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Academic Year 2024 — Spring Summer
2025 Fall 2024 2025 2025
Semester Begins August 26 January 13 May 19
Last day for Full Refund August 30 January 17 May 23
Last day to add classes August 30 January 17 May 23
Last day to exercise P / NP
option August 30 January 17 May 23
Last day to drop classes
Witﬁ{out a gF;ade August 30 January 17 May 23
Last day to withdraw from December 2 April 21 July 5
full-term courses
Semester Ends December 20 May 9 July 15
Sprin Summer
No Classes Fall 2024 20259 2025
Memorial Day May 26
Independence Day July 4
Labor Day September 2
MEA/MSCF Workdays October 17 - 18
Veteran’s Day November 11
Thanksgiving Break November 28 - 29
) December 23 to
December Holiday January 10
Martin Luther King, Jr. Day January 20
Administrative Day February 14
President’s Day February 17
Spring Break March 10-14

NOTE: When making registration changes to courses that are delivered by other institutions please see
that college’s schedule. Their dates for making registration changes may not be the same as NTC.
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DATA DISCLAIMER
Data contained in this publication accurately reflects o(ré;aalrization and courses of study at the time of publication

2024). However, the college reserves the right to make changes in curricula, course content goals, procedures,
policies, and costs at any time deemed necessary. To view the most current information and policies, go to
http://www.ntcmn.edu/about/policies/.

POLICY STATEMENT
This handbook contains policies and procedures necessary to the operation of academic and co-curricular
services. The policies and procedures have been reviewed and approved by the college. Itis the intent of the college
that these policies and procedures respect individual student identity, while being applied in a consistent and
uniform manner

within the college.

These policies and procedures were developed according to the most recent rules, regulations, information, and
data available at the time of publication. However, the college policies and procedures are subject to revision by
state and federal agencies, which are beyond the Junsdlctlon of the college Changes in rules, regulations, policies,
and procedured\npalicies hghee kextwvedd agerssddofedst ansaparstbasivliege policy.

The policies and procedures outlined within this handbook affect all students regardless of delivery mode. Students
enrolled in the Distance Education program who desire additional information and / or clarification of its contents may
call the Distance Education office at: 1-800-657-3930.

This Student Handbook is intended to assist students while attending the college. The contents should not be
considered contractual in nature.

Updated 6/10/2024
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Access to Information

Official Communication — Webpage and Email Policy (1110-1-01):

Northwest Technical College (NTC) believes that all students must be proficient in using
electronic communication tools; therefore, each enrolled student will be assigned a
college email address, which will be used for official communications from and within
the college. Individuals are responsible for accessing their email and are responsible for
the contents of the messages. The college web site will also be a source of information,
including handbook, catalog, and calendar. The college website is
http://www.ntcmn.edu.

Students are encouraged to check their college email account regularly and frequently
to ensure that they receive all notices and announcements. Computers are available in
various locations on the campus, including in the library and in the computer kiosks.

The college will make available the following information to all
students:

Right to Know
The college will make available to all enrolled and prospective students’ statistics on

completion or graduation rates, transfer-out rates, and employment, pursuant to the
Student Right To Know Act of 1990. These reports are available on the college’s website

under Right to Know.

Consumer Information Policy (2100-1-01)

The college, in compliance with Title IV of the Educational Amendments of 1976 to the
Higher Education Act and subsequent Federal Legislation, will provide and disseminate
consumer information to all prospective and enrolled students. This information shall
include, but not be limited to the following: admission requirements, financial aid
programs available, programs, costs, job placement, probation/suspension policy and
refund policy.

Directory Information Policy (2130-1-01)
Public Data:
Northwest Technical College handles its directory information in accordance with
applicable privacy laws, including the Family Educational Rights and Privacy Act
(FERPA) regulations and has designated the following information in education records
as directory information. Directory information is considered public data.
. Student name
. Student enroliment status
o enrolled
o  graduated
o  withdrawn
o part-time
o full-time
. Program major
. Dates of attendance
. Student honors and awards.
Directory information is public data unless the student requests this data to be treated as
private. This request may be made at One Stop Student Services.

