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The student handbook can be modified at any point throughout the academic year. If a
modification is necessary, the Alverno community will be notified via email and the
change will go into effect 10 days from the community notification. 2




A COMMUNITY GUIDE & STUDENT HANDBOOK:
Building a Community of Learners

ALVERNO COLLEGE MISSION

Alverno College prepares women for lives of personal and professional distinction and
meaningful engagement with the world. Alverno extends this mission by offering graduate and
adult programs to women and men. Inspired by its Catholic, Franciscan, and liberal arts
heritage, the College intentionally creates and inclusive community that engages students in
active and collaborative learning and fosters academic excellence.

HANDBOOKS, BULLETINS & CATALOGS

All Alverno College students are responsible for knowing and adhering to the policies stated in
this handbook, as well as other College publications, including

¢ Alverno College Catalog

¢ Department Program Handbooks

¢ Residence Hall Handbook

¢ Academic Evaluation

¢ Undergraduate Student Validation Report

o Fall 2020 Return to Campus Updates

e Civility, Sexual Misconduct & Harassment (Title IX)

These documents describe the philosophy of our teaching and learning, the courses offered each
semester, the resources, support services, information and policies at Alverno College. These
are subject to change without previous notice. Any information, deletion, or revision is effective
upon its approval by the appropriate committee, department or official of Alverno

College. Please read each of the Catalog documents carefully.

STUDENT EMAIL COMMUNICATION STATEMENT

Email is considered an official method of communication at Alverno College. All Alverno
College students are expected to check their Alverno email accounts. Failure to regularly check
their email is not a valid reason for being unaware of College policies or procedures, or of one’s
academic, financial, or judicial status at the College.

JOINING AND CONTRIBUTING TO A COMMUNITY OF LEARNERS

A community is a group of people who hold something fundamental in common. Alverno
College is committed to providing a community environment where students, faculty and staff
have the opportunity to develop personally and professionally. We believe that the college
community functions at its full potential when everyone in the community is respected for who
they are and what they do. Creating a caring and respectful community that functions well
depends on the individual and collaborative efforts of each person. The ability of an
organization to experience each individual member as a valuable resource can translate into
beneficial growth not only for the individual but for the organization as a whole.
As members of the Alverno community, we expect that each person will
e  appreciate the connections between ourselves and others, recognizing that diversity
contributes to richer life experiences for us all
e participate actively in collaborative learning experiences


https://catalog.alverno.edu/
https://www.alverno.edu/Handbooks
https://www.alverno.edu/Residence-Life-Residence-Hall-Living-Expectations
https://iol.alverno.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=2338679662
https://iol.alverno.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=2338679662
https://www.alverno.edu/Welcoming-you-back-to-campus
https://www.alverno.edu/Civility-Sexual-Misconduct-and-Harassment

 integrate learning not only in classes, but equally into life situations and work settings
e recognize and value the life experiences we all bring to our learning

 respect the dignity of all persons and demonstrate concern for others

¢ be compassionate and considerate in our interaction with others

¢ practice the skills of listening, understanding, and appreciating other points of view

COMMITMENT TO DIVERSITY, INCLUSION, AND COMPASSION

Alverno College is an active learning community founded on Catholic, Franciscan values and
shaped by research from across academic disciplines and professional fields in service of our
mission: to educate students in a collaborative, inclusive, compassionate and supportive
atmosphere.

These Catholic and Franciscan values call on us to cherish the full diversity of human identity,
to acknowledge differences in identity as the work of God, and to act together across differences
to oppose oppression. Our values challenge us to view the world through a lens of compassion
without judgment. Our values compel us to build compassion within ourselves where we fail to
find that compassion with ease.

Alverno College strives to nurture, promote and protect the academic, personal and
professional development of students, colleagues and guests by embracing individual
identities. We pledge continual action toward building a safe environment for all members of
our community by creating policies and curricula that fortify our ability to value, strive and
succeed within and across diverse populations.

The College recognizes that each of us relies on aspects of our personal identities, histories and
experiences for self-definition and strength, and that each of us has a right — an imperative —
to explore, express and evaluate those identities and experiences in the context of higher
education. Our right to this exploration must come without fear of stereotype and
discrimination, and it must not be exercised to the exclusion or harm of others. When conflicts
arise, we will work to find resolutions that affirm each member’s humanity and value.

In pursuing our personal and professional goals at Alverno, we learn to negotiate and to inhabit
the shared spaces that construct not only the college community, but also the workplace and the
broader global community, whether we interact in person or online. We accomplish this
objective through continual self-assessment (recognizing and critiquing the foundations of our
values, beliefs and knowledge) and social interaction (learning to communicate across
differences).

How do we live our commitment to diversity, inclusion and compassion?

¢ We promote diverse working and social groups and acknowledge that a peaceful and
inclusive community is a shared responsibility.

o We focus on observing and developing one’s own abilities and goals.

o We call upon the common core of all world faith and value systems — compassion —
and ask students, faculty, staff and visitors to engage in civil discourse so as to arrive at
understanding, if not agreement.

o Werecognize the challenges of cross-identity communication, thereby committing to a
program of study that examines the causes and impacts of cross-identity conflicts and



reinforces skills to help us to cross those boundaries peacefully, respectfully and
effectively.

¢ We affirm that the disciplines represented within the Alverno curriculum each promote
inclusion and diversity among professionals and clients as part of ethical professional
conduct.

e We nurture our commonalities and celebrate our divergences - the pieces of our
individual identities that together comprise our powerful and inclusive whole.

TRANSGENDER STUDENTS/GENDER IDENTITY

Alverno College strives to create an institution and programs appropriate to the educational
needs of women in the 21st century. In the Catholic tradition of caring and respect for each
human person, we support students on their journey of self-discovery and recognize that
gender identity may change over time. Alverno has put guidelines and services in place to
support transgender students as integral members of our diverse campus

community. Specifically, Alverno College admits students who consistently live and identify as
female. In addition, continuing students whose gender identity changes after admission are
encouraged to persist through graduation, experiencing the personal and academic support
each student deserves from an Alverno education.

Because it reflects the mission of our weekday undergraduate college for women, Alverno
College will continue to use gendered language in its official and ceremonial
communication. However, to respect the dignity of each member of the community, our
interpersonal communication will be informed by members” ability to identify their gender
identity and chosen pronouns.

NAME CHANGE POLICY

All members of the Alverno community may update and/or change their name (including
chosen or legal first and last names) at any time in the campus information systems, IOL
(Interactive Online portal). This includes new and continuing students, faculty, and staff. Please
find specific instructions below for names changes, including legal and chosen name changes.

Legal Name Change

In order to process a name change request, the person requesting the change will need to
submit legal documentation of the name change (including but not limited to an updated
driver’s license, passport, social security card, or notarized court document). Students should
bring their documentation to the Registrar’s Office, and employees should bring their
documentation to Human Resources.

Chosen Name

Alverno College recognizes that as a community some of its members choose to use a first
and/or last name other than their legal name to identify themselves. Anyone in the Alverno
community may designate a chosen first and/or last name. This chosen name will be used in all
college communication and information systems that support it (see chart below for
chosen/legal name usage guidelines). Students, staff, or faculty can designate a chosen name at
any time, regardless of whether or not they have legally changed their name.


https://iol.alverno.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=7645170200

ID Cards

You'll receive a confirmation email after your chosen name has been updated by the Registrar's
Office or Human Resources. One business day after you receive this email, you may request a
replacement ID card in Student Affairs (FO 119).

Email/Network User Name change

Changing your chosen name will not automatically update your Alverno username or email
address. To update these, please email a completed Network Name Change form to
helpdesk@alverno.edu.

Chosen Pronouns
Alverno College celebrates gender diversity. Accordingly, students, staff, or faculty may
indicate which set of personal gender pronouns they wish for the campus community to use to
refer to them. The chosen pronouns will be made available to staff and faculty so that they can
use them in conversation and reference to each individual. Chosen pronouns can be designated
at any time, and they can be modified, changed, or deleted at any time through IOL. Students
can select from the following pronouns:

e SHE she/her/hers

e HE  he/him/his

o ZE ze/hir/hirs

e THEY they/them/their

e NAME Use my name as pronoun

All requests for changing chosen name, chosen pronoun, or gender identity will be accepted as
long as the request is not intended to avoid legal obligations, used for fraudulent purposes,
contains the use of profane words, or is otherwise deemed inappropriate. Alverno College
reserves the right to refuse to honor any request under these circumstances.

However, in accordance with the mission statement, Alverno College is committed to creating
an inclusive community and will make every effort to use chosen names, pronouns, and gender
identity where possible throughout the college experience, except for the select systems and
materials that require legal name and gender (see chart below) for reporting or legal needs.

If a student has concerns about chosen vs legal name and/or pronoun usage or would like to
discuss a more widespread accommodation for safety or security reasons, please schedule an
appointment with someone in Student Affairs (studentaffairs@alverno.edu, FO 119). A staff or
faculty member should contact Human Resources for these discussions.

CHOSEN VS. LEGAL NAME/PRONOUN/GENDER IDENTITY

Departments Will Use Chosen Will Use Legal Name/Legal
Name/Pronoun/Gender Identity Gender
Admissions ¢  Will collect chosen name on e Acceptance decision
application. e Applications

¢ Communications


https://www.alverno.edu/campuslife/studentaffairs/idcards.php
https://www.alverno.edu/files/galleries/Name_Change_Request_Form.pdf
mailto:helpdesk@alverno.edu
https://iol.alverno.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=2338679662
https://docs.google.com/document/d/1RQCgJ8NXt60hQ59T4u4OJ17DtN5FRL9k/edit#heading=h.17dp8vu
mailto:studentaffairs@alverno.edu

Advancement/ Alumnae

Advising

Athletics

Financial Aid/Student
Accounts

Center for Academic
Excellence

Health Services

Human Resources

International Center

Internship

Registrar's Office

Will use a combination of Legal and Chosen names within external

communications

Emails notifying of academic
status

Early Alert

General communications

Rosters

Honors Statement

Counseling

Communications

Database and intern lists
generated from it (used
internally)

Student appointments
Resumes and cover letters
(name determined by the
student’s preference)

Event name tags

Letters sent to mentors which
refer to the student (only after
student gives permission to
use preferred name for this

purpose)

Class rosters
Communications

Diplomas

Academic
evaluations/validation matrix

Academic dismissal letters

Kept confidentially for
eligibility

FAFSA

Award letter
1098T

Loan servicing
Loan documents

Medical Records

W2
Payroll
Direct deposits

Visa Information

Running background
checks and drug tests
Collecting medical
documentation required
for internship site

In both of the above
situations, we are required
to sign off on site-
generated paperwork that
says we have these
documents on file at
Alverno.

Federally mandated
reporting
Transcripts
Graduation program
(students will have



Residence Life

Student Affairs

Tech Services

Instructional Services

Finance

Unofficial transcripts

CA Rosters

Front Desk Visitation
Door Decs

E-mails to residents
Roommate Notification

ID Cards
Communications
Meetings

Moodle

IOL*

LiveText

0365

Google Display names

Communications

name tags

schedules
tutor/academic assistant
paperwork

Check reimbursement

*Both chosen/legal name may appear

STUDENT RIGHTS AND RESPONSIBILITIES

Alverno College expects that all members of this community act in ways that contribute to a
supportive living and learning environment. Creating a positive learning and working
environment does not mean that everyone agrees or that those interactions are always smooth
and easy. Conflict within a community is inevitable; therefore, learning to effectively manage

opportunity to specify
which name they would
like to use)

Mail rosters*
Housing contracts
Contract cancellation
forms

IOL *

Payroll
Disability documentation
& other legal documents

conflict without interfering with an individual’s liberties is essential.
o Students Have the Right to experience a campus conducive to learning that is free from
intimidation and harassment.
e Students Have the Responsibility to respect the rights and dignity of others, treat others
with care and respect and be sensitive to the impact of one’s behavior on others.

COMPLAINT AND CONFLICT PROCEDURES

Constructive controversy promotes increased learning in a collaborative culture. It encourages
better problem solving, creativity, and involvement because it influences individuals to view
problems and issues from different perspectives and to rethink their response. Students are
encouraged to

o make every attempt to first resolve conflicts with the person(s) involved



e value different viewpoints and remain open to be influenced by new ideas and
information

e focus the controversy on ideas and determining the best direction or decision

o reflect on one’s actions, thoughts and the reaction of others

e communicate information accurately and clarify miscommunication

e recognize and communicate feelings as they relate to the issues being discussed

I Identify the issue or concern I
|

I Talk with the person involved
I

Did talking with the person resolve
your concern?

YES NO

Monitor situation and If the concern is with:

revisit as necessa . . ;
Y A staff member—write an email to the Department Director

A faculty member—write an email to the Academic Program Chair

Describe the conflict or concern and include any documentation you
have. The Director or Chair decides next steps.

Does this resolve your concern?

YES NO
Monitor situation and Write a letter to the Academic Dean (for class
revisit as necessary concerns) or the Dean of Students (for concerns

outside of class). Describe the conflict or concern
and include any documentation.

As appropriate, the immediate supervisor will

Faculty & Staff Directory inquire into the facts of the complaint and discuss
the matter individually with the student and the
If unsure of who to contact, the person involved in the complaint. Does this resolve
7

your concern?

staff in the Dean of

Students Office (F 0119) can assist. Tes o
Monitor situation and The student may speak with the

revisit as necessary Vice President for Academic
Affairs or the Vice President for

Enrollment & Success.
This decision is final.



http://lampout1.alverno.edu/PhoneDirectory/index.htmlC:/Users/wegnerbp/Documents/Custom%20Office%20Templates

ACADEMIC INFORMATION & POLICIES

This section outlines academic information and policies for all Alverno College students. It
provides a basic understanding of college policies and an introduction to academic resources;
however, this information is not all-inclusive. Students can find additional information at
https:/ /www.alverno.edu/Handbooks. Direct questions about academic policies to the
Advising Office, FO 121 or call 414-382-6029.

ACADEMIC STATUS

The Committee on the Status of Students is responsible for determining the academic status of
each Alverno College student. At the end of each semester, the Committee reviews students
who have demonstrated academic difficulty including not successfully completing courses
and/or assessments and/ or abilities and/or program outcomes. The four academic status
decisions include:

Good Standing: In general, students who successfully complete all/a large majority of their
coursework in a given semester are considered in Good academic standing. Students on
Probation or Probation with Warning that resolve prior unsuccessful courses while also
showing success in new coursework may be moved to academic Good Standing.

Probation: In general, students who (a) are unsuccessful in more than one course or 5-6 credits
of coursework in one semester and/or (b) are unsuccessful in a core course for their major or
program and/or (c) have a multi-semester pattern of not successfully completing courses may
be placed on academic Probation. Students on Probation with Warning that resolve prior
unsuccessful courses while also showing success in new coursework may be moved to
academic Probation. Instructors of a student on Probation are encouraged to complete a Mid-
Semester Progress Report that is routed to the student and their advisor.

Probation with Warning: In general, students who (a) are unsuccessful in all or a majority of
their coursework in one semester and/or (b) have a pattern of multiple semesters of
unsuccessful coursework may be placed on academic Probation with Warning. The warning
statement indicates that an unsuccessful next term may result in academic dismissal.

Instructors of a student on Probation with Warning are encouraged to complete a Mid-Semester
Progress Report that is routed to the student and their advisor.

Academic Dismissal: In general, students who (a) are unsuccessful in all or a majority of their
coursework in one semester and/or (b) have a pattern of multiple semesters of unsuccessful
coursework may be considered for Academic Dismissal from the College. While students on
Probation with Warning are most frequently subject to Academic Dismissal, students in the
Alverno Success Program, on Good Standing and on Probation may also be dismissed if the
Committee determines that the circumstances warrant this action.

Students who continue to be academically unsuccessful are subject to a more serious academic
standing and/ or special conditions of continued enrollment. These conditions may include but
are not limited to additional course prerequisites, credit limits, meetings with specific

10
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faculty/staff, or other special requirements as determined by the Committee. When academic
status is reviewed the following is taken into consideration:

e The student’s most recent progress in her courses/assessments/abilities / outcomes
e The student’s entire course history
e Feedback from faculty/advisor(s) regarding academic progress including Mid-
Semester Progress Reports
e Attendance and demonstration of other course expectations
¢ Communication received from the student (students, especially those on Probation or
Probation with Warning, are encouraged to write to the Committee regarding their academic
progress)
Students are notified of their academic status through their Alverno email and/or USPS letter.
Students that are academically Dismissed may appeal this decision within two weeks of
receiving the notification (appeal contact person is provided in dismissal letter). Students
placed on Probation or Probation with Warning may request a re-review of their status decision
by contacting Kate Tisch, Coordinator of the Committee on the Status of Students and Director
of Advising.

Special Note: The Committee may also review cases of plagiarism and academic dishonesty. In these
instances, students may be subject to any of the above academic status decisions including academic
dismissal.

Revised May 2020

ATTENDANCE EXPECTATIONS

Class attendance is a joint student-instructor decision. Instructors expect students to be
responsible for coming to class and to come to class on time. Consistent tardiness may be
considered an absence. When students enroll in a course, they are accountable for all course
requirements. Since classes at Alverno involve academic engagement through active
participation in discussions and small group or laboratory work, attendance is expected. When
extenuating circumstances arise, the student is expected to contact the instructor regarding
making up missed work.

The Advising Office may serve as a contact point for students with exceptional circumstances
such as surgeries, extended illnesses, jury duty, etc. Instructors may advise a student to drop a
course, or may decide that a student is ineligible to continue attending a course if attendance
has not been regular or the student has missed the first class meeting. However, in both
instances, if the student chooses to drop the course, it is the student's responsibility to 'officially
drop' the course by contacting the Registrar's Office.

CENTER FOR ACADEMIC EXCELLENCE

Alverno’s Center for Academic Excellence offers a diverse set of academically rigorous and
intellectually engaging programs throughout the academic year designed to help you develop
your learning in just these ways. Programs include

o Fellowships for undergraduate Faculty-Student Research Projects

e Academic Excellence Intensive Short Courses

¢ The Doherty Scholars Program

11



e Academic Excellence Seminar Series

¢ Conference and Study Travel Experiences and Fellowships
To learn more about the Center and how to become involved in its activities, please contact the
Center for Academic Excellence, FO 138, (414) 382-6177 or academic.excellence@alverno.edu.

