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WELCOME TO SCCC!

Congratulations on your decision to pursue your education at Seward County Community College. At SCCC, you
will acquire special skills and knowledge needed for employment and advancement in this rapidly changing world.
It is our hope that you will also take advantage of the opportunities that will enrich your social, cultural, emotional,
academic, and personal growth.

If I could offer some advice to you this year, it would be:
o Visit your academic advisor at least two times a semester.
o Getinvolved in campus clubs and activities.
o Take advantage of leadership opportunities.
o Visit with one of our counselors, staff members or faculty, if you start struggling in any of your classes!
o Don’t wait until it is too late to get assistance!

It is also very important to understand all of the policies and procedures of the college, so that you have an
awareness of what is expected of you, as a college student. Please use this handbook as a resource for college
policies and information. The calendar will guide you in scheduling your academic and extracurricular activities.
Student Affairs personnel can assist you with additional questions you may have.

| am excited about this new academic year and wish you a successful, productive, and memorable year!
Go Saints!!

Sincerely,

David Hardman

DAN >

Vice President of Student Affairs
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SEWARD COUNTY COMMUNITY COLLEGE

TELEPHONE DIRECTORY

Main Campus, 1801 N. Kansas 67901...........ccccoevveeiiniccrnininnns 620-624-1951

ADMINISTRATIVE OFFICES

President, 1801 N. KanSas...........coovvviiiiiiiiiii e 417-1010
Vice President of Finance & Operations, 1801 N. Kansas................ 417-1018
Vice President of Academic Affairs, 1801 N. Kansas...................... 417-1012
Vice President of Student Affairs, 1801 N. Kansas......................... 417-1016

Vice President of Career & Technical Education, 1801 N. Kansas....417-1651
Associate Vice President of Athletics, 1801 N. Kansas................... 417-1550

EDUCATIONAL DIVISION OFFICES

Allied Health, 1801 N. Kansas.........ccoeevvivivevieeeeece s 417-1400
Agriculture, Business & Personal Services 1801 N. Kansas .......... 417-1350
Humanities and Social Science, 1801 N. Kansas..........c..ccooveueneeee. 417-1450

Science, Mathematics & Physical Education, 1801 N. Kansas ...... 417-1500
Industrial Technology, 2215 N. Kansas...........cccccoveeennnnicnnne, 417-1651
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SUPPORT SERVICE OFFICES

Admissions Office, 1801 N. KaNSas .........ccccvcevveevvevieicrce e 417-1100
Alumni Office, 1801 N. Kansas..........ccooeverienienicnnieneeee, 417-1131
Athletic Department, 1801 N. Kansas..........c.cccccceevvvvireeveenrrerenne, 417-1551
Bookstore, 1801 N. Kansas..........cccoevieninnienccncsceene 417-1151
Business and Industry, 2215 N. Kansas..........ccccceeevvvrvirivirisinnnnn, 417-1171
Cafeteria, 1801 N. KanSas .........ccoevvrierrniicnieincnessceen, 417-1970
Cashier (Business Office), 1801 N. Kansas ...........cccccovvnrieininnne 417-1080
Class Registration/Student Records, 1801 N. Kansas ................... 417-1060
Director of Building & Grounds, 1801 N. Kansas............c.ccccceueuuee. 417-1240
Financial Aid Office, 1801 N. Kansas ........c.ccceceeeveveeece s 417-1110
GED Preparation/English as a Second Language ...........c.ccce...... 417-1313

Library, 1801 N. Kansas...........ccccccvvvvvreiririiiiiecnecnnessnnenn 417-1161

Residence Life & Safety, 1801 N. Kansas............ccccceeeverierererenen. 417-2102
Student Success Center, 1801 N. Kansas .........c.ccococvrivncennnne, 417-1106
Student Tutoring/Basic Skills Services, 1801 N. Kansas................ 417-1300
TRIO e 417-1606

Wellness Center, 1801 N. KaNSaS.......coccveeeeeeeeeeeeeeeee e, 417-1140
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COLLEGE INFORMATION

MISSION

Seward County Community College (SCCC) provides opportunities to enrich and improve each person’s life and
the advancement of the community and those we serve.

OUR VISION

Seward County Community College will be recognized for excellence as a national leader in academic
achievement and student success.

ACCREDITATION

SCCC is accredited by the Higher Learning Commission and the Kansas Board of Regents. Numerous programs
are also accredited by various state and national agencies. SCCC is Regionally accredited by the Higher Learning
Commission. (HLC)

REGISTRATION AND ENROLLMENT PROCEDURES

REGISTRATION

Registration is the process of being formally admitted to Seward County Community College (SCCC), choosing a
program of study and having it approved by an advisor, enrolling in individual courses, and then paying tuition and
fees. Registration and enrollment for classes is conducted according to dates published in the academic
calendars.

ROLE OF A COLLEGE STUDENT AT SCCC

Academic Habits

Behaviors & Attitudes Strategies

e Organize and manage time and time-related | e Keep track of and complete work by due
demands dates
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o Develop ability to work independently

Divide semester projects into manageable
steps

Explore study skills and identify which
methods work best

Read and follow directions

Learn to judge what information is
important

Exhibiting Knowledge of the College Culture

Behaviors & Attitudes

Strategies

e Learn to navigate the college system

e Use appropriate communication skills

o Value diverse ideas

e Understand course/college policies and
processes

e Academic formality in writing/speaking

e Discuss/consider alternative opinions in
a civil manner

e Read and think critically

e Respect for classmate’s desire to learn

Balancing Multiple Roles

Behaviors & Attitudes

Strategies

e Make college a priority

e Communicate with instructors early and
often - talk to your teacher

e (reate a balance in student multiple roles

Understand that college is a choice and
requires a large time commitment

Take responsibility for attending class and
meeting deadlines

Adjust work hours to accommodate the
number of courses enrolled

Develop a relationship with instructors
Look at instructor’s feedback and
incorporate into the next assignment
Schedule time in advance to meet with
advisor/instructor

Plan for school, work, social, study
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e Be flexible

e Setgoals
Help-Seeking
Behaviors & Attitudes Strategies
e Develop ability to work independently o Know when to use resources, how to do so
e Take responsibility for finding help appropriately, and which ones to use

e Askfor help early
e Seek out advisor to discuss grades, degree
plan, goals, where and when to get help

e Proactively use tools and resources such as
Canvas, academic advising , peer tutoring,
on-line tutoring, Student Support Services,
Math Resource Center, Student Success
Center, college portal, writing center

e Regularly access tools that aid completion of
a task without being told

ENROLLMENT PROCEDURES

After students have been admitted to SCCC and have completed the ACCUPLACER assessment, the ACT
examination, the SAT examination and/or a recent High School Transcript, an advisor will be assigned. Al
materials utilized for placement must be recent, or within the past two years. Advisors provide students with
information on programs of study, degree requirements, career options, and course information. Advisors also
assist students with course schedules, enroliment steps, and semester timelines.

Enroliment dates for specific semesters along with semester timelines are published each academic year;
students are responsible for complying with these published timelines for enrolling, dropping and adding courses,
withdrawing from the college, etc. Enrollment in classes can be done on the SCCC web site and/or in person at
the Registrar’s Office. Advisors will guide students on which method to use. Charges for tuition and fees,
books, and campus housing may be delayed for students receiving financial aid (approximately the 20t day of
class). Students should check with the Financial Aid Office to ensure that financial aid files are complete.

CREDIT HOUR ENROLLMENTS
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One (1) hour of college credit is usually earned for each clock hour per week a student attends class during a
semester, except laboratory-type classes which require additional time under an instructor’s supervision. A
minimum of two (2) clock hours per week of independent study is recommended for one (1) hour of classroom
activity. Sixteen (16) college credit hours are considered a standard semester load (Fall/Spring) at SCCC. A
student must have prior written approval from their academic advisor and the Vice President of Academic Affairs
and/or designee to exceed nineteen (19) credit hours in a regular semester. Maximum summer semester
enrollment is twelve (12) credit hours; exceeding 12 credit hours in a summer semester requires the written
approval from the Vice President of Academic Affairs.

To be considered a Full-Time Student for registration and federal financial aid purposes, a student must be
enrolled in at least twelve (12) credit hours in a regular semester (Fall/Spring/Summer). To be considered a full-
time student for registration purposes, a student must be enrolled in at least twelve (12) credit hours in a regular
semester (Fall/Spring) and six (6) credit hours in a summer semester.

Students on Institutional Scholarship are required to be enrolled in at least fifteen (12) credit hours in a regular
semester to maintain eligibility.

ENROLLMENT IN SELECTIVE PROGRAMS OF STUDY

Enrollment in courses in selective programs of study is restricted. These programs include Nursing, Respiratory
Therapy, Surgical Technology, Medical Laboratory Technician and Cosmetology. Because enroliment is limited,
these programs have additional application requirements and selection processes. Students should consult with
their advisor and contact instructors in these programs for details about the application/selection process.

ENROLLMENT CERTIFICATION IN COURSES

Students must be enrolled in a course and attend classes through the published “Certification Date” each
semester to officially be listed on the course roster. The “Certification Date” is calculated as approximately 25% of
the regular semester length or scheduled course duration.

Courses dropped before the “Certification Date” will not be recorded on a student’s transcript. A student who has
attended class and is officially enrolled in a course on the “Certification Date” will receive the earned grade or a
“W” (if the student officially withdraws by the published last date to drop a course for that semester).

A student’s official credit hour enrollment on the published “Certification Date” is considered in determining
financial aid eligibility.
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It is important for students to be aware of the “Certification Date” for each course in which they are enrolled.
Official credit hour enroliment on the published date will affect a student’s transcript and could affect a student’s
financial aid eligibility. Each semester the “Certification Date” is published in the academic calendars.

IN-STATE RESIDENCY ENROLLMENT

Residency status is determined by the Registrar using procedures consistent with the State of Kansas statutes.

In order to be classified as a resident (in-state) student for tuition purposes, a person enrolling in a community
college must have had six (6) months continuous legal residency in the State of Kansas immediately prior to the
first day of classes in a semester. All students not meeting the Kansas residency statutes will be classified as non-
resident (out-of-state) and will be charged the appropriate tuition rate. The six (6) month residency requirement
may be waived, upon appeal to the Registrar, if the student (or parent of a dependent student) was transferred or
recruited to Kansas by an employer as a full-time employee to work in the state. Proof of residency and
employment verification is required.

VERIFICATION

You are required to be a resident of Kansas for six consecutive months prior to the start of the semester in order to
qualify for in-state tuition. A person shall not be considered a resident of Kansas unless that person is in continuous
physical residence, except for brief temporary absences, and intends to make Kansas a permanent home, not only
while in attendance at an educational institution, but indefinitely thereafter as well. If a person is continuously
enrolled for a full academic program as defined by the institution where enrolled, it shall be presumed that the
student is in Kansas for educational purposes, and the burden shall be on the student to prove otherwise. (K.A.R.
88-3-2)

The student must provide an Affidavit of Residency and at least 3 forms of documentation dated a minimum of six
consecutive months prior to the beginning of the semester for which the residency status change is

requested. The affidavit and documentation must be received no later than the published certification date of the
semester in which the change is to become effective. Required documentation includes any three of the following,
dated a minimum of six months prior to the beginning of the semester for which the residency status change is
requested. The factors that may be considered in determining residency for state aid purposes shall include the
following:

1. Receipt for payment of Kansas property tax.
. Receipt for purchase of Kansas motor vehicle license tags.
3. Employment verification or payroll check stubs from employer, showing Kansas address or school
attendance at SCCC commencing six (6) months prior to the start of the term.
4. Copy of Kansas voter registration card.
Copy of Kansas driver's license.
6. Bank statements, utility and/or rent receipts showing Kansas address in affiant's name.

o
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7. Notarized verification from a Kansas resident that the student has resided with him/her/them for the six
months prior to the start of the term. (Include a copy of that person’s Kansas driver’s license.)

The Affidavit of Residency form requires that the student’s signature be notarized by a Notary Public.

When enrolling, the student is responsible for indicating the proper residence classification for tuition and fee
purposes. If there is any question of residency classification, as regulated by the State of Kansas statutes, the
student should inquire with the Registrar who will review the facts and decide. If a student enrolls incorrectly as a
resident of Kansas, and it is determined later that the student was a non-resident for tuition purposes, payment of
non-resident tuition will be required for all semesters during which the student was incorrectly registered.

CHANGE OF SCHEDULE

During the first week of classes, a student may change their schedule on-line. After the first week of classes, a
Change of Schedule form must be completed when a student wants to add a course. Adding Courses

Students may add courses through Friday of the first week of the fall/spring semester. Classes can be added
after the end of the first week only if approved by the instructor and/or appropriate Division Chair/Dean.

The last official day to enroll in any summer session will be determined annually by the Executive Team and
published in the summer calendar.

DROPPING COURSES

The last day to withdraw from a course is the Thursday prior to the week of final exams each semester
(Fall/Spring).

The last day to withdraw from classes shorter than a regular semester or summer session courses shall be the
final class day of the week prior to the completion of the course.

Students are responsible to drop officially from any course that they deem necessary to quit attending.
Students are not charged for dropping a course during the first three weeks of the regular 15-week semester
(Fall/Spring). After the third week, students are obligated for 100% tuition and fees incurred (no refund).

For courses less than a regular semester length (including summer session courses) students can drop without a
tuition and fee charge during the first 10% of the scheduled course duration. After the scheduled time, students
are obligated for 100% of tuition and fees incurred (no refund).



Page | 14

For daytime courses, any student who fails to attend the first week of class during the regular fall and spring
semesters may be dropped from that class unless the student has been advised and obtained absence approval
from the faculty member.

Steps to follow to Drop a Course are:

o Log into the student portal to drop a class on-line. (or)

o Complete a Change of Schedule form and give to the Registrar's Office.

Courses dropped out of before the published Certification Date (25% of semester) will not be recorded on a student’s
transcript. Courses that are dropped on or after Certification Date, but by Thursday of the week prior to final
examinations, will be recorded as a “W” denoting the student withdrew from the course. Final drop dates are
published in the academic calendars. After the published date courses cannot be dropped and a grade will appear
on the student’s transcript.  Itis the student’s responsibility to initiate the process to drop a class. It is the student’s
responsibility to meet published timelines.

WITHDRAWALS BY THE COLLEGE

The college administration reserves the right to withdraw students from classes any time during the semester for
disciplinary reasons, nonpayment of charges, and/or lack of records submitted to the Registrar’s Office.

Any student enrolled in on-campus classes must physically attend class, within 12 class days of the start of the
semester. The start of the semester is defined as the first calendar day classes are offered, including night
classes. Students who do not physically attend a class on-campus within 12 class days of the start of the
semester will be dropped from all on-campus classes.

WITHDRAWAL FROM COLLEGE

When a student is enrolled in more than one class and wants to totally withdraw from SCCC, the following steps
should be completed:

o A Total Withdrawal from School form should be completed with all required signatures obtained.

o Students who withdraw from all courses are subject to the REFUND OF TUITION AND FEE policy with
possible financial obligation to pay tuition and fees incurred.
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Students should refer to published dates to determine if a grade or a “W” will be recorded on the transcript.

