLMENT

Students must maintain enrollment in a program of study after acceptance into the
institution. A student will have to reapply for admission after a lapse of one year or more
in enrollment.  Students who are re-accepted into a program of study will be required to
follow the curriculum of that program in force at the time of the latest acceptance.

CURRICULUM

Your academic advisor has a copy of the required courses in your curriculum. The curriculum
may be changed at any time without prior notice.

The WCCC catalog is an excellent reference regarding curriculum requirements.
DEGREES

Awards are presented for the successful completion of learning activities to a person achieving a
preplanned set of educational and occupational objectives. Awards presented include the
Associate in Arts, Associate in Science, and Associate in Applied Science degrees; diploma and
certificate, all presented at Commencement. Requirements for these awards vary according to
the specific degree or occupational area. See the registrar or your academic advisor for specific
requirements
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EXTENDED PROBATION

Extended probation may be granted at the discretion of the Dean of Academic and
Student Affairs if the student does not remove the deficiencies in his/her cumulative grade point
average after the completion of the subsequent semester, but has attained a minimum of 2.0
grade point average in the subsequent semester.

GRADE REPORTS

Final grade reports are available on the college’s student information Web site after the
end of each semester. Final grades cannot be secured in advance from the Registrar’s Office.
Grades will not be available until the student’s obligations to the college have been met.

GRADING SYSTEM

Grades at Washington County Community College are given in terms of letters
representing levels of achievement. The basis for determining a grade is the relative extent to
which the student has achieved the objective of the course. The student’s work in each course is
graded as follows:

Grade Number Quiality Points
Grade Per Credit
A+ 98-100 4.00
A 94-97 4.00
A- 90-93 3.67
B+ 88-89 3.33
B 84-87 3.00
B- 80-83 2.67
C+ 78-79 2.33
C 74-77 2.00
C- 70-73 1.67
D+ 68-69 1.33
D 64-67 1.00
D- 60-63 0.67
F Below 60 0.00

AF Administrative Failure is issued after the fifth week of class; a student is dropped from a
course for reasons other than grade performance, such as not meeting course attendance
requirements. The grade point average of this grade is zero points or the same as an “F” grade
and will be computed as such in the student’s G.P.A.

AW Administrative Withdrawal is issued up to the beginning of the sixth week of class; a
student is dropped from a course for reasons other than grade performance, such as not meeting
course attendance requirements or non-payment of bills.

*EC Experiential Credit
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*| Incomplete is a temporary grade given when the student, due to extraordinary circumstances,
has failed to complete required work. Student must complete required work and the instructor
must submit a grade by mid-semester following the semester in which the “I”” grade was
received. An “I” grade that is not removed during this period automatically becomes an “F”.
*M This code is given to courses forfeited due to academic amnesty.

*P Indicates successful completion of course approved for the pass/fail option.

*W Approved withdrawal during the third week. Course “drops” will be recorded on the grade
reports.

R Repeated course
*TR Transfer credit

WEF (Withdrew Failing) Withdrawal posted after the third week to mid-semester. Course “drops”
will be recorded on the grade reports.

*WP (Withdrew Passing) Withdrawal posted during the third week to mid-semester. Course
“drops” will be recorded on the grade reports.

F (Failing) Awarded to students who complete the course but fail to achieve the course
objectives.

U (Unauthorized Incomplete) Awarded to students who did not officially withdraw from the
course, but who failed to participate in course activities through the end of the period. It is used
when, in the opinion of the instructor, completed assignments or course activities or both were
insufficient to make normal evaluation of academic performance possible.

*Not computed in GRADE POINT AVERAGE

GRADUATION

There is one graduation ceremony each year, usually in May. Each candidate for
graduation must pay the graduation fee of $75. The fee is payable whether or not the candidate
attends graduation ceremonies. Some students do not meet all program requirements until after
the ceremony. Students within six credits or two courses of graduating may attend the graduation
ceremony but will not receive a signed credential until the completion of their program. Students
have only five years to complete program requirements.

Degrees, diplomas or certificates are mailed to students approximately one month after
program requirements are met and all obligations to the college have been satisfied.

LIBRARY

The campus library serves students, faculty, staff, and the public by providing materials
for research and recreational reading. In addition to the collection of over 10,000 volumes, the
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library subscribes to 120+ technical and general interest periodicals and newspapers. Interlibrary
Loan services are available through the Minerva/MaineCat statewide library catalogs. Full-text
articles and abstracts are available in MARVEL!, an online collection of magazines, newspapers,
encyclopedias and e-books. The library Web page is located at http://wccc.me.edu/library/html.
Computers are available for course work. WCCC picture ID cards are issued in the library.
Library services are accessible from campus and home computers.

NOTICE OF NON-DISCRIMINATION

Washington County Community College does not discriminate on the basis of
race, color, national origin, sex, disability, or age in its programs and activities. Inquiries
about the college’s compliance with, and policies that prohibit discrimination on, these
bases may be directed to: Affirmative Action Officer, Washington County Community
College, One College Drive, Calais, ME 04619, 207.454.1044, jcassidy@wccc.me.edu.

Inquiries and grievances concerning the application of nondiscrimination policies
may also be referred to the United States Department of Education Office for Civil Rights,
33 Arch Street, Suite 900, Boston, MA 02110, telephone 617.289.0111, TTY/TDD
617.289.0063, fax 617.289.0150, e-mail OCR.Boston@ed.gov, Internet
http://www.ed.gov/about/offices/list/ocr/index.html?src=oc; or the Maine Human Rights
Commission (MHRC), 51 State House Station, Augusta, ME 04333-0051, telephone
207.624.6050, TTY/TDD 207.624.6064, fax 207.624.6063, Internet
http://www.state.me.us/mhrc/index.shtml; and/or Equal Employment Opportunity
Commission, 475 Government Center, Boston, MA 02203, telephone 617.565.3200 or
1.800.669.4000, TTY 617.565.3204 or 1.800.669.6820, fax 617.565.3196, internet
http://www.eeoc.gov/.

The college also does not discriminate on the basis of sexual preference or marital,
parental, or veteran’s status. Inquiries about the college’s policies that prohibit
discrimination on these bases may be directed to the Affirmative Action Officer or MHRC
identified above.

The college’s practices are in full accord with the Family Educational Rights and Privacy

Act.
PERMANENT ACADEMIC RECORD

The Registrar’s Office maintains the permanent academic record for all students of the
college who receive credit. While the grade report is the unofficial notification to the student and
the Academic Dean of the student’s academic achievements for a given semester, the only true
and valid documentation of academic work and student status is an official transcript of the
academic record, stamped with the registrar’s signature and embossed with the seal of the
college.

SATISFACTORY ACADEMIC PROGRESS POLICY
Washington County Community College is required to establish satisfactory academic

progress standards for its federal and state financial aid recipients and all enrolled students in
accordance with the U.S. Department of Education regulations. These standards ensure that only

15



those recipients demonstrating satisfactory progress toward the completion of their educational
programs continue to receive financial aid.

Whether a student is considered to be making satisfactory academic progress depends on
successful semester completion of course (credit hours), cumulative grade point average (GPA),
and maximum time limits to complete his or her course of study. Students must meet all the
requirements listed below:

Semester Completion Requirement. A student must have earned hours equal to at least 66
percent of the total hours attempted for the semester to remain in good standing. Students earning
fewer than 66 percent of the hours attempted will be placed on financial aid probation. Students
not earning at least 34 percent of the hours attempted will be placed on immediate
denial/suspension status for future financial aid consideration until such time as the student
meets all satisfactory academic progress standards. Attempted hours are defined as the hours for
which the student is enrolled past the Drop/Add period. Earned hours are defined as the sum of
hours for which a student has earned a grade.

Students who have only one active program at WCCC may not receive financial aid if
the total number of attempted credits in combination with accepted transfer credits is equal to or
more than 150 percent of the credit length of their active program. Withdrawals are considered
attempted credits.

Students who graduate from a WCCC program and enroll in a new program may not
receive financial aid if the total number of attempted credits in combination with accepted
transfer credits into their new program is equal to or more than 150% of the credit length of their
new program.