CHANGE OF MAJOR AND MINOR

In order to change your major or minor area, you will need to meet with your Advisor and
complete a change of major/minor form.

CREDIT FOR PRIOR LEARNING

Previous courses and work sometimes qualify you to take an assessment in an effort to receive
credit for a course or a series of courses. This could help you save money and time, and shorten
your time to graduation by not having to take some classes for which you already have the
necessary knowledge. To earn credit for prior learning, you must be enrolled at Alverno and
provide evidence that you have met learning outcomes for specific courses through comparable
knowledge and experiences outside the classroom. To apply for credit for prior learning, visit
the Assessment Center website and complete the Student Interest Form.

GRADUATE SCHOOL APPLICATIONS

If you are an undergraduate student applying to graduate school, request that a copy of your
transcript be sent to the schools where you are applying for admission. Information about
requesting transcripts is available through the Office of the Registrar. Since many applications
include a space for a GPA (Grade Point Average), explain that at the time of graduation, your
transcript will include a written Statement of Evaluation, instead of a GPA. This Statement
records the faculty’s judgment about the nature and quality of your academic work. If you have
any questions, contact your Faculty Advisor. Students can also request a Grade Point
Equivalency through the Registrar.

If you are pre-health, you may need to provide additional information about your academic
progress in order to gain admission to professional schools. Let your Advisor know, and she
will be in contact with Academic Affairs to ensure that your records contain the information
you need when you apply to professional schools.

GRADUATION APPLICATION, AUDIT, AND GRADUATION

An application for graduation will be emailed to you in the beginning of your final

semester. Complete the application and return to Alverno. The Registrar's Office reviews your
file a year prior to your graduation and will complete a graduation audit. These audits are
selected according to the graduation date listed in Interactive Online (IOL) on your student
information page. You are responsible for updating your graduation date. It is NOT updated
automatically. This review shows where you are in terms of meeting your requirements. Three
areas of requirements are: Courses, Validations, and High School/GED and college transcripts.
All graduates should confirm their status regarding the closure of financial obligations. Bills
must be paid in full in order to receive one’s diploma and transcript. Our policy states that all
graduates must meet with a Business Office representative and submit a plan for payment of
tuition and outstanding fees.
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GRADUATION PARTICIPATION

Alverno College believes in the value of participation in the commencement ceremony and the
value of students sharing in the event with their colleagues. Graduates participate in
commencement after all requirements are completed satisfactorily. For August graduates,
diplomas are available the week following the August graduation date pending satisfaction of
all financial obligations and completion of coursework. August graduates march in the
December Commencement following their graduation date. The name of the graduate appears
on the commencement program with a footnote indicating the official graduation date. If for
some reason, a graduate decides not to participate in the commencement ceremony, contact the
Office of the Registrar.

Educational Policies Committee, February, 2005

While the College participation policy requires the satisfactory completion of all requirements,
an exception is made for MBA and MSCP students in recognition of the cohort nature of these
programs. MBA and MSCP students who have completed all requirements except their
electives may request permission to participate in commencement by submitting a general
permit to the Registrar’s Office. Graduate Council 2009

GRADUATION RELATED EVENTS

The Division of Student Affairs coordinates events related to Alverno College’s
Commencement. In addition to the commencement ceremonies, Alverno College coordinates
cultural celebration ceremonies (Latinas con Fuerza, Bestowing of the Kente, and Asian Rights
of Passage), the Baccalaureate Mass and Blessing and a Senior/ Alum Cocktail Reception. These
related events are not required for graduates to attend, but are highly encouraged.

HONORS

The Honors Program acknowledges undergraduate service-minded scholars. The criteria for
honors are centered on two broad categories, academic excellence and service excellence. These
two categories are rooted in the philosophy underlying the Alverno curriculum, which
effectively integrates academic achievement with professional and personal life. Nominations
for honors are submitted by the faculty of the student’s major and support areas. Nomination
letters include detailed information on how the student has met the criteria for honors. These
nominations reflect the student’s entire journey at Alverno. A cross-disciplinary committee
reviews the submissions looking for key characteristics and distinctive qualities that include
independence, commitment, resilience, enthusiasm, creativity, influence, and mastery. The
committee deliberates until they reach a unanimous decision and a final list of honor graduates.
The criteria for honors nominations include Independence, Mastery, Integration Habituality,
Resilience, Commitment, Enthusiasm, Creativity, and Influence Awareness. See the Academic

Affairs website for more information.
Honors Committee, March 2018

INDEPENDENT STUDY

You may want to register for an Independent Study because a required course may not be
offered in a particular semester, or you may want to pursue a specialized area of interest that is
related to, but not part of, your regular studies. Registration for Independent Study implies that
you are able to assume a major share of the responsibility for shaping a course and doing much
of the work for the course in an independent manner with minimal aid from the instructor. If
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you think you want to register for an Independent Study, you must receive permission from the
department coordinator and the instructor who agrees to work with you in the

study. Permission from Ability Coordinators may also be necessary if validations are to be
demonstrated. (Permission is recorded on an Independent Study Permit Form, which is
available through the Registrar's Office).

INTERNAL TRANSFER

It is sometimes possible for a student accepted into the Undergraduate Weekday College
program to transfer to the Alverno Accelerate program. A WDC student interested in possibly
making an “internal transfer” to the Accelerate program should connect with a Professional
Advisor in the Academic Advising Office to begin that process.

MEDICAL EXCEPTION

This exception recognizes that there are times when students must officially drop all courses
due to medical or health requirements. To initiate this process, go to the Advising Office and
discuss a Student on Leave or a Withdrawal from the College prior to applying for a Medical
Exception. Medical Exceptions can be requested for the current semester in which a student is
enrolled. For information about the policy go to Student Affairs (FO119) or Advising (FO121).

PLAGIARISM AND MISREPRESENTATION OF AUTHORSHIP

Throughout your studies at Alverno College, you are exposed to a variety of learning styles. In
some classes faculty require you to complete assignments in small group work sessions, while
in other cases you may be required to complete work on an independent and individual

basis. Both experiences can be stimulating and rewarding. However, when submitting work
for your courses, you must take personal responsibility to complete work in accordance with
the instructions of your teacher and use sound academic principles. This means standing
behind your work as a contributing member of a team when collaborative work is required. It
also means standing behind your work as the individual who thought it through and carried it
out when independent work is required.

When you are required to consult with professionals outside the college or undertake research
in order to gather information necessary for the completion of an assignment, you need to make
reference to the resources used. Whenever you refer to secondary sources, whether for direct
quotation or paraphrasing, you must supply clear documentation with generally accepted
standards. In other words, when you use another's thoughts in the exact words or with some
words changed around, the source must be indicated.

Work required to be completed independently does not meet the above requirements if it is
more the work of someone else than that of the person who claims it. To claim work that is
essentially someone else's constitutes misrepresentation. Failure to document sources of
information constitutes plagiarism. When such cases come to the attention of faculty, the
student will be directed to the academic misconduct process. a department or school, faculty
committee will review the situation and make a recommendation to the department or school,
regarding the necessity of disciplinary action. After the committee reviews the situation, they
may recommend to the Committee on the Status of Students that the student receive an
unsatisfactory in the course for which the work was required, an assignment of a new
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equivalent assessment, dismissal from the College, or other disciplinary action. For graduate
programs, see the appropriate handbook.

STUDENT ON LEAVE

If you wish to temporarily withdraw from Alverno, you may become a Student on Leave. To
complete a transition interview and Student on Leave form, contact an Advisor in the Advising
Office or your Graduate Advisor. You are eligible to be on leave for up to four semesters. If
you do not choose to enroll at the expiration of your leave, your status is considered the same as
a withdrawal. If you decide to return to Alverno at a later date, you must request to re-admit to
the College through the Advising Office. As a Student on Leave, you may enroll at Alverno
without applying for re-admission. To register, contact the Advising Office or your Faculty
Adpvisor.

STUDENT PARTICIPATION IN EDUCATIONAL RESEARCH AND PRIVACY

Alverno College takes pride in improving its educational practice through ongoing research
into student learning. As a community of educators and learners, we are also committed to
sharing more broadly what we are learning from our research into teaching, curriculum, and
assessment in relation to the experience and performance of our diverse students. And so,
Alverno educators routinely collect data on student characteristics and learning not only to
assist teaching and student learning in a particular class, but also to more broadly investigate
the effectiveness of educational strategies used at Alverno.

In doing so, Alverno educators (Alverno faculty, instructors, administrators, academic staff,
educational researchers, and student affairs staff) remain committed to handling all private
information confidentially, just as they would for any academic or co-curricular information
(see Student Records and the Family Educational Rights and Privacy Act). During the
completion of an educational research project, Alverno educators may confidentially review
student educational records. All proposals for educational research at Alverno are reviewed
according to a process developed by the Alverno College Institutional Review Board (IRB) that
protects against inappropriate disclosure of information.

When sharing educational research with colleagues at other institutions, it is sometimes useful
for an Alverno educational researcher to use potentially identifiable individual data to illustrate
research findings. In these instances, Alverno IRB policy requires that information about a
student be disguised or “de-identified” before it is shared unless the student has first given
explicit permission for this use. A student has the right to withdraw permission to use data for
such an educational research purpose at any time.

Questions about privacy or other issues associated with educational research conducted at
Alverno may be directed to the Chair of the Alverno College Institutional Review Board, Paul
Smith, 414-382-6363.

STUDENT RECORDS & THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT

Alverno College follows the guidelines set forth in the Family Education Rights and Privacy Act
(FERPA) of 1974 in maintaining the privacy of student records. Students have the right to
inspect and review information contained in their education records and to request amendment
of records a student believes are inaccurate, misleading, or otherwise in violation of the
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student's privacy rights under FERPA. In addition, students also have the right to file a
complaint with the U.S. Department of Education concerning alleged failures by the College to
comply with the requirements of FERPA. Students wishing to review their education records
must make a written request to Kate Tisch, the Director of Academic Advising (414-382-6036),
listing the item or items of interest. No one outside the institution shall have access to nor will
the institution disclose any information from a student's education records without the written
consent of the student, except to

¢ Officials of other institutions in which students seek to enroll

e Agencies providing students financial aid

e Accrediting agencies carrying out their accreditation function

e Persons in compliance with judicial order

e Persons in an emergency in order to protect the health or safety of students or other persons.

All these exceptions are permitted under the Act. Within the Alverno College community, only
those members, individually or collectively, acting in the students' education interest are
allowed access to student education records. Alverno College will attempt to notify any student
whose records have been requested through judicial order. (Taken from "Family Education
Rights and Privacy Act, Policy for Alverno College" the entire policy is available in the
Academic Advising Office).

STUDENT RIGHT-TO-KNOW

The Student Right-to-Know Act was enacted in 1990 by federal law. The law requires institutions
that receive Title IV HEA student financial aid to collect, report, and/ or disclose graduation rates
for full-time, first-time degree-seeking undergraduate students.

Contact Marlene Neises, Associate Vice President for Student Success, for further information,
414-382-6014 or Alverno College, 3400 S. 43« St, P.O. Box 343911, Milwaukee, Wisconsin 53234.

TRANSCRIPTS

The official Alverno College Academic Transcript consists of a record of achievement, i.e., a
chronological record of all courses successfully completed and for undergraduates a history of
demonstrated abilities. For students who graduate, a statement of evaluation (an overall
assessment of your academic career at Alverno College prepared by your faculty is also
included). Your transcript reflects the importance the college attaches both to the mastery of
content and the ability to use knowledge effectively. If you wish to have a copy of your official
transcript mailed to other schools or prospective employers, send a written request or complete
request forms in the Registrar's Office. There is a charge for each transcript requested. The fee
should accompany the request. No transcript can be issued for students who have not met their
financial obligation to the college.

WITHDRAWAL FROM THE COLLEGE

If you leave Alverno and do not intend to return at a later date, you are expected to officially
withdraw. You should contact an Advisor in the Advising Office or graduate advisor to
complete an Official Withdrawal Form. If you are academically dismissed or do not return
within four semesters from a Student on Leave, you are considered officially withdrawn from
the College. All officially withdrawn undergraduate students must re-admit through the
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Advising Office if they desire to return to Alverno College. Students who are dismissed must
also send a letter to the Committee on the Status of Students explaining what they have been
doing during their time away from Alverno and what their plans are for return and the
successful completion of a degree from the college.

OPERATIONAL POLICIES & PROCEDURES

ACCESSIBILITY FOR STUDENTS WITH DISABILITIES

Alverno College makes every effort to provide accessible facilities and programs for individuals
with documented disabilities. Our goal in working with students, faculty, and staff is to provide
academic and physical accessibility, promote student independence and maximize academic
potential. If you have any questions about student accessibility, contact the Student
Accessibility Coordinator at FO 408 or call 414-382-6026.

CAMPUS WIDE ADVERTISING AND POSTING PROCEDURES

Policy Statement - The La Verna Commons Lobby is the posting area for Founders Hall. There
are additional posting areas on the second floor of Athletics & Fitness, the second floor of
Christopher Hall and in the Clare/Corona lobby. Student Activities & Leadership is
responsible for posting all event/dated materials and notifications in the designated posting
areas e.g. academic fliers, campus resources and updates, travel classes/opportunities,
volunteer opportunities, on/off campus events, rentals and sales. Postings can be dropped off
in the Student Activities & Leadership office (FO 110). All materials for campus posting must
be approved and stamped by Student Activities & Leadership and will be approved for up to
four weeks prior to the advertised event. Postings and/or banners without an approval stamp
or located in undesignated areas will be removed and discarded. The approval stamp is neither
an endorsement of the activity or of the quality of the publicity. The college is not responsible
for damaged or destroyed postings.

16 postings per event will be accepted in Student Activities & Leadership.
¢ One will be displayed in the designated area in the La Verna Commons Lobby
e Accepting on and off campus events, job postings, volunteer opportunities
e May be 8 %" x11” or 11”7 x 17” in size
One will be displayed in the Athletics & Fitness 2« Floor Hallway
e Accepting on and off campus events, job postings, volunteer opportunities
One will be displayed in the Alexia/Christopher 2« floor ramp
e Accepting on-campus event postings only
One will be displayed in the Clare/Corona Lobby
e Accepting on-campus event postings only
e Twelve will be distributed in the residence halls (8 %2” x11” only)

Posting materials must be error-free, legible and include the following:

o Name of department or sponsoring group.

¢ What, when, where, cost, how to register, and who to contact for more information.

e Ablank 2”x2” space in the lower right-hand corner for the Student Activities approval stamp.
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e Size: For the three lobby spaces either 8 12" x 11” or 11”x17” will be accepted. The residence
halls will only accept 8 72" x 11”. Postings larger than this may not be accepted.

Content Guidelines - Student Activities & Leadership reserves the right to refuse posting non-
college related material that may be a conflict of interest or violate campus policies, criteria, or
procedures. Interpretation of content resides with Student Activities & Leadership. The
following are not permitted for college or non-college related material:

e Content that is threatening, harassing or invading the privacy of others.

e Pornographic material, explicit implied vulgarity, or pictures or statements perceived as

obscene, offensive or insensitive to any religious, ethnic, age or gender group.
e Materials promoting, displaying or implying the use of alcohol or illegal substances.

Banner Policy

e Banner spaceis available above the posting area in the La Verna Commons Lobby only. Space
is limited and must be reserved through Student Activities & Leadership. Banners will be
posted for up to 3 weeks.

o Posters and banners may not cover up other postings.

e All postings and displays will be removed and discarded within 24 hours after the event.

Mailbox Distribution

o The college mailboxes may not be used for selling or soliciting without sponsorship by an
office, department or registered student group.

e Residence hall mailboxes are subject to federal statutes and policies governing the
mail. Check with Residence Life, 414-382-6314, for specific regulations concerning mailings
or postings for the residence halls.

Table Reservation - Tables can be reserved for one week in the La Verna Commons Lobby for
displays connected to an upcoming event. For example, if a student group or department wants
to promote and recruit for the Heart Association Walk they could leave materials on the table for
up to a week and staff the table with volunteers during peak traffic times. To reserve a table in
the La Verna Commons Lobby please submit an on-line request through EMS.

Postings are NOT allowed in the following areas:

¢ Chapel Lobby, Sister Joel Read Center, Alphonsa Hall, Alexia Hall, and Christopher Hall
(with the exception of academic division bulletin boards).

¢ Restrooms and elevators.

¢ Doorways and windows.

e Grounds, trees, shrubs, cars, snow.

e Resident rooms and/or doors.

Display Signs - Floor standing display signs (holding 22x28 posters) or banners
created by Marketing (see picture below) may be used on the day of an event for
check-in or directional purposes, but must be placed out of the flow of traffic.
The following areas are approved areas for ONE standing display the day of the
event.

e Alphonsa Lobby

o Alexia Lobbies (ground floor, 1« floor and 2« floor)
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e The Loft

e Clare/Corona Lobby
o Chapel Lobby

e Library Entrance

Chalking - Chalking on campus grounds is prohibited, with the exception of recognized
student organizations. Student Organizations are allowed to chalk by Alexia Hall, Austin Hall,
Clare Hall, and Christopher Hall only. Requests to chalk on sidewalks around campus must
receive approval from the Department of Student Activities and Leadership.

ANIMAL POLICY

Fish are the only pets allowed on the residential floors in the residence halls. Per Title III of the
Americans with Disabilities Act (ADA), Alverno College permits service animals, which are
limited to dogs and miniature horses, in all areas on campus. Any questions regarding
accommodations for service animals can be directed to Alverno’s Accessibility Coordinator at
414-382-6026.

In compliance with the Fair Housing Act (FHA), Alverno approves emotional support animals
in the residence hall only for qualified students with disabilities. Determination of what type of
animal and whether the student is permitted to have an animal in the residence halls is made
through an interactive process involving the individual requesting the accommodation and
relevant campus personnel. Students should contact the Director of Residence Life at 414-382-
6372 or residencelife@alverno.edu for inquiries on the process for requests.