Withdrawing from any course or courses may affect the financial aid received. Students are advised to visit the
Financial Aid Office before withdrawing from any courses. Withdrawal and/or nonattendance of courses by
students receiving federal financial aid may cause the Federal Refund/Repayment Calculation to be applied.
Students could be required to repay federal funds received. More information is available in the Financial Aid
Office.

REFUND OF TUITION AND FEES

100% REFUND PERIOD

Students who officially drop a course or courses during the first three weeks of the regular 15-week semester
(Fall/Spring) are entitled to a full refund (100%) of tuition and fees paid. No refund on tuition and fees is given after
the published date, and the student is obligated for the full amount of tuition and fees incurred.

For courses less than a regular semester length (including summer semester courses) the 100% refund period is
during the first 10% of the scheduled course duration. No refund of tuition and fees is given after that date, and
the student is obligated for the full amount of tuition and fees incurred.

Specific dates will be published each semester with the course schedule; it is the student’s responsibility to
comply with timelines associated with the refund policy.

REFUNDS FOR CANCELLED CLASSES

Students enrolled in courses that are later cancelled will receive a full refund of all tuition and fees paid.

REFUNDS FOR MILITARY PERSONNEL CALLED TO ACTIVE DUTY

When a student is called to active military duty, the following refund options are available:

1. If a student leaves prior to completion of 2/3 of required class time, the student must withdraw from all classes
and is entitled to a full refund (100%) of tuition and fees paid.

2. If a student leaves after completion of at least 2/3 of required class time, the student may elect one of the
following options:

o The student may withdraw from all courses and be entitled to a full refund (100%) of tuition and fees.



o The student may test out of classes, receive credit, and not be entitled to a refund.
o The student may elect to receive an incomplete (including a waiver of the one-year requirement for

completion of the incomplete grade) and not be entitled to a refund.
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o The student may elect to receive the grade that he/she has earned at the time of leaving and not be

entitled to a refund.

In all cases refunds of tuition and fees will be to the student or to the agency providing funds for payment of these

charges.

TUITION/STUDENT FEES

Seward County Tuition

In-State Tuition

*Border State Tuition

Out-of-State Tuition

International Tuition

Online-Saints Anywhere Tuition

Tuition:

$74 per credit hour
$78 per credit hour
$87 per credit hour
$102 per credit hour
$102 per credit hour

$111 per credit hour

Fees:

$52 per credit hour
$52 per credit hour
$67 per credit hour
$67 per credit hour
$67 per credit hour

$52 per credit hour

*Border states include Colorado, New Mexico, Texas, Oklahoma, Missouri, and Nebraska.
Special Course Fees vary and are published in the semester schedule of courses.
Fees for programs with Professional Certification Testing are the responsibility of the student.

STUDENT HOUSING RATES:

SCCC offers three housing locations: Student Living Center (SLC), Mansions, and Hale Court. All locations are traditional
style co-ed halls with two bedrooms sharing a bathroom; two students per bedroom. All locations are secured access and
have surveillance cameras throughout. Each location provides computer labs, study rooms, access to game rooms,
vending and ice machines, internet, and free parking. Residence Life hosts events for all residents throughout the year.
Residence Life contracts are for the entire academic year.
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Rates for on-campus housing are as follows:

Student Living Center (SLC) $1,500/semester ($3,000/year) $2,250/semester ($4,500/year)
Mansions $1,400/semester ($2,800/year) $2,100/semester ($4,200/year)
Hale Court $1,400/semester ($2,800/year) $2,100/semester ($4,200/year)

All residents are required to have a meal plan. Meals are provided through Great Western Dining every day of the week.
Three meals are offered Monday through Friday and two meals are offered Saturday and Sunday. Residents can choose
between two meal plans offered; students who fail to choose a meal plan will be signed up for 19 meals per week.

Rates for meal plans are as follows:

19 Meals per Week $2,000/semester ($4,000/year) | Covers each meal provided.
15 Meals per Week $1,750/semester ($3,500/year) | 15 meals to use throughout the week.

DISCIPLINARY REGULATIONS

Students enrolled at Seward County Community College are expected to conduct themselves as responsible
individuals in observing college regulations and the Student Code of Conduct as well as state and federal laws.
The college reserves the right to take disciplinary action against those students who do not follow college
regulations, and the Student Code of Conduct, as well as state and federal laws.

STUDENT CODE OF CONDUCT

The Seward County Community College Student Code of Conduct is an important component of our college
atmosphere conducive to academic and social development. Students are expected to take responsibility for
their actions and observe the rights of others. The conduct of each student is an important indication of
character, and the highest standards of honesty, integrity and morality are desirable qualities that are expected.

The following Student Code of Conduct is presented as expectations of student behavior. Violations may subject
the student to disciplinary actions as indicated in Sanctions. Violations may be reported to the appropriate law
enforcement agency. The Student Code of Conduct is in effect on all Seward County Community College
Campus sites including student housing, in college vehicles and at all college-sponsored events.

1.ALCOHOLIC BEVERAGES - No student, regardless of age, shall consume, possess, or provide to a minor
any alcoholic beverages, beer, or wine on campus, in college owned vehicles, in student housing, at any college
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sponsored event, either on or off campus. Kansas State Laws prohibit the possession, manufacturing of and/or
consumption of any kind of alcohol on campus.

2. TOBACCO PRODUCTS - Use of tobacco products in any building owned or operated by the college, in any
vehicle owned or leased by the college, or at any college sponsored event or activity held in any building on or off
campus is prohibited except in designated areas. Smoking and/or use of tobacco in student housing is permitted
only in designated areas outside of any building.

3.ILLEGAL DRUGS - Drugs other than alcohol possession, consumption, being under the influence, or
transport of illegal drugs, any other controlled substances, and drugs for which a student does not possess a valid
prescription for is prohibited except pursuant to a physicians, dentists, or other authorized medical personnel’s
prescriptions. The manufacture, exchange, distribution, purchase, or sale of illegal drugs or controlled
substances is prohibited. The possession of drug paraphernalia for illegal drug use is also prohibited. Marijuana
and/or products containing marijuana are not allowed to be possessed, consumed, or transported on property
owned or controlled by Seward County Community College, regardless of whether the student possessed a valid
prescription.

Seward County Community College supports the enforcement of the State of Kansas Laws and Federal Laws on
controlled substances.

4. SAFETY AND SECURITY - Any behavior or action which threatens, harms or causes to place in harm
any person, or threatens the safety and security of any student, employee, or person on the college campus or at
any college sponsored event is prohibited. Seward County Community College is committed to providing students
educational and social activities in a safe and secure environment free from harassment or intimidation based on
sex, gender, race, religion, or national origin.

5. DISRUPTIVE BEHAVIOR - No student shall behave in a manner that is disruptive to the educational
process; in a learning environment, behavior, which endangers or infringes upon the rights of others, will not be
tolerated. Students should not assemble in a manner that obstructs the free movement of persons about the
campus, obstructs the free and normal use of college facilities, or prevents the normal operation of the college.
Misconduct in the classroom could lead to removal either voluntarily or by campus security; misconduct in college
facilities including student housing, the student union, and/or the cafeteria, could result in suspension or expulsion
from the facilities and from the college.

6. HARASSMENT - No student shall engage in harassment of another student, instructor, or staff member of
the college; students who feel that they are being harassed by anyone including another student, an instructor, or
a college staff member should report the incidents to the Vice President for Student Affairs. Harassment includes
sexual and racial harassment and may include verbal and/or physical actions, or by use of electronic media such
as e-mail. Actions and/or comments are considered harassment when such conduct has the purpose or effect of
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unreasonably interfering with the instructor, student, or staff member’s performance or creating an intimidating,
hostile or offensive environment. For more information, please see the full Civil Rights Policy.

7. WEAPONS - Possession of weapons are prohibited on campus, in college owned or personal vehicles, in
student housing, or at any college-sponsored event. Examples include but are not limited to, firearms, fireworks,
knives, bows and arrows, clubs, etc. The discharge of firearms or fireworks, or the use of any object to cause
intimidation or injury to a person or damage to property is prohibited.

Pursuant to Kansas law it permissible for the carrying of a concealed handgun on campus by legally qualified
individuals, (individuals 21 years of age and older) in accordance with the Conceal Carry and Storage restrictions
hereinafter set forth:

Conceal Carry and Storage Restrictions:

Concealed Carry: Everyone who lawfully possesses a handgun on campus shall be wholly and
solely responsible for carrying, storing and using that handgun in a safe manner and in accordance with
the law and this policy. Individuals who carry a handgun on campus must carry it always concealed on or
about their person. “Concealed” means completely hidden from view and does not reveal the handgun in
any way, shape, or form. “About their person” means that an individual may carry a handgun if it can be
carried securely in a suitable carrier, such as a backpack, purse, handbag, or other personal carrier
designed and intended for the carrying of an individual’'s personal items. Moreover, the carrier must
always remain within the exclusive and uninterrupted control of the individual. This includes wearing the
carrier with one or more straps consistent with the carrier’s design, carrying or holding the carrier or
setting the carrier next to or within the immediate reach/control of the individual.

Residential Students: Handgun storage will be provided by SCCC. When not carrying the
weapon, it shall be stored in a locked and secure firearm safe, ensuring that the weapon is not accessible
to another unqualified and/or irresponsible person. Upon request of a dorm manager, college
administrator or security officer, the resident will open the safe for inspection or upon administrative
investigation. If the weapon is stored within a vehicle, the vehicle must be locked and secured, and the
weapon must not be visible from outside of the vehicle. The resident shall seek permission from the dorm
manager whenever a special circumstance or situation arises in which consideration for a change is
needed. Students violating these restrictions shall be dealt with sternly, which includes a fine, and/or
immediate remedial action including a temporary seizure for safe keeping of the weapon, or being
referred to law enforcement, and/or removal from the campus, and/or residential area.

Non-Resident Students: Handgun storage is not provided by SCCC. Individuals may store a
handgun in the individual’s vehicle when the vehicle is locked, and the handgun is secured in a location
within the vehicle that is not visible from outside the vehicle.
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Specifically, it is prohibited for any individual to store a handgun:

= Ina vehicle that is unlocked or when the handgun is visible from outside the vehicle

= Inan individual’s office

= In an unattended backpack/carrier

= |nany type of locker, or

= Inany other location and under any circumstances except permitted by this policy and by
state and federal law.

Handgun storage by any other means is prohibited unless permission has been granted by SCCC Administration
or the Security Supervisor. SCCC is not responsible for any loss, or damage to private property. Owner or
possessor of the handgun shall assume all risks and liabilities associated with it.

8. FIRE SAFETY - Any action that could endanger the safety of any person on campus or at college
sponsored activities is prohibited. It is illegal under state and federal laws to tamper with or misuse any kind of fire
emergency equipment. This includes, but is not limited to, discharging or tampering with fire extinguishers,
initiating false alarms, tampering with smoke alarms, fire panels, etc. Unauthorized possession, use, and/or
storage of any chemicals or substances that could lead to an explosion are prohibited on college property.
Persons responsible for these type actions may face serious disciplinary action, fines, and criminal prosecution.
(If a student is living in the residence halls and is taking an on-line chemistry class, the student must receive
approval to store any chemicals in the residence halls. This can be done through the Director of Residence Life
and Safety or the Vice President for Student Affairs)

9. ACADEMIC HONOR CODE AND CHEATING - Seward County Community College is committed to
high ethical standards and integrity in all aspects of the college. Academic dishonesty is a serious threat to
academic integrity and does not support the college mission of developing better futures for its students.
Cheating, copying another’s exam or allowing another to copy the exam, collaboration not permitted by the
instructor, and plagiarism are types of dishonesty that are prohibited. Dishonest acts also include providing false
information to college staff, forgery, alteration, or misuse of college documents or instrument of identification, or
any other act intended to deceive. Violators may face disciplinary actions, suspension, or expulsion from college.

10. USE OF COLLEGE FACILITIES AND EQUIPMENT -  Students should utilize campus facilities
only during established open times and dates or otherwise with permission; equipment should be used only for its
intended use. Unauthorized entry or occupancy of facilities during times other than established hours is
prohibited; unauthorized possession and/or use of keys to college facilities by students are prohibited.

11. THEFT AND VANDALISM - Theft or damage to property is illegal and violations will result in
disciplinary sanctions. Theft and vandalism include, but is not limited to, taking or being in possession of the
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property of others, damage to and/or tampering with college facilities, equipment, vehicles, etc., thefts relating to
phone service, cable television services, computer files and software, credit card usage, identity, etc.

12. USE OF COMPUTERS, SOFTWARE, AND RELATED EQUIPMENT - Students are expected
to use college computers, software, networks, and related equipment in ways consistent with the mission and
goals of Seward County Community College. All student use of computers should support the educational
programs of the college. Proper computer etiquette by all students is expected when using college computer
resources. The following uses of computer resources are examples of prohibited activities: commercial use,
excessive printing, sharing a user name and/or password, attempt to gain unauthorized access to computer
resources, modification of settings, destruction of computer resources, willful introduction of computer viruses,
computer use to communicate defamatory, derogatory, hostile, or threatening messages, illegally copying of
software, etc. Students who use the Internet on college computers for research, e-mail or browsing should
access only web-sites that are socially appropriate and do not contain obscene material, pictures, messages, etc.
The college uses computer software that identifies the specific computer and time that an undesirable website is
accessed. Violations of computer use guidelines may result in disciplinary action; the student’s computer use
privileges may be suspended immediately and indefinitely. Notification of law enforcement agencies may occur
when appropriate. Students may request a complete “SCCC Networking Computer Use Policy” for review from a
college Vice President.

SANCTIONS

The following sanctions may be imposed for violations:
1. WRITTEN WARNING - a written warning that further violations may result in additional disciplinary action.

2. ADMINISTRATIVE WITHDRAWAL FROM COURSES - withdrawal from course(s) initiated by a
college administrator because of inappropriate behavior by the student.

3. RESTRICTIONS/REQUIREMENTS - specified loss of privileges and/or specific conditions to be
performed or completed by the student.

4. RESTITUTION - full and complete reimbursement for damage, destruction, or misappropriation of property
of Seward County Community College or other students or persons. The restitution may involve a form of
service, financial payment, or other compensation. Failure to plan for restitution within the specified time may
result in additional sanctions.

5. COMMUNITY SERVICE WORK - work projects to improve the college or community.
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6. HOLD ON STUDENT ACCOUNT - the college reserves the right to “hold” student account based on
failure to follow regulations, behavior misconduct or failure to pay financial obligations to the college. A “hold”
on student records may prevent further enrollment in courses, receiving grades, transcripts, and/or diplomas,
or participating in campus activities.

7. FINE - a student can be assessed a monetary fine.

8. CANCELLATION OF SCHOLARSHIPS - institutional scholarships and grants are awarded based on
the assumption that students are in good standing. Seward County Community College reserves the right to
cancel institutional financial aid for violation of the Student Code of Conduct.

9. SUSPENSION - termination of a student’s enroliment from the college for a specified period; suspension
from student housing can be imposed for non-compliance of housing regulations and/or failure to observe
Student Code of Conduct. Conditions of readmission may be specified at the time of suspension.

10. SUMMARY SUSPENSION - A student may be immediately removed from campus or campus housing if
there is an eminent threat of violence to themselves or any part of the campus community.

