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Central Pennsylvania Institute
of Science and Technology

STUDENT HANDBOOK ACKNOWLEDGEMENT FORM

The student handbook has been compiled to acquaint studémtke policies 6the Central Pennsylvania

Institute of Science and Technology campus. The handbook is available on the CP| websitecai.edu After
reviewing thehandbook, please sign below to acknowledge receipt of the handbook and your willingness to
comply with the policiesind procedurestated in the CPI PosSSecondary Education Student Handbook, and in

any CPI publication referred to in the handbook. The CPI Administrators and Joint Operating Committee reserve
the right to amend the handbook as needed.

Key Roints
1 CPlis dedicated to serving the educational needs of those who apply for admission.
1 CPlstrives to promote a tobacco, alcohol, and drag environment.
9 Students are expected to attend every class. If a student is ab&atayes(he)may besubjectto
disciplinary action
1 Reasonable suspicion could lead to a student being required to take a drug test after being enrolled.

Please sign and return this page to the Central Pennsylvania Institutéd Science and Technology Post
Secondary Education Office upon receipt of this handbook

Date: Print Student Name:

Student 6s Signature:

NOTE: For clarification, the PostSecondanstudent Handbookas formely referredto asthe Sudent Publication.
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Central Pennsylvania Institute
of Science and Technology

Student Information Handbook

This handbook Wl answer many, if not allquestions regarding CPI. lIttise primary reference for students.

CPI reserves the right, in its s@lelgment, to make changes of any nature in its programs, calendar, or
academic schedule, whenever it is deemed necessary or desirable. Changes may include course content, the
rescheduling of classes, canceling of scheduled classes and other acadeitiés dctiany such case giving

such notice thereof as is reasonably practical under the circumstances.

This handbook does not establish a contractual relationship but summarizes current information regarding the
calendar, admissions, degree requiremenitson, fees, regulations, and course offerings. The policy of CPI

is to give advance notice of change, whenever possible, to permit adjustment; however, CPI reserves the right
to make any changes deemed advisabl€BlyAdministration or the Joint Opeira Committeeof the

institution.

CPI will not discriminate in its educational programs or employment practices based on race, color, national
origin, sex, sexual orientation, gender identity, disability, age, religion, ancestry, union membership, or any
other legally protected classificat. Announcement of this policy is in accordance with state and federal
laws, including Title IX of the Educational Amendments of 1972, Sections 503 and 504 of the Rehabilitation
Act of 1973, and the American Disabilities Act of 1991.

Employees and peeipants who have an inquiry or complaint of harassment or discrimination, or who need
information about accommodations for persons with disabilities, should contact the Vice Predtiesat of
Secondary Education, Centradfhsylvanidnstitute of Sciencand Technology, 540 N. Harrison Road,
Pleasant Gap, PA 16823. Phone: (814) 3533
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[. INTRODUCTION

MISSION STATEMENT
CPI will produce highly competent individualswho areprepared and motivatedto pursue the high skill
careersof the 2F century.

POST-SECONDARY EDUCATION VISION

CPlprovidesprograms of excellence in academics and training that foster economic vitality in our
community. Leading byexample alongwith our partners in business, industry, and educaterstriveto
improve the quality ofife for the people we serve. CPI promoiestructional excellence in all program
areasand worksclosely with business and industepresentatives to develogsponsive and effective
educational programs that atmtrain a competentorkforce. We continually enhance and expanehrams
to meet the evolving needs of our communitlyile strengtherpartnerships to advanogir mission.

ACCREDITATION

Central Pennsylvania Institute of Science and Technatoggcredited by the Pennsylvania Department of
Education and the Pennsylvania State Board of Vocational Educé#tfitionally, CPIreceivednational
accreditation through th&ccrediting Commissin of Career $hools and Colleges (ACCSC) in 2017.

ACCSC is a notprofit, independent accrediting agency recognized by the U.S. Department ofi@ducat

since 1967. ACCS&Emi s s i to serve as a raliable authority on educational quality and to promote
enhanced opportunities for students by establishing, sustaining, and enforcing valid standards and practices
which contribute to the development of a highly trained and competitive workforce through quality career
oriented education @ his accreditation is required to obtain loans and grants issued by the federal
government, Student Assistance Programs in Title IV of the Higher Education Act.

Additionally, numerougprograms offered at CPI| aaecreditedcertified, or approvethrough various
national state and professional organizatiomeluding:

Pennsylvania State Board of Nursi8BON)

Commission on Accreditation of Allied Health Education Programs (CAAHEP

National Healthareer AssociatioNHA)

National Institute for Metalworking Skills (NIMS)

American Welding Society (AWS)

Manufacturing Institute (M)

Pennsylvania Department of Environmental Protection (DEP)

Nati onal Automotive Technicianos Education Fo
National Center for Gnstruction Education and Research (NCCER)

E N

GUIDANCE

CPI receivesstrong suppart from active Occupational Advisory Committees (OACs). TheseOACs consistof
well-respected, experienced community |eaders who donate their time and expertiseto advance educational
curriculum and initiativesat CPI. Through regularly scheduled OAC meetings,CPI faculty areableto remain
current with changesin businessand industry. By utilizing industry components and testing procedures, CPI
graduatesareafforded fiportability of ski | éndate assiredthat the training theyreceiveis considered in-
demand and current by industry. CPI is committedto the concept thatindustry should drive technical school
curriculum and training, andplacesgrea emphasison offering training programsthat are high priority in
both regional demand occupations (Central PA WIB) and state demard occupations (StatewideHPO li ).
CP | gostion isthat it isimperative that studentsareable to find long-term employment a family sustaining
wages. Programsin high growth and employment areas(HPOs)arethe vehicle to achievethis goal.
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[I. GENERAL INFORMATION

CAMPUS & FACILITIES

Situated on 70 acres CPI hasamain facility in excessof 140,000 squarefeet that housesnumerougertificate,
diploma, andAssociates in Specialized Technology (A8&yregorograms.Adjacent to the main buildingtise
Transpagation Training Center (TTG), 35,000 squadfeot training center that includes a 23,600are foot paved diesel yard
and a 12,000 squdiaot heavy equipment yard that houses the diesel repair, heavy equipment operation and commercial
driverts license training programBachprogramfeaures state-of -the-arttraining equ pment/technology and afirst
classtraining area. CPlalso opeatesthe Centre County Public Sdety Training Center (CCPSTC) which is
locatedon 18-acre<f land near the main campughe Centre County Public Safety Training Center
(CCPSTC) is a regionah®ergency services training siteat servesesponders and emergency personnel
within atwelve countyregion

ADMISSION POLICY

The Centra Pansylvanialnstitute of Science and Techndogy (CPI) is dedicated to servintte educationa

needs of thosewho apply for admission. The admission requirements vary depending on the program. Therefore,
the admission policy serves to provide the applicant with an understanding of the enroliment proce€edaai@P|.
programsmay haveadditionalprerequisitesas required by accreditatiorEachpostsecondarprogram has a
program-specific enrollment agreement. Students canobtain anerrollmert agreament by contacting the Office

of PostSecondaryducation. Students enrolling in an accredited progvéith be required to mee specific

errollmert criteriaof boththe accredting or credentialing organization, as well asCPI.

Genera Admissions Requirements:
All applicantsfor admission to certificate or diploméraining programs (in excessof 400 clock hours) must
possess a high school diploma or GED.

Applicantsmust complete an applicaticegistration form and subntiie required application fed.he
applicationfee is refundable to thepplicantfor three (3) calendar days afsrbmitting the form After
three (3) calendar daythe application fee becomes a@iundable Applicationfeeswill bereturnedto
theapplicantif the programiscancelled, or if the applicants not accepted for enroll ment inthe programfor
whichthey applied.

Admission/Entrance Requirements: AST Degree Programs
1. Act 34 and 151 clearances
2. High school diploma or GED
3. SAT commsitescore of 960 or SCUPLACER compositescore of 1404s noted beloy

o CPI uses the College Board ACCUPLACE&ssessment instrument when evaluating an
applicants' readiness for AST degree programs (or diploma programs, where testing is required).
However, in the place of ACCUPLACERCPI accepts an applicadtsficial entrance score on
the College Board SAT takewithin five (5) years of the date of enrollment at CPI.

*NOTE: ACCUPLACER Classic estng will no longer beavailableafter Jaruary 2019. The
conversion to ACCUPLACER\Next Generation testing will take place in January 2019. The
cut/composite scores fWCCUPLACER® Next Generation testing can be obtained by contacting
the Office of PosBecondary Education.
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0 Readiness for AST degree programs is determined by the following measures:

SAT: Applicantsmust achieve aminimum composite score of 980both Readingnd
Math to enroll in a program.

A Applicantswho score below 480 in Reading may elect to take the
ACCUPLACER? Reading exam. Thapplicantmust achieve a minimum score
of 75, or enroll in a developmental reading courspplicantsmay retest one
time to qualify for exemption

¥ Applicantswho score below 480 in Math may elect to take the
ACCUPLACER® Math exam. Thapplicantmust achieve a minimum score of
65, or enroll in a developmental math couré@plicantsmay retest one time

to qualify for exemptioh

ACCUPLACER *: Applicantsmust achieve aninimum composite score of 1dtboth
ReadingandMath to enroll in a program.

VW Applicantswho score below 75 in Reading may elect ttest, or enroll in a
developmental reading coursA@pplicantsmay retest one time to qualify for
exemptiori

VW Applicantswho score below 65 in Math may elect tetest or enroll in a
developmental math coursépplicantsmay retest one time to qualify for
exemptiori

o In lieu of the ACCUPLACER exam, CPI also accepts official transcripts from a regionally or
nationally accredited posecondary institution recognizég the U.S. Department of Education
documenting equivalent prograevel English and math coursework successfully completed with

a "C" or better.

* Refer to thePlacement Testing Polidgr additional information.
+ Applicantsare limited to four 4) attempts per subjeétath or reading comprehension)a 3

month period.

Certain AST Degree programs may have additional entrance requirements as noted below

1 Healthcare Management:

(0]

(0]
(0]
(0]

Minimum 1-2 years of healthcare work experience

Physical exanand proofof immunizations verified by a physician prior to program start
Students will be drug testi prior to beginning the practicum component of the program.
Students may also be required to complete additional clearances and/or testing prior to
beginning the @cticum component of the program.

1 Heavy Diesel ConstructianCase Construction Emphasis
o Valid PA driveis license
o Studentswill be required to take Rederal Motor Carrier Safety Administration (FMCSA)

physical and drugcreenandare subject toandom teshg while enrolled in the program.

1 Natural Gas Compressi®énCAT/Ariel Emphasis

o Val

d PA driverods | icense

o0 Students will be required to take a Federal Motor Carrier Safety Administration (FMCSA)

physical and drug screggnd are subject to ranaiotesing while enrolled in the program

Note: All students enrolling in AST degree programs must have access to a personal computer (PC)
that meets specified criteria. Please refer to the Technology Requirements in this section of the

handbook.
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ADMISSION PROCESS

Applicantsenrolling inany full -time program at CPl must obtain an applicationfegistration form byontading
the PostSecondary Educatiddffice at (814) 359-2793 x207or loggngon to www.cpi.edu. The
applicatiorregistrationfee is afeechargedby the schod to processstudent appli cations and establi sh astudent
record system.

1. Completethe applicationfegistration formand submit it along with the application feeto:

Attn:  PostSecondary EducatioBffice
Central PA Institute oScience and Technology
540 North HarrisonRoad
Pleasant Gap, PA 16823

Incomplete applicatiorvegistration forms or formeceived without the applicatiorfeewill be

held on file asfipending @nd will not be counted whendetermining if maximum class ske has
been reached. Referto the refund policies sectbn for information conceming the appli cation

fee. Studentsnustinclude both thecompletedCri minal Record Checkind Child Abuse History Check
applications with the CPI applicationfegistrationform. Payments maybe made by cadh,
personal/casierd shed, money order, Visa,MaderCard, or Discover card.

2. Applicant must submit theltigh school transcripte GED Test Scores.

a. Applicants shouldequesta copy of their transcript be forwardedto the CPI address
listedinitem#1 above. This is done byompleting the High School Transcript Request
form and sending it to their graduating high school.

b. GED recipiensshouldcomplete the Secondary Education GED Test ScaesRequest
form and send it to the Department of Education.
Note: If the studenpassed the GED inanaher state, or completedpreliminary
education outside the United Sates, theyshouldcontact the PostSecondarfducation
Office at (814)359-2793 x207 to obtain the necessary formsfor submission to the
Department of Education.

3. After all materials are received by the school and the application is processaghlibantwill
be contactedy a representative of PeSecondary Educatiaim schedule gesting datefor the
ACCUPLACER® exam, if required

4. After the application is processed and testing (as required) is complete, the apyplicaaet
with arepresentative from PostSecondarfducation. During this meeting, thapplicant will
review andsign theEnrollmentAgreement Note: Certain programs may require meeting
with the Program Coordinator prior to enroliment

5. Theenrolled studenwill be required tattend arorientation seminarprior to the start of
training. All newly enrolledstudentaill be notified of the orientation date by a representative
of thePostSecondaryducation Office.

Note: Maximum classsize variesper program An enrolled student is defined as a student who haslitbe
admission requirements for a prograsompleted tha@admission procesand holds a plac@ the program
Students will be enrolledntil maximum enrollmentsfor the classis reached

PLACEMENT POLICY

The purpose of this policy is to establish a precest 0 e n s ueadinessar AST degreededel
courseworkhrough standard placement testing; developmental/remedial coursework; and the demonstration
of proficiency in the required developmental education competencies.
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1. Students may take one developmental class concurrent witinsthterm coursework of an AST
degree program.

2. Students earningeeres less than those listed underEng&rance Requiremensgction of the
Admission Policyshall enroll in developmental reading or math class in the area of the deficiency.
The progranoptions are as follows:

Distance Learning (@veek program)

1 Students will be referred to the Tuscarora Intermediate Unit #11:1T)Distance Learning
Project(DLP) established by the Pennsylvania Department of Education, Division of Adult
Education. Thetudent will emoll in the Transition to Pos$econdary Education class(es) in
the area of the deficiency. The process for enrollment is as follows:

0 The student will complete the adult education intake, assessanéergcreening process to
determine thatlistance learning is an appropriate method for the student.

o If distance learning is appropriate for the student, (s)he will create a profile and schedule an
orientation for distance learning.