ANTI-RETALIATION/WHISTLEBLOWER POLICY

Alverno College strives to operate in an ethical, honest and lawful manner and expects its
faculty, administrators, staff and students to conduct their activities in accordance with Alverno
policies and Code of Ethical Conduct, as well as applicable law. The College’s procedures and
internal controls are intended to prevent or detect improper activities; however, Alverno
strongly encourages all faculty, administrators, staff, and students to report suspected or actual
wrongful conduct by Alverno employees to their immediate supervisor, Student Affairs,
Human Resources, an Alverno leader, or through other appropriate channels. Confidential
information may be submitted to the President’s Office, Human Resources, or Student Affairs in
a sealed envelope or by filling out the confidential reporting form found online on the front
page of IOL. The confidentiality of the whistleblower will be maintained whenever

possible. No Alverno faculty, administrator, staff or student may interfere with the good faith
reporting of suspected or actual wrongful conduct. An individual who makes such a good faith
report shall not be subject to retaliation, including harassment or any adverse employment,
academic or educational consequence, as a result of making a report. All reported claims of
retaliation will be reviewed and investigated and appropriate corrective action will be

taken. The right of a whistleblower for protection against retaliation does not include immunity
for any personal wrongdoing that is alleged and investigated. In addition, an employee who
intentionally files a false report of wrongdoing, or knowingly makes an untrue statement of fact
in the investigation of a complaint, will be subject to discipline up to and including

termination.
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BUSINESS SOLICITATION

No form of selling or soliciting is permitted on the Alverno College Campus without
sponsorship by an office, department or registered student group. A member of the student
group/department must be present during the event and a sign stating who the sponsoring
office is must be displayed. For procedures on soliciting off campus donations, talk to the
Director of Student Activities and Leadership at (414) 382-6317.

CELL PHONES

Alverno College strives to provide a positive learning environment for all students. Cell phones
disrupt classes, offices and quiet places of study. Silence or turn off cell phones in the classroom
and in offices and remove conversations from quiet places (e.g. library, computer center, and
chapel).

CAMPUS WEAPONS POLICY

Alverno College promotes a safe learning and working environment for all students, staff,
faculty and visitors and does not allow any weapons in campus buildings. Weapons may
include, but are not limited to, guns, knives, explosives, electric weapons, and billy clubs. This
policy also applies to any person legally licensed to carry open or concealed weapons
(excluding law enforcement acting in their official capacity). Students violating this policy
may be subject to disciplinary action up to and including dismissal.

CHILDREN VISITORS ON CAMPUS POLICY

During the current COVID pandemic, we are aware that safe and affordable childcare presents
challenges for students, faculty and staff. However, due to the need to uphold revised
classroom capacity limitations in support of safe social distancing, children and visitors cannot
be accommodated in learning spaces (classrooms, laboratories, studio spaces, etc.). Of course,
children who come on campus may not be left unattended and must abide by all campus health
and safety guidelines while on Alverno premises. At all times when a child is on campus and
not in the Early Learning Center or participating in college-sponsored programs, the child is the
sole responsibility of the parent/legal guardian or childcare provider.

Children are welcome to attend certain campus events, with their parent/ guardian, as long as
they can abide by state and College guidelines (i.e. wear a mask, socially distance from others
not in their household).

MINORS IN CAMPUS PROGRAMS POLICY

Alverno College is deeply committed to creating an environment that maximizes learning and
provides campus safety. The Minors in Campus Programs policy was designed to ensure

both. A minor (under the age of 18) may not be on campus except when participating in a
college sponsored event or while in the care of a parent/legal guardian/childcare provider.

In Activities Sponsored by Alverno College -The College sponsors programs for minors
(under age 18) such as athletic camps, Little Sibs Weekend, and overnights for potential
students. Appropriate forms, schedules and contact information are shared with parents/legal
guardians.
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Alverno ensures that staff and volunteers have been trained on policies and procedures related
to minors. For their protection, minors are not allowed in high risk areas (e.g., food preparation
areas, mechanical rooms, areas with power tools or machinery, on college grounds equipment,
or in vehicles). Minors are not allowed in the gymnasium, fitness center, locker room,
laboratories, athletic training room, or in locker rooms unless supervised.

For Third Party Groups Using the Alverno Facility to work with Minors - On occasion a
group of minors may be on campus participating in an event sponsored by a third party. In
these situations, the parent or designated leader is responsible for supervising the minors. A
copy of any waiver used by an external group in association with minors must be submitted to
Campus Safety with a list of participants. The following information will be shared with the
designated leader of the group:

1. Alverno is tobacco free.

2. Weapons are not allowed on campus.

3. Minors must be supervised at all times.

4. Minors are not allowed in the following areas: laboratories, food preparation areas,
mechanical rooms, areas with power tools or machinery, gymnasium, fitness center,
locker room, laboratories, athletic training room unless supervised.

5. Appropriate forms, schedules and contact information is shared with parents/legal
guardians.

6. Information on how to contact Campus Safety if there is an incident or injury involving
minors.

DEBILITATING OR LIFE-THREATENING ILLNESS POLICY

Alverno College recognizes that faculty, staff, and students with life-threatening illnesses may
wish to continue to engage in as many of their normal pursuits as their condition allows,
including education and work. Alverno College will give the same considerations to a person
with a life-threatening illness as it does to persons with other health problems. Should
administrative decisions with respect to participation by any student, faculty or staff member
with a life-threatening illness in college activities or continued work or study become necessary,
they will be made on a case-by-case basis. The student’s faculty Advisor, the Vice President for
Student Affairs, and the Vice President for Academic Affairs will make this decision. The
College recognizes the importance of health education and awareness programs. These assist
individuals to dispel any misunderstandings and deal with the facts, as they are known. The
development and implementation of these programs is coordinated by Health
Services. Members of the Alverno community with questions on health issues are directed to
their physicians, the Coordinator of Health Services or community resources. Any questions
regarding this policy can be addressed to the Vice President for Student Affairs. Confidentiality
in all areas of this policy will be maintained wherever possible.

Approved by the Wellness Council, 1990

DEMONSTRATIONS OR PROTEST GUIDELINES

Alverno College respects the right of students to express, explore and discuss matters of interest
or concern. This may include expressing opinions publicly and joining together to demonstrate
those concerns in a peaceful manner.
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Planned Event

A demonstration or protest is considered planned if the college was notified and the event was
approved through the Dean of Students Office or Student Activities & Leadership. Campus
Safety should be notified of the approximate attendance, day, time, and location. A peaceful,
respectful, non-obstructive and positive learning environment will be maintained. If at any
point the safety of others becomes a concern, the Campus Safety Department reserves the right
to disperse the event.

Requests Not Approved

In the event a planned demonstration or protest is not approved, the organizer can submit a
written appeal to the Dean of Students Office. The Dean or Assistant Dean of Students may
schedule a meeting to consult with the organizer or group. The appeal decision will occur
within five business days of the appeal and/or meeting,.

Unplanned Event

If an event occurs without notice, leaders will be connected to the Dean of Students Office to
determine the goals of the protest or demonstration and to work toward a solution or to
approve continuation of the event.

Non Alverno Community Event
A demonstration or protest that is organized by a non-affiliated Alverno member will be
instructed to stay on the public sidewalk and to not enter or impede Alverno property or
thoroughfares. A leader of the event may be asked to meet with Alverno Leadership to
determine the reason for the event and any potential solutions.
Approved by the Safety and Risk Committee, Spring 2016
Revised March 2018
Revised August 2020

DRIVING COLLEGE VEHICLES

Policy - This policy covers all approved drivers (employees, students, and volunteers) who may
use an Alverno owned or rented vehicle, or uses her/his personal vehicle for College business.
Only approved drivers on the authorized list of drivers may drive Alverno owned or rented
vehicles. Students who meet the minimum requirements for driving privileges must complete
the consent/release form in Human Resources. In order to be eligible to drive for College
business and/or events, drivers must meet criteria determined by Alverno’s insurance agent.
Human Resources will verify that the student’s driving record meets the minimum
requirements set by Alverno College’s insurance provider.
To become an approved driver and drive an Alverno owned or rented vehicle, the driver must:
¢ Complete the driver background check paperwork in Human Resources and submit
a copy of their valid driver’s license.
¢ Receive approval from the appropriate faculty or staff member connected to the
group (e.g. advisor, instructor, department coordinator).
e Show proof that they are twenty years of age or older and that they have three years
of driving experience.
¢ Successfully complete an annual driving record check. This includes no more than
three minor violations in the past three years and no major violation in the past five
years.

22


mailto:$List.Security
mailto:$List.Security

e Successful completion of defensive driving training.
e Sign and return acknowledgment of receipt of the Vehicle Usage Policy.

Training - Alverno College provides training on defensive driving for all employees, students
and volunteers authorized to drive Alverno owned, rented, or personal vehicles for College
business. Human Resources maintains all records of employee training. Campus Safety
maintains all records of student and volunteer training. Training is provided:

¢ Upon request to be an authorized driver.

e Prior to operating any vehicle for College business.

¢  Whenever risk factor, requirements, or a process changes as determined by Human

Resources and/or Campus Safety.

Vehicle Reservations (Forms are available on the Launchpad under Serving Alverno/Rental
Vehicle Reservations.)
o The appropriate staff or faculty member must approve and submit request for any
student or student group reserving an Alverno rented vehicle.
e Costs for rented vehicles are charged back to the department.
e Requests for use of the vehicle must be made at least two weeks in advance by
turning in a completed vehicle reservation form to Plant Operations.
e All passengers must sign a Waiver Form, which is to be given to Campus Safety
prior to departing.
o Fifteen passenger vans will not be rented. Trailers will not be towed from any

vehicles.
Picking Up Vehicles
¢ During Business Hours, drivers may pick up the pouch, keys and Waiver form in
Plant Operations.
e During Non-Business Hours, call the Information Desk (382-6002) to request to meet
Campus Safety.

o When the College is closed, call Campus Safety (382-6911) to meet them.

o The driver must have all passengers sign the Waiver Form prior to leaving and
return it to the Sister Joel Read Center Information Desk or Campus Safety before
departing.

Returning Vehicles

¢ When returning, the driver should fill up the vehicle with gas (to the original level),
empty all trash from the vehicle and return the vehicle to the designated reserved
Plant Operations spaces in the Parking Structure (1st Floor North), or notify
Campus Safety of the location if spaces are full.

¢ Notify Campus Safety to meet you at the vehicle to complete a check-in of the
vehicle. During business hours call 382-6158 or when the college is closed call 382-
6911. This will be a walk around to confirm no additional damage, tank is at the
appropriate level, and to return the pouch and keys. You will sign off on the form
that this was completed.
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Alverno College Rented Vehicle

Alverno College approved drivers (faculty, staff, students, and consultants) may drive Alverno
rented vehicles for College business and events. Student drivers must be associated with a
student organization or department on campus in order to reserve a vehicle for events. Vehicles
cannot be reserved for personal trips.

Personal Vehicles

Alverno College approved drivers (faculty, staff, students, and consultants) who are driving
their personal vehicles for College business or events must provide the Human Resources Office
with a copy of their proof of insurance. The proof of insurance must have the following
information listed: Name of Insured Person, Policy Number, Effective Dates of Insurance, and
Vehicle Information (Make, Model, & Year). If the student’s name is not listed on the proof
insurance, they must show proof that they are covered by the policy.

Number of Drivers on a Trip
For an authorized student event
e Two authorized drivers and a faculty/staff member must accompany the group
beyond a radius of 250 miles.
¢ One authorized driver is needed within a radius of 250 miles. (A faculty or staff
member does not need to accompany the group).

For faculty/staff events
e One authorized driver is required.

Driver Responsibilities - approved drivers are responsible to:

e Adbhere to all traffic regulations (for the appropriate state) to include ensuring all
passengers are wearing seatbelts.

e Adjust all mirrors and seats before driving. Familiarize yourself with the vehicle
controls prior to driving (lights, wipers, etc.).

o Keep the vehicle clean. Ask passengers to remove litter at the end of the trip.

e Maintain a vehicle environment conducive to safe driving (temperature, noise
level, radio volume, cleanliness, etc.).

o Turn off the ignition, lock, and take the keys with you when the vehicle is
unattended.

o Keep windshield, side windows, and rear windows of the vehicle in good
condition so visibility is not restricted.

e Do not load vehicles beyond the design capacities for passengers and cargo,
properly secure any and all loads so that items will not shift or move around.

e Report broken equipment, equipment failures or damage to Campus
Safety/Plant Operations immediately upon return.

e Place all credit card receipts in the pouch and label all receipts with your
department name.

¢ Do not transport any alcoholic beverages or drugs in an Alverno owned or rental
vehicle at any time.

e Do not drive while under the influence of controlled substances such as alcohol,
drugs, or medications that could adversely affect driving performance.
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e Ensure that no tobacco products are used while in an Alverno owned or rental
vehicle.

¢ No cell phone utilization while driving including texting, talking, web surfing or
hands-free talking. Safely pull over to the side of the road to make or take a cell
phone call or read a text message or email.

e Do not use ear buds while driving.

o Tickets: All parking, moving violations or other traffic tickets or fines are the
responsibility of the driver.

Emergency Information - Insurance - Alverno College has coverage to insure underinsured or
uninsured drivers involved in an accident. Coverage includes liability, collision,
comprehensive, medical, uninsured, and underinsured motorists. When utilizing personal
vehicles for College business, the employee’s insurance is primary and Alverno’s insurance is
secondary.

Emergency Road Care/Gas - A gas charge card is kept with the keys of the vehicle at all times.
This gas credit card is to be used only for refueling the vehicle. If you have an accident, need
repairs or need roadside service, call Campus Safety at (414) 382-6158 or (414) 382-6911.

Reporting an Accident
Refer to the information and paperwork in the pouch.
o Call the Police and DO NOT move the vehicle. Call 911 if there are injuries.
¢ Complete the proper insurance forms and bring all completed paperwork to the college.
¢ Immediately Call Campus Safety at (414) 382-6911 when safe to do so. Campus Safety
will facilitate appropriate personnel.
¢ Alverno’s Drug and Alcohol Policy will be followed. Any reports of accidents may result
in the driver being tested at an Aurora facility. Campus Safety or Human Resources can
advise on locations.
e All damage to a vehicle, no matter how small the damage, must be reported to Plant
Operations immediately upon return of the vehicle if not reported earlier.
e Authorized drivers involved in an accident or property damage to a vehicle may lose
their privilege to drive Alverno owned or rented vehicles.

Alverno College has the authority to revoke approved driver privileges at any time.
Approved by the Safety and Risk Committee, 2013
Revised Spring 2016

EMERGENCY MEDICAL EVALUATION OR TREATMENT AND RETURN TO CAMPUS

Any student who has needed emergency medical evaluation or treatment, or has been
transported from the campus by emergency medical personnel, must meet with Student Affairs
or a designated representative prior to returning to class. The discussion will include:
e Your treatment staff responsible for your ongoing care
¢ Your plan for your safety, including resources for you for 24 hour care in case you need
that in the future
e Statement from your treatment provider confirming you are well enough to continue in
your classes and live in the residence hall (if applicable)
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EMERGENCY COMMUNICATION FROM FAMILY

If there is an emergency and someone at home needs to reach you on campus, they may call the
Information Desk at 414-382-6000. Campus Safety will use your class schedule to locate you. If
you anticipate an urgent call for any reason, notify the Information Desk to facilitate reaching
you.

HEALTH INSURANCE

Alverno College strongly recommends that each student obtain and verify health insurance
coverage while attending classes. The college does have a health insurance plan available for
purchase: www.wpshealth.com/waicu, click on Alverno, click on voluntary plan. You may
contact the Coordinator of Health Services at 414-382-6319. All payments are made directly to
the insurance company. Students are encouraged to read the coverage carefully and address
any questions to the insurance agents.

HEALTH REQUIREMENTS
Commuter Students - Inmunizations and an annual flu shot are recommended for all students,
but are optional for commuter students.

Tuberculin (TB) Skin Testing - Some academic programs require annual testing for
tuberculosis. This may be done at your primary care physician’s office, an outside clinic, or at
Student Health Services. Heath Services offers TB testing at a cost of $15, which is charged to
your student account. All international students, regardless of country of origin, are required to
have proof of tuberculosis testing prior to arrival at Alverno.

International and Exchange Students - International and Exchange students are automatically
enrolled in the Alverno College student health insurance prior to arriving on campus and are
required to:

e Purchase the Alverno College student health insurance. The student health insurance
meets the J-1 visa requirements as outlined in U.S. regulations governing that visa
category (contained in 22 CFR 62.12). The cost of the insurance premium is part of the
academic billing and will be payable upon arrival on campus.

e Submit the completed Health History and Immunization Forms. Completed forms need
to be submitted to the International and Intercultural Center prior to arriving at Alverno
College.

e Show proof of Tetanus-Diptheria, Measles-Mumps-Rubella and Polio vaccinations, as
well as proof of a Tuberculosis test done within the year, before moving into the
residence hall.

Resident Students - By federal law, each year all resident students must acknowledge that they
have been informed about the risks and benefits of receiving the Meningitis and Hepatitis B
vaccinations. These vaccinations are recommended, but not mandatory. If students want to
have these vaccinations they may do so, at their cost, through their primary care physician or
their local public health agency. Residents are responsible for reading the Vaccine Information
Sheets provided. Students must complete an Immunization Form and return it to Health
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Services. Students who do not turn in a complete Immunization Form may be asked to leave
the residence hall in the event of a vaccine-preventable disease occurrence in the residence hall.

IMMUNIZATION REQUIREMENTS FOR RESIDENTS

Immunization Requirement

Tetanus Diptheria (Td or DPT) | Strongly recommended - Includes booster every 10 years

MMR (Measles, Mumps, Strongly recommended - Includes 2 doses

Rubella)

Varicella (Chicken Pox) Strongly recommended, or indicate the date of the disease
Hepatitis B Recommended, but not mandatory. Must affirm annually that you

have read the Vaccine Information Sheets about Hepatitis B, even if
you have had the immunizations

Meningitis Recommended, but not mandatory. Must affirm annually that you
have read the Vaccine Information Sheets about Meningitis, even if
you have had the immunization

IDENTIFICATION CARD POLICY

Student Affairs issues all new students and employees of Alverno College an initial
identification card at no charge. For purpose of identification, students and employees are
encouraged to carry their Alverno College student identification card at all times. The Alverno
identification card is intended to be used the entire time you are associated with Alverno. It is
not necessary to obtain a new card each semester. In order to prevent unauthorized use, it is
your responsibility to report a lost or stolen ID card to Student Affairs and obtain a new card.
People with monetary balances on lost or stolen cards must also contact Dining Services
immediately. Alverno College is not responsible for any loss or expense resulting from the loss,
theft or misuse of this card. Once reported lost or stolen, the lost card will be deactivated.