11. EVICTION FOR CAMPUS HOUSING - immediate removal from campus housing.

12. EXPULSION - a permanent severance of a student’s enrollment and/or severance from college housing.
A record of such action is made on the student’s permanent record in the Registrar’s Office. A student who is
expelled from college and/or student housing is typically not allowed to re-enter either.

Sanctions may be imposed in combinations; sanctions outlined above are not all inclusive of possible disciplinary
actions by Seward County Community College. Involvement and reporting to appropriate law enforcement
agencies may occur. Parental involvement may be appropriate in certain circumstances.

STUDENT RIGHT OF DUE PROCESS

Seward County Community College assures students the right of due process. When violations of the Student
Code of Conduct are alleged, students have the right to a a meeting with the Vice President of Student Affairs to
appeal their sanction. If the sanction warrants a suspension or eviction from the residence halls that student has
the right to appeal to the College Judicial Board. The Judicial Board is a Board consisting of 3-5 members of the
college community to include students, faculty, and administration. The Director of Student Life and Leadership
will chair the Judicial Board. The College Judicial Board will determine if sanctions are warranted.

When sanctions involve suspension of more than 5 days or expulsion from college, the student may make an
appeal to the President of the college. The appeal must be presented in writing within five (5) working days after
the decision. The appeal must be based on an excessively severe sanction, the introduction of new evidence, or
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substantial procedural irregularities in the original hearing. The President will determine if the sanction was
appropriate for the violation.

The written appeal request must state:

Full Name

Phone Number

Email Address

College ID

Name of person that imposed sanction

Incident that occurred

The grounds on which the complainant(s) believes that a violation on the college rules has occurred.

Nooakwd -~

STUDENT COMPLAINT PROCEDURE

1. Complaints are typically best resolved when addressed early and directly to the individual/department
with which the complaint is concerned. Students are encouraged to take the “ABC” approach of resolving the
issue:

A. Open a dialogue directly with the individual involved. If the student does not feel comfortable doing so
or is unsatisfied with the outcome, he/she may move to B.

B. Raise the concern at the next available level. If the matter remains unresolved, the student may move
to C.

C. Escalate the matter to the next highest level in the department.

For example, the ABC approach for a concern in the classroom might include starting at A with the faculty, moving
to B with the Division Chair and escalating to C with the Academic Dean. Alternatively, in some circumstances it
may be appropriate to contact the VP of Student Affairs or Human Resources during step B and/or C.

*Please note that this approach may not be appropriate in all situations, including circumstances involving an
emergency, crisis or threat.

2. Students may file written complaints of any kind with the College online.

= File a Complaint



https://forms.office.com/Pages/ResponsePage.aspx?id=YyaPuABWpUCk0ilDAqUO_AYmBA_KCwFFpjdaWbuamVdUNktVTk1DV0lTR1QwNTg4NzM3OU44SVJNNC4u
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Complaints submitted through this site will be reviewed and referred to the appropriate College department based
on the type of complaint.

3. If you know the type of complaint, you may skip the above step and submit your complaint directly to the
appropriate College department by following the applicable complaint procedure, several of which are listed below.

Complaints about academic issues

=  Grade Appeal Policy

=  Withdrawal Appeals

= Appeal Financial Aid Decisions

Complaints about non-academic issues

= Report sexual misconduct.

= Other Title IX complaints may also be reported to the College’s Title IX Coordinators, David Hardman. His
number is 620-417-1016.

= Report a crime

4. In addition to SCCC’s complaint processes, certain student complaints may be submitted to outside agencies as
outlined below (this list is non-exhaustive and there may be other agencies that will receive and process
complaints):

= Consumer protection and/or fraud — Complaints may be filed with the Kansas Attorney General’'s Office

= Discrimination complaints — Complaints against the College or its employees may also be filed with the
Kansas Human Rights Commission


file://mfs0.sccc.edu/All_Employees/Academic%20Affairs%20Council/Policy%20Manual/AAC%20Policy%20Manual%20(fully%20linked%20table%20of%20contents)%20Updated%208.9.2019.doc#_20.24
https://wcms.sccc.edu/c/document_library/get_file?uuid=38eea9df-6a38-4999-a940-f7ce1572e563&groupId=1156188
https://wcms.sccc.edu/c/document_library/get_file?uuid=38eea9df-6a38-4999-a940-f7ce1572e563&groupId=1156188
https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=31942a74-ab19-45b0-8f72-15e51560c609&targetURL=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2f95972898-4403-4e7c-bfa0-5ab717d6dfe6
https://sccc.edu/web/students/security/report-crime-via-the-web
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= Complaints regarding State Authorization Reciprocity Agreement (SARA) courses — May be filed by
students enrolled in these courses with the Kansas Board of Regents office

= SCCC accreditation eligibility - SCCC is regionally accredited by the Higher Learning Commission.
Complaints regarding the College’s ongoing eligibility to meet the Criteria of Accreditation may be filed
following HLC Guidelines. Some academic programs may also have specific state or federal accrediting
agencies that will review complaints (i.e. nursing, dentistry, cosmetology, etc.)

5. Itis the goal of the College to process all complaints in a timely manner. Unless otherwise stated, in most
instances, SCCC will conduct its initial review and acknowledge a complaint within seven business days of
receiving the complaint. If more time is needed, the complainant will be notified.

6. SCCC is governed by a Board of Trustees who are responsible for ensuring lawful implementation of complaint
procedures. If you believe that your complaint has not been addressed satisfactorily with the SCCC
administration after exhausting all applicable College complaint procedures, you may contact the Board of
Trustees by emailing the college presidents office. Please include your name, contact information, a specific
statement of your issue and the desired outcome.

7. Questions about the complaint process or a pending complaint? Contact the Vice President for Student Affairs
620-417-1016.

STUDENT GRIEVANCE PROCEDURE

A grievance may concern an alleged violation of school policies, alleged infringement of the student’s rights and
other such problems concerning students, college staff, and authorized college activities. This grievance
procedure does not include grade appeal. The Vice President of Student Affairs shall function as the grievance
officer and may involve other college officials as deemed necessary. A summary of the procedure to process a
complaint or grievance is:

. The student must attempt to rectify the complaint with the supervisor of the area in which the alleged violation
occurred within ten working days.  Every effort will be made to resolve the complaint at the lowest possible level.
The student should consult with the appropriate supervisor (e.g. instructor, sponsor or director) and attempt to
solve the grievance through informal discussions.

. If the student feels the problem has not been solved, a written grievance should be submitted to the appropriate
Vice President within ten college working days from the time the original complaint was filed at the previous level.
The appropriate Vice President shall schedule a conference within ten college working days. After the
conference, the Vice President will, within five working days, inform the student in writing of any decision made


https://www.hlcommission.org/HLC-Institutions/complaints.html.
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and the reasons for making the decision.

3. The student may appeal in writing to the President of the College. The appeal must be based on either new
evidence or basic procedural unfairness. The written appeal must be filed within five working days after the
Vice President has issued his written decision.

4. After hearing an appeal, the President of the College shall notify the student of the final decision within ten
college working days.

5. Seward County Community College is a member of the State Authorization Reciprocity Agreement through the
Kansas Board of Regents. If an out-of-state online student does not feel their issue was appropriately resolved
by Seward County Community College’s internal appeal process, they can contact the state portal agency at
http://www.kansasregents.org/academic_affairs/sara

Out-of-state  online  students can access The Kansas SARA Complaint Form from
http://kansasregents.org/resources/PDF/Academic_Affairs/3257-ComplaintForm_SARAinstitutions.pdf The
Kansas SARA Complaint Form can be mailed to 1000 SW Jackson, Suite 520, Topeka, Kansas.

PRACTICES FOR SUPPORTING TRANSGENDER STUDENTS

Seward County Community College (SCCC) is committed to a policy of nondiscrimination on the basis of race,
sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and
employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title
IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act
of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice
President for Student Affairs, 1801 N. Kansas Avenue, Hobble Academic Building, Liberal, KS 67901.
Celeste.donovan@sccc.edu

Safe Learning Environment

SCCC is committed to maintaining a positive and safe learning environment for all students, including transgender
students. All members of the SCCC community are expected to conduct themselves in a manner that does not
infringe upon the rights of others. Sex-based harassment violates the dignity of individuals and will not be
tolerated by the College (see Sexual Misconduct Policy). Transgender students should contact the Vice President
for Student Affairs or a college official if they are experiencing harassment.

Privacy and Educational Records

When a student notifies an instructor or staff member that his/her gender identity is different than his/her
educational records or identification documents indicates, the student should be referred to the Registrar or the


http://www.kansasregents.org/academic_affairs/sara
http://kansasregents.org/resources/PDF/Academic_Affairs/3257-ComplaintForm_SARAinstitutions.pdf
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VP of Student Affairs. Upon request, the Registrar/VP of Student Affairs will make necessary changes on the
student’s record to reflect the gender identity and name used by the student even if the gender or name have not
legally been changed. Faculty and staff should use names and pronouns consistent with a transgender student’s
gender identity. The college will retain the legal name in the student record and will only use it in state or federal
reporting and the student’s permanent record (transcript) where the legal name is required.

Protecting transgender students’ privacy is critical. Nonconsensual disclosure of a student’s birth name or sex
could invade a transgender student’s privacy or violate the Family Educational Rights and Privacy Act (FERPA).
The Registrar/VP of Student Affairs will determine which school personnel (if any) have a legitimate educational
interest in knowing the student is transgender (See SCCC FERPA Policy). Directory information at SCCC does
not include gender, but transgender students should be reminded that any student can request that SCCC not
disclose directory information.

Questions or Concerns
Questions about the SCCC practices to support transgender students should be directed to the Vice President for
Student Affairs.

PRIVACY RIGHTS OF STUDENTS

The Family Educational Rights and Privacy Act (FERPA) of 1974 assures students of confidentiality of records.
Your records consist of your admission application, high school and/or college transcripts, grades and academic
standing, and any notes, memos, or letters about your scholastic progress, etc.

o The only people who can have access to information concerning you are:
e College faculty and staff who have legitimate educational interest
e Parents claiming you as a dependent on their federal income tax returns
e Scholarship and other financial aid organizations supporting you
e Federal, state and local officials who by law must receive information from the college
e Any party designated by judicial order or subpoena, provided the college notifies you
e Anyone with your written consent, or your parents or guardians if you're under 18 years old

In keeping with this law, Seward County Community College will adhere to the following procedures and policy
relative to the collection, maintenance, and dissemination of student records:
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Provide you the opportunity to inspect your educational records. If you wish to see your records, you should contact
SCCC Registrar.

Provide you the opportunity to challenge through a hearing the content of your educational records if you believe
the records contain information that is inaccurate, misleading or in violation of the right of privacy. Limit disclosure
of information from your record to those who have your written consent or to officials specifically permitted within
the law, such as college officials and-under certain conditions-local, state and federal officials.

Public directory information is NOT confidential. This information is defined as your name; local and permanent
address; telephone listing; e-mail address; date and place of birth; major field of study; student classification;
dates of attendance; honors and degrees awarded; participation in school activities, organizations and sports; and
the most recent educational institution you attended.

If you don't want any of this information made public, send a written request to withhold the information to the
Registrar's Office. The request must be submitted within two weeks of the beginning of the semester.

If you want to send copies of your transcript to someone (an employer or another college, for instance), you can
fill out a transcript request online from SCCC website, in the Registrar's Office, or send a letter to that office. If
you send a letter, be sure to include your signature and Student ID, the last term you attended. Also include any
former names used while you were a student here, and to whom you want the transcripts sent.

SCCC will not release your transcript if you have outstanding debts with the college until the bill is paid in full.
Students will be charged $5 for each official copy. Any transcript requested through the electronic system will be
charged $8.50.

You may file a complaint with the Department of Education if you believe your rights under the law have been
violated and if efforts to resolve the situation through SCCC appeal channels have proven unsatisfactory. You
should send complaints to:

FERPA, Department of Education
Room 514 E

200 Independence Ave. SW
Washington, D.C. 20201

The college will comply with the Kansas Open Records Act. The act is to be liberally construed and applied to
promote compliance.

CAMPUS CRIME AND SECURITY
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CAMPUS CRIME DISCLOSURE ACT

The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act is a federal law that
requires colleges and universities to disclose certain timely and annual information about crime and security
policies. All public and private institutions of post-secondary education participating in federal student aid
programs are subject to this act.

Seward County Community College’s annual security and fire report includes statistics for the previous three
years for any reported crimes that occurred on campus; in certain off-campus buildings owned or controlled by
Seward County Community College; and on public property within, or immediately adjacent to and accessible
from the campus.

The report also includes information concerning the campus security, the enforcement authority of campus law
enforcement and their working relationship with State and local police agencies, access to campus facilities,
college policies concerning alcohol, drug, and weapons, crime prevention, the prompt reporting of crimes, sexual
assault, description of prevention and awareness programs, and other safety and security matters.

The Annual Security & Fire Report can be found at https://sccc.edu/wp-content/uploads/2024/04/Asr_Seward-
County-Community-College 972023.pdf.

In complying with the statistical reporting requirements of the Clery Act, the college obtains the required statistics
for campus crimes, through actual reported crimes both in person, through confidential reporting, and through
contact with local law enforcement agencies. The current statistics as required by law can be found at
https://www.clerycenter.org/the-clery-act .

The college has initiated an online reporting form where individuals can report a crime anonymously. The form
may be accessed athttps://sccc.edu/student-life/student-services/student-complaints/#threats. .

Every reasonable effort is made to identify all reported crimes and to present the statistics in the annual report.
You can obtain a copy of the report by contacting the Campus Safety or the Vice President of Student Affairs. In
addition, the Clery Act requires that all current and prospective students and employees be given the necessary
instructions to locate pertinent information:

o A Daily Crime Log is kept and updated regularly. You may request the report anytime by contacting
security@sccc.edu or calling 620-417-1180.

o Information for local crimes may be accessed at: https://www.cityofliberal.org/245/Police-Department

o Notification of major crimes occurring on Campus or adjacent to this Campus that may pose a threat to
the students or employees of the College will be posted in the form of timely Alert Bulletins and placed in
every campus building and/or communicated with other methods.


https://sccc.edu/wp-content/uploads/2024/04/Asr_Seward-County-Community-College_972023.pdf
https://sccc.edu/wp-content/uploads/2024/04/Asr_Seward-County-Community-College_972023.pdf
https://sccc.edu/student-life/student-services/student-complaints/#threats
mailto:security@sccc.edo
https://www.cityofliberal.org/245/Police-Department
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o The Kansas Sexual Offender Registration Act of 1996 allows public access to a list of convicted
registered Kansas sexual offenders. This information may be viewed on the Internet at
https://www.kbi.ks.gov/registeredoffender/

o The SCCC Security web site includes information concerning Campus Security and College policies
concerning alcohol, drugs, weapons, crime prevention, reporting of crimes, sexual assault, and other
security matters contact http://www.sccc.edu/security_department/index.html

o The Kansas Crime Victims Rights, may be accessed at:
https://kslegislature.org/li_2014/b2013_14/statute/074_000_0000_chapter/074_073_0000_article/074_07
3_0033_section/074_073_0033_k/

SAFE AND SECURE CAMPUS

A safe and secure campus environment is a high priority of the Seward County Community College Staff and
Administration. Student policies have been written to encourage safety and is reinforced by responsible student
behavior. Campus Safety Officers are maintained, and a surveillance camera system is utilized in various areas
of campus. Please note that Safety Officers and Surveillance Cameras do not replace responsible behavior by
students, nor do they totally prevent crime from occurring.

o Crime prevention is a responsibility involving everyone. All members of the campus community are
encouraged to:

o Report any suspicious activity to Campus Safety.
= 620-417-1180

= security@sccc.edu

= Online report

o Lock vehicles/dorm rooms and keep personal articles out of sight.

o Stay in well-lit areas and walk with others when possible. Contact Campus Safety if you ever feel
you need an escort.

o Observe published campus guidelines and safety practices.