0 Students will complete the TABE test to determine which catesgwill enrollin.

o0 After the orientation and TABE testing are complete, the stuidimegister for the
appropriate distance learning classhe area of the deficiency.

Traditional (faceto-face) Learning (&veek program)

1 Students will be referred to the Central Intermediate Unit #10-(@)Developmental
Center for Adults.

1 The student will enroll in thAdult Basic Educatioor Math Refresher for Postecondary
Enrollmentclass depending on the area of the deficiefidye process for enrollment is as
follows:

0 The student wilbe referred to th€lU-10 Development Center for Adults

o During theinitial meetirg, the student will complete a TABESsessment which
will be used to determine his/her academic level. Oncectideanic level is
determined, the student wéttendweekly tutoring classes in the area of the
deficiency.

0 The student may complete subsequent TABE assessment(s) to measure progress.

3. Before a student is considered to have met basic math or reading skills requirements, the student must
demonstrate proficiency ite subject This is achieved through-testing in the area of the
deficiency. The testingill be done througlhe PosiSecondary Education department at CPI.

4. If a student demonstrates progress in a developmental class, as determined by standardized testing,
but requires additional developmental coursework, (s)he may take a second developmental class
concurrent with theesord term provided proficiency in the subject matter is not required for courses
offered in the term.

5. Students who do nabeet the ACCUPLACERcut scores muse-enroll ina developmental
program.

6. Studentsare limited totwo (2) attempts iranydevelopmetal classn a calendar yeatf the student
does not meet cut score after the second att€g)pewill be removed from the program. Standard
refund terms will apply as outlined in the Student Handbook.

7. Students who are removed from a program, neagply for enrollment during the next enrollment
period The student will be required moeet the ACCUPLACERCcut scoregor acceptance into the
program.
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STUDENT RECORDS (FERPA)
Family Educationa Rightsand Privacy Act (FERPA) Provsions. Thefollowing outline FERPA provisionsas
practiced & CPI:

Right to Access
With afewexceptionsasprovided by law, student mayview their educational records upon request. Access

will be granted afterwritten requestto the program office. In some cases, tidents are also entitled to copies(at
their expense)of all recadsto which they have rightful access Students havethe right, under establi shed
procedures, to challengethe factua accuracyof the recordsand to entertheir viewpaointsin the records.

Students maywaivetheir right of accessto recommerdationsand evduationsin the caseof applications
for enployment and appli cations to other schools and universities which havebeen placed in their
educational records.

Listing of Educational Records

At CPI, the permanent record and official filefor eachstudent is maintained by the specific programarea
and/or the Adult & Continuing Education Office. The file contains copiesof documentsrelatingto the
student. It may also include information suppli ed to the school, copiesof transcriptsfor academicwork
completed, and copiesof lettersrelating to academic or discipli nary actions taken against the student.

Other officesmayretain such information asis hecessanto provide services or assstanceto sudentsor
information necessaryor the administration of various programs.Incidental and/or official filesmay alsobe
kept by acalemicinstructors or other staff members.

Disclosure of Student Records

With seveal exceptionsidentified in thefollowing paragraph, CPI cannot releaseinformation concerning
studentsto prospedive employers,governmentagercies,credit bureaus, or other third partieswithout the
writtenconsent of the eligible student. Students and aumni applying for jobs, credit, graduate school, etc.,
must provide CPI with signed and datedwrittenconsents to releasetheir recads, specifying the recordsthat
maybe disclosed, the purposeof the disclosure, and the party or classof partiesto whom disclosure maybe
made.

CPI hasdesignatedthe fall owing categoriesof information as" Directory information” which, at CPI's
discretion, may be releasedwithout consent of the student: student'sname, degreeprogramand major areaof
study, datesof attendance, and degreesand awards received.

Students mayrequestthat the directory information not be rel eased without their writtenconsent. Such
requests must be submitted in writing to the Program Coordinator and must include their nane, address,
student identification number, date, and signature.

CPI grantsits students all rights under this law. No one outside the institution shall haveaccessto astudentd s
educational records,nor will CPI disclose any informationfrom these records without the writtenconsent of
students except, in accordance with the Act, (1) to personnel within the ingtitution or appropriate officials of
the school in which the student seeks to enroll, (2) to persons or organizations providing student financial aid,
(3) to accrediting agerciescarrying outther accreditation function, (4) to personsin compliance witha
judicial order or a lavfully issued subpoena (provided that CPI will first make areasonable attempt to notify
the sudent), (5) to organi zations conducting studiesto devel op, vaidate,and adminigter predictive tests, to
administer sudent aid programs,or to improve ingruction, (6) to auhorized epresentativesof federd or state
government agerciesfor the purpose of audit and evduation of govemment programs,and (7) to personsin an
emergency in order to protectthe health or sdety of students or other persons.
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All of theseexceptionsare permittedunder the Act. Information will be rd easedsdely uponthe condtion
thatthe party to whomtheinformation is released will not discloseit to subsequent partieswithout the written
consent of the student. Furthermore, CPI will maintain records of all accessprovidedwithout the express
consent of the student, and these records will be made avaiable to the student on request.

Further Notice

This noticeis not intended to fully explain a sudents'rights under the Family Educational Rights and Privacy
Act (FERPA). Copiesof CP | GospliancePolicy and Family Educational Rights and Privacy Act are
available in the Adult Education Office of CPI.

Right to File A Complaint
Inquiriesand complaints maybe fil ed with the Family Policy Compliance Office,U.S. Department of
Education, 600 Independerce Avenue SW, Washington, DC 202(2-4605.

Changeof Address
It is the responsibility of the student to notify theinstructor of any changein address.

STUDENT RECORDSRETENTION

CPI maintains day-to-day student recordsfor all students attending CPI1. Upon compl etion of the program,dl
paper recads are consolidated and held in the PostSecondarfducation office. The Bald EagleArea
School Digtrict agreesto store the records for 50 yearsin accordance with the Rivate Licersed Schod Act
and regulations to make records available to students asneeded.

Curriculum Records

The following curriculum records will bestained by CPI as scheduled.

Document Retention Period
Course offerings (ASTegree programs only) 3 years
Syllabi (AST-degree programs only) 5years after last course offering

Educational Records

Student educational records are defined as those records (any format) which contain information directly
related to a student and are maintaine€BYy. Student educational records are subject to the constraints of
the Family Educational Rights and Privadgt (Buckley Amendment). They do not include records of
instructional, supervisory, and administrative personnel and ancillary educational perstiateare in the
sole possession of the maker and which are not accessible or revealed to any othexpept@ designated
substitute. Other exclusions include:

1 Notes of a instructofstaff member concerning a student and intended fdr thes t r/stafft or 6 s
member's own use are not subject to inspection, disclosure, and challenge.

1 Records on students vdhi are created or maintained by a physician, psychiatrist, psychologist, or
other recognized professional or paraprofessional acting or assisting in that capacity are not subject to
the provisions of access, disclosure, and challenge. Such records, howestdve created,
maintained, or used only in connection with the provision of treatment to the student and are not
available to anyone other than the persons providing such treatment or a substitute. Such records may
be personally reviewed by a physiciamnother appropriate professional of the student's choice.

12| Page



The following student education records will be retained by CPI as scheduled.

Document Retention Period

Academic Dismissal (conduct standard violation) 3 years after termination
Appeals(grades) 1 year after decision is rendered
Exams/Answer Sheets 1 year after course ends
Gradebooks 5 years after course completion
Transcripts Permanent

Note: Certain programs at CPI may have accreditation standards whereby retention periagreater than
those listed in the Student Handbook.

Student records should always be destroyed by shredding.

TECHNOLOGY REQUIREMENTS
All students enrolled in AST degree prograamsl students enrolled in certain medical prograrasequired
to have gersonakcomputer(PC)with the following system requirements:

Laptop, Desktop | Operating System Windows7, Windows 8, Windows 10 or higher; Mac OS 10.12
Computer, or higher, Chrome OS
Tablet Processor 2 GHz or higher
Requirements | Memory 1 GB of RAM
Hard Drive 60 GB free disk space
Browser Latest Blackboard® supported version of Chrome, Firefox,

Internet Explorer, or Chrome. Additional information available
https://help.blackboard.com/Learn/Administrator/SaaS/User_Ii
face Options/Original Experience/Browser_Support

Plugins Adobe Reader, Flash Player

Internet Connection Broadband (cable or DSL) connection required
Printer Access to graphiesapable pnter

DVD-ROM Required

Sound Card, Microphone | Required

& Speakers

Monitor Capable of at least 1024 x 768 resolution

Additional Software Microsoft Office 2016

Web Conferencing Blackboard Collaborate® Web Conferencing System

Requirements can Heund at:
https://blackboard.secure.force.com/publickbarticleview?id=kA
00000008P8m

Note: CPI recommends students have regular access to a laptop, personal computer, or tablet that is less

than 5 years old with reliable wired or wireless connectibtobile applications for Blackboard® are not
recommended. Due to the limitations of these apps, students are encouraged to complete coursework using a
laptop, desktop computer, or tablet.

[ll. ACADEMIC INFORMATION

ACADEMIC YEAR

The academicyea is dividedinto fall, winter, spring, and summerterms. Thefall, winter, and goring terms
are 12 weeksin duration. Summertermsare 8-10weeksin length, depending on the coursAST degree
programs follow a preletermined schedulerefer to the academialendar in the Student Handbook or on
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the CPI website. Diploma and certificate programs may hawtiple start datesherefoe,e ach pr ogr a mé
start date, end date, and length of time is set inaiahygl based on PDE regulations.

CREDIT HOURS

AST degree programs are based on quarter credit hours. Credit hours are defined by the Pennsylvania State
Board of Educatioasaunit of curricular material that normally can be taught in a minimuni6fclock hours of
classroominstruction plus appropriate outside preparatidfor laboratory ingruction, a credt hour represents
aminimum of 20 clock hours, andfor externshig practicum experiences,acredit hour represents a minimum
of 30 clock hours, plus appropriate outside preparation

TRANSFER OF CREDITS

Credits earned atthereducational institutiomaynotbe acceptedb@PlL. | t i s t he student 6:
to obtain confirmation thaCPIwill accept any credits earned at another atiooal institution before

signingan enroliment agreemeniCPI will only accept credits for General Education coucssspletedat

an institution that is accredited by a regiomahational accrediting agency. The studenst have received a

final grade offiCo or higherfor the course to be transferredll classes that are négeneral Education

cl asses must be taken at CPlI. Transferred courses
(transfer cred)tin place of merit grade. These classesdifacta in the studeris GPA.

Studentgnusthave an official transcript from the institution(s) where courses were,@kdrhe course
description or course syllabusjbmitted via ground or electronic mailtheOffice of PostSecondary
Education. The Office of PostSecondary Educationill evaluate all course descriptions/syllabi and will
notify students as to which classes meet the requirements of transferring.

Studentseekingo submit for consideration of transfer of core credit should contact the Office ef Post
Secondary Education.

Credit by Examination

Advanced Placement (AP):

CPIgrantscollege credit to students wiaghieve a scoref 3 or higheron the following AP teis:
1. English Language and Composition
2. Physics Algebra Based
3. Psychology

College Level Examination Program (CLEP):

CPI grants college credit to students who achieve a score of 50 or more on the following CLEP tests:
1. College Composition
2. IntroductoryPsychology
3. College Math

CPI does not award credit for life or work experience.

TRANSFER OF CREDITS TO ANOTHER INSTIT UTION

A studentshouldnotassume that credits will transfer to or from any educational institu@oedits earned at
CentralPennsylvanidnstitute of Science and Technology (CRidynottransfer to another educational
institution. The ability to transfer credits fro@PIto another educational institution may be very limitéd.
is highly recommende@ndstudentsare advisedto make certain thaheycontact ag educational
institutions they wish to attenth determine ithe institutionwill accept credits earneat CPI. Students
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shouldknow thecredit transfepolicy of any other educational institutiookinteresteforethey signan
enrollment agreement.

DROP/ADD POLICY

Students may drop coursesat any time during the term. Refunds will be provided based on the refund policy
asdescrbed in the errollment agreement. Students mayadd a course, and entera program during the first term
no laterthanthe end of the first weekof the course. Students may drop a course through tHevédek of the
term without academic penalty.

ACADEMIC ACCOMMODATION SERVICES

Studentgequesting academic accommodation services at the Central Pennsylvania Institute of Science and
Technology (CPInust seHidentifyto the Office of PosEecondary Education. Students should note that the
high school Individualized Education Program (JEERds when enrolling in a pestcondary education

program and, as such, the student is required to provide appropriate and current documentation of a learning
disability as defined by the Americans with Disabilities Act, Amendments Act (ADAAA) of 200@B, a

Section 504 of the Vocational Rehabilitation Act of 197T8e student is responsible for all costsociated

with theevaluatiornfs). Additional information may be obtained from the Office of F@stondary

Education.

LEARNING RE SOURCES/ LIBRARY

The Learning Resources Center (LRC) is an essential component-sepoatiary education at CPI. The

LRC is integrated into the curriculum of many psstondary programs, including the AST degree programs.
Adequate materials and instructional technolsggvailable to meet the teaching mission of the-post

secondary programs, and these resources represent a broad range of resources that are appropriate for the
levels and interests of all students and instructors.

The Learning Resource Center is a coation site for services, programs, and resources that promote
academic success for all students of CPl. The LRC is committed to supporting and guiding students as they
strive to reach their academic goals. Students are encouraged to take advantagaesdoeces and

services to enhance their prospects for academic sucgesscesare available free of charge to CPI

studentsg nominal fee may be charged for copy/printing seryices

The LRC staff are available assist students in the following areas:
1. Developng a plan of action that promotes academic success.
2. Connedng with tutoring and developmental resources.
3. Engagingwith course work in an active and effective manner.
4. Enhancestucentslearning strategies and technigues.