Failure to produce a valid ID card when requested by a college official, fraudulent use of the
card, and/or transfer of an ID card to another person, may result in confiscation, loss of
privileges and/or disciplinary action. The ID card can be used for the following;:
e Services in the Library, Media Hub, and the Computer Center.
e Purchase items in Dining Services. Money can be deposited on the card in accordance
with the Resident or Commuter Plan.
e Appropriate educational discounts and admission to facilities at other local venues.

Replacement Card Fees

New Photo or Lost $25 General Student 1D $15 Nursing Card

Name Change Free with return of old card $25 if old card is not returned
Damaged Cards $25 General Student 1D $15 Nursing Card

Stolen Card Free with police report
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Name changes must be entered and processed through Interactive Online (IOL) before a new ID
card will be issued for students. Employee preferred first name and/or last name changes must
be completed in Human Resources before an ID card will be issued.

Students can request their ID by visiting the Student Affairs office (FO 119) in person, or by
submitting an electronic request form.

LOCKER USAGE

Lockers are available for the spring and fall semesters in the Christopher Hall building on a
tirst-come basis. The Alphonsa and Christopher Hall basement lockers are used and reserved
through the Art Department. Students and employees must provide their own lock, and all
lockers must be emptied by May 25« each year. There are also lockers available in the Sister Joel
Read Center and Founders Hall for day use only.

PARKING

Parking at Alverno College is available on a first-come basis. Parking is restricted for Lot D, Lot
G, and areas reserved for special events. All State of Wisconsin and City of Milwaukee laws
pertaining to motor vehicles apply on campus. Alverno College accepts no responsibility for
loss or damage to any vehicle or its contents, however caused, while parked in the parking
structure or any college parking lot. For overnight parking, call the Campus Safety Department
for approval and instructions. The following are some of the parking violations:

e Parking in handicapped spaces, crosswalks, fire lanes, loading zones, non-designated
spaces, roadways, parking in a manner that obstructs traffic, or backed into a parking
structure space.

e Vehicles using more than one space, driving through a barricaded area or driving on the
wrong side of the roadway.

Campus Parking and Driving Regulations are enforced by the Campus Safety Department.
Enforcement includes patrolling the campus and ticketing vehicles in violation of regulations.
Fines (other than the City of Milwaukee tickets) are payable in the Business Office upon receipt.
 First Offense - $10
e Second Offense - $25 (in same semester)
e Third Offense and beyond - $75 (in same semester)
e Parking in a disabled space without a permit - $75
¢ Continued violations of parking regulations may result in your car being towed
including all fines and expenses for towing. If unpaid at the end of 10 days, employees
are billed, with a $2 service charge added; unpaid fines for students are placed on the
student bill. Individuals wishing to appeal a parking ticket must fill out an Appeal
Form, located in the Campus Safety Office, within 10 days of the issuance of the ticket.
No other forms of appeal are accepted.

RESIDENT STUDENT PARKING

Resident students are required to have a parking permit in order to park overnight on campus.
There is no fee to obtain a permit. All resident students and guests must park in designated areas
between 2 am and 5:30 am. Austin residents” designated lot is the Parking Structure and Clare
residents” designated lot is either Lot I or Lot G. Permit requests and forms are located in the
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Campus Safety Office. Residents must provide a copy of their vehicle registration. See the
Residence Life Handbook for the full policy and procedures.

PHOTOS OF STUDENTS

During your time on campus at Alverno College your photo might be taken. If you knowingly
allow your picture to be taken by staff, media or approved contracted photographer(s) it will be
considered permission for Alverno College to use that photo in any campus publication or web-
based communication tools. All participants in photos are considered volunteers and will not
receive remuneration. Any photography intended for use in advertising or promotions will be
done with the expressed written consent of students featured in the photography. Students who
do not want their photo to be taken or to appear in any publication must tell the photographer at
the time the photo is being taken. The photographer and Alverno will honor any such requests. If
a student is concerned about a photo being used, the student should contact Marketing
Communications. The student identification card photo and identification card number is
considered confidential and part of a student’s educational record. Use of the identification card
photo and/or identification number will not be used for public display without the student’s

permission.
Student Affairs Advisory Committee, May 2009
Revised March 2011

POLITICAL ACTIVITY POLICY AND GUIDELINES

Alverno College values the opportunity for free expression of political views by members of the
Alverno community and is committed to the value of discourse and debate as an essential
component of a liberal education. Alverno College promotes effective citizenship and
encourages participation in the political process. Students, staff or faculty may freely engage in
and comment on political issues as individual citizens but must clarify that the expressed
opinions are their own and do not represent the official position of the college. Individual
students who wish to engage in the political process are encouraged to connect with the
Department of Student Activities and Leadership to see what opportunities are available.
Guidelines for hosting a political candidate or representative on campus

¢ The event must be open to the entire campus community.

e Members of the student group/department must be present during an approved event
or distribution of materials. Student groups should talk to the staff of Student Activities
and Leadership for approval. Staff and faculty should direct inquiries to Human
Resources for approval and for the appropriate process for distributing information.

¢ The college must maintain a non-partisan, educational status and not support or oppose
any candidate. This must be stated clearly on advertisements for the event and when the
candidate is introduced. The college must comply with the provisions governing its tax
exempt status under Section 501 (c) (3) of the Internal Revenue Code. Federal statute
stipulates that non-profit, tax exempt institutions of higher education are prohibited
from participating in, or intervening in, any political campaign on behalf of any
candidate for public office.

e Unless a candidate for public office is of significant stature as to warrant an invitation
from the Office of the President, hosting of political candidates for educational purposes
should generally be left to faculty within academic departments or the appropriate
Alverno College recognized student group.
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e If a faculty member, academic department or the college itself chooses to invite an
individual candidate to speak on campus about his or her political activities or
campaigning, every attempt should be made to provide opposing candidates the same
opportunity.

e If any member of the college community is contacted by a political official to organize an
appearance on campus, the Marketing Department should be immediately notified and
updated with information. The Marketing Department coordinates all public affairs on
campus.

Advertising, Posting and Canvassing Guidelines

e Posting of political materials must adhere to the Posting Guidelines.

e Faculty and staff need to get approval from Human Resources to advertise, post, and/or
canvas for a political candidate.

¢ Canvassing (mass distribution of fliers on cars or in common areas) is not allowed.

¢ Information must include a contact name or name of sponsoring group.

o Use of the college’s name, letterhead, or logo on any written materials used for political
purposes, such as solicitation of funds or other contributions in support of a political
party or political activities, is prohibited.

¢ Opinions promoted are the opinions of Alverno students and members of an
organization. Alverno College does not support any one specific candidate.

RELIGIOUS ACTIVITY POLICY

Alverno is a Catholic College committed to supporting students, faculty, and staff on their
spiritual journey. Alverno welcomes a variety of religious traditions and respects individual
religious commitments. Alverno does not attempt to proselytize nor sanction attempts to
convert people to a religious affiliation other than their own. Alverno’s programs seek to
encourage the sharing and discussion of religious values and beliefs between members of the
college community. With the approval of the Campus Minister, representatives of various
religious traditions may provide appropriate religious services for their own members and
others who wish to participate. Students who are members of specific religious affiliations are
encouraged to form recognized student groups for the purpose of supporting their own
religious beliefs and practices. The Campus Minister facilitates the approval process bringing
the requests to the Director of Student Activities & Leadership. For more information, contact
the Campus Ministry Office.

Student Affairs Advisory Committee, 2000 (Revised February 2009)

RESIDENCE HALL RESIDENCY EXPECTATIONS
A resident student must be registered for and regularly attending 12 or more credits as an
undergraduate student (6 or more credits as a graduate student) at all times during the
semester. We do understand; however, that life circumstances may influence the ability to take
a full course-load. If a resident student is unable to meet the residency expectations at any point
throughout the year, please email the Director of Residence Life (ann.romei@alverno.edu) and
include the following;:

e asummary of your current situation and the need for the reduced course-load

e classes you are currently attending
e how will you be utilizing the extra time
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e why is living on campus important to you, your academic goals and how will you
contribute to a positive residence hall environment

TOBACCO FREE CAMPUS

Alverno College has been tobacco free since June 1, 2007. Our goals are to create a healthy
environment, encourage individuals to develop life-long healthy habits, and to respond to
federal and state clean air laws. To meet these goals, the use of tobacco products, electronic
cigarettes, and vaping are prohibited on Alverno’s campus.

The tobacco free area consists of all campus buildings and exterior grounds from 43rd Street to
39th Street and from Morgan Avenue to Euclid Avenue. This is an effort to be effective citizens
who are respectful of our neighbors. Violation of the Tobacco Free Policy may result in
disciplinary action.

Resources

e Students can meet with the nurse and/or the counselor to create an individualized plan for
smoking cessation. This would include smoking cessation planning, strategies, and
ongoing monitoring of her progress. Appointments are free and confidential.

e Wisconsin Tobacco Quit Line Telephone #: (800) QUITNOW or (800) 784-8669

o www.ffsonline.org

e  www.ctri.wisc.edu

e www.lungusa.org/stop-smoking

WEATHER RELATED EMERGENCIES

If weather conditions are poor and classes are held, we ask you to exercise discretion regarding
your safety in traveling to campus. Students not in class can make arrangements regarding
homework with their instructors. If classes are cancelled, please link to Moodle for a message
from your faculty about assignments or make-up arrangements and watch for information from
your faculty via email or posted on Moodle about assignments or makeup

arrangements. Closings are announced in the following ways:

1. Students are automatically signed up for Rave Alert, our emergency communication
system. You will receive a voice message and/or SMS text message about closings.

2. Look at Alverno’s home page (alverno.edu).

3. Check local TV and radio stations for closures related to adverse weather conditions:
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TECHNOLOGY USE POLICIES

(Technology Committee, October 1997, Revised April 2018)

OVERVIEW

Alverno College is committed to providing technology resources to support students, staff,
faculty and other qualified members of the Alverno community in the educational,
administrative, and related social, personal and community activities and functions of the
College. This set of policies is designed to provide all users with information to facilitate
effective use of technology at Alverno. Authorized users are permitted to access appropriate
areas of these resources. Access must follow federal Family Educational Rights and Privacy Act
Policy (FERPA) Guidelines. Please refer to the policy in the Student Handbook or Alverno &
You Note: when discrepancies between printed and electronic editions of an official document arise, the
document with the most current date takes precedence unless specifically noted. It is your responsibility
to stay current with these policies. The most recent version of this policy can be found online

(http:/ /www.alverno.edu/techserv/departmentinfo/ missionpolicies/ ).

We ask that you use the technology resources provided by Alverno, whether on or off campus,
in a manner consistent with the purpose and the principles of the College. Each user is
responsible for following the policies in this document. Since technology environments change
rapidly, this document is subject to change. These policies do not replace, but supplement,
policies detailed in the Alverno College Catalog, Student Handbook, Alverno & You, and The Alverno
Educator’s Handbook.

RESPONSIBILITY OF USERS

This policy applies to students, staff, faculty, and other guests of the Alverno community. By
using the technology resources of Alverno College, you agree to and accept the responsibilities
described in this and other Alverno documents. In general, you agree to follow appropriate
Ethical Conduct, to maintain a Respect for Others, and to assist in maintaining the Security of the
information available. The use of technology resources at Alverno College is a privilege, not a
right. Inappropriate use of resources may result in cancellation of those privileges or other
disciplinary action. Inappropriate use may encompass behaviors not described in these
guidelines.

Summary of Alverno College Technology Use Policies

Ethical conduct Respect for Others Security
° Comply with the e Protect persona] information. e Do not distribute
Technology Use e Respect fair use guidelines your password or
Policies. for copyrighted material and the password of
e Identify yourself intellectual property. another person. Do
and your affiliation ¢ Be aware of what electronic not use another

accurately.
e Be responsible for
your actions.

person’s password.

e DPassword change is
required every 180
days.

network communication is not
allowed.
e Chain letters
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Use Alverno’s ¢ Unsolicited Report violations.
technology advertisements Do not send
resources for lawful e Spamming/Mail confidential
and College- bombing information
approved purposes. ¢ Phishing Scams electronically in an
Do not use offensive e Peer to Peer unsecured
communications or e Do not share fashion. Do not send
materials. confidential information. unauthorized
e Use the Alverno College confidential
name only for official information.
business or with o These policies apply
permission. whenever you are
using Alverno
resources.
e Anantivirus
application must be
installed on a
personally-owned
computer when
connecting to the
campus network.
ETHICAL CONDUCT

Compliance with Technology Use Policies - You are expected to comply with the terms of the
Alverno College Technology Use Policies and to report violations of the policy to the
appropriate College personnel (please refer to the last page). This policy applies when
accessing the resources of other institutions through Alverno College. Other institutions may
have more restrictive use policies and you must abide by those policies as well as the policies of
Alverno College.

Compliance with Alverno Library Policies - All Alverno students, faculty, and staff are issued
library barcodes when they receive their college identification cards. By using your library
barcode to borrow materials or to access electronic resources through the library web site or
TOPCAT (the library’s online catalog) you agree to abide by the Alverno Library Circulation
policies. You are responsible for all materials and equipment borrowed on your library barcode
including any replacement costs and processing fees for lost or damaged items, or for any
overdue fines for late materials or equipment. The borrower’s agreement covers any items
borrowed from the Alverno Library, the Media Hub, any of the SWITCH libraries, or through
Interlibrary Loan or Infopass transactions. In the event any legal action is taken, you agree to
pay all reasonable collection costs, including attorney’s fees and other charges necessary for the
collection of any amount not paid. For a detailed list of the Alverno Library Circulation policies
please see https:/ /www.alverno.edu/library/policies.

Self-Identification - Identify yourself and your affiliation accurately in electronic and verbal
communication. Concealing your identity or using the identity of others is fraudulent,
irresponsible and a serious violation of this policy.
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Personal Responsibility - Be responsible for your actions, as an Alverno College community
member and as a member of the global community. Personal conduct carries a burden of
responsibility and you must be aware of, and accept responsibility for, the consequences of your
actions. This includes accepting responsibility for protecting your own work. Maintain backup
copies of important work and change your password often, at least every 180 days. Alverno
will email reminders and require a password change after 180 days.

Lawful and Permitted Purposes - Use Alverno’s technology resources for lawful and College
approved purposes. Approved primary purposes include teaching and learning, and official
College business. Permissible secondary purposes include College-related social, personal, and
community functions and activities. Use of the technology resources for secondary purposes is
always subordinate to use for primary purposes and must not involve significant use of
technology resources, direct costs, or substantially interfere with the performance of teaching
and learning, official College business, and administrative matters. The use of resources for
purposes not specifically permitted by the College, or assisting others in infractions of College
policies, is a violation of this policy.

No Offensive Communications or Materials - Maintain a high standard of conduct in your
communication. You are a member of the Alverno community and your actions reflect on all
students, faculty and staff. Accessing, or assisting others in, downloading, uploading,
transferring, posting, displaying, or printing of sexually explicit or pornographic images of any
kind, or materials considered obscene, vulgar, harmful, hateful, harassing, threatening,
defamatory, demeaning, or otherwise objectionable is a violation of College policy. Sending
material that is abusive, offensive or unwanted may disrupt the work of others and is a
violation of the policy.

Social Media - Social media is designed to disseminate information through social

interaction. Alverno College believes in interaction with others to achieve goals, resolve
conflicts and build relationships. Social media sites, such as LinkedIn, Facebook, Twitter,
YouTube, Snapchat, Instagram and many others allow faculty, staff and students to develop
social interaction skills and to stay connected in their personal and professional lives. This
policy has been created to ensure operation is in accordance with College policy and represents
the College’s best interest.

Faculty, staff and students are expected to act responsibly and to follow the same behavioral
standards online as they do in real life situations, as described in detail above. Information and
photos posted online are public information and inadvertent use of identifying information
could be in violation of FERPA or HIPAA regulations. Students, faculty and staff are
encouraged to be prudent when posting information on social media sites. Alverno College
does not routinely monitor online communities, however, pictures and information brought to
the attention of the College describing or documenting behavior considered to be in violation of
College policies, such as those listed on page one of this document or in other official college
handbooks, on campus or off campus at a College sponsored event, will be subject to further
investigation. Any College policies found to be in violation are documented as a result of the
investigation and will result in appropriate disciplinary action.
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RESPECT FOR OTHERS

Personal Information of Other Individuals - Protect personal information of other individuals
when disseminating electronic information. If you observe an individual’s personal information
being disclosed in an objectionable manner, you are required to report it to the appropriate
personnel/supervisor.

Copyright and Intellectual Property -

Respect fair use of copyrighted material and intellectual property. Copying of materials,
including passwords and files which belong to others, constitutes a breach of the

policy. Note that unauthorized duplication or transmission of copyrighted or other
proprietary content could subject you to criminal prosecution as well as personal liability in
a civil suit. Alverno College does not require, request, or condone unauthorized copying or
use of computer software, scanned or digital images, audio or video files, music, movies,
television shows or other digital video media by College employees or students. The
College will not provide legal defense for individuals who may be accused of
making/downloading such unauthorized copies of files even if these individuals maintain
that such action was taken in the course of their employment by or enrollment at Alverno
College. If the College is sued or fined because of unauthorized copying or use, it may seek
payment from the individuals as well as subject them to disciplinary action.

Use software owned or licensed by the College in accordance with the applicable license.
Viewing, modifying, or damaging information without authorization (including intentional
introduction of viruses or unauthorized access) is unethical, may be unlawful, and is in
violation. Users should assume that copying of software for use on an additional machine is
prohibited unless specifically granted permission by college personnel authorized to make
that decision.

You may, in accordance with College policies, electronically distribute or duplicate
information, software, video, graphics, photographs, music, and other material that does not
fall under copyright, trademark, or other intellectual property protection.

Use of copyrighted material for which permission has been granted by the owner must
include a phrase similar to “Copyright owned by [owner’s name, date]; used by
permission.”