Safety and security at Seward County Community College is a shared responsibility between the
administration, Campus Safety, the students, the campus community, and local law enforcement agencies.
While the College takes actions to help increase security, students and visitors can also contribute to their
own safety by following rules, using common sense, avoiding dangerous situations, and reporting


http://www.sccc.edu/security_department/index.html
mailto:security@sccc.edu
mailto:security@sccc.edu
https://sccc.edu/student-life/student-services/student-complaints/
Kit E. Hernandez
We don’t have this currently but I can links to boarddocs policies under the resources section. 
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suspicious or threatening activities. Campus Safety can be contacted at (620) 417-1180.

SCCC CIVIL RIGHTS POLICY: POLICY ON NONDISCRIMINATION

Applicants for admission and employment, students, employees, sources of referral of applicants for admission
and employment, and all unions or professional organizations holding collective bargaining or professional
agreements with Seward County Community College are hereby notified that this institution does not discriminate
on the basis of race, religion, color, national origin, gender, age, sexual orientation, gender identity, or disability
in admission or access to, or treatment or employment in, its programs and activities. Any person having inquiries
concerning Seward County Community College’s compliance with the regulations implementing Title VI, Title
VII, Title IX, the Americans With Disabilities Act or Section 504 is directed to contact Mr. David Hardman,
P.O. Box 1137, 1801 North Kansas, Liberal, Kansas, telephone: (620) 417-1016, fax number: (620)417-1179,
David.hardman@sccc.edu. His office is in the Hobble Academic Building, room #112.

Mr. Hardman has been designated by Seward County Community College to coordinate the institution's efforts to
comply with the regulations implementing Title VI, Title VII, Title IX, the Americans with Disabilities Act and
Section 504. Any person may also contact the Assistant Secretary for Civil Rights, U. S. Department of Education,
regarding the institution's compliance with the regulations implementing Title VI, Title VII, Title IX, the
Americans with Disabilities Act or Section 504.

Any person may report sex discrimination (whether the person reporting is the person alleged to have experienced
the conduct), in person, by mail, by telephone, by video, or by email, using the contact information listed for the
Title IX Coordinator. A person can also report sexual misconduct for filling out the form on the following link:
Report Sexual Misconduct A report may also be made at any time (including during non-business hours) by
contacting our security office at 620-417-1180.

Questions regarding Title IX, including its application and/or concerns about noncompliance, should be directed
to the Title IX Coordinator. For a complete copy of the policy or for more information, please visit Title IX
Complete Policy or contact the Title IX Coordinator.

Individuals who believe they have experienced sex discrimination, harassment, and/or retaliation in violation of
SCCC’s policy should contact the following:

David Hardman

Hobble Academic Building, Office #112
1801 N. Kansas Avenue

Liberal, KS 67901

Office: 620-417-1016

Cell: 620-629-5589
David.hardman@sccc.edu


mailto:David.hardman@sccc.edu
https://forms.office.com/pages/responsepage.aspx?id=YyaPuABWpUCk0ilDAqUO_AYmBA_KCwFFpjdaWbuamVdUODAxTkhEQTFQTFNMTE5NN0YwTTlSUks1NS4u
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A person may also file a complaint with the appropriate federal, state, or local agency within the time frame
required by law. Depending upon the nature of the complaint, the appropriate agency may be the federal Equal
Employment Opportunity Commission (EEOC), the U.S. Department of Education Office for Civil Rights (OCR),
and/or the Department of Justice.

Office for Civil Rights (OCR)

U.S. Department of Education

400 Maryland Avenue, SW

Washington, D.C. 20202-1100

Customer Service Hotline #: (800) 421-3481
Facsimile: (202) 453-6012; TDD#: (877) 521-2172
Email: OCR@ed.gov

Web: http://www.ed.gov/ocr

Local Office for Civil Rights office contact information:
Kansas City Office for Civil Rights

U.S. Department of Education

One Petticoat Lane

1010 Walnut Street, 3 floor, Suite 320

Kansas City, MO 64106

Telephone: 816-268-0550

FAX: 816-268-0599; TTD: 800-877-8339

For Sites Other than Kansas:
https://nrs.ed.gov



mailto:OCR@ed.gov
http://www.ed.gov/ocr
https://nrs.ed.gov/
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For complaints involving employee-on-employee conduct: Equal Employment Opportunity Commission
(EEOC)!

EEOC Kansas City Office
https://www.eeoc.gov/field-office/kansascity/location

Gateway Tower II

400 State Ave., Suite 905

Kansas City, KS 66105

1-800-669-4000TTY 1-800-669-6820ASL Video Phone  844-234-5122

Assistant Secretary for Civil Rights

Office for Civil Rights, National Headquarters
U.S. Department of Education

Lyndon Baines Johnson Dept. of Education Building
400 Maryland Avenue, SW

Washington, DC 20202-1100

Telephone: 800-421-3481

Fax: 202-453-6012; TDD: 800-877-8339

Email: OCR@ed.gov

Within any Resolution Process related to this Policy, SCCC provides reasonable accommodations to persons with
disabilities and religious accommodations, when that accommodation is consistent with state and federal law.

SCCC does not discriminate in its employment practices or in its educational programs or activities based on
sex/gender.> SCCC also prohibits retaliation against any person opposing discrimination or participating in any
discrimination investigation or complaint process internally or externally. Reports of misconduct, questions
regarding Title IX, and concerns about noncompliance should be directed to the Title IX Coordinator. For a
complete copy of the policy or for more information, please contact the Title IX Coordinator or the Assistant
Secretary of Education within the Office for Civil Rights (OCR). http://www.ed.gov/ocr.

MISSING STUDENT NOTIFICATION POLICY



http://www.eeoc.gov/contact
https://www.eeoc.gov/field-office/kansascity/location
http://www.ed.gov/ocr
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Student safety is of the utmost importance at Seward County Community College (SCCC).  This policy
establishes administrative protocol to assist in locating SCCC student(s) who reside in on-campus housing who,
based on the facts and circumstances known to SCCC, are determined to be missing.

1.Any time an SCCC student becomes a resident in on-campus housing, such student shall be notified:

a.

that such student has the option to identify an individual to be contacted by SCCC not later than 24
hours after the time that the student is determined missing in accordance with official notification
procedures established by SCCC under Administrative Procedures.

that such contact information shall remain confidential and will not be utilized until it is determined that
such student has been missing for a period of more than 24 hours;

that if such student is under 18 years of age, and not an emancipated individual, SCCC shall notify
such student’s custodial parent, guardian, or emergency contact not later than 24 hours after such
student has been determined to be missing in accordance with the notification procedures established
by SCCC under Administrative Procedures; and

. that SCCC will notify the appropriate law enforcement agency not later than 24 hours after the time

that such student is determined missing in accordance with the notification procedures established by
SCCC under Administrative Procedures.

ADMINISTRATIVE PROCEDURES:

1.

Upon receiving notification that a student residing in on-campus housing has been missing for more than
24 hours SCCC shall notify appropriate individuals at SCCC, including but not limited to campus security,
that such student has been missing for more than 24 hours and if, on investigation by campus security, or
other appropriate individuals, it is determined that a student residing in on-campus housing has been
missing for 24 hours, SCCC shall:

a.

notify the individual identified in paragraph 1.a of the Policy that such student has been missing for
more than 24 hours;

if such missing student is under 18 years of age, and not an emancipated individual, the custodial
parent or legal guardian of such student shall be immediately notified that such student has been
missing for more than 24 hours; and

if subparagraphs 1. a. and 1.b. do not apply to a student determined to be a missing person, inform
the appropriate law enforcement agency.
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2. The SCCC Vice President of Student Affairs and/or designee shall be responsible for all necessary
notifications.

3. A copy of this policy will be provided to SCCC students upon becoming a resident in on-campus housing.

4. The SCCC Vice President of Student Affairs in conjunction with SCCC campus security shall review this
policy and administrative procedures on an annual basis and provide appropriate training to all on-
campus housing staff and other SCCC personnel.

GRADUATION/COMPLETION RATE

Public Law 101-542, The Student Right-To-Know and Campus Security Act, requires higher education institutions
to report their completion or graduation rate on an annual basis. The graduation rate was 39% for first-year
students who entered on a full-time basis during the fall semester of 2019. Our transfer rate was 10% for this
same time. This figure includes those who received a degree, certificate, or transferred to a four-year institution
within a 3-year period.

DRUG FREE INSTITUTION OF HIGHER EDUCATION POLICY

Seward County Community College Board of Trustees recognizes that the abuse of alcohol and the use of
controlled substances constitute a hazard to a positive learning environment. Realizing that alcohol and other
drug abuse has become an epidemic in our society. Seward County Community College is firmly committed to
an educational program for employees and students, which provides information that reinforces and promotes
healthy responsibility within the community; and the social, emotional, ethical, and physical well-being of all
members of the academic community. Because the abuse of alcohol and other drugs is a problem that is not
associated with a singular socioeconomic group or age level, Seward County Community College will not tolerate
violation of any part of the Drug Free Institution of Higher Education Policy by any employee or student.

It is the policy of Seward County Community College that the unlawful manufacture, distribution, dispensing,
possession, or use of controlled substances is prohibited in its workplace or as a part of any Seward County
Community College Activities. Any full or part-time officer or employee of the College, including Faculty,
Administrators, Program/Technical Staff, or other unclassified staff, classified staff, and students, found to be
illegally manufacturing, distributing, dispensing, possessing, or using controlled substances at (the workplace of)
SCCC shall be subject to disciplinary action in accordance with applicable policies of the State of Kansas and the
Board of Trustees. Officers and employees are reminded that illegal manufacture, distribution, dispensing,
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possession, or use of controlled substances may also subject individuals to criminal prosecution. As a condition
of employment, all employees will abide by the terms of this policy statement and any employee convicted of, or
aware of any other employee(s) convicted or violation of any criminal drug statute will notify the President or
his/her designee, no later than five days after the conviction. For purposes of this policy “conviction” means a
finding of guilt (including a plea of nolo contendere) or imposition of sentence, or both, by any judicial body
charged with the responsibility to determine violations of the Federal or State criminal drug statutes.

The term “controlled substance” as used in this policy means those substances included in Schedules | through V
of section 202 of the Controlled Substances Act and as further defined by regulation at 21 CFR 1208.11 through
1308.15 (a listing of controlled substances will be maintained in the human resources office and at other
appropriate locations on campus). The term does not include the use of a controlled substance pursuant to a
valid prescription or other uses authorized by law. This policy will be distributed annually to all employees.
Concerning the use of alcohol, any alcohol consumption on the SCCC campus is strictly prohibited.

Consumption of alcohol at official off-campus-SCCC activities must be approved, in advance, by the President.
SCCC will not permit or condone the consumption of alcohol at such events by any individual under the age of 21.
When an employee is found to be in violation of this policy the employee may be subject to penalties up to and
including termination by the President with final approval by the Board of Trustees. The Seward County
Community College Board of Trustees reserves the right to require an employee to satisfactorily complete, at the
employee’s expense, assessment and/or treatment in an accredited rehabilitation program before being allowed
to return to work. Appropriate action will be taken within thirty (30) days of SCCC'’s notice of a conviction or
violation of this policy.

The Seward County Community College Board of Trustees strictly prohibits the unlawful manufacture, distribution,
dispensing, possession or use of a controlled substance or alcohol by any student on the SCCC premises or as
part of any SCCC activities. Violation of this policy will result in immediate disciplinary action that may include
reprimand, probation, suspension or expulsion from Seward County Community College or other sanction detailed
in the Student Handbook. As a part of disciplinary action, Seward County Community College reserves the right
to require a student to satisfactorily complete, at the student’s expense, assessment and/or treatment in an
accredited rehabilitation program before consideration will be given for re-admission.

STUDENT IDENTIFICATION CARD

|.D.s are required for students to participate in student activities and to access services on campus, such as the
Library, the Student Success Center, the Wellness Center, the Student Union, Cafeteria, etc. Any regular full-
time or part-time student can attend all SCCC sponsored events “free of charge” upon presentation of their
student I.D. Student |.D.s are processed in the Admissions Office.
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High school students who are attending college concurrently may get a college |.D. They can use it to access the
library, student union, college events and access to the SCCC Wellness Center.

STUDENT SUCCESS CENTER

The SCCC Student Success Center (SSC) is located just south of the library. Like the library, the SSC is open to
all students. You are welcome to use the equipment and services. Staff are available for support with academic,
career, and personal counseling at no charge to the student.

ACADEMIC ADVISING--If you are a new student or haven't yet declared a major, you can see an advisor in
the Student Success Center for help in planning your class schedule. They can help all new and non-degree
students plan their classes and assist with academic planning. Staff advisors work alongside faculty advisors to
assist with personal goal setting.

CAREER COUNSELING--If you need help defining your career goals and identifying the skills you'll need,
ask for career counseling. The Student Success Center helps you match your skills and interests with career
choices. The center is also ready to help you with job-search training, resume writing and interviewing techniques
when you're ready to go for that job.

PERSONAL COUNSELING & REFERRAL--Personal problems can interfere with academic success. If
you're having personal difficulties and would like to speak with someone, please visit the Student Success Center.

SUBSTANCE ABUSE PREVENTION--The Student Success Center has information and counseling for
substance abuse problems. This office can also refer clients to community agencies for long-term counseling.

TUTORING SERVICES -- The Student Success Center has trained student tutors available to support
students’ academic needs. Tutoring services are free to SCCC students.

ACCESSIBILITY SERVICES

Seward County Community College Accessibility Services is an active partner with students, faculty, and staff in
creating an accessible learning environment where students with disabilities have an equal opportunity to
participate in all aspects of Seward County Community College programs, services and activities. Students in
need of accommodation should contact Beth Ann Volden, Mental Health Counselor, to initiate their request for
services. Her office is in the Hobble Academic Building and can be contacted at (620)417-1106.

An intake process will follow a written request for services; the existence of a qualified disability must be verified,
and appropriate strategies and resources identified. Students must provide documentation of their disability before
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receiving services. In the case of a medical disability, students should submit documentation from a qualified
expert stating the nature and severity of the disability, the diagnostic procedures used, and recommendations for
academic assistance. In the case of a learning disability, documentation must be submitted from one of two
sources:

o Students diagnosed prior to high school graduation can submit IEP documents
o Students diagnosed after completion of high school must submit a recent psycho- educational
evaluation performed by a licensed psychologist.

Information obtained is confidential and is used solely for the purpose of identifying appropriate support
services.