Grade Point Average Requirements. Students must maintain the following cumulative GPAs
in order to meet satisfactory academic progress requirements for continued enrollment and
financial aid eligibility:

Attempted | Probation Attempted | Dismissal
Credits (based on Credits (based on
cumulative GPA) cumulative GPA)
1-5 No probationary 1-5 No dismissal
status status
6-23 1.51-1.74 6-23 1.50 or less
24-35 1.75-1.90 24-35 1.74 or less
36 or more 1.91-1.99 36-47 1.90 or less
48 or more 1.99 or less

Probation Contract. Academic support is mandated for students on academic probation.
Students must meet with the support counselor or a designated academic advisor to discuss the
factors interfering with their academic progress, determine an appropriate course selection before
registering for the next semester, and develop an individual plan/contract for academic success.
The student must meet their terms of the probation plan/contract including a 2.0 GPA during the
following semester and/or meet the minimum GPA for good standing. The Financial Aid
Coordinator will follow up with the student and the designated college personnel to determine
whether the terms of the contract have been met.
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Probation Status. Probation status will not prevent the student from receiving financial aid. The
probationary semester is meant to inform the student of potential academic problems and provide
time for corrective action. If a student does not meet the satisfactory academic progress standards
after the probationary period, denial or suspension status will be imposed. A student may not
have two consecutive probationary semesters.

Suspension. Denial or suspension status will prevent the student from receiving any Title 1V,
state, or institutional financial assistance for future enrollment until such time as the student
meets all satisfactory academic progress standards. Students who have been suspended from the
college may be considered for readmission following a minimum of one semester leave and after
providing the college with evidence of increased potential for academic success. An application
for readmission must be made through the admissions office and is contingent upon a review of
the application and space availability. Readmitted students will be placed on academic probation
for the first semester after they are readmitted.

Appeal and Reinstatement. Students may appeal their denial or suspensions status by
submitting an Enrollment and Financial Aid Satisfactory Academic Progress (SAP) Appeal Form
to the enrollment and financial aid appeals committee. The form can be found on the Web as
well as in the Financial Aid and Student Services offices. A student must appeal a dismissal from
the fall semester for the following spring semester one week prior to the start of the semester. All
other appeals must be received one month prior to the start of the semester. Appeals received
after the deadline will be considered for the next semester.

Some circumstances such as medical problems, illness, or death in the family, relocation
or employment changes can be considered for an appeal. The committee will review the appeal
and contact the student within one week. If the student finds the committee’s decision
unsatisfactory, the student may appeal to the Academic Dean or designee for further review. The
Academic Dean or designee will respond within one week. The student may appeal the
Academic Dean’s decision to the Office of the President. The President’s decision on the appeal
will be final.

The policy does not preclude a student from enrolling in subsequent semesters as a
non-matriculated student. Students may have their financial aid reinstated by the Financial Aid
Office once all satisfactory academic progress standards are met.

Maximum Time Limit Requirements. A student’s eligibility for financial aid will be
terminated at the point where 150 percent of the total credit hours required, as stated in the
college catalog, have been attempted for an associate degree, diploma and certificate. Hours
attempted are the sum of all Washington County Community College hours when it is on the
student’s enrollment schedule at the end of the official Add/Drop schedule whether or not
financial aid was received, plus all transfer and consortium hours accepted for credit. If a student
changes majors, it will not include in the calculation of a student’s SAP standing the credits
attempted and grades earned that do not count toward the student’s new major. Exception to this
case would be if a student who had attempted more than two majors and had not graduated
from either major. It may be determined to convene a review committee to evaluate case by
case evaluation with further information requested from the student. Denial of further aid
may be the result of this evaluation until such time a credential is satisfied.

Academic Amnesty. Credits for which students have been granted academic amnesty will be
recorded and retained in the student data system in such a way that they will be included in both
the qualitative and quantitative measurement of satisfactory academic progress.
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Adding and Dropping Courses. Students may ADD or DROP courses during the first 10 days
of the semester (check your academic calendar for exact date), without academic penalty.
Add/drop forms (obtained from the offices of student services or individual academic advisors)
must be completed, signed and submitted to the student services office for processing. Financial
aid awards will be adjusted to agree with the students’ registration at the end of this period.
Students who retain some enrollment may continue DROPPING courses without
academic penalty through the midpoint of each semester. However, all costs associated with the
dropped course will be charged according to the college’s refund policy. For students totally
withdrawing, the WCCC refund/repayment policy applies. Letter grades will be reported for all
courses carried after the midpoint of each semester.
Audited and pass/fail courses. Audits are considered to be attempted but not earned hours.
Passing credits received for pass/fail courses are considered attempted and earned hours; failing
grades in pass/fail course are considered attempted but not earned.
Early Withdrawal. Students who receive Title IV federal financial aid and completely withdraw
from WCCC on or before the 60 percent of the term (in calendar days) are entitled to keep only
the portion of Title 1V federal student aid earned to the point of withdrawal from the college. If
any federal aid was disbursed directly to the student, he/she is responsible for returning unearned
funds to the federal financial aid programs within a timely manner. Failure to do so may result in
the student’s ineligibility for the future federal student aid. If a student receiving federal financial
aid withdraws after the 60 percent point of term, he/she is considered to have earned all of their
federal student aid for that semester. It is imperative that prior to the student leaving, he or she
should be encouraged to complete a withdrawal form and discuss this issue with a representative
from the Financial Aid Office.
Incomplete Grades. Students receiving grades of “Incomplete” for courses required for
certificates, diplomas or degrees must make arrangements with faculty to complete course
requirements. After instructors assign final letter grades, student grade point averages (GPA) will
be recalculated to include the appropriate quality points, and their quantitative measurement will
be adjusted to include the credits as “credits completed.” If the cumulative grade point average
remains within the published guidelines and the quantitative measurement falls within published
guidelines, students retain eligibility for financial aid. Until the grade is submitted, it is
considered to be attempted but not earned hours.
Non-punitive Grades and Repeated Courses. Repeated courses due to failure, or having
obtained a grade lower than is required for a particular subject, affect satisfactory academic
progress in the following manner: the course is included in both qualitative and quantitative
evaluation in the academic year in which it was taken. This institution uses grade point average
(GPA) as a key indicator of academic progress for the qualitative component and has
established a maximum time frame not to exceed 150 percent of the published length of the
program as measured in academic years, terms, and credit hours attempted. The subsequent
grade, credit earned and removal of the original grade are evaluated qualitatively and the
completion of the repeated course. The original credits attempted remain in the quantitative
evaluation. In other words, a repeated course may improve the student’s grade point average, but
it does not extend the allowable attempted credits toward degree completion. A student is
allowed to repeat a course only twice.
Remedial courses. Remedial work in developmental courses may qualify for financial aid if the
courses are measured in credit hours and required as part of the student’s planned program.
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Transfer and Consortium Credits. Credits for which financial aid is received under a
consortium agreement and transfer credit that is counted toward the degree will be recorded in
the student data system to be included in completion percentage, and maximum time-frame
calculations.

Withdrawals and Non-attendance. Withdrawal is considered to be attempted but not earned
hours.

NOTE: If a student withdraws from the college in an academic term during which they are
ineligible for financial aid due to not maintaining satisfactory academic progress, they remain
ineligible for financial aid until such time that he or she once again makes satisfactory academic
progress.

Example 1: Sadie enrolled in her first semester at WCCC. She registered for 15 credits in
the fall semester but does poorly in one class, earning 12 credits and a grade point average
of 1.75. Because Sadie completed 80 percent of the credit hours she attempted (i.e., 12
divided by 15=80 percent) and has a GPA above 1.74 for her first 15 credits attempted, she
is considered to be in good standing at the end of the fall semester.

Attempted Probation Attempted Credits | Dismissal
Credits (based on (based on cumulative GPA)
cumulative
GPA)
1-5 No probationary 1-5 No dismissal status
status
6-23 1.51-1.74 6-23 1.50 or less
24-35 1.75-1.90 24-35 1.74 or less
36 or more 1.91-1.99 36-47 1.90 or less
48 or more 1.99 or less

Sadie registers for and completes 12 credit hours in the spring while managing to
raise her GPA to 1.92. At the end of the second semester the aid officer determines that
Sadie has met the minimum standards of satisfactory academic progress since she needed a
minimum GPA of 1.75-1.90 after attempting 27 credits hours.

Example 2: Sarah is a second year student at WCCC. During the first semester of
her second year, she finds she must drop her four-credit hour biology class to maintain her
GPA of 3.5. She completes 6 of 10 credit hours. Though Sarah’s GPA meets the satisfactory
academic progress standards, she is placed on financial aid probation at the end of the
semester because her completion rate is below 66 percent (i.e. 6 divided by 10=60 percent).