Limited Directory information is only eligible for release to Northwest Technical College
Foundations for Foundation related activities and/or external parties contractually affiliated
with the college. The following information has been designated as ‘Limited Directory
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Information’ at Northwest Technical College:
e e-mail address (personal, work, etc.)
e  address
e phone number
. Star ID

Private Data:
In accordance with applicable privacy laws, education records that are not directory data are
classified as private relating to the following:

e  Astudent who is currently enrolled / registered.

e Aformer student who is no longer enrolled / registered.

. An individual who is an applicant for enroliment / registration.

e Anindividual who is receiving shared time educational services.

NTC does not release Private Data to any individual or organization, including credit card

issuers, unless permitted by law or authorized in writing by the subject student. In accordance

with applicable law, Northwest Technical College has the right to release student records
without consent in some circumstances. Examples of release without consent include, but are
not limited to, the following:

e  Toschool officials with a legitimate educationalinterest.

To specified officials for audit, accrediting or evaluation purposes.

To appropriate parties in connection with providing financial aid to astudent.

To others as necessary to deal with health and safety emergencies.

To state and local authorities, within a juvenile justice system, pursuant to specific

state law.

e  To comply with a judicial order or lawfully issued subpoena.

e  To military recruiting personnel, under the Solomon Amendment of the National
Defense Authorization Act. In addition to directory information, NTC must disclose
address, telephone number, previous school of enroliment, and date of birth.

e  To another educational agency or institution, where a student has or intends to
enroll and/or receive services.

e  To other educational agencies or institutions to which students have transferred if
requested by the transfer school.

e  To other Minnesota State institutions where the student is enrolled or has applied
for admission, official transcripts are automatically forwarded.

Upon signing and submitting an official Authorization to Release Information Form, students
can authorize the college to release specified information to specifically identified individuals.
The signed form must be in the student’s permanent electronic file for an information request
to be fulfilled.

Campus Security Report Policy (2170-1-01)

On or before September 30 each year, Northwest Technical College publishes and distributes,
via notification of online posting, a Campus Security Report as required by the Jeanne Clery
Disclosure of Campus Security Policy and Crime Statistics Act of 1990. The purpose of this
report is to inform the students about campus crime prevention programs, crime reporting
procedures, emergency response, and a three-year statistical history of criminal activity on the
college campus. A copy of the Campus Security Report is posted on the college’s web site and
notice of the posting is electronically distributed to students. Prospective students can obtain
this information from the college web site or by calling 1-800-942-8324.

Cost of Attendance Policy (1100-1-01)

Information on tuition, fees, estimate of book and supplies costs, and any additional known
costs associated with a particular program can be obtained from the One Stop Student
Services Center on campus. Contact the campus Help Desk for laptop requirements. These
are also located on the college web site under Tuition & Fees.
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Pursuant to (Minnesota State Colleges & Universities) Minnesota State policy 5.12, by the
fifth day of classes each registered student must have made a down-payment of $300 or 15%
of tuition and fees OR have their FAFSA (financial aid) application results on file in the
Financial Aid Office OR have submitted a Third Party Billing authorization to the Business
Office in order to remain registered. Registration will be canceled for those students who have
not met one of these conditions.

Academic Program Information

A Directory of Faculty & Staff associated with programs and associated support staff is
available on the college web site. Academic program information is also available on the
website.

Accreditation

NTC follows the Minnesota State Policy 3.43 on Accreditation of the institution and applicable
programs. The college is accredited by the Higher Learning Commission, North Central
Association of Colleges and Schools, 30 North LaSalle Street, Suite 2400; Chicago, Il 50502-
0504; phone: (800) 621-7440. Additional program specific accreditation information can be
found in the College Catalog and on the web site under Accreditation.

