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We are glad you have chosen Northeastern- We know that you have several options when it comes to
getting @ college education. BY choosing Northeastern, you have started on @ path to excellent

educational service!

At NJC we are committed to helping you succeed. The faculty, staff and your fellow students will work
with you to help you reach your goals. That help comes in the forms of excellent instruction,
conscientious advising and fun student activities. Everything Weé dois designed to help you be successful

in college, and life.

The college experience should be challenging, and at Northeastern, itis. Your instructors will push you
to earn as you learn. At NJC you earn your academic credentials, from the grade in each individual class,
a specific career related program, to the associate degree, tO the transfer portfolio

to the certificate in
that proves you are ready for the next educational challenge. Of course, W€ will be there to help you

succeed through every step of the process. Yes there are challenges, put NJC gives you the tools to

overcome every obstacle.

Attending college opens your eyes toa wonderful future. A future where you will know more about
yourself, what you are capable of accomplishing and what you want to be when you grow up (at
whatever age that happens). you will meet college employees that sincerely want to help you succeed.
You will meet instructors that will have @ lifelong impact on how you look at the world. You will also
meet fellow students who will pecome your assistant, your confidant, and your friend.

At Northeastern Junior College, we know that when you are working hard, you need an occasional
preak. We will provide you with a student \ife program that allows those opportunities in a variety of

ways.

In this catalog you have lots of important information that will guide you through your educational plan.
Take some time to carefully review this information as it will be a great resource for you throughout

your time at Northeastern.

Thanks for joining the NJC family. How can | help you succeed?

president
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“We're different!”

NJC STUDENTS HAVE
EARNED RECOGNITION AS:

Allied Health National CPR Champs

Former Denver Mayor: Wellington Webb

Griffin Foundation Scholarship
Recipients

Men'’s and Women's Varsity
Athletic Teams

Miss Colorado
Miss Colorado USA

Miss Rodeo America

National College Rodeo Finals
Women's All-Around Champion
Team Roping Champion

National FFA Winners

National Livestock Judging Winners
National Non-Traditional Students
National SIFE Winners

News Anchors/Reporters

Performers in:
Major Films
Professional Commercials
Television Soap Operas
Broadway / Off-Broadway

Postsecondary Agricultural Students
National Champions

U.S. Congress

DISCLAIMER: Northeastern Junior College
reserves the right to change, without prior
notice, the procedures and policies outlined in
this catalog, and to revise college curricula, as
may be necessary and desirable. Specifics of
enrollment, program/course design, graduation
requirements, scholarship awards, residency,
tuition and fees, and other matters are subject to
change after publication of this catalog. Please
check the NJC website for periodic updates and
most current information at
http://www.njc.edu.
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GENERAL INFORMATION

Information

MISSION, VISION, PHILOSOPHY &
GOALS

MISSION

Northeastern Junior College is a comprehensive
two-year institution that is committed to providing
excellence in learning, training, and service. We strive to
produce skilled and knowledgeable students who transfer
successfully and enter the workforce productively. We strive
to enrich the quality of lives through affordable and
accessible learning opportunities.

VISION
To be Colorado’s premier two-year college of choice
through excellence in education.

PHILOSOPHY

NJC believes the student is the most important person
on campus. We strive to provide the best possible
educational, cultural, and social experiences within a
positive and supportive learning environment.

NORTHEASTERN

To be Colorado’s premier
two-year college of choice
through excellence in education.

GOALS

Provide excellence in learning and teaching for
transfer, career, and technical education, business
and industry training, and life-long learning.

Enhance student success by providing
comprehensive support and intervention
services that maintain a nurturing learning
environment.

Proactively identify, acquire, and maintain college
resources to support the mission, vision, and goals of
the college.

Attract and retain quality employees and provide
incentives for their educational and professional
growth.

Foster activities and programs that promote the
understanding, appreciation, and acceptance of
diversity.

Enable the institution to respond to changing needs
of today’s educational programming by providing
current technology for instruction and operations.

Develop relationships and partnerships with
educational institutions, businesses, and industries
which contribute to the cultural, economic,
educational, and social betterment of the region.

Assess institutional effectiveness as part of the
planning and renewal process based on
continuous improvement principles and
accountability measures.

Effectively promote the college to result in
enhanced enrollments.

Maintain, update, and improve facilities to support
the educational mission in order to provide an
aesthetic collegiate environment.

Operate with integrity and be accountable to our
students, our community, and our state.
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In 1950, the name of the college changed from Sterling
. HISTORY Junior College to Northeastern Junior College to reflect
the larger area of service. Since that time there has been
Northeastern Junior College is a two-year public continuing close association with the home community. The
community college and became one of 14 community colleges years have brought further expansion of the service area,
in the Colorado Community College and Occupational Education  increasing state aid and other sources of financial support.
System in July 1997. NJC is located at the north edge of Sterling, In 1963, after noting the expanded geographical area to

the Logan County seat, 125 miles northeast of Denver on Interstate  Which students transfer, Northeastern filed a comprehensive
Highway 76, U.S. Highways 6 and 138, and Colorado Highway 14. faculty self-study report as an application for accreditation
Sterling is a city of approximately 12,000 residents, within North Central Association of Colleges and Schools.
characterized by strong business, cultural, and professional Membership, with accreditation as a two-year college, occurred
interests. Anchoring a plains area which is primarily agricultural, it ~ April 7, 1964. Northeastern has offered terminal and vocational
provides a trade, education, and health center for a population of ~ Programs from its beginning, and in recent years, has received

more than 50,000. regional and national acclaim for piloting new career and
Major resources include extensive cattle and wheat operations technical programs and for inviting industry to cooperate with
and both dryland and irrigated farming, with some production public school superintendents for occupational programs at
from shallow oil deposits. Sterling also hosts the largest institution ~ both the secondary and post-secondary levels on campus or in
operated by the Colorado Department of Corrections. outlying communities.
The history of Northeastern Junior College is detailed in In November 1996, the voters of Logan County voted
challenges which individuals accepted singly and in groups to to terminate the Logan County tax levy for the college
provide this opportunity for continuing education. The college incrementally over three years, thus paving the way for entry
opened in the spring of 1941 as a result of joint planning and into the State System of Community Colleges on July 1, 1997.

activity by educational leaders and interested citizens.

Formal history began when five members of District No.

12 Board of Education and the Logan County High School
Committee filed articles of incorporation as private citizens. At an
organizational meeting on May 8, 1941, they selected the following
members of the Board Of Regents: C. Reeder Phillips, President;
Bailey S. Jamison, Vice-President; Dr. James H. Jackson, Secretary;
Harold R. Whyman, Treasurer; and H. B. Swedlund, member.

Planners had the benefit of a careful study of junior colleges
in Colorado and adjoining states and the strong support of
representatives of communities from throughout northeast
Colorado, publicly expressed at a mass meeting held in March
1941. Sixty students from 17 northeastern Colorado communities
enrolled on September 8, 1941, when first classes opened as an
extension of the public school system. In 1941, before the first
classes began, the college received assurances from four-year
institutions of higher learning in Colorado guaranteeing transfer of
credits.

A continuing interest has reinforced the values of continuity
and initiative as the college has grown. In October, 1944, voters of
Logan County approved tax support; and a junior college district,
co-extensive with Logan County, was organized under Colorado
law providing for the establishment of junior colleges. The
Board Of Regents became the Junior College Committee, and
shortly thereafter the name of the school became Sterling Junior
College.

In 1945, The College Committee purchased a separate
15-acre parcel anchored by the building previously known as
Smith Hall, which was demolished in 1997. Subsequent land
additions have brought the total main campus to 25 acres. A
34-acre north campus addition acquired in December, 1961, is
available for further development of the physical plant. In the fall
of 1999, the college acquired an ag farm for instructional and lab
purposes.

Names of two facilities recognize the early and continued
contribution of Superintendent of Schools Robert R. Knowles and
Principal Charles F. Poole. As Chief Administrative Officer, Mr. Poole
served as dean until the College Committee changed the title to
president in 1947. When Poole resigned in 1948, Ervin S. French
came to the staff as dean; the title was again changed to president
when the college administration separated from the public school
system in 1953.
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. DEGREES

Associate of Arts (A.A.) or Associate of Science (A.S.)
University Transfer Programs

Agricultue Business - Degree with Designation
Animal Science - Degree with Designation
Anthropology - Degree with Designation
Art
Astronomy
Biology
Biotechnology
Business - Degree with Designation
Chemistry
Communication
Criminal Justice - Degree with Designation
Early Childhood Education - Statewide Transfer Agreement
Economics - Degree with Designation
Elementary Education - Statewide Articulation Agreement
English
French - Degree with Designation
General Science
Geography
Geology - Degree with Designation
History - Degree with Designation
Journalism/Advertising
Liberal Arts
Mathematics - Degree with Designation
Microbiology
Music
Philosophy
Physical Education Teaching/Coaching
Physics
Political Science - Degree with Designation
Pre-Professional:
Pre-Chiropractic
Pre-Dental Hygiene
Pre-Dentistry
Pre-Engineering - Statewide Articulation Agreement
Pre-Forestry
Pre-Law
Pre-Medical Technology
Pre-Medicine
Pre-Mortuary Science
Pre-Nursing
Pre-Occupational Therapy
Pre-Optometry
Pre-Pharmacy
Pre-Physical Therapy
Pre-Radiologic Technology
Pre-Speech Pathology
Pre-Surgery Technology
Pre-Veterinary Medicine
Psychology - B. A. - Degree with Designation
Psychology - B. S. - Degree with Designation
Recreation
Sociology - Degree with Designation
Soils & Crop Science - Degree with Designation
Spanish - Degree with Designation
Special Education
Sport Management
Sports Medicine/Athletic Training
Theatre
Wildlife Biology
Zoology

Associate of General Studies (A.G.S.)
University Transfer Programs

Agriculture:
Agriculture Business
Agriculture Education
Agriculture Journalism/Communications
Animal/Equine Science - Industry Concentration
Animal/Equine Science - Science Concentration
Range Management
Soil & Crop Science

General Studies

Science

Associate of Applied Science (A.A.S.)

Agri-Business
Agriculture: Production Agriculture
Applied Technology
Automotive Technology
Business:
Accounting
Business Administration
Computer Applications
Entrepreneurship
Management
Marketing
Web Design
Diesel Technology
Early Childhood Education
Emergency Medical Services
Equine Business Management
Equine Management
Fire Science Technology
Structure Fire
Nursing
Wind Power Technology

. CERTIFICATE PROGRAMS

Agri-Business
Agriculture Business Management
Agriculture: Production Agriculture
Automotive Diesel Master Technician
Automotive Technology
Automotive Brakes
Manual Powertrains
Automotive HVAC
Automotive Engine
Automotive Transmissions
Automotive Electrical
Advanced Electrical
Steering & Suspension
Fuels & Emissions
Business:
Accounting
Foundations of Business |
Foundations of Business Il
Basic Tax Preparation
Cosmetology
Diesel Technology
Preventative Maintenance
H/D Brakes
Diesel Electrial
H/D Steering & Suspension
Diesel HVAC
Diesel Engines
Hydraulics
H/D Powertrains
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Early Childhood Education:
Director
Group Leader
Nanny
Emergency Medical Technician:
Basic
Intermediate
Equine Business Management
Equine Management - Training
Fire Science:
Firefighter |
Firefighter Il
Firefighter Instructor
Industrial Maintenance
Industrial Motor Controls
Nursing Assistant
Practical Nursing
Wind Technician

. BUILDINGS

Our campus buildings reflect the continuous growth of
Northeastern Junior College. The main campus is complemented
by the nearby North Campus. Appearance and service are
enhanced by landscaping, parking facilities and campus lighting,
and well kept streets and sidewalks. The names of several buildings
honor persons significantly identified with college history.

Walker Hall, which houses administrative offices, honors
James H. Walker, a member of the college committee from 1950
until 1962.

Phillips-Whyman Hall, a classroom and lab facility, honors
C. Reeder Phillips and Harold R. Whyman, both founding
incorporators and past board presidents.

Beede-Hamil Hall, houses agricultural programs and
recognizes former college committee members Armory E. Beede
and David A. Hamil.

Lebsack/Schmidt Hall, completed in 1976 on North
Campus, houses the automotive and diesel technology programs.
The building honors former board members Clarence
Lebsack and Ellis Schmidkt.

The Hays Student Center, named in memory of longtime
Dean of Instruction Zane R. Hays, is an activities and services
center for students featuring the college bookstore, student
government offices, a large ballroom, the Tennant Center of
Western Art, recreation space, activities room used by the college
and community, and Student Services offices.

The Cosmetology Building, supports classroom instruction
and practical training in the cosmetology career program.

The E.S. French Hall, named for long-time president Ervin S.
French, features the Corsberg Theatre, named in honor of veteran
instructor and Humanities Chair Dorothy Corsberg. Its 560 theatre
seats, a multi-purpose stage, and workshop rooms, complement
other classrooms serving a variety of college academic and career
programs.

The Area Vocational Building, on the North Campus serves
secondary and postsecondary career and technical programs.

Welding Shop, was the first building on the North Campus,
completed in 1969, originally housed the Farm Machinery
Mechanics Program and now serves welding classes.

The “Chuck Wagon” Cafeteria, adjacent to the Student
Center, contains three adjustable-space dining/meeting rooms in
addition to the large cafeteria.

Knowles Hall, is a former dormitory renovated and expanded
in 1992. It houses the Monahan Library, named for board member

and benefactor Rex Monahan, Extended Studies and the
Comprehensive Learning Center.

Six Residence Halls, at Colorado’s largest residential two-
year campus now offers housing to 602 students. Six residence
halls, of various size and age, offer campus living for men and
women with a variety of options including single rooms, double
rooms, three person apartments and two and four person suites.
Some buildings have unique features such as housing of honors
students, private restrooms, air conditioning and gender by wing.
Blue Spruce Hall, a very modern residence building, opened Fall
2011, offers 128 beds on 3 floors with the latest in lighting and
HVAC technology. Please inquire for details through the college’s
housing office.

Bank of Colorado Event Center, in October 1998
NJC opened the $7 million Bank of Colorado Event Center, located
on the NJC campus where Jackson Hall previously stood. The
almost 60,000 square foot facility is home to the Plainsmen and
Plainswomen varsity athletic teams. This state-of-the art facility
includes the 2,000-seat Jackson & Edwards Arena, two wellness
centers, two additional full-sized basketball courts, a walking/
jogging track, locker rooms, a training room, athletic offices, a
ticket office, and large lobby with concession center.

Northeastern 18/Plainsman Grill, in January 2010,
Northeastern Junior College became the benefactor of an 18 hole
golf course and restaurant. NJC now becomes one of only a few
elite two-year colleges in this nation to own and operate a public
golf course and restaurant. The 18 hole course is one of the
premier golf courses in Northeastern Colorado. The dining area is
not only a public restaurant, but it is the focal point for banquets,
parties, and large functions in the area. This facility was sold in
July, 2014.

The Family Literacy Center, formerly the NJC Child
Development Center and Early Learners, Inc., was remodeled in
2008 and currently houses the Adult Basic Education, GED, ESL,
and Family Literacy programs.

. ADMISSION INFORMATION

ADMISSION INFORMATION

Admission Classification: As an open enrollment
institution, all students who are 17 years of age or older may
enroll in degree credit courses. However, based on individual
credentials, students are classified as either “regular” or “special”
students.

Regular Classification includes graduates of accredited high
schools or applicants who hold a General Equivalency Diploma
(GED). They may enroll with a part-time or full-time credit load.
The college prefers students submit ACT or SAT scores at the time
of application. Students who do not provide these scores are
required to take NJC's assessment test* prior to registering.

Special Classification includes non-high school graduates,
students graduating from non-accredited high schools, students
who have not attained a GED, those who have completed a home
school program or who are under 17 years of age. Students may
enroll with a part-time or full-time credit load.

Students from home school programs and non-accredited
high schools who are over the age of 17 are initially enrolled
as “special” students. Home-based education received prior to
application to NJC must be compliant with C.R.S. 22-33-104.5.
A student may be completing one or more semesters with
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satisfactory academic performance. Home schooled students may
advance to “regular” status by obtaining passing scores on the
Ability to Benefit test (Accuplacer).

Students younger than 17 years of age who seek admission
must obtain an underage waiver form in order to enroll in credit
classes.

Admission to the college does not guarantee a student
will be admitted to a specific program. In addition to general
admission requirements, each student must provide evidence
of adequate background to successfully pursue the program in
which he/she wishes to enroll. Admission to one program does not
automatically satisfy entrance requirements for other courses of
study. Professional counselors and academic advisors are available
to assist students in this evaluation process prior to selection of a
program or transfer from one program to another.
*Assessment testing may be completed through a distance
arrangement. Please contact the Counseling Office
(970) 521-6608 for more details.

MANDATORY PLACEMENT

NJC students complete a basic skills assessment to determine
their “best fit” in course placement. This assessment underscores
NJC's commitment to the student’s right to succeed. Earning a
degree from NJC requires the successful completion of certain
communications and math courses. Students must demonstrate
mandatory skills to access college level courses with a high
expectation of successful completion. Admitting students to
courses for which they are ill-prepared does them an injustice.
Developmental coursework prepares students with the academic
skills necessary to succeed in college level coursework. Placement
testing determines if students are prepared to succeed in required
English, reading, and math courses or if they would benefit from
developmental course preparation before advancing to the
required college level courses. New and returning students must
make arrangements with the Assessment Office, HSC 132, at NJC
to meet the assessment requirements prior to conferring with an
advisor. The student should contact the Assessment Office as early
as possible for assessment arrangements.

The assessment requirement is met in one of the following
ways:

1. Take the NJC assessment (Accuplacer) in English,
reading, math, or;

2. Provide proof of successful previous college experience at
an accredited college (“C” or better in transfer college level
English and math classes), or;

3. Provide proof of minimum ACT scores of 18 in
English, 17 in reading, 23 in math, depending on course

and program of study or;

4.  Provide proof of minimum SAT scores of 450 in the
verbal area and 460 in the math area.

Official transcripts from accredited colleges showing
proficiency (grade “C” or better) in transferable college level math,
English, and reading (as applicable) will satisfy NJC's assessment
and mandatory placement for success requirements. Assessment
scores (Accuplacer, ACT, and SAT) are considered valid for initial
placement for a period of five years. There will be a $15 fee charged
for the battery of Accuplacer tests or a fee of $5 per test if the whole
battery is not needed. Students with documented mobility, visual,
hearing, learning, mental, emotional, speech, or health disabilities
must meet with the Assessment Office staff to arrange for special
accommodations in assessment testing.

APPLYING FOR ADMISSION

Each student desiring admission to NJC must present to
the Office of Admission the following materials prior to the
date stipulated on the college calendar for submission of

credentials:
1.

Application for admission to Colorado
Collegiate Institutions or the application to
Northeastern Junior College properly completed
by
the applicant. Students may also apply online at
www.hjc.edu. There is no application fee.
Immunization - Colorado law requires
college students born since January 1, 1957, to
be immunized against measles, mumps and
rubella. All students, including graduate
students, must show proof of immunity if they
attend a college or university with on-campus
housing. For all public or nonpublic
postsecondary education institutions in
Colorado, the state law requires that each
incoming freshman student residing in student
housing, as defined by the institution, or any
student who the institution requires to
complete and return a standard certificate
indicating immunizations received by the
student as a requirement for residing in student
housing, be provided with information on
meningococcal disease. If the student is under
the age of 18 years, the student’s parent or
guardian must be provided with this
information. Each institution must require each
new student who has not received a vaccination
against meningococcal disease, or, if the new
student is under the age of 18 years, the
student’s parent or guardian, to check a box
and sign to indicate that the signer has reviewed
information on meningococcal disease and has
decided that the new student will not obtain a
vaccination against meningococcal
disease.
Official high school transcript, showing
date of graduation and signed by the high
school principal, college counselor, or
super intendent of schools. GED graduates
must submit proof of successful GED test
completion.
College transcripts. Transfer students must
submit current, official transcripts of all
previous college attendance. Transfer students
must also submit high school transcripts.
This includes responsibility for requesting and
authorizing officials of the high school(s) or
college(s) previously attended by applicant to
send transcripts.
Assessment test scores. Scores from the
American College Test (ACT), or the
Scholastic Aptitude (SAT) if available. A student
may also take an alternative assessment test if
the ACT or SAT has not been taken or if ACT
scores are below 23 in math, 18 in English or
17 in reading or SAT scores are below 450
verbal or 460 math.
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6. Students enrolling in the following programs
may, but are not required to, submit ACT or
SAT test results:
Automotive Technology
Cosmetology
Diesel Technology
Production Agriculture
Students in these programs will be subject to
assessment testing prior to registering for class.
7. High school students who have attended
NJC to take dual credit classes and
choose to become full-time students must
complete all admission requirements.
Contact the Admissions Office at
(970) 521-7000 for more details.