Seward County Community College offers academic support services to students with physical or learning
disabilities. SCCC is committed to providing assistance to students that will facilitate their independence
and academic progress. Assistance is tailored to the needs of the individual student. Academic support
services offered based on individual need may include:

campus orientation

instructor notification

note-taking assistance

alternative testing accommodations

assistance in obtaining texts in alternative formats
assistance in obtaining an interpreter
accessibility accommodations

additional specific services when necessary

O O O O O O O O

STUDENT MEDICAL & HEALTH INFORMATION

In the fall of 2023, SCCC began contracting with Southwest Medical Center to provide health care
services to SCCC students. There is a trained and licensed Nurse Practitioner on campus to offer
services to students.

SCCC also has excellent health services located near campus.

Southwest Medical Center
315 W. 15t Avenue, Liberal, KS
620-624-1651.
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Genesis Family Health
2330 N Kansas Avenue, Liberal KS
620-624-0463

Xpress Wellness Urgent Care
445 W. 15t Street, Liberal, KS
620-417-9012

Department of Health
1411 W. 15t Avenue
Liberal, KS
620-626-3369

MENTAL HEALTH SERVICES

The mental health of our staff and students is of the utmost importance here at SCCC (Seward County
Community College). On-campus mental health support is provided free of charge for staff and students
through the Student Success Center. Services provided by our Mental Health Counselor include:

Providing mental health assessments, short-term counseling, and therapeutic interventions.
Provide education regarding mental health diagnoses and interventions.

Provide referrals for outside mental and physical health services as needed.

Collaborate with external psychiatric and/or primary care providers to promote and provide person-
centered care within the college setting

Complete needs assessments and examine social issues that may influence the physical and
mental well-being of students including, but not limited to peer pressure, bullying, substance use,
financial challenges, immigration status, discrimination, anxiety, depression, suicidality and self-
harm, gender and sexual identity, sexual misconduct, disability supports, etc.

STUDENT SUPPORT SERVICES

Student Support Services (SSS) is a federally funded program that provides opportunities for academic
development, assists students with basic college requirements and motivates students toward a successful
completion of their postsecondary education. They aid students who are academically disadvantaged,
within transfer programs, low income, first generation or documented disabled. Some of the services they
provide include academic advising, career advising, instructor tutoring, peer tutoring, small group
coordinating, private workshops, referral services, cultural opportunities, academic peer mentors, English
language services and transfer assistance. For more information call 417-1606.
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FINANCIAL AID

A college education is among the most valuable investments a person can make. Many SCCC students
rely on financial aid to help with the expenses of a college education. The main purpose of financial aid is
to supplement, not replace, the amount that students and their families spend on an education. Financial
aid is packaged with different sources of assistance and combined to meet the financial need of the
student. Federal, state, local, private organizations and institutional financial aid programs are available in
the form of scholarships, grants, work-study, and loans. Most financial aid programs require the student to
show specific financial need and to maintain satisfactory progress toward a degree or certificate. The type
and amount of aid received are primarily based on the eligibility requirements of each specific financial aid
program and the student’s enrollment status.

FINANCIAL AID PHILOSOPHY

The student and his/her parents are expected to pay as much of the education costs as can be reasonably
afforded. Contributions to educational costs are expected to come from all available sources;
employment, savings, and/or assets. The difference between the student’s expected family contribution
and the cost of attending SCCC is considered financial need.

ELIGIBILITY FOR FINANCIAL AID

Traditional and non-traditional students are encouraged to apply for student financial aid. Selection to
receive financial aid through SCCC will be made without regard to age, sex, race, color, religion, national
origin, or disability. Most of the student financial aid is available through the federal government and
eligibility is determined by completing the Free Application for Federal Student Aid (FAFSA). Accuracy is
of the utmost importance when completing the FAFSA since verification may be required of the information
submitted. This “verification” is like an IRS Audit. If a student’s file is selected for verification, support
documents will be requested. Notification of specific documents such as a Verification Worksheet, an IRS
tax transcript, or use of the IRS data retrieval tool, W-2's, etc. may be requested by the SCCC Financial Aid
Office.

All forms are due by published deadlines. No Federal Aid will be awarded or disbursed until all required
documents are received.

Application for grants, scholarships through SCCC and/or the SCCC Foundation, loans and work-study
jobs are made through the SCCC Financial Aid Office.  Numerous grants and scholarships through
outside agencies are available; it is the responsibility of the student to locate these opportunities.

TYPES OF FINANCIAL AID
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Scholarships and grants are considered gift-aid and do not have to be repaid. Students may apply for
scholarships and grants in addition to other financial aid. They are available through many sources
including the federal government, state agencies, professional and service agencies, private organizations,
and Seward County Community College. More information concerning specific scholarships and grants
can be found in the SCCC Catalog. All scholarships or grant funds awarded to the student must be
reported to the Financial Aid Office.

Scholarships at this institution are categorized into two groups, institutional scholarships (those funded by
SCCC) and outside scholarships (those funded by other organizations, and/or private companies.).
Institutional scholarship recipients are selected by a designated scholarship committee using the student's
information provided on a completed SCCC scholarship application. This scholarship application is
available on-line. Outside scholarship recipients are selected by the different organizations and are based
on their own unique criteria. Some outside scholarships may require the applicant to go through the specific
organization offering the scholarship.

The Seward County, Kansas, Tuition Grant is available to Seward County, Kansas residents who have a
high school diploma or a GED certificate. The grant pays the tuition costs for full-time students up to a
maximum of 18 credit hours per semester. This grant requires participation in an on-campus activity,
recipients must maintain a 2.5 cumulative GPA and enroll in and successfully complete 12 credit hours.
Funds are limited and competitive. Priority application dates are April 1 for the following Fall Semester and
November 1 for the following Spring Semester. Fall Grants are automatically renewed for spring if the
recipient has met all the scholarship’s criteria (application is necessary only once a year). A limited
number of part-time tuition grants are available.

The Book Rental Scholarship is available to students who participate in certain programs. This scholarship
pays book rental for full-time students (12+ hours) and requires sponsor recommendation.

The Federal Pell Grant is a need-based grant funded by the federal government for undergraduate
students who have not earned a bachelor’s or professional degree. The maximum award for the 2023-2024
award years will be $7,395. The amount a student is eligible for depends upon the estimated family
contribution (EFC) and their enroliment status for each semester they attend. Federal Pell Grant funds may
not be received at more than one institution at a time. This grant money is to be used toward education-
related expenses. To determine eligibility, the student must complete the FAFSA, which is available at
studentaid.gov.

Athletic Scholarships made by SCCC are governed by the National Junior College Athletic Association
(NJCAA) and the Kansas Jayhawk Community College Conference (KJCCC) regulations. If a student who
receives an SCCC Athletic Scholarship is awarded another scholarship by a source not affiliated with a
particular college, and if that source awards such scholarship without restriction to college of attendance,
and if the student competes for the scholarship in the same manner as any other student, he/she may
accept such additional scholarship. If a student who receives an SCCC Athletic Scholarship has a high
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school GPA of at least 3.5 on his/her final official transcript, they may be eligible to receive an additional
SCCC Academic Scholarship that does not exceed $500 each semester. A 3.5 GPA must be maintained
each semester for the student to continue to receive the award. This academic scholarship is awarded
semester by semester if the 3.5 GPA is met and is based on a cumulative GPA.

Work-Study is considered self-help aid. It provides jobs for students who wish to earn a portion of their
college expenses while gaining practical work experience. At SCCC there are federal (Federal Work-Study)
and institutional (College Payroll) positions available. A student will typically be employed for one academic
year, August through May. Summer employment, June and July, may also be available. The work-study
positions are located on campus and the rate of pay is at least the current federal minimum wage. The
scheduled hours and pay may vary according to the job position. The amount earned cannot exceed the
total amount of the work-study award. (Please see the Work Study Policies and Procedures Handbook for
specific details.)

An application for Work-Study is the FAFSA. A list of jobs is available on the SCCC Website under the
Financial Aid/work study position drop down menu. Students must file a FAFSA to be considered for a
work-study job. Priority is given to full-time students in good standing. Before a student may start
working, the following documents must be on file: FAFSA or SAR/ISIR, a W-4, and an [-9. A valid photo ID
and Social Security Card are required to complete the I-9. Students are required to attend a seminar
explaining SCCC procedures.

A Student Loan is considered self-help aid. It is a legal obligation to repay all funds that are borrowed
(principal plus interest). All borrowers are encouraged to read and understand the obligation assumed in
any student loan; know what the terms and conditions of the loan are and do not borrow more than is
needed. A promissory note and entrance counseling is required and must be completed at studentaid.gov.
To apply for a student loan, borrowers must apply in the Financial Aid Office, located in the Hobble
Academic Building.

FEDERAL FINANCIAL AID REQUIREMENTS

Students must have:

o Earned a high school diploma or GED Certificate and provide official transcripts to SCCC
Registrar’s Office as proof of their accomplishment.

Enroll as a regular student in an eligible degree or certificate program.

Be a US citizen or eligible non-citizen.

A valid Social Security Number.

Make satisfactory academic progress. (Maintain a 2.0 GPA and 67% completion rate)

Sign statements regarding Educational Purpose and a Certification on overpayments and Defaults
(both are on the FAFSA).

O O O O O
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INSTITUTIONAL AID REQUIREMENTS

Students must have:

o Earned a high school diploma, GED Certificate, and provided official transcripts to SCCC
Registrar’s Office as proof of their accomplishment.

o Be a US citizen or eligible non-citizen. (Student may be asked to sign an affidavit, if not a US
citizen)

o Make satisfactory academic progress.

o Completed application on file.

o Abide by individual award criteria.

Eligibility requirements for different financial aid programs vary therefore specific requirement inquiries
should be directed to the financial aid program for which application is being made. Please refer to the
SCCC Financial Aid Handbook, the SCCC College Catalog, or the Financial Aid Section of the website for
additional information.

STATEMENT OF SATISFACTORY ACADEMIC PROGRESS

The federal government requires that the Office of Student Financial Aid at Seward County Community
College monitor the academic progress of all applicants receiving financial assistance under Title IV
programs (Federal Pell Grant, Federal Supplemental Educational Opportunity Grant (FSEOG), Federal
Student loans (Stafford and Plus) and Federal Work-study.

This regulation requires that SCCC establish a Satisfactory Academic Progress policy that includes a
quantitative (Pace/completion rate), qualitative (GPA) measure of progress, and the time frame allowed for
completing a certificate or degree. In compliance with these regulations, SCCC has adopted the policy
regarding all state and federal financial aid eligibility. Satisfactory Academic Progress is evaluated at the
end of each structured semester. SCCC will review all hours, including those from other institutions and
those that have not previously received financial aid.

Quantitative (Pace/Completion Rate) Measures
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1. Pace is calculated by dividing the number of accumulated completed credits by the number of
accumulated attempted hours. Students must pass a minimum of 67.00% of all attempted credit hours
with a passable grade.

a. Non-passing grades include F (failing), | (incomplete), W (withdrawn), IP (In Progress), AU
(Audited Courses) and CE (Continuing Education credits such as Business & Industry
Courses)

2. SCCC does NOT round up and will use a 2 decimal place percentage. A student with a 66.67% pass-
rate will be placed on Federal Aid Warning or Federal Aid Suspension.

3. If a student fails to earn any credits for the term, he or she will be individually reviewed to determine
SAP status.

Qualitative Measures (GPA)

1. Students maintain a cumulative GPA of at least 2.0 to be considered in good standing for Federal
Financial Aid.

Time Frame of Completion

1. Students working toward an associate degree shall be limited to 150% of attempted credit hours
(typically 96 total credit hours).
a. In determining credit hour limits, it is important to note the following:

. All transfer-in hours are counted as both attempted and completed hours;

ii. Course withdrawals (if not within the 100% refund period) are counted as attempted
hours;

ii. Repeated coursework and remedial classes are counted as attempted hours. (NOTE:
Financial aid may pay for the repeat of coursework to improve an earned grade of “F”
only for courses required in that student’s declared degree. Students repeating a
course with an earned grade of “D” or better will qualify for financial aid for this
repeated class one time only.)

Financial Aid Warning

Students who fail to meet the above listed academic progress standards at Seward County Community
College, will be placed on Financial Aid Warning for the following semester or the next semester the
student attends. Students placed on Financial Aid Warning will remain eligible to receive federal financial
aid as long as they meet Satisfactory Academic Progress (a cumulative 2.0 GPA and 67% completion rate),
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and have not exceeded the maximum number of hours allowed for their program (not to exceed 150%).
Students placed on Financial Aid Warning will be notified in writing by the Office of Student Financial Aid as
soon as possible after the end of each semester.

Financial Aid Suspension

Students placed on Financial Aid Suspension will not be eligible for federal financial aid funds.
Suspension of federal financial aid will occur if Satisfactory Academic Progress is not met during warning
periods. Students will be placed on Financial Aid Suspension based on the following criteria:

1. Did not meet requirements of Financial Aid Warning or did not mathematically make progress in
one semester.

2. Have completed an associate degree or beyond.

3. Have attempted greater than 150% for a 2-year program (typically 96 attempted credit hours).

4. Two consecutive semesters of not meeting SAP.

Students placed on Financial Aid Suspension will be notified in writing by the Student Financial Aid
Office after the determination of the suspension. Financial Aid Suspension does not mean a
student is prohibited from attending Seward County Community College, as long as all other
requirements for attendance are met. They are not eligible to receive financial aid funds and
assume the responsibility for payment of the direct costs (tuition, fees, books, dorm, etc.), at the
time of enroliment. Students placed on Financial Aid Suspension have the right to appeal the
suspension if they feel they have unusual circumstances that warrant an exception to policy.
Students must follow the appeal process outlined on the appeal form.

Evaluation of Academic Records
Evaluation of academic records will take place at the end of each structured term/semester.
Dual Enrollment Participation

Dual enrollment students are not eligible for Federal Financial Aid. An incoming freshman with dual
enrollment hours solely from SCCC that does not meet the minimum 2.0 GPA and/or a 67% pace, will be
placed on Federal Aid Warning during their first semester.

Transfer Students:
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All transferring students attempting one or more semesters will have GPA and total completing hours
evaluated. If students do not meet our SAP policy as stated above, they will be placed on suspension.

Reinstatement of Financial Aid Eligibility

A student placed on financial aid suspension is expected to provide for their educational expenses. Any
student placed on financial aid suspension may appeal to the Appeals Committee if there were extenuating
circumstances that hindered academic performance. Examples: death of a relative, an injury or iliness of
the student, or other special circumstances.

A student who has successfully appealed for his/her suspension status will be placed on probation until the
appeal is completed, the student graduates, or they are able to achieve SAP status on their own. Each
student will be assigned an academic plan.  Academic plans are individualized and are at the discretion of
the Financial Aid Office. If a student is granted an appeal based on an Academic Plan they will be eligible
for federal aid on a term-by-term basis. Students must follow their Academic Plan exactly as it is written in
order to continue to receive federal aid. For example, the plan may include one or more of the following
requirements:

e student is required to achieve a semester grade point average of no less than a 2.0 and complete
no less than 100% of attempted hours for that term;

e limitation of the number of hours allowed to enroll;

¢ limitation of the number of repeats of a course.

If an Academic Plan is not followed, the student’s financial aid status will revert to Financial Aid
Suspension/Denial. The student will remain on Financial Aid Denial and must satisfactorily complete
attempted credit hours at their own expense with a minimum 2.0 GPA and 67% pass rate before they will
be allowed to request reinstatement.