Student Rights and Responsibilities

Family Education Rights and Privacy Act - FERPA (Policy 2135-1-01)

The purpose of the Family Education Rights and Privacy Act affords parents the right to inspect
and review their child’s education records, the right to seek to have the records corrected, and
the right to have some control over the disclosure of information from the records. Once a
student turns 18 years old, or enters a postsecondary institution at any age, the rights under
FERPA transfer from the parents to the student. The college FERPA Policy (2135-1-01) is
located on the website. The college conforms to the fair information practices required by the
Family Educational Rights and Privacy Act of 1974 as amended (the “Buckley Amendment”)
and the Minnesota Government Data Practices Act.

Student Rights and Responsibilities:
Students are expected to be familiar with the policies and procedures as described in this
handbook. The handbook is available on the Handbook & Policies webpage.

Students are expected to be familiar with the Student Code of Conduct as presented in this
handbook and as described by the Learner Code of Conduct policy (3310-1-01). The rights
and responsibilities of students and the expectations of the college are described in this
handbook, along with appeals and grievance and other procedures.

Students are expected to exhibit and are held responsible for behavior that demonstrates
respect for self and others and that does not interfere with other students’ right to receive an
education and that does not impede the college’s ability to deliver education and services to
all enrolled students. Students will be held accountable for actions that result in or contribute
to any impingement on the safety and wellbeing of others. Behavior that is threatening to the
safety or welfare of oneself or others, or that is harassing or discriminatory in nature, will be
reviewed promptly by the college, and appropriate action will be taken. The Student Code of
Conduct does not replace or reduce the requirements of civil or criminal laws.

Rights and Responsibilities of students enrolled in institutions of Minnesota State Colleges
and Universities are addressed in Board Policy 3.1 Student Rights & Responsibilities.

Sexual Violence and Reporting Policy (1032-1-01)
NTC endorses the ethic of zero tolerance of sexual violence and sexual harassment. All
members of the NTC college community are expected to comply with the letter of protective
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laws and to take the spirit of such laws to heart. Information on NTC’s Policy on Sexual Violence
is located under Campus Life under Academic Resources. Minnesota State Colleges and
University’s Board policy and procedures related to sexual violence and harassment apply to all
students, faculty and staff of NTC (see Minnesota State Policy_1B.3 Sexual Violence Policyand
Procedure_1B.3.1: Response to sexual Violence and Title IX Sexual Harassment).

Registration Information

Registration Policy (2060-1-01):

All new students who have completed the requirements for admission and initial registration

are eligible to register for courses. Returning students in good standing are also eligible to

register. Registration is conducted online, and registration priority is based on cumulative

credits completed. The college may impose registration holds when necessary, for reasons

such as:

. Overdue account with the college. Northwest Technical College complies with Minnesota
Statute 197.775 which exceeds all criteria of Title 38 United States Code Section 3679(e).

*  Academic suspension

. Non-compliance with College Readiness policy

* Required information has not been submitted (e.g., college transcripts for financial aid
verification, immunization documentation)

»  Lack of fulfillment of prerequisites (course hold)

. Failure to complete the required Sexual Violence Prevention Training.

Advanced Standing Policy (3020-1-01)

Advanced standing refers to credit granted and transcripted by the college for previously
gained knowledge and skills that are equivalent to coursework at the college. Such credit
may be granted through various means: direct transfer of courses of equivalent nature
that were completed at other regionally accredited institutions of higher education; by
examination; by College Board programs--i.e., Advanced Placement (AP), College- Level
Examination Program (CLEP), and International Baccalaureate (IB); experiential
learning, military or other course work that is transcripted and can substitute for program
credit; and/or through formal Technical Preparation (Tech Prep) agreements with high
schools.