ADMISSION CLASSIFICATION

Northeastern Junior College classifies students by the following
categories.
Freshman: a student who has earned fewer than 30 academic
semester credit hours.
Sophomore: a student who has earned 30 or more academic
semester credit hours.
Full-time student-a student registered for 12 or more
credit hours of college work per semester.
Part-time student-a student registered for under 12 credit
hours of college work per semester.

TUITION/FEE STATUS

Tuition and fees are determined by the number of college
credits for which a student registers and the residential tuition
classification of the student. The most current fee schedule is
available at www.njc.edu/admissions/cost.htmi

RESIDENTIAL TUITION CLASSIFICATION

Colorado state tuition classification is governed by state law
(Colorado Revised Statutes §23-7-101, et seq., 1998) and by judicial
decisions that apply to all public institutions of higher education
in Colorado. The Director of Admission is the College’s Tuition
Classification Officer (TCO) The tuition classification officer (TCO)
makes determination of residency status for tuition purposes as
prescribed by Colorado State law. Complete tuition classification
guidelines can be located on the Colorado Commission on Higher
Education website www.state.co.us/cche

In-state status for tuition purposes requires domicile
(legal, primary residence) of a qualified person in Colorado for the
year proceeding the first day of class. Domicile is defined as your
true, fixed, and permanent home and place of habitation.

To be considered a qualified person for tuition
classification by the State of Colorado, you must be at least 22
years of age, married, emancipated, have a dependant, or be a
graduate student to begin your one year domiciliary period. If you
are not a qualified person, your residency for tuition classification
will be determined by your parent or legal guardian’s domicile. A
person 23 years of age or older who has resided outside Colorado
and has established a residency outside the state cannot, merely
by attending an institution of higher learning in Colorado,
establish a residency within the state. To meet the legal residency
requirements, the student or their guardian, if under 23, must have
resided in Colorado for one year.

A minor student whose parents change their residency from
Colorado to a location outside of Colorado shall be considered a
resident for one year from the date of the parents’ removal from the
county or state.

The tuition classification officer can answer questions
about residency. Opinions of other persons are neither official
nor binding.

CAMPUS VISITS

Visiting campus is a crucial step in choosing a college
and to determine if a college is the right fit for you. The
Admission Office at Northeastern Junior College invites you
to plan a campus visit. Attending a Discovery Day allows
students to visit with other students, meet with faculty, tour
campus, have lunch in the cafeteria, and experience the life of
a college student. Plan to visit on one of three Discovery Days
or allow us to tailor a personalized campus experience just
for you. Scheduling an individual campus visit will also allow
you to tour campus, visit faculty, and learn about becoming a
successful student at Northeastern!

To schedule a campus visit, or to find out more information
regarding Discovery Days, contact the Admissions Office at
(970) 521-6952.

ADMISSION OF TRANSFER STUDENTS

Any applicant for admission who has attended another
college or university must submit his/her previous collegiate
record (from ALL other colleges attended) and apply for
admission to NJC as a first-time freshman.

A student who wishes to transfer to Northeastern Junior
College from another college may do so provided he/she has
an acceptable academic and financial aid record from the
previous institution(s), and is a student in good standing at the
college from which he/she wishes to transfer. Such students
will be admitted to advanced standing on the basis of their
records.

Students on academic probation from another institution
of college rank will be considered for admission on the basis of
a number of factors: the high school record, the college record,
scores for the American College Test (ACT), or the Scholastic
Aptitude Test (SAT) (if applicable), and a personal interview
with the Vice President of Student Services, if requested.

TRANSFER OF CREDITS INTO NJC

The college accepts all undergraduate college credits
transferred from other regionally accredited institutions of
higher education. Transfer credit shall be accepted at NJC
with an academic/university transfer and/or career/technical
designation. When a question exists as to course equivalency
or designation, a request will be made for description of that
course from the transfer college or school from which the
course was taken.

Transfer courses from regionally accredited institutions of
higher education, from regionally accredited post secondary
programs include: Emily Griffith Opportunity School, Delta-
Montrose Area Vocational School, Pickens Area Vocational
School, and San Juan Basin Technical College and from
area vocational schools that correspond to equivalent NJC,
university transfer, or career/technical designated courses shall
be accepted at face value (in semester credit hours). These
transfer credits will be used to fulfill as many course/program
requirements as possible. Courses for which there are no
equivalencies will be treated as electives.

Only transfer credits with passing grades of A, B, C, S
(satisfactory) or P (pass) will be evaluated and transcripted.
Courses with a“D” grade will be accepted and transcripted on
a case-by-case basis. Students wishing to have a course with a
“D"” grade accepted must go to the Student Records Office and
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fill out the appropriate form. Transfer credits and grades will not
be used in calculating an NJC cumulative GPA.

All lower division undergraduate credit hours awarded
within the prior ten years will apply towards the completion of
the graduation requirements. Credits more than ten years old
will receive careful consideration. The Registrar, in conjunction
with the department chair of the respective academic divisions,
reserves the right to examine any course more than ten years old
to determine their currency and applicability to existing curriculum
and programming before credit is accepted.

If a course was denied, an appeal process exists by contacting
the Records Office.

TRANSFER OF DEGREE TO ALL COLORADO PUBLIC
FOUR-YEAR COLLEGES & UNIVERSITIES

Colorado’s agreement between public colleges and universities
guarantees that when you complete you AA or AS degree-at
least 60 credit hours of coursework carrying a C grade or better
in every course-you can transfer to any Baccalaureate Liberal
Arts and Sciences major (e.g., English, history, mathematics) and
graduate after earning an additional 60 credit hours. While you
are guaranteed not to have to take more than 60 credit hours to
graduate, to finish within two years depends on the number of
credits you take each semester at the four-year institution, the
source sequencing in your major (e.g., some upper-division major
courses require that you complete lower-division major courses)
and course availability.

This agreement does not apply to business, teacher education,
engineering, or nursing as all these have statewide articulations
that have specific lower division requirements. Save time by seeing
your advisor at your earliest opportunity for the “transfer guides,”
many of which can also be found online. In addition to showing
you which lower division courses are required for articulated
programs such as business, these guides will tell you which lower
division courses will be best suited for your intended major and
you can be sure to complete the pre-requisites for sequenced
coursework before transferring to a four-year college.

The AA and AS transfer agreement applies to courses
completed at and Colorado community college. Credit earned
for prior learning, Advanced Placement, correspondence courses,
CLEP and other tested-only credit may not apply. The institution to
which you transfer will evaluate these credits according to its own
policies.

For a copy of the Colorado Commission Transfer Policy to
www.cccs.edu or http:/highered.colorado.gov

INTERNATIONAL STUDENT ADMISSION
Admission of International and Non U.S. Citizen Students
Admission of international students will be considered under
the following guidelines. An I-20 form will be issued when the
following are received on record and evaluated as acceptable.
The following documents must be provided and requirements
fulfilled:

1. Anapplication for admission for international students
to Northeastern Junior College. The application
must indicate in which semester the student will
begin. Fall semester applications and all supporting
documents are requested to be on file by July
15™. Spring semester applications and supporting
documents are requested to be on file by December
15,

2. Official and complete transcripts of all previous
secondary and collegiate academic work with
certified English translations (if needed).

3. Proof of English proficiency. If student’s native
language is other than English, student must
provide one of the following:

a. Test of English as a Foreign Language
(TOEFL) showing a minimum score of 475
(paper based) or 150 (computer based) or 52
(internet based). For information contact:
Test of English as a Foreign Language
Educational Testing Services
PO Box 899
Princeton, New Jersey 08540 USA

b. Score of 5.5 on the International English
Language Testing System test.

¢.  Michigan Test of English Language Proficiency
showing minimum score of 75.

d. Recommendations from an accredited English
Language School with completion of Level
109.

e. Completion of Level 5 Advanced at an
Intensive English Language Center.

f.  Graduation from an American high school
after attending for at least two years or one
year and meets assessment test requirements.

g. Completion of the STEP examination in Japan
with at LEVEL Il evaluation or above.

h. Special admission waiver approved by the
president of the college.

4. Statement of financial support for a two-year program
of study at Northeastern Junior College. Federal/
state financial aid and tax supported scholarships
are not available for international students.

5. Record of immunizations.

6. A $500 non-refundable deposit applicable toward
tuition and fees once student actually enrolls in
classes.

7. Proof of medical insurance. All international students
are required to have medical insurance in place
while attending NJC.

8. International students must pay their outstanding

tuition and fees on the day they register. Failure to
comply may result in withdrawal of the student’s
U.S. Immigration I-20.

Note: International students can be admitted for one (1)
semester as “Special Students,” after one (1) semester, all regular
admission standards must be met. Contact the Admissions
Office for further requirements.

Additional I-20 form information:
Students country of birth
Drivers License #

State or Providence of License

Steps for international students to apply

Nowva

. Student applies for admission to college

Student provides documentation to college Designated

School Official (DSO)

DSO creates file in SEVIS (or previous college transfers

information in SEVIS) to print an I-20

DSO signs and sends student the original I-20

Student obtains a passport

Student pays SEVIS |-901 fee at: www.ice.gov/sevis
Student makes an appointment with the US Embassy or
Consulate to interview for an F1 Visa
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8. Consular reviews application, confirms SEVIS fee has been paid,
runs security check, interviews student and potentially grants
visa

9. Student arrives in US with passport, visa and I-20 then receives
I-94 card (w/duration of status stamp) at point of entry

10. Student arrives on campus and reports to DSO for updates and
confirmation in SEVIS

SUMMER SCHOOL ADMISSION

Provisional admission may be granted on the basis of
transcript through the first semester of the senior year to permit
an applicant to register for the summer semester immediately
following high school graduation. Completion of work in the
summer term under such provisional admission; however, does
not automatically qualify the student for subsequent enrollment.
All admission requirements, including a complete high school
transcript, must be met before full admission status is granted.

. STUDENT ACCOUNT INFORMATION
GENERAL

Completed payment of financial obligations to the
college is required at the time of registration. Registration, thus
enrollment, is not complete unless the financial obligation is
satisfied. Students with any outstanding financial debt to the
college will not receive official transcripts of credits earned
and a student officially withdrawing from college must resolve
outstanding financial obligations to the college.

TUITION

The State Board for Community Colleges and
Occupational Education approves tuition rates annually and
students are billed according to their residency status. The
number of college credits for which a student registers and the
residential classification of the student determine tuition. A
student who carries twelve credits or more qualifies as a full-time
student. A student who carries fewer than twelve credit hours is
considered a part-time student.

WESTERN UNDERGRADUATE EXCHANGE (WUE)

Students attending NJC from states participating in the WUE
program will be charged a reduced out-of-state tuition rate of
150% of in-state tuition. Only students from the following states
may qualify: Alaska, Arizona, California, Hawaii, Idaho, Montana,
Nevada, New Mexico, North Dakota, Oregon, South Dakota, Utah,
Washington, Wyoming, and Commonwealth of Northern Marianas
Islands. For more information please contact the NJC Office of
Admissions.

FEES

The State Board for Community Colleges and
Occupational Education approves fees for full-time and
part-time students. A registration fee is charged for all
students each semester of enrollment. A technology fee
and a fee to cover bond indebtedness are charged on the basis of
the number of credits in which a student is enrolled. In addition,

all full-time students pay fees to support the Health Center; the
Associated Student Government (ASG) operations and activities,
and the Event Center. Various courses have fees related to the
course as indicated in the term schedules. Selected career and
technical programs, such as cosmetology, automotive technology,
and nursing programs, require special equipment or materials.
The State Board has approved a Student Fee Plan detailing the
student participation in the annual fee revision.

REFUNDS AND RETURNS

If a student officially drops a class or withdraws from College
before the census date (the last day to drop a class for a term), a
refund of 100% of tuition and fees will be made. There will be no
refund of tuition and fees after that date.

If a student withdraws from residence facilities, the room and
board charges will be refunded on a per day basis through 87.5%
of the term.

If the student had Title IV federal financial aid, a
portion of these grants or loans must be returned to the
programs based on the date the student withdrew from college.
If the withdrawal occurs after sixty percent (60%) of the term is
completed, no return of these federal funds will be required.

In order to calculate the amount to be returned, the
withdrawal date must be determined. This will be the date
the student began the withdrawal process as prescribed by
NJC, or otherwise provided NJC with official notification of
intent to withdraw. If the student drops without any of the
above notification, the midpoint of the term will be used as the
withdrawal date. If the withdrawal process was not begun because
of illness, accident, grievous personal loss, or similar circumstances
beyond the student’s control, NJC will determine the appropriate
withdrawal date.

The amount of the unearned institutional charges
and unearned Title IV funds based on the number of days in
attendance to the withdrawal date will be calculated. NJC will
then return to the Title IV programs the lesser of the unearned
institutional charges or the unearned Title IV assistance. The
student will return any remaining unearned Title IV funds. (If the
student needs to return funds to Pell or SEOG programs based on
the return priority, he/she need return no more than fifty percent
[50%] of the calculated amount.) The loan amounts the student
needs to return will be repaid according to the regular payment
schedule for the loan. The college refund to the loan account will
be credited to the original loan amount. The amount a student
needs to return to grants will be collected from the student by the
college and then repaid to the grant program.

The order of return of Title IV finds will be as follows:

Unsubsidized Stafford Loans
Subsidized Stafford Loans
Plus Loans

Federal Pell Grants

Federal SEOG

Federal LEAP

In order for NJC to return the federal funds as calculated, NJC
may refund unearned money to the student account. In making
this refund, one of the following two situations will apply:

If the refund made for late start classes, other special terms
and (or) from unearned room and board is greater than the
amount of the federal awards NJC needs to return according to the
calculation the process ends and the returns are made.

If the amount of any scheduled refund is less than the
calculated amount of the return of federal funds to be made
by NJC, then the college will refund to the student account the
additional funds needed to equal this return amount and then
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complete the return process.

In times of national or state emergency, certain students (e.g.
reserve military units, National Guard, individuals with specialized
skills, firefighters) are called to provide services to the country.
When the call for service or a national emergency is issued, it is
often necessary for student to interrupt their coursework in
mid-term. In these situations the refund policy may be altered in
keeping with the best financial interest of the student. Refunds
for unearned room and board will be made on a per day basis as
indicated above. Tuition refunds will be made on a pro-rata basis
even after the census date.

INDEBTEDNESS POLICY

No student who has a prior unsettled indebtedness to the
college will be allowed to register for any new semester. During
the period in which the indebtedness remains, requests to verify
attendance or other requests for official college records will not
be honored. Indebtedness shall include tuition and fees, room
and board charges; and any other financial holds placed on the
student’s record showing a balance owed to the college. Degrees
and certificates will not be granted, nor will transcripts of credits
be transferred to other colleges or employers until all accounts are
paid.

ROOM AND BOARD COSTS

Room and board expenses are approved annually by the
State Board for Community Colleges and Occupational Education.
For current rates, contact the Admissions Office, Housing
Office, Business Office, or see our web site. http:www.njc.edu/
admissions/housing-costs.html. All fees, tuition, room and board
charges, effective at the printing of this catalog are subject to
change by the State Board.
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Financial Aid &
Scholarships

NORTHEASTERN

To be Colorado’s premier two-year college
of choice through excellence in education.

. FINANCIAL AID INFORMATION

The Office of Financial Aid counsels students and/or parents
and administers funds that are designed to assist students
in meeting their educational expenses. Northeastern
Junior College (NJC) participates in grant, work-study, loan
programs and scholarships. Funding sources for these
programs include federal, state, institutional, and private
sources. Information regarding financial aid programs may
be obtained in the NJC Financial Aid Office. We will make
every effort to help students plan a program in financing
their college education which may involve drawing on a
number of aid sources.

APPLICATION PROCEDURE

Priority for determining financial aid eligibility is

given to those students whose completed applications are on
file in the Financial Aid Office by March 1.

1.

Submit an Application for Admission to NJC. Financial
aid awards will only be made to students who have been
accepted for admission and are in an eligible degree and/
or certificate program. Not all degree and/or certificate
programs offered by NJC are eligible for financial aid.
Submit a Free Application for Federal Student Aid (FAFSA).
The application is available on the U.S. Department
of Education’s website at www.fafsa.gov, or the paper
application is available in high school counseling offices or
in the NJC Financial Aid Office.
a. Thereis a priority date for completing the FAFSA
for certain available funds. Those students whose
completed applications are on file in the Financial Aid
Office by March 1+t will be considered first for those
funds.
b. A new application must be submitted for each
succeeding year.
Financial aid applications will be accepted at any time
during the year. However, funding sources may be limited
past the priority date of submission.
Submit all requested documentation to the Financial Aid
Office as soon as possible. Awards will not be made until
supporting documentation is complete.
Award notifications for the fall semester are generally sent
starting after April 1*tand continue throughout the year.
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ELIGIBILITY CRITERIA

To qualify for need-determined assistance the student must
meet the following criteria:

1. Beaccepted in an eligible degree and/or certificate program

2. Beacitizen or permanent resident of the United States

3. Beregistered with Selective Service (if required)

4. Have a high school diploma, passed the General Equivalency
Diploma (GED) or demonstrated the Federal Ability to Benefit
test

5. Not owe a refund on a Federal Grant or be in default on a
Federal Student Loan

6. Making satisfactory academic progress

7. Apply in a timely manner and submit all documentation and/
or information needed to the Financial Aid Office to make a
determination of eligibility.

REGISTRATION COMPLIANCE

Section 1113 of the Department of Defense Authorization
Act of 1983, Pub. L 97-252 provides that any student who is
required to register with the Selective Service and those who
fail to do so are ineligible for student financial aid under Title IV
or the Higher Education Act of 1965.

FINANCIAL AID SATISFACTORY PROGRESS POLICY

Each institution that receives Title IV funds is required by
the U.S. Department of Education, Section 132 of the Higher
Education Amendments of 1976, to define and enforce standards
for satisfactory academic progress. Satisfactory Academic Progress
measures a student’s performance in the following three areas/
criteria: completion rate, grade point average (GPA), and maximum
time frame. The Financial Aid Office is responsible for establishing
and monitoring a standard of “satisfactory academic progress” for
continuation of financial aid eligibility. In order to be eligible to
receive financial aid (federal and/or state and at times institutional
aid), the student must be making satisfactory progress towards
a certificate or degree, as identified in the quantitative (the
completion rate of credit hours attempted) and qualitative (the
GPA) standards of the policy. Progress will be reviewed at the time
an application is processed (including Federal Pell, Federal Stafford
and Federal PLUS Loans if submitted separately) and at the end of
each term. The maximum timeframe allowed in which a student
is expected to complete his/her certificate and/or degree program
is 150% of the number of credit hours required for the specific
program. The standard of satisfactory academic progress must
include a student’s total academic history at Northeastern Junior
College regardless of whether he/she has previously received
financial assistance. A complete copy of the policy is available on
the financial aid web site, www.njc.edu/financial aid.

FUNDING SOURCES

Grants

1. Federal Pell Grants. The Federal Pell Grant is a federal
aid program designed to provide financial assistance for
postsecondary education. Awards are an arbitrary amount
determined by the Federal Government. Students must
complete a FAFSA.

2. Federal Supplemental Educational Opportunity Grants
(FSEOG). A federal grant designed to provide assistance to
documented exceptionally needy students to help pay for
postsecondary education. Awards must not exceed $4000.

Students must complete a FAFSA.

3. Colorado Student Grants. The Colorado Student Grant
program is funded by the Colorado General Assembly and
is to provide assistance to qualified undergraduate students
with documented financial need at state institutions of
higher education. Award limitations are set by the Colorado
Department of Higher Education. Students must be a
Colorado resident and complete a FAFSA.

4. Colorado Leveraging Educational Assistance Partnership
(CLEAP). Equal amounts of federal and state funds are
available to students with documented need. Students must
complete a FAFSA.

5. Academic Competitiveness Grant (ACG). Available to
undergraduates with documented exceptional financial
need. Students who meet the ACG eligibility requirements
will be awarded.

Work-Study

1. Federal Work-Study: Federally funded work programs with
a portion of the funds contributed by the college. Awards
are made only to students who have a documented financial
need. Off-campus jobs are also available with our non-profit
agencies and local elementary schools. Students must
complete a FAFSA.

2. Colorado Work-Study: Funding by the Colorado General
Assembly for an employment program awarded to Colorado
residents with documented financial need. A wide variety
of positions are available on/off campus. Students must
complete a FAFSA.

3. Colorado No-Need Work-Study: Funding by the Colorado
General Assembly for an employment program awarded to a
limited number of Colorado residents without documented
financial need. Students must complete a FAFSA.