Resources available to all CPI students include:
1. A 24 work station computer lab. The computer lab is available to all CPI students or can be
scheduled for special class sessiohise computer labis avalable betveen the hours of 8:00 AM and
9:00PM
Copiers and printers are located in many program areas, as well as the computer lab.
Online library system called EBSCOhost which research service that includes figkt articles
and abstracts of articles in magazines, journals, subject indexes, medical references, and newspapers.
The service also includesb®oks and various historical digital archives.

wn
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In order to maintain pleasant learning environment insitie LRCand computer latstudents are expected
to observe the following:

1. No talking on cell phones

2. No food, no uncapped drinks

3. No nonenrolled persons, including children

EXTERNSHIP

The Heavy Diesel Construction: CASE Construction Emphasis and Natural Gas Compression: CAT / Ariel
Emphasis ASTdegree programs include an externship at a partner facility. Students enrolled in these
programs may be required to travel out of the arethfoexternship, and are responsible for securing their
own transportation and living arrangements for the externship. Students are encouraged to speak with the
Program Coordinator or the Office of P&tcondary Education for additional information.

GRADING / ACADEMIC PROGRESS

CPluses a numbdetter system of gradindNumbergradesareassigned tohe individual components of a
courseand letter gradeare assignetb completed courses. Thembergrade for each courseasitlined on

the course syllalsiThe scale for letter grades is beloletter grades are converted to quality points for the
purpose of compurig the Grade Point Average IP@) for each semester and the cumula@®radePoint
Average for more than one semestradepoints range frord.0 for an A grade to 0.0 for an F grade.

Grade Scale

90-100 A 4.0
80-89 B 3.0
70-79 C 2.0
60-69 D 1.0
<60 F 0.0

If astudent withdraws from the program,they will r eceivea AW 6 (withdrawal) grade on the school transcript.

A gradeof fi | (inacomplete) indicatesthat the student has not completed the required work for the course. The
studentmust complete the required workvithin six weeks of the end of the senaster (with approval of the

ingructor or the Office of PosBecondary Educatignlf the requiredvork is not completed within the

allotted time frame the studenwill receive arfi &(failing) grade

GradeReport
Student gradereportswill beissued for sudents atthe mid-term and at the end of theterm.

Academic Progress
Measures oficademic achievement must be maintained for students to remain enrolled in their program of
study. This measurement of achievermeasdefined as:
91 Clock hour programs: the student will demonstrate competency in 60% of the work defined by the
course guidines and coursework completion at an acceptable level of performance for the program.
1 AST-degree programs: the student will maintain a 2.0 cumulative grade point average at the end of
each term.

*Due to program accreditation or industry standards, sddid programs have academic progress
standards (grades/attendance) that supersede the above minimum standards. These programs are
as follows:

1. Diesel Technology Diploma program has a minimum grade average of 70%
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2. Heavy Diesel ConstructionCase ConstructtEmphasiredit hourAST degree prograras
a required minimum grade average of 8&%ach of thecore coursesand overall CGPA of 3.0
at the end of each terfor students to continue in the program.

3. Natural Gas CompressiGnCAT/Ariel EmphasicredithourAST degree prograinas a
required minimum grade average8%%in each of theeore coursesand overallCGPA of 3.0
at the end of each terfor students to continue in the program.

4. Practical Nursing Prograstudentshould consult the Practical Nursing Student Handbook for
academic progress standards

5. Medical Assisting Pogramstudentshould consult the Medical Assisting Student Handbook for
academic progress standards

6. Dental AssistingProgramstudentshould consulthe Dental Assisting Student Handbook for
academic progress standards

Appeal Process
Students may appeal a final grade which the student believes is inaccurate. Studgrnitstiate the appeal

before the end of the first week of classes of the gemiesmediately following the semester in which

the grade under appeal was awarded. The student is expected to first try to resolve the problem with the
instructor. If this does not lead to resolution, the studentappgal the case in writingAll appeals must

be submittedin writing to the Office of PosGecondary EducatiorT he appeal mustinclude a detailed

descrption of the reasonfor the appeal, statement of the reasons why the grade should be changed, and
information concerning actions taken with the course instructor. The student will be required to submit all of his/her
work for the course (examinations, test, quizzes, etc.). If the instsliotpossession of some of these written

materials, the instructor will also submit the materials to the Office eBeoshdary Educatioi.he Office of
PostSecondary Educationill respondto the appeabithin (5) program sesgon days. If the student is not
satisfied with the outcome, s(he) may initiate the grievance procedure.

GRADUATION REQUIREMENTS

CPIl awardsa diploma or AST degree qualified students who are recommended byritiidual program
faculty or coordinatorsin order to qualify for theliploma or degreghe studenmust complete the
following:

Satisfactorily complete afjeneral education requiremefifsapplicablée as defined by the program.
Satisfactorily complete adlorerequirementss defined by thprogramand/or

Achieve a overallaverage ofGPA of 2.0in the program of studAST degree studeiis

Payment of all outstanding sl

Return of all CPI owned equipment and resources

akrwnpE

Note: Students areesponsible for notifying the Office of PeéSecondary Education of any changes in their
name at least 4 weeks @rito graduation from a program at CPThe studentust provide legal
documetmationverifying the proof of change.

Accounts:

CPI reservesthe right to exclude from the graduation ceremorayy student who hasunpaid debt. Student
balances of more than $1,000 musphé in full by the 8 week of the final term of the programorderfor
the studento participate in the graduation ceremony.

Studentswho do not have a zero (0) balance on their student acbgune last day of the programwill not be
awarded their diplomaor certificate until theoutstanding balance ispaid.
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Transcript Review:
By the start of théinal term beforegraduationthe student should:
1. Confirmthat all AP,CLEP, and transfer credits are posted tarthranscript.
2. Confirmthat all course names, numbers, and grades listed on the transcript are correct. The transcript
becomes permanently immutable during the summer after graduation.
3. Confirmed that the information listed under 'Previous Institution' on the transcript is correct.

Students who do not meet all graduation requirements Bstablishedleadlines will be reoved from the
convocation list and will be required to-apply for graduationStudents should contact the Office of Post
Secondarfducation for the application or information abougapplying for graduation.

GRADUATION AWARD

Uponsuccessful completion of all diplomarequirements of &Pl program,the studert will receiveadiploma.
Upon successful completion of an Associate in Specialized Technology (&8f6e ppogram, the student
will receive an Assdate in Specialized Technologggree

GRADUATION CEREMONY
Only students who have ampleted all degree requiremerntfsa CPI prograncanparticipatein the graduation
ceremony. This includes students on leave of absence.

IV. FINANCIAL AID INFORMATION

FINANCIAL AID DEPARTMENT PRIVACY POLICY

The Centra Pansylvanialnstitute of Science and Techndogy (CPI) is committed to providing our students
(and prospective studenis) with the greatestprotedion possble to safeguard their personal information. To this
effect, we have secure computer operationsand a private and secuefiling system.

We collectinformation from studentsfor enrollment or financial aid purposesthat we mayneedto discloseto
other parties;such asstudent loan lerders,the U.S. Depatmert of Educaion, and others. CPI will only share
student personal information that is requiredby our accrediting agercy or by law. CPI is committed to
protecting the privacy of our students. For more information on CP | i&cerds handling and reporting process,
contact the Vice President at (814) 3592793 ext. 217.

STUDENT TUITION AND RELATED COSTS

Information regardingtudent tuition and related charges is listed on thEnroll ment Agreement for
eachregective program. The Enroliment Agreement can be obtained from the Office of Post
Secondary Education.

ADDITIONAL STUDENT EXPENSES

Students areequiredto payfor materialsfor their personal use. For someprogramsjn addition to textbooks,
sudentsare required tpurchaseuniforms,personal tools, equ pment, and/or supply kitsvhich are esentid for
that particular program. The additional cost of these supplies is listed on the Enrollment Agreement.

Students should note th@P!I is not responsible for lost or stolen tools, equipment, kits, or supplies.
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CANCELLATION AND REFUND POLICY

1. CPI must refund all money paid if the appli cant is not accepted This includes instanceswhere a
classis cancelled by CPI.
2. CPI must refund all money paid if the appli cant cancelswithin five calendar daysafterthe daythe
contractis signed, or aninitial payment is made, providedthe applicant hasnot begun training. A
request for cancellation which is not made in writing shall be confirmed in writing by the student within an
additional period of five calendar days. The school may retain the fee after five calendar days or after ten
calendars absent written confir mat irefundable. After te
3. The @plication fee is refundable to tstudent for three (3) calendar days after initial
application. After three (3) calendar days, the application fee becomesfondable.
4. CPImayretain an establishedapplicationfee equal to ten percent of the total tuition cost, or one
hundred dollars,whicheveris less f the gpplicant cancels beyondthe fifth calendarday dter signing
the contractor making an initial payment. Thefiapplicationfeed any$eechargedby the schod to
processstudent appli cations and establi sh astudert record system.
5. If the studenterminates trainingafter beginningclasses,CPl mayretain the applicaion fee
establi shed under part 1 of this subsection, plus apercentageof thetotal tuition asdescrbedin the
following table:

If the student completes this amount o€ourse/training: CPI may keep this percentage
of the tuition cost:

One week or up to 10%, whichever is less 10%

More than one week or 10%, whichever is less, but less than 25 25%

25% through 50% 50%

More than50% 100%

6. Whencalculating refunds, the official date of a studerntd grminationis the last day of recorded
attendance or:
a) whenCPI receivesnotice of the gudentd stention to discontinue the training program; or,
b) whenthe student is terminated for a viol ation of a published schod policy which provides
for termination; or

¢) whenastudent, without notice, failsto attend classedor thirty calendar days.
7. Usad textbodks are non-refundable.
8. All refundswill be paid within thirty calendar days of the studentd efficid termination date.

RETURN OF TITLE IV FUNDSPOLICY

The Financial Aid Office is required by federal statute to determine how much financial aid was erred by
students who withdraw, drop out, aredismissed or take a leave of absence prior to completing 60% of a
payment period or term. For a student who withdraws after 60% of a payment period or terrthere are no
uneaned funds. The percentageof the payment period or term completed for clock hour programsqualsthe
number of hours scheduledip to the withdrawal date divided by the total hoursin the payment period or term.
The percentage of the payment period for credit hour program is caldoyeteel number of days completed
in the period divided by the totahlendar days in the perio@ny school designatebreak of five daysor
more is not counted aspart of the daysin theterm).

Once the amount of federal funisbe returned are calculatedfunds are allocated in the following order:
a) Unsaubsidized Direct StaffordLoans
b) Subsidized Direct StaffordL oans
c) Federal Direct Parent (PLUS)Loars
d) Federal Pell Grants
Questions aboutthe Title IV return of fund amounts should be directedto CP | Eirencial Aid Office.
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VERIFICATION

In compliance with Code of Federal Regulations 668, Subpart E, Central Processing Systen@PS) may select

an application for a review process caNexification. In these instances, CPI has the authority to request
copies of certain financial documents from the student and his/her spithesstudenwill meet with a

Financial Aid representative to ma#tey necessargorrections to th&ree Application foiFederal Student

Aid (FASFA). If the EFC (expected family contribution) and the Title IV amounts change, the student will be
notified by the Financial Aid Officavith anewaward letter.

Conseqguences of Failure to Submit Verification Documents

Thetimeframefor submitting verification documentsfor Pell recipientsis established yearly by the federal
government. Generally, students maysubmit thesedocumentsby August 31 of thelastyearduring atwo-year
awardyear, or no later than120 daysafterthelastday of the gudent'senroll ment, whicheveris earlier.

Canmpus-basedand Stafford Subsidized L oan recipients must compl ete verification within 30 daysof the
begnning of the award yearor 14 calendar daysafter natification, whicheveris lagt.

If the student selected for verification doesnot provide the required documenttion by their deadline, then
the CPIcannot:

1 Disburse any FSEOGor Federal PerkinsLoan funds to the student.

1 Allow the student to continue enployment in a federal worlstudy (FWS) job

1 Certify aStafford Loan appli cation for the sudent.

1 Disburse Staff ord Loan fundsto the student.

Withdrawn Students
Studentswho withdrawbefore compl eting the verification processhavel4 calendardaysafter withdrawingto
complete the verification procesgto be eligible for a post-withdrawal disbursement.

Applicant Verified by Another School
If the student completed véication for the current award year at another school before transferring to
CPI, the FASFA data must be the samé ass at the previous school. The student must obtain a
letter from the previous school which states:

{ that the previous institution verified the application and

1 provides the transaction number of the pertinent institutional student information (&igrd

Disbursements

Students selected for verification will not havetheir aid disbursed until all required documents havebeen
received and therequired reprocessing completed. If a student is selected foerificat on after disbursements
havebeen made, there will be noad ustments medeto the disbursement. However, no subsequent
disbursermrentswill be made until the verification processis complete and the student or Financial Aid Office
makesall necessary FASFA updates

Referrals

If it is determined that a student hasreceived funds which they were not digible to receive the student must
repaytheamount. If arepayment is not made, the overpayment must bereferred to the U.S. Departmentof
Education. No further gppli cationsfor financial aid will be poces®d by the U.S. Department of Education or
CP | Brencial Aid Office.
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SATISFACTORY ACA DEMIC PROGRESS POLICY
Introduction

Federal and state regulationsuieg that students receiving financial aid be enrolled in an eligible program
for thepurpose of obtaining eertificateor degree. An eligible program is defined as a onevtoytear
programleadng to a vocational certificate or degree; or a specialized pratpatmeets federal ciéria.
Students aressponsiblefor making satisfactory acaaaic progress toward theompletion of their progran.

The following sections outline the standards by which student progress wildsured. Federal
regulationgequirethatthis policy apply to all studentshether or not financial aidias received.

Academid Attencncerequirements

Qualitaive standrd
A measurement of academic achievement mustustlie maintained in order to receive financial dilis
measurement of achievemestefined as:
1 Student caopetency in 60% peroeof the work defined by the course guidelines and coursework
completion at an acceptableve of perfomance for the clock hour (diploma) programs*

-OR -
I Studentmustmaintain a 2.0 conulative grade point average @PA) at the enaf each term focredit
hour AST degree programs*

NOTE: incomplete, withdraw, and transfer credits are not calculated in (BBAC

Students Wo do notmeet the above requingents will beplaced on finacial aid probation. Notification of
probationary status will be provided in writing. Student progress will be reviewéfdfiog of Post
Secondary Educatiaturing the subsequent grade period. The resutteoferiew will be:

1. I f t he st meet8APrequireeats, findricial aidnay be suspended.
2. If a studenmeets SARequirements,probationary status will be lifted.