Credit Transfer Policy (3020-1-02)

Northwest Technical College grants transfer credit for individuals enrolled in a college

major (Policy 3020-1-02) based on the following criteria:

. Credits from regionally accredited institutions will generally be accepted for transfer.
Transfer of applicable international credits will be reviewed on a case-by- case basis.

e  Transfer decisions are not made solely on the source of accreditation of a sending
program or institution.

e Minnesota Transfer Curriculum (MnTC) courses that have been taken at other
Minnesota State institutions that apply to the student’'s major are automatically
transferred.

. The course work to be transferred must be comparable in nature, content, and level to
NTC courses and must be appropriate and applicable to the learning experiences
required of the declared major.

. Non-MnTC (technical and applied general education) courses accepted in transfer
must have a grade of at least “C.” MnTC courses must have agrade of at least “D”
unless program major policy requires a grade of at least“C.”

L] Pass (P) credits cannot be used to transfer to a technical area.

. Technical credits that have been completed within five years are eligible for transfer.
MnTC and applied general education courses have no time limit.

. Official transcripts must be on file for transfer credits to be recorded.

] Credits that are part of a signed articulation agreement will be accepted for
transfer.
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. Courses that do not automatically transfer may be reviewed using the Credit
Transfer/Course Substitution/Credit for Prior Learning form from the Transfer
Equivalencies and Course Substitutions webpage. Students complete the
form and return it to their advisor for review to determine applicability of the
course work.

Appeal of Credit Transfer Decisions (Policy 3320-1-01)

The results of credit transfer evaluations may be appealed using the college’s Appeals and
Grievances Policy (3320-1-01). Transfer of applicable credits from institutions accredited by
other national accrediting agencies may be reviewed on a case-by-case basis for institutions
listed by the U. S. Dept. of Education Database of Postsecondary Institutions and Programs.
The Appeal Policy (3320-1-01) above will be used for these nationally accredited schools.

If the student is not satisfied with the college transfer appeal decision, the student may submit
arequest to the Minnesota State Senior Vice Chancellor of Academic and Student Affairs for a
system level appeal of the college transfer appeal decision (see Minnesota State Board Policy
3.21 and Procedure 3.21.1 Transfer of Undergraduate Courses, Credit, Associate Degrees,
and the Minnesota Transfer Curriculum and the System Level Transfer Appeal form or by
contacting the Transfer Advisory group).

Minnesota Transfer Curriculum Policy (3020-1-02)

Northwest Technical College will honor the Minnesota Transfer Curriculum as appropriate
to the general education requirements of Associate of Applied Science and Associate in
Science degrees.

Credit via College Board Programs: Advanced Placement (AP), Credit by Examination
Program (CLEP), International Baccalaureate (IB) Policy (3020-1-03)

Entering students who have taken College Board examinations may receive credit at
Northwest Technical College. Credit may be granted for specific courses or electives.
Scores must be submitted to the Admissions Office.

To be recognized for credit, AP scores must be 3 or above; CLEP scores must be 50 or
above. IB credit will be individually analyzed by the transfer specialist.

Credit by Examination Policy (3020-1-05)

An enrolled student with a declared major may challenge a course through an examination
for credit. Students challenging a course will be charged an examination processing fee
which must be paid prior to taking the examination.

Transcripted credits will count toward academic awards, however, no grade will be
assigned, and the credits will not count in grade point average calculations. Credits earned
through challenge examination do not apply toward full-time status for financial aid.
Students cannot repeat an unsuccessful challenge and cannot challenge a course which
already appears on the student’s transcript. Credit by examination tests (i.e., test outs) for
classes in which students are currently registered must be completed within the first four
academic days of the start of the semester. Test-out exams must effectively test on at least
75% of the course content.