Loans

1. Federal Direct Subsidized Stafford Loan: These are low
interest loans that are based on documented financial need.
With the William D. Ford Direct Lending Program the loan
funds are delivered directly from the U. S. Department of
Education. The federal government pays the interest while
you are in school or during your grace period. Repayment
begins 6 months after the student leaves school or is
enrolled in less than 6 credit hours. Origination fees are
deducted prior to disbursement of funds. Students must
complete a FAFSA.

2. Federal Direct Unsubsidized Stafford Loan: These loans are
not based on financial need. The borrower is responsible
for the interest payments. With the William D. Ford Direct
Lending Program the loan funds are delivered directly from
the U. S. Department of Education. . Origination fees are
deducted prior to disbursement of funds. Students must
complete a FAFSA.

3. Federal Direct Parent Loan for Undergraduate Students
(PLUS): Variable interest rate loan made to the student'’s
parents for the student’s educational expenses. This loan
is based on a credit check. Amount is limited to the cost
of educational expenses minus other aid. Origination fees
are deducted prior to disbursement of funds. Repayment
begins 30 days after the final disbursement. Applications are
available on https://dlenote.ed.gov/empn/index.jsp or you
may contact the Financial Aid Office.
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Scholarships

Scholarships are available from several sources and the
criteria for those vary. Each scholarship is awarded under
provisions of the specific grant. The majority of NJC scholarships
require some type of application. For a complete description of all
NJC Scholarships and appropriate application procedures, please
visit the NJC website at www.njc.edu. The following is a brief list
of scholarship funding sources available:

1. NJCFoundation Scholarships

2. NJClInstitutional Scholarships

3. Community Scholarships awarded by NJC
4. Colorado Gear Up Scholarship

Summer Aid

Funding for summer generally consists of unused academic
year Federal Pell Grant, Federal Direct Stafford Loan, Unsubsidized
Federal Direct Stafford Loan or PLUS Loan eligibility. If you are
interested in summer aid, contact the Financial Aid Office for a
summer aid application during spring term.

Department of Veteran Affairs

The Financial Aid Office works with the Veterans
Administration to assist in administering provision of the various
programs of benefit to veterans or eligible relatives of veterans,
under benefits of Chapter 31, 32, 35, 1606, 1607, Chapter
30-Montgomery Gl Bill, Post 9/11 Gl Bill (Chapter 33 of Title 38,
United States Code). The Financial Aid Office certifies enrollment
and transmits necessary credentials and information to the proper
Veterans Administration Office.

Prime Time Learner (Senior Adult) Institutional Grant

Senior adults are classified as individuals over the age of 60
at the time a class begins. These students may enroll in courses
and receive a scholarship equal to 50 percent of the current per
credit tuition rate. Scholarships will only be given if the course has
room to accommodate extra students on a space available basis.
Enrollees must also qualify for the COF stipend and utilize those
funds for courses. Scholarship forms and additional information is
available through the Office of Financial Aid.

Additional Information

Detailed information about financial aid grants, work-study,
loans and scholarships and application processes and procedures,
rules and regulations governing the various programs, payment
procedures and cost of attending NJC are available in the Financial
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cademic
nformation

. DEGREES AND CERTIFICATES

Northeastern Junior College offers programs leading to the
Associate of Arts Degree, Associate of Science Degree, Associate
of General Studies Degree, and Associate of Applied Science
Degree and certificates for Career and Technical Education
Programs. All degrees and certificates require a minimum 2.00
cumulative grade point average (GPA) to be awarded.

Graduation requirements for degrees and certificates
vary according to program objectives and content. Variation in
requirements is given in the following pages. Interpretations of
general and specific requirements are available to each student
through his/her faculty advisor. Students who expect to transfer
will have help in selecting appropriate college/university transfer
courses.

A student who wishes to change his/her degree program
while enrolled at Northeastern Junior College should ask for an
evaluation of his/her transcript.

. ACADEMIC INFORMATION

STUDENTS RESPONSIBILITIES AND EXPECTATIONS

All students enrolled for any credit course are
responsible for knowing of the information appearing in this
College Catalog and any updates of costs, course revisions,
curriculum changes and published course schedules. All students
are responsible for knowledge of the policies and procedures
in the Student Handbook. The Student Handbook contains all
general student policies and the basic residence hall rules and
NORTHEASTERN procedures. The college reserves the right to change procedures
and policies in the Catalog and the Student Handbook as
deemed necessary and revise the college curricula as may be
necessary and desirable.

To be Colorado’s premier two-year college All students registered for any courses at Northeastern

j . . Junior College accept a commitment to seriousness of purpose,
OfChOlce through excellence in education. academic integrity, and high standards of personal and

social behavior. Students are expected to be cooperative and
responsive members of the college community and the city of
Sterling, comply willingly with college regulations, and abide
by all local, state and federal laws. All students have the right to
due process and the right to file grievances. The college has the
right to restrict, evict, suspend, and dismiss any student whose
academic achievement and personal conduct does not meet
the standards set forth in the College Catalog and the Student
Handbook.
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In accordance with the regulations and procedures
assuring due process, the College Hearing Board may
dismiss any student whose conduct does not meet the
standards of the college as set forth in the Student Code of
Conduct.

ACADEMIC ADVISOR

Academic advising at Northeastern Junior College is an
integral part of the larger mission of educating students. The
primary purpose of the advising program is to assist students
in the development of meaningful educational plans that are
compatible with their goals. The ultimate and final responsibility
for making decisions about goals and educational plans rests with
the individual student. The academic advisor assists by helping to
identify and assess alternatives and consequences of decisions.

Each full time student at NJC is assigned an academic advisor
and is expected to personally meet with that advisor for academic
planning prior to each semester registration for courses. The
Student Advisor Check List requires students to:

+ Know and meet graduation requirements.

+ Meet with their advisor during registration

period.

+ Meet with advisor for discussion/approval of

course schedule changes.

» Make frequent advisor contact to help ensure

adequate progress toward educational goals.

+ Request changes in faculty advisor when

necessary by contacting the appropriate
acadmic division.

« ldentify and communicate career goals/plans

to advisor.

REGISTRATION & STUDENT RECORDS
INFORMATION

COURSE REGISTRATION

When students have completed the admissions requirements,
they are eligible to enroll at Northeastern Junior College. For your
success, we encourage you to meet with your Faculty Advisor or a
Student Services Counselor in advance of the actual starting date.
Registration reserves space in classes and guarantees enrollment.
The class schedule, printed each semester, provides critical
information concerning each course: when and where the course
meets, the instructor, and the cost. Registration information
is mailed to all postal partrons several weeks prior to semester
registration. Class schedules and registration information are also
available on the Northeastern Junior College Website at www.njc.
edu.

Northeastern Junior College has four registration methods: in
person, mail, fax, and web.

SEMESTER SYSTEM AND TERM DATES

Northeastern Junior College operates on the 15-16 week
semester plus a three to four-day final exam schedule. In
addition, the college offers intensive courses generally the two
weeks prior to each term and summer: August term, January
term, and May term. Students can select courses from one or
more term combinations to reach an optimum enrollment. The

summer term is an integral part of the yearly calendar and

is designed to provide continuous educational opportunity
through a comprehensive term of offerings. It provides additional
opportunity for the high school graduate to adjust to college
level work in a relaxed summer environment.

TERM DATES
The start and end dates for the three terms are as follows:

Spring: January 1 - May 15
Summer: May 16 - August 15
Fall: August 16 - December 31

CREDIT HOUR LOAD

Course Load. The standard course load is 15 credits
per semester. Students who carry fewer than 12 credits are part-
time students. Students with 12 or more credits are considered
a full-time student. The maximum student load is 18 credits
unless an override has been granted. A student who desires
to carry more than 18 credits in a given semester must have
demonstrated the ability to do so.

For many students an 18-semester hour course load
will be an extremely heavy schedule. New students should
consider taking a lighter load for the first semester. In unusual
circumstances, it may also appear necessary for a student to carry
more than the normal course load. Permission to carry such a
course load may be granted to individual students, depending on
the rigor of the course work and attendance.

Full-time career and technical students will normally register
for the number of credits indicated for that semester in the
curriculum outline.

HOLDS

Academic and administrative offices can place holds on
your registration, which prevent registering or changing your
registration schedule. Holds are placed for a variety of reasons
(academic, financial, etc.). Failure to meet a payment deadline
will result in a financial hold which prevents adds for a registered
student. Only the office that places the hold can remove the
hold. If a hold was placed on your registration after you have
registered, your registration will not be automatically cancelled.
However, you will not have registration access to adjust your
schedule for subsequent terms until the holds are cleared.

REPEATING COURSES

The college recognizes the varied circumstances
when a student requests to repeat a course, such as and not
limited to the following: unacceptable grade for transfer, a
required course for graduation or transfer, and possibly a need
to raise a low grade point average for graduation. To understand
how a repeat class could affect grade point average and overall
transcript, the student should consult an academic advisor before
enrolling in the same class for a second time.

If a student chooses to repeat a course he/she must
submit a repeat class form to the records office. The new course
must have the same number of credits as the original course.

All college level courses may be repeated. Each registration
for the course and each grade received will be listed on the
transcript. On the transcript a notation will follow the course
indicating that the course was repeated and designating whether
the course will be included in the GPA. The highest grade will be
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used in the GPA calculation. If the grade for the repeated course is
the same as the original grade, only the most recent grade

will count in the GPA calculation. All credit hours earned for initial
and repeated courses will be deducted from a student’s remaining
COF stipend eligible hours.

“Repeated” courses may be applied only one time to a
certificate or degree, except for variable credit courses and
designated courses that may be repeated for professional or
personal development.

Developmental courses are eligible to be repeated. All
developmental courses will appear on the transcript.

All enrolled courses will be listed on the student’s transcript
and none will be eliminated by future enrollments or course
completions. Credit hours can only be earned once for any course.
Any course beginning Fall Semester 1988 to the present can be
repeated (no restrictions on the type of course or the previous
grade), and only the highest grade will be used for computation of
the grade point average. In the event of a duplicate grade being
earned, the most recent grade will be included in the temr and
cumulative GPA. All previous grades in a given course will also
appear on the student’s transcript. All other duplicate grades will
be excluded from the term and cumulative GPA. Students should
direct questions on repeating courses to an academic advisor, the
Records Office, or the Counseling Office.

Note: Due to the logistics of the college conversion from
quarters to semesters in the fall of 1988, the repeat policy is
limited to those courses completed from the fall of 1988 to the
present.

REPEAT COURSE LIMITS

The following guideline applies to all students taking credit
bearing courses:

« Students will be limited in the number of times that they
can take the same course.

« Certain courses are exempt from the repeat course
procedure due to the nature/offering of the course.

« If a student has taken a course twice or more and attempts
to register for the course an additional time, the student will
not be able to register for that particular course until an
action plan is created and approval granted by the college
appointed staff member. Please note that the student is
able to register for other courses without needing an action
plan or approval as per college rules and regulations.

« If the college appointed staff member does not feel that the
registration is warranted, the student may appeal via the
college’s designated appeal policy.

«If a student has taken a course three times and wants to
register for the course a fourth time, the student must
appeal via the college’s designated appeal policy.

COURSE SCHEDULE CHANGES

Students are encouraged to secure advisor approval for all
schedule changes. Students can add a class up to 6% of the class,
drop a class up to 15% of the class (census date) and withdraw
from a class 15-80% of the class.

ADDING A CLASS

To register for class (add) students must complete an Add/
Drop Registration Form and submit this completed form to any
of the five registration sites listed in the Registration information.
Students may add classes during the “add period” which is the first
six percent (6%) of the specific course. This procedure can also be

done via the students “Access NJC” web page.

DROPPING A CLASS

Students may drop a class during the first fifteen percent
(15%) of the course duration (census date) without being
financially responsible for the class: the class will not appear
on the student’s permanent record. Specific drop deadlines for
term classes are listed in the schedule of classes. Students who
register and do not want to be held liable for tuition and fees
and/or have a transcript record created must drop the class
on or before the last day for refund, census date. Notifying
the instructor, your advisor or simply not attending the class
is not sufficient to ensure that you are dropped from the class.
An official Add/Drop Registration form must be received with
appropriate signatures within deadline. This procedure can
also be done via the students “Access NJC" web page.

WITHDRAWAL FROM CLASS(ES)

Any student may withdraw from any course(s) or the
college without academic penalty anytime up to 80 percent of
any term being completed. All courses withdrawn during this
period will receive the grade “W". Courses designated “W" will
be recorded on the student’s permanent record, but will not be
used in the calculation of the student’s semester or cumulative
grade point average. After the dates for withdrawal without
penalty specified above, the students may not withdraw from a
course and “W”is no longer a grade option for the instructor.

A student initiates requests for withdrawal from a
course by obtaining the appropriate withdrawal form from
either the Records Office or an academic advisor. The student
will then obtain the signatures of the instructor(s) and the
advisor as a matter of information, indicating communication
of the student’s intent. Course withdrawals will not become
valid until the student has returned the completed forms to
the Records Office. This procedure can also be done via the
students “Access NJC” web page. Failure to complete the
prescribed withdrawal procedure will result in the student
receiving a grade of “F” (failure) or earned grade in each course
affected by withdrawal.

WITHDRAWAL FROM COLLEGE/ALL COURSES

A student who decides to withdraw from all courses
must obtain the “Withdrawal from College - All Courses” form
from the Student Services Office. This form must be completed
and returned with the current ID before withdrawal from
college is official. Withdrawal from college can be completed
up to and including the day prior the start of final exams. The
withdrawal code to be used by an instructor will be a“W” to
show a termination of enrollment or an “I” for an incomplete
which allows the student to complete specific course
requirements by the end of following semester (excluding
summer). The last date of attendance for the business office,
records and financial aid purposes will be the date of request to
withdraw.

Note: In unusual circumstances (death, disability,
and excessive absences) the Dean of Students, the instructors
of the courses enrolled, or the academic advisor may initiate
the “withdrawal from college - all courses” for a student.
Procedures for withdrawing from the institution may be
initiated only in the Student Service Office. Upon withdrawal
from all classes, the student automatically severs the
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relationship with the college and is required to surrender his/
her college identification card. Withdrawal does not remove any
outstanding financial balances or financial aid obligations due to
the college or financial aid office. “Withdrawal from college - all
courses” does not preclude the students appeal for re-admission
at a later time.

ACADEMIC RENEWAL

The Academic Renewal Policy allows former NJC students to
apply for establishment of a new academic record. A student may
be granted a “Academic Renewal” only once, and if approved by
the Academic Standards Committee and accepted by the student,
the decision will be final.

Call 970-521-6608 for additional information and clarification
on this procedure.

Eligibility

1. Astudent who has an academic record with
courses older than two (2) years from the current
date is eligible for an Academic Renewal.

2. Astudent must have all financial and department
holds cleared before a request can be honored.

3. Students can only apply for Academic Renewal once and it
is not reversible.

4. A student must have completed at least 6 credit
hours with 2.00 grade point average prior to an
application for Academic Renewal.

Procedures

1. Astudent must submit a letter of request to NJC
Records Office for a Academic Renewal.

2. The Records Office will check the student’s
transcript for eligibility and if eligible, forward the
request of eligible students to the Chair of the
Academic Standards Committee for review.

3.  The Academic Standards Committee will review
and make recommendations for approval or denial
prior to a semester pre-registration or registration
period.

4. The NJC Records Office, after a thorough review of
the student’s transcript, will identify and
recommend the appropriate academic term to
declare an Academic Renewal.

5. The Records Office will compute an Academic Renewal
GPA from the designated academic term and provide
the student with an updated transcript.

Guidelines

1. The student’s transcript will reflect the entire
academic record and no classes will be deleted or
removed. 30 hours can be excluded from GPA

2. Only grades earned after the Academic Renewal will be
used to compute the new cumulative grade point
average.

3. Courses with a C grade or better prior to the Academic
Renewal may be applied toward graduation
requirements.

4. Academic Renewal will not change Satisfactory Progress
for Financial Aid eligibility and previous grades
are subject to interpretation by specific Financial
Aid Policy.

CONFIDENTIALITY OF STUDENT RECORDS

The college maintains an educational record and
student service record for each student who is or has
been enrolled at the college. In accordance with the
Family Educational Rights and Privacy Act of 1974, as
amended (hereafter “Act”), the following student rights are
covered by the Act and afforded to all eligible students at the
college.

1. Theright to inspect and review information
contained in the student’s records.
2. Theright to request amendment of the contents of

the student’s records believed to be inaccurate,

misleading, or otherwise in violation of the

student’s privacy or rights.

3. Theright to prevent disclosure without consent,

with certain exceptions, of personally identifiable

information from the student’s records.

4. Theright to secure a copy of the college’s policy.
5. Theright to file complaints with the U.S.

Department of Education concerning alleged

failures by the college to comply with the

provisions of the Act.

Each of these rights, with any limitations or exceptions,
is explained in the college’s policy statement. A copy may be
obtained in the Records Office.

Educational agencies - colleges - may disclose
educational records to the parents of a dependent student
without the student’s consent. Post-secondary institutions may
disclose to parents and legal guardians of students under the age
of 21 information regarding the student’s violation of any Federal,
State or local law, or any rule or policy of the institution governing
the use or possession of alcohol or a controlled substance
(amended 6/99). The college is obligated to keep within the
student educational records, a “record of access” for all people
and organizations that have been granted access to the student’s
records. This record of access is available only to approved and
authorized people within and outside the institution.

The institution shall disclose to an alleged victim of
a crime of violence or a non-forcible sex offense, the final results
of disciplinary proceedings conducted by the institution. The
institution may disclose the results of a disciplinary hearing for
such violations of the college’s rules; disclosure is limited to the
name of the violator, violation committed, sanctions imposed.
Names of other students and/or witnesses can only be
released by written permission.

Disciplinary records may be released to other schools and
school officials when those records contain information regarding
conduct that posed significant risk to the safety of any student or
members of the school community.

Northeastern Junior College may provide directory
information in accordance with the provisions of the Act without
consent of an eligible student unless the student initiates a
written request to prevent disclosure of such information. The
following information is designated as directory information
and may be released concerning any student for any purpose
at the discretion of the college unless a written request for
nondisclosure is on file.

+  student name

«  major field of study

«  participation in officially recognized activities and sports
«  dates of attendance

«  degrees and awards received

+  most recent educational institution attended
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+  enrollment status (i.e. full-time, three-quarter-time, half-time,
less than half-time, withdrawn, graduated or deceased)

Currently-enrolled students may prohibit general

disclosure of this directory information by notifying the Records
Office in writing, specifying the categories to be withheld, within
ten (10) calendar days after the first scheduled class day of each
term.

The college will honor the request until the student
notifies the Records Office in writing of intent to allow release
of directory information. The student should carefully consider
the consequences of any decision to withhold any category of
directory information. Regardless of the effect upon the student,
Northeastern Junior College assumes no liability that may arise out
of its compliance with a request that such information be withheld.
It will be assumed that the failure on the part of the student to
request the withholding of directory information indicates the
student’s consent to disclose.

Any questions concerning the student’s rights and
responsibilities under the Family Educational Rights and Privacy Act
should be referred to the Vice President of Student Services.

AUDITING CLASSES

Auditing means participation without evaluation or receipt
of credit. An Audit/No Credit request form signed by the instructor
must be submitted to the Records Office by the last day to register
or add a course in any term. Students electing the audit option will
pay all required tuition and fees, meet all course requirements and
receive the no credit grade of (AU). An audited class may be retaken
at a later date for credit. The Colorado Opportunity Fund (COF)
stipend can not be used for audited classes.

The “AU” grade will continue to be included in the grading
policy. Auditis a registration status in Banner. “AU" is automatically
posted as the grade.

Students must choose the audit option by census date so that
colleges can reconcile the COF file. The COF stipend cannot be
used for “audit” courses. If students change to the audit status
following initial enroliment they will be responsible for the entire
in-state tuition, not just the student portion. Students should
consider the S/U grading option rather than audit because the COF
stipend will be eligible for S/U courses but not for audit courses.

CANCELLATION OF CLASSES DUE TO
LOW ENROLLMENT

The college may cancel classes due to insufficient enrollment
or other extenuating circumstances. Students enrolled in cancelled
classes will receive written notice of the cancellation. Refunds of
tuition and fees charged for that class will be made by the college
business office.

FACULTY AUTHORITY IN THE
CLASSROOM

Northeastern Junior College students are expected
to meet and exceed all standards of academic and personal
commitment as determined by the instructor of each class. The
faculty member sets the academic standards for each class taught,
and the student is expected to comply with the
following standards of classroom conduct and academic
experience.

DEMONSTRATED PREPARATION

All students must demonstrate the necessary preparation

(academic background and assessments) before enrolling in any
class or course of study.