The Financial Aid Representative wilgquire an attedance/acadwuic progress report frotie instructor
everymonth. Docunentation supporting absenaeay be required anahust be given to the Financial Aid

Representative imediately upon student returning to school for apprdRafertoCP 1 6 s Excused AbD
Policy for infamation on excused absences aow it applies to fiancial aid disbursements.

*Due to program accreditation or industry standards, some CPI programadaalamic progress
standardggrades/attendanc#)at supersede the above minimum standards. These programs are as
follows:

1. Diesel Technology Diplomprogram has a minimum grade average of 70%

2. Heavy Diesel ConstructionCase Construction Empha#iST degree programmas a required
minimum grade average of 85%each of theore courseaandCGPA of 3.0 at the end of each
termfor students to continua ithe program.

3. Natural Gas CompressionCAT/Ariel Emphasis AST degree progrdras a required minimum
grade average of 85% each othe core courseandCGPA of 3.0at the end of each terfor
students to continue in the program.

4. Practical Nursing Progmstudentshould consult the Practical Nursing Student Handbook for
academic progress standards

5. Medical Assisting Pogramstudentshould consult the Medical Assisting Student Handbook for
academic progress standards

6. Dental Assisting’rogramstudentshould consult the Dental Assisting Student Handbook for
academic progress standards
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Quantittive standard

TheCompletion Rate (CR¥ a measurement of progress towards completion of an AST degree program in a
timely manner. The student must complete a certain portion of the total program credits to maintain
satisfactory academic progredsor students enrolled in AST degree progratims 67% completion rate

applies. This is determined by calculating the number of credits successfully completed per term by the
number of credits attempted by term.

CR =Cumulative number of credits successfully completed / Cumulative number ofatteditsted

TheMaximum Time Frame (MTHE limited to no more than 150% of the program lengtb.such, students

are required to cuoplete their programwithin a timeframe

of

150%

of the pRoogr amos

exanple, if a program is designated as 900 clock hours, a stausttcompletéhis progranwithin 1350
hours or they will Ise eligibility for financialaid. Studentsnay appeallie loss ofaid asdescribed below in
the appeal process

Considerationsi Satisbctory AcademicProgress

1.

2.

3.

Financial Aid Satisfacry Acadamic Progress (SAP) isot thesame as acadsic progress

required for graduation.

Being declared ineligible for finaral aid does noieanthe student haseen disissed

from CPI.

Any appeal ofneligibility is good for only one grading terar period. SAP must be reviewed each

term.

Students failing to maintain SAP will be issued a financial aid warning. A financial aid warning
means that CPI will reinstate the studsrligibility for aid for one payment period without the need
for the student to file an appeal. If the student fails to maintain SAP after the warning period, they

will be placed on financial aid probation.

Financial aid probation is assigned to a student who is failing to make SAP after a financial aid
warning. If a student is placed on financial aid probation, the student manéifpeal. A

student who successfully appeals will have reinstatemehtiofeligibility of aid for one

payment period. Pproval of an appeal will plackd student on financial aidprobation for the

next termof enroliment.

No private loan funds, federal loams,grants may be paidtoh e
subsequent ten until AFTER grade$or the pobatiorery period havebeen reviewed anthe

studends status detenined to be satisfactory.

s tacodird fortad s

Failure to meethe SAPagain dter an appal was approad, will place a stdent in ineligible

status gain.

Reviewof SatisfactoryAcademic Progress

At the endof each grading periodjudent progress will be revieweéad detemine if acadenic
requirements have been me§tudents who complete all the courses in a term will be assigned a
numeric or letter grade.

Below liststhe codesassigned indcating the echnical training progma (diploma) or courses in an AST
degree prograrare not consiered conplete

w Withdrawal
IP In Progress
F Failing

[ Incomplete

Suspersionof FinancialAid

1. Financial aid will be suspend@admediatelyif a studentwvithdraws from training andhe student

may be required to repall or partof the funds received.
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2. If astudenfinishesatermor cour se wi t h &adleorgiabes. The studeotmpst et e )
complete the course in the allotted time frame per policy (refer to Grading Requirements section
of handbook) . | f t he st udaeincomplete coersevtle studant A F O
maynotbe maintaining SAP @hmay receive a warning or suspension of their financial aid.

Reinstaementof FinancialAid
Once suspended frofimancial aid, studentsiay have their eligibility reinstated byeetingall of the
following conditions.

Withoutthe benefit of aid, studentsn financial aid suspensianust:

a) complete60% of the regired minimum programcompetencier meet program specific
gualitative standardsy achieve a GPA of 2.0 drettet, and

b) maintain satisfactory attendance.

* Refer to Satisfactory Acadenicogress sction of this handbodior programs standardthat supersede
thesethresholds

AppealProgess
Studentsnay appeafinanciel aid suspension or denial bymitting their appeal in writing to:

Central Pansylvania hstitute of Science an@lechnology
Attn: Vice Presdent of PostSecondary Education

540 N. Harrison Road

Pleasant Gap, PA 16823

Studentsmust clearly explain the petition lhe extenating circumstarces ttat led to financiahkid
suspensiomr denial. Documentationmay berequird t o support the studentds p

If approved, students will be required to follow an educatiplan for continuation ofinancial
aid.

SATISFACTORY ACADEMIC PROGRESS FOR VETERANS

This Satisfactory Academic Progress Policy applies to all Veteran students eligible for and
receiving VA Education Benefit®\cademic progress is measured at the end of each grading
period.

Academic Probation

1. Veteran students are placed on academic pgaybathen they fail to maintain
academic progress as follows:
0 competencyn 60% percat of the work defined by the course guidelines and coursework
completion at an acceptablevel of performance for the clock hour (diploma) programs*
OR-
0 maintain a2.0 cunulative grade point average (&PA) at the endaf each term for AST
degree programs*

*Due to program accreditation or industry standards, some CPI programs have academic
progress standards (grades/attendance) that supersede the above minimumistamtiase
programs are as follows:

1 Diesel Technology Diploma program has a minimum grade average of 70%

1 Heavy Diesel ConstructionCase Construction Empha&iST degree prografmas a
required minimum grade average of 85%&ach of theore coursesandCGPA of 3.0at
the end of each terfor students to continue in the program.
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1 Natural Gas CompressidnCAT/Ariel Emphasis AST degree progrdmas a required
minimum grade average of 85%each ofthe core courseandCGPA of 3.0at the end
of each tem for students to continue in the program.

9 Practical Nursing Prograstudentsshould consult the Practical Nursing Student
Handbook foracademic progress standards

1 Medical Assisting Fogramstudentshould consult the Medical Assisting Student
Handbook fo academic progress standards

1 Dental AssistingProgramstudentshould consult the Dental Assisting Student
Handbook foracademic progress standards

2. Veteran tudents on academic probation have academiderm to raise their
competency level to 60% or greater, OR cumulative grade point average to at least 2.0
or greater, OR meet the minimum academic thokeshs noted above in section. #1

3. The school will notify the Department of Veterans Affairs within 30 days of a student
being placed on academic probation. Veteran students on academic probation maintain
eligibility for Veteran benefits.

Academic Suspension:

1. Failure to meet minimum threshold will result in the student bgiaged on academic
suspension and will be widlhawn from the program.

2. Veteran students on academic suspension are not eligible for Veteran educational
benefits.

3. Veteran tudents may appeal academic probation or suspension by following the
Grievance Procedure outlined in the Student Handbook.

4. Veteranstudents may be fevaluated for readmission on an individual basn
accordance with CRind/or individual program radmissiorguidelines.

V. STUDENT SERVICES INFORMATION

STUDENT SUPPORT SERVICES
The mission obtudentsupport services at CPl is to provide students with a network of syrpedannel
and programghat will give the student theonfidence andkills necessary fosucces$n their academic
endeavors Services available to CPI students are (vekess oterwise notepland include:

1. Individual guidance oacademic informatioandprogram selection

2. Individualized assistance for financial aid programs and benefits

3. Tutorial and developmentalograms

4. Mentoring

5. Academic and personal counseling

6. Assistance withareer planning and readiness
Students are encouraged to meet with their instructor or a representative in the OfficeSafcBodary
Education regarding support services.

Individualized Guidance

Students meet with a representative from the Office af8esondary Education prior to enrolling in a
program at CPI. During this meeting, the student receives individualized counseling regastngaails
and program options. Additionallytuslents have the opportunity to meet wittividual program
representatives to gain additional information regardivgcurriculum and training, as well esreer
opportunities.
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All students enrolling at CPI meet with a Financial Aid counselor to discuss the range of financial aid
programs and benefits availabtethe student.

CounselingTutoring and Developmental Coursework

Students are encouraged to me&gh their instructor program coordinator foguidance oassistance with
their coursework. In many instances, meeting with the instructor to dipeussnal or academic barriers to
learningoften resolves the challenges a student faces. In some cases, the ingtrogiam coordinator
may refer the student to an outside resourcedanseling otutoring/ developmental coursework.

CPI hasa patnership with the Central Intermediate Unit #10 (€1lQ) Developmental Center for Adults
provide faceto-face tutoring and developmental coursewavlost CIU-10 services are offered free of
charge $¢ome development courses may require a nomingl Tée CIU-10 has developmental centerghie
State College, Clearfield, and Lock Haxameas Students who need more flexibility with these services can
elect to receive tutoring or developmental coursewaitkthethrough the Tuscarora Intermediate Uilil-

11) Distance Learning Project. More information on the @Wand TIU11 programs can be obtained
through the Office of PosSecondary Education.

Mentoring
Some programs at CPI offer alumni mentoring. Students interested in learning moawhoumentoring

should contact their instructor/program coordinator or speak with a representative from the Office of Post
Secondary Education.

Career Planning and Readiness

Careerplanningcourses and workshops are available to all CPI students. g_hésecourses/workshops,
students learn how to perform a job search, build a resume, and prepare for an interview. Additionally, all
students and alumni halieetime access to th€PI Career Connectionnthes ¢ h onelbksité at

www.cpi.edu TheCareelConnection is a platformhere local enployeréslis job openings and students can

directly apply for available positions. The progralsooffers studentand alumnihe ability tocreate a

personal accourandstore their resumesavell asother important employment documents.

CPI also hosts several job fairs on campus every year. During the job fairs, students have the opportunity to meet with
various industry representatives to network and learn more about positions availableghabentoanity and

surrounding counties.

Note:CPI doesnot guaranteejob placement to graduates upon program completionand graduation.

Externship Placement:

CPI providesunpaidexternship opportunitiesfor manystudents. In addition to prearranged externships through
certain program& Pl has a business and industry liaisonwbidxs with local enployersto assisiplacing students
attheworksite. Student progresss monitored by a CPlinstructor/program coordinator the industry
liaison,as well as preceptoasthe externship site. More information regarding externships can be obtained through
the program coordinator or the Office of Féatondary Education.

VI. POLICIES & PROCEDURES

GENERAL POLICIESAND PROCEDURES

Past-secondary studentserrolled in programsat CPI areexpectedo comply with ALL policies and procedures

set forthin the Central Pennsylvania Ingtitute of Science and Technology PostSecondary Educatidstudent

Handook The policiesand procedures are designed to addressthe needs of the wide rangeof studentswho

attend CPl.When applicable, program specific policies may supersede the policies outlined in this handbook.
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Studentswill sign an acknowledgment form indicating they have received and review@dskBecondary
EducationStudent kindbook.

PARKING

Students enrolled at CPI who plan to park their vehicle on CPI grounds must have a parkifggenats

are permitted to park in a designated student parking @hegoarking passmust be in avisible place(rear view

mirror) on thevehicle. Students parking without a permit may be subject to ticketing. CPI is not responsible
for | ost or stolen parking passepmcanentdakingpass. At he st u
replacenent passosts five dollars ($5.00)All parking passesnust be returned when the student graduates or

is no longer enrolled at CPCPI is not responsible for vehiclesthat are damaged, stolen, or involvedin atheft

of contentswhilethe vehicleis drivenor parked on schod property.

DRESS CODE /UNIFORM POLICY

Studentsnrolled aiCPlare preparindor career opportunities in business and industry. An important
componentn student preparation is an appearance that will be invitingitors andorospective
employers It is equally important thajrooming andhttire are geared toward safied effective
participationin educationahctivities. Technicalandclinical areas have varied dress requirements and
use of personal safety equipment, whicheviewedwith studetsduring orientatiorand enforced by the
instructorsyearround.Students enrolled in programs that have a dress code are raquitechasethe
appropriate attirand safety equipmerand wear it according to program policgtudents are expected
to comply with the uniform policy or be subject to disciplinary action

If a program does not have a specific dress code poligyests are expected to help foster a comfortable
learning environment free of distractiofitie primary focus at CPI is @ducational progragandthe
classrooms are learning environmeiésigned tgrepare students for pestcondary education and the
working environment. To achieve this go@R1 has instituted the following dress code policy:

Permissible atte
1. Sensibé shoes such as sneakers, casual shoes, and sandals for trawetidtha CPIlcampus
2. Wellfitting tops, pants, jeans, shorts, and skirts
3. Nonrevealing clothing that fully covers the back, shoulders;seition, chest, arlabckside
4. Profesional and/otbusiness attire for special occasions
Prohibited attire
1. Low-rise jeans, shorts, or pants that are too tight or too lose
2. Clothing or jewelry with fensive logos or symbols depicting alcohol, cigarette ads, profanity, or
drug paraphernalia
3. Mini-skirts orshorts-specifically shirts and shorts should be fingertip length and should be long
enough to cover the body even when seated.
Crop tops, halter tops, strapless shirts;theeugh/sheer clothing, or muscle shirts
Slippers, untied footwear, or bare feet
Pajama tops and bottoms, or othamils considered to be sleepwear
No hats, hoods, or sunglasses worn indoors

No oA

The Office of PosBecondary Educatiamserves the right t@visethis dress code policy as necessary

Sanctions

Including, but not limited toany combination of the following:
1. Opportunity to sekcorrect
2. Verbal warning to student
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Written warning to student

Suspendrom partigpation in externship or CPI sponsored or hosted activity
Suspension fror@PI

Dismissal fromCPI

o g kW

ATTENDANCE POLICY

A major part ofpostsecondary educatidtns accepting responsibility for
for deadlines are critical to student success. Students are responsible for developing planddotagive

program prepared and on tim€ardiness and absenteeism not only causes the student to miss a portion of the
subject matter, but also diminishes the opportunities to contribute to the learning environment. Poor
attendance may cause the student to lose financial aid. Stadentsposible for ndifying program
instructors/coordinators of tardinemsd absence the day it occurs.