In the second semester Sarah registers for and completes 12 credit hours with a
cumulative GPA of 3.65. She returns to good standing at the end of the second semester
because she has raised her completion rate above 66 percent (i.e., 18 divided by 22=82
percent).

STUDENT SUCCESS TEAM (SST)

The Student Success Team may consist of all the student’s instructors and his or her
academic advisor, as well as the Student Support Counselor, Assistant Dean of Enrollment
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Management, and, by invitation, any significant participant in the student’s education. The SST
will meet with the student and help him/her solve problems that may be impeding academic
progress. The SST may formulate an individual education plan (IEP) and make a
recommendation to the Academic Dean with respect to a student’s academic process.

TRANSFER CREDIT

Students may transfer to WCCC credits earned at other accredited colleges prior to the
beginning of the program, providing that the credits applied have been earned within the past ten
years. WCCC is the final judge regarding acceptance of transfer credits. The responsibility rests
with students to furnish the Registrar’s Office with (1) an official copy of each college transcript
and (2) a copy of the catalog from each college at which the courses were taken if the college is
not located in Maine. Every effort will be made to issue transfer credit prior to the beginning of
classes.

Courses with grades of “C” or better that are judged by WCCC to be equivalent in nature
and content to the college’s course offerings will be transferred; however, examinations may be
required to show competency of subject material. Transferred course grades will appear on the
WCCC transcript but will not be used in computing the student’s WCCC grade point average.

A student must earn a minimum of 35 percent of his/her certificate, diploma, or degree
credits in residence and these credits must be earned within five years of the date of application
for graduation. When a decision regarding transferability of credits is unacceptable, the student
may appeal, in writing, to the Academic Dean.

Students desiring to transfer credits earned at WCCC to another post-secondary
institution can expect courses to be evaluated on an individual basis by that institution. Approval
for the transfer of credits from WCCC to another college rests with the receiving institution.

WITHDRAWAL FROM COLLEGE

Any student withdrawing from WCCC is expected to complete an official withdrawal
form. This may be obtained from the Registrar’s Office. The student is also expected to have an
exit interview with the Student Support Counselor. When circumstances prevent this, the student
or parents should write to the Registrar’s Office concerning the reason requiring the student to
leave. Notification of withdrawal or cancellation and requests for refund must be made in writing
and addressed to the Registrar’s Office. Notification is effective on the date received in the
Registrar’s Office.

Refunds are established by the date the student signs and submits the completed
withdrawal form. Refer to refund policy for details.

Students who withdraw from the college and who are subsequently readmitted are
governed by the degree requirements stipulated in the catalog at the time of readmission.
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FINANCIAL AID

All financial aid at WCCC is administered in accordance with policies and philosophies
that have been established nationally. The basis of such programs is the belief that STUDENTS
AND THEIR PARENTS HAVE THE PRIMARY RESPONSIBILITY to meet educational
costs and that financial aid is available only to fill the gap between the family’s and /or student’s
contributions and allowable educational expenses. The amount of expected student or family
contribution is determined by a careful analysis of financial strength, which shows income and
net assets versus the allowable expenses the family may have.

Educational expenses that are considered a basis for establishing student need include
tuition, fees, books and supplies, room and board, tools, transportation, personal expenses, and
guarantee and origination fees from federal loans.

APPLICATION PROCEDURE

1. Complete a Free Application for Federal Student Aid (FAFSA) for all Title IV programs
(federal PELL, federal SEOG, federal CWS, and federal loans).

2. WCCC Verification Worksheet is required to be completed by all first-time incoming
students and those returning who have been selected for verification by the federal
government and must be submitted to the Financial Aid Office. This form can be found on
the Online Financial Aid System at www.wccc.me.edu/netpartnerstudent or WCCC’s
portal.

3. Submit a signed copy of the previous year’s IRS 1040/1040A/1040EZ tax form filed by
you and/or your spouse, if you meet the criteria listed in #2.

4. Submit a signed copy of the previous year’s IRS 1040/1040A/1040EZ tax form filed by
your parents, if you are a dependent and you meet the criteria listed in #2. If you have
questions regarding dependency, please contact the Financial Aid Office.

NOTE: It is important for students to have sufficient funds available to begin their first few
weeks of college, because financial aid payments will not be disbursed to students until after the
end of the college’s refund period. Students must be prepared to purchase all tools, books and
uniforms required. Students must also have sufficient resources for expected living expenses, e.g.
food.

DETERMINING FINANCIAL NEED

The amount of financial aid is subject to available federal and state funds. The Financial
Aid Office will determine the type of aid and amount received. Financial aid awards are based on
demonstrated financial need, which is the difference between allowable educational expenses
and the total of the parents’ expected contribution and/or the student’s own expected
contribution.

Contributions are determined from analyses of the financial aid application and other
required documentation. All information is held in strict confidence.
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ELIGIBILITY DETERMINATION

The following criteria apply to all financial aid programs. To receive financial aid, a student

must:

1. Be enrolled or accepted for enrollment in an eligible program leading to an associate
degree, diploma, or certificate.
Be a United States citizen, permanent resident, or refugee with appropriate visa.
Have financial need.
Be maintaining satisfactory academic progress in a course of study according to the
standards and practices of WCCC.
Not owe a refund on a PELL grant or Supplemental Grant at WCCC.
Not be in default on any of the following: Federal Family Education Loan, Perkins
(National/Direct) Student Loan, or Student Loan Supplemental (SLS).
Have met legal requirements for selective service registration.
8. Have a high school diploma or equivalent.
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FINANCIAL AID NOTIFICATION

Once all application and verification documentation(s) have been received and reviewed,
the Financial Aid Office will notify students in writing whether or not they qualify for financial
aid. Students may view the process at www.wccc.me.edu/netpartnerstudent by entering their
alternative 1D and pin that is supplied to them by the financial aid office when they initially
apply for financial aid. Students who qualify for assistance will receive an initial AWARD
LETTER. Financial Aid is credited to student accounts as funds are received.

Additional information regarding financial aid policies can be found in the student
financial aid handbook, which is located on the portal and in the Online Financial Aid System
website under the form section.

For further financial aid information, contact the Financial Aid Office.

RETURN OF TITLE IV FUNDS POLICY

The Higher Education Amendments of 1998 changed the formula for calculating the
amount of aid a student and school can retain when the student totally withdraws from all
classes. Students who withdraw from all classes prior to completing more than 60 percent of an
enrollment term will have their eligibility for aid recalculated based on the percent of the term
completed. For example, a student who withdraws completing only 30 percent of the term will
have “earned” only 30 percent of any Title IV aid received. The college and/or the student must
return the remaining 70 percent. The Financial Aid Office encourages you to read this policy
carefully. If you are thinking about withdrawing from all classes PRIOR to completing 60
percent of the semester, you should contact the Financial Aid Office to see how your withdrawal
will affect your financial aid.

1. The policy shall apply to all students who withdraw, drop out or are expelled from
Washington County Community College, and receive financial aid from Title 1V funds.
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a. Theterm “Title IV Funds” refers to the Federal financial aid programs authorized under
the Higher Education Act of 1965 (as amended) and includes the following programs:
Unsubsidized Federal Family Education Loan (FFEL), subsidized FFEL Loan, FFEL
Plus Loans, Federal Pell Grants, Federal Supplemental Equal Opportunity Grants
(FSEOGQG), Leveraging Educational Assistance Partnership Grants (Maine Student
Incentive Scholarship Program [MSISP]).

b. A student’s withdrawal date is the date the student began the institution’s withdrawal
process or officially notified the institution of intent to withdraw; or the midpoint of the
period for a student who leaves without notifying the institution; or the student’s last
date of attendance at a documented academically related activity.

2. Title IV aid is earned in a prorated manner on a per diem basis up to and including the 60
percent point in the semester. Title IV aid and all other aid is viewed as 100 percent earned
after that point.

a. The percentage of Title IV aid earned shall be calculated as follows:

1. Number of days completed by student
2. Total number of days in term* = percent of term completed

The percent of term completed shall be the percentage of Title IV aid earned by the student.

*The total number of calendar days in a term of enrollment shall exclude any scheduled

breaks of more than five days.

b. The percentage of Title IV aid unearned (i.e., to be returned to the appropriate program)
shall be 100 percent minus the percent earned.

c. Unearned aid shall be returned first by Washington County Community College from
the student’s account, calculated as follows: total institutional charges X percent of
unearned aid = amount returned to program(s).