Credit for Experiential Learning Policy (3020-1-06)

The college recognizes that individuals acquire substantial learning from experiences other
than formal education. As a result, the college will award Credit for Experiential Learning
under the following circumstances:

e  The petitioner provides evidence of the mastery of a minimum of 75% of the learning
outcomes of a particular course at an equivalent level of achievement as documented in
a specified portfolio format. This evidence will include all required elements.
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e An experienced instructor of the course in question analyzes the portfolio and verifies
equivalency. The decision of the instructor is final.
e A maximum of 33% of the total program credits may be awarded for experiential learning.

The college will help the petitioner in how to prepare the portfolio and in selecting the kinds of
documentation that would be acceptable. All petitioners must pay a processing fee before the
portfolio will be evaluated. Transcripted credits will count toward academic awards; however,
no grade will be assigned, and the credits will not count in grade point average calculations.
Credits earned for experiential learning do not apply toward full-time status for financial aid.

Credit for Military Coursework Policy (3020-1-07)

The college recognizes that individuals acquire substantial learning from experience while a
member of the United States Armed Forces. As a result, the college awards educational
credits for courses that were part of a veteran’s military training or service if the courses meet
the standards of the American Council on Education or equivalent standards for awarding
academic credits.

Technical Preparation (Tech Prep) Agreements Policy (3020-1-04)

Northwest Technical College will work in partnership with affiliated technical preparation (Tech
Prep) consortium(s) and the consortium member high schools to explore and develop ways
to help prepare high school students to transition into postsecondary technological education.

Credits earned through advanced standing agreements made with the member high schools

will be transcripted when the following requirements have been met:

. A certificate of advanced standing or other official notification by the high school is
received by the NTC Registrar indicating that the student earned an A or B in the eligible
course and received the recommendation of the instructor (both are required to receive
the certificate), AND

. The student has enrolled at Northwest Technical College.

Currency of Credits Policy (3415-1-01)

Due to the rate of change of technological skill requirements, a student may be required to
validate coursework that was completed more than five (5) years prior to expected graduation
date. Such validation requires the approval of both the advisor and the division chair. Only
courses with grades of C or better may be validated. The division may require that students
repeat such courses or take additional coursework.

Auditing Courses Policy (3150-1-01)

Students intending to audit a course (earn no credit) are required to register for the course on
a space available basis. Students must indicate their intention to audit at the time of
registration. Auditing students may not need to meet regular course requirements but should
confer with the instructor as to their privileges and responsibilities in the course. A student who
first enrolls for audit status may change to credit status during the first six (6) days of the
semester. Courses audited are not included in determining the total credits earned toward a
major or the cumulative grade point average. Upon completion of the course, the course entry
made on the student’s permanent record is indicated with "AU" (audit).

Pass/No Pass Credit Policy (3125-1-01)

Students may enroll in certain courses on a Pass/No Pass basis. Credits recorded as P/NP
are not included in the computation of the student’s grade point average, but a limited number
of pass credits count toward graduation.

The option to register on a Pass/No Pass basis may be exercised through the drop/add
deadline of the semester. The Pass/No Pass registrant is obligated to complete all course
requirements and to take all examinations. A Pass grade is awarded for performance
equivalent to a C or above. The following restrictions apply to Pass/No Pass registration.
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Students may accumulate no more than 9 semester credits for graduation under the
P/NP grading option.

Student may take no more than 1 class per semester on a P/NP basis.

Students who are on Academic Probation will not be allowed to register for any courses
on a P/NP basis.

Prerequisite courses may not be taken on a P/NP basis.

No class taken initially for a letter grade maybe repeated on a P/NP basis.

okl b

It is the student’s responsibility to consult with his/her instructor and/or advisor prior to
choosing the P/NP option for a given course to discuss possible ramifications of taking a class
on a P/NP basis, such as the impact on potential for transfer and licensure/certification
requirements.

Registration Changes (Add, Drop, Withdraw) Policy (2065-1-01)

The college allows enrolled students to make changes to their registered courses within certain
time limits. Students are encouraged to consult with their advisor before making registration
changes. Students are responsible for knowing the actual deadline dates for making
registration changes.