Guiddines:
1. CPI requiresstudentgo attend all scheduled classes.
2. Instructorskeep aweekly record of attendanceto comply with federal grants and financia aid
guidelines.
3. Attendance may be factored into the final grade for a course or progefar to the course syllabus.
4. 1 f a stardindse aabsénsebecaneexcessivethe instructomwill notify the studenin
writing.
5. Continued tardiness oabsencesmayresult in disciplinary action including removal from the program.
6. Students are responsible for notifying the instructor when they will be tardy or absent from class.
7.1t is the studentdés responsi lwompletthgmidgs@woiknqui r e

Whenever the number of abserncesexceedsfive (5) occurrerces,the Office of PosBecondary Educatiamay
remove the studentrom the coursefor excessiveabsences. If students areremoved involuntaily from a
courseor programthey mayappeal the decision per the grievance process outlined in this handbook

Excused Absence

CPI understandsthat some absencescannot be avoided. Excusedabsencesare approved by theinstructor
/coordinator or the Office of PeStecondary EducatiorExamples of excused absences may include military,
bereavement, extended iliness, jury duty, participation in professional or school fu@&ionayrequire
additional documentation in determiningvhetheranabsenceisexcusedFinancial aid requirements mandate
that a student may not exceed more than 10% excuseccalpserterm.

Absencet Federal Student Aid

The Central Pennsylvania Institute of Sdence & Technology followsthe guidelinesse forth by the Federal
Student Aid Handbook, which stipulates thatonce a studert hasreached the mid-point of his or her training
program, Financial Aid (grants or loans) may be withheld if a gudent has missed ten percent (10%) or more of
assigned programhours

Make-up Work

It is the student6 segponsibility to inquire about make-up work whenaclassis missel. Make-up work
guidelinesand pdiciesare program specific. Make-up work is not charged to the student, if additional
instructional time is not required. If a student needstike a class, the student will be charged.

Incomplete Grades
This gradeis to be used only when the excuse@dbsenceare approved by the Office of P&S&condary
Education Thisinvolvesany excused abseneghere the absence or the makeup work extends beyond the
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schod d&esm. Refer to theGrading Requirementsection of this handbook for additional information on
incomplete grades.

CODE OF CONDUCT

Thefollowing setsforth definitions and proceduresfor handli ng instancesof misconduct and gross
misconduct regaming students enrolled in CP | Adsit Education programs.

Misoonduct
The term fimisconducto refersto:
1. Student behavior that is detrimental to the leaning process
2. Intentional disregard of CPI policies,rules,and procedues
In casesthat are deemedmisconduct by theinstructor or administration:
1. Theinstructor or administration will provide the student with verbal notice of the misconduct and
appropriate corredive action.
2. If misconduct il exists afterthe verbal notice,the instructor or administration will providethe
student with awritten notice of misconduct and appropriate corrective adion.
3. If thewritten notice of misconduct doesnot provide remed ation, repeated occurrencesof misconduct
mayresult in the sudent being suspended or removed from the courseor program
4. If astudent is involuntarily removedfrom acourse or programasaresult of misconduct, the student
mayappeal the decision in writing. The student must follow the CPI grievance procedure.

GrossMi sconduct
Theterm Agrossmisconducto refersto:

1. Condut which constitutesa serious breachof CPI sdety regulations and which places or might place

students, instructors, staff and/or visitoasrisk

2. Conduct violating the health or safety of other students, instrustaif§, and/or visitors

3. Any inappropriate contact or communicationswith secondary students sharing the facility with
the postsecondary programs
Damage or theftfoCPI property, including property of students, instructors, staff, and visitors.
lllegal computer misuse/hacking. Misuseincludesvisiting ingppropriate sites;such as illicit adult
oriented sites, ganbling sites,and other inappropriate, non-education oriented sites
Plagiarisnicheating
Possessin, use, or sale of alcohad on CPI premises
Possessin, use, or sale of il legaldrugs
Any adion of acriminal or dangerously violent nature

o s
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In proven casef grossmiscondct, the Vice Resident of PostSecondaryeducation or the President may
expel the student immediately.
Procedurein casesf allegedgrossmisconduct:

1. TheOffice of PostSecondary Educatiamustbe informedassoon aspossible. TheVice-President of
PostSecondary Educatianaysusperd the sudent pending furtherinvestigation. The Vice Preddent
of PostSecondary Educationill determine théemsof the suspension and will advisethe student and
thefunding agency within 3 working days;

2. TheVicePresident of PostSecondary Educatianill notify thestudert, and the funding agendy writing
confirming the suspension and related terms;

3. TheVice President of PostSecondary Educatiomill commence an investigation regarding the
incident of alleged grossmisconduct

4. Students(sjnaybe accompaniedto any interview(s) in the investigation by afriend relative, or
representative. In some casesinterviews with suspended students may be held off-site.
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5. If theinvestigation revealghat the student hasdenmonstratedconduct sufficient for removal from the
courseor program, e Vice Rresdent of PostSecondary Educationill notify the student in writing.

6. If theinvestigation doesnot determine sufficient evidence or information to warant expulsion, the
Vice President of PostSecondary Educationill remove thesuspension and allow the student to
resume the course or program.

7. If astudent is involuntarily removedfrom acourse or programasaresult of misconduct, the student
mayappeal this decison in writing. The studenmustfollow the CPI grievance procedure.

Where criminal or otherexternal legalproceadings havebeen, or arelikely to be, initiated alongside CPI
procedures, CPI mayliaisewith extemal authoritiesand will modify this procedureto ensure,asfar asis
possble, tha court or other proceedngsare not prejudiced.

Students must return all CPI property (tools, indruction guides,etc.) immedately upon expulson from a
training programor course.

Conduct Violating the Health or Safety of Others

Respect for the rights of personal safety and individual liberties are fundamental expectations of any
academic community. The following restrictions are designed to protect the health and/or safety of the
individual.

1. Harassmentincludes such acts as, but is not limited to:

a. Attempting or threatening to subject another person to unwanted physical contact.

b. Stalking any person by any means including by physical, electronic, written or
telephonic means.

c. Persistent, pervasive, agwere bullying behaviors such as theft or destruction of
personal property, public humiliation, intimidating or threatening behaviors.

d. Directing obscene language or gestures at another person or group of people in a
threatening manner.

2. Hazing.Any activity that humiliates, degrades, abuses or which endangers the mental,
emotional, or physical health or safety of a student, or which destroys or removes public or
private property, for the purpose of initiation, admission into, affiliation witlasca condition
for continued membership in an organization or team whose members are or include students at
CPI. Hazing can occur regardless of the person's willingness to participate.

NOTE: A person commits a hazing offense if the person engageagiimghsolicits, encourages,
directs, aidsor attempts to aid another engaging in hazing; or intentionally, knowingly, or
recklessly permits hazing to occur.

3. Physical Assaultincluding but not limited to:
a. Inflicting bodily harm upon any person.
b. Taking any action for the purpose of inflicting harm upon any person.
c. Threatened use of force upon any person.
d. Subjecting another person to unwanted physical contact.
e.
4. Reckless Endangermeiitaking any action that creates a substantial risk such that thadity
could result to any person. These include but are not limited to:
a. Objects or people omotorized equipment
b. Use of weapons of any kind for any purpose.
c. Throwing objects, e.g., snowballs.
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d. Use of fireworks.
e. Jeopardizing the physical or emotionafety of oneself or another.
5. Rape.The act of sexual intercourse with@itirmative consenfsee definition below) or with
someone who is incapable of affirmative consent.
6. Sexual Assaultncluding but not limited to:
a. Any intentional and uninvited seally explicit touching, or attempt or threat of such
touching.
b. Any engagement in sexual activity with another person without their affirmative consent.
c. Sexual wlence including sexual battery and/or sexual coercion.

Affirmative ConsentAffirmative consent is a knowing, voluntary, and mutual decision among all
participants to engage in sexual activity. Consent can be given by words or actions, as long as
those words or actions create clear permission regarding willingness to engageairastivity.
Silence or lack of resistance, in and of itself, does not demonstrate consent. The definition of
consent does not vary based upon a participa
expression.

a) Consent to any sexual act aigy consensual sexual activity between or with
any party does not necessarily constitute consent to any other sexual act.

b) Consent is required regardless of whether the person initiating the act is under
the influence of drugs and/or alcohol.

c) Consent mape initially given but withdrawn at any time.

d) Consent cannot be giverhena person is incapacitated, which occurs when an
individual lacks the ability to knowingly choose to participate in sexual activity.
Incapacitation may be caused by the lack okcarusness or being asleep,
being involuntarily restrained, or if an individual otherwise cannot consent.
Depending on the degree of intoxication, someone who is under the influence of
alcohol, drugs, or other intoxicants may be incapacitated and theuefabte to
consent.

e) Consent cannot be given when it is the result of any coercion, intimidation, force
or threat of harm.

f)  When consent is withdrawn or can no longer veigi sexual activity must stop.

7. Sexual Harassmersexual harassment in the eduesaél setting is a form of discrimination on
the basis of sex which includes unwelcome sexual advances, requests for sexual favors, or
verbal, norverbal, or physical conduct of a sexual nature which denies or limits a student's
ability to participate in oto receive benefits, services and opportunities irstkeh o o | 0 s
programs. Conduct of a sexual nature (verbal;yarbal, or physical), which creates an
intimidating, hostile, or offensive environment is prohibited.

8. BiasRelated Harassmerniarassment [sd on race, color, age, religjorational origin,
disability, sexual orientation, gender identity other protected characteristitgt is:

a. expressed in oral, written, graphicmanner, or by physical conduatd

b. relatedto an individual's race, color, gender identity or national origin (including an
individual's ancesyror country of origir) or other protected characteristasd

c. sufficiently severe, pervasive, or persistent so as to interfereowitimit, the ability of
an individual to participate jror benefit fromC P | ppograms or activities
may subject the offender(s) to maerious levels of sanctioning.

9. Fire Safety, False Alarms or Terroristic Threats
A student shall a no time threatento commit any crime of violence with the purposeof terrorizing
another, or to causethe evacuation of abuilding, placeof assenbly, or facility of transportation, or
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othemwise causeseious public inconvenience, or in arecklessdisregard of the risk of causing such
terror or inconvenierce.

a. Intentional sounding of a false fire alarm, falsely reporting an emergency or terroristic threat
in any form, issuing a bomb threat, constructing mock explosive devices, destruction or
activation of fire sprinklers, filing false policeperts, improperly possessing, tampering
with, or destroying fire equipment or emergency sign€Bhpremises.

b. Failure to evacuate the building immediately upon the sound of an alarm or to follow specific
evacuation and safety procedures.

c. Misusing or tampring with fire safety equipment. *Examples include removal of doors, door
closures, exit signs, emergency exits, alarm pull stations, smoke detectors, or fire
extinguishers.

d. Initiating, communicating, or circulating a false report of a present, pastuoe fbombing,
fire, offense, or other emergency that would cause action by an agency organized to deal with
emergencies; placing a person in fear of imminent serious bodily injury; or preventing or
interrupting the occupation of a building, room, vehioleother mode of conveyance.

e. Posting any statement on social media that could be considered a threatGiginst
employees, studentsy affiliations.

A referralto civil authoritiesfor chargeaunder the Penrsylvania Criminal Code shall be made
whendeemed necessarpy school authorities.Making aterroristic threat is causefor immedate
renmovalfrom CPI.

ACT 104 SEXUAL VIOLENCE PROGRAM
All incoming studentswill paticipatein Act 104 Sexual Violence Education Trainingaspart of CP | 6 s
orientation program. The orientation will cover the following:
1. Discussion of sexual violence, drug and alcebtidted sexual violence, and affirmative consent
2. Information on risk educatioand personal protection
3. Information onassistancenedical attention anaporting sexual violence
4. CPI policies on student conduct, privacy and confidentiality
Additional information related to sexual violerce, prevention and awarenesswill be distributed to new students
throughout the schodl yearin theform of lecture/discussigvideos, and written materials.

PROPERTY DAMAGE OR DESTRUCTION OF PROPERTY

Students and guestse expected to act with consideration for the propEr@Pland of individual persons.
The following offenses are regardedgaessmisconduct

1. Willful or careless misuse, damage or destruction of the prope@®bfncluding the deliberate
defacement of buildings, sidewalks, walls, tréasishings or equipmentThe penalty for willful or
careless damage will ordinarily includearges foreplacement or repaiplus disciplinary action,
including legal procedings.

2. Theft or unauthorized borrowingr conspiracy to commit theft. WhitePldoes noassume
responsibility for losses incurred by students which may result from vamdaditheft,it will support
actions taken against those persons responsible for such activities whettastsurcisinitiated
through CP® sonduct policyand/or by the local police.

3. Personabelongings of students are not covered ui@ier| isswrancepolicy. CPlassumes no
responsibility for personal property thalast, damaged or destroyed by thefndalism, fire,
smoke, rain, wind, haibr water. It is recommended that students procure theihtowrme owner 6 s
r e n tinguradce to protect thiebelongings in the case lafss,damageor theft.
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ACADEMIC INTEGRITY

Academic integrity means honesty and responsibility in scholarship. Academic assignments exist to help
students learn; grades exist to show how fully this goal is attained. Thesedfeverk and all grades should
result from the student's own understanding and effort.

Cheating means any attempt to mislead by deception or to obtain by fraud or deception with the intent to gain
by doing so; i.e.,copying assgnments from others,lending o n eo@rswork for the purposedf aiding another
to cheat, and giving or receiving aid during the testing period.

Plagiarismmeans any act of using, without acknowledgment, theideas, writings,or inventions of another,
eitherword for word or in substance, and representing them as one éown, i.e. failureto usequotation marks,
footnotes,or bibliography, and to indicate material useddirectly or substantially from other sourcesin written
and oral reports.