Satisfactory Academic Progress Appeal Process

The appeal process is available to any student placed on Financial Aid Suspension. During the appeal
process, a student is allowed to enroll at Seward County Community College if all requirements of
admission or re-admission are met. However, the student is responsible for payment of all direct costs
(tuition, fees, books, dorms, etc.), at the time of enroliment.

All appeals should be put in writing on the Satisfactory Academic Progress (SAP) Appeal form. These
forms are available online at https://sccc.edu/web/students/financial-aid/financial-aid-forms.

A “Satisfactory Academic Progress Appeal” letter along with an academic program plan prepared with an
academic advisor should be submitted to the Office of Student Financial Aid following the annual appeal
calendar deadlines. The letter should explain specific mitigating circumstances which prevented the student
from maintaining satisfactory academic progress and include supporting statements and documentation
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from appropriate sources (i.e. physician, certified psychologist, psychiatrist, mental health clinic, attorney,
academic counselor, employer, etc.). The appeal letter should also include steps the student will take to
ensure that the circumstances will not be repeated. The Student Financial Aid Appeal Committee will
decide regarding the appeal and notify the student in writing of the decision within two weeks after receipt
of the written appeal and supporting documentation. Appeal Committee decisions are final.

If the appeal is denied, the student remains on Financial Aid Suspension. If the appeal is denied or the
student does not submit an appeal, the student must obtain a cumulative 2.00 GPA and have completed
67% of the overall courses attempted before receiving further federal aid.

APPEAL STATUS/WARNING/PROBATION STATUS

Successful appeals will allow a student to be placed in APPEAL status. Students must meet the conditions
outlined in the appeal decision; complete 100% of the hours attempted with a 2.0 cumulative GPA. Ifa
student is unable to meet these conditions, the student will be ineligible for aid.

Unless extreme extenuating circumstances exist, a student will only be granted ONE approved appeal. [f
the student believes they are able unable to follow appeal requirements (100% completion of courses), they
should contact the Financial Aid Office prior to dropping courses to request an exception to appeal
requirements with the Appeals Committee. Appeal decisions are final. Second, associate degrees will
not normally constitute a special circumstance.

STUDENT IMMUNIZATIONS

The Immunization Program of the Kansas Department of Health and Environment recommends that all
college students be immunized against tetanus, diphtheria, hepatitis B, varicella (chicken pox), influenza,
and Measles, mumps, rubella and Covid 19. It is also recommended that students in the health
professions have additional protection against polio and tuberculosis. The meningitis vaccination or a
waiver is required for all students residing in campus housing by the Kansas State Law, statute 76.761a.

Proper immunization documentation requires obtaining written record of immunization dates (month, date,
and year) from immunization certificates/records or medical records. To increase compliance with the
college immunization policies, an exclusion policy is recommended for deficient students, with only medical
or religious exemptions.

All students are required to complete a tuberculosis screening to be admitted to SCCC.

STUDENT LIFE & LEADERSHIP




Page | 48

STUDENT ORGANIZATIONS

A well-rounded program of student activities is provided through student organizations, clubs, and activities.
Students may choose from a variety of organizations depending upon individual interests. Contact the
Director of Student Life and Leadership at 417-1064 for more information. Registration with the Director of
Student Life & Leadership is required for all student organizations on campus. The following must be
provided for official registration of a student organization:

* Name of organization

* Approved sponsor

* List of current officers

* Statement of purpose

* Copy of Constitution/Bylaws
* Club Roster

EXAMPLES OF STUDENT ORGANIZATIONS

Anime Hispanic American Leadership Organization
Athletes for Christ (HALO)

Block and Bridle International Student Organization (ISO)
Black Student Union (BSU) Quiz Bowl

Book Club Pathways

Campus Messengers for Christ (CMC) Phi Beta Lambda (PBL

Cheerleading and Dance Phi Theta Kappa (PTK)

Collegiate Farm Bureau SCribblers Creative Writing

Concert Band Show Choir

Concert Choir Skills USA

Creative Writing Club Student Government Association (SGA)
Crusader Newspaper Staff Student Nurses Association (SNA)

Detours College Ministry Students Promoting Educational Careers (SPEC)
Drama Sports Medicine

Friends of Dorothy Veteran’s Club

Gaming Club Varsity Athletics
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STUDENT UNION

The Student Union is for the enjoyment of the students, faculty/staff, and approved guests. Good
manners, courtesy, and respect for public property are always expected. Any formal meeting in the Union
by faculty, staff or students must be scheduled and approved in advance.

STUDENT GOVERNMENT

Representation in government is the heart and soul of a democratic society. Student government is your
opportunity to make your voice heard and make a difference. The Student Government Association (SGA)
consists of three governing bodies: executive, legislative, and judicial. Offices in SGA are open to any
qualified student at SCCC. The executive branch consists of a president, vice president, secretary-
treasurer. The senate is made up of representatives from the different clubs and organizations on
campus. A copy of the SGA Constitution is available from the Director of Student Life & Leadership. Any
student wishing to file for SGA office must pick up an application blank from the Student Life & Leadership
Office.

FUNDRAISING

All fund-raising activities by students must be approved. A request for fund-raising approval form is
available from the Director of Student Life & Leadership or the Vice President of Student Affairs.

CLUBS AND ORGANIZATIONS, OFF-CAMPUS TRAVEL POLICIES

STUDENT EXPECTATIONS

Students who are members of Seward County Community College clubs and organizations and who
participate in college-sponsored activities and/or travel in conjunction with participation in college
sponsored activities or events are expected to follow the Student Code of Conduct, which is published in
the Student Handbook. The Student Code of Conduct is in effect at all college sanctioned events. As
representatives of the college, students are expected to conduct themselves as responsible individuals.
Cooperation with the organization’s sponsor and other participating members is essential for the activity or
event to be both enjoyable and successful. Students who travel to participate in college sponsored
activities or events are required to sign a Student Participation Agreement Form before departure.

A student who does not cooperate and who violates the Student Code of Conduct while on the activity/trip
is subject to disciplinary action.  Disruptive behavior by a student may jeopardize the college
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organization’s participation in the activity or event.  The college reserves the right to exclude a
participant from an activity and send a participant home early if necessary. The organization’s sponsor will
determine if the violation is serious enough to warrant immediate action.  If immediate action is in the best
interest of the college and the other participants in the trip/activity, then any travel costs may be the
student’s expense. The organizational sponsor will consult with a Seward County Community College
Administrator prior to determination thereof. The sponsor should provide documentation to the Vice
President of Student Affairs of incidents of violations of the Student Code of Conduct.

ORGANIZATION TRAVEL PROCEDURES

Club and organization sponsors are responsible for completion of notification/travel forms prior to an event.
It is recommended that notification/travel forms be completed well in advance of the planned activity. An
Activity Scheduling Application must be filed when: a student activity needs to be approved; a college
facility needs to be scheduled; or a college vehicle needs to be utilized. A Student Activities
Itinerary/Participation List should be submitted to the Vice President for Student Affairs at least one (1)
week prior to the event. Any changes in the itinerary or with the list of students participating should be
made prior to departure; it is important that accurate information be provided. A Student Participation
Agreement Form should be signed by each student and kept on file by the organization sponsor; when
travel is involved, the forms should accompany the sponsor.

Students are responsible for notifying their instructors if an absence in a class is necessary because of a
trip or activity. Arrangements for all classroom assignments should be made by the student in advance of a
student’s absence for a collegiate activity.

All students are required to follow any procedures/travel arrangements approved by the organization
sponsor. When traveling is scheduled in college vehicles, students must travel to the destination and
return in the college vehicles. When exceptions are approved by the sponsor, students are required (prior
to departure) to complete insurance paperwork obtained from the Vice President for Student Affairs.

The Student Participation Agreement Form asks students to agree to a personal liability release, provide
personal medical information, give permission for medical treatment, and agree to abide by the Student
Code of Conduct. The college does not insure participants against injury and does not accept
responsibility for any student medical costs incurred on the trip. ~ Students should provide their own
insurance coverage.

Forms that are required to be completed prior to participation in or travel to an event are:
1. Activity Scheduling Application Form (Scheduling Coordinator-student activity/facility/vehicle)
2. Student Activities Itinerary/Participation List (Provided to the Student Affairs Office)

3. Student Participation Agreement (Accompany sponsor on trip; kept on file by the sponsor)
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LOST AND FOUND

A lost and found depository is maintained and secured in the Safety & Security Office. Any article found or

inquiries regardi

ng lost items can be made at the receptionist desk in the Hobble Academic Building and/or

the Safety & Security Office.

SERVICE OR ASSISTANCE ANIMALS

Seward County Community College (SCCC) follows the most recent guidance from the Department of

Justice (DOJ) a

nd the Fair Housing Amendments Act (FHAA) regarding Assistance Animals. In accordance

with FHAA and DOJ, SCCC policy explains the specific requirement applicable to an individual’s use of
an Assistance Animal in College housing. SCCC reserves the right to amend this policy as circumstances

require.

Seward County Community College (SCCC) is committed to making reasonable accommodations for
qualified students with disabilities.

O

Future students and/or future employees who are seeking to bring a Service Animal to
campus, must follow the policies and procedures of this policy upon becoming students
and/or hired at SCCC. (Example: astudent comingto campus for a tour or an employee
coming to campus to pick up a job application).

Students who are seeking to bring an Assistance Animal to campus must first submit a
request to Accessibility Services. The student will be asked to provide specific
documentation pertaining to the request before the final decision is made. Accessibility
Services will review each request on a case-by-case basis. Assistance Animals are only
allowed in specific areas in campus housing.

The approval of arequest is specific to each animal and is not transferable to another animal. Neither

Service Anima

DEFINITIONS

Service Animal:

A service anima

Is or Service Animals are allowed in the residence halls prior to approval per this policy.

| is defined by federal regulations as dogs that are individually trained to do work or

perform tasks for people with disabilities.

Assistance Animal:

An assistance animal, also known as an “emotional support animal” or “emotional support animal” or

“therapy anima

Ill

is defined as an animal that works, aids, or performs tasks for the benefit of a person
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with a disability, or that provides emotional support that alleviates one or more identified effects of a
person’s disability. An assistance animal is not a pet.

In most cases, Assistance Animals provide the necessary support to individuals with a disability without
any formal training or certification. Assistance Animals are prescribed to an individual with a disability
by a healthcare professional or mental health professional. Assistance Animals are an integral part of
a person’s treatment process to assist in alleviating the symptoms of an individual’s disability. There
must be a relationship, or nexus, between the individual’s disability and the assistance the animal
provides.

Assistance Animals are only to be permitted in the individual’s privately assigned individual living
accommodations (e.g., room or suite) except to the extent the individual is taking the animal out for
natural relief. These animals are not allowed in any other campus buildings. Students living off campus
should note that Assistance Animals ARE NOT allowed in campus buildings.

Students who are requesting accommodation for an Assistance Animal must reapply with Accessibility
Services each academic year.

Owner:

The “Owner” is the individual who has requested the accommodation and has received approval to
bring a service or assistance animal into SCCC Residence Life.

Pet:

A “pet” is defined as an animal that is kept for leisure and companionship. A pet is not considered a
Service or Assistance Animal. Animals defined strictly as “pets” are not allowed on campus or live in
buildings that are controlled by Seward County Community College.

SERVICE OR ASSISTANCE ANIMAL POLICIES AND PROCEDURES

The following documentation must be submitted with the Owner’s Request for Services for the
request to be considered complete.

e Proof of spaying or neutering procedure
e Copy of up-to-date immunization records

Students should submit their request to Accessibility Services at least 60 days prior to the date the
student would like to bring the animal into on- campus housing. This timeframe allows SCCC to
collaborate to make the appropriate accommodation for the requesting student.
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If a requesting student is denied their request for an Assistance Animal, the student may appeal the
decision, by submitting a typed letter, to the Vice President for Student Affairs (VPSA), within 10
business days. The decision of the VPSA is final.

If the request for an Assistance Animal is approved, the requesting student will be required to sign an
Assistance Animal Agreement with the Residence Life Office. The Assistance Animal Agreement
includes provisions to the above policy that the student must adhere to maintain the approval. All
documentation will be kept on file with the Residence Life Office and Accessibility Services.

If an animal request is granted, the Owner will provide written consent for Accessibility Services to
disclose information regarding the request for and presence of the service/assistance animals to those
individuals who may be impacted by the presence of the animal including, but not limited to, Residence
Life personnel and potential and/or actual roommate(s)/neighbors(s). Such information shall be limited
to information related to the animal and shall not include information related to the individual’s
disability. Students who are adversely affected by animals (i.e. respiratory diseases, asthma, severe
allergies) are asked to contact Accessibility Services and/or the Residence Life office if they are
concerned about exposure to an Assistance Animal. Affected students may be eligible for
accommodation when living in proximity to an Assistance Animal.

Accessibility Services and the Director of Residence Life will collaborate, as needed, to help resolve any
conflicts related to an Assistance Animal. All staff members will consider the needs and/or the
appropriate accommodation of all residents involved.

All roommates and/or suitemates of the Owner must sign an agreement acknowledging that the
Assistance Animal will be living in the residence with them. If one or more roommates or suitemate
does not approve of the Assistance Animal, then either the Owner of the Assistance Animal, or the
non-approving roommate(s) or suitemate(s), may be moved to another location, as determined by the
Residence Life Staff.

If an Assistance Animal Owner is found to be in violation of the Assistance Animal Agreement, then the
Assistance Animal and/or the Owner may be removed from College Housing.

DRESS CODE

Students are expected to use good taste in considering appropriate dress on campus. In some of the
technical program areas, specific dress attire may be required. An example of this might be safety
glasses, work boots, etc. In these programs, the faculty will provide the students with a list of appropriate
dress requirements.

PARKING/TRAFFIC
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General parking is provided for students, faculty, staff, and the public. Individuals regularly parking on
campus are encouraged to register their vehicle. Students living on campus are required to register their
vehicle and obtain a parking permit from the Housing Office.

Handicapped parking can be used only by the handicapped persons whose cars display the required
special license, sticker, or decal. There is NO PARKING along curbs at the college entrance or in any
undesignated areas.

Traffic on the circle drive is two-way, around the campus. The speed limit for all vehicles is 15 mph on the
circle drive. Designated pedestrian crosswalks are to be properly observed. Students who fail to abide by
the parking guidelines, speeding and/or reckless driving, may be given a sanction.

VEHICLE SEARCH AND REMOVAL ADVISORY: Any vehicle on any SCCC property is subject to search
and/or removal off of the property if there is reason to believe there is or may be illegal material or danger
within. Illlegal drugs and/or alcohol, or any other contraband are not allowed on any SCCC
property.  Failing to cooperate with a SCCC Safety Officer or other SCCC Official is grounds for
administrative and/or law enforcement action. SCCC Safety, and Law enforcement, including K9 units may
also patrol, and legally inspect all vehicles on campus properties.

Any vehicle left abandoned or disabled for more than 72 hours or is causing an immediate disruption to the
normal operation of the college may be towed off of the property at the owner's expense. SCCC is NOT
responsible for towing charges and/or damage or loss of property.