CLASS ATTENDANCE

Learning is best served through regular and consistent

class attendance. Students are expected to attend all scheduled
meetings of each course and the encouragement of regular
class attendance remains with the instructor while the actual
responsibility remains with the student. Students may be
administratively withdrawn from a class for excessive absences.
Each course syllabi provides information on course attendance.
The following general attendance guidelines apply for all
students and all classes.

ATTENDANCE GUIDELINES

1.

Each class will have attendance procedures set
forth by that instructor. Self contained career and
technical programs may develop program
attendance procedures that apply to all courses in
the program.

Specific procedures for class attendance and

the effect that absences may have on daily

assignments, make-up work, examinations, and/or

course grades will be made available in written
form and given to enrolled students during the
first or second class meeting.

Class attendance procedures must be uniformly

applied to all students enrolled in a course.

Individual students should confer with instructors

on personal and specific attendance concerns

and conflicts. The determination and application

of attendance guidelines is the responsibility of

the faculty member.

Class attendance is the responsibility of the

student. The student should communicate to

each of his/her instructors regarding any
attendance situation that may affect course
assignments, exams, or grades.

Students serving on athletic or livestock judging

teams or as members of an approved college

club or extra-curricular activity, or students

enrolled in a class that is missed for a field trip or

college sponsored-performance, will be
considered “excused” by all instructors for the
duration of the travel. The college sponsor
advisor- coach should communicate the students
who will be participating. The students are
representatives of the college in these approved
instances.

a. Itisthe responsibility of the student to make
faculty aware of upcoming “excused absences”
for approved college activities and to assume
responsibility for completion of all assignments
during the excused absences.

b. Itis the responsibility of faculty sponsors,
coaches, or instructors involved in other student
travel to inform Department Chair and other faculty
members of students who miss classes because
of approved student travel. The notification of
students to be excused from classes should be
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distributed at least five (5) class days before
departure from class.

CLASSROOM CONDUCT

Each student is expected to arrive when or before
class begins and remain until the class is dismissed. Each student
is expected to bring only books and appropriate educational
materials into the classroom. The instructor must approve guests,
visitors and any small children present in the classroom. Any
student or visitor can be asked to leave if their presence creates a
hindrance to the learning process.

TEXTBOOKS, REQUIRED MATERIALS, SUPPLIES
AND EQUIPMENT

Each student is expected to purchase all the required
supplies and materials to meet the requirements of the course by
the second class session. Failure to do so may result in the student
being dropped or administratvely withdrawn from the class by the
instructor.

READING ASSIGNMENTS, WRITTEN AND
VERBAL REPORTS

Each student is expected to complete all reading assignments
as required. Each student will complete all written reports, writing
assignments and verbal reports as required.

SPECIAL ASSIGNMENTS

Special assignments for extra credit (if offered by the
instructor), make-up tests or assignments require instructor’s
approval.

TEST AND EVALUATION ASSESSMENTS

Each student will comply with all course evaluations as
required.

PLAGIARIZED MATERIALS, CHEATING OR
FALSIFYING AND ASSIGNED MATERIALS
AS ORIGINAL

Students are expected to produce original work. Any
material taken from another source must be properly
documented.

ACADEMIC INTEGRITY PROCEDURE

Northeastern Junior College students are expected to
maintain the highest standards of academic honesty and integrity.
Unless specified otherwise, all work submitted by a student is to
be the original creation of that student. Penalities for plagiarism*,
including self-plagiarism*, cheating, falsifying work or other acts
of academic dishonesty may include but are not limited to verbal
or written warning to the student, no credit or reduced credit for
an assignment, administrative withdrawal from the course, “F”
grade for the course, disciplinary probation, or expulsion from the
college.

*Plagiarism is defined as using the words, images, thoughts and
structural patterns of someone else’s work without giving credit
to the source through in-text citation and reference or work’s

cited page. Plagiarism also includes excessive use of quotations,

summarization and/or paraphrasing.

*Self-plagiarism is defined as a student’s resubmission of all or
part of a written, oral, or artistic work he or she has previously
submitted to another class. Self-referenced work must be pre-
approved by the instructor.

When a student commits an act of academic dishonesty, the
faculty member is required to meet with the student to discuss
the alleged violation of academic integrity and the evidence
available. Following the meeting, the faculty member decides on
the sanction to be given the student (e.g., no credit or reduced
credit for an assignment, “F” grade for the course, etc.). The
faculty member will report the incident to his/her Department
Chair. In the report, the faculty member should provide a brief
summary of the case, the evidence available, and the academic
sanction given.

After consulting with the student and instructor, the
Department Chair will place the student on disciplinary
probation. The student shall be notified in writing of this action,
and this action will be communicated to the Vice President of
Academics Services, the Vice President of Student Services, the
Director of Student Records, and the Office of Financial Aid. If
the student commits a second act of academic dishonesty, the
student will be placed on one semester academic suspension or
expulsion from the college. Any act of academic dishonesty may
also result in the student being required to complete a program
designed to educate that student about academic integrity and
associated issues.

Students who violate this policy have rights accorded to
them by the NJC Judicial System. Please refer to the NJC Student
Handbook, Section 5.11, for details.

A student who fails a course because of a violation of this
policy may retake the course. However, both the original “F”
grade and the new grade will be included in the student’s overall
GPA calculation. This is an exception to the Repeated Course
Policy.

Note: The Vice President of Academic Services will maintain
a list of all students who have been placed on disciplinary
probation. Each time the VP is notified of a student being placed
on probation by a Department Chair, he/she will review the list to
determine if it is the student’s second violation.

FACULTY AUTHORITY FOR THE
CLASSROOM EXPERIENCE

The Northeastern Junior College faculty member has the
authority to make immediate and preliminary evaluations of
a student’s academic progress in a class and related personal
conduct in the educational setting. This evaluation will be based
upon one or more of the above standards and the instructor
has the option of withdrawing a student from their class based
upon noncompliance with classroom conduct and academic
experience standards.

ADMINISTRATIVE WITHDRAWAL FROM A CLASS

An approved representative of the college reserves the
right to withdraw a student from a class, without a student’s
approval or signature, based upon documented and reasonable
information indicating, but not limited to, to the following:

(1) persistent and continued non-attendance for personal,
health, legal, or other reasons, to such an extent that passing
the course(s) is not possible; (2) disruptive and/or discourteous
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behavior in the classroom that continues to prevent other
students from obtaining an education; (3) course assessment that
indicates the student’s current level of skill performance does not
meet the course entrance requirements. (4) failure to obtain all
required supplies, materials, and textbooks.

Note: The approved college representative must complete
the required withdrawal forms within the college withdrawal
deadlines for class or classes and for that enrolled term. The
college will make every effort to communicate the Administrative
Withdrawal to the student. This act does not remove/defer or
reduce any incurred financial obligation due to the college.

. CCC ONLINE

COLORADO COMMUNITY COLLEGE ONLINE
(CCC ONLINE)

Colorado Community Colleges Online (CCCOnline) is comprised
of thirteen member colleges in the Colorado Community College
System (CCCS).

Through CCCOnline, students can earn fully accredited Associate
of Arts degrees, Associate of Science Degree, Associate of Applied
Science Degrees, and Certificates in various disciplines. The
degrees and courses available are fully accredited and recognized
by all member institutions of CCCS and are accredited by North
Central Association of Colleges and Schools.

Currently, CCCOnline offers over 275 courses in the following
certificate, degree emphasis and general education areas:
Accounting, Agricultural Business, Building Code Enforcement,
Business, Criminal Justice, Computer Information Systems, Early
Childhood, Education, Emergency Management Planning, Library
Technician, Occupational Safety, and Paralegal. New areas of
emphasis are continually being added.

Students can find more information by logging in at
www.ccconline.org, calling 1-800-801-5040 or scheduling an
appointment with your NJC academic advisor. Students must
complete all CCC Online course requirements via computer and
Internet-based study and communication.

interests. The work and study calendar varies by program and may
be adjusted as appropriate to individual interests, needs, or the
availability of work opportunities.

The NJC Program Coordinator or OJT instructor will
provide course objectives to the work centers. A weekly class
session will be held between student and instructor to review
assignments and course objectives. Cooperative Work Experience
students and instructors will follow the same procedures.

Work experience is an integral part of the following
career programs: Marketing Management, Nursing Programs,
Agri-Business, Early Childhood Professions, Production Agriculture,
and Equine Management. These courses have special credit hour
and clock hour designations.

MINIMUM CLOCK HOURS REQUIRED SEMESTER CREDIT HOURS
320 8
200 5
160 4
80 2

One credit will be given for each 40 contact hours of work.
COOPERATIVE WORK EXPERIENCE

Cooperative Work Experience offers an extension and
application of classroom instruction through the college and an
employer who supervises work experiences closely related to
the student’s educational and career plans. The student’s faculty
advisor, the department chair, and the coordinator of cooperative
education must approve job placement and credit allocation.

Cooperative Work Experience has special credit hours and
clock hour designations. A minimum of 40 clock hours of work
experience is required for each semester credit hour.

MINIMUM CLOCK HOURS WORKED SEMESTER CREDIT HOURS

. ACADEMIC DEGREE REQUIREMENTS
DEGREES & CERTIFICATES

The college offers the Associate of Arts, Associate of Science,
Associate of Applied Science, and Associate of General Studies
Degrees, and Certificates in individual career/technical and
general studies programs.

ON-THE-JOB TRAINING/CLINICAL TRAINING

These courses are available as supervised cooperative
education arrangements between the college and an employer.
The courses provide the students with work experiences, which
are relevant to their technical program and personal career

240
200
160
120
80
40
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CWE 187 indicates freshman cooperative work experience
enrollment and CWE 287 indicates sophomore enroliment. The
designation a.b.c. and d. indicates first, second, third, or fourth
enrollment in cooperative work experience per year.

Cooperative Work Experience credit may be applied toward
certificate or degree requirements with the following limitations:
1. A maximum of 8 semester credits may be applied

toward graduation requirements.

2. Cooperative Work Experience credits are general

electives and may not replace general education

requirements or required courses for a major.

Benefits to the student include:

1. Enhanced learning through practical work
experience related to the individual’s major area of
study.
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2. Work experience becomes a part of the student’s
permanent record (college transcript) and may be
valuable when seeking future employment.

3. The grades earned are included in the student’s
cumulative grade point average.

4.  Ahigh school fast-track student may enroll in
Cooperative Work Experience with the approval of
the student’s faculty advisor, department chair person,
the coordinator of cooperative education. This
approval must be granted prior to enroliment in
Cooperative Work Experience.

5.  Wages earned.

INDEPENDENT STUDIES

Independent study provides an opportunity for the
above-average student to do independent research in areas not
covered in the regular curriculum, or to explore in much greater
depth a topic covered in a class. Each independent study project
must be arranged in advance through a supervising faculty
member. The standard tuition charge will be assessed. A maximum
of four (4) credit hours may be applied toward graduation
requirements.

CREDIT FOR PRIOR LEARNING

Credit for prior learning, often referred to as non-college or
experience-based learning, is learning that has been attained
primarily outside the sponsorship of accredited post-secondary
institutions. The term “credit for prior learning” applies to
learning acquired from work and life experiences such as travel,
correspondence, extension courses, individual study, participation
in formal educational settings, and in-service training sponsored
by associations, business, government, and industry. Credit is
not awarded for experiences, but college level learning which
entails knowledge, skills and competencies which students have
obtained as a result of their prior learning experience. Credit for
prior learning may be granted by the following methods:

1. Transfer of credits from an accredited college
program, official transcripts.
2. Standardized tests, such as CLEP, Advanced

Placement, and other nationally recognized tests

for training, licensing and certification including ASE

testing for automotive technicians.

3. Institutional tests, as developed and approved by
each instructional area.

4. Educational experience in the Armed Services.

5. Portfolio assessment.

Northeastern Junior College awards credit for prior
learning through established procedures. All credit must meet the
specific standards for approved courses and relate to the student’s
educational program. A student seeking credit for prior learning
must contact the Counseling Office for a preliminary assessment
and specific standards for awarding credit, and understand all
colleges and universities reserve the right to accept or reject prior
learning credit in transfer.
Alternative Offerings:
A student having completed an ASE test and having the required
work experience may be eligible to receive Credit for Prior
Learning (CPL) and would be able to apply this towards their
Associate of Applied Science Degree. Refer to the “Academic
Information” section of the college catalog for more information.

COLLEGE TRANSCRIPTS

Official cumulative permanent records must be established
and maintained for all students who have been awarded credit
from prior learning experiences. Official NJC transcripts shall
designate all credit earned through the prior learning process, and
such credit shall be identified as special course prefix and number
and credit. All documentation used as a basis for credit awarded is
to be maintained by the NJC Records Office.

The Registrar and applicable faculty will evaluate prior
learning credit being transferred from a regionally accredited
institution.

PREREQUISITES

A prerequisite is a requirement - or its equivalent -
which must be met before a student is admitted into a course.
A prerequisite may be a specific high school course, another
Northeastern Junior College course or a demonstrated proficiency.
Prerequisites may be waived on the basis of diagnostic testing
and/or the recommendation of an appropriate faculty member or
Department Chair.

All students at the college are expected to demonstrate
proficiency in basic communication, mathematics and reading
skills necessary to be successful in college level courses. During
registration orientation sessions, basic skills are evaluated for
course advising and mandatory placement for success. Previous
educational records and diagnostic testing will also be considered
for optimum course selection and advising.

RESIDENT CREDIT

A degree candidate must satisfactorily complete a minimum
of 15 credits from Northeastern Junior College. For certificates at
least 25% must be completed in residence.

GRADUATION REQUIREMENTS

The catalog in use during a student’s first enrollment in the
college normally is used in determining completion of degree or
certificate requirements. The effective catalog may, however, be
no more than six years old at the time of graduation. A student
may elect to meet the requirements of any subsequent catalog
published during the six-year period including the current year.

A student who has a break in college enrollment of two
consecutive semesters or more, excluding summer semester,
must meet the program requirements of the catalog in use at the
time of readmission. Any previously completed Northeastern
Junior College occupational course work may be subject to an
evaluation of relevancy to any revised program. If the occupational
program in which the student was previously enrolled has been
discontinued, the student cannot re-enroll in that program.

The college reserves the right to substitute courses for
those no longer offered, to modify course content at any time, to
approve the substitution of one course for another in any program
or degree, or to waive any course prerequisite or co-requisite.

All lower division undergraduate credit hours awarded
within the prior ten years will apply towards the completion of
the graduation requirements. Credits more than ten years old
will receive careful consideration. The Registrar, in conjunction
with the Department Chairs of the respective academic divisions,
reserves the right to examine any courses more than ten years
old to determine their currency and applicability to existing
curriculum and programming before credit is accepted.
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GRADUATION APPLICATION

Students who expect to graduate must complete an
Application for Graduation by the beginning of their final
semester. Applications for Graduation are available in the Office
of Records, the advisor, and from respective Department Chair
Offices.

GRADUATION HONORS

Graduation honors recognize outstanding academic
achievement throughout a student’s academic career at the
home institution. The honors are awarded to students who
complete the requirements for an associate degree, complete
30 credits at NJC and earn a 3.5 or better cumulative grade point
average at the institution. Only college level courses completed
at the institution will be included in the GPA calculation. The
three levels of recognition are defined as follows and will be
posted on the student’s transcript.

Cum Laude (“with honor”) 3.50 to 3.749 Cumulative GPA
Magna Cum Laude (“with great honor”) 3.75 to 3.99 Cumulative GPA
Summa Cum Laude (“with highest honor”) 4.00 Cumulative GPA

. ACADEMIC EVALUATION
ACADEMIC STANDARDS OF THE COLLEGE

All policies pertaining to academic standards apply to
students who enroll in credit courses at Northeastern Junior
College, full-time, part-time, regular degree/certificate seeking
or special status. All students must maintain a cumulative grade
point average of 2.0 (C) and fulfill all course requirements in order
to graduate and receive a degree or certificate. Students not
maintaining the required grade point average may be warned or
suspended based upon their academic status. Academic progress
to maintain financial aid requires a minimum in both number of
credits and grade point average.

Faculty Authority - Professional - qualified faculty
are hired to facilitate learning by teaching each course and
making preliminary, ongoing and final evaluations of each
student’s progress. The instructor is the final authority on each
student’s learning progress and the assignment of final grades
for each course. Each faculty member is committed to teach the
course content, make individual and on-going learning
evaluations of each student and assign a final letter grade
based upon these evaluations. A Department Chair or Director
supervises each member of the faculty.

GRADE REPORTS - GRADES

Grade Reports - Final grades are posted by faculty
approximately two working days after the last day of the
semester or grading period. Final grades for any term shorter
than a semester should be posted by individual faculty. Final
grades for any term will be available either on an official college
transcript or an unofficial academic record only at the end of
each semester. The unofficial academic record can be accessed
by the student through “Access NJC” using the student’s PIN
number.

Grading System (Pass-Fail Option) - Student achievement is
evaluated in relation to the attainment of specific objectives of the
course. At the beginning of the course the instructor will explain
the basis upon which students earn grades. For the purpose of
the grade descriptions, “achievement” means successfully reaching
an identified level of knowledge or understanding, and “mastery”
means successfully reaching an objective level of competency in a
skill.

Veterans Administration regulations have prohibited certain
grading practices for veteran students. Each veteran student must be
aware of these regulations and conform accordingly. The following
summary specifies those grading regulations with which the veteran
must be in compliance.

INVENTORY OF COMMON GRADING SYMBOLS
(Implementation of Common Grade Symbols to be effective
Fall 2006)

A - Excellent or Superior

B - Good

C - Average

D - Deficient

F - Failure

I - Incomplete

S - Satisfactory

U -  Unsatisfactory

S/A - Satisfactory (A-Level) work in a developmental course

S/B - Satsifactory (B-Level) work in a developmental course

S/C - Satisfactory (C-Level) work in a developmental course

U/D- Unsatisfactory (D-Level) work in a developmental
course

U/F -  Unsatisfactory (F-Level) work in a developmental
course

W - Withdrawal

AW - Administrative Withdrawal (available as an individual
college option)

AU - Audit

Place Holders

SP - Satisfactory Progress
Z - Grade notyet reported
R - RepeatField

CPL -  Prior Learning Credit
CNG-  Conversion - No Grade

AU - Audit

By auditing a course, a student may participate in course activities,
but does not receive a formal transcript grade. Students mustindicate
intent to audit a course at registration or by the deadline listed in the
course schedule. Audited courses are not eligible for the College
Opportunity Fund stipend. Student will be responsible for the full
in-state or out-of-state tuition. Audited courses do not meet the credit
hour requirements for financial aid or veteran benefits and may not
be applied to certificates or degrees.

Course credits for which an AU is earned will not count in Attempted
Hours and Earned Hours. No Quality Points will be assgined, and there
will be no impact on either the Term or Cumulative GPA.

1 - Incomplete

The “Incomplete” grade is a temporary grade and is designed for
students who, because of documented illness or circumstances
beyond their control, are unable to complete their course work
within the semester, but have completed a majority of the course
work (defined as at least 75% of all course assignments and tests) in
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a satisfactory manner (grade C or better).

If circumstances beyond the student’s control prevent the student
from completing a test or assignments at the end of the term,
then it is the student’s responsibility to initiate the request for
an “Incomplete” grade from the instructor. The instructor will
determine whether the student has a reasonable chance of
satisfactorily completing the remaining course activities in a timely
manner.

In requesting an “Incomplete” grade the student must present to
the instructor the documentation of circumstances justifying an
“Incomplete grade”. Institutions will determine if electronic or paper
contract is required for incomplete grade.

The instructor will complete and sign an “Incomplete Grade
Contract”and will submit it to Student Services with final grades for
the semester. Student Services will send a copy of the “Incomplete
Grade Contract” to the student. Instructor must assign an
Incomplete Grade on the regular grade roster in a timely fashion.

Whether colleges utilize the paper contract or an electronic contract,
the student and instructor must satisfy the following:

1. Student Name (F, MI, L):

2. Student ID#:

3. Course Number and Section:

4. Reason for assigning a grade of incomplete
(statement of extenuating circumstances):

5. Work to be completed for removal of incomplete grade
(instructor should be very specific including the work
to be done and how the final grade is to be calculated):

6. Evidence of completion of 75% of the semester course
work:

7. Completion of a work plan that includes the following:

*What, when, and how assignments and tests

will be submitted to complete the course.

*The time period in which the work must be
completed.

If using paper contract/form, faculty must list default grade
and include appropriate signatures.

OR

If using electronic method, faculty will report the
incomplete grade through the institution’s online
student information system (e.g. Portal). At this time,
faculty can assign a default grade higher than an“F”and
designate a date by which the remaining work must

be submitted (this date will not extend past the
subsequent semester).