Unearned Title IV aid shall be returned to the following programs in the following order:

1. Unsubsidized Stafford Loan

2. Subsidized Stafford Loan

3. Parent Loans to Undergraduate Students (PLUS)

4. Federal Pell Grant

5. Federal SEOG

6. Other Title IV grant programs

Exception: no program can receive a refund if the student did not receive aid from that
program.

When the total amount of unearned aid is greater than the amount returned by
Washington County Community College from the student’s account, the student is responsible
for returning unearned aid to the appropriate program(s) as follows:

1. Unsubsidized Stafford Loan*

2. Subsidized Stafford Loan*

3. Parent Loans to Undergraduate Students (PLUS)*

4. Federal Pell Grant**

5. Federal SEOG**

6. Other Title IV grant programs**
* Loan amounts are returned in accordance with the terms of the promissory note.
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** Amounts to be returned by the student to federal grant programs will receive a 50
percent discount.

3. Refunds and adjusted bills will be sent to the student’s home address on file in the Registrar’s
Office following withdrawal. Students are responsible for any portion of their institutional
charges that are left outstanding after the Title IV funds are returned.

4. Institutional and student responsibilities in regard to the return of Title IV funds.

a. WCCC’s responsibilities in regard to the Title IV funds include:
e Providing each student with the information given in this policy.
e ldentifying students who are affected by this policy and completing the return of
Title IV funds calculation for those students.
e Returning any Title IV funds that are due the Title IV programs.
b. The student’s responsibilities in regard to the return of Title IV funds include:
e Becoming familiar with the return of Title IV policy and how complete
withdrawal affects eligibility for Title IV aid.
e Returning to the Title IV programs any funds that were disbursed directly to the
student and for which the student was determined to be ineligible via the return of
Title IV funds calculation.

5. The fees, procedures, and policies listed above supersede those published previously and are
subject to change at any time.

6. Any notification of a withdrawal or cancellation of classes should be in writing and
addressed to the Registrar’s Office. Such notification may be made by facsimile. A copy of
such document will be forwarded to the Financial Aid Office.

Example:

Step 1. Determine the percentage of time the student was enrolled as of withdrawal. A student
withdrew after attending 20 days of a payment period that spans 107 days from first day to last.
The period includes one 7-day break that begins on a Thursday and ends on the following
Wednesday (classes resume on Thursday). Excluding this break leaves 100 calendar days in the
period. This student was enrolled for 20 percent (20/100) of the payment period.

Step 2. Determine the amount of aid earned by the student. Andrew was awarded $5,000 in Title
IV funds per payment period, and all of it had been disbursed by the time he withdrew. He
attended 20 percent of the payment period, thus he earned $1,000 (20 percent of $5,000).

Step 3. Compare the amount earned to the amount disbursed. For instance above, Andrew only
earned $1,000 but received $5,000. $4,000 would need to be returned to Title IV.

Step 4. Allocate the responsibility for returning unearned aid between the college and the
student.

Institutional charges for the period would have to be determined. An example:
Tuition and Fees $1,500

Room 1,000
Books 500
$3,000
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Percentage of Title IV aid unearned using Andrew’s information = 80 percent. Multiply $3,000
times 80 percent = $2,400. Compare the amount of Title IV aid to be returned ($4,000) to above.
The college must return the lesser amount (2,400).

Step 5. Distribute the unearned funds back to the Title IV programs. Subtract the amount of Title
IV aid due from the college from the amount of Title IV aid to be returned. $4,000 minus $2,400
= $1,600.

The student (or parent for a PLUS loan) must return unearned aid for which the student is
responsible by repaying funds as noted in the policy up to the total net amount disbursed from
each source, after subtracting the amount the college will return. Amounts to be returned to
grants are reduced by 50 percent**,

Unsubsidized Stafford Loan*

Subsidized Stafford Loan*

Parent Loans to Undergraduate Students (PLUS)*
Federal Pell Grant

Federal SEOG**

Other Title IV grant programs**

SourwNdE

*Loan amounts are returned with the terms of the promissory note. No further action is required
other than notification to the holder of the loan of the student’s withdrawal date.

SENIOR CITIZEN DISCOUNT

Washington County Community College will waive the tuition cost for most credit
courses, on a space available basis, up to a maximum of six credits per semester for citizens of
Maine who are 62 years of age or older. This waiver does not include the cost of texts or other
college fees such as technology fees, parking fees, etc. and texts or other materials required for a
given course.

VETERANS’ DEPENDENTS EDUCATIONAL BENEFITS

Under Maine law, children and spouses (including widows and widowers) of persons
who died as a result of service in the Armed Forces of the United States (either during or after
service) or who became permanently and totally disabled as a result of service or who may have
died of a service-connected disability may be eligible for assistance, as determined by Maine
Veterans Service.

Spouses of veterans who are attending state-supported institutions must be admitted free
of tuition including mandatory fees and lab fees for all programs. Room and board may not be
waived.

A child of a veteran who is attending a state-supported post-secondary institution must be
admitted free of tuition including mandatory fees and lab fees for associate degree programs. The
tuition waiver provided under this paragraph may be reduced by an amount necessary to ensure
that the value of this waiver, combined with all other grants and benefits received by the student,
does not exceed the total cost of education. Room and board may not be waived.
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A child of a veteran has six academic years from the date of first entrance to complete
eight semesters. The President may waive the limit of six consecutive academic years when the
recipient’s education has been interrupted by severe medical disability or illness, making
continued attendance impossible.

Students may obtain detailed information and an application for these benefits from the
Registrar’s Office.

VETERANS’ SERVICES

WCCC’s programs are approved for the education and training of military personnel,
veterans, and their dependents by the state approving agency for veterans’ education programs.
The registrar counselor serves as liaison to the Veterans Administration and the State of Maine’s
approval agency. Students who wish to apply for VA educational benefits should contact the
Registrar’s Office when applying for admission.

A student who is eligible for veterans’ educational assistance and who has had previous
post-secondary educational experiences will have these experiences evaluated by the WCCC
registrar for possible transfer credit.

WCCC is an approved Serviceman’s Opportunity College (SOC). Prior military learning
experiences will be reviewed for credit. The amount of credit awarded depends upon course
equivalents and the technology in which the student enrolls.

FINANCIAL INFORMATION
PAYMENT OF BILLS

Enrolled students are billed each semester for tuition, housing, and fees. Bills are payable
in full by the first day of class unless arrangements have been made with the business office in
advance. Failure to pay a bill within the prescribed period may keep a student from attending
classes.

Payment of tuition, housing, and fees may be made at the WCCC business office or
mailed to: WCCC, One College Drive, Calais, ME 04619. The business office is open to serve
students Monday through Friday, 8 a.m. to 4:30 p.m. Payment may be made by cash, personal
check, Visa, MasterCard, Discover Card, or by training vouchers. A $30 fee will be charged for
all returned checks. Students who have questions regarding particular charges on their invoice
may call 207-454-1025 or 1-800-210-6932, extension 4125 for assistance.

REFUND POLICY

The Board of Trustees of the Maine Community College System is empowered to
establish system-wide rates for tuition, housing, and application fees. The college President,
within the policy constraints established by the board of trustees, establishes technology fees and
other similar charges associated with setting the fixed costs of the institution. While certain
charges may vary from college to college, the basis for refunds of these charges is consistent.
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Admission Deposit $75
Refundable for a period up to 120 days prior to start of semester.

Room & Security Deposit  $150
Refundable if all financial obligations to the college have been met.

Tuition

100 percent, if course is canceled by college.

80 percent, within 10 business days of semester start.

50 percent, within 11-20 business days of semester start.
No refund after 20 business days of semester start.

Housing

80 percent, within 10 business days of semester start.

50 percent, within 11-20 business days of semester start.
No refund after 20 business days of semester start.

No refunds of tuition or dorm charges will be made after the fifth week of the semester.
Notification of withdrawal or cancellation and requests for refund must be made in writing and
addressed to the Registrar’s Office. Notification is effective on the date received in the
Registrar’s Office.

Refund levels may vary for special or short-term courses depending upon the
circumstances. No refunds are given for termination resulting from academic, disciplinary, or
financial dismissal. Refunds for Title IV financial aid shall follow federal guidelines. Students
who feel that individual circumstances warrant exceptions from the published policy may appeal
to the college President or his/her designee.