At Central Pennsylvania Institute of Science and Technology, we are committed to the academic, civic and
ethical development of our community. We strive to create a learning environment that is both challenging
and supportive. We are committed to uphaidine fundamental values of honesty, respect and individual
responsibility. Only through a genuine partnership among students, faculty, staff and administrators can we
maintain the commitment necessary to ensure that the highest standards of acadestyi@hdnetegrity are
upheld.

Administration andnstructorswill support students to understand the standards of academic honesty and
integrity that govern conduct at CPIl. Each student will abide by the following principles:

1. Submit work that is his/hewn.

2. ldentify appropriately the work of others when incorporated into his/her own work, including direct
guotations, summaries and paraphrases

3. Follow the directions of the instructor with regard to permissible materials in the learning
environment athe time of examinations/quizzes or with tdi@me exams

4. Proceed during examinations/quizzes without any assistance and without communicating in any way
with others while the examinations/quizzes are being conducted, unless permitted by the instructor

5. Refrain from obtaining or distributing the content of any examination/quiz, without the permission of
the instructor

6. Complete all laboratory observations and reports based solely on his/her own processing of the
experiment or demonstration, unless othsendirected by the instructor

7. Submit work, either whole or in part, only once

Represent data and sources appropriately and hanestly

9. Online assignments are subject to exactly the same standards of integrity that apply to regular
classroom assignments.

©

Students are responsible for adhering to these standards outlined in the Academic Honesty and Integrity
StudentAgreement, which the student will sign. Not being familiar with these standards does not mean that
students are not accountable for adhezgndhem. Furthermore, students are encouraged to report suspected
or known violatims of the Academic Honesty anutegrity Policy to appropriat@structors staff or
administration.

Violations of academic honesty and integrity include, but are miell to, the following:
1. PlagiarismThe i ntentional or wunintentional represen
own. Examples include, but are not limited to, the following:
1 Quoting, paraphrasing or summar icknomedging not he
the source
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f Using anotherodés content without acknowl edgi
f Submitting anotheroés work, purchased or oth
2. Cheatingon Examinations/Quizzes: o o ki ng at anot her6s wor k, usi n
environmentmaterials that are not permitted by the instructor, communicating with another student,
receiving any kind of assistance including, but not limited to, assistance from electronic,dedces
obtaining or distributing the content of an exartim@quiz without the permission of the instructor.

3. Multiple SubmissionSu b mi tting any work of oneds own, eit
than one instructor without the permission of the instructor(s) receiving the work
4. FacilitatingAcademicDishonestyKnowinglyal | owi ng anot her student to

from oneds examination/ qui z
5. FabricationFalsifying or fabricating information in any situation, including but not limited to data
for a lab or research project

Consequences at theurse level will be at the discretion of the instructor and may include, but are not
limited to, one or a combination of the following:

Verbal or written warning to the student

A letter, detailing the violation, to be kept on record

Deduction of pointsas gr ade of AFO0 or zero for the assignt
Lowering of the course grade or failure of the course

Suspension or expulsion from CPI

akrwbdE

Instructors staff and administratiowill report instances of academic integritglations to tle Vice

President of Pos$Secondary Educatiorl he Office of PostSecondary Education is responsible for keeping
documentation on reported academic integrity violations. Reported violations will be made part of the
student s p eNotifieationaf & reporeed viokatidn will be forwarded to the student and the
instructor The Vice Presidendf PostSecondary Education will determine the consequences, listed above,
based on the severity of the violation.

TECHNOLOGY POLICY

C P I téclsnical resourcésincluding desktop and portable computer systems, fax machines, Internet and web
access, voicemail, electronic mail, electronic bulletin boards, and its intrareebbviously an important and
integral part of its business. Becatisese technologies are rapidly changing, it is important to explain how
they fit within the school and the studentods educ

This policy applies to all technical resources that are owned or leased by CPI, that are used or accessed from
the school pmaises, or that are used for school business. This policy also applies to all activities using any
CPI-paid accounts, subscriptions, or other technical services, such as Internet and Web access, voicemail, and
e-mail, whether or not the activities are conthd from the scho@ premises.

Asstudents use CPlG6s technical resources, it is imnm
and stored there. Because they seem inforrrrakiemessages, voicemail messages and messages posted on

the Irternet are sometimes offhand, like a conversation, and not as carefully thought out as a letter or
memorandum. However, even after these messages are deleted or a computer session is terminated, the
information may still be recoverable and may even remmaiine system. Students should keep this in mind

when creating-enail messages, voicemail messages, messages on the Internet, and other documents on the
computer.
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Acceptable Uses

C P Itéclsnical resources are provided for the benefit oftheolandits instructors, staff, and

students. These resources are provided for use in the pursuit of school business or education and are
to be reviewed, monitored, and used only in that pursuit, except as otherwise provided in this policy.

Unacceptable Uses

C P Itéclsnical resources should not be used for personal gain or the advancement of individual
views. Students who wish to express personal opinions on the Internet are encouraged to obtain a
personal account with a commercial Internet service provitttt@access the Internet without using
CPI resources.

Solicitation for any nofeducational activities using G kechnical resources is strictly prohibited,

and student usage of said resources must not interfere with their operation. Studentsphagy not

games or access nonacademic related Web sites while usidgsCPk o napdwther technical

resources, unless otherwise stated in their course syllabi. Additionally, students are strictly prohibited
from operating their own wireless access poirdaifwithin the campus buildingas such devices

interfere withCPIb s net wor k, and oatchsssaidgetwarklent sdé abi l ity

Students should not sendm&il or other communications that either mask their identity or indicate
that they were sent lsomeone else, nor should a student ever access any technical resources using
another persaihs passwor d.

Similarly, students should only access the libraries, files, data, programs, and directories that are
related to their school work. Unauthorized review, duplication, dissemination, removal, installation,
damage, or alteration of files, passwords, compsiestems or programs, or other property of the
CPI, or improper use of information obtained by unauthorized means is prohibited.

Sending, saving, or viewing offensive material is prohibited. Messages stored and/or transmitted by
computer, voicemail,-enail, or telephone systems must not contain content that may reasonably be
considered offensive to any person. Offensive material includes, but is not limited to, pornography,
sexual comments, jokes or images, racial slurs, gespaific comments, or ammpmments, jokes or

images that would offend someone on the basis of his or her race, color, creed, sex, age, national
origin or ancestry, physical or mental disability, veteran status, as well as any other category protected
by federal, state, or locaMe. Any use of the Internet/ Web to harass or discriminate is unlawful and
strictly prohibited by CPI. Violators will be subject to discipline, including suspension or expulsion.

CPI does not consider conduct in violation of this policy to be withicdliese or scope of education
orthedi r ect consequenc e edodationalpersuitsi Ascortirly, toehe extent o n e 6
permitted by law, CPI reserves the right not to provide a defense or pay damages assessed against
students for conduct in Jation of this policy.

Access to Information

CPI requests that studetisep in mind that whetheyare using the ¢ h ocorhpétes, they are in

fact creating school documents using CPIl&s ass
however, that privacy does not extend to a studesducatioarelated conduct or to the use of €PI

provided technical resources or supplies.

C P | consputeryoicemail, email, or telephone systems, and the data stored on them are, and remain
at all timesthe property of the school. As a result, computer data, voicemail messaugs, e
messages, and other data are readily available to numerous perghngdfthe course of training,
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student perfornor transmit work on thechoob s ¢ o mp u t e ntherdeghsitakrenouscathdir o
work may be subject to thevestigation, search, and review of others in accordance with this policy.

All information, including email messages and files, that areated, sent, or retrieved over the

s ¢ h otechnitaresources is the property of the school, and should not be emidrivate or
confidential.Students have no right to privacy regardamy information or file transmitted or stored
through theschoob somputer, voicemail,-eail, or telephone systen&ny electronically stored
information that a student creates, sends to, or receives from others may be retrieved and reviewed
when doing so serves the legitimate educational interests and obligations of the school. Students
should also be aware that ewghen a file or message is erased, or a visit to an Internet or Web site is
closed, it is still possible to recreate the message or locate the Web site. CPI reserves the right to
monitor studentsd use of its t eonlndudiogadxtamde sour ¢
images, may be disclosed to law enforcement or to other third parties without prior consent of the
sender or the receiver.

Security of Information

Although students may have passwords to access computersraildsgstems, these technical
resources belong to the school, are to be accessible at all times by the school, and are subject to
inspections by the school with or without notice. CPl may aderainy applicable passwords or codes
to inspect, investigate, orsearckd udent 6 s f i Allpasswardsdanusinee snada available
to the IT Department upon request. Students should not provide a password to instructors, staff or
students or tanyone outside the school and should never access any technical resources using
another persans passwor d.

Copyrighted Materials

Students should not copy or distribute copyrighted materigl 6oftware, database files,

documentation, articles, graphics files, and downloaded information) througimtiié ®/stem or by

any other means unless they have confirmed in advance from appropriate sources that the school has
the right to copy or distrilte the material. Failure to observe a copyright may result in disciplinary
action by the school, as well as legal action by the copyright owner. Any questions concerning these
rights should be directed to the Office of RPS8stondary Education.

Software Policy
Students are prohibited from installing any software on any CPI technical resource without the

express prior written permission from the IT department. If a student wants to install software on CPI
computers, they must contact the IT departnagltrequest to have the software installed.

Involving the IT department ensures that the IT department can manage the software on school
systems, prevent the introduction of computer viruses, and meet its obligations under any applicable
software licases and copyright laws. Computer software is protected from unauthorized copying and
use by federal and state law; unauthorized copying or use of computer software exposes the school
and the individual to substantial fines and exposes the individuaptssonment. Therefore,
studentsnay not load personal software onto thHe I§ Gomputesystems and may not copy software
from the school for personal use.

Student Responsibilities

Each studen responsible for the content of all text, audio, or irsgu@ced or senttilizing CPI6 s
technical resources. Students may access only files or programs, whether computerized or not, that
they have permission to enter.
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Violations of any guidelines in this policy may result in disciplinary action up torarhaiding
expulsion. In addition, the school may advise appropriate legal officials of any illegal violations and
cooperate in investigations conducted by legal officials.

POSSESSION OR USEOF TOBACCO

CPl is a tobacco restricted campus. This restriction includes the use of electronic cigarettes, personal
vaporizers, and other electronic nicotine delivery systems. All faculty, staff, students, guests, and visitors
are expected to adhere to the policydglines.The School Tobacco Control Act 145 of 1996 prohibitsthe
possessin or use of tobacco in a £hod building or on schoad property (this includes the parking lot and in
carsparkedon school property / parking lots). Any personor individual who commits anoffenseunder this act

shall be subject to prosecution by CPI.

Definition of terms:

1. Snoking shall include the posses®n of alighted, electronic, or vapor cigarette, cigar, and pipe or
otherlighted smoking equipmert, aswell asthe actual act of smoking.

2. Tobacco useshal include smoking asdefined above, aswell asthe use of smokeless
tobacco in any form. Smokelesstobacco also includesflavored substitutesthat havethe same
appearance and are packagedsimilar to smokelesstobacco prodLcts.

3. Possessiorhall include having any one or more of the itemslistedin number one and two
above on one @pason, in any carrying apparatus (book bag,computer bag, etc.), orinone 6 s
school locker.

Tobacco useby students presens a health safety hazard than can have serious consequercesfor both usersand
non-usersand the safety and environment of the schod. Snoking, chewing, and the possessin of tobacco, ook
alike substances,and/or amaoking paraphernaliaareprohibited in school buil dings,schoal busesor on schoadl

property.

DRUG POLICY

In compliance with the Federal Drligee Workplace Act of 1988 and the Federal Bfuge Schools and
Communities Act of 1989, CPI is a drirge workplace and learning community and the unlawful
manufacture, sale @ttempted sale, distribution, dispensing, possession or use of controlled substances by
employees, students or visitors to the campus is prohibited on school property or at school functions or
activities. Compliance with these federal requirements neéatessthat students be notified in writing

annually of the policy and related procedures.

Violations of this policy may result in criminal prosecution. In addition, any student determined to be in
violation of this policy is subject to receipt of a writteprimand or disciplinary action up to and including
suspension, dismissal, or expulsion.

Legal Sanctions
There are numerous Federal, State, and local statutes and ordinances relating to the manufacture,

distribution, dispensation, possession, or useanfrdrolled substance or alcohol. These statutes

impose legal sanctions for both felony and misdemeanor convictions related to violations of
applicable laws and ordinances. Detailed information regarding these statutes, which may change
over time, is avadlble from the School Resource Officer. Scheduled drugs considered to be controlled
substances are listed in Schedules | through V of the Controlled Substances Act (21 U.S.C. 812), and
are further defined by regulations 21 CFR 1308.11 through 1308.15 sGxijiee Act and

regulations are available for review via the internetvatw.dea.gov/druginfo/csa.shtml
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Random Testing

Students in certain programs at CPI will be requirecbtopletea urine drug screen before entry into

a program, entry into externghand/orenrollment in a course whecempliance witH-ederal Motor

Carrier Safety Administration (FMCSAggulations is requiredAll expenses incurred secondary to
the drug testing wild.l be the st ude mdbéhaviorséhatpon s
appear to indicate chemical impairment/use will require additional testing. Expenses of any additional
testing will be the responsibility of the student.

If the urine drug screen is positive the student will not be permitted to coirithue course/program.
Failure to comply with the drug screen or refusal to follow defined guidelines in this policy may result
in immediate dismissal from the program.

Commercial Driveds License Drug & Alcohol Testing

Preemployment and random drug aaldohol testing is performed to deter students and employees
who perform safetgensitive functions related to the operation of vehicles requiring a Commercial
Driverés License (CDL) from reporting to work or remaining on the job under the influence of
alcohol or controlled substances/drugs.

Students who aretanhding CPI to obtain their CDland employees who are required to hold a CDL
based on duties performeate subject to testing. A CDL is required for:

A Vehicles with a gross weight rating of 26,0@XImore pounds

A Vehicles designed to transport 16 or more passengers, including the driver

A Vehicles used to transport hazardous materials and are required to be placarded in
accordance with the Hazardous Materials Transportation Administration

CPl isrequired by the FMCSA to perform peenployment testing on all students enrolling in CDL
training and random drug testing of 50% of the total of all CDL students anehGIding employees
during the calendar yealmn addition, CPI must random alcohol t&8€6 of CDL students and CDL
holding employees during each calendar year. All testing is conducted by a certified testing facility
that complies with the federal regulations pertaining to the Federal Motor Carrier Safety Act.