Accidents, and damage to another’s property, as well as any other driving or parking violation are subject to
both administrative and/or law enforcement action. SCCC reserves the option to increase its
administrative action in matters that it believes are necessary to better serve or protect the campus
community and/or cover its total cost, including repair, replacement, and operational cost to remedy the
situation. Anyfine amounts specified by SCCC have no bearing or involvement with those fines or costs
issued or associated with law enforcement or by an outside person, business, organization, legal firm,
insurance company or court of law, etc.

TRANSCRIPT REQUEST PROCEDURES

TRANSCRIPT INFORMATION

A transcript is a copy of a student’s permanent academic record. A transcript contains confidential
information and will be released in accordance with provisions of the Family Educational Rights and Privacy
Act (FERPA). Transcripts are released to students, or persons designated by the student, with signed
written permission.  Official transcripts are issued from the Office of the Registrar. A transcript is official if
it is signed by the Registrar and imprinted with the college seal.


https://dynamicforms.ngwebsolutions.com/Submit/Start/59278762-9d50-46ed-97a9-351689bc413e?SSO=N
https://dynamicforms.ngwebsolutions.com/Submit/Start/339cb95b-7420-406e-a215-5ddb2bef2f29?SSO=N
https://dynamicforms.ngwebsolutions.com/Submit/Start/339cb95b-7420-406e-a215-5ddb2bef2f29?SSO=N
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TRANSCRIPT FEE

The fee for an Official Transcript is $5 in-person or $7.90 online per copy and must be paid in advance by
cash, check, money order, Visa, Discover, American Express or MasterCard. The fee for a faxed
transcript is $5 (paid in advance). Any transcript requested through the electronic system will be $8.50.

Student copies, which are Unofficial, are issued in person at no cost.

HOW TO ORDER A TRANSCRIPT

o On-line at www.sccc.edu, click on “students” then “transcript request”.

o By mail, send your written request to the Registrar’'s Office, Seward County Community College,
PO Box 1137, Liberal, KS, 67905-1137. (Be sure to include payment).

o In person, come to the Office of the Registrar during regular campus office hours. Personal
identification will be required.

o Requests by phone and/or e-mail are not accepted. Written, signed requests are required
whether by mail or in person.

Transcripts requests are usually processed within 2 working days of receipt of request; however, a longer
period may be required for processing at the end of each semester and during peak enrollment periods.

OTHER IMPORTANT INFORMATION

o Only the student (or other person designated in writing) may pick up the transcript; written
permission and signed authorization by the student is required. Please identify on the transcript
request the name of the person(s) authorized to obtain your transcript.

o Transcripts will not be issued if any financial or institutional obligations with SCCC exist. “Issued
To” is recorded on each Official Transcript.

o Transcripts of a student’s high school education or previous college work, which have been
submitted to SCCC as a requirement for admissions, become a part of the official file. SCCC
does not reissue or certify copies of transcripts from other institutions.

o Transcripts must be ordered directly from the institution where the coursework was taken.


http://www.sccc.edu/
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ACADEMICS

GRADUATION REQUIREMENTS

Note the following general information about graduation requirements from Seward County Community
College with an Associate in Arts Degree, an Associate in Science Degree, an Associate in General
Studies, or an Associate in Applied Science Degree:

@)

A minimum of 60 credit hours completed for Associate of Arts, Associate of Science, and Associate
of General Studies (developmental courses will not count toward fulfilling degree requirements)

A minimum of 60 credit hours completed for Associate in Applied Science. Hours may vary per
program area (developmental courses will not count toward fulfilling degree requirements)

A minimum cumulative Grade Point Average (GPA) of at least 2.0
A minimum of 15 residential credit hours
Completion of graduate assessments

Certificate programs have various requirements including specific courses, credit hour totals, and
clock hour totals.

All associate degree and Career Technical Certificate graduates are required to participate in
graduate assessments held annually. Diplomas and transcripts will not be released until required
assessments are completed.

Specific degree and certificate requirements are listed in the college catalog, on the SCCC website and can
also be obtained from the Registrar’s Office, the Admissions Office, or an advisor.

GRADUATION WITH HONORS

“Graduation with Honors” shall be determined by the following grade points as accumulated on a student’s
cumulative earned Grade Point Average (GPA) through the semester prior to graduation:

+ Summa Cum Laude 3.85-4.00
* Magna Cum Laude 3.65 - 3.84
+ Cum Laude 3.50 - 3.64
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The final semester grades are calculated in the final GPA for the purpose of graduation with honors which
will then be recorded on the student’s official transcript. Students who are designated as Honor Graduates
(at least a 3.5 GPA) may wear Honor Cords at the graduation ceremony.

GRADUATION CEREMONY

Students meeting the requirements for graduation should participate in Commencement ceremonies.
Numerous graduation activities are held annually in May and include a public reception honoring the
graduates.

In order to participate in graduation exercises, the following is required of students:
o An Application for Graduation form must be filed in the Registrar’s Office by the published deadline.

o A Degree Check will be completed by the student’s academic advisor and submitted to the
Registrar’s office by the student, along with the grad application. The Registrar will inform the
advisor of any deficiencies.

o A student must be within nine (9) credit hours of completing graduation requirements in order to
participate in the commencement activities.

A regalia fee must be paid in the SCCC Bookstore; This fee includes, cap/gown/tassel purchase, and hood
(for Associate Degree Candidates only). Students unable to participate in the Commencement ceremony
should submit a request in writing to the VP of Student Affairs explaining circumstances prohibiting
attendance.

HONOR ROLL

PRESIDENT’S HONOR ROLL

Any student who completes at least twelve (12) credit hours and has a semester grade point average of
4.00 will be listed on the President’s Honor Roll for that semester.

VICE PRESIDENT’S HONOR ROLL

Any student who completes at least twelve (12) credit hours and has a semester grade point average of at
least 3.50 will be listed on the Vice President’s Honor Roll for that semester.

PART-TIME STUDENT HONOR ROLL
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Any student who completes at least six (6) credit hours, but less than twelve (12) credit hours, and has a
semester grade point average of at least 3.5 will be listed on the Part-time Vice President’s Honor Roll for
that semester.

ACADEMIC PROBATION

An academic warning will be instituted by the Registrar’s office if, after attempting 12 or more credit hours
at Seward County Community College, a student has failed to earn a 2.0 cumulative grade point average
(GPA).

After attempting 24 credit hours, if a student does not earn a minimum cumulative grade point average of
2.0, he/she will be placed on academic probation. Students will be notified by the Dean of Student
Success & Enrollment at the conclusion of the semester if they have not met this minimum grade point
requirement.

Following placement on probation, the student must meet with his/her advisor, prior to being allowed to
register for classes during the initial probationary semester. When placed on probation, a hold will be
placed on the student’s account.

ACADEMIC PROBATION/ SUSPENSION: STUDENT RESPONSIBILITY

Probationary student enroliment will be between the assigned advisor and the student.

a) A student unable to maintain a minimum 2.0 cumulative GPA must meet with his/her academic
advisor prior to completion of enrollment. Students placed on academic warning will be notified in
writing by the Dean of Student Success & Enrollment at the conclusion of that semester. Advisors
should receive a copy of the student letter and should, at that time, follow up on this student.

b) Students on academic probation should be allowed to complete their enroliments with the advisor.

C) A student may be suspended at the end of any semester during which academic probation occurs if
a “C” (2.0) average for the semester is not maintained. Students will be notified by the Dean of
Student Success & Enrollment at the conclusion of the semester if they have not met this minimum
requirement. Students may return after one full semester of suspension, excluding summer
school.

d) Any appeals concerning the probationary limitation on credit hours should begin with the Registrar
who will refer the matter to the VP of Academic Affairs.
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TRANSFER STUDENTS ON PROBATION

A student transferring to SCCC who has been placed on academic probation at another institution or has
been dismissed based on academic performance can be admitted to SCCC according to academic
standing policy.

Grades from courses taken at other institutions will not be changed by retaking those same courses at
Seward County Community College.

ACADEMIC RENEWAL

Students who perform poorly at college often return to school later to resume their education. However,
the student’s previous academic record may present a major obstacle upon the student’s return, affecting
the student’s grade point average, scholarship/financial aid options, and overall academic success. To
address this problem at Seward County Community College, qualifying students have the option to apply
for academic renewal. This policy does not apply to Financial Aid.

This policy applies to Seward County Community College course work only.
Those wishing to apply for academic renewal must adhere to the following guidelines:

e Applicants must obtain, complete, and sign the Academic Standards Appeal Request Form and
submit all supporting documentation to the Registrar.

e The student must submit a written petition to the Office of the Registrar, identifying the details of
and reasons for the request. Only the course work from one previous semester may be considered
for academic renewal.

e The semester course work to be disregarded must include failing or poor grades (F’s and D’s) and
must have been completed a minimum of two calendar years before applying for academic
renewal.

e The grades will remain on the student’s transcript but will not be utilized in calculating the student’s
overall SCCC grade point average.

e All grades in the semester to be disregarded will be affected (A’s through F’s)

e Atthe time of petitioning for academic renewal, the student must have completed a minimum of 12
credit hours with an earned GPA of at least 2.5 at SCCC within the past two calendar years.

e The SCCC Registrar will note on the student’s transcript at the location of the semester in question
“‘Academic Renewal by Committee Action” and the date granted.
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e Any regulations or guidelines regarding financial aid, athletic eligibility or scholarship awards
supersede the effects of academic renewal.

e Academic renewal will be granted only once.

ACADEMIC CLEMENCY

Seward County Community College seeks to provide a supportive and challenging environment in which
students can improve their basic intellectual skill and equip themselves for a fulfilling life and responsible
citizenship in a world characterized by change. We acknowledge that there are circumstances that
necessitate an academic “fresh start” and offer academic clemency as a means to make academic
rehabilitation possible. This policy would allow students to submit an appeal to turn failing grades into
withdrawals for one semester only.

e No more than 1 consecutive semester of clemency may be considered.

e Students may appeal to have any or all grades from the given semester changed to withdrawals.

The following limitations apply:

e Applicants receiving academic clemency are not eligible for graduation with honors at Seward
County Community College.

e Applicants may receive academic clemency only once.
e Only course credit earned at Seward County Community College is eligible for academic clemency.

e The courses for which the student is given academic clemency will remain on the transcript, but
grades received in those courses will not be used to calculate the student's cumulative grade point
average (GPA). Courses remain on the transcript but are coded with a W grade. Hours are
included in attempted hours only.

The process for applying for academic clemency:

e Applicants must obtain, complete, and sign the Academic Standards Appeal Request Form and
submit all supporting documentation to the Registrar. Applicants for academic clemency are asked
to identify the courses within the stated semester and include this information with documentation
regarding their clemency appeal.

e Applicants must acknowledge the circumstances surrounding their academic crisis and explain
what they have done or will do to effect recovery.



Page | 61

e The decision is made by the Academic Standards Committee.

ACADEMIC HONOR CODE & ACADEMIC POLICY

One of the most significant aspects of Seward County Community College is its commitment to high ethical
standards and integrity. The faculty and administration at SCCC are committed to the belief that strong
moral values build an atmosphere of trust between faculty and students, enhance academic standards,
build character, and develop better citizens.

SCCC STUDENT HONOR CODE

o |l will not resort to lying, cheating, or stealing in my academic work.
o | will courageously oppose any instance of academic unscrupulousness.
o | will promptly notify faculty members or administrators either verbally or in writing when | observe

any deed or academic cheating in any course.

ACADEMIC DISHONESTY

Academic dishonesty is defined as any act of cheating, plagiarism, or deceit. Examples of such conduct
would include:

o Either copying another’s exam or allowing another to copy the exam.

o Collaboration that is not permitted by the instructor.

o Plagiarism, i.e. the use of another’s ideas or words and pretending they are one’s own.
o Providing or receiving aid on a take-home test without the permission of the instructor.

o Providing and receiving aid on a class assignment under conditions in which a reasonable person
would know such aid was unethical.

First Offense: The instructor will determine the appropriate punishment as set forth in the class policies.
The instructor will also report the incident to the Dean, the Vice President of Academic Affairs and the VP of
Student Affairs acknowledging the incident and warning the student of the consequences of a second
offence.
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Second Offense or Third Offense: The instructor will again determine the appropriate punishment as set
forth in the course policies and report the incident to the VP of Academic Affairs and Student Affairs. The
V/Ps will appoint a committee, composed of themselves and three other fulltime faculty members and/or
Academic Deans who will review any written information and interview appropriate sources. The accused
student will have the right to appear before the committee to provide an explanation. If the committee
determines that the student is guilty of cheating, then the committee will determine an appropriate
punishment.

STUDENT CREDIT HOUR LOAD

A credit hour represents the amount of work that reasonably approximates not less than one hour of face-
to-face instruction and a minimum of two hours of out-of-class student work for approximately fifteen weeks
or an equivalent amount of work over a different amount of time.

The college shall record one semester hour of credit for any student attending a lecture class if the student
has made satisfactory progress in the class and the class consists of at least 750 minutes of class
instruction, plus time allowed for a final examination. The college shall record one semester hour of credit
for any student attending a laboratory class if the student has made satisfactory progress in the class and
the class consists of at least 1,125 minutes. The college shall record one semester hour of credit for any
student who completes a minimum of 2,700 minutes in on-the-job training, internships, studio work, or
clinical experiences in health occupations.

The number of semester hours of credit allowed for each distance education or blended hybrid course shall
be assigned by the college based on the amount of time needed to achieve the same course outcomes in a
purely face-to-face format.

Students must have prior written approval from their academic advisors and the VP of Academic Affairs or
designee to carry more than 19 credit hours a semester. Maximum summer term enroliment is 9 credit
hours without the approval of the Vice President of Academic Affairs.

FINAL EXAMINATIONS

Each instructor determines the number and type of examinations to be administered in his/her classes prior
to the final. The instructor also determines what portion of the student's grade will be based on
examinations.

The individual instructor decides whether students will be permitted to take special or makeup
examinations. Final exams (comprehensive or last scheduled chapter/unit exams) for all evening classes
shall be administered during the final class meeting unless approved by the VP of Academic Affairs.
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Final exams (comprehensive or last scheduled chapter/unit exams) for all classes shall be administered
during finals week. Scheduled labs may give an exam during the week prior to finals. All classes are
required to meet during the final exam week whether an exam is given or not.

Requests by students to take final examinations early are discouraged. In extreme cases, a student may
submit a request in writing to the Vice President of Academic Affairs at least three weeks prior to final exam
week of the fall and spring semester and at least one week prior to the final week of each summer session.
Early exams must be scheduled during the faculty member's normal final exam schedule.

INCOMPLETE POLICY

A student may be given an "I" (incomplete) grade in a course if he/she was unable to complete the course
work due to a condition beyond his/her control. The instructor will have the discretion of deciding if the
conditions are beyond the student's control.

The student will be assigned a deadline on the incomplete form, within the next semester, to complete the
work in the course in which an “I” was received. The original incomplete form will be filed with the
Registrar, and the instructor will keep a copy for his/her files.

The instructor will notify the Registrar to enter a grade when the work is completed by the student, or the
time has expired for the student to complete the required work. If an instructor is no longer employed at
SCCC, the Registrar will have the right to complete the instructor’s incomplete scores with the stipulations
as assigned on the incomplete form and concurrence with the division chair.

Students receiving an "I" in a course that has been designated as a pre-requisite for another course may
not enroll in the advanced course until the incomplete course work has been completed or the instructor
has given permission.