The application, comprehensive, student documents, parking, student senate activity,
recreation, summer recreation, student accident and sickness insurance, liability insurance,
graduation, license, and program related fees (academic, technical, and program/course
technology fees) are not refundable. Resident students may also have housing damage or
cleaning charges. If a withdrawing student is receiving federal or state financial aid, that amount
is prorated in accordance with the above schedule and federal regulations, and returned to the
appropriate federal or state account. Please see “Financial Aid Information” for additional
information regarding refunds.

UNPAID FINANCIAL OBLIGATIONS

Students may not attend classes after the first week of any semester if their semester bills
have not been paid in full or if specific arrangements have not been made with the business
office. Students who are delinquent may be dropped from enrollment or may be assessed late
charges. Residential students who are delinquent in the payment of room, damage, or cleaning
charges may be dismissed from college housing.

The college is authorized to withhold grades, degrees, diplomas, certificates, and
transcripts from students, or licensing fees from appropriate agencies, for failure to pay all lawful
fees, fines and charges. A $50 late fee will be applied to delinquent accounts.
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GENERAL INFORMATION
ACADEMIC SUPPORT SERVICES

Washington County Community College offers a number of academic support services to
students. The study center is open to all students and offers individual help in a friendly, quiet,
comfortable atmosphere. One-on-one tutoring is available. Accuplacer testing is in place to
ensure students are placed in appropriate level courses for their best chance of success.
Workshops and seminars are held regularly to provide student support around study skills, time
management, test taking, note taking, or other study-related problems. Students with a disability
may receive assistance and appropriate accommodations when they inform the accessibility
specialist of their disability and provide appropriate documentation.

ACCESSIBILITY

WCCC does not discriminate on the basis of disability in admissions to, access to, or
operation of its programs, services or activities. In accordance with Section 504 of the
Rehabilitation Act of 1973 (CRF 34 Part 104) and Title Il of the Americans with Disabilities Act
(ADA) of 1990, WCCC is committed to helping qualified students with disabilities achieve their
individual goals. Upon request and documentation, WCCC provides to qualified students
reasonable accommodations to remediate the competitive disadvantage that a disability can
create in a collegiate setting. Students who are entitled to and are requesting reasonable
accommaodations should contact the Coordinator of Accessibility Services at 207-454-1093.

CAMPUS BOOKSTORE

In addition to textbooks and supplies, the bookstore carries a variety of college clothing
and gifts. Reasonably priced drafting supplies and equipment, scientific and basic calculators,
computer supplies, and generous educational discounts on computer programs are available to
students. Tools are not available for purchase in the bookstore. Hours of operation are Monday
through Thursday, 8 a.m. to 4:30 p.m.

CAMPUS HOUSING

Resident students at WCCC are housed in an on-campus apartment complex. In addition
to 30 available apartments, the residence halls include a laundry facility, a spacious lounge, a
game room, and a fitness center.

The campus apartments are designed to accommodate five women or men. Each
residence apartment contains a furnished living room and three bedrooms, complete with
individual beds, bureaus, desks and closets. Occupants of each unit share a kitchen, dining area
and bathroom. Students prepare their own meals and are responsible for bringing personal linen,
dishes, silverware and cooking utensils.

Internet connections are available in each apartment and provide access to the campus
network and the Internet. Cable television hook-ups are available in the living room and in each
bedroom and most apartments are equipped for telephone installation.

28



The Director of Residential Life supervises an Assistant Director of Residential Life and
a staff of student resident assistants in maintaining a peaceful and orderly campus environment.

WCCC normally is able to accommodate all requests for on-campus housing; however,
should demands exceed supply, preference is given to students who reside outside the local area.

CHILD CARE CENTER

Child & Family Opportunities, Inc. operates a childcare facility on campus for children. Fees are
on a sliding scale based on income and family size. If you are interested in more information,
please contact the childcare center at 454-3212.

COMPUTER ACCESS

All access to computers and computer-related resources at Washington County
Community College is a privilege, not a right. Students must read and sign an Acceptable Use
Policy, available from the IT director, before they can access WCCC’s computers and network.
This privilege is extended to students in order to assist them in their studies. Internet access is
currently limited; therefore, it is reserved solely for students, faculty and staff at WCCC.

COUNSELING SERVICES

Guidance and counseling are available to provide assistance to students with career,
academic, or personal issues.

The general function of guidance and counseling at WCCC is not delegated to any one
specific staff member. Those faculty members who serve as student advisors often provide
academic and career counseling to their students. Each faculty member is available to students in
a number of ways, including office hours, e-mail, and appointment. Feel free to discuss course
difficulties, career plans, and matters relevant to your education with your instructors and
advisor.

The Student Support Services Counselor is available to provide counseling. Professional
counseling services may be arranged, if needed.

Any student who considers withdrawing from the college is strongly urged to use counseling
services prior to making a final decision.

INTOXICATING BEVERAGES

WCCC maintains a stringent policy in regard to the possession and/or use of alcoholic beverages
which are strictly prohibited on the college campus. Violation of this rule may be grounds for
dismissal from the Residence Halls and/or the college. Additionally, legal action may result with
any violation of this policy.

MEDICAL SERVICES

Twenty-four hour emergency medical service is available at an accredited hospital
located one mile from the campus. Several physicians, dentists, and specialists serve the area.
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Students are required either to obtain accident and sickness insurance through a group
policy available at WCCC or to provide evidence of other coverage.

MOTOR VEHICLES

Students at WCCC have the privilege to operate motor vehicles on campus provided that
they possess a valid driver’s license and that vehicles are registered and insured in accordance
with Maine law. All vehicles operated on campus must be registered with the college and display
a current WCCC parking permit. Vehicles, like other personal property, are the sole
responsibility of the owner.

The operation of ATVs, snowmobiles, or other off-road vehicles is not permitted on
campus.

Improper use of motor vehicles may be grounds to suspend privileges.

POSSESSION AND USE OF DRUGS

The college maintains a zero-tolerance policy in regard to the possession and use of illegal drugs.
Either possession or use of illegal drugs will result in immediate dismissal from the college.
Legal action will result from the possession and use of illegal drugs.

SMOKING POLICY

In accordance with Maine law, smoking is allowed in designated outside areas only. There is no
smoking allowed inside any of the buildings or within 50 feet of any entrance at Washington
County Community College

STUDENT ACTIVITIES

Student activities at WCCC are organized and sponsored by the Student Services
department in cooperation with the student senate. Activities vary from year to year as student
interests change, but the college consistently offers a wide variety of on- and off-campus
activities.

Activities sponsored by the student services department over the past several years
include trips to New Brunswick, Canada, hockey games, downbhill skiing, and white water
rafting, and hiking. Campus events have included dances, cookouts, dinners, and multicultural
socials as well as a variety of other events.

The college encourages all students to be civic-minded and sponsors annual blood drives
and food collections for the needy, and provides support to local community service agencies in
other charitable endeavors.

The college maintains a variety of recreational equipment for student use, including
canoes, cross-country skis, ice skates, and fishing equipment. Additionally, the campus
recreational program offers a variety of activities, including intramural pool and ping-pong
tournaments, basketball, and volleyball.

Campus recreational facilities include a modern gymnasium and fitness center.
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STUDENT SENATE

The student senate is composed of student representatives and is the official voice of the
student body. The senate is a vital link among students, faculty, and administration. A staff
member serves as advisor.

In their weekly meetings, these student leaders seek to fulfill the student senate objectives
of promoting the general welfare of the college, serving the best interests of the student body,
and helping to provide a positive college spirit.

STUDENT CODE OF CONDUCT

Student conduct and discipline at WCCC are governed within the framework of the
Maine Community College System Student Code of Conduct. The code is available to all
students as part of this student handbook, available electronically on the campus Web page at
Www.wcce.me.edu.

Students are strongly encouraged to familiarize themselves with the Student Code of
Conduct upon their arrival at WCCC.

TRIO STUDENT SUPPORT SERVICES PROGRAM/STUDY CENTER

The WCCC Trio Student Support Services (SSS) program offers individual and group
tutoring, access to computers and printers, referrals to the Financial Aid Office, visits to four-
year colleges and transfer assistance, enrichment workshops, peer mentoring, leadership
opportunities, and study skills development. Program services are free to all participants.

SSS is a federally funded educational support program that helps promising students
overcome barriers to higher education. The program’s mission is to help students remain in
college, graduate, and transfer into four-year degree programs.