Needs Of Others For Resource Access - To minimize demands on Alverno’s technology
resources and maximize the availability of those resources, you are expected to refrain from
activities that generate excessive network traffic. These include but are not limited to:

Peer-to-Peer sharing of data using applications such as, FrostWire, Vuze, uTorrent, TPB, Bit
Torrent, Freenet, etc.

Mining cryptocurrencies using Alverno resources is prohibited.

Use of web cams are acceptable when used for teaching and learning purposes. Usage
should be limited to activities that fall within the guidelines of the Ethical Conduct and
Respect for Others sections of this document. When using personal web cams, users are
expected to observe privacy of others as well as understand that their actions represent the
College. Personal web cams should not be used for extended period of time due to large
bandwidth consumption.

Chain letters and pyramid schemes;
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e Inappropriate or unsolicited advertisements (advertisements, promotional material, or other
types of solicitation must have prior approval by Student Affairs or other appropriate
College authority);

e DPosting irrelevant or inappropriate electronic messages to multiple recipients
(“spamming”);

e Multiple unsolicited electronic messages to a single recipient (“mail bombing”). Mail lists
(electronic mail) may be maintained that allow Alverno users to subscribe/unsubscribe to
electronic mailings. These lists would fall under the category of solicited
advertisements. Electronic mailings to all individuals on such lists require prior approval or
a standing authorization for such mailings from Student Affairs or a Vice President. The
names and e-mail addresses of individuals on mailing lists may not be distributed outside
the Alverno Community;

o Devices that do not support WPA2-Enterprise (802.1X) authentication are not allowed to

connect to our secure wireless networks. An open, unsecure Guest network is available with

Internet only access, but a guest username and password is required to connect. We also

provide a less secure, Internet access only, wireless network for our residents (device

registration required) to connect “home” devices that do not support WPA2-Enterprise;
Personal routers or access points are not permitted on Alverno’s network.

In addition, you are expected to install and run a legal, fully functional antivirus program and
to perform regular virus definition updates as well as periodic system virus scans. To prevent a
widespread network disturbance, any machine found to be infected with a virus, worm, etc.
will be disconnected from the campus network immediately upon discovery, and will remain
disconnected until deemed “clean” by the Technology Services department. This information
also applies to any remote connections made to the campus network.

*Alverno College installs antivirus software on all college-owned computers. If you connect to
Alverno’s network using your personal computer (either on campus or through remote access),
you must have an antivirus application installed.

Confidential Alverno Information - Respect the confidentiality of institutional

information. Some Alverno College materials are not intended for audiences outside the
institution, could be taken out of context, may be Alverno copyrighted, or are legally
confidential. If you access confidential information unintentionally, please contact the owner of
the information, network security coordinator, and/or other appropriate personnel as soon as
possible. In addition, you are responsible for College-owned information stored on your
personally owned device such as a USB drive, tablet, laptop, smartphone, home computer,

etc. You should take appropriate security measures, to protect the data and ensure that FERPA
and HIPAA laws are followed. Alverno data should be stored in accordance with Alverno’s
Data Protection Policy and Guidelines.

Use of Alverno College Name - The Alverno College name may only be used in an official
context for College business. To avoid misrepresentation of Alverno College, do not use the
Alverno College name or any symbol, graphic, text, or logo associated with Alverno College in
a manner implying endorsement of any political, social, or commercial activity or in a context
that implies official endorsement by the College without prior written approval of Student
Affairs, Marketing Communications, or other appropriate College authority. Individuals who,
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through their employment or other established association with the College, represent Alverno
in an official capacity are not required to obtain written permission but should ensure that the
College is represented in an appropriate manner.

SECURITY

Passwords - Change your password often (required every 180 days). A password is your “key”

to Alverno’s technology resources. When choosing a password, use the following guidelines:

o Use at least eight characters (a combination of letters and numbers); cannot reuse the last
five passwords

o Pick a password that is easy for you to remember, but that others would not likely be able to
guess;

e Do not write down your password because someone might see it and use it;

e Choose a unique password (not the same password as the one you use for automatic teller
machines or online banking).

e NEVER share your password with other individuals. Remember they could use your
password, delete your files, impersonate you, or change your password to lock you out.

Access Restrictions - Do not distribute your password or the password of another user. Do not
use other’s passwords. These are serious violations of this policy. Attempting to disable or
determine an access password (or assisting others in doing so) is prohibited. Such activities
threaten the work and privacy of many individuals. Respect the restrictions imposed by the
technology resources of other individuals and organizations. Do not attempt to circumvent
access restrictions. Violation is grounds for immediate suspension of access privileges or other
disciplinary action.

To maintain network security, accounts are deleted on a regular basis. Account deletion
includes but is not limited to removing access to Alverno’s network, deleting files in individual
home directories, cloud storage (H drive, OneDrive, Google Drive, OneNote, Moodle, etc.) and
deleting email.
e Student accounts are active for six (6) months after graduation. After that time the
account is deleted.
e Accounts for students whose status changes to Official Withdrawal or Dismissed are
deleted shortly after the status change is made.
s Accounts for Students on Leave remain active. If a student’s status changes from
Student on Leave to Official Withdrawal, the account is deleted.
o Employee accounts, including student employee accounts, will be disabled/ deleted
upon separation of employment.

Use of Others’ Technology Resources - When using the technology resources of others through
Alverno’s facilities, these policies apply. Information providers or networks outside Alverno
College may also impose their own conditions for use and you are responsible for following any
additional restrictions.

Monitoring and User Privacy - Treat all electronic communications as potentially accessible by
others. Please consider this before sending confidential information electronically. Alverno
College considers electronic mail and other electronic information to be private although it is
Alverno property and can be accessed by Alverno personnel. Although this information must
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be accessed by system personnel for the purpose of backups, network management,
troubleshooting and maintenance, the content of user files and network transmissions will not
be viewed, monitored, or altered without the consent of the user unless the College has reason
to believe that an account or system has been breached and is being used by someone other
than the authorized user, the College has received a complaint that an account or system is
being used to gain unauthorized access or to attempt to gain unauthorized access to another
network site, or the College has reason to believe that an account or system is being used in
violation of the Technology Use Policy, federal or state law or impacts system integrity. In these
circumstances, the Campus Network Security Team, Director of Human Resources, Dean of
Students or other person of authority may authorize system support personnel to monitor the
activities of a specified account or computer system and to search electronic information stored
in that account. The authority for this search must be requested on an account-by-account basis
and monitoring will be restricted to the specified account. If this search provides evidence of a
violation, the account will be disabled and action will be taken with the proper authorities.

DISCIPLINARY ACTIONS

Alverno College reserves the right to revoke the technology access of any user at any time
regardless of enrollment or employment status. Procedures for disciplinary actions involving
students are outlined in the Student Handbook; Disciplinary procedures for staff and faculty are
described in Alverno & You. Alverno College reserves the right to take the following actions in
response to technology violations:

e Send a verbal, written, or electronic mail warning;

e Allow only restricted access privileges;

e Suspend computer or other technology access for a temporary time;

e Revoke all computer or other technology privileges;

e Assign an “Unsatisfactory” (if violation relates to student course work);

o Allow other discipline up to and including dismissal from the College or termination of
employment.

Minor infractions of the Technology Use Policies, when accidental, such as consuming excessive
resources or overloading computer systems, are generally resolved informally. This is done
through electronic mail or in-person discussion and education. Repeated minor infractions or
more serious misconduct may result in additional disciplinary actions.

More serious violations include, but are not limited to:
¢ Unauthorized use of computer resources

o Copyright violations

o Attempts to steal passwords or data

o Transfer or display of offensive material

e Harassment, or threatening behavior

e FERPA or HIPAA privacy rule violation

In addition, offenders may be referred to their supervisor or other appropriate College offices
for further action. If the individual is a student, the matter may be referred to the Division of
Student Affairs for disciplinary action. Any offense which violates local, state, or federal laws
may result in the immediate loss of all technology privileges and will be referred to the College
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Community Relations Board (students), your supervisor (faculty/staff) or other appropriate
College offices and/or law enforcement authorities.

In cases where the integrity or functionality of the network or a multi-user system is in
jeopardy, College personnel involved in network security are authorized to take immediate
steps to prevent further damage - up to and including disabling user accounts and
disconnecting a user’s computer from the campus network.

TECHNOLOGY USE RESOURCES

When You Want to Students Faculty/Staff
Open an account: Technology Services automatically ~Request a form through the service
creates student accounts. desk: https://servicedesk.emp.alve

rno.edu/CherwellPortal / winlogin

Supervisors of student employees
can contact the service desk to
request accounts at:

https:/ /servicedesk.emp.alverno.e
du/CherwellPortal /winlogin

Obtain technical Technology Services Follow Service Desk Procedures
assistance: Computer Center; 414-382-6336

Report a policy Dean of Students 382-6116 Supervisor, Coordinator, or Dean
infraction (varies by department)

(non-security related):

Report a security Campus Network Security Team Coordinator, network-security@alverno.edu
violation:

Locate additional Student Handbook (Student Affairs) Alverno & You (Human Resources)

information regarding
Alverno policies:

Find Alverno’s Home alverno.edu
Page on the Internet:
2020 TUP.docx\cmh 8/17/2020

39


https://servicedesk.emp.alverno.edu/CherwellPortal/winlogin
https://servicedesk.emp.alverno.edu/CherwellPortal/winlogin
https://servicedesk.emp.alverno.edu/CherwellPortal/winlogin
https://servicedesk.emp.alverno.edu/CherwellPortal/winlogin
file://///deptshar.emp.alverno.edu/deptshar/Stuservs/STUDENT%20HANDBOOK/2020-2021/network-security@alverno.edu

COMMUNITY STANDARDS

ALCOHOL AND DRUG USE POLICY

Alverno College provides an environment supportive of the holistic development of each
member of the Alverno community. The college takes a firm position against the use, possession
or distribution of illegal drugs as well as the abuse or distribution of alcohol and other legal drugs
because of their potential to adversely affect an individual. All members of the Alverno
community are expected to demonstrate consistent, effective work and learning habits and to
follow this policy.
Student Affairs Advisory Committee, 2009
Responsibilities
The College supports a wellness philosophy and promotes individual responsibilities, rights
and privileges. Individuals must recognize that when exercising their rights, they assume
certain responsibilities, including
e Respecting themselves and the rights of others
e Respecting the privilege of choice of those of legal age and the rights of individuals to
abstain from alcohol use
e Making informed decisions and conducting themselves in a mature and responsible
fashion
o Confronting those whose behavior may be damaging to the community or to
themselves
¢ Guiding individuals who may have a problem to speak to a counselor or to seek health
care intervention
¢ Understanding and following state laws and college policies regarding alcohol use

Implementation

Alverno College is committed to maintaining a drug free work and learning environment. The
College recognizes that the use and abuse of alcohol and illegal use of drugs can hinder the
ability of an individual to function properly, interfere with the rights of others and can be a
detriment to the educational process. Alverno will not permit the violation of one’s rights or
the creation of an environment not appropriate to an educational institution or to a residential
community because of the abuse of alcohol and/or drugs. Therefore, the College has developed
the following means of preventing, identifying and responding to student and employee
problems with alcohol and other drugs.

Awareness and Prevention

As part of its ongoing commitment to health and well-being, the College offers educational
programs and resources through Counseling and Health Services. When possible, one of the
first responses to an individual found abusing alcohol or drugs would be assistance in
overcoming the problem.

Identification

Individuals whose behavior indicates that they may be abusing alcohol and/or drugs will meet
with the Assistant Dean of Students or the Dean of Students and appropriate action will be
taken.
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College Assistance and Resources

Alverno views alcohol and drug abuse and dependence as treatable. Although the College
provides reasonable assistance in these matters, we look to individuals to make a significant
commitment in addressing their issues. Interventions are confidential. The College provides
Alcohol/Drug education programs and individual assistance through Counseling and Health
Services.

Community Assistance and Resources

Alcoholics Anonymous (24 hours) 414-771-9119
Al-Anon Family Groups 414-257-2415
Aurora Sinai Medical Center (24 hours) Sexual Assault Treatment Center | 414-219-5555
IMPACT Alcohol and Other Drug Abuse Services (24 hours) 414-256-4808
Milwaukee County Mental Health Complex (24 hours) Crisis/Suicide 414-257-6995
Prevention Hotline

Milwaukee Women’s Center (24 hours) Crisis Line 414-671-6140
Appointment/Information 414-449-4777
www.madd.org 414-727-7505
www.al-anon-alateen.org 414-257-2415
www.alcoholics-anonymous.org

www.niaaa.nih.gov

Policies
The legal drinking age in Wisconsin is 21 years of age. All members of the college are subject to
all laws of the State of Wisconsin regarding possession, consumption, and sale of alcoholic
beverages while at Alverno College or at college-sponsored off-campus events. Alverno College
neither encourages the use, nor condones the misuse of alcohol but respects the privilege of choice
of those of legal age. Alverno College expects individuals to abide by all federal and state laws
regarding alcohol and drug use. In addition to institutional expectations, the following specific
policies address violations.
1. If you are under the age of 21 you may be found responsible for violating the alcohol
policy if one of the following conditions exist:
e A college official smells alcohol on your person
e You are in the presence of someone consuming alcohol
¢ You have alcohol paraphernalia in your residence hall room or car
e Your residence hall room or car smells like alcohol
e You appear visibly intoxicated
2. Illegal drug use is not tolerated by the college. Individuals may be found responsible of
drug use if the following conditions exist:
e A college official smells drugs on your person
¢ You are in the presence of someone doing drugs
¢ You have drug paraphernalia in your residence hall room or car
¢ Your residence hall room or car smells like drugs
e You appear under the influence of drugs
3. Students are required to abide by all state laws and may drink at college sponsored events
if of legal age. Individuals are expected to conduct themselves in a mature and
responsible fashion when drinking at College events, always respecting the rights of
others. The staff or event sponsors reserve the right to make an event alcohol free and to
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ask persons to leave the event who do not demonstrate appropriate behavior. In addition,
students demonstrating disorderly conduct after they have been drinking may be subject
to disciplinary action.

4. Alcoholic beverages may be possessed, purchased and/or consumed by persons of legal
drinking age in areas designated by the college.

5. All alcohol sold and served on campus must be purchased through Dining Services.

6. All students are required to show proof of age when purchasing alcoholic beverages on
campus. Students who fail to provide this information, use false ID or violate the law
and/ or college policy are liable for disciplinary action.

7. No person may procure, sell, dispense or give alcoholic beverages to an underage
person. Individuals contributing to underage drinking will be held responsible.

8. Intoxication and/or alcohol abuse shall not be tolerated and will not be used as an excuse
for unlawful behavior or misconduct. Inappropriate behavior stemming from the
consumption of alcohol shall result in discipline (e.g. having kegs, tappers or beer bongs
in the residence hall, having drinking parties in resident rooms).

9. Alcoholic beverages are not permitted to be stored or consumed in a resident student
room when any of the residents of the room are less than 21 years of age. Guests of legal
drinking age may not consume alcoholic beverages in a resident’s room unless the
resident of the room and the guest visiting is of legal drinking age.

10. Public intoxication is prohibited. Public intoxication is defined as any intoxication which
causes a disturbance or is dangerous to self, others or property or in any way requires the
attention of the college staff. Intoxication will not be accepted as an excuse for
irresponsible behavior. This applies to all persons regardless of age.

11. Individuals are responsible to assure the safety and welfare of their college peers and/ or
guests who are intoxicated. This includes providing transportation to/from off-campus
events where alcohol is served.

12. Using, possessing, manufacturing, selling, buying, or transferring drugs on any campus
property or at any college sponsored function is forbidden.

Underage Drinking

If a student is underage and has been drinking, complete an incident report with Residence Life
staff (for residential students) or the Assistant Dean of Students (for non-residential students)
will discuss the violation and consequences with the student.

Drinking and Driving

Individuals are responsible for the safety and welfare of their peers and guests who are
intoxicated. This includes providing transportation to/from off-campus events where alcohol is
served. If an intoxicated individual insists upon driving, the Milwaukee Police Department will
be called and an incident report will be completed.

Responsible for Guests

Students are responsible for the behavior of their guests. Guests violating the Alcohol and Drug
Use Policies will be asked to leave. If they refuse to leave peacefully, Campus Safety will call
the Milwaukee Police Department and complete an incident report.
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Amnesty

At times, alcohol may be involved in cases of medical emergencies, major crimes, sexual
misconduct or gender discrimination. In an effort to encourage students to report these
incidents and to focus on the safety of the student, an assurance of amnesty from an alcohol
policy violation is provided for the student reporting a medical emergency, major crime, sexual
misconduct, or gender discrimination.

Student Employees and Interns - Alcohol and/or Drug Abuse
Students in the classroom, at their internship or clinical, and at their college work site are expected
to report to work in appropriate mental and physical condition to perform their duties in a
satisfactory manner. Involvement with drugs and alcohol can be very disruptive, adversely affect
the quality of work and performance, pose serious health risks to users and others, and have a
negative impact on the learning environment, productivity, and morale. The internship/clinical
site is considered an extension of the college campus. Students are required to follow the work
site rules for alcohol and/or drug violations but Alverno would also discipline the student as if
there was an abuse of alcohol or drugs on campus. Refusal to participate in drug and alcohol
testing will be considered a voluntary termination of the employment or internship. Alverno
College will test for violations when:
1. the College has reasonable cause to believe that a student worker or intern is under
the influence of drugs or alcohol
2. an employee or intern is injured as a result of an on-the-job accident and receives
medical treatment away from the workplace
3. an employee or intern is involved in an on-the-job accident which results in injury to
another individual that requires medical attention
4. an employee or intern is involved in an accident which causes major damage to
company property

Protocol for Dealing with Alcohol and Drug Related Problems and Violations
The college has no tolerance for public intoxication and illegal drug use. If there is evidence of
drug use or public intoxication, the following action may be taken:

1. Call Campus Safety (414-382-6911) - They will assess the situation and complete an
Incident Report. If a student is cooperative, they will refer the student to Student
Affairs. If the student is combative, they will call the Milwaukee Police
Department. If the student is medically unstable, they will call 911. If the student
insists upon driving, the Milwaukee Police Department will be called.

2. Call the Police - If there is evidence of drugs or if a student’s behavior is disruptive
to the community and directly traceable to the use of alcohol or other controlled
substances, Campus Safety may call the Milwaukee Police Department and complete
an Incident Report.