An Incomplete Grade Agreement must be completed by the instructor, signed by the student, the
instructor, and the Registrar prior to issuance of an “/”. The Incomplete Grade Agreement will be in effect
a maximum of one subsequent semester (excluding summer session). On the Incomplete Grade
Agreement, the instructor will designate the following:

o The month, day, and year the Incomplete Grade Agreement expires,
o the assignments / requirements to successfully complete the course,
o and the course grade to be recorded if the requirements are not met.

At the end of the specified time, the “incomplete designation” (1) will be changed by the Registrar to either:
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o The current course grade is indicated by the instructor when the Incomplete Grade Agreement is
signed.

Or

o The new grade, reported by the instructor to the Registrar, results from completion of the
requirements specified on the Incomplete Grade Agreement.

It should be noted that when a student agrees to an “incomplete designation” () in a course, the student’s
financial aid eligibility could be jeopardized. Copies of the Incomplete Grade Agreement will be distributed
to the student and the instructor, and the original placed in the student’s file in the Registrar’s Office.

REPEATING SCCC COURSES

All courses repeated will be counted one time for total hour purposes, and the last grade received will be
the grade computed in the grade point average. If a student elects to retake a course, only the latter grade
will be used in calculating the grade point average for purposes of academic eligibility, academic
advancement, and/or graduation.

However, both grades will appear on the transcript. For purposes of eligibility for federal financial aid, all
hours attempted since matriculation to college level work will be used to determine aid.

PASS/FAIL OPTION

For SCCC credit courses, a student may elect to pursue a course on a PASS/FAIL (P/F) basis; A written
contract must be signed by the student, the academic advisor, and the instructor. Under this option, an
earned grade of A, B, C, or D will be recorded on the transcript as “P” denoting pass; a grade of “F”
denoting fail will be recorded when the course is not passed. A grade of “P” does not affect a student’s
grade point average; a grade of “F” is counted in the calculation of the grade point average and will have an
adverse effect.

The following guidelines will be followed for the P/F Option:

Courses which satisfy General Education Requirements for a degree program, cannot be taken as P/F
credit.

o Courses required in the major field of study cannot be taken as P/F credit.
o Courses designated as P/F by the college, such as labs are considered an exception.

o Prior to the completion of 50% of the course, a student may elect to take a course as P/F; the Vice
President of Academic Affairs will determine when 50% completion of course occurs.
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o A written contract must be signed by the student, the academic advisor, and the instructor
designating

o Course (s) to be taken as P/F; Once the contract is signed no changes will be allowed.

CREDIT BY EXAMINATION

(CBE) may be applied toward graduation requirements. Although courses taken as P/F may count towards
a degree at SCCC, other colleges, universities, scholarship committees, honor societies, etc. may not
accept the P/F grades. Itis the student’s responsibility to contact other institutions for information about
acceptance of P/F graded courses.

GRADE APPEAL

Students are responsible for meeting the standards for academic performance established for each course
in which they are enrolled. The establishment of the criteria for grades and the evaluation of student
academic performance are the responsibilities of the instructor.

This grade appeal procedure is available only for the review of allegedly capricious grading and not for
review of the instructor's evaluation of the student's academic performance. Capricious grading, as the
term is used here, consists only of any of the following:

1. The assignment of a grade to a particular student on some basis other than the performance in the
course;

2. The assignment of a grade to a particular student by resorting to more exacting or demanding
standards than were applied to other students in the course;

STEP 1 - The student should first discuss the course grade fully with the instructor of the course. This
must be done within two weeks after the start of the following semester (fall/spring).

STEP 2 - If the matter cannot be resolved by consultation with the instructor, the student may set up a
hearing with the division chair or in the case of outreach course work the SCCC director of outreach within
two weeks of speaking to the instructor, or within two weeks of the start of the following semester if the
instructor is no longer employed by the college. The student, the instructor, and division chair (director of
outreach) should attempt to resolve the matter at this level.

STEP 3 - If the matter is not resolved, the parties involved may appeal to the Vice President of Academic
Affairs. The written notice of this appeal must be made within two weeks of speaking to the division
chair/director of outreach, to the Vice President of Academic Affairs. The dean will establish, within seven
(7) calendar days, an ad hoc academic appeals committee and appoint a committee chairperson to review
the written records presented by the student, instructor, and division chair (outreach director). After the
committee has had the opportunity to review all the written data and interview potential informational
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sources, the committee will make its decision regarding the appeal. The decision of the committee will be
communicated to the student, the instructor, the division chair/director of outreach and the Vice President of
Academic Affairs by the committee chairperson. The decision of this committee shall be considered final.

ACCUPLACER ASSESSMENT

What is Accuplacer?

Accuplacer is a computer-based testing tool that assists Seward County Community College in assessing a person’s
ability to succeed in general education courses. Examples of general education courses are: English Composition |,

Psychology, College Algebra, and Biology. This is not a complete list; visit with an advisor for more information. The

Accuplacer Test is composed of a Reading, Writing, and Math Section. While the test is untimed, students generally
take approximately three hours to complete the test.

Students who follow the recommendations of Accuplacer placement based on test scores have a better chance of
successfully completing general education courses.

Who Must Take Accuplacer?
Individuals who have not taken the ACT, SAT or Accuplacer placement test within the last year
Individuals who have never taken a placement test

Individuals who have taken an ACT, SAT or Accuplacer placement test within the last year at another college and are
unable to provide scores from that college.

How Do | Sign Up for Accuplacer?

Call (620) 417-1042, Monday — Thursday between the hours of 8:00 am. and 5:00 pm. central time or
email testingcenter@sccc.edu. Please include your name and preferred appointment date in your email and
telephone messages.

ADMINISTRATION OF ACCUPLACER

System Requirements:

Accuplacer is a web-based exam with few technical requirements. Google chrome web browser works
well because it is an easy browser to use when downloading and printing score reports. For a full list of
testing computer requirements, go to https://www.accuplacer.org/ and click the “view system” button at the
bottom of the page. This button will check to see if your computer meets testing standards in addition to
providing a full list of all the system requirements.

Proctor Permission:


mailto:testingcenter@sccc.edu
https://owa.sccc.edu/owa/redir.aspx?C=Hnz1ZbOlyw9trFvRZ25ZAzklCN8oV4sILccWWhVClqZmDvZdYZvTCA..&URL=https%3a%2f%2fwww.accuplacer.org%2f
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When high school teachers want to proctor an exam, they will need to contact the testing facilitator so that
proctor usernames and passwords can be provided. When they contact the testing facilitator, email
addresses and business phone numbers are needed. This information is entered into our testing site, and
Accuplacer will send the new proctor an email containing a username and temporary

password. Temporary passwords expire in 30 days.

COURSE PLACEMENT WAIVER

Students may request a waiver of the ACT/SAT/ACCUPLACER Advisement Recommendations. In doing
so, the student accepts full responsibility for their own enroliment decisions concerning math, science, and
psychology courses. It should be understood that in agreeing to a waiver, the student’s chances of
academic success may be diminished by enrolling in a course(s) for which the student may not be
adequately prepared. The Course Placement Waiver forms may be obtained from the Registrar’s Office or
an Academic Advisor.

ASSESSMENT

Various assessments are used at SCCC to not only assist students in achieving individual educational
goals but also to enable the College to determine student progress in programs, report statistics to state
agencies and identify areas needing change. All students will participate in a Course Placement
Assessments to measure various basic skills needed to be successful in the workplace.

Sophomore Students scheduled to graduate will also participate in the Graduate Assessment Test which is
a set of standardized tests developed to test college skills at or near the end of two years of college; the
critical thinking component will be administered as a graduate assessment.

Students’ participation in Seward County Community College outcome assessment program is important
for the success of understanding the quality of your own education. Graduate Assessment helps SCCC'’s
staff determine how well students compare to other students, as well as individual strengths and
weaknesses. \We encourage students to treat the assessments seriously, as we attempt to measure
success in the achievement of foundational skills and to identify areas of change.

Student scores will be kept confidential. Graduate Assessment will provide information that may give you
important insights about success potential in the workplace and in further determining your education goals.
Student participation in this assessment is required for Graduation. Transcripts will be held until student
participation is verified.

COMPUTER USE GUIDELINES
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Any student who uses college-computing resources is expected to adhere to the SCCC Network
Computing Use Policy. Misuse can result in computer use privileges being revoked, suspension from
college, and possible legal action. A summary of the general guidelines of the Policy are listed below. A
copy of the complete Policy is available upon request from a college Vice President.

GUIDELINES FOR USE OF SCCC COMPUTING RESOURCES:

1. All aspects of the SCCC Network Computer System are owned by the College and are provided for the
use by SCCC students, faculty, and staff in support of the educational programs of the college. All use of
computing resources should be related to the educational mission and goals of the College. Publishing,
downloading, transmitting, or receiving (with prior knowledge) any threatening or obscene material is
prohibited.

2. Personal commercial uses of computing resources are prohibited.

3. Itis the student’s responsibility to use computing resources in an effective, efficient, ethical, and lawful
manner consistent with the policies/procedures of SCCC and of the laws of the State of Kansas and of the
Federal Government.

4. SCCC reserves the right to terminate computer services to any student without notice.
5. All student printing is monitored, and excessive printing is not permitted on campus resources.

9. Students are responsible to maintain and protect individual usernames and passwords; these should
not be disclosed or shared with other students.

7. Students are expected to follow proper accepted computer etiquette when using e-mail, the Internet,
and local and outside networks.

8. Computer software protected by copyright shall not be copied from, into, or by SCCC computing
resources except as permitted by law.

9. Harassment using SCCC computing resources is prohibited. Harassment includes the persistent
annoyance of other users, interference in other users’ work, sending of unwanted mail, etc. Harassment
has the effect of creating a hostile, intimidating or offensive environment.

10. Vandalism using SCCC computing resources is prohibited; vandalism is a malicious attempt to harm
or destroy data of another user including creating and/or uploading computer viruses.

11. Changing settings i.e., unauthorized modification of computer resources is prohibited.
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12. Students are expected to follow the student code of conduct when using any college social networking
site or links. This includes, but is not limited to, harassment, cheating, unauthorized use, vandalism, and/or
disruptive behavior.

13. Students residing in SCCC Housing who violate the SCCC Computer Usage Policy will have computer
use privileges suspended; file sharing, copyright violations resulting from illegally downloading music,
movies, games, etc., campus network problems resulting from student misuse, are all examples of activities
that are occurring in SCCC Student Housing. These types of activities are creating serious problems for the
Information Technology Staff, as well as the entire campus. Continued misuse of SCCC Computing
Resources will result in a loss of computer privileges.

Enroliment in any SCCC course constitutes agreement, by the student, to abide by the terms of the SCCC
Network Computing Use Policy. Violations are considered unethical and may result in disciplinary actions
by the College including computer use privileges being revoked, possible suspension from classes and
from college, and appropriate legal action by the College and law enforcement agencies.

THE LIBRARY

In addition to books, students have access to periodicals, newspapers, government publications,
microforms, maps, and a multitude of other reference materials.

STUDENTS WHO TAMPER WITH OR MISUSE IN ANY WAY THE COLLEGE COMPUTERS WILL HAVE
THEIR USAGE PRIVILEGES SUSPENDED. STUDENTS SHOULD BE FAMILIAR WITH THE SCCC
NETWORK COMPUTING USE POLICY.

The Library is a great place to study, read or think. It's quiet and comfortable, with great views to rest your
eyes and mind. There are also study rooms available for study groups to utilize.

LIBRARY HOURS

Semester Hours
Monday through Thursday, 7:45 a.m. to 10:00 p.m.
Friday, 7:45 a.m. to 4:45 p.m.
Sunday, (Hours vary throughout the year).
Summer Hours

Monday through Thursday 7:30a.m. to 5:30 p.m.
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ATTENDANCE POLICY

Regular and punctual attendance at all scheduled activities is expected of all students and is regarded as
integral to course credit. Specific policies and procedures on absences and makeup work are established
for each class and are printed in the course syllabus/outline, which is distributed at the beginning of the
class. Penalties for excessive unexcused absences may include reduction of grade. It is the student’s
responsibility to obtain class materials missed due to an absence.

Students under obligation to participate in jury duty, a generally recognized religious observance, and/or
activities where they are required to represent the College shall be accorded the opportunity to make up
course work and to take a scheduled exam (other than the final exam) at an alternate time as determined
by the instructor. Written notice and sufficient documentation to support the reason of such obligation
should be made to the instructor at least one week in advance of the scheduled examination.

In addition, each SCCC Instructor may have attendance policies pertaining to absences due to illness,
death, or other emergencies. Authorization or excuse of these absences is up to the individual instructor.

College policy dictates that arrangements for all classroom assignments are to be made in advance of
the student’s absence for a collegiate activity. If the student fails to conform to the policy, the
instructor is not obligated to allow the student to make up any work missed.

UNAUTHORIZED INDIVIDUALS IN CLASSES

The campus and facilities of the college are restricted to students, faculty, staff, guests and invitees of the
college, except when part or all of the campus, its buildings and facilities are open to the general public for
a designated time and purpose. Minor children are prohibited from attending regularly scheduled classes.
Individuals who are not on the class roster must receive approval of the instructor to attend the class.
Further, the College does not assume responsibility for unsupervised children. The safety of the children
requires that children may not accompany adults into classrooms, offices or other work spaces as a
babysitting function nor be left unsupervised in the halls or grounds of the College. In the event an
unsupervised child is discovered in a Seward County Community College facility, immediate contact will be
made with the person responsible for the child's presence.

RECORDS OF STUDENT COMPLAINTS

In an effort to comply with regulations of the Higher Learning Commission, Seward County Community
College shall maintain records of the formal, written student complaints filed with the Vice President for
Student Affairs. Said records will include information about the disposition of the complaints including
those referred to external agencies for final resolution.
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Record keeping will be limited to complaints made formally in writing, signed by a currently enrolled student
and addressed to and submitted to any one of the following:

Vice President of Student Affairs, Vice President of Academic Affairs & Vice President of Finance &
Operations. Confidentiality will be maintained.

The institution shall include complaints that the Higher Learning Commission have on record.
Public comments must be in writing and may be sent directly to the commission at

https://www.hlcommission.org/HLC-Institutions /complaints.html

STATEMENT

Applicants for admission and employment, students, employees, sources of referral of applicants
for admission and employment, and all unions or professional organizations holding collective
bargaining or professional agreements with Seward County Community College are hereby notified
that this institution does not discriminate on the basis of race, color, national origin, sex, age, or
handicap in admission or access to, or treatment or employment in its programs and activities.
Any person having inquiries concerning Seward County Community College's compliance with the
regulations implementing Title VI, Title IX, or Section 504 is directed to contact Mr. David Hardman,
1801 North Kansas, Liberal, Kansas (620) 629-5589, e-mail address: david.hardman@sccc.edu. His
office is located in the Hobble Academic Building, Office # A112.

Mr. Hardman has been designated by Seward County Community College to coordinate the
institution's efforts to comply with the regulations implementing Title VI, Title IX, and Section 504.
Any person may also contact the Assistant Secretary for Civil Rights, U.S. Department of
Education, regarding the institution's compliance with the requlations implementing Title VI, Title
IX, or Section 504.

Rev 8-22
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