Add/Drop Courses: The Add/Drop period is the first five instructional days of the semester.
Last Day to Add/Drop dates are determined by the Business Office. (NOTE: “Instructional
days” refers to class days listed on the college’s academic calendar, not class sessions of
individual courses.)

Add courses: Students may add courses until registration closes at midnight of the Last
Day to Add/Drop. Alternative registration options may be applied by the Registrar.

Drop courses: Students may drop courses until midnight of the Last Day to Add/Drop
without incurring liability for the course tuition and without impacting their GPA. It is
important for students to note a student may not drop a course simply by non-attendance.
Students can drop a course through the e-services web registration page. Courses
dropped by the student within the “Add/Drop” period do not appear on the student’s
transcript. Financial aid awards will be recalculated minus the credits from the dropped
course(s), and the student will not be financially liable for the dropped course. For courses
whose first class session is after the Add/Drop date, students must drop the course by
the end of the next business day after the first class session to cancel their liability for the
course.

Withdrawal: Once the Add/Drop period has ended, students who decide to discontinue
attending a class must complete a course withdrawal. Withdrawing from a course does
not reduce the tuition obligation. The Last Day to Withdraw date is based on 80% of the
class meeting dates. Students can find the published withdrawal date for each course in
e-Services or by contacting the Records Office.

Withdraw from a course: Students may officially withdraw from a course until midnight
of the official Last Day to Withdraw (see above). It is important for students to note a
student may not withdraw simply by non-attendance. Students can withdraw from a
course through the e-services web registration page. If a student withdraws from a course
after midnight of the fifth instructional day and prior to midnight of the official withdraw
date of the semester, a grade of W (Withdraw) will appear on the student’s academic
record. When a student is not attending a course for which he/she is registered without
officially withdrawing from that course, the student will receive the earned grade for the
course and remains liable for tuition and fees for that course.

Withdraw from all courses: Students who withdraw from all courses

Student Handbook 2024-25 Page 10
College web site: http://www.ntcmn.edu


http://www.ntcmn.edu/
https://www.ntcmn.edu/about/wp-content/uploads/sites/7/2021/11/policies-2065-1-01-Registration-Changes-Add-Drop-Withdraw-Revision.pdf

(Entirely withdraw from the college) after the Drop/Add date are entitled to a partial
refund of tuition in accordance with the schedule specified in the policy. The timelines
can be found on the Withdrawing & Dropping webpage under Registration, then
Registering for Classes.

Courses of Shorter Duration: Proportional time limits for withdrawing from all courses
(68% of course length) are applied to courses of shorter duration than one semester.

Student Responsibilities: It is the responsibility of the students to know all registration
deadline dates, to manage and monitor their own course registrations, and to determine
what impact registration changes will have, if any, on their progress toward program
completion and on their tuition obligation and their financial aid. Repayment of financial
aid received is usually required as the result of course withdrawals.

Cancellation of Registration due to non-payment Policy (1100-1-02)

The college provides access to its courses to students who in return fulfill their financial

obligations. In accordance with Policy 5.12 of the Minnesota State Colleges and Universities,

registration will be cancelled for students who have not met one of the following conditions by

no later than five business days after the first day of classes in any semester:

e NTC’s Financial Aid Office has received the results of the student’s financial aid
application (FAFSA -- Free Application for Federal Student Aid), OR

. NTC’s Business Office has received a down-payment of $300 or 15% of tuition and fees
due for the semester, OR

e  The student has submitted a Third Party Billing Authorization to NTC’s Business Office.

The President or designee may grant short-term tuition and fee payment deferrals in cases
where, due to exceptional circumstances, a student needs additional time to arrange third-
party financing or otherwise satisfy a tuition and fee balance due. Deferrals must document the
reason for and time duration of the deferral and must be signed by the President or designee.