3. Room Entry and Inspection - College Officials, with permission from the Assistant
Director of Residence Life, Director of Residence Life, or the Assistant Dean of
Students have the right to enter and inspect student rooms and property for the
purpose of inspection and repair, inspection if suspicion of illegal activities exists,
preservation of health and safety, and recovery of college owned property. The Dean
of Students reserves the right to inspect college property if suspicion of illegal
activities exists.
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4. Sanctions - Sanctions can be found under Student Conduct Process. Resident
Students should refer to the Residence Hall Handbook. Alverno College reserves the
right to contact parents or guardians of students who violate the Policy on Alcohol
and Other Drug Use.

Health Effects of Alcohol Abuse and Drug Use

The Alcohol Sanctions state how the college will address individual illegal consumption of
alcoholic beverages and the complicating behavioral issues. While sanctions place
responsibility on the person, of equal concern is the second hand negative effect of alcohol
consumption on the college community, especially the residence hall communities. The
Harvard School of Public Health, through the efforts of Dr. Henry Weschler, has conducted
excellent research on the effects of alcohol consumption on today’s college students. The
Weschler data from his 1993 and 1997 studies has been adapted to develop a list of the projected
effects of illegal, irresponsible consumption on the individual student and our college
community.

Alcohol Use and Abuse - Health and Personal Risks

¢ Underachievement in classes, i.e., missed classes, late assignments, significant
difference between prior grades and present performance

¢ Forming relationships with other students whose socializing and drinking
behaviors detract from academic goals

e Changes in behavior - aggressiveness, irresponsibility

e Problems with college or local officials (fines, probation, etc.)

o Injury to self or others

e Negative impact on health - physical and mental, (e.g. fatigue, loss of sleep,
increased colds/flu, inability to concentrate)

Alcohol Use and Abuse - Impact on Others

e Academic work, sleep and personal time is disrupted, i.e. noise, interruptions

o Intoxicated students (roommate/friend) often need to be cared for

e Property is often damaged or vandalized (personal or residence hall)

o Unwanted sexual advances - there is a direct relationship between unwanted
sexual involvement and alcohol abuse

e Loss of friends due to rift caused by behaviors while under the influence of alcohol
(e.g. physical/mental insults, humiliation)

Serious Health Risks Associated With the Use of Illegal Drugs
¢ Increased susceptibility to disease due to a less efficient immune system
e Increased likelihood of accidents
e Addiction
¢ Death by overdose
¢ Anemia
e Poor concentration
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CAMPUS GUIDELINES FOR SELLING ALCOHOLIC BEVERAGES

In order to serve alcohol at a college-sponsored event, approval must be obtained one month in
advance from Student Activities & Leadership. At the initial meeting, they will walk through
the process for planning this event.

Organizers of the event are responsible to

1.
2.

Ll

10.
11.

12.
13.

14.

Register the event and reserve the room.

Ask a staff or faculty chaperone to be present for the event. The sponsoring student
group, staff and/or faculty chaperone assumes the responsibility of adhering to the
Alverno College guidelines and state law, and insuring that appropriate behavior is
maintained at all times. Chaperones must meet with the Director of Student Activities
and Leadership or the Assistant Director of Student Activities and Leadership prior to the
start of the event to review the regulations and responsibilities of the chaperone. The
event may be cancelled if this does not happen.

Inform the campus safety staff that an event serving alcohol is being held on campus.
Schedule the event so that it ends by 12am.

Provide soft drinks and food for the duration of any activity where alcoholic beverages
are served.

Dispense and consume alcohol only in designated areas approved for the event. Proof of
legal drinking age is to take place at entry points.

Purchase alcoholic beverages through Alverno’s Dining Service. The employment of a
licensed bartender must be arranged at the organization’s expense, through Dining
Services.

Charge for alcoholic beverages (they may not be provided free of charge).

No one is to bring his/her own beverages to an event on campus. Only beverages sold
and provided by the sponsoring organization are to be consumed.

Drinking games will not be allowed at campus events.

No person may purchase alcohol for another person unless the person is present at the
time of purchase, regardless of whether they are of legal drinking age.

Encourage the use of designated drivers.

Performing artists and outside guests will also be subject to the Alverno College alcohol
policy and state regulations on alcohol consumption.

Posters or promotional materials may not promote or advertise the consumption of
alcohol.

Bartenders are responsible to

1.
2.

3.
4.

Check IDs and serve no minors.

Be alert to signs of intoxication. Serve no person who is intoxicated and notify the
supervisor if, in their judgment, they should cease alcohol service to a customer.
Stop individuals from bringing alcohol to the party.

Charge for alcoholic beverages (no free drinks are allowed).

Campus Safety is responsible to

1.

2.

Escort individuals off campus if they do not comply with policies or if they demonstrate
unacceptable behavior.

Terminate the event and call the Milwaukee Police Department if the event gets out of
hand.
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State of Wisconsin and Federal Legal Sanctions

Alcohol - There are substantial restrictions against the sale, possession and distribution of
alcohol in Wisconsin. It is against the law to sell alcohol to anyone not of the legal drinking age
of 21 and there is a concurrent duty on the part of an adult to prevent the illegal consumption of
alcohol on his/her premises, Wis. Stats.125.07(1)(a). Violation of this statute can result in up to
$500 forfeiture for a first offense, with higher fines and imprisonment for subsequent

violations. It is against the law for an underage person to attempt to buy an alcoholic beverage,
falsely represent her age, or enter a licensed premise except to conduct lawful business. First
offenders can be fined up to $500, ordered to participate in a supervised work program and
have their driver’s license suspended, Wis. Stats.125.07(4).

Drugs - Wisconsin laws prohibit drug possession and delivery through the Uniform Controlled
Substances Act, Wis. Stats. 961. This mandates stiff penalties, including large fines and long
periods of imprisonment. For a first-time conviction of possession of a controlled substance, a
person can be sentenced up to one year in prison and fined up to $5000, Wis. Stats.

961.41(2r). The penalties will vary depending on the amount and type of drug confiscated, the
number of previous offenses by the individual, and if the individual intended to manufacture,
sell or possess the drug. Wis. Stats. 961.41. In addition to the stringent penalties for possession
or delivery, the sentences can be doubled when exacerbating factors are present, such as when a
person distributes a controlled substance to a minor, Wis.Stats.961.46(1).

The federal government revised the penalties against drug possession and trafficking when it
adopted the Federal Sentencing Guidelines that reduce or eliminate the discretion that federal
judges may use in sentencing offenders of federal drug statutes. Under current statutes, courts
can sentence a person up to one year of imprisonment and a $5000 fine for unlawful possession
of a controlled substance such as marijuana. Federal law creates special penalties for the
possession of certain drugs such as cocaine base, also known as crack. For the possession of 5
grams of cocaine base, a federal judge is obligated to sentence a person to at least 5 years (and
up to 20 years) imprisonment. A sentence of life imprisonment is required for a conviction for
the distribution of a controlled substance that results in death or bodily injury. The Federal
Sentencing Guidelines eliminated parole in the federal judicial system.

BIAS-RELATED INCIDENT PROTOCOL

Definitions
Bias Related Incidents - Any activity that intimidates, demeans, mocks, degrades, marginalizes, or
threatens individuals or groups based on that individual’s or group's actual or perceived age,
ancestry, ethnicity, national origin, ability (physical, psychological, cognitive), sex, gender
identity or expression, citizenship or immigration status, marital status, socio-economic class,
race, religion, religious practice, sexual identity, veteran status or any other basis protected by
law. A bias related incident can occur whether the act is intentional or unintentional, and may
or may not be an illegal act. In identifying a bias related incident, the focus is on the impact on
an individual or group, not the intention or motivation of the actor. Adapted from ACPA and
Virginia Tech, there are two types of bias related incidents:

1. Contained Bias Related Incident - a comment, activity, or event that is seen or heard

by a few people, may not be a violation of a policy or law, or has no interest from
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media or larger investigative bodies (examples include one on one meetings or small
groups)

2. Community Bias Related Incident - a comment, activity, or event that is seen or
heard by many, violates policies or laws, and/or has interest from the media or
larger investigative bodies.

Retaliation - Retaliation is any adverse action that a person takes against another person because
they filed a complaint about harassment or discrimination. This adverse action or threat of
adverse action can deter that person from coming forward to report concerns.

Discrimination - According to the Office for Civil Rights, discrimination is conduct that denies
any individual or group equal privileges or access to a particular activity or opportunity
because of the individual’s or group’s actual or perceived age, color, disability, gender, gender
identity or expression, genetic information, marital status, military status, national or ethnic
origin, pregnancy or parenting status, political belief or affiliation, race, sex, sexual orientation,
veteran’s status, or any other basis protected by law.

Equity - The quality of being fair or impartial.

Harassment - Unwelcome conduct based on individual or group perceived or actual age, race,
color, ancestry, national origin, creed or religion, sex, or sexual orientation. Intimidation and
harassment can arise from a broad range of physical or verbal behavior, which can include, but
is not limited to, the following;:
¢ Physically or mentally abusive behavior towards another;
¢ Racial, ethnic, religious, or gender-based insults or slurs;
¢ Unwelcome sexual advances or touching;
¢ Sexual comments, jokes, stories, or innuendos;
¢ Requests for sexual favors as a condition of employment or affecting any personnel
decision such as hiring, promotion, compensation, or transfer;
o Display of sexually explicit or otherwise offensive posters, calendars, materials, or
slogans;
e Referring to another employee by any derogatory sexual, racial, or ethnic term;
e Making sexual gestures with hands or body movements;
e Intentionally standing too close to or brushing up against another employee;
o Inappropriately staring at another employee or touching his or her clothing or person;
e Asking personal or offensive questions about another employee’s sexual practices;
e Repeatedly asking out an employee who has stated that he or she is not interested;
o Using vulgar, obscene, or offensive language;
e Any form of stalking, including unwelcome repeated phone calls, emails, or text
messages;
e Posting comments about another employee on a website, whether private or public, that
violate this policy (because, for example, they are sexually or racially derogatory or
inappropriate)

Hate Crime - According to the report of the Wisconsin Advisory Committee to the U.S.
Commission on Civil Rights, the Federal Bureau of Investigation (FBI) defines a hate crime as a

“traditional offense like murder, arson, or vandalism with an added element of bias. It is a
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criminal offense against a person or property motivated in whole or in part by an offender’s
bias against a race, religion, disability, sexual orientation, ethnicity, gender, or gender identity.”
Although hate itself is not criminal, acting upon hate with criminal behavior constitutes a hate
crime.

Inclusion -The act of fighting against exclusion and assuring that all support systems are
available to those who need such support. It involves bringing together and harnessing diverse
resources in a way that is beneficial. Inclusion puts the concept of diversity into action by
creating an environment of involvement, respect, and connection.

Micro-aggressions — Brief and commonplace verbal, behavioral, or environmental indignities,
whether intentional or unintentional, that communicate hostile, derogatory, or negative racial
slights and insults toward people of color or other marginalized group membership. (Adapted
from Derald Sue, Columbia professor).

Responsible employee - A person witnessing or experiencing a bias related incident is encouraged
to speak to College officials to report the incident. College officials who are perceived to have
the authority to take corrective action or to address misconduct on behalf of the College are
considered “Responsible Employees.” Most college officials are considered Responsible
Employees and should report any incidents to the Dean of Students Office.

Social Justice - Social justice is a concept that is based on human rights and equality. It can be
defined as the way in which human rights are manifested in the everyday lives of people at
every level of society. This includes dignity, economical and social equality, equal distribution
of resources, justice, use of policy and laws, societal participation in change, personal
responsibility, and creating access to opportunity and chance through action.

Bias Related Incidents

Alverno College continuously works to provide an environment that is free from
discrimination, harassment, and intolerance. This response protocol for bias related incidents
should be viewed as part of a larger effort to create an inclusive living, learning, and working
environment. Prevention is preferable to response, yet we know that our work on behalf of
prevention is ongoing and incomplete. Bias related incidents occur and deserve responsible
attention, with clear means of communication. The goal is to promote more conversation and
listening.

When bias related incidents occur, they may not necessarily rise to the level of a crime, a
violation of state law, college policy, or the student code of conduct. A bias act may, however,
contribute to creating a negative, hostile, or unwelcome environment. Creating dialogue
opportunities and protocol for all levels of bias to be addressed can help reduce the impact of
micro-aggressions, those seemingly smaller acts of bias that accumulate over time and can
create a chilling or hostile effect for others. When acts of bias occur on Alverno College’s
campus, we have responsibility as community members to come together in our shared values
and mission to denounce such acts. This protocol is intended to address incidents that happen
within the Alverno College community.
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Freedom of Expression

This protocol recognizes that freedom of expression in the context of our learning environment
is protected, while offering a channel for responding to ignorance and bias that work against
the mission of Alverno College. This may produce tensions between individuals whose ideas
and speech may be considered controversial, offensive, or objectionable, which can lead to a
blurred line between freedom of speech and acts of bias. Acts of bias, whether or not intended,
threaten to undermine individuals’ or groups’” engagement in the free exchange of thoughts and
ideas. Providing a clear avenue by which suspected acts of bias can be reported aligns with
Alverno College’s commitment to freedom of expression and to our mission of teaching and
learning.

Reporting
Alverno College urges all members of the community to report any bias related incidents. There
are several ways to address and report an incident:

¢ Seek campus support- Students are encouraged to speak to College officials to report
incidents of bias (e.g. academic deans, administrators with supervisory responsibilities,
campus safety, human resources).

» Seek confidential support - To be assured the report will remain confidential, consult
with one of Alverno’s Counselors, Coordinator of Health Services or the Campus
Minister. Each will offer confidential resources and options. These individuals are not
required to tell anyone else private, personally identifiable information unless there is
reason to fear for the safety of the victim or other community members.

o File an online, confidential, anonymous report - Bias Incident Report Alverno College
accepts and investigates all allegations of improper activity by Alverno employees and
students.

¢ File a complaint with the college - Students who believe they have been subjected to
incidents of bias are encouraged to file a report with Student Affairs staff. Reporting
means that only people who need to know will be told and information will only be
shared as necessary with investigators, witnesses, advocates, and the accused
individual(s). You can file a complaint in any one of the following ways:

1. You may submit an email to the Student Affairs Office by emailing
studentaffairs@alverno.edu.

2. You may submit a phone report by calling the Dean of Students Office at 414-382-
6118 during business hours. If you choose to leave a message your call be will
returned at the earliest possible time. You can also call Campus Safety at 414-382-
6158 (non-emergency) or 414-382-6911 (emergency).

If you are a victim of a bias-related incident, or if you witness a bias-related incident, please
do the following to document the incident as best you can:
e If you experienced a written slur or discovered graffiti, do not erase the text. Campus
Safety will need to see it.
e If you have a camera or cell phone camera, take a picture of the graffiti, license plate, or
anything else relevant.
o If the incident was verbal, immediately write down what was said to the best of your
recollection.
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Response
When a person reports an act of bias to any campus office, the incident will be shared with the
Dean of Students or designee. If the complaint occurs off campus (internship, clinical, field
experience, etc.), the program director will be contacted. Falsification, distortion, or
misrepresentation of information during the course of a complaint resolution process may be
grounds for disciplinary action. After the incident is reported:
¢ The Dean of Students or designee will review the complaint and appoint an Investigator
and Bias Incident Coordinator.
¢ Interim measures may be put in place pending the outcome of the investigation.
e Both (all) parties are assigned a designated support person to guide them through the
complaint process. Either party may refuse the assistance of a support person.
e The facts of the complaint are investigated as presented by the person making the
complaint, the respondent, and any witnesses.
e The summary of the investigation is submitted to the Bias Incident Coordinator who will
review the information and determine appropriate next steps.

Our response to bias related incidents will generally involve an educational process focused on
understanding what harms may have been done and why, who has been affected, and how the
harm can be repaired. Where possible and with the agreement of all involved parties,
restorative practices will be utilized as a framework to empower those directly impacted.

Regardless of whether the behavior violates policy or the respondent’s intent was malicious, it
is important to respond to people who have experienced bias in a timely, caring manner. All
parties involved in a bias-related incident will be treated with respect and a sincere willingness
to hear their perspectives.

Every bias related incident has a unique context that requires consideration. The nature and
impact of the incident, the desire of the person or persons reporting the incident, and the impact
on the community are all factors that should be reviewed when considering a response.
Regardless of the type of bias related incident, a timely and transparent response to the
immediate concerns will be implemented.

Examples of responses could include, but are not limited to:

o A facilitated conversation between involved parties

o Restorative circles - Several members of the Alverno College staff are trained as
facilitators for restorative circles. Those individuals could be brought in to work with
those affected by the incident.

o Changes in policies or procedures - Depending on the nature of the incident, a change in
policy or procedure may be warranted. Those affected by the incident would be
consulted regarding any changes.

¢ Educational programs - Bias related incidents may indicate a need for education in our
community in order to remedy harm done, and to provide opportunities for reflection
and growth. Such educational efforts are not part of the investigation process and are
not intended to be punitive. Appropriate staff and faculty will work with students to
plan timely educational opportunities that are reflective of diverse learning styles and
address relevant issues from multiple perspectives.

¢ Consultation with outside organizations.
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Confidentiality

Anyone reporting a bias related incident can request confidentiality. In the event of such a
request, reasonable steps to review the incident and respond consistent with this request will be
made. Limits to the review or response based on this request should be discussed throughout
the process with all individuals involved.

On Campus Resources

e Campus Minister - Lisa Cathelyn - FO 259 - 414.382.6352

o Campus Safety - Acting Director Jason Pilarski or any officer - FO 254 -
security@alverno.edu - 414.382.6911 or 414.382.6158

e Counseling Services Director - Meg Pledl - AF 208 - 414.382.6119

e Dean of Students Office - Heidi Anderson-Isaacson, Interim Dean of Student
Development & Success or - FO 119 - 414.382.6118

e Assistant Deans of Students - Rachel Haos & Brooke Wegner- FO 119 - 414-382-6118

o Health Services - Tamra Black - AF 208 - 414.382.6319

o Coordinator of Multicultural Programs & African American Student Engagement -
Adekola Adedapo - FO 111 - 414-382-6022

Off Campus (Milwaukee) Resources
e The Healing Center (414-671-4325) for individual counseling, advocacy, and support
groups

e Milwaukee LGBT Community Center (414) 271-2656 includes outreach to LGBT youth,
adults, and their allies, and a mental health clinic for confidential outpatient care

e Milwaukee Police Department District 6 (414) 933-4444 for police officers in the district
where Alverno resides

o The Zeidler Center for Public Discussion - (414) 239-8555, 631 N. 19« St., Milwaukee, WI
53233 - office@zeidlercenter.org

TITLE IX INTERIM SEXUAL MISCONDUCT AND HARRASSMENT POLICY

In keeping with its mission to promote the personal and professional development of all
members of the Alverno community and to provide a safe and welcoming campus, Alverno
College fosters a climate of mutual concern, respect and caring. Alverno is committed to
promoting a rich learning environment that is free of violence, discrimination, harassment and
other barriers to students learning, healthy growth and development. All members of the
Alverno community are expected to conduct themselves in a manner that does not infringe
upon the rights of others.