If using electronic contract, submission of an
Incomplete grade and default grade via the Portal
signifies that both instructor and student agree to the
conditions in the electronic contract.

9. Instructor Signature and Date.

10. Student Signature and Date.

8a.

8b.

Students are encouraged to let instructors know, as soon as possible,
if they are having difficulties with any part of the course. In the event
that a student and instructor cannot reach resolution concerning
an Incomplete, then the student should contact the Instructional
Officer of the college.

Military personnel and emergency management officials who are
required to go TDY in the middle of a term should contact their
instructor for special consideration. Documentation of official
TDY assignment is required and must be approved by the Chief

Instructional Officer.

Incomplete grades which are not converted to a letter grade by the
instructor after one subsequent semester (not including summer
semester) will revert to a F grade. If the student would have earned
a letter grade higher than a F without completing the work, faculty
should be encouraged to submit that higher grade before the
automatic conversion to F.

S/U Grading

Individual students will not be able to select the S/U grading option
for a couse that has been identified as a traditionally graded course
when using the self service features of Banner. A request for S/U
option must be submitted to the registration office prior to the first
day of class. NOTE: If individual students are permitted by college
procedure to choose an S/U option for a course, the college will
build two sections of the course - one for the graded section and
one for the S/U option.

No S/U courses may be applied to the AA/AS degree with the
exception of physical education courses. “S” and “U” will count in
attempted and earned credits, but will not carry any quality points.
Therefore, S/U grades will not be included in GPA calculations.

S - Satisfactory

The satisfactory grade is equivalent to a grade of “C or better”. The
course will countin attempted and earned credits, but will not carry
quality points.

U - Unsatisfactory

The unsatisfactory grade is equivalent to a “D” or “F” grade. The
course will count in attempted credits, but will not carry earned
credits of quality points.

S/A,S/B,S/C

These are satisfactory grades awarded only for developmental
courses. The A, B,and Cindicate the level of satisfactory performance.
These grades are not included in the GPA calculation. The course
will count for attempted and earned credits. These grades will also
be used for PED classes.

u/D, U/F
These are unsatisfactory grades awarded only for developmental
courses. The D and F indicate the level of unsatisfactory performance.
These grades are not included in the GPA calculation. The course will
count in attempted credits, but will not carry earned credits. These
grades will also be used for PED classes.

W - Withdrawal

The “Withdrawal” grade is assigned when a student officially
withdraws from a course. A withdrawal can only be processed during
the first 80 percent of the course. No academic credit is awarded.
The course will count in attempted hours. Faculty is required to
provide the last date of attendance for each student who is assigned
this grade.

Last Date of Attendance

Faculty is required to provide the last date of attendance for each
student who is awarded an F or U/F grade. In addition, if faculty
assign a W then last date of attendance is also required. Faculty who
administratively withdraw a student must provide the last date of
attendance or academic activity.
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Place Holders SUBJECT GRADE  CREDITS X GRADE QUALITY
POINTS POINTS

SP - Satisfactory Progress English B 3 X 3 =9

This symbol is limited to certain approved courses that extend Band F (M X 0 =0

beyond the end of a normal semester. No academic credit is awarded Biology D 4 X 1 =4

until the course is completed. Spanish C 5 X 2 =10
History A 3 X 4 =12

Z - No Grade Submitted Total 16 35

The grade of “Z"is a temporary grade entered by the Registrar when

a grade is not received from the course instructor. The“Z” gradeis ~ Total Credits Attempted - 16

replaced and credit is awarded upon the Registrar’s receipt of the ~ Total Credits Earned ~....... 15

grade.

R - Repeat Field

The Repeat Field on the transcript will be marked I - Include in
hours and GPA calculation, A - Exclude from earned hours and
GPA calculation, or E Exclude from earned hours but count in GPA
calculation.

CCC ONLINE GRADING SYSTEM

The following grading system is approved by the
Community Colleges of Colorado for online courses.

GRADE QUALITY POINTS
A 4
B 3
C 2
D 1
F 0

S (Satisfactory) No Quiality Points (“S” grade of C or better
- no impact on GPA)
« Approved only for selected, approved courses
« A request for the S/U option must be submitted to the
registration office prior to the first day of class.
» No S/U course may be applied to the AA/AS degree
with the exception of physical education courses.
U  (Unsatisfactory) No Quality Points
| (Incomplete) None (75% of the course work must
be completed with a grade of “C" or better within a time
period equivalent to one semester after the end of the class.)
W  (Withdrawal) None (Must be issued prior to 80% of
course duration. Can be initiated by either the student or
instructor.)
AU  (Audit) None (Must be issued prior to 15% of class duration.
Student initiated only —“W"” has no impact on GPA.)
Z None (No grade reported)

Grade Point Average Calculations. The College
employs a system of grade points for rating the student’s
scholastic achievement. The following point scale is used: A - four
points for each credit; B - three points for each credit; C - two
points for each credit; D - one point for each credit; F - 0 points for
each credit.”S”and “U” will count in attempted and earned credits,
but will not carry any quality points. Therefore, S/U grades will not
be included in GPA calculations. The following example illustrates
how grade points are calculated.

Grade Point Average ... (35 divided by 16) = 2.1875

The cumulative average is obtained by dividing the total
number of quality points accumulated at a given time by the total
number of credits undertaken while they are being earned.

Physical education activity classes, although required, do
not have grades computed in the academic grade point average.
Grades earned in college preparatory courses are not computed in
the academic grade point average.

Grades awarded for developmental courses (as defined by
CCHE as Basic Skills courses) will not be included in a student’s
grade point average (GPA). Grading for developmental courses
will utilize the developmental grade mode (S/A, S/B, S/C, U/D, U/F).
The credits will count toward earned and attempted credits. GPA's
for term recognition such as President’s List, VP List and Dean’s List
will not include developmental courses in the calculation.

MID TERM ASSESSMENT

All students are assessed near the middle of each term.
This academic assessment provides the student with a midterm
grade review to plan needed improvements before final exams.
All students assessed at a D or F grade level may be contacted for
referral to the Counseling Services or Comprehensive Learning
Center.

FINAL EXAMS

Final exams are held in all subjects according to the
published schedule. No examinations should exceed two hours
in length. Should any unusual circumstances develop requiring
a special examination at a time other than the scheduled time,
special authorization must be approved by the Department Chair
and instructor involved.

SCHOLASTIC HONORS

Northeastern Junior College promotes and encourages
scholastic achievement. Students who achieve a Term Grade
Point Average (TGPA) of 3.75 or higher while carrying a minimum
of twelve credits within one semester will be listed on the Vice
President’s List. Students who achieve a TGPA of 4.00 while
carrying a minimum of twelve credits within one semester will
be listed on the President’s List. This honor roll is published each
semester. Students with incomplete grades for the semester
are not eligible. S/U grades and grades for Developmental
Education coursework are not included in the Grade Point Average
Calculation. Students must complete a minimum of 12 eligible
credit hours in the term to be considered for Term Academic
Honors.

Athletic Scholastic Honors are given to students carrying
a minimum of twelve credits with a cumulative grade point of
3.5 and participating in athletics. Each scholastic honors athlete
receives a certificate denoting this achievement.
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DUE PROCESS FOR GRADE CHANGE

Purpose. A final grade must remain a professional educational
decision made strictly by the faculty member and must have the
complete support and backing of the college. The integrity of the
academic standards of the college depends upon the grading
procedures of the individual faculty member. A change of a final
grade results from a personal and private appeal from the student
to the faculty member. The intent of the following procedures is
to keep the ultimate control of the final grade with the faculty
member and to protect the faculty member and the college from
requests that do not meet a minimum standard. The baseline of
a grade change request should involve unusual and mitigating
circumstances to allow the faculty member to reconsider the
decision involving a final grade in question. The following
conditions and procedures are required for any grade change
request.

REQUIREMENTS FOR A GRADE APPEAL

1. The student must have written academic materials
or written information that supports an appeal. This
information must be material that the faculty
member could have, by some error, misplaced,
overlooked or not included in the final grade. Other
materials that assist an appeal would be schedule
modification forms or withdrawal from college
forms.

2. The appeal must be based upon documented
material and not a challenge to the judgment of the
faculty member.

3. The appeal must be initiated within ten (10) college
workdays after the start of a new grading semester.
Summer is considered a grading semester.

An appeal requested ten days after the first class
day of the next semester will not be considered.

4. Theinstructor of record for the class must be a
continuing full-time or part-time employee of the
college. If the instructor of record is no longer an
employee of the college, then an appeal for a
grade change can only be resolved through a
Department Chair.

5. Only the student who has unusual and mitigating
circumstances for the request may initiate the
appeal. Other parties may assist but cannot make
the appeal or present materials for the student.

CONDITIONS OF A GRADE APPEAL
(FINAL GRADE ONLY)

Conditions for a grade change appeal include but are not
limited to the following examples.
1. The grade was the result of a mistaken identity, or a
student was given a grade that was intended for
another student.
2. Theinstructor inadvertently recorded the wrong
grade for an assignment or failed to record a grade
for a test, paper, or project. The student subsequently
produced the original assignment or paper or test results
for re-consideration.
3. The grade was based upon the criteria of
attendance and the student documents claims to
have attended the class sessions as required, but
the instructor has attendance records that are
different from the student’s records.

GRADE APPEAL PROCEDURES
INFORMAL RESOLUTION

The student should request a private discussion with
the instructor to present the reasons for an informal resolution
to the grade change request. The instructor can make the grade
change or reject the request without any further action, no written
response is required.
1. Aninformal resolution by the instructor must be
completed within ten (10) days of the student’s
initial request. A non-response within ten days by
the instructor of record is considered a rejection of
the appeal, unless the instructor of record is
unavailable.
2. If the student feels the decision by the instructor of
record was un-fair and was not based upon current
college grading practices, then a request for a
formal resolution can be filed.
3. If the college no longer employs the instructor of
record, the Department Chair will review the appeal and
determine the resolution. No other action is available after
the Department Chair and Academic Vice President have
reviewed the grade change request if the instructor of record
is no longer employed by NJC.

FORMAL RESOLUTION FOR A
GRADE CHANGE REQUEST

A Formal Resolution can occur, but is not limited to,
the following. (1) If a student has attempted an Informal
Resolution with the instructor of record and feels that
additional impartial staff need to review the appeal. (2) If the
student prefers not to seek an informal resolution with the
instructor for whatever reason and wants impartial staff to review
the appeal.

PROCEDURES FOR A FORMAL
GRADE CHANGE APPEAL

1. The student can appeal the decision of the
instructor by obtaining a Grade Change Petition
from the NJC Records Office. The Grade Change
Petition must be initiated within the first ten (10)
days of the next grading period; copies of the
petition will be filed with the Records Office, the
Instructor and the Department Chair. If an informal attempt
has been made, the ten-day limit will begin after an
informal resolution has been tabled or denied.

2. The Registrar will review the appeal and research
the files for materials pertaining to the class and
grade involved. The record staff will forward all
findings to the instructor of the course and to the
Department Chair. The Instructor will provide all grading
materials to the Department Chair pertaining to the student
and grade involved. Materials from both the Records
Office and the Instructor will be forwarded to the
Department Chair within five (5) days of the request.

3. The Department Chair will review all material relating to
the appeal and review the best possible resolution with
the Instructor. Based upon the Department Chair’s review
of all related materials, personal interview of the Instructor
and possibly the student, the Department Chair will
respond to the Grade Appeal. The Department Chair
will give a written response within ten (10) days after
receipt of the materials.
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4. The student may appeal the Department Chair’s decision
to the Vice President of Academic Services. This appeal
must include the Grade Change petition and significant and
mitigating reasons for the continued appeal. The Vice
President of Academic Services will confer with the
President and will respond in writing within ten (10) days of
receiving the Grade Petition.

5. The student may appeal the President’s decision to a
President’s Academic Hearing Board. This board
appointed by the President will consist of three (3)
faculty representatives, two (2) professional staff and three (3)
students — could be ASG Officers or ASG Senators. The chair
of the President’s Academic Hearing Board must be selected
from the membership to insure an Impartial Decision.
This appeal must include the Grade Change Petition and
significant and mitigating reasons for the continued appeal.
The Hearing Board will forward a response to the President
within ten (10) days of receiving the Grade Petition. The
President will respond to the student’s appeal within five (5)
days of receiving the Hearing Board'’s recommendation. The
President’s response is final.

. ACADEMIC STANDARDS

Application

For students who have completed fewer than 9 credit hours,
the college will monitor satisfactory progress through an Academic
Alert process. These students are not subject to Academic
Standing.

Academic Standing applies to all students who have
attempted 9 or more credits at a CCCS college, regardless of the
number of term credits they attempt from that point forward.
Academic Standing shall be applied consistently and uniformly
within each CCCS institution. All colleges will determine Academic
Standing following the posting of the majority of term grades for
each semester. Students placed on probation or suspended will be
notified of their status. Suspended students will not be allowed to
attend any CCCS college in the subsequent semester/s unless an
appeal is approved. Academic Standing status will be noted on the
advising, official, and unofficial transcripts. The Academic Standing
of a student is not specific or limited to the home institution; it
does impact a student’s enroliment at other CCCS colleges.

Principle
Designates a practice for measuring and notifying students of
their academic standing.

Guideline

Recognizing the value of measuring academic progress for
all students, the Colorado Community College System (CCCS)
has established the following practice and procedures for
measuring and notifying students of their academic standing.
This procedure is intended to be informational and helpful, but
also establishes clear standards of academic progress that must
be met and maintained in order to be a successful student in our
colleges. CCCS colleges are encouraged to devise and implement
appropriate Academic Alert strategies early in the term to assist
students who are experiencing academic difficulties. A student’s
academic standing at one college will impact academic standing
at another CCCS college.

Definitions:

Only college level classes will be used to calculate term and
cumulative GPA's. This includes summer term courses.

Only courses taken “in residence” will be used for this
procedure; “In residence” means taken at the student’s home
institution. Courses taken elsewhere and transferred in do not apply.
The GPA calculations for this procedure may not match those used
for financial aid purposes or athletic eligibility.

Cumulative Grade Point Average will be abbreviated as CGPA.

Term Grade Point Average will be abbreviated as TGPA.

Practice Standards:

Initial Standing
Student has attempted fewer than 9 cumulative credit hours with a

CGPA => 2.00 for all classes completed.

Academic Alert
Student has attempted fewer than cumulative 9 credits with a CGPA
< 2.00 for all classes completed.

Good Standing
Student has attempted at least 9 cumulative credit hours and has a

CGPA => 2.00 for all classes completed.

Probation
Student has attempted at least 9 cumulative credit hours and has a
CGPA < 2.00 for all classes completed.

Returning to Good Standing

By the conclusion of the Academic Probation term, the student must
raise their CGPA to at least 2.0. If this condition is met, the student
returns to Good Standing.

Probation (Continuing)

If a student on Academic Probation earns a TGPA of at least 2.00 for
all classes attempted during the term, but fails to raise their CGPA to
at least 2.0 for all classes attempted, the student will be allowed to
attend the next term, but will remain on Academic Probation.

Suspension
If a student on Academic Probation earns a TGPA of less than 2.0 for

all classes attempted, the student will be suspended and will not be
allowed to enroll at any CCCS college for the next term, excluding
summer term (as summer term may not be used as a “suspension
term”).

Suspension Rules:

« Summer term may not be used as a “suspension term”.

« Summer term may be used to remediate (improve) the GPA. If
a student wishes to enroll for summer term after being
suspended, they will need to follow their home
institution’s process.

« Initial suspension is for one term, excluding summer term.

« A second suspension is for two terms, excluding summer term.

«If a student, who has served the suspension time for initial
suspension or second suspension, wishes to return, the
student will be allowed to re-enroll only after meeting
with an academic advisor at the CCCS college that the
student wishes to attend. The student will be placed on
Academic Probation.

« A third suspension is for two full years, or 4 academic terms
excluding summers.

«If a student, who has served the third suspension time of two




ACADEMIC INFORMATION

29

years, wishes to return, the student must meet with an advisor
from the CCCS college the student wishes to attend in order to
get their suspension hold removed.

Suspension Appeals:

- Students may appeal their suspension based on procedures
identified in the NJC Academic Standards Handbook.

- If the student’s suspension appeal is approved, the student
will be placed on Academic Probation.

- If the student’s suspension appeal is not approved, the
student may be dropped from all courses registered for in
upcoming terms at their home college. Students are
ultimately responsible for their enrollment and need to check
their enrollment schedule for accuracy.

« The student needs to check with NJC Student Scervices
regarding enrolling for summer term classes.

Academic Appeal Procedure. Any student who is suspended
for the next enrollment has the right to appeal. The following
procedures will be followed.

After notification of suspension, the student must write a
letter for reconsideration of this action to the Chair of the Academic
Standards Committee requesting to be re-admitted on academic
warning, stating all reasons for this consideration. This letter must
be received seven (7) days prior to the next registration day.

The student’s parent or guardian (if student is a dependent)
must write a letter supporting this appeal, stating reason for their
support. This letter must be submitted seven (7) days prior to the
next registration day.

The Academic Standards Committee will review the student’s
academic record and letters of appeal. Based upon the committee’s
consensus, the chair will inform the suspended student in writing
if re-admittance is approved or denied. The Academic Standards
Committee can require a re-admitted student to take a certain
course load, take the success seminar, assign counseling or study
skills. Weekly progress checks can also be part the re-admittance
requirements.

Any re-admitted student who shows no academic progress
(more than two D or F grades at midterm) based upon the mid-
term report of the re-admit term will be administratively withdrawn
and placed on two (2) semester suspension.

. CREDIT COMPLETION STANDARDS

Application

For students who have attempted fewer than 9 credit hours,
the college will monitor credit completion through an Alert
process. These students are not subject to the Credit Completion
Progress guideline.

Credit Completion Progress standards apply to all students
who have attempted 9 or more credits at a CCCS college, regardless

of the number of term credits they attempt from that point forward.

Credit Completion Progress standards shall be applied consistently
and uniformly within each CCCS institution. All colleges will
determine Credit Completion Progress standards following the
posting of the majority of term grades for each semester. Students
placed on warning 1, warning 2 or warning 3 will be notified of
their status. Credit Completion Progress status will be maintained
in the student information system. Students placed on a warning
status will be notified via their college portal. Colleges may choose
to notify students of their status via other methods as well. The
Credit Completion Progress status of a student is specific to the

home institution and does not impact a student’s enrollment at
other CCCS colleges.

Principle
Designates a practice for measuring and notifying students
of their credit completion rate.

Guideline

Recognizing the value of credit completion for all students
with regards to retention, transfer and credential attainment, the
Colorado Community College System (CCCS) has established the
following practice and procedures for measuring and notifying
students of their credit completion progress. This procedure is
intended to be informational and helpful, but also establishes
clear standards of credit completion progress
that must be met and maintained in order to be a successful
student in our colleges. CCCS colleges are encouraged to devise
and implement appropriate Alert and Retention strategies with
regards to credit completion progress.

Definitions:

Credit Completion Progress: Will include all credit bearing
classes (developmental and college level) will be used to calculate
the percent of attempted credits passed. This includes summer
term courses.

Only courses taken “in residence” will be used for this
calculation; “In residence” means taken at the students home
institution. Courses taken elsewhere and transferred in do not
apply. The credit completion rate for this procedure will not
necessarily match those used for financial aid purposes or athletic
eligibility.

Grades considered to be passing when computing the
percent of attempted credits passed are as follows: A, B, C, D, S/A,
S/B,S/C,and S.

Grades considered to be failing when computing the percent
of attempted credits passed are as follows: |, F, U/D, U/F, W, and
AW.

Course Completion Rate is calculated by dividing the
total attempted credits by the number of credits successfully
completed as per the definitions above.

Practice Standards:

Initial Standing

Student has attempted fewer than 9 cumulative credit hours will
not be assessed for credit completion.

Good Standing

Student has attempted at least 9 cumulative credit hours and has
a cumulative course completion rate of at least 50%.

Warning 1

Student has attempted at least 9 cumulative credit hours and has
a cumulative course completion rate of less than 50% for the first
time.

Warning 2

Student has attempted at least 9 cumulative credit hours and

has a cumulative course completion rate of less than 50% for the
second time.

Warning (Continued)

If a student on Credit Completion Probation passes 50% or more
of their attempted term credits, but fails to raise their cumulative
completion rate to 50%, they will be allowed to continue the next
term, but will remain on Credit Completion Probation.

Warning 3

Student has attempted at least 9 cumulative credit hours and has
a cumulative course completion rate of less than 50% for the third
time.
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Warning Rules:

« Students on Warning 1 will receive a communication
regarding their credit completion status and will be given
information on resources, best practices, etc.