Students are eligible for services if they meet the following guidelines set by the U.S.
Department of Education:

e Are citizens of the United States or have permanent residency

e Are enrolled in a program at WCCC

e Are in need of academic support
And meet at least one of the following criteria:

e Fall within the income guidelines as established by the U.S. Department of Education

e Have a documented physical or learning disability

e Neither parent graduated from a four-year college
The WCCC Student Support Services program receives 100 percent of its funding through a
grant from the U.S. Department of Education. In 2007-2008 the grant award was in the amount
of $235,689. It also receives in-kind support from Washington County Community College.

These same services are also available next door to the TRIO program in the Study Center. The
Study Center is open to all students with no requirement for qualification.
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Emergency Contact Numbers

Fire Department Emergency Call 911 or Non-emergency Call 454-7400
Police Emergency Call 911 or Non-emergency Call 454-2751
Ambulance Emergency Call 911
Internal Emergency Lines 454-1000

Facilities Management 454-1067

Cell: 214-4806

Cell (after 4:40 p.m.) 214-3391
Poison Control Center 1-800-222-1222
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1.

RESIDENCE HALL AGREEMENT

This RESIDENCE HALL AGREEMENT (“Agreement”) is entered into by and
between
(“Student”). In consideration for a residence at the College for the fall/spring semester(s) of the
2008/2009 academic year, Student agrees to abide by the following terms and conditions.

Washington County Community College (“College™, and

DEFINITIONS
For purposes of this Agreement, the following terms have the following meanings:

A.

Residence Hall - All portions of a building, as well as its immediate outside
surroundings, whether on or off campus, made available by the College for
Student living accommodations.

Common Areas - Lobbies, lounges, stairwells, hallways, laundries, bathrooms,
exercise rooms, basements, walkways, lawns and parking areas.

TERM OF AGREEMENT

This Agreement governs the above academic semester(s) and is not transferable except to
room reassignments made by the College. This Agreement will immediately terminate in
the event of Student’s withdrawal, suspension or dismissal from the residence hall or the
College. Student agrees in any such instance to vacate the residence hall at the time set
by the College, not to return or to return under penalty of trespass.

CHARGES

A.

ROOM FEES

Room fees are based upon College policy. Student agrees to consult the Business
Office for Student’s specific fees, room deposits and refund policies. Student
further agrees to pay such fees and deposits prior to registration for each semester,
and to accept such refund policies.

SECURITY DEPOSIT

Student agrees to pay a security deposit of $150 prior to taking possession of a
room. This security deposit will be returned to Student upon termination of the
Agreement if at such time: 1) Student’s room and common areas of the residence
hall are found in the same condition as when the Student first took possession,
normal wear and tear excepted; and 2) if the Student has settled in full all
accounts and debts owing to the College, including, but not limited to, all charges,
costs, assessments, fees and fines.

ROOM AND COMMON AREA ASSESSMENTS

Student agrees to pay for all loss or damage, normal wear and tear excepted, that
the College determines the Student caused to the floors, walls (including tacks,
nails and tape), windows, ceilings, appliances (if any), fixtures, furnishings,
plumbing, electrical wiring or other College property in the residence hall. If it
cannot be determined who caused such loss or damage, Student agrees to pay to
the College the labor and material costs of such repair and cleaning, prorated as
deemed appropriate by the College among, if a room, each resident of the room,
or if a common area, each user of that common area.
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ROOM ASSIGNMENTS

The College reserves the right to make all room assignments and reassignments as it may
deem in the best interest of the College. Student agrees not to change his/her room
assignment without approval of the College, and agrees to use the room only as a student
living accommodation.

ACADEMIC REQUIREMENTS AND PROHIBITED CONDUCT
While a resident, Student agrees to remain enrolled as a full-time student in good
academic standing at the College. Student agrees to behave with proper regard and
mutual respect for other students, residents, guests, resident advisors, custodians, other
College personnel, residence hall neighbors and their respective property. Student further
agrees while in the residence hall not to engage in conduct prohibited by the Student
Code of Conduct, Residence Life Guide or other rules of the College, and in particular,
not to:
A. use, consume or possess alcohol or unlawful drugs;
B. smoke in the residence hall;
C use offensive, derogatory or vulgar language towards the resident advisors,
custodians or other College personnel;
D. remove College furniture from its assigned room or remove screens from
windows;
E. alter or tamper with any wiring in the residence hall, or install or maintain any
temporary wiring, exterior television or radio antennas of any type;
F.  keep any pets, animals, waterbeds, chain saws, bicycles, tires, automobile parts or
other items deemed by the College to be a nuisance;
G. throw snow, water, food or other material that may cause extraordinary cleaning
or damage to the inside or outside of a residence hall;
tamper in any way with fire alarms, hoses, extinguishers, smoke detectors or
emergency exits;
display any College, municipal, state or federal signs;
operate commercial enterprises of any kind;
possess or store any firearm or weapon; and not to
cause any unreasonable volume of music or noise.

I

rxe—

INTOXICATING BEVERAGES

WCCC maintains a stringent policy in regards to the possession and/or use of alcoholic
beverages, which are strictly

prohibited on the college campus. Violation of this rule may be grounds for dismissal.
Additionally legal action may result with any violation of this policy.

POSSESSION AND USE OF DRUGS

The College maintains a zero-tolerance policy in regards to the possession and use of
illegal drugs. Either possession or use of illegal drugs will result in immediate dismissal
from the College. Legal action will result from the possession and use of illegal drugs.
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10.

11.

12.

13.

14.

15.

COLLEGE ACCESS TO ROOMS

The College reserves the right to regulate the use of the residence hall in accordance with
the policies of the College. Inspections may be held without prior notice to or consent
from the Student to ensure compliance with those rules and regulations. The College
shall have the right of access to all rooms for the purpose of making routine or emergency
repairs as necessary without prior notice to or consent from the Student.

KEYS

Student agrees to use all due care in maintaining keys to the residence hall and to
Student’s room, and agrees to reimburse College for all costs, such as key and lock
replacement, associated with Student’s loss or misuse of keys. A charge of $50 for lock
replacement will be made by the College.

CABLE TELEVISION AND TELEPHONE

a.) A cable television hookup is provided for a $25 fee per student per fall and spring
semester, $10, summer semester. Occupants will be billed for missing TV cable hookups.
b.) Internet access in the residence halls is $50 for each student.

VACATIONS AND EXAMS

Student agrees not to remain in the residence hall at any time during vacations or
following their last scheduled exam. Returning to the residence halls prior to official
opening without prior permission from the College is prohibited. Student further agrees
to vacate the residence hall by 6:00 p.m. of the day classes end.

GUESTS

Student agrees to be held accountable for student’s guests who engage in conduct
prohibited for residents. Student may have guests stay overnight provided the Student
completes the required forms. Students must be 18 years of age and can stay no longer
than 3 days and two nights per week.

PARKING
Student agrees to park vehicles only in designed parking areas, and not on walkways,
lawns, fire lanes and roadways

PERSONAL BELONGINGS LEFT IN THE RESIDENCE HALL
Student agrees to remove all personal belongings at the end of the school year and further
agrees to allow the college to dispose of any belongings not so removed.

PROCESS FOR DETERMINING VIOLATIONS OF THIS AGREEMENT

The Student has been advised of the processes used by the Director of Student Life in
determining alleged violations of this Agreement, and the Student agrees to abide by
those processes. Student further agrees that Student’s appeal of such determinations must
be filed in writing with the Dean of Academic and Student Affairs within 24 hours after
the Student receives oral notice of such decision. Any further hearing on such appeal may
be advanced at the discretion of the Dean. Such an appeal will be forwarded to the
College President where the decision shall be final.
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16. REMEDIES FOR VIOLATIONS OF THIS AGREEMENT
A Student who breaches this Agreement, agrees that in addition to immediate termination
of this Agreement; A Student may be subject to one or more of the following sanctions:
reprimand; probation; work or service requirement; restitution; fine; forfeiture of room
fee, room deposit and security deposit; suspension or dismissal from the residence hall;
prohibition from other College housing; referral for discipline under the Student Code of
Conduct; referral for legal action; and such other action as the College deems appropriate.

| HAVE READ AND UNDERSTAND THIS AGREEMENT AND, BY MY SIGNATURE
BELOW, | AGREE TO ABIDE BY ALL OF ITS REQUIREMENTS, TERMS AND
CONDITIONS.