Nondiscrimination Statement

Alverno College intentionally creates a welcoming and inclusive learning community in which
all members recognize and respect the rights and human dignity of every other member. The
College values diversity and seeks talented students, faculty and staff from a variety of
backgrounds. In keeping with its long-standing Catholic Franciscan foundations, Alverno
College does not discriminate against any student, employee or applicant on the basis of any
individual's age, citizenship, color, disability, gender, gender identity or expression, genetic
information, marital status, military status, national origin or ancestry, pregnancy or parenting
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status, political belief or affiliation, race, religion or creed (except in campus ministry staff
positions), sex, sexual orientation, or veteran's status in the administration of its educational
programs and activities or in its employment practices. Furthermore, the College prohibits the
harassment of students and employees, as harassment is a form of discrimination.

In the area of undergraduate enrollment, Alverno College's weekday undergraduate programs
will remain exclusive in respect to gender identity, but not as to any of the other
aforementioned characteristics.

Alverno College, an institution dedicated to the education of women, pays particular attention
to issues of harassment, discrimination or violence on the basis of sex, gender, pregnancy or
parenting status. Conduct, whether intentional or unintentional, that results in discrimination,
harassment, or violence toward a student or employee is illegal and unacceptable, undermining
the mission of the college. Such conduct, whether on or off campus, is expressly prohibited by
the college and is considered a serious violation of human rights.

In alignment with federal Title IX regulations, Alverno College has procedures to receive,
investigate, respond to and resolve complaints of discrimination, including harassment based
on gender. Title IX violations include discrimination on the basis of sex or gender, gender
identity, gender expression, and sexual orientation, and include sexual harassment, sexual
exploitation, nonconsensual sexual acts, and sexual misconduct. This policy applies to conduct
between men and women or between members of the same sex. In this policy, “discrimination,”
refers generically and inclusively to all forms of discrimination based on sex or gender,
including sexual harassment, sexual exploitation, sexual assault and sexual violence. Sexual
misconduct includes but is not limited to conduct prohibited at Wisconsin Statutes 940.225.

This Title IX policy outlines the investigation procedures by Alverno College in response to
allegations of gender-based misconduct and sexual harassment involving one or more Alverno
College students. Students who are on leave (disciplinary or otherwise), on a study abroad, or
internship will be considered an Alverno College student, unless a student has terminated their
relationship with the college.

Currently the role of Title IX Coordinator is vacant. A full version of the Title IX policy is
available by

e contacting one of the Title IX Deputy Coordinators:
o Rachel Haos, Assistant Dean of Students, in FO-119;
o Magda Hoffman, Director of Human Resources, in FO-211; or
o Jason Pilarski, Acting Director of Campus Safety, in FO-254;

e Dby visiting the Student Affairs Office, Campus Safety Office, or Human Resources
Office; or by visiting the Alverno College Title IX website located at:
https://www.alverno.edu/Civility-Sexual-Misconduct-and-Harassment.
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Off Campus Resources

¢ Milwaukee Police Department Sensitive Crimes Division (414-935-7405) for police
officers with special training related to sexually-based crimes

e Office for Civil Rights Hotline (800-421-3481) or email: OCR@ed.gov

e The Healing Center (414-671-4325) for individual counseling, advocacy, and support
groups

¢ Sexual Assault Treatment Center (414-219-5555)

e Sojourner Family Peace Center (414-276-1911) provides a confidential domestic
violence hotline and emergency legal assistance 24/7

e Milwaukee LGBT Community Center (414-271-2656) includes outreach to LGBT youth,
adults, and their allies, and a mental health clinic for confidential outpatient care

¢ Milwaukee Women'’s Crisis Line and Shelter (414-671-6140) offers 24 hour assistance to
women in need of assistance from sexual or domestic violence

STUDENT CONDUCT PROCESS AND PROCEDURES

Alverno College values individual rights within a community setting. To ensure that this
learning environment is maintained for everyone in the community, the Student Conduct Process
has been developed to uphold the standards of our community. Students are expected to be
effective citizens and to exhibit behavior that promotes a positive learning environment.
Individuals exhibiting unacceptable behavior on or off campus shall be subject to the student
conduct process.

The Assistant Dean of Students coordinates the overall student conduct process, as designated
by the Dean of Students. This includes overseeing the evaluation of both the process and
procedures, as well as training any staff members involved in the process.

A student’s official file is maintained by the Academic Advising Office. A student’s conduct
history is maintained by the Dean of Students Office. When serious violations of college policy
occur, the Academic Advisor may be included in the documentation to include in the student’s
official file.

MEDIATION

In some instances, the conflict may be more interpersonal in nature. In these situations,
mediation may be utilized to resolve the conflict informally. The goal is to implement a process
that involves all parties with the intent of resolving the dispute and preventing it from
occurring again. Examples of responses could include, but are not limited to:
e A facilitated conversation between involved parties
e Restorative circles - Several members of the Alverno College staff are trained as
facilitators for restorative circles. Those individuals could be brought in to work with
those affected by the incident.
If the participants in mediation fail to follow through on the agreed upon outcome, the situation
may be referred to the conduct process.
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STUDENT RIGHTS IN THE CONDUCT PROCESS

Students who have allegedly violated the Student Code of Conduct are entitled to the following
procedural protections. The student:
o Will be heard and treated with respect.
o Will be considered not responsible unless found responsible.
e May request a different Conduct Coordinator if there is a perceived conflict of interest.
e May invite a support person to assist with the process (i.e. parent, spouse, guardian,
friend, faculty/staff member). This person can advise the student, accompany the
student to the meetings, and assist the student in preparation of any appeal (if
applicable). Attorneys may not engage in our conduct process. If the student desires a
support person for the process, but does not have someone to serve in that role, a
support person will be assigned to the student.
e May review investigator notes to ensure all relevant witnesses have been interviewed
and information gathered.
e May appeal. (See next page for details).

CONDUCT COORDINATOR

When an incident occurs, a report is generated. Students, CAs, Res Life staff, Campus Safety,
other college staff, or anyone in the Alverno Community may submit an incident report. The
Assistant Dean of Students and/or Director of Residence Life reviews the incident report and
refers it to the appropriate administrator, who is then considered the Conduct Coordinator.
Generally, the following coordinator structure is followed:

o For Resident Students - The Residence Hall Director or Assistant Director

o For Resident Students who have demonstrated repeat behavior concerns: The Director
of Residence Life or the Assistant Dean of Students

¢ For Commuter Students - The Assistant Dean of Students

o For Registered Student Groups - The Director of Student Activities and Leadership

*The Dean of Students may also serve as the Conduct Coordinator in instances where there
may be a perceived conflict of interest.

Responsibilities of the Conduct Coordinator
o To protect the relevant rights of students
¢ To interpret and enforce campus policies
e To consider all information carefully before coming to a conclusion
o To assess the student’s understanding of the behavior and its impact on the community
o To assess the seriousness of the behavior
e To determine the level of responsibility
o To determine appropriate sanctions when violations of the student conduct code occur.

INVESTIGATION & DECISION MAKING

Alverno College utilizes an investigator model to adjudicate allegations of code of conduct
violations. This means that one or more trained investigators conducts the investigation and
drafts a report. The conduct coordinator then reviews the report and issues a finding.
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RIGHT TO AN APPEAL

All students involved in the student conduct process have a right to appeal a conduct process
decision by writing the appropriate appellate administrator within 3 business days of
notification. The following is a list of appellate administrators based on the assigned Conduct

Coordinator:
Conduct Coordinator Appellate Administrator
Assistant Director of Residence Life Director of Residence Life
Director of Residence Life Assistant Dean of Students
Assistant Dean of Students Dean of Students
Director of Student Activities and Leadership | Assistant Dean of Students

The appeal statement from the student should include sufficient detail to permit the evaluation
of the merit of the grounds for appeal. The student is granted only one appeal. Students may
appeal in writing if:

1. A procedure or substantive error occurred that significantly impacted the outcome of the
administrative meeting.

2. To consider new evidence unavailable during the original investigation that could
substantially impact the original finding or sanction. A summary of this new evidence
and its potential impact must be included.

3. The sanction(s) imposed are substantially disproportionate to the severity of the
violation.

The Appellate Administrator may review the letter and evidence individually or may appoint an
Appeal Panel to review the request. The Appellate Administrator may do one of the following;:

1. Affirm the finding and the sanction originally determined,
2. Affirm the finding and change the sanction,
3. Decide that the finding was not appropriate for the behavior and dismiss the case.

Students shall receive written notice of the results of their appeal no later than 3 business days
after filing the appeal. The decision of the Appellate Administrator is final.

STUDENT CONDUCT PROCESS

1.
2.

®»

Incident occurs and a report is generated.
Depending on the severity of the allegations, a preliminary investigation may take place to
gather information.
If necessary, initial remedial actions may be imposed at this time.
Conduct Coordinator is assigned and requests a meeting to discuss the process with the
respondent(s).
In this meeting;:
a. If the responding student takes responsibility and the behavior is a violation of
the Student Code of Conduct,
i.The Conduct Coordinator imposes a sanction and sets a due date for the sanction.
ii.The Conduct Coordinator sends the respondent a written summary of the
meeting and findings.
b. If the responding student does not take responsibility or more information needs
to be obtained, further investigation will take place.
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i.An investigation could involve several meetings with involved parties.
ii.Investigator meets with responding student to summarize the situation and
findings.
iii.Student may submit a written response within 5 business days.
iv.Investigator discusses information gathered with the conduct coordinator.
v.Conduct Coordinator meets with the student to deliver finding.
i.Student is then either found responsible, not responsible, or not enough
evidence to make a determination.
ii.Student receives the outcome in writing within 2 business days.

Additional notes regarding the process:

If several students are involved in an incident, the individuals are heard alone, not as a group.
If the complainant makes an accusation, which, after investigation, is determined to have been
filed with bad faith or the intent to cause harm, the person filing the complaint can be subject to
discipline.

If a student does not appear for a requested meeting, a decision may be made without the
student’s input based on the evidence available.

CONDUCT PROCESS DIAGRAM

e
1
e
|
I
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BEHAVIOR EXPECTATIONS

Behavior expectations are designed to protect individual liberties within a community setting.
This expectation calls for behaviors that demonstrate self-discipline, respect for self, respect for
others, and respect for the community.

Students exhibiting unacceptable behavior, both on or off campus, shall be subject to the
disciplinary process as outlined in the Student Handbook. Alverno has designed a Code of
Conduct which describes behavior expectations that are applicable in a variety of settings (e.g.
classroom, offices, public spaces, residence halls). Unacceptable behaviors include the violation
of college policies, rules or regulations, and civil laws and ordinances on or off campus.

UNACCEPTABLE BEHAVIOR RELATED TO PERSONS
1. Behavior which threatens or endangers the health or safety of others

Physical abuse is any intentional and unwanted contact with you or something close
to your body. Sometimes abusive behavior does not cause pain or even leave a
bruise, but it's still unhealthy. Examples of physical abuse are: Scratching, punching,
biting, strangling or kicking.
Verbal abuse is described as a negative defining statement told to the victim or
about the victim, or by withholding any response, thereby defining the target as non-
existent.
Threats are statements of an intention to inflict pain, injury, damage, or other hostile
action on someone in retribution for something done or not done.
Intimidation is considered forcing someone into or deterring someone from some
action by inducing fear.
Coercion is the intimidation of a person to compel the individual to do some act
against his or her will by the use of psychological pressure, physical force, or threats.
Harassment is unwelcome conduct based on individual or group perceived or actual
age, race, color, ancestry, national origin, creed or religion, sex, or sexual orientation.
Intimidation and harassment can arise from a broad range of physical or verbal
behavior, which can include, but is not limited to, the following:
o Physically or mentally abusive behavior towards another;
Racial, ethnic, religious, or gender-based insults or slurs;
Unwelcome sexual advances or touching;
Sexual comments, jokes, stories, or innuendos;
Requests for sexual favors as a condition of employment or affecting any
personnel decision such as hiring, promotion, compensation, or transfer;
o Display of sexually explicit or otherwise offensive posters, calendars,
materials, or slogans;
o Referring to another employee by any derogatory sexual, racial, or ethnic
term;
o Making sexual gestures with hands or body movements;
o Intentionally standing too close to or brushing up against another employee;
o Inappropriately staring at another employee or touching his or her clothing
or person;
o Asking personal or offensive questions about another employee’s sexual
practices;

O
O
O
O
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o Repeatedly asking out an employee who has stated that he or she is not
interested;

o Using vulgar, obscene, or offensive language;

o Any form of stalking, including unwelcome repeated phone calls, emails, or
text messages;

o Posting comments about another employee on a website, whether private or
public, that violate this policy (because, for example, they are sexually or
racially derogatory or inappropriate)

Sexual Harassment - Unwelcome, gender-based verbal, written or physical conduct
that is sufficiently severe, pervasive and objectively offensive that it unreasonably
interferes with, limits or deprives someone of the ability to participate in or benefit
from the College’s educational program and/or activities.

Non-consensual Sexual Contact - Any intentional sexual touching, however slight,
with any object, by a man or a woman upon a man or a woman without consent
and/ or by force.

Non-consensual Sexual Intercourse - Any sexual intercourse, however slight, with
any object, by a man or woman upon a man or a woman without consent and/or by
force.

Sexual Exploitation - Occurs when an individual takes non-consensual or abusive
sexual advantage of a person for his/her own advantage or benefit, or to benefit or
advantage anyone other than the one being exploited.

Sexual Assault - Any sexual contact without consent is against the law in
Wisconsin.

Stalking is repeated purposeful conduct (e.g. communication, letters, gifts) or
pursuit directed at a specific person or immediate family members, which is
unwelcome and interferes with the peace and/or safety or threatens a person’s
physical or mental

well-being.

Hazing is an act which endangers the mental or physical health or safety of a
student, or which destroys or removes public or private property, for the purpose of
initiation, admission into, affiliation with, or as a condition for continued
membership in a group or organization. This is a crime in the State of Wisconsin.
Bullying is repeated and/or severe aggressive behavior likely to intimidate or
intentionally hurt, control, or diminish another person, physically or mentally (that
is not speech or conduct otherwise protected by the 1+ Amendment).

Retaliation - Any adverse action that a person takes against another person because
she filed a complaint about harassment or discrimination. This adverse action can
deter that person from coming forward to report concerns.

Conduct which is disorderly, lewd, or indecent; breach of peace; or aiding, abetting or
procuring another person to breach the peace on College premises or at functions
sponsored by, or participated in by, the College.

Discrimination that deprives other members of the community of educational or
employment access, benefits or opportunities.

Failure to identify oneself when requested to do so or failure to comply with the
reasonable request or directions of college officials or law enforcement officers acting in
performance of their duties.



UNACCEPTABLE BEHAVIOR RELATED TO PROPERTY

5.

Attempted or theft of and/or damage to property of the college or property of a member

of the college community or other personal or public property.

Unauthorized possession, duplication or use of keys to college premises or unauthorized

entry to or use of college premises.

Theft or other abuse of computer time which includes the following;:

e Unauthorized entry into a file (to use, read, or change the contents, or for any other
purpose);

e Unauthorized transfer of a file;

e Unauthorized use of another individual’s identification and password;

e Use of computer facilities to interfere with the work of another student, faculty
member or College official;

e Use of computing facilities to send obscene or abusive messages;

e Use of computing facilities to interfere with normal operations.

UNACCEPTABLE BEHAVIOR RELATED TO THE OPERATION OF THE COLLEGE

8.

9.

10.

11.

Violation of any college policy, rule, or regulation published in hard copy or available

electronically on the college website.

Any form of dishonesty which relates to campus life, including but not limited to:

e Cheating, misrepresenting authorship/plagiarism, or other forms of academic
dishonesty;

e Furnishing false information or refusing to give your name to any college official;

e Forgery, alteration, or misuse of any college document, record, or instrument of
identification;

e Tampering with the election of any recognized student group;

e Fraud, embezzling.

Campus Disruptions as it relates to operation of the college

e Disruption through obstruction of teaching, research, administration, disciplinary
proceedings, other college activities, including its public-service functions on or off
campus, or other authorized non-college activities, when the act occurs on college
premises.

e Participation in a campus demonstration which disrupts the normal operations of
the college and infringes on the rights of other members of the college community;

¢ Leading or inciting others to disrupt scheduled and/or normal activities within any
campus building or area;

¢ Intentional obstruction which unreasonably interferes with freedom of movement,
either pedestrian or vehicular, on campus or at college sponsored or supervised
functions off campus.

Abuse of the Student Conduct system, including but not limited to

e Failure to obey the notice to appear for a meeting or hearing

e Falsification, distortion, or misrepresentation of information

e Disruption or interference with the orderly conduct of an administrative hearing

e Attempt to discourage an individual’s proper participation in, or use of, the Student
Conduct process or to influence the impartiality of a member of the administrative
hearing prior to and/or during the proceedings
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e Harassment (verbal or physical) and/or intimidation of a member of the
administrative hearing prior to and/or during the proceedings

e  Failure to comply with the sanction(s) imposed

e  Attempt to influence another person to commit an abuse of the Student Conduct
system.

UNACCEPTABLE BEHAVIOR RELATED TO WELFARE, HEALTH AND SAFETY

12. Use, possession or distribution of narcotic or other controlled substances except as
expressly permitted by law.

13. Public intoxication or use, possession or distribution of alcoholic beverages except as
expressly permitted by the law and college regulations as listed in the Alverno College
Alcohol Policy listed above.