« Students on Warning 2 will receive a communication
regarding their credit completion status and will have a credit
completion hold (which will impact registration) placed on
their student account at their home college. The student will
not be able to make any changes to their student account
until they meet with an advisor.

« Students on Warning 3 will receive a communication
regarding their credit completion status and will have a credit
completion hold (which will impact registration) placed on
their student account at their home college. The student will
not be able to make any changes to their student account
until they meet with an advisor. The college reserves the right
to limit the number of credit hours that the student may take
when a student is on Warning 3 status.

ACADEMIC ASSISTANCE - FULL TIME STUDENTS

All full-time students (enrolled in more than 12 credits)

placed, continued, or re-admitted on Academic Warning are
required to do the following:

1.

The student will be scheduled for up to eight (8)
weekly success appointments or enroll in a
student success seminar as determined by the
counseling staff.

2. The student will be assigned to weekly study skills
assistance in the Comprehensive Learning Center
with tutors or help sessions as determined by
counseling/or study skills evaluation.

3. The student will continue the counseling

appointments and study skill assistance in the
Comprehensive Learning Center if academic
progress is not sufficient by mid-semester.

ACADEMIC ASSISTANCE - PART TIME STUDENTS

All part-time students (enrolled in fewer than 12

credits) placed, continued, or re-admitted on Academic
Warning are required to do the following:

1.

Consult an academic advisor or counselor to review
the student’s academic transcript and plan tutorial
or personal assistance before completing
preregistration for additional classes.

2. Receive an academic advisor’s or counselor’s
approval to enroll in any classes while on academic
warning.

3. Part-time students from outreach sites, evening or

day enrollment are encouraged to seek weekly
progress appointments with a counselor, enroll in a
student success class or request tutorial and study
skill assistance at a convenient place and time.

SATISFACTORY PROGRESS - FINANCIAL AID

Because of increased demands from the public and

from federal and state authorities, regulators are placing

increased accountability standards on colleges and
universities. One of these standards is a satisfactory
academic progress policy for financial aid recipients.

The policy monitors three different aspects of a student’s
academics: 1) Course Completion Standards, 2) Qualitative

Standards and 3) Quantitative Standards. Summaries of
NJC’s standards are listed on page 24.

ACADEMIC PROGRESS - SUMMER TERM

A first year student on academic suspension, regard-
less of when the suspension was instituted, may enroll for
the summer term. If the student on academic suspension
achieves above 1.50 grade point average for the summer
term, earning 5 credit hours or more, the suspension will be
changed to academic warning. The student could continue
the next academic term on academic warning.

ACADEMIC ASSESSMENT PROGRAM

General education at Northeastern Junior College leads
students to career, technical and transfer competencies.
The skills and abilities developed through general studies
enable students to pursue personal, professional and
academic goals. Student learning is designed to enhance
four core competencies identified by the Assessment
Steering Committee at Northeastern Junior College:
Communication, Critical Thinking, Technology, and Ethics/
Diversity/Globalization. Therefore, students who graduate
from NJC will demonstrate proficiency in the following core
competencies:

Communication
Graduates will demonstrate the ability to read, write,
and speak effectively.

Upon completion of their course of studies, students will be
able to effectively express and exchange thoughts, opinions
and information both orally and in writing. The successful
student will be able to:

*  Construct effective written and oral
communications using content, organization and
delivery techniques that convey accurate, concise
and complete information appropriate to topic,
audience, occasion and purpose.

*  Create written communications using grammar,
sentence structure, mechanics, spelling skills
and content appropriate to defined standards or
criteria.

*  Adapt listening behaviors to provide
accommodation to the listening situation and
offer appropriate and effective feedback.

Critical Thinking
Graduates will demonstrate the ability to interpret,
evaluate, and analyze and synthesize information.

Upon completion of their course of studies, students will be
able to examine and utilize reasoning strategies in order to
select, apply and evaluate evidence in multiple disciplines.
Students will be able to reason and draw logical conclusions
from numerical information. The successful student will be
able to:

*  lllustrate basic mathematical functions, i.e.
addition, subtraction, multiplication, and division;
estimate and judge the reasonableness of
numerical results, and think proportionally, and
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analyze statistically.

*  Interpret and apply data in various forms, e.g.
charts, graphs.

*  Formulate solutions to problems by separating
information into component parts, determining
the relevancy of data, evaluating facts and
inferences and recognizing logical fallacies in
reasoning.

*  Evaluate alternative viewpoints, arguments and
belief systems.

*  Gather and assess relevant information after
generating vital questions and problems.

Technology
Graduates will demonstrate the ability to use
technology to achieve educational objectives.

Upon completion of their course of studies, students will be
able to make use of various technology-based applications.
The successful student will be able to:

*  Investigate and use technology to access informa-
tion and to assess its reliability.

*  Construct completed work that demonstrates
competency in the operation of applicable
equipment and software in various programs of
study.

*  Utilize technology to complete various tasks
applicable to lifelong skills of communication and
critical thinking, thriving in a global community.

Ethics / Diversity / Globalization
Graduates will demonstrate the ability to recognize
diversity and their individual roles in acknowledging
the increasing globalization of their world. Graduates
will demonstrate the ability to analyze and accept
responsibility for personal behaviors and interactions
that reflect individual and societal ethical standards
and values.

Upon completion of their course of studies, students will be
able to recognize and respect the importance of diversity
as they work cooperatively in a group setting on situations
and issues that affect the common welfare and one’s own
welfare in relationship to others. Students will be able

to identify characteristics of ethical behavior and define
qualities that signify the integrity of a project, person or
society. The successful student will be able to:

*  Analyze the divergent views of others and to
interpret behaviors without making stereotypical
or prejudicial judgments.

*  Analyze and accept responsibility for personal
behaviors and interactions that reflect individual
and societal ethical standards and values.

*  Determine appropriate ways to work respectfully
in both leadership and followership roles with
people of various capabilities and orientations in
order to appreciate the integrity and uniqueness
of interactions among diverse social and cultural
groups.
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Student Services at Northeastern Junior College provides a
variety of essential services, programs and learning support
for all students and staff. Student Services provides the

“out of class” support and personal, social environment to
enhance academic and personal achievement. Student
Services programs develop student access to programs of
leadership, residence halls, athletics, intramurals, counseling
and health services, financial assistance, student activities and
student government. The college encourages and promotes
participation and utilization of the following activities and
services.

STUDENT SERVICE CAMPUS LOCATION/PHONE

Vice President Student Services:
Policy development, student judicial affairs, staff
supervision, enrollment management. and student
advocacy.
Hays Room 120, extension 6657
Activities:
Associated Student Government (ASG), Campus
Activities (CAB), Senate, all student programs
and campus activities.
Hays Student Center Room 120, extension 6655
Admissions:
New student admitting process, campus visits.
Hays Student Center Room 137, extension 7000
Student Success Center:
Advising, counseling, career planning, Peer Helpers,
Ombudsman, LEARN, Assessment Test for Placement,
Credit for Prior Learning, concurrent enrollment.
Hays Student Center Room 132, extension 6663
Financial Aid:
Student financial assistance, scholarships, grants,
loans, work study.
Hays Student Center Room 116, extension 6751
Food Service:
Contracted operation for cafeteria.
Hays Student Center, Pete’s Retreat - snack bar
Phone - 522-9063
NORTHEASTERN Residence Life:
Residence hall contracts, meal plans, room
assignments, and residence hall activities.

To be Colorado’s premier two-year Hays Student Center, Room 120, extension 6608

. Intramurals:
CO”ege Of cl.wlce thrqugh Fall, winter, spring activities for all students.
excellence in education. Bank of Colorado Events Center, extension 6614
Records:

Registration/add/drop/withdraw of courses, grade

processing, official transcript issuing, graduation/

commencement, transfer credit evaluations, graduation

evaluations, major changes.

Hays Student Center Room 116, extension 6700
Bookstore:

Textbooks, supplies, clothing, gifts

Hays Student Center Room 127, extension 6678
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. RESIDENCE LIFE - HOUSING

Residence Halls

Each residence hall is under the leadership of a
professional Residence Hall Director and a paraprofessional
Resident Assistant staff. The staff is carefully selected and receives
extensive training. Together they provide a living/learning
community, whereby each resident has the opportunity to make
new friends, grow individually, and receive support for their
academic endeavors.

Residence Life Policy. All first-year students with
fewer than thirty (30) semester credit hours earned are
required to live in the residence halls for two semesters
or until thirty (30) semester credits are earned. First-year
students who are exempt from housing policy are:

1. Over twenty-one years of age

2.  Married

3. Have minor dependent children

4. Commuting to NJC from a parent or

grandparent’s residence within a 60-mile radius.

Contract. The Residence Hall Contract, from the
beginning date of the contract period, binds the resident to the
length of contract selected; thirty-two (32) weeks required for
first-year students and eight (8), sixteen (16) or thirty-two (32)
weeks are optional choices for sophomore students. All students
residing in the residence halls are required to purchase a meal
plan in conjunction with the Residence Hall Contract. Students
may choose between the following seven-day meal plans:
ten(10) meals plus 150 flex points, fourteen (14) meals plus 100
flex points or nineteen (19) meals plus 50 flex points. Second year
students may also choose between block meal plans that last
the entire semester. Seventy five (75) block meals plus 150 flex
points and one hundred (100) block meals plus 100 flex points are
those options. Off-campus students may purchase meals daily or
purchase a prepaid meal ticket.

Room Assignment Policy. All residents are required to
pay a $125.00 room deposit, complete a contract to reserve
accommodations and Colorado law requires college students
born since January 1, 1957, to be immunized against measles,
mumps, and rubella. All students, under the age of 19, must
show proof of immunity if they attend a college or university with
on-campus housing.

For all public or nonpublic postsecondary education institutions
in Colorado, the state law requires that each incoming freshman
student residing in student housing, as defined by the institution,
or any student who the institution requires to complete and
return a standard certificate indicating immunizations received
by the student as a requirement for residing in student housing,
be provided with information on meningococcal disease. If the
student is under the age of 18 years, the student’s parent or
guardian must be provided with this information.

Each institution must require each new student who has not
received a vaccination against meningococcal disease, or, if the
new student is under the age of 18 years, the student’s parent or
guardian, to check a box and sign to indicate that the signer has
reviewed information on meningococcal disease and has decided
that the new student will not obtain a vaccination against
meningococcal disease.

Returning residents are given first consideration in the room
assignment process. New residents are assigned to rooms and
halls according to the preferences on their application. All
requests for specific room assignments will be granted on a first-
come first-served priority. If the initial requested room/hall cannot
be granted, the housing office will attempt to accommodate
the student’s second room/hall preference. Students in need
of housing after all available rooms have been reserved will be
placed on a“waiting list”and will be contacted as rooms become
available. Priority will be given to students at the top of the
waiting list without transportation.

Contract Release. The Residence Hall Contractis a
legal and binding document for services rendered or reserved.
The Department of Residence Life realizes, however, that
circumstances may change once students move into the
residence halls, and for this reason, the following guidelines will
govern a contract release request:

+ Medical: The student has developed a specific medical
situation which prevents him/her from fulfilling the terms
of the contract. A medical verification which specifically
states the nature of the medical situation and why it
contributes to the student’s contract release request must
be supplied by a health care professional (on doctor’s
letterhead with signature) and must accompany all
requests for a release based on medical reasons.

« Financial: The student’s financial situation has undergone
an involuntary change which was beyond the control of
the student when he/she first signed their Residence Hall
Contract. For all financially related requests, the Financial
Aid Office must supply a Student Financial Profile.

« Extenuating Circumstances: These include situations, other
than financial or medical, which the student feels warrant
a release from their contract. Examples of extenuating
circumstances include an upcoming marriage, a
counseling related issue, etc.

Students who move out without meeting with the Director
of Residence Life & Student Activities, or without meeting the
contract release guidelines will forfeit their damage deposit and
one half of their housing fee. There will be no room refunds after
eight weeks of the semester.

Refunds of Room Deposits. Housing deposits of $125.00
will be refunded only in accordance with the following procedure:
1. Full refund will be granted if notice of cancellation is
postmarked and mailed to the NJC Department of Residence
Life Office by July 1 for the fall semester or 30 days.
2. Full refund for spring semester is allowed if the same
procedure is followed on or before December 1 or 30 days.

Food Services. The college has one main cafeteria
that seats three hundred diners with the option of banquet
facilities up to four hundred and fifty in the Student Center
Ballroom. The college contracts the operation of the food
services to a private company; currently the vendor is Sodexo.
Northeastern Junior College requires all student residents
to contract for a meal or board plan while living on campus.
Students can select from five meal plans to meet their individual
dining needs as well as eat in Pete’s Retreat, a fast food facility also
under the food management contract.

Each student is issued a photo ID that has his/her meal plan
encoded, the ID card gives the student access to the cafeteria for
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the meals selected. The cafeteria is open the days the residence
halls are open and closed for the major breaks such as between
semesters and spring break.

The food service company strives to serve the student with a
variety of menus, quality service and unlimited seconds for most
meals. Special catering is available upon request for any location
on campus. Purchasing food catering or food service from food
vendors other than the contracted food service company is
prohibited.

Academic Standard for Returning Residence Hall Students
Returning students wanting to reside in the residence halls must
have at least a 2.0 CUM GPA. Incoming freshmen will have a year
to show sufficient academic progress for continued residence on
campus.

ASSOCIATED STUDENT
GOVERNMENT

All students are encouraged to participate in student clubs
and organizations for their personal growth and recreation. The
Hays Student Center has student designated areas of: Legislative
Chambers, Student Government Office, and various meeting
rooms and lounges. Northeastern Junior College recognizes
the satisfaction and the contribution to personal and social
development, which come from participation in group activities
outside the classroom. The central control system of student
activities is placed in the hands of the students through their
duly elected representatives in the Associated Students of
Northeastern Junior College which includes all students and
operates under a constitution adopted by students.

ASSOCIATED STUDENT GOVERNMENT (ASG)

Membership includes every member of the student
body. Associated Student Government of Northeastern Junior
College is headed by officers who are elected by the student body
and functions through representatives of the academic divisions
and chartered organizations. Any member of the Associated
Students of Northeastern Junior College is welcome to attend
the weekly meetings of ASG and may participate in the business
meeting. ASG concerns itself with student affairs and campus life.

CAMPUS ACTIVITIES BOARD (CAB)

The Campus Activities Board is composed of
representatives from all organizations on campus and is chaired
by the second vice president of the ASG. This board correlates
campus activities and allocates student activity funds set aside by
Student Senate for campus life.

STUDENT SENATE

The Student Senate is composed of full-time students
elected proportionally from the academic and occupational
divisions of the college and headed by the first vice president of
ASG. Its responsibilities include legislation concerning all students
and allocation of student activity funds to Campus Activities
Board for student activities and all other expenditures, including
publications and special requests.

CONSTITUTION COMMITTEE

The College Constitution Committee rules on all questions
concerning the student constitution and bylaws. The members
are appointed by the President of ASG and confirmed by the
Student Senate. Students also have an opportunity to participate
in all-campus committees, which include students as voting
members. Among these are the College Hearing Board, Academic
Standards Committee and Food Service Committee. The
organizations listed have been active in recent years. Interested
students under authorized constitutional procedures may start
additional organizations each year.

CHARTERED STUDENT
ORGANIZATIONS

Aggies. (Post Secondary Agriculture Students)
Contact Person: Kelly Huenink 521-6782/Larry Pollart
521-6640/Lisa Shinn 520-7458.
Ambassadors. Contact Person: Stephanie Weatherill; 521-6752.
Associated Student Government. Contact Person: TBD.
Auto Tech Club. Contact Person: Layton Peterman; 521-6794.
Book Club. Contact Person: Donna Brady-Lawler; 521-6725.
Business Club. Contact Person: Amanda Kerker;
521-6744.
Campus Activities Board. Contact Person: ASG 2nd Vice
President; 521-6628.
Choir/Jazz Choir. Contact Person: Celeste Delgado-Pelton;
521-6754.
Cosmetology. Contact Person: Julie Rhine; 521-6734.
Criminal Justice. Contact Person: Jeff Schiel; 521-6629.
Crossroads. Contact Person: Kelly Huenink 521-6782
Diesel Power Club. Contact Person: Jimmy Atencio; 521-6693.
Equine Club. Contact Person: Cole Briggs; 522-6913.
Farm Bureau (Collegiate). Contact Person: Mike Brownell;
521-6786.
Honors Program. Contact Person: Stanton Gartin; 521-6650.
Intramural Sports. Contact Person: Marci Henry; 521-6617.
LEARN. (Latino Network) Contact Person: Gerry Torres;
521-6663.
Livestock Judging. Contact Person: Ag Dept.; Randell
Von Krosigk; 521-6638.
Math and Science Club. (AKA Outdoor Recreation) Contact
Person: Dave Coles; 521-6753.
Music Groups. Contact Person: Celeste Delgado-Pelton;
521-6754.
New Voices Literary Magazine. Contact Person: Kent Ross;
521-6796; David Wagner; 521-6710.
Nursing. (ADN) Contact Person: Julie Brower; 521-6707.
Nursing. (LPN) Contact Person: Valerie Edinger; 521-6723.
Ombudsman. Contact Person: AC Coates; 520-7441.
Outdoor Recreation. Contact Person: Dave Coles; 521-6753.
Peer Helpers. Contact Person: Cindy Carey; 521-6676.
Phi Theta Kappa (PTK). Contact Person: Deb Walker; 521-6736.
Psychology Club. Contact Person: Scott Thompson ;
521-6705.
Residence Life. Contact Person: David McNabb; 521-6655.
Rodeo Club. Contact Person: Brian Cullen; 521-6609.
Senate. Contact Person: ASG 1st Vice President; 521-6627.
Students Over Traditional Age (SOTA). Contact Person: Cindy
Carey; 521-6676.
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. INTRAMURALS

Intramural Sports. (Competition within the student
body) are set up on a team, dual, and individual basis.
They stress maximum participation, good sportsmanship,
and freedom to choose activities.

Recreational Sports This area encompasses
intramurals (competition within the student body), club
sports (students organizing groups with specific interests),
and special events (fitness week, swimming, bowling, mini-
Olympics, skating, golf, etc.).

Intercollegiate Athletics : Men and Women

Varsity Sports. Varsity sports are coordinated by the
Director of Athletics. Northeastern Junior College is a member
of the Region IX of the NJCAA. Current major sports are women'’s
volleyball, men’s and women's basketball, baseball, women'’s
softball, and men'’s soccer. Participants in these activities have an
opportunity to develop athletic prowess, leadership ability, and
skills in working with others in the accomplishment of a common
goal.

. STUDENT SUCCESS CENTER
ADVISING

Advising is required for new students in degree or certificate
programs, and is strongly recommended for all other students.
Initial advising can be done in the Student Success Center;
advising is done by the student’s assigned faculty advisor (with
services provided by the Student Success Center if the faculty
advisor is not available). The following services are provided:

. Explanation of basic skills (placement test) results, and
assistance in selecting classes to resolve any academic
deficiencies

«  Helpin choosing and registering for classes for the first
semester of enrollment

. Information on course sequence and prerequisites

+  Helpinadding or dropping classes

«  Assignment of a faculty advisor for guidance in future
semesters

«  Assistance with changing a course of study or faculty advisor

«  Advising on classes when a faculty advisor is not available

COUNSELING

Between classes, work, family, finances and regular life
events, college students encounter a great deal of stress over the
course of their education. While most students cope successfully
with the demands of college life, for some the pressures can at
times become overwhelming and unmanageable. At those times,
the Student Success Center offers personal counseling services
and will refer to community services when necessary.

CAREER COACH

The Career Coach assists students with clarifying their career
goals, choosing the NJC education program that fits their needs

best, and mapping their path to the chosen course of study.

Once the course of study is selected, students are helped to

choose the aprropriate courses that will meet their goals. The

following services are provided:

+  Career counseling (individual and group) to help with
decision-making, goal setting, and choosing a college
course of study.

«  Career assessments to match personal characteristics with
occupational options.

«  Assistance with career or job placement skills.

PEER HELPERS

The Peer Helpers are NJC students who are trained to help
other NJC students with everyday personal and college life
problems. They present educational programming on healthy
lifestyle issues throughout the academic year. New members are
selected at the beginning of each fall semester.

OMBUDSMAN

The ombudsman is a designtaed neutral or impartial
dispute resolution practitioner whose main function is to provide
confidential and informal assistance to NJC students. This
position is responsible for providing a consistent, centralized
point of contact for questions, concerns and/or problems that
students may experience in a college environment. This position
supplements, but does not replace, the Colleges’ existing
resource for formal conflict resolution.

LEARN

The LEARN (Latino Education Achievment Network)
coordinator serves as an advocate for Hispanic students on
NJC's campus. The coordinator manages specialized admission,
recruitment, and retention efforts serving the Latino student
population in NJC's service area.