Student’s Signature

Date:

Issued and Accepted:
WASHINGTON COUNTY COMMUNITY COLLEGE
By: Date:
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STUDENT CODE OF CONDUCT

Student conduct and discipline at WCCC are governed within the framework of the
Maine Community College System Student Code of Conduct. The code is available to all
students as part of this student handbook, available electronically on the campus Web page at
Www.wcce.me.edu.
Students are strongly encouraged to familiarize themselves with the Student Code of Conduct
upon their arrival at WCCC

I. Purpose of Code

The College requires students to conduct their affairs with proper regard and mutual respect for
the College and the members of its community. In seeking to encourage responsible conduct, the
College will rely upon counseling and admonition. When necessary, the College will use this
Code to: 1) ensure the orderly administration of the College’s academic, athletic and social
offerings; 2) secure the opportunity of all students to pursue peacefully their educational
objectives; 3) protect the health, safety and welfare of the College and the members of its
community; and 4) maintain and protect the real and personal property of the College and the
members of its community.

This Code applies in addition to other College and System policies and regulations, local
ordinances, and state and federal laws. Students whose conduct violates those authorities may
also be subject to their sanctions and penalties. Finally, the Residence Hall Agreement between a
student and the College imposes similar but additional responsibilities and obligations, and
students whose conduct violates both that Agreement and this Code may be disciplined by the
College under either or both.

I1. Persons Governed by Code

This Code applies to persons who are students and to organizations that are student organizations
at the time of the alleged conduct. Students and student organizations are also responsible for the
conduct of their guests, and this Code may be invoked against students and student organizations
whose guests violate the Code. When a student is alleged to have violated the Code at a College
other than the College in which the student is enrolled, the violation will be referred for
disposition to the student’s campus of enrollment.

I11. Conduct Governed by Code

This Code applies to conduct, wherever it occurs, that: 1) involves the real property owned,
occupied or otherwise used by the College; 2) involves the personal property owned, occupied or
used by the College community; 3) involves a College or College-related activity, event or
function; 4) poses an imminent or substantial threat to persons or property in the College
community; and/or 5) otherwise interferes with the objectives or adversely affects the interests of
the College or members of its community. Examples of violations of this Code include, but are
not limited to:
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A. Fraudulent conduct, which includes, but is not limited to: 1) supplying or assisting to
supply false information to College personnel; 2) violating a professional code of conduct
or ethics; 3) unauthorized representation of the College or its personnel; 4) failing to
identify oneself to College personnel; and/or 5) tampering with or falsifying official
documents or records.

Allegations of plagiarism, cheating and other forms of academic misconduct shall first be
handled pursuant the MCCS policies on academic misconduct and/or student issues
arising at clinical affiliates which provide(s) for specific procedures and sanctions. Once
the procedures and sanctions of those policies have been applied, the provisions of this
Code shall apply.

B. Conduct that disregards the welfare, health or safety of the College community,
which includes, but is not limited to: 1) assault, harassment or intimidation; 2) false
reports of fire or other dangerous conditions; 3) unauthorized use or possession of
weapons, explosive components or chemicals, including fireworks, firearms, explosives,
gas or compressed air; 4) disturbing authorized activities or the peaceful operation of the
College; 5) use, possession, sale or distribution of alcoholic beverages or drugs as
prohibited by law or College policy; 6) being under the influence or knowingly in the
presence of drugs or alcohol while on College property or at College related events; 7)
action prohibited by health or safety regulations; 8) creation of a fire hazard or other
dangerous condition; 9) restriction of vehicular or pedestrian traffic flow into or out of
College property or facilities; 10) action that produces mental or physical discomfort,
embarrassment, harassment or ridicule to any member of the College community; 11)
intentionally placing a person or persons in reasonable fear of physical harm; 12) lewd or
indecent behavior; 13) tampering with fire or safety equipment; 14) parking violations;
15) disobeying the lawful order of College personnel; and or 16) any other conduct that
threatens or endangers the health or safety or any person in the College community.

C. Improper use of property, which includes but is not limited to 1) misuse,
destruction, defacement or unauthorized requisition, removal or use of College or College
community property; 2) unauthorized presence on College property; and/or 3) violation
of College or System computer use policies.

D. Other conduct that interferes with the orderly business of the College, which
includes, but is not limited to 1) failure to comply with a sanction imposed by the
College; 2) interference or refusal to cooperate with an inquiry under the Code; 3)
continuous violations of the Code; 4) assistance in the violation of any of the provisions
of the Code; 5) acts of discrimination in violation of College or System policy; and/or 6)
conduct prohibited by law, College or System policy.
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IV. Sanctions for Code Violations

Students who violate this Code may be subject to one or more sanctions which include, but are
not limited to: 1) an apology; 2) reprimand; 3) probation; 4) work or service requirement; 5)
restitution; 6) fine; 7) prohibition from College classes, functions or facilities; 8) forfeiture of
room fee, room deposit and security deposit; 9) suspension or dismissal from a portion of the
College; 10) suspension or dismissal from the whole of the College; 11) revocation of admission
or a degree; 12) withholding a degree; and/or 13) any other action as the College deems
appropriate. The Dean of Students may suspend immediately a student if the Dean determines
that the student’s presence at the College poses an imminent threat of harm to a person or
property in the College community. Such suspension shall take effect when so designated and
may not be stayed pending appeal unless otherwise determined by the College President.

V. Procedure

A. Investigator

The College Dean of Students (“Dean”) and/or Disciplinary Officer (“Officer”)
(collectively “Investigator”) shall investigate alleged violations of this Code. Such
inquiries shall include notice to the student of the: 1) complaint; 2) Code sections that
may have been violated; and 3) possible sanctions that may be imposed. The student shall
be given an opportunity to be interviewed.

The Investigator may consider any information that the Investigator believes may be
relevant and reliable information in determining whether it is more probable than not that
the alleged conduct occurred, and that such conduct violated the Code. Upon concluding
the inquiry, the Investigator shall notify the student in writing of the Investigator’s
findings of fact, Code provision(s) violated, if any, and a sanction(s), if any. The
Investigator’s decision shall take effect when so noted. Sanctions, other than interim
suspension, may, in the discretion of the Dean, be stayed during any appeal. The Dean,
but not an Officer, may at this stage impose a sanction of dismissal or suspension.

B. Disciplinary Committee

The Disciplinary Committee (“Committee™) shall consist of at least three and not more
than five members, each appointed by the College President. At least one member shall
be a faculty member and one member may be a student. The President shall appoint a
Chair.

1. Appeal

The student may appeal to the Committee the findings or decisions of an
Investigator. A written appeal must be submitted to the Dean within two (2)
school days following the day when the student receives the Investigator’s written
decision, and must state specifically the grounds for appeal. A student who fails to
file a proper and timely appeal may be deemed to have waived the right to
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appeal. The President may grant a request by a person materially affected by the
alleged Code violation to have the Disciplinary Committee review a decision of
the Disciplinary Officer to dismiss a case or to impose a relatively low sanction.

2. Hearing

After receiving the student’s appeal, the Committee Chair shall notify the student,
Dean and/or Officer of the time and location for the hearing. A hearing shall be
held as soon as practical and shall proceed as follows: The Committee Chair shall
preside; the Dean and/or Officer will present the charges, information and
findings against the student; the student will respond to the case presented by the
Dean and/or Officer; and the Dean and/or Officer and student may then each
summarize orally their position.

All or a portion of the hearing may, at the discretion of the Committee, be closed
to persons other than those recognized by the Chair. If a student does not attend
the hearing, the Committee may commence the hearing or continue the hearing to
a later time or date. The student may be assisted by a person during the hearing
and attendant proceedings and that person may advise, but not speak on behalf of,
the student. Only the members of the Committee may pose questions to the
witnesses or parties. The Committee is not bound by court rules of evidence or
procedure.

3. Decision

The Committee will convene in closed session to find facts and determine any
Code violation(s). The Committee may consider any relevant and reliable
information in determining whether it is more probably than not that the alleged
conduct occurred, and that such conduct violated the Code. The Committee is not
bound by the Investigator’s findings and sanctions. The Committee may impose
any appropriate sanction up to and including dismissal. Disciplinary sanctions
imposed by the Committee take effect immediately unless otherwise specified. A
majority of Committee members present and voting will prevail.