14. Violation of the Alverno College Tobacco Policy.

15. Illegal or unauthorized possession of firearms, explosives, other weapons, or dangerous
chemicals on college premises or at College sponsored events.

16. Refusing to properly evacuate a college facility during a fire alarm or emergency
situation or misusing and abusing fire and/ or fire emergency equipment.

17. Violation of federal, state or local law on college premises or at college-sponsored or
supervised activities.

18. Any form of gambling not approved by law.

UNACCEPTABLE BEHAVIOR OFF CAMPUS

Students are members of the campus, the local community, and the state. As citizens, students
are responsible to the community of which they are a part, and the college neither substitutes for
nor interferes with the regular legal process. Therefore, action taken in a civil or criminal court
does not free the student of responsibility for the same conduct in a college proceeding. When a
student has misconduct allegations brought against him/her, either on or off-campus, the college
will decide, on the basis of its interest and the interest of the student, whether or not to proceed
with its internal review simultaneously or defer action until after the proceedings of the criminal
or civil action. While the college has a primary duty to supervise behavior on its premises, there
are many circumstances where the off-campus behavior of students affects and warrants
disciplinary action. Examples of off campus behaviors that may be addressed through the
conduct system include behavior which:

19. Is a criminal offense including repeat violations of any local, state or federal law
committed in the municipality where the College is located.

20. Interferes with or is a threat to the safety or welfare of self or others

21. Significantly impinges upon the rights, property or achievements of self or others or
significantly breaches the peace and/or causes social disorder

22. Is detrimental to the educational interests of the college, places the good name of the
college in jeopardy, or which has an adverse impact upon the college community

UNACCEPTABLE BEHAVIOR RELATED TO THE CLASSROOM AND LEARNING
ENVIRONMENT

23. Threatening behavior, both in written and electronic form, directed toward any member
of the Alverno community that causes a reasonable apprehension of harm to others or
disrupt the educational environment. (Alverno community members must report
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threatening behavior to Campus Safety and to the Dean of Students Office. If
appropriate, Campus Safety will call the Milwaukee Police Department. The Assistant
Dean of Students will investigate and determine a college response.)
24. Disruptive Behavior as it relates to the classroom and learning environment
¢ Consistently speaking without being recognized;
¢ Interrupting other speakers;
e Distracting the class from the subject matter or discussion, which may include
inappropriate cell phone use;
e Harassing behavior or personal insults;
¢ Failing to maintain civility in discussions;
¢ Engaging in side conversations;
e Using the computer for non-class related functions;
e Refusing to comply with the directions of the faculty.

COMMUNICATION REGARDING CONDUCT SITUATIONS

All communication regarding conduct situations remain confidential among College officials.
Materials relevant to the incident may not be shared with persons outside the College, except for
those allowed by FERPA or by written permission from the student. Individuals who have a need
to know may be notified. Only the student(s) involved will be given information about the case.

Complainant Notification - In student conduct cases in which a person associated with Alverno
College has been mistreated, the Conduct Coordinator or Dean of Students may share the results
of the meeting with the complainant when appropriate.

Public Communication - As a protection for students involved in the student conduct process,
the College withholds information from public communication. The College, however, is free to
publish a statement on its action in the event that the case should become a public issue.

Notification of Parents/Guardians - The College supports students assuming personal
responsibility and accountability for their actions as they learn to establish their own
independence. The College also recognizes that the process of establishing personal
independence requires support and, at times, assistance or intervention. In the appropriate
circumstances, notification of parents/legal guardians can be a means of support in that
transition.

The Dean of Students and the Assistant Dean of Students are responsible for determining if and
by what means parents/legal guardians will be notified. In general, notification of parents/legal
guardians may be indicated in any of the following circumstances:

¢ The violation involved actual or threat of harm to persons, property, health or safety risk.

e The violation disrupted the educational or community environment.

e The violation involved an arrest in which the student was taken into custody.

o The student demonstrated a pattern of violations - even if they are minor.

e Violations associated with drug or alcohol use could be reasonable cause for notice.

o The student was involved in a group activity off campus and violated college policy with

respect to the use and/or consumption of alcohol or drugs.
o The student required medical intervention or transport as a result of incapacitation.
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e The violation resulted in or could result in the student being disciplined by the college
including but not limited to: housing probation, housing contract cancellation,
suspension, or dismissal.

Notification of Outcomes

The outcome of the conduct process is part of the educational record of the accused student and
is protected from release under a federal law, FERPA. However, the College observes the legal
exceptions as follows:

¢ Complainants in non-consensual sexual contact/intercourse, sexual exploitation, sexual
harassment, stalking, and relationship violence incidents have a right to be informed of
the outcome, essential findings, and sanctions of the meeting, in writing, without
condition or limitation.

o The College may release publicly the name, nature of the violation and the sanction for
any student who is found in violation of a college policy that is a “crime of violence,”
including: arson, burglary, robbery, criminal homicide, sex offenses, assault,
destruction/damage/vandalism of property and kidnapping/abduction. The College
will release this information to the complainant in any of these offenses regardless of the
outcome.

SANCTIONING GUIDE

The College’s response depends on the nature and severity of the incident and whether or not it
can be determined that a policy violation has occurred. If it appears that a policy violation has
occurred, the standard conduct process is followed. The College recognizes the right of all
parties involved in a complaint to a fair framework for encouraging resolution of complaints.
The purpose of a sanction is to provide an educational learning opportunity for the student.

Consequences for Noncompliance of Sanctions

Registration for subsequent semesters will be on HOLD until a student completes the sanctions
as determined by the Conduct Coordinator. Failure to comply with any student conduct
sanction(s) may result in additional student conduct action.

Sanction Definitions

One or more of the following sanctions may be imposed when a student is found in violation of

the student conduct code:

1. Conduct Warning - Notice to the student that the behavior is unacceptable and future
misconduct may result in further disciplinary action.

2. Conduct Probation - A specified period of time during which the student is not in good

disciplinary standing. The student may be restricted from leadership positions or from living

on campus during college breaks. Failure to maintain behavioral expectations or to comply

with sanctions will result in further disciplinary action.

Loss of Privileges - Denial of a designated privilege for a specified period of time.

4. Fines - Monetary sanction which must be paid within a designated period of time.

®
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5. Restitution - Student is held responsible for damages to personal or community property
through financial compensation or appropriate service.

6. Educational Sanctions - This sanction is intended to engage the student in a positive learning
experience related to the inappropriate behavior. The sanction allows a student to reflect upon
the behavior. Examples include, but are not limited to community service, restorative justice,
research paper, presentation of an educational project, one or more Judicial Educator
modules, or a personal assessment related to the policy violation.

7. Immediate Removal from Campus - A student who presents a threat to their own well-being
or to the rights, safety and/or property of others may be subject to immediate removal from
campus. The student may not re-enter any campus building or be present on campus without
the written permission of the Vice President for Student Affairs or designee. In some cases
this may be a temporary measure until further investigation occurs.

8. Suspension from the Residence Hall - For a resident student or a non-resident student who
violates residence hall policies, the student may be separated from the hall for a specified
period of time. Conditions for readmission will be specified if the student is eligible to return.

9. Suspension from the College -- Separation of the student from the College for a specific
period of time. Conditions for readmission at a later date will be specified.

10. Dismissal from the Residence Hall - Student is removed and is no longer allowed to live on
campus or have visitation privileges for an indefinite period of time. No refunds will be
issued.

11. Dismissal - Permanent termination of student status. A dismissed student is no longer
eligible to attend classes and is Officially Withdrawn from the College. No refunds will be
issued.

Registered Student Organization Sanctions

Conduct meetings for registered student organizations shall be conducted in a manner similar to
the procedures outlined in this document. A disciplinary meeting shall be conducted with at
least two members representing the group. The spokespersons may have the group’s Advisor
present. In some instances, entire groups may be held accountable and sanctioned by the
Conduct Coordinator. If a student organization is associated with a national group, the national
group will be contacted to discuss the situation and decide appropriate action. In addition to the
sanctions listed above, the following may be imposed for student organizations found in violation
of college policies. These sanctions are cumulative and recorded from year to year.

e Administrative Warning - A warning to the organization and Advisor that describes the
violation and gives them a time period to comply with the sanctions and requirement
stipulated.

e Student Organization Probation - Formal notice to the student organization that the
behavior in question is unacceptable, and that if continued or if other inappropriate
behavior follows, the student organization may be suspended.

e Student Organization Suspension- A student organization suspension means the
student group’s privilege to exist as a registered student group has been revoked. This
revocation may be for a definite or indefinite period of time. This status does have
budgetary implications for the student organization. In order to be reinstated, the
organization must reapply to the Director of Student Activities & Leadership.
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Examples of Possible Educational Sanctions

Sanctioning Levels (suggested):
Level 1: Basic
¢ Service Sanctions: between 1-5 hours of service in a 2 week period
o Educational Sanction: Short Presentation or Paper (5-10 slides, 500-700 words)
¢ Reflection Paper: 500-700 words, no follow up meeting needed
¢ Fines: Dependent on Violation
Level 2: Intermediate
e Service Sanction: Combination of 2 Level 1 sanctions or 10-20 hours service within a 4
week period
¢ Educational Sanction: 10-25 slide presentation or 1000 word paper
e Reflection Paper: 700 - 1000 word reflection and follow up meeting on the topic of the
reflection
o Fines: dependent on violation and must be combined with another sanction
Level 3: Significant
o At this level there should be a combination of at least one basic and one intermediate
sanction. There also should be a Residential Life Probation added if a resident student.

Mandatory Health Assessment
An assessment of a student can be mandated by the Assistant Dean of Students or the Dean of
Students if:
e A student becomes incapacitated as the apparent result of alcohol or other drug use
¢ Emergency medical personnel are summoned to transport a student to a hospital for
emergency care
¢ The student is transported to the hospital for emergency medical care or refuses to
accept such transportation when recommended by the emergency medical personnel
o The student engages in or threatens to engage in behavior causing harm to self or others
o The student’s behavior is disrupting the educational environment.

The student will be required to follow the recommendations of the assessing
agency/practitioner as well as those imposed by the Assistant Dean of Students or Dean of
Students, and sign a release to enable college officials to monitor compliance with the treatment
plan. To appeal, read the Rights to Appeal section of the Handbook.

Administrative Withdrawal
This policy is to be used to transition a student to a safer and/or more conducive environment
when remaining at the College is not in the best interests of the student or the Alverno
community. In most cases, these situations can be handled through voluntary medical
withdrawals; however, if the student is unwilling to pursue a voluntary withdrawal or if the
situation requires more than a withdrawal from courses (i.e. “Direct Threat” remains), the
Assistant Dean of Students or Dean of Students may invoke the right to administratively
withdraw a student. The college strives to balance concern for the health and welfare of
individual students with those of the larger campus community. Alverno will take action for
the welfare of the individual student and the College community if a student engages in
behavior that

e presents a direct threat of harm to themselves or to others or
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substantially disrupts the learning or working environment of others or
demonstrates destructive, threatening, or other disruptive behavior or
poses a danger to life, health, safety, or property or

causes significant property damage, or

impedes the lawful activities of others

Procedures

If it becomes evident (through observed behavior and/or by report(s) from faculty, staff, or
students) that an administrative withdrawal from the College may be in the best interests of a
student, the Assistant Dean of Students will

Review on an individualized, case-by-case basis all available information obtained from
Incident Reports, conversations with students, faculty, and staff.

Take into consideration the nature, duration, and severity of the risk, and the likelihood,
imminence and nature of the future harmful conduct, either to the student or to others
and will apply the direct threat analysis.

Meet with the student (if possible), giving notice to the student of the meeting and
providing an opportunity for the student to provide evidence to the contrary and/or to
make suggestions for reasonable accommodation(s) short of involuntary withdrawal
from the College.

Consult with the student’s family if the student has a signed waiver indicating
permission to share information; or the student behavior constitutes a danger to self or
others.

Review with the Dean of Students, the student’s advisor, and the Director of Counseling
and Health Services available information, and make a decision regarding the student’s
status.

Notify the student in writing of any decision made.

If after conversation with the student, appropriate medical professionals and other college
officials, the student chooses to withdraw voluntarily, the Advising Office will be notified and
they will process the withdrawal.

Potential Responses to the Behavior
The Assistant Dean of Students or the Dean of Students reserves the right to take any of the
following action:

1.

Call 911 to have the student taken to the hospital to receive appropriate health care.

2. Contact law enforcement officials to prevent harm to self or others, or require any

further action on the part of the student that is deemed necessary or desirable under the
circumstances.

Continue at the College with no restrictions- The College may take no action if it is
decided, based on information presented, that the student be allowed to continue with
no restrictions. Care should be taken to advise the student about accommodations and
available support services.

Permit the student to continue at the College pending further proceedings - The
College may require the student to meet certain conditions regarding over a specified
period of time to remain enrolled. Such conditions could include: stopping classroom
disruptiveness, or continuing only if the student participates in supportive services or
accommodation arrangements. Failure to comply with the conditions, coupled with
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further disruptive behavior, may result in additional sanctions or an involuntary
medical withdrawal.
Permit the student to remain enrolled at the College subject to conditions but with a
review of resident eligibility- Under certain circumstances, where other students’
living and learning environment is very likely to be disrupted by the student’s behavior,
the Assistant Dean of Students can suspend the student from the residence hall.
Employ interim suspension of the student’s studies and/or initiate separation from
campus - If there is a pervasive pattern of disruptive or threatening behavior, the
student may be suspended from studies and/or ordered off campus. During the
suspension, students are not allowed to participate in any Alverno activities, attend
classes, reside in or visit Alverno residence halls, and may not be on campus except to
attend meetings related to the case. This interim period allows time for a student to
receive needed medical care, and for all parties to obtain an evaluation regarding the
student’s capacity to return to the College. If it appears that the student is not capable of
understanding the nature or severity of the action, this administrative withdrawal policy
may be activated prior to issuance of a determination in the conduct process.
Referral for Evaluation - The College may refer a student for evaluation by an
independent licensed psychiatrist or psychologist chosen by the College within a
specified period of time (typically 5-10 days). Students referred for evaluation will be
informed in writing with personal and/or certified delivery. A student who fails to
complete the evaluation in accordance with these procedures and/or give permission
for the results to be shared with appropriate administrators may be withdrawn. Based
on the results of the evaluation, the Assistant Dean of Students may require the student
to commit to a treatment plan as a condition for continued enrollment. Alverno may
choose to cover all or a portion of the cost of the evaluation.
Involuntary Medical Withdrawal - A student may be withdrawn if it is determined by
a preponderance of the evidence (that it is more likely than not)
o that medical evaluations following an interim suspension do not support a
student’s readiness to return; or
o that the student is engaging in or likely to engage in behavior which poses a
substantial danger to the student, to others or to property
¢ indications that the student is unable to engage in basic required activities
necessary to obtain an education, or that substantially impedes the lawful
activities of others; or
o that there is a pervasive pattern of disruptive or threatening behavior, or
behaviors that are assaultive, suicidal, self-injurious or self-neglectful which
present an imminent risk of injury to the student or others, the student may be
withdrawn and/or ordered off campus; or
o that a student fails to complete the required assessment during a medical interim
suspension; or
e thata known condition has deteriorated (e.g. a student with an eating disorder),
rendering the student to be in imminent danger or incapable of functioning as a
student.

It's important to remember that continued enrollment at Alverno College is a privilege, not a
right. A student permitted to continue at the college is required to follow the recommendations
of the assessing agency/ practitioner as well as those imposed by the Asst. Dean of Students,
and sign a release to enable college officials to monitor compliance with the treatment plan.
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Academic Credit - Dropped classes will be removed entirely from student transcripts.

Tuition/Refunds/Housing Fees

Students will receive a statement from the Student Accounts Office indicating how their
withdrawal affected their account. An administrative withdrawal does not dismiss students
from their financial obligations with the college. Financial obligations could include tuition and
fees, room, board outstanding fines, childcare, repayment for financial aid, etc.

If a recipient of student financial aid funds withdraws from the institution during an academic
term or a payment period, the amount of grant or loan assistance received may be subject to
return and/or repayment provisions.

Incoming International exchange students attending Alverno follow Alverno College policies
for refunds. In addition, Alverno students attending a foreign university through the Alverno
College Exchange Program follow Alverno policies for refunds.

For Alverno Students attending a foreign university (as an exchange student) through direct
enrollment follow the refund policies of the university they are attending or the policies of the
third party provider. This same policy pertains to International degree or foreign exchange
students attending Alverno.

Re-enrollment

These procedures are designed to ensure that a health emergency no longer exists and a
treatment plan for continuing good health is in place to support the student’s transition back to
Alverno, support members of the Alverno community during the student’s transition back to
Alverno, and ensure the safety of the student and the College community. The Assistant Dean
of Students will inform the student of the decision in regard to granting reentry and if
approved, will release the Registration Hold. The student’s advisor will be notified.

In addition to the information that a reapplying student submits, the College may require the
student to undergo a medical evaluation by a licensed mental health professional of the
College’s choosing. The results of the evaluation must be disclosed to appropriate College
personnel. The Assistant Dean of Students reserves the right to require the student to comply
with a treatment plan recommended by an outside and/or Alverno College physical/mental
health professional as a condition of returning to the College community.

If approved, the student may need to complete documentation with the Admissions Office.

If the Student Service restriction (Hold #27) is released, the student may meet with the advisor
to register for classes.

Academic Credit - Dropped classes will be removed entirely from student transcripts.
Conditions for Re-enrollment after Removal from Campus or Residence Hall

A student who has been removed from the campus or residence halls must request to be re-
admitted to the College. A letter to a designee of the College describing the following should be

submitted 30 days prior to the start of the desired semester of return:
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5.

What the student has been doing during their time away from the residence hall or from
Alverno

What has changed for the student that will assist them to be successful

What the student learned in the process

What support systems the student has developed (e.g. counseling, support group, group
therapy, family support) in order to be successful in this environment

What their plans are for successful completion of a degree from the College

A meeting with the Director of Residence Life, Assistant Dean of Students, the Director of
Counseling and Health Services, and/or the Dean of Students or appropriate College official is
required. Reinstatement may be contingent upon satisfactory completion of an evaluation or
assessment and application to Alverno College through the Admissions Office or Advising
Office may be required.
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