ASSESSMENT/TEST FOR PLACEMENT

The State of Colorado mandates that incoming students
to Colorado’s state-supported institutions of higher education
complete a basic skills assessment test and enroll in appropriate
courses based on the test outcomes. At NJC, students must
complete the Accuplacer or secure an exemption before
registering for courses. For additional information on assessment
and exemptions, call the NJC Student Success Center at
970-521-6663.

Basic Skills Assessment Test (BSAT)

Any student at NJC who wishes to enroll in courses must meet
the assessment requirement by taking the Accuplacer exam. The
purpose of assessment is to help students succeed by placing
them in classes that are appropriate for their skill level. Based on
the test results, an advisor will recommend appropriate classes
to the student. The Accuplacer exam may include reading
comprehension, sentence skills, and mathematics.

The assessment test is computerized, untimed, and requires
approximately two hours to complete. See www.njc.edu for
study guides to review skills before taking the exam. Students
are required to meet minimum scores to enroll in specific classes.
If the minimum scores are not achieved, this does not affect the
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student’s admission to the college. The test scores for placement
are available in the Student Success Center.

Other Ways to Meet the Assessment Requirement:

Students may be able to receive an exemption from taking all
or part of the BSAT by showing proof of one or more of the
following:

«  ACT or SAT scores from within the past five years

ACT score minimum requirements: 17 in reading, 18 in
English, and 19 in math

SAT score minimum requirements: 430 on critical reading
for reading, 440 on critical reading for English, and 460 in
math

«  Transcript of successful completion of an Associate of Arts
degree, Associate of Science degree, Bachelor’s degree,
Master’s degree, or Doctorate degree from a regionally
accredited institution.

«  Successful (C or higher) completion of college level courses
in English and/or math (less than 10 years old) at a regionally
accredited institution.

. Appropriate Accuplacer scores from an approved institution
from within the past five years. It is strongly recommended
to take the assessment test again if scores are more than two
years old.

- Sufficient scores on specific Advanced Placement Exams,
International Baccalaureate Exams and/or CLEP Exams from
within the past five years.

Other Tests

In addition to the college skills placement testing, NJC
offers the following services:

«  CLEP and DSST (DANTES) testing for college credit

+  GED testing for the Colorado High School Equivalency
Diploma

«  Test proctoring for other colleges

«  Various certification exams

Credit for Prior Learning

Prior Learning is non-college or experience-based learning
that has been attained outside the sponsorship of accredited
postsecondary education institutions. Credit for Prior Learning
(CPL) includes learning acquired from work and life experiences;
community and volunteer extension courses; individual
study and reading; civic, community and volunteer work;
and participation in informal courses and in-service training
sponsored by associations, business, government, and industry.
CPL is not awared for EXPERIENCE but for college-level LEARNING
which entails knowledge, skills, and competencies that students
have obtianed as a result of their prior learning experience. For
more information, please see Academic Degree Requirements.

BEHAVIORAL INTERVENTION TEAM

The Northeastern Junior College Behavioral Intervention
Team (BIT) is a trained group of caring NJC faculty and staff
professionals who meet regularly to support our students via
an established protocol. The team tracks “red flags” over time,
detecting patterns, trends, and disturbances in individual
or group behavior. The team receives reports of disruptive,
problematic or concerning behavior or misconduct (from faculty
& staff members, students, community members, freinds, etc.),
conducts an investigation, performs a threat assessment, and
determines the best mechanisms for support, intervention,
warning/notification and response. The team then activates the
resources of the college and/or the community and coordinates
follow-up. BIT is a specific model that has no parallel. The NJC
BIT is made up of the following campus personnel:

Steve Smith, Vice President of Student Services; Cindy Carey,

NJC Counselor; Scott Thompson, Liberal Arts Division Chair &
Psychology Instructor; Misti Pierce, Director of Academic Support
Services; and the Director of Residence Life & Student Activities.
For more information call Steve Smith, Vice President of Student
Services, at 970-521-6657.

CONCURRENT ENROLLMENT FOR
HIGH SCHOOL STUDENTS

Northeastern Junior College’s Concurrent Enroliment Program
allows high school students to concurrently enroll in college
courses. High school students earn both high school and college
credit. Students must be approved by their high school for
enrollment into concurrent enrollment courses. Guidelines for
student eligibility include:

1. Demonstration of readiness to take college courses by
means of acceptable ACT, SAT or Accuplacer scores.

2. Demonstrate through previous high school work of the
skills/knowledge necessary to be successful in the
concurrent enrollment course.

3. Completion of all high school and college prerequisites.

School districts will pay tuition for concurrent enrollment
courses. Please check with your local school district regarding
the policies they may have for tuition reimbursement.
Concurrently enrolled students and their high school advisor will
need to work with NJC to develop a postsecondary educational
plan.

All courses administered through NJC's concurrent enrollment
program conform to college academic standards of rigor

and Colorado Community College System (CCCS) curriculum
outcomes.

Concurrent enrollment courses can be applied towards a degree/
certificate at NJC or can be transferred to another college or
university.

For more information about NJC's concurrent enrollment
program, contact the Student Success Center at 970-521-6663.

HEALTH SERVICES

The Family Care Clinic serves NJC students. It is located at
615 Fairhurst in Sterling. The Clinic is fully staffed and provides
front line health care. Full-time students (12 credit hours or
more) may be seen by staff without charge. Other minimal fees
are assessed to all patients to cover the cost of materials such as
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strep screening, urine screening, any lab procedures and supplies,
such as braces, condoms, bandages, etc. You can reach them at
(970) 521-3223.

COMPREHENSIVE
LEARNING CENTER

The Comprehensive Learning Center (CLC), located on the
first floor of Monahan Library, meets the individual academic
needs of any Northeastern Junior College student. The CLC staff is
committed to the success of each and every student regardless of
major or subject area.

The CLC provides academic and personal support
services to approximately 1,300 students each year, including
preparatory classes, workshops, study groups, personal tutoring,
accommodations for disabilities, adult basic education, general
equivalence diplomas and English as a Second Language
instruction.

A full-time, professional staff provide a friendly atmosphere
where students can work one-on-one and in small groups to
help students achieve the best possible academic performance.
Professional Instructional Specialists tutor students in all majors
for virtually all courses offered on the NJC campus. Student
Learning Assistants, selected for their high grade point averages
and demonstrated academic performance in their majors,
provide high-quality tutoring services from a student-to-student
point of view.

PERSONAL TUTORING

Personal tutoring may be scheduled with either Instructional
Specialists or Learning Assistants. Tutoring appointments
typically run 30-50 minutes and focus on course subject matter,
test preparation, and study skills. Surveys show that students
consider tutoring a key to academic success. Like study groups,
personal tutoring is based upon student preparation for each
session and active student participation. Personal tutoring has
enhanced students’ success in upper-level courses including
biology, chemistry, and advanced mathematics. Students may
make tutoring appointments in person or by calling the learning
lab. One-time and permanent appointments are available.

STUDY GROUPS

When several students in the same class request
academic assistance, Instructional Specialists and Learning
Assistants form small study groups. The groups may meet
occasionally—just before exams and major assignments— or on
a regular, weekly basis. The study groups require that students
prepare for each session (completing reading assignments or
textbook exercises) and participate in discussions. Historically,
study groups have greatly enhanced student success in
challenging subjects such as sociology, psychology, and algebra.

WORKSHOPS

Workshops, offered in the Comprehensive Learning
Center, residence halls and classes at faculty members’
requests, provide students opportunities to learn strategies for
time management, test taking, memory improvement and other
topics, such as resume writing and decision-making.

PLACEMENT FOR SUCCESS

Northeastern Junior College has adopted the Placement for
Success program which strives to ensure that all NJC students
are placed in classes appropriate to their skill level. NJC utilizes
the Accuplacer computer program to assess students reading,
writing and mathematics competence.

This system is especially important to the Student Success
Center because Accuplacer results often place students in the
developmental English, Math and Reading courses listed below.

DEVELOPMENTAL CLASSES
These courses are designed to prepare students to

succeed in all areas of their studies during their time at
NJC and beyond:

AAA 50 Semester Survival

AAA 70 Math Refresher |

AAA 71 Math Refresher I

AAA 75 Quantitative Literacy Lab

AAA 76 Algebraic Literacy Lab

AAA 95 Math Helps

AAA 109 Academic Achievement Strategies
CCR 91 Composition and Reading Lab
CCR 92 College Composition and Reading
CCR 94 Studio 121

MAT 50 Quantitative Literacy

MAT 55 Algebraic Literacy

Credits earned in developmental courses do not count in
the calculation of the academic grade point average or toward
transfer degree requirements and must be taken in excess of
required credits. These credits are, however, used to qualify for
fulltime student status, financial aid and athletic eligibility.

READING PREREQUISITES

NJC faculty members have designated certain courses as
reading intensive, requiring a high level of reading skill. Research
conducted by the CLC shows that students have a substantially
better chance of success in these classes when they read at an
appropriate level. The reading intensive courses include:

«  Animal Sciences

+  Intro to Business

+  Astronomy | &Il

+  General College Biology |

«  English Composition | &I

+  General Psychology | &I

+  Human Growth & Development
+  Intro to Sociology | &I

A complete list of the classes is available in the CLC or in
the semester class schedule. Students are advised to take these
classes only if their Accuplacer reading scores are appropriate, or
if they have completed their required CLC reading courses.

ACCOMMODATIONS FOR DISABILITIES
Northeastern Junior College is committed to serving

students with disabilities. The CLC's Transition Specialist works
with students to document their disabilities and make
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accommodations so that students can pursue their chosen
program of study. Students who have received special services for
disabilities during their K-12 school years or at other

institutions are strongly encouraged to contact the CLC.

Students must take two critical steps to receive
accommodations for disabilities: 1) identify themselves as
disabled students, and 2) provide documentation, if available,
of their disabilities. To complete these steps, students should
contact the Transition Specialist at 970-521-6727.

ADULT BASIC EDUCATION AND
HIGH SCHOOL EQUIVALENCY DIPLOMAS

Adult Basic Education (ABE) is available to anyone 17 years
of age or older who is not enrolled in another another school
under the department of education. ABE guides students in
the development of their skills in reading, writing, mathematics,
social studies and science and prepares them to test for the
General Education Development (GED) diploma.

Students begin a program of study leading to GED
completion by attending an assessment and orientation program
that places them at the appropriate beginning academic level.
The length of time to GED completion varies from student to
student. Students utilize traditional classroom and individualized
instruction.

The CLC’s Adult Basic Education program is also
designed to assist students in making the transition from GED
completion to enrollment in degree or certificate programs at
NJC. Contact 970-521-6761.

GED (HIGH SCHOOL EQUIVALENCY DIPLOMA)

The GED Testing Center, located in Hays Student Center,
serves as an authorized center for the High School Equivalency
Diploma Test for Northeast Colorado. Satisfactory scores on the
GED tests will be accepted as the equivalent of the high school
diploma. Students can call 877-EXAM to schedule GED.

ENGLISH AS A SECOND LANGUAGE

English as a Second Language (ESL) classes are available
to students whose first language is not English. In small groups,
students learn to speak, read and write English. Students learn by
conversation with their instructors and one another, by writing,
and with the assistance of computer programs designed to help
students acquire written English skills.

A language skills assessment places students in beginning,
intermediate and advanced ESL courses that are taught by
experienced ESL instructors. Students from countries all over the
world are enrolled in ESL classes, and instructors strive to create
an inviting, comfortable environment in which to learn.

In addition to English language skills, students may also
pursue GED completion and transition to NJC certificate and
degree programs.

. MONAHAN LIBRARY

The Monahan Library, located in Knowles Hall, houses a
comprehensive collection of approximately 35,000 published
and recorded items to help students complete assignments

and expand their educational opportunities. These materials
include books, DVDs, videotapes and compact disks, pamphlets,
microforms, over 70,000 ebooks, and various full-text online
databases. The library subscribes to 109 periodicals, including
local and regional newspapers. A computer lab with Internet
access, Wi-Fi, word processing and other software programs are
also available for student use. Laptops and Kindles are available
for checkout.

The Monahan Library provides a computerized online
catalog which can be accessed via the NJC web page. Patrons
can access the Monahan Library’s online catalog via the NJC
web page. Material not owned by the Monahan Library can
be ordered electronically through interlibrary loan. Periodical
articles are generally procured overnight using current document
delivery technologies. In addition, courier deliveries provide
expedient shipment of interlibrary loan books and other
materials from surrounding libraries.

Library staff members are available for reference
assistance. Specialized library instruction and general tours are
provided to college and area K-12 classes upon request. Library
staff also works very closely with CLC staff to facilitate learning
resources and services.

. THE STUDENT JUDICIAL SYSTEM
PHILOSOPHY AND RATIONALE

All students at Northeastern Junior College have equal rights
and privileges as accorded by the State of Colorado. All student
policies and residence hall policies are in the Student Handbook
and all academic policies are in the College Catalog. All students
have the responsibility to abide by all policy so stated in the
handbook and catalog. All students should have copies of these
publications and become familiar with their rights and privileges
as well as their responsibilities.

Students at Northeastern Junior College will be treated with
fundamental fairness in all academic and judicial processes that
involve college policy. When a student enrolls at Northeastern
Junior College a contractual agreement is made by the student
and by the college. The college agrees to maintain and follow all
policy and procedure as stated and will provide the academic
requirements the student seeks. The enrolled student also agrees
by enrollment to abide by college policy and procedure, and the
college will insure such policy and procedure is interpreted and
enacted with fundamental fairness or the right of due process. All
students have fundamental rights as stated in the Declaration of
Student Rights.

The Dean of Students, as the chief judicial officer of the
college, will insure all student rights are protected and student
policy is interpreted and implemented fairly. All jurisdictional
decisions and action taken by the and all student hearings will
be based upon policy in the College Catalog and the Student
Handbook. The student judicial process, to include due process,
procedures, communication, hearings and appeals will be
enacted fairly for all students.

DECLARATION OF STUDENT RIGHTS

Consistent with properly adopted and disseminated
policies and procedures and with applicable law, and in
consideration of students’joining together in this community,
the college and its representatives will seek to ensure the
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following rights for all students. These rights carry with them
duties and responsibilities. To protect and preserve the rights of
others in the college community, they are therefore subject to
those restrictions defined by law, and the enforcement of college
policies and procedures and of agreements entered into freely.
a. Expression and Inquiry
Every student has the right to freedom of opinion and
expression on all subjects and is individually responsible
for the consequences of any abuse of these freedoms.
No student shall be prevented from exercising his or her
right of self-expression or inquiry. The rights include the
freedom to hold opinions without interference, to seek,
receive and impart information and ideas orally, in writing,
in print, and in the form of art, or through any chosen
medium.
Participation, Association and Assembly
Every student has the right to participate freely in
intellectual, cultural, and political life of the college
community, to enjoy the fellowship of his/her colleagues,
and to assemble peaceably and associate.
Thought, Conscience and Religion
Every student has the right to freedom of thought,
conscience and religion. This right includes the freedom
to manifest one’s religion or belief in discussion, practice,
worship and observance, either alone or in community
with others. No student shall be harassed or molested on
account of his religious persuasion, profession, or practice,
but may not under color of religion disrupt the order or
safety of the campus community or infringe upon others
civil or religious rights. No student may be compelled to
attend or prohibited from attending any religious service or
observance.
Privacy, Autonomy, Personal and Intellectual
Security
All students have the right to be secure in their persons,
dwellings, papers, communications, and effects. No student
shall be subjected to interference with his/her privacy
in the family, in the home, or in the autonomy of choice
in consensual intimate relations or in any private matter
relevant to the personal identity and well being of the
individual. Every student has the right to protection of the
moral and material interests resulting from any scientific,
literary, or artistic production of which he/she is the author.
No student shall be denied the right to take all reasonable
and proportionate measures to protect his/her person.
Discipline and Due Process
In all disciplinary (judicial) proceedings, students shall
have the right to be informed of the accusation, to receive
promptly a copy of the complaint, and to have access to
relevant material to be introduced in order to guarantee
the ability to prepare a defense. They shall have the right to
be assisted without prejudice by an advisor, to have access
to procedures for securing the appearance of reluctant
as well as friendly witnesses, to examine all witnesses in
disciplinary (judicial) hearings, and to receive a timely and
impartial proceeding. No student may be compelled to
testify against him or herself, although a negative inference
may be drawn from any person’s failure to respond to
relevant questions in a judicial setting.
Equality of Rights and Equal Protection
Equality of rights and equal protection under the
rules and regulations of the college shall not be
abridged or denied because of race, color, creed,
sex, martial status, personal appearance, age, national
origin, political affiliation, physical or mental handicap,
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relationships, citizenship or lineage, sexual orientation,
other personal beliefs and associations, or on the basis of
the exercise of rights secured by the First Amendment of
the United States Constitution.

g. Other Rights
This enumeration of rights shall not be construed so as to
deny or disparage other rights held by students.

DIVERSITY/NON-DISCRIMINATION

Our Commitment to Diversity - Northeastern Junior College
works to foster a multicultural environment. We believe that a
diverse college population provides all students opportunity
to learn from a wide varety of people. This diversity adds an
important and valuable dimension to the college experience that
helps students succeed in the larger world.

Policy of Non-discrimination/accommodations - NJC is
an equal opportunity educational institution and does not
discriminate on the basis of race, color, national or ethnic origin,
religion, age, gender or sexual orientation. Our programs,
activities, and employment are in accordance with the Civil
Rights Act of 1964, Title IX of the Educational Amendments,
Section 504 of the Rehabilitation Act, and the Americans with
Disabilities Act of 1990.

Reasonable accommodation will be provided upon request
for persons with disabilities. If you are a person with a disability
who requires an accommodation to participate in college
programs, services or activities, please contact the Director of the
Comprehensive Learning Center at 970-521-6679.

The college takes a leadership role in demonstrating the
productivity of a thriving multi-cultural society and actively
engages in a policy of nondiscrimination. NJC acts vigorously to
address acts of discrimination and promotes equal opportunity
and treatment.

CODE OF STUDENT CONDUCT

a. Rationale

The Student Code of Conduct’s primary purpose is the

basis for the student judicial process that protects the

rights of all students and protects the campus community.

Consistent with this purpose, reasonable efforts will be

made to foster personal and social development of those

students who are held accountable for violations of this
code, student policy and academic procedures.
b. Definitions

1. The term“faculty member” means any
person hired by the college to conduct
classroom activities.

2. The term “institution” and “college” means
Northeastern Junior College, Sterling,

Colorado.

3. The term “college official” includes any
person employed by the college performing
assigned administrative or professional
responsibility. The term “impartial decision
maker” refers to the individual/committee
designated by the college president to hear
student disciplinary appeals.

4. The term“student” means a person taking or
auditing courses in a college course, on or off
campus, full or part-time.

5. The term “member of the college
community” includes any person who is a
student, faculty member, college official or
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10.

11.

12.

13.

14.

15.

any other person employed by the college.

The term “organization” means a number of

persons who have complied with college
requirements for registration or are

chartered student clubs with Associated

Student Government.

The term “group” means a number of persons

who are associated with each other and who

have not complied with college requirements

for registration as an organization.

The term “chief judicial officer” means the
authorized college official assigned to

administer the Student Code and the

imposition and monitoring of sanctions, this

usually is the Vice President of Student Services.

The term “judicial body” or “hearing board”

means any person or persons authorized by

the chief judicial officer (Vice President of Student
Services) to determine whether a student has
violated the Student Code and to recommend
imposition of educational sanctions.

The term “day” refers to a calendar day unless
otherwise noted in any communication. The term
“workday” is sometimes used to set parameters for
appeals and resolution of cases. These are actual
days that the institution is open for business.

The term “policy” is defined as the written
regulations of the college as found in the

Student Code, the Student Handbook, the
Residence Life Handbook, and the

College Catalog.

The term “sanctions” refers to the assigned
consequences of a violation of the Student Code of
Conduct; these consequences range from
educational performance activities to suspension
from college.

The term “notice” refers to the written communication
from a college official to an enrolled student
regarding academic or educational decisions of the
college. A notice is considered served when given by
personal delivery or by certified mail to the last
known address filed with the college. If notice is
mailed, the student is given three (3) additional days
to respond.

The term “cheating” includes, but is not limited to: 1)
use of any unauthorized assistance in taking quizzes,
tests, or examinations; 2) dependence upon the aid
or sources beyond those authorized by the instructor
in writing papers, preparing reports, solving
problems, or carrying out other assignments; or 3)
the acquisition (without permission) of tests or other
academic material belonging to a member of the
college faculty or staff.

The term “plagiarism” includes, but is not limited to,
the use by paraphrase or direct quotation

of the published or unpublished work of another
person without full and clear acknowledgment. It
also includes the unacknowledged use by another
person or agency engaged in the selling of term
papers or other academic materials.