Students enrolled in a CDL grse at CPI will be required to review and sign@oenmercial Driver
License Drug and Alcohol Testing Policpquiries should be directed to the Office of Post
Secondary Education.

Health Risks Associated with Substance Abuse

Substance abuse dependence may result in a wide spectrum of extremely serious health and
behavioral problems. Substance abuse results in bothtshorand longerm effects upon the body
and mind. Information and literature about the health risks assdaidth substance abuse can be
found at https://www.drugabuse.gov/publications/drdmainsbehaviorscienceaddiction/addiction
health

Safety and Performance

Students with substance abuse and dependency problems create excessive safety risks ¥@sthemsel
their instructors, peers, and others. A person who is mentally or physically impaired because of drug

or alcohol use may behave in careless and unsafe ways. Substance abuse may noticeably affect a
student 6s academi c per fdedimagualdy, Such Btudents tendatoshave o v e
unusually high accident rates, and are absent or tardy more frequently than others.
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Alcohol and Other Drug Programs and Assistance

A variety of community services are available to help prevent or treat sobsthuse. Students are
encouraged to seek assistance for substance abuse or dependency problems voluntafiyrédiplf
Students are referral to outside counseling and treatment providers. All information disclosed by a
student participating in coseling services is considered confidential, in accordance with Federal and
State laws and CPI policies.

Disciplinary Sanctions

Students violating the Drug or Alcohol abuse policies at CPl may be expelled, suspended, placed on
probation or given a lessemsdion for violations. Additionally, students may be required to
satisfactorily participate in a drug abuse assistance or rehabilitation program approved for such
purposes by a Federal, State or local health, law enforcement, or other appropriate agency.

INCLEMENT WEATHER POLICY / SCHOOL CANCELLATION OR DELAY

As a residential postecondary institution committed to providing a quality education, CPI will try to remain
open and encourage its instructors, staff, and students to report even during periods of inclement
weather. However, there may be times when tines conditions necessitate cancelling classes, delaying the
start of classes, and/or to closing the school edtlystudents are informed of tHaclement Weather

Policy during school or program orientation.

1. Thedecision to cancel classes will be mdjeadministratiorandthe School Reach
system will be activated to notify all students and employees. Additiormlyessage
confirmingthe cancellatiowill be put on thdocal radio stations and television netks.

2. When the schoatancels classesertain programs may still require students report for
clinical, externships, and/or classeRemember, the closing sthooldoes nomnecessarily
mean thatll programsarecancelled for the day

3. There may be timewhen inclement weather occurs in the middle of the day. If this
happensthe school willattempt tocommunicate the cancellation to students as early as
possible.

4. Student safety is importangtudents are urged to useund judgment in the event the
schoolis open, but weather prohibigsstudent from safely making it to class.

If a class is cancelled or the school campus i s
contact the instructor(s) for information about assignments refathe canceled class sessions. It is strongly
suggested that the student do this as soon as they are notified that a class session will be canceled or the
school campus closed so that any alternative or makeup assignments may be completed priottto the ne
scheduled class meeting(s). If a program is using Blackboard LMS, students are expected to log into the
course for directions from the instructor regarding assignments/work related to the canceled class session.
Pl ease not e t ha acceasBmdkhoarcdon dthersisefca@niadt hisroehertinstructor(s) may
result in an unexcused absence and lost credit for any work missed.

Students who do noéceiveacdl fromthe School Reachystem, shouldcontact CP1to ensurethattheir
contactinformation iscorrectly enteredinto thesystem.

Weaber Alerts
In the event of a severe thunder storm or tornado waming, students will be notified via intercom.
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1. Students locatenhside campus buildingshouldseek safe space thelowest building level, or
center of an interior room (interior hallway, closet, etc.) away fromevirsd doors, and outside
walls. Students should aim tafpas many walls as possible betwdsmselvesnd the outside.
Students should geinder a sturdyable and ustheirarms to protedheirhead and neck When
possible students should avoid glass walls, the cafetorium or otheisfrar areas, and shdu
neveropen windows.

2. Studentslocated outsidevho cannot get inside a buildisgpouldlie flatin a depression or ditch
and covetheir head withtheir handsand remairaware of potential floodingstudents should
watch out for flyng debris. Students shouldver try tooutrun a tornado in a vehiclaistead
they shouldeave the vehicle for safer shelter

3. After the storm has passebe student shouldheck for injuries and call Emergency 911 to
summon help immediateltudents should also lbevare of possible safety issues such as debiris,
downed power lines, utilitieaks and unsafe structures.

CPI administrators may condudteather AlertnessDrills to aid in preparing students and employees for a
weather event.

STUDENT GRIEVANCE PROCEDURE

The purposeof this procedureis to assit with the processof determining equitable solutionsto aclaim of the

aggieved party.

Any student(s) having a grievance against the Central Pennsylvania Institute of Science and Technology or its
employees, should follow the procedures listed:

Step I:
Arrange to speak with the coordinator of the program, if in place, to resolve the problem
within five (5) calendar days of the occurremtéhe allegedmisinterpretation, violation, or
misgppli cation of program policiesand/or procedures. If the program does not have a
coordinatorthe aggrieved party shoupstoceed to Step II.

Step Il
If the action in Step | fails to resolvethe grievance to the satisfaction of the aggieved party,
the grievarce shall be referedin writing to the VicePresident, Possecondary Education
within five (5) days after the occurrence of the alleged violafidve Vice President dfost
Secondary Education shall repiy writing, to the aggrieved party within five (5) days after
thenatification of the grievace.

Step Ik
If the action in Step Il failsto resolve the grievance to the satisfaction of the aggrieved party,
the grievance shall bereferred in writingto the President of CPI within five (5) days after the
decision of the Vice President of P&condary Educatiohhe President shall reply in
writing to the aggrieed party within five (5) days after the notification of the grievance.

Step IV:
If the action in Step 111 failsto relvethe grievance to the satisfaction of the aggrieved party,
the grievance shall bereferred in writing,t o CP1 6s Joi nt Operating C
regularly scheduled meeting. The Committee will meet to discuss the matter with the
aggrieved party and shall notify the aggrieved partwriting, of the final decision
regardinghe grievance within fivg5) days of the meeting.
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Note: CPl is li censed by the State Board of Private LicensedSdools and the Accrediting Commission of
Career Schools & Colleges (ACCS@ny grievancesthat are not resolvedatthe institutional levelmaybe
forwardedto the State Board of Private Licensed Schals, Pensylvania Department of Education, 333
Market Street, 12" Floor, Harrisburg, PA 17126 andor the Accrediting Commission of Career Schools &
Colleges, 2101 Wilsonlgd., Suite 302, Arlington, VA, 22201.

During the Grievance Procedure, the student should continue to participate and abide by the program and
course requirements, as permitted by the Vice President ofSe@asindary Education, until a final decision
has been made.

VIl. SAFETY INFORMATION

SAFETY

It is state lawthat every student must wear saf ety glasse®r someother form of eye protection while

performing work in shops, laboratoriesor classpoms where chemicals,gases and other dangerous elementsare
prevalent inthe air. Safety glassewill be provided for all new students errolled in courseswhere safety glasses
must be used Studentareresponsible for having the safety glasse®ach daywhen reporting to class. Sudents
not having safety glassesnust either purchaseanotherpair in the school office or remainin a safe area until

they obtain sdety glases.

All instructors, staff, students, and visitongst, upon entering the laboratory area, wear gpproved eye
protedion asrequired by Act 116, Eye Protedion Law: TheGenea Assembly of the Comnonwealth of
Pennsylvania which states

Sedion 1: Everyteacter, studert, visitor and every other personsin any class or laboratory in public or
private schools, cdlegesand universities who are engaged in or is within the areaof known darnger
createdby:

1. Theuseof hot liquids, solids, gases, caustic, or explosive materials; or

2. Themilling, sawing, turning, shagng, cutting, grinding, or stamping of solid materials; or

3. Tempering, heattreatment, or kiln firing of metals and other materials; or

4. Gasor elecrical welding; or

5. Therepairing or servicing of vehicles.

Students are ingtructedin safe working pradicesand respect for tools and equipment. However,in spite of
rigorous safety measurekereis alwaysanelemert of dangerwhen working ailound machinery. Basicsdety
equipment is providedby the school.

1. Prescrption sdety glasses and other specialequipment must be purchased by the student.
Sunglassesre not permitted as eyeprotedion.

2. Soft-toed shoes, such as sneakers, open toed sandalgbeach shoes, etc. are not permitteth lab areas.

3. Students are not permitted to wéaose-fitting clothing, such asnedkties,torn sleeves, baggyor
tomn pants, etc., in the lab areas

4. All visitorsand faaulty will wear appropriate safety equipment wheninvolved in adivitiesin lab

aress.

5. Priorto operating apieceof equipmert for thefirg time, Sudents must successully passa safety
test.

6. Studentswill wear seety equipment asspecified by the ingtructors and the appropriate health and
safety codes.

7. Thestudent is responsible for the cost of replacinglost or abusedsafety equipment.
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THEREARE NO EXCEPTIONS TO THE SAFETY RULES. Faiureto follow sdety ruleswill result
in disciplinaryaction including suspension @semoval from the program.

Injury or lliness
All accidentsor illInessesnust be reported to theinstructor immedately. Theinstructor will r eferthe

student to the designated schod official in chargeof first aid. If the studenbecomesill or hasan
accident on the schod campus before or after class time, they shouldeport to the school official
immedately for asistance.

Insurance
CPI doesnot carryinsurance to cover med cal expensesfor injuriesto students while attending school.
Each student should camry schod insurance purchased through apersonal policy.

CHILD ABUSE REPORTING GU IDELINES

The Pennsylvania Child Protedive ServicesLaw (PA Code Section 63) 8lefinesschool employees as mandated
reporters This mandateequiresschool personnel to contact ChildLine, a division of the PA Department of
Human Servicesyheneverthey havereason to suspect child abuse.CPI is required to cooperate witie Centre
County Office ofChildren and Y outh Serviceswhich is charged with conducting aninvestigation.

VIDEO SURVEILLANCE

Central Pennsylvania Institute of Science and Technology (CPI) uses video surveillance technology (VST) on
thepremises to enhance the safety and security of persons and property, while respecting and preserving
individual privacy. This policy does not imply or guarantee that VST will be monitored in real time.

1. CPluses VSTsuch as closedircuit television and cameras, to deter crime, promote personal safety,
and protect property.

2. Camera surveillance WPl shall be conducted in agdessional, ethical, and legal manner consistent
with all federal and state laws a@| policy, with due regard for reasonable expectations of privacy.

3. Areassubject to VST security surveillance include, but are not limited to, grounds, walkways,
parkinglots, building perimeters, entrances and exits, lobbies, corridors, recareiagspecial
storage areas, laboratories, and locations where financial transactions are conducted.

4. VST equipment shall not be used to view privateasor areas through winaes beyond what can be
observed with unaided vision.

5. VST equipment shall not be used to intercept or record sound.

6. CPIlpostkin appiopriate locationsduch as building entrywayys si gnage reading: A\
in Use on These Premiseso

7. Information olained through VST may be used for security and law enforcement purposes and for
compliance with @I policy, including inCPldisciplinary proceedings where appropriate.

8. Information obtained through VST is considered confidential and must be handlead with a
appropriate level of security to protect against unauthorized access, alteration, or disclosure.

9. VST-recorded information shall be viewed by and/or disclosed only to authorized individuals for
legitimate safety, security, and/oPEpolicy-compliance pysoses.

10. All digital media shall be stored orCdl-designated secure location. Digital media may be
transferred to portable media solely as part of an ongoing security/law enforcement investigation,
disciplinary or legal proceeding, or other bona fide use.

11. To the extent that video images create student records or personnel IeBvsdsll comply with all
applicable state and federal laws related to record maintenance, retention, and disclosure, including
the Family Education Rioghts and Privacy Act (A

12. Requests to review surveillance footage should be submitted @fftbe of PostSecondary
Education
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SEARCH AND SEIZURE
The purpose of this policy is to establish procedures governing searches to which CPI students may be

subject.

A primary consideration is balancing a

applicable laws and rules. Concern for the Weihg and safety of individuals and stude@®] community,

as well as reasonable protection of students rights, should govern all decisions regarding student searches.

Areas and Property Subject to Search

Any area or property located on CPI premisesuaraer the control of custody of a student is subject
to search. Included in this definition are (1) @Rined buildings and lan&ehicles, and equipment,
(2) studentowned, operated, or controlled, motor vehicles located on CPI premises, and (3) any
personal property located or contained in these structures of vehicles.

Justification for Search

Any search conducted P personnel must be based upon onmoreof the following grounds:
emergency, health and safety considerations, or suspeéctation of CPI policy or local, state, or

federal
1.

2.

law. A search may be authorizedierthe following conditions:

Voluntary Consentin most circumstances, it igslirable to obtain therior voluntary

consent of the person having control or custody of the area or propbeysearched.
Reasonable Suspiciolt is the responsibility of the President of CPI, \(leeesident of Post
Secondary Education, or desigrieelecide if there is a substantial likelihood that evidence
of unauthorized activity will béocatedin the place to be searched. This decision may be
based on any credibieformationdeveloped during ongoing investigation, received through
indirect mean, or reported by CPI students or employees. Phesident of CPI, Vice
President of PosSecondary Education, or designee will evaluate all information for
reliability and relevancy prior teequestingauthorization to conduct a search.

Plain view Eviderce of a violation of either CPI policy, local, statefenterallaw, or which
indicates health and safety concerns, may sometimes be obseplaid view within a
vehicle. Evidence which is seen in plain vimalybe seized and will justify a search bét
area in which the evidence is located.

Emergencylmmediate entry withouttudent consent is appropriate in emergency situations
where pressing necessity or urgency require prompt actienchm situation, delay might
jeopardize the health and safety of a person or restitricealment, disposal or destruction
of evidence or unauthorized activity. Emergenonditionsmay justify a frisk or pat down
search by a Safety Resource Officer.