C. College President

A student may appeal to the College President only a Committee sanction of suspension
or dismissal from the College. Such appeal must be submitted in writing to the President
within two (2) school days following the day when the student receives the Committee’s
written decision, and must state specifically the grounds for appeal. Such appeals shall be
limited to the Committee’s procedures and the appropriateness of the sanction. A student
who fails to file a proper and timely appeal may be deemed to have waived the right to
appeal. The President may also grant a request by a person materially affected by the
alleged Code violation to review a decision of the Disciplinary Committee to dismiss a
case or to impose a relatively low sanction. In all cases, the President shall issue a
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written decision as soon as practical after the hearing. The President is not bound by the
decisions of either the Investigator or Committee.

V1. Notice and Receipt of Notice

A College may provide a notice under this Code to a student either in person or to the student’s
most recent electronic, campus or U.S. mail address on file at the College. A student will be
deemed to have received such notice immediately when informed in person; within 24 hours
when notified by electronic or campus mail; and within 72 hours of the date of mailing when
notified by U.S. mail. In all instances a student has an affirmative duty to remain in contact with
the College while a matter is pending under this Code.

VII. Definitions

The following terms have the following meanings when used in this Student Code of Conduct,
unless the context indicates otherwise:

“Code” means this Student Code of Conduct; “College” means a college of the Maine College
System; “College Activity” means an activity under the auspices of the College, including
activities of students and student organizations; “College Community” means any person or
organization that attends, performs services for, is employed by, visits or otherwise uses the
College; “College Personnel” means any instructor, administrator, employee, committee or
contractor of the College or System; “Course” means any class of instruction, regardless of
credit, offered by the College; “President” means a College President; “Property” means the
real and personal property controlled through ownership, rental, charter or other means by the
System, College, State of Maine or a member of the College Community. “Property” includes
written documents and computer programs, files and resources; “School Day” means a day that
the College is open for instruction; “Student Organization” means an organization that acts or
purports to act for a student in matters regarding the College; and “System” means the Maine
College System.
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Student Senate Constitution

Preamble

We, the student senate of Washington County Community College, do hereby originate and establish this
constitution as the sole document stating the purpose and powers of this student body.

Article | — Purpose

The sole purpose of the Student Senate is to promote the best interests of the student body of Washington
County Community College.

Article Il — Powers

Section 1. Make regulations concerned with the student welfare, such regulations consistent with the
rules or the policies of the Administration of Washington County Community College.

Section 2. Make recommendations to the Administration in the interest of the student body and the
school.

Section 3. Act as representatives for the student body to the Administration.
Section 4. Approve requests to establish new student organizations on campus.
Section 5. Provide for the elections of all Senate members.

Section 6. Initiate projects as needs arise.

Section 7. Approve all expenditures of the student activity account.

Article 111 — Membership

Section 1. All Senate members shall be elected by the fourth academic school week of the new school
year.

Section 2. The senate will be comprised of 5% of the entire student body. Each department will have
two elected representatives who must be full-time matriculated students. Once the 5% is calculated,
any seats remaining will be appointed to those departments with the highest full-time
matriculated population. Each department may only receive up to one extra seat.

Section 2a. There will be one Member at Large representative from the part-time non-
matriculated population.

Article 111 — Membership cont.

Section 3. The new sitting Senate shall re-elect new officers for that upcoming year. Those
offices to be elected are President, Vice President, Secretary, and Treasurer.
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Section 4. A Student elected to the Senate who will be returning the following year shall remain
on the Senate until the completion of their studies.

Section 5. All returning Officers will retain their office until the new Senate is in place and then
the new Senate will hold a re-election of officers for the upcoming year. If there are no returning
officers then an election will take place the last meeting of the year to elect an Interim President
and Secretary.

Section 6. Breakdown of Departments

1. Adventure Recreation & Tourism

2. Business Studies
a. Business Management
b. Medical Assistant
c. Medical Office Technology

3. Education
a. Early Childhood Education
b. Education Technology

4. Construction Technology
a. Building Construction
b. Heating Technology
¢. Plumbing Technology
d. Welding Technology
e. Residential and Commercial Electricity

5. Mechanical Technology
a. Automotive Technology
b. Engine Specialist
c. Heavy Equipment Maintenance
d. Heavy Equipment Operation
e. Mechanical Technology

6. Culinary and Baking

7. General Education
a. General Technology
b. Liberal Studies
Article 1V — Officers

Section 1. Titles: President, Vice-President, Secretary, and Treasurer
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Section 2. Nominations — Elections: Officers shall be elected by majority vote of the Student
Senate members.

Section 3. Those elected shall assume office immediately after the election at the meeting.
Article V — Committees

Section 1. The President with the advice of the advisor shall appoint or cause to be appointed all
committees of the Senate, affirmed by the majority vote of the Senate.

Section2. The Senate President or the advisor (with permission of the Senate President) shall
call special meetings.

Article VI — Attendance — Removals

Section 1. Any student Senate member missing three regular meetings, within the school year,
without a valid excuse is automatically suspended from his/her office as a Senator. He/She will
be sent an email or letter requesting he/she appear before the Senate at the next regular meeting
to see if he/she will be allowed to continue to keep his/her seat on the Senate. If the person does
not attend and does not attempt to contact one of the Senate Officers or advisors they will be
immediately dismissed from the Senate.

Section 2. Impeachment: Any Senator may be impeached from office by two-thirds of Senate
members present providing a quorum exists at any regular meeting.

Section 3. If for any reason a Senator is removed or impeached the program that person is
attending will be asked to vote on another Senator. If the class fails to contact the Senate within
two weeks the President may appoint a person form the student body, the Senate will then vote
on the appointee by a secret ballot of members present.

Article V11 - Election of Advisor

Section 1. The Administration of Washington County Community College shall elect one
advisor. The advisor shall have the privilege of the floor but will not be allowed to vote on
issues and policies of the Senate.

Article V111 - Duties of Officers

Section 1. President

Shall call all meetings to order.
Shall have the power to excuse members from attending meetings when sufficient cause
is presented.

c. Shall select heads of committees.
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Section 2.

Section 3.

Section 4.

d. Shall preside at the meetings of the Senate and perform all other duties common to the

office.

e. Shall sign all requisitions for expenditures of money from the Student Senate checking

account.
Shall appoint members of the Student Senate to committees, i.e. IT Committee.

Vice-President

Shall act as President in the absence of the President.

Shall keep, record, and track all the committees that are formed in the Senate, and help
where he/she might.

Shall perform any other duties the President may ask.

Secretary

Shall keep minutes of all regular meetings and special meetings.

Will maintain a permanent file of reports and records. All records will be in a hand written
book as well as the Student Senate computer.

Shall distribute the minutes and agendas to employees and students via email.

Shall perform any other duties the President may ask.

Treasurer

Shall provide and be accountable for all income of the Senate and shall process payment of
all bills for authorized expenditures.

Will work with the Business Office in regards to the student checking account and unpaid
bills.

Shall make an audit and report as requested by the President.

Article I X — Duties of the Committees

Section 1.

Committees shall perform to the best of their ability the duties asked of them by the

President or the chairman of the committee.

Article X — Finances

Section 1.

The Senate fund shall be derived mainly from the activity fees paid by the student

upon his/her entrance in the fall/spring of the year.

Article X1 — Order of Business

Section 1.

a.

Order of Business

Call to order by the President
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Secretary’s Report
Treasurer’s Report
Old Business

New Business
Open Discussion

™m0 oo T

Adjourn

Section 2. Rules

Robert’s Rules of Order will be adhered to.
Senate members will vote on all expenditures and majority rules. There must be no less
than 5 members present to vote, excluding the President.

Article XI1 — Ratification

Section 1. This Constitution shall be considered ratified upon a 2/3 vote of quorum of the
Senate.

By-Laws

Article I — Quorum

Section 1. A one half membership of the Senate shall constitute a quorum.

Article 11 — Elections

Section 1. The Student Senate will be responsible for running the election of the Senate. The
Senate will produce a list of openings by department and post them via email and bulletin
boards. Any person wanting to apply must submit their name with the Student Senate. Those
names will be posted on email and bulletin boards for a week. An election day will be held for

all students to vote on their elective official from their program.

Section 2. The Student Senate wand the Student Senate Advisor shall handle counting of ballots
and issuing of results.

Section 3. The new sitting Senate will elect the Member at Large. Any person who is part-time
and non-matriculated may submit their name to the Senate for consideration.

Article 111 — Expenditures

Section 1. A record of all money approved for expenditures by the Student Senate must appear
in the meeting minutes.
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