16. The term “aggravated violation” means a violation

which resulted or foreseeably could have resulted in
significant damage to persons or property or which
otherwise posed a threat to the stability and
continuance of normal college sponsored activities.

17.The term “distribution” means sale or exchange for
personal profit.
18.The term “reckless conduct” means action or conduct
by any member of the college community which
creates a clear risk of harm to persons or property,
or would disrupt the lawful activities of others,
including studying, teaching or any other college
work or college sponsored activity.
19. The term “college premises” means buildings
or grounds owned, leased, operated,
controlled or supervised by the college.
20.The term “weapon” means any object or
substance designed to inflict a wound, cause
injury or incapacitate, including but not
limited to, all firearms, pellet guns,
switchblade knives, knives with blades five or
more inches in length, and chemicals such as
“Mace” or tear gas. Common objects not
designed or intended as a weapon but used
in a harmful and threatening manner can be
considered a weapon, i.e. baseball bat.
.The term “college sponsored activity”
means any activity on or off campus, which is
initiated, aided, financed, authorized or
sponsored by the college.
22.The term “abusive speech or writing” means
speech or other means of communication

that:

a. Isintended to insult or stigmatize an individual
or a small number of individuals based upon
their sex, race, color, handicap, religion, sexual
orientation, or national/ethnic origin.

b. Isaddressed directly to the individual(s) whom
it insults or stigmatizes.

c. Makes use of insulting or fighting words or
symbols. Fighting words are those which by
their very utterance inflict injury or tend to
incite immediate breach of the peace, and are
commonly understood to convey direct or visceral
hatred or contempt for persons on the basis of sex,
race, color, handicap, religion, sexual orientation,
or national/ethnic origin.

23.The term “student harassment” means an
unwelcome verbal or physical or discriminatory act
specifically directed toward an individual student
with the intent to cause emotional or physical
distress, or to influence, control or intimidate that
student.

2

—_

PROSCRIBED CONDUCT

A. Jurisdiction of the College
The Student Code of Conduct generally pertains to
student conduct on the college premises and conduct
off-campus involving college sponsored and college
sanctioned activities and any off-campus conduct for an
enrolled student that adversely affects the educational
interests of the any student, the staff, the college and the
community.

B. Conduct - Rules and Regulations
Conduct that violates student rights and freedoms and is
subject to disciplinary action includes, but is not limited
to:

1. Academic Misconduct:
Plagiarizing, cheating, or committing any other form
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of academic misconduct including, but not limited to,
unauthorized collaboration, falsification of information,
and/or helping someone else violate reasonable
standards for academic behavior. Students who engage
in any type of academic dishonesty are subject to both
academic consequences as determined by the instructor
and to disciplinary action as outlined in the Northeastern
Junior College disciplinary procedures.

2. Disruptive Behavior:

Engaging in any disruptive behavior that negatively
affects or impedes teaching or learning (regardless of
mode of delivery or class setting); or disrupts the general
operation of the college.

3. Deceptive Acts:

Engaging in deceptive acts, including, but not limited
to: forgery, falsification, alteration, misrepresentation,
non-disclosure, or misuse of documents, records,
identification and/or educational materials.

4. Conduct that is Detrimental to College or to Safety:
Conduct that is deemed detrimental, harmful and/or
damaging to the college and/or that jeopardizes the
safety of others as determined by the NJC Vice President
of Student Services or designee. Examples include, but
are not limited to, slamming doors, throwing chairs, and/
or defacing of college property, or property of others.

5. Physical/Non-physical Abuse:

a. Physical abuse or conduct that threatens or
endangers another person’s health or safety.

b.  Non-physical abuse, threats, intimidation, coercion,
influence, or any unwelcome conduct in any form
that is sufficiently severe, pervasive or persistent that
it alters the conditions of the learning environment or
employment.

C. Knowingly falsifying, publishing or distributing, in
any form, material that tends to impeach the honesty,
integrity, virtue or reputation of another person.

6. Harassment and/or Discrimination:

Discrimination or harassment on the basis of sex/gender,
race, color, age, creed, national or ethnic origin, physical
or mental disability, veteran status, pregnancy status,
religion or sexual orientation.

7. Sexual Misconduct
Sexual Misconduct offenses include, but are not limited
to Sexual Harassment, Non-Consensual Sexual Contact
(or attempts to commit same), Non-Consensual Sexual
Intercourse (or attempts to commit same), and/or Sexual
Exploitation. (See SP 4-120a for more information:
http://www.cccs.edu/SBCCOE/Policies/SP/PDF/SP4-120a.
pdf)

8. Weapons:

Possession or distribution of any unauthorized firearms,
ammunition, explosives, fireworks and/or other
dangerous weapons (or chemicals/flammable liquids) or
use/threat of use of any instrument (including, but not
limited to paint ball guns, pellet guns, air soft guns, bow
and arrows, knives) as a weapon to intimidate, harass,

or cause harm to others. (See SP 19 CCCS President’s
Procedure on Violence and Firearms on Campus.)

9. Narcotics/Alcohol:

Use, being under the influence, manufacturing,
possession, cultivating, distribution, purchase, or sale

of alcohol and/or drugs (illegal and/or dangerous or
controlled substance) and/or alcohol/drug paraphernalia
while on college owned or college controlled property,
and/or at any function authorized or supervised by the

college and/or in state owned or leased vehicles.

Note: Although possession and use of marijuana consistent
with the requirements of the Colorado Constitution is no
longer a crime in the State of Colorado, the possession and use
of marijuana remains illegal under federal law. Consistent with
federal law, including the Controlled Substances Act and the
Drug Free Schools and Communities Act, the use and/or
possession of marijuana continues to be prohibited while a
student is on college owned or college controlled property,
and or any function authorized or supervised by the college
and/or in state owned or leased vehicles.

10. Dress & Hygiene:

Dress or personal hygiene that fails to meet the
established safety or health standards of specific classes
or activities offered by the college.

11. Leaving Children Unattended:

Leaving children unattended or unsupervised in campus
buildings or on campus grounds unless enrolled or
participating in authorized campus activities.

12. Violation of Laws, Directives, and Signage:

a. Violating any municipal, county, state or federal
law that adversely impacts the conditions of the
educational or employment environment.

b.  Violations of college traffic and parking rules,
regulations, or signage.

C. Damage to or falsely using fire alarms and/or fire
extinguishers.

d.  Creating an intentional obstruction that
unreasonably interferes with freedom of movement,
either pedestrian or vehicular. This includes, but
is not limited to leading or inciting to disrupt
college activities. Failure to comply with the lawful
directives of College employees acting within the
scope of their duties, including those directives
issued by a College administrator to ensure the
safety and well-being of others.

e Violations of college policies, protocols, procedures
or signage.

13. lllegal Gambling:

Participation in illegal gambling activities on college
owned or college controlled property, and/or any
function authorized or supervised by the college and/or
in state owned or leased vehicles.

14. Unauthorized Entry and/or Unauthorized Possession:
Entry into, or use of any building, room, or other college-
owned or college-controlled property, grounds, or
activities without authorized approval. This also includes,
but is not limited to the unauthorized possession,
duplication or use of college keys, lock combinations,
access codes, and access cards and/or credentials and/or
propping open or tampering with doors/windows.

15. Unacceptable Use of College Equipment, Network or
System:

Unacceptable uses of any college-owned or operated
equipment, network or system including, but not limited
to: knowingly spreading computer viruses; reposting
personal communications without author’s consent;
copying protected materials; using the network for
financial or personal gain, commercial activity, or illegal
activity; accessing the network using another individuals
account; unauthorized downloading/uploading software
and/or digital video or music; downloading/uploading,
viewing or displaying pornographic content, or any other
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16.

17.

18.

19.

20.

21.

attempt to compromise network integrity.

Unauthorized Pets/Animals:

Possession of any unauthorized pet or animal, excluding
trained service animals and/or assistance animals while on
college-owned or college-controlled property.

Tampering with Student Organization, Election, or Vote:
Tampering with the process of any college recognized
student organization, election or vote.

Group or Organization Conduct:

Students who are members of a college recognized student
organization or group and commit a violation of SCOC may
be accountable both as an individual and as a member of
the student organization.

Abuse of the Student Disciplinary and/or Grievance

Procedure:

Abuse of the Student Disciplinary and/or Grievance
Procedure includes, but is not limited to the following:

a. Disruption or interference with the orderly conduct of

the student disciplinary / grievance procedure.

b. Falsification, distortion, or misrepresentation, or

knowingly pursuing malicious, frivolous, or fraudulent
charges.

C. Attempting to discourage an individual’s proper

participation in, or use of, the student disciplinary /
grievance procedure.

d.  Attempting to influence the impartiality of a participant

and/or the student disciplinary / grievance procedure.

e. Harassment (verbal or physical) and/or intimidation

of a participant in the student disciplinary / grievance
procedure.

Failure to comply with directives and/or sanctions
imposed under student disciplinary / grievance
procedure.

g. Influencing or attempting to influence another person

to commit an abuse of the student disciplinary /
grievance procedure.

h.  Engaging in retaliatory acts in any form against any

person or person(s) involved in the student disciplinary
/grievance procedure
Any act or omission committed on or off campus that
constitutes a serious criminal offense. A serious criminal
offense is hereby defined as being an action which is a
felony under Colorado law and which indicates that the
student constitutes a substantial danger to the safety or
property of the college or members of the community.
Unauthorized Entry into College Events:
Entering or attempting to enter any college-sponsored
activity without proper credentials for admission.

Please note: In most circumstances, college will treat attempts to
commit code of conduct violations as if those attempts had been
completed. Violations of the above may result in, but are not
limited to, fines, restitution, community service, and/or
disciplinary procedures.

JUDICIAL AUTHORITY

a. The chief judicial officer of the college shall make all

decisions regarding violations of the Student Code of
Conduct and may delegate enforcement and imposition
of sanctions to other qualified college staff as required by
their assigned job.

b. The chief judicial officer of the college will insure all

students have the right of due process as described in the
Student Handbook.

. The chief judicial officer shall determine the composition of

hearing boards as dictated by the president of the college
and shall insure all college hearing boards are conducted
consistent within the Student Code, Student Due Process
and approved hearing board procedure.

. Decisions made by a hearing board or chief judicial officer,

or appointed designee shall be final, pending the normal
appeal process.

. Judicial authority is part of the responsibilities of the

residence hall director’s job; this person has the authority
to make immediate decisions regarding student
misconduct and violation of the Student Code of Conduct.
The residence hall director has the authority to impose
sanctions and procedures to insure the Student Code of
Conduct is interpreted and enforced fairly for all students.

. The Director of Student Life has the authority to make

immediate decisions regarding student misconduct and
violation of the Student Code of Conduct for resident
students. The Director of Student Life has the authority to
impose sanctions and procedures to insure the Student
Code of Conduct is interpreted and enforced fairly for all
students. Referrals can be made to the Director of Student
Life before or after a residence hall director has assigned
judicial procedures/sanctions.

. Afaculty member has the judicial authority to conduct

their teaching assignment free of student misconduct

and interference. The faculty member has the authority to
make immediate decisions to insure the academic process
continues unhindered and all students do not violate the
code for cheating and plagiarism.

COLLEGE SANCTIONS

Dismissal

Dismissal is the permanent separation of the student

from the college. Notification will appear on the student’s
transcript. The student will be barred from the college
premises. Dismissal from college requires a College Hearing
Board review with an optional review by the President, to
alter, defer or withhold dismissal.

Suspension

Suspension is separation of the student from the college
for a specific period of time (no longer than two semesters).
Permanent notification will appear on the student’s
transcript. The student may not participate in any college-
sponsored activity and may be barred from college
premises. The chief judicial officer enacts suspension and
this action may be reviewed by an appeal to the College
Hearing Board.

Interim Action

The chief judicial officer or a designee may suspend a
student for an interim period pending judicial proceedings
or medical evaluation. Interim action can be enacted any
time without prior notice. Interim action can be enacted
when there is reasonable evidence that the continued
presence of the student on the college campus and
enrolled in college classes poses a substantial threat to the
themselves, other students, faculty or any college official or
the stability and continuance of normal college functions.
Disciplinary Probation

Disciplinary Probation restricts a student from representing
the college in any extracurricular activity or run for/hold
office in any student group or organization. Institutional
scholarship support will be withheld as well as additional
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restrictions or conditions may be imposed. There are three
levels of Disciplinary Probation with distinct sanction
differences.

Disciplinary Warning

Disciplinary Warning communicates to the student that
further misconduct will result in stricter judicial sanctions.
A warning shall be used only once per term.

Restitution

The student is required to make payment to the college

or other persons, groups or organizations for damages
incurred as a result of a violation of this code. Restitution

is required for vandalism, theft, payment for repair,
cleaning charge, services rendered, loss and destruction of
equipment. Fines for violations are considered restitution.
Eviction

A student residing in a residence hall may be evicted as a
result of a specific violation of this code. Eviction requires
immediate removal of all belongings and completion of
checkout procedures with maintenance and housing.
Monetary penalties will be assessed to include and not
limited to breakage of contract fee, general hall or room
damages and room deposit. An evicted student may
continue present enrollment in classes but will be restricted
from one or all residence halls and/or the college cafeteria.
The chief judicial officer must give notice of eviction.
Educational Sanctions

Educational sanctions may be imposed by the Residence
Hall Director, Director of Student Life, or Vice President

of Student Services in addition to sanctions assigned by
policy. The monitoring of the completion of educational
sanctions will be centrally reported to the Vice President of
Student Services office for follow up and reporting.

STUDENT DISCIPLINARY PROCEDURES

Procedures

Decision

The Vice President of Student Services or designee shall
receive all allegations of student misconduct, investigate
the complaints, which includes meeting with the student to
give him/her the opportunity to respond to the allegations
of misconduct. If the allegations of misconduct are
discrimination and/or harassment based on federal or state
civil rights laws, the college will investigate those incidents
through the Civil Rights Grievance and Investigation
Process (3.18)

Once the investigation is complete, either through this
process or the Civil Rights Grievance and Investigation
process, the CSSO or designee shall render a sanction
decision.

The CSSO or designee may decide that the charges can

be disposed of administratively by mutual consent of

the parties involved on a basis acceptable to them. If an
administrative resolution is not achieved, the CSSO or
designee shall issue a decision which determines whether
the alleged conduct occurred; whether the conduct
violated the Code of Conduct or College procedures; and
impose a sanction(s) if appropriate. The student shall
receive written notice of the decision and be advised of his/
her right to appeal the Decision, subject to the grounds
below, by filing a written appeal with the CSSO or designee
within seven (7) days of service of the Decision.

Appeal

In the event of an appeal, the CSSO or designee shall

give written notice to the other party (e.g., if the accused
student appeals, the appeal is shared with the complainant
who may also wish to file a response), and then the

CSSO or designee will draft a response memorandum

(also shared with all parties). All appeals and responses

are then forwarded to the appeals officer or committee

for initial review to determine if the appeal meets the
limited grounds and is timely. The original finding

and sanction will stand if the appeal is not timely or
substantively eligible, and the decision is final. If the
appeal has standing, the documentation is forwarded for
consideration. Because the original finding and sanction
are presumed to have been decided reasonably and
appropriately, the party appealing the decision must
specifically cite the error(s) in the original determination on
which the appeal is based. The ONLY grounds for appeal
are as follows:

A material procedural or substantive error occurred that
significantly impacted the outcome of the hearing (e.g.
substantiated bias, material deviation from established
procedures); which must be explained in the written
appeal; or

To consider new evidence, unavailable during the
investigation or hearing that could substantially impact
the original finding or sanction. A summary of this new
evidence and its potential impact must be included in the
written appeal, as well as the reasons the new evidence
was not available during the original proceeding.

The appeals committee shall be appointed by the NJC
President and shall consist of one (1) administrator, three
(3) faculty members (none of whom shall be a current or
past instructor or advisor of the student filing the appeal),
and one (1) student representative (an officer from the
Associated Student Government). If the appeals officer

or committee determines that a material procedural or
substantive error occurred, it may return the complaint

to the CSSO or designee with instructions to reconvene

to cure the error. In rare cases, where the procedural or
substantive error cannot be cured by the CSSO or designee
in cases of bias, the appeals officer or committee may order
a new hearing be held by a different individual acting in
the place of the designated CSSO or designee. The results
of a reconvened hearing cannot be appealed. The results
of a new hearing can be appealed, once, on the two
applicable grounds for appeals.

If the appeals officer or committee determines that

new evidence should be considered, it will return the
complaint to the CSSO or designee to reconsider in

light of the new evidence, only. If the subject matter
pertains to discrimination and/or harassment pursuant

to 3.18 of the NJC Student Handbook, the appeals officer
or committee will return the complaint to the Title IX
Coordinator to reconsider in light of the new evidence,
only. The reconsideration of the CSSO, designee, or Title IX
Coordinator is not appealable.

The procedures governing the hearing of appeals include
the following:
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. All parties should be timely informed of the status of
requests for appeal, the status of the appeal consideration,
and the results of the appeal decision;

. If the appeals officer or committee determines there is
new evidence or error in the original proceeding, every
opportunity to return the appeal to the CSSO or designee
for reconsideration (remand) should be pursued;

. Appeals are not intended to be full rehearings of the
complaint. In most cases, appeals are confined to a review
of the written documentation or record of the original
hearing, and pertinent documentation regarding the
grounds for appeal;

. An appeal is not an opportunity for an appeals officer or
committee to substitute their judgment for that of the
CSSO or designee merely because they disagree with its
finding and/or sanctions.

. Appeals decisions are to be deferential to the original
decision, making changes to the findings only where there
is clear error and a compelling justification to do so.

. Sanctions imposed are implemented immediately unless
the CSSO or designee stays their implementation in
extraordinary circumstances, pending the outcome of the
appeal.

. The appeals officer or committee will render a written
decision on the appeal to all parties within four (4) days
from receiving the appeal request. The committee’s
decision to deny appeal requests is final.

Special Discipline Process Provisions

. In the event that the student is under the age of eighteen
or incapacitated, he or she may have an advisor present to
assist him/her in presenting his/her case.

. Students do not have the right to be represented by an
attorney or law student during these proceedings except
in the case where civil or criminal actions concerning the
student are pending and in that case the attorney’s role
shall be advisory only.

. The student is responsible for presenting his/her own case
and, therefore, advisors are not permitted to speak or to
participate directly in any hearing except when the student
is under the age of eighteen or incapacitated.

. Student shall have the right to identify documents,
witnesses and other material he/she would like the CSSO or
designee to review before making a final decision.

. Any hearing held shall be conducted in private unless all
parties agree otherwise.

. A record of the hearing should be maintained by the CSSO
or designee.

. If student has a disability and would like to request an
accommodation to assist him/her through the discipline
process they may do so by informing the CSSO or designee.

The CSSO or designee will then work with disability support
services to accommodate the request.

. Jurisdiction-College disciplinary proceedings may be
instituted against a student charged with violation of a
law if the violation occurred at the College or college-
sanctioned activities or was of such a nature to have an
impact on the college and the violation is also a violation of
the college’s student code of conduct.

. Proceedings under this procedure may be carried out
prior to, simultaneously with, or following civil or criminal
proceedings off-campus.

. Standard of proof-the college will use the preponderance of
evidence standard in the disciplinary proceedings, meaning,
the college will determine whether it is more likely than not
a conduct code was violated.

. All sanctions imposed by the original decision maker will
be in effect during the appeal. A request may be made to
the CSSO or designee for special consideration in exigent
circumstances, but the presumptive stance of the institution
is that the sanctions will stand. Graduation, study abroad,
internships/externships/clinical placements, etc. do notin
and of themselves constitute exigent circumstances, and
students may not be able to participate in those activities
during their appeal. In cases where the appeal results
in reinstatement to the institution or of privileges, all
reasonable attempts will be made to restore the student to
their prior status, recognizing that some opportunities lost
may be irretrievable in the short term.

. The procedural rights afforded to students above may be
waived by the student.

Retaliatory Acts
Itis a violation of this procedure to engage in retaliatory
acts against any employee or student who reports an
incident(s) of code of conduct violations or any employee or
student who testifies, assists or participates in the discipline
proceeding, investigation or hearing relating to such
allegation(s) of code of conduct violations.

Revising this Procedure
CCCS reserves the right to change any provision or
requirement of this procedure at any time and the change
shall become effective immediately.

DUE PROCESS EXCEPTIONS

In special circumstances to preserve and protect the
rights and privileges of the majority of students, the Vice President
of Student Services can waive the due process. The following are
due process exceptions; they are general categories that give
the college authority and the right to make a reasonable and fair
decision regarding exceptions.

a. Dangerous Acts: If a student’s conduct is dangerous and
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