Scope of Search
Any search conducted by CPI personnel shall be reasonable, and shall be limited to items of evidence

related to one or more of the grounds for which a search is justified. ¢ sawil be no more broad
or intrusive than reasonably necessary to locate the evidence sought.

Searches by CPI Personnel

1.

2.

3.

No search, whether consensual or4gsonsensual, shall be undertaken withibetprior
approval of the President of CPIdice-President of Possecondary Education unless
emergencyonditionsare present.

All searches shall be conducted by the President of CPI;Rfiegident of Possecondary
Education, or designe®/henever possible, the Safety Resource Officer shalldsept for
the search.

A written report describing justification, conduct and results of a searcheyitiovided to
the President of CRWithin 24 hours of the search.
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4. A search by CPI personnel which discloses any item reasdoelidyedto constitute a
controlled substance or drug paraphernalia, regardlegsaatityor type, will result in an
off-campus law enforcement agency being contaét&llP| representative will secure the
site and remain at the scene pendimiyval of a law enforcement officewho will assume
jurisdiction over the incident.

Searches by Law Enforcement Agencies

A search may be made by a municipal or state police officer, sheriff, or federal law enforcement
officer only pursuant to warrant or under circumstances in which a search without a warrant is legally
permissible. No CPI personnel will assist in the sehttha Safety Resource Officer may accompany
the searching officer.

Seizure of Property

Items which constitute evidence which is discovered in plain view or as a result of a permissible
search may be seized for use in CPI disciplinary proceedings amchbrdtate, or federal criminal
proceedings. A receipt shall be given to the person from whom the property was seized, or left on the
premises in a conspicuous place.

Authority
The President of CPI, or administrative designee, shall have final ayttooribe conduct of all

student searches other than those initiated or assumed-dgnafius law enforcement agencies.

WEAPONS

CPI policy prohibits the use, possession, or carrying of firearms while on smhineld or controlled

property, or at CPéponsored or supervised activities. Likewise, keeping a firearm in any locker or storage

area of any building of the school is prohibited. Firearms shall not be kept in any vehicle on CPI property

Weapons are defined as, but are not limited to the follgwin

Any weapon powered by pump action, including

Any weapon powered by compressed air or CO2

Any firearm, including black powder weapons

Any paint ball guns

Any blowgun or similar weapon

Any type bow (archery)

Any Martial Artsweapon, (i.e. nuehuks, throwing stars, throwing knives, etc.)

Any knife with a blader straight razor

Any noxious, irritating, or poisonous gasespoisons, drugs

0. Any other item that may be deemed as dangerous at the discretion of the Presider¥iceCPI,
President of Posecondary Education or Security Resource Officer

PBOONoOMWDNDE

Violators of this polkty will face disciplinary actionin certain circumstances (e.g. carrying a loaded firearm
concealed in a motor vehicle without a valid concealed firearms p@esaiession of an enumerated firearm
under the Federal Crime Bill, etc.) such possession may subject the student to criminal prosecution under
Commonwealth of Pennsylvania or federal statutes. Any weapon found in violation will be seized and will be
returred to the student under proper court order.

Fireworks

Fireworks Law (Act of 1939, P.L. 134 #65). i Feworks arenot permitted in public buildings. The term
fifireworks @hall mean and include any combustible or explosive composition or any substance or
combination of substancesprepared for the purpose of producing a visible or audible eff ect by combustion,
explosion, deflagration, or detonation and shall include firecradkersor otherfireworks of li ke construction and
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any fireworks containing any explosive or flammable compound. Fireworks(including snoke bombs and
firecradkers)are notpermitted at CPI such possession may subject the student to prosecutien und
Commonwealth of Pennsylvania.

EMERGENCY EVACUATION

The purpose of this plan is to ensure the safe and orderly evacuation of a building during emergency
situations such as fire, chemical spills, natural disasters, bomb threats, thte.event of an emergency
situation:
1. Students are expected to learn &ndw the emergency exits for the building
2. If a student discovers fire and/or smoke, they should pull the nearest fire alarm and promptly exit the
building.
3. If afire alarm is not in the immediate vicinity, the student should notify the local authorities by
dialing 911. The student shoulgimain on the phorend provide 911 dispatch with details as
requested.
4. If the student hears or sees and explosion, theyld exit the area as safely as possible.
5. Students are expected to always evacuate the building anytime the fire alarm and/or sprinkler system
is activated. Once an evacuation has begun, students should not stop until the process is completed.
6. Studentshould be aware of, and assist, disabled persons as safely as possible.
7. Individuals needing evacuation assistance should establish procedures in advance with their
instructors.
8. If no source of smoke or fire is located, the local fire authorities willipmve an fAal |l cl ear
students, instructors, staff, and visitors to return to the building.
9. Nobody is permitted to return to the building until the fire authorities have determined the building
safe for occupancy.
10. Directions for evacuation are as follaws
a. All occupants of the building must promptly and calmly evacuate using the nearest exit and
report to the assembly area designated by the instructor.
b. Students should only take personal items, if time permits safe retrieval.
c. Students should be aware of @thin the immediate area and inform them to evacuate the
building.
d. Student should assist persons with disabilities as safely as possible.
Students are expected to follow directions given by CPI emergency evacuation personnel.
If a student encountessnoke and/or fire while evacuating, they should exercise caution and
logic to help ensure a safe exit from the building.
g. Students are expected to remain in the designated assembly area so that the instructor can
take a head count to ensure that all indiaid are safely out of the building.
h. Student should immediately notify the instructor or CPI personnel of any person(s) who may
not have evacuated the building.

o

LOCKDOWN PROCEDURES

A lockdown of campus buildings is an emergency procedure to securecdectfculty, staff, students and
visitors to CPlduringan immediate threat such as a violent intrudére lockdown procedure is used when it
may be more dangerous to evacuate the building than to remain inside. By controlling entrances and exits,
emegency personnel are better able to resolve a threat.

During aninternal lockdownall students will remain in their respective program areas until an announcement
has been made on the PA systdfrstudents are in another area during the time of a lockdown, they must
remain in that area or report to the closest program area until it is deemed safe to return to their own program
area. A schoelide internal lockdown is for the safety of all studeartdl staff and will only be instituted

when it is deemed necessary by administration.
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Armed Violent Intruder Response
Follow ALICE Principles

1. Alert, listen for/or receive specific, reame information and call 911 when safe to do so.

2. Lockdownor secure in plac€if evacuation is not a safe optjdny locking down and barricading
entry points. Get low to the floor, spread out, turn off lights and silence cell phones.

3. Inform, listen for or give realime updates by any communication means possible.

4, Counteras a | ast resort, di stract shooteros abil i
noise, distractions, throwing objectssavarmintruder.

5. Evacuate get out and put distance between you and intruder. Do not go to your car; evadoate o
Seek assistance at a rally point, stay alesttwolinformation.

No matter where you are, be familiar with your surroundings and know your escape routes. When faced with
a violent intruder, increase your chances of survival by remembering your ALICE options. ALICE is not
designed to be sequential. Remember, there ageigmantees in an active shooter/violent intruder situation,

but just as in most other emergency situations the more you know, the better your chances of survival.

An external lockdownmay be instituted as deemed necessary by administration. No oie wérmitted to
come into or leave the building. Faculty and students will maintain a regular schedule within the school

VIl. DISTANCE EDUCATION

The goal of distance educationtla¢ Central Pennsylvania Institute of Science and Technology i&xel)
provide students with access to instruction without having to regularly appear on c@mpsisives to serve
the needs of those who find it difficult to continue education and training via conventional educational
methods.

All distance education ewses mist comply with the principles otareditation defined by thieennsylvania
Department of Education, Board of Private Licensed Schools anthtfdasdestablished by the Accrediting
Commission of Career Schools and Colleges (ACCS@g Office of PostSecondary Education at CRill
oversee the development and deliveinalbdistance learning courses, dod making sure that alhstructors
comply withestablished policies

Definitions

CPldefinesdistance educatioa s fia f or mal educational process in
(interaction between students and instructors and among students) in a course occurs when students and
instructors are not in the same plad@olicies within thissectionrelate spcifically to all distance education
courses defined as fAionlined courses.

Note: Courses that include a combinatiorfadeto-face meetingsvith onlinelearning activitiesare
defined asybrid or blendedcoursesHybrid/blendedcourses at CPI are consied traditional
resident coursehat utilizean alternative delivery modeich as Blackboard Learning Management
System (LMS). In hybrid or blended coursamst course activity is completed onljmwever
someinstructional activities (lectures, disgions, labs, or other-jperson learning activitiegnd
evaluationsnay beconducted in person.

Student Support Services

The Central Pennsylvania Institute of Science and Technology (CPI) provides equivalent support
services for campus and distance etloosstudents. Students have multiple options for obtaining
support services, including online information resources, multiple web conferencing options,
departmenspecific email addresses and phone numbers. Instructions for accessing support services
are provided during the student enrollment and orientation processes, and also available on the CPI
web site. The following sections describe the specific CPI support services available to distance
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education studentQuestiongegarding support servicehoud be directed to the Office of Pest
Secondary Education.

Financial Planning & Management

Financial aid helps make educational and living expenses become more affordable. Several forms of
financial aid assistance are available from state and fealggaties for those who qualify. Each

funding source has its own requirements. Participation will generally require completion of the Free
Application for Federal Student Aid (FAFSA). Veterans: CPI welcomes veterans and assists them
in carrying out tleir responsibilities with the US Department of Veterans Affairs. Financial aid
administrators are Certified Officials for VA benefi@uestions regarding Financial Aid should be
directed to the Financial Aid Office at (814) 38993 x262.

AcademicAdvising

Students are required to take the Pathways to Success SemindiO@$Sthe first term. During

the seminar, the student is introduced to various resources available to achieve their academic goals,
including their academic advisor/facilitatdburing the seminar, students meeting with their assigned
representative (faculty or program coordinator
facilitator. The student meets with their assigned facilitator Usiceto-face €2f), video

conference, telephone, or any other means oftnee communication technology. This meeting
establishes the foundation for the student and facilitator to collaborate in the development of
educational goals to assist the student in achieving academéssucthe student and

advisor/facilitator arrange additional consultations as needed.

Library

CPI utilizes the online reference system EBSCOhost whichesearch service that includes fidkt

articles and abstracts of articles in magazines, jésjreabject indexes, medical references, and
newspapers. The service also includé®eks and various historical digital archivesST-degree

students are required to take the Pathways to Success SeminarfQPS® the first ternof their

program During the seminar, the student is introduced to various resources available to achieve their
academic goals, including the EBSCOhofbeary. The student receives laginformation during

the seminar, as well as an orientation to EBSCOhost.

Facuty Interaction

Students wil/ have access to CPlO6s Learning Ma
discussion boards for students to interact with the instructors, as well as other students enrolled in the
course. Students are able tmtact their istructor via email, video conferencirapdbr phone.

Students may also elect to arrange to meet the instructetoiéaee (f2f) during the instructés

office hours.

Career Counseling

CPIloffers career counseling services to all students and graduiggestsecondary programs.

Career advisors are available via email, phone, or video conferergindents enrolled at CPI are
alsoprovided the opportunity to take the Professionalism and Employment Readiness course (SOC
221) whichis designed to prege the student for the job search and entry into the workplace. The
student learns how to construct a resume and cover letter as well as the essential elements of a
successful interview. The course also covers concepts of networking, communication,
professionalism, motivation, teamwork, accountabilityd @onflict in the workplace Students also

have the opportunity to participate in a Resume Writing Workshop. Ttasidworkshop focuses on
constructing a professional resume and cover |&tadentsand alumni also havéetime access to

CPl 6s Career Connection job portal. The | ink
Here, students are abledreate their own account where they can store employment documents,
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browse job postings, complete an online application, and submit their resume for available positions.
Additional information on Career Counseling Services at CPI should be directed to the Office of Post
Secondary Education at (814) 38893 x207.

RemedialandDevelopmental Services

CPI has partnered with the Central Intermediate Unit {00)Development Center for Adults and

the Tuscarora Intermediate Unit (1) Distance Learning Projetd provide remedial and
developmental coursework for studenBudents seeking fage-face interactiomith a tutormay do

so at one of CILLO regional offices located in Centre, Clearfield, and Clinton Counties. The
Tuscarora Intermediate Unit (THU1) Distance Learning Project provides remedial and

developmental @ursework for students online. CPI facilitates the initial consult with-Tldnd

TIU-11. Additional information on remedial and developmental courses may be obtained through the
Office of PostSecondary Education.

LearningSupport Services

CPI makes eery effort to comply with Section 504 of the Rehabilitation Act of 1973 and the

Americans with Disabilities Act of 1990 by providing reasonable accommodations to students who
present with a documented di s alcioden disphiltytothe i s t
Office of PostSecondary Educaticand request an accommodation. CPI requires the student to

provide supportive documentation, which must verify the existence of the disability and subsequent
need for an accommodation. CPI will provide reasonable required accommodations to a student with
a documented disability, in order to afford the student and equal opportunity to participate in its
programs.Additional information on Learning Support Services may be obtained through the Office

of PostSecondary Education.

Information TechnologyIT)

Information Technology (IT) provides key enterprise services to CPI students, faculty, and staff. IT
provides support foacademic computing, administrative computing, servers and nefwgrieell as
user training and suppofthe IT support staff provid students with assistanaemany areas,

including:
A Accessing online resources, including use
A Accessing the learning management system
A CPlI email
A Basic computer or mobile device wuse
A Web browser recommendations
A Rieed software

IT support staff can be reached at (83892793 x216 oitsupport@cpi.edu

VIl 1. MISCELLANEOUS

STUDENT HANDBOOK

As apoint of reference,thedocument formerly known &P | 6 s P6hlicatioh éas beenpdatecdindrenamed the
PostSecondary EducatiddtudentHandbook The PostSecondary Education Studeténdbookis posted on

CPI1 6s (wevcpiiedyand students receive a copy in the first term of their program. Students will
sign an acknowledgement form upon receipt of the manual and are expetetetby the procedures and
policies contained herein. Students are encouragszhgult the harfibok when questionsgarding
procedures or policies arise.
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ACADEMIC CALENDAR
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