Administrative Withdrawal Policy (2065-1-03)

While students are responsible for officially withdrawing from courses they no longer plan to

attend, the college reserves the right to administratively withdraw a student from courses in

certain situations including, but not limited to, the following:

e  The studentis expelled resulting from violations of Student’s Code of Conduct or illegal
activities.

. The student is unable to attend due to extreme situations such as catastrophic iliness,
accident or incarceration

. The student is deployed to active military duty.

If the administrative withdrawal occurs after the “Add/Drop” period and by or before the official
Last Day to Withdraw date (2065-1-01) a grade of W (Withdraw) will be recorded for the affected
class(es). If the administrative withdrawal occurs after the Last Day to Withdraw date, the
student will be awarded the grade earned in the course, except in verified cases of extreme
situations, as noted above, in which case a grade of W (Withdraw) may be recorded. The
student will remain responsible for any academic consequences due to administrative
withdrawals that occur after the “Add/Drop” period and for any financial liability, less applicable
refund, that has been incurred.

Attendance/Academic Activity Review Policy (2040-1-01)

The college will verify attendance/academic activity of all enrolled students at the 60% pointin
the term of enrollment for which the return of financial aid funds applies. If a student is no longer
attending, the student’s official last date of attendance/academic activity is defined as the date
the student withdraws him/herself from the course through web registration or the date he/she
notifies the Registrar’'s Office of his/her withdrawal. If a student has not officially withdrawn
through the Registrar’'s Office, the last date of attendance will be validated by faculty/staff
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NTC)

documentation (see NTC policy Administrative Withdrawal policy above).

Last Date of Attendance/Academic Activity Policy (2045-1-01)

An enrolled student’s official last date of attendance/academic activity is defined as the
date the Registrar’s Office receives official notification of the student’s withdrawal. If a
student has not officially withdrawn, the last date of attendance will be validated by
faculty/staff documentation.

Tuition and Fees Information

Tuition Policy (1100-1-01)

Tuition for a Minnesota resident or non-resident is set annually by the Board of Trustees
of the Minnesota State Colleges and Universities and charged on a per credit basis. The
President will consult with the college’s Campus Government on proposals to change
the tuition rate prior to submitting the proposal to the Board. All applicable tuition and fee
charges are billed before the first day of the academic term. Tuition not paid or deferred
by no later than five business days after the start of classes will result in cancellation of
registration pursuant to Minnesota State Policy 5.12 and NTC Policy_1100-1-02.

2024-25 TUITION AND FEE SCHEDULE

FEE TYPE: RATE COMMENTS

Tuition $196.55 per credit Resident and Non-Resident

Tuition — Special Program

¢ Automotive Service &
Performance

¢ Construction Electricity,
« Residential Plumbing/HVAC $208.95 per credit Resident and Non-Resident
¢ Dental Assisting,
¢ Practical Nursing,

¢ Nursing,
[Tuition: Distance Education $211.55 per credit Resident and Non-Resident
Fees
SAerlr:?r::tl:lazt?S: Fee $12.00 per credit In-lieu of tuition
Student Activity Fee $1.45 per credit Required
Student Association Fee $.35 per credit Required
Late Fee $50.00 Assessed on the 21t day to students with

unpaid tuition
Dental Assisting, Childcare, Young Child
$10.25 / year / student Education, Massage Therapist, Nursing
Assistant, Nursing/Practical Nursing

Professional Liability
Insurance Fee

Technology Fee $9.55 per credit Required
For students who choose to re-test on any
Assessment Retest $10.00 / student Accuplacer nent
. For C.N.A. students who choose to seek
C.N.A. Testing Fee $205.00 / student certification
Credit by Examination Fee $75 per credit For students challenging a course by test-out
Credit for Experiential Fee is equal to half the tuition for For students requesting credit for prior
Learning Fee the course(s) experience
Parking Fee $69.56 annual If charge applies
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Minnesota Residents aged 62 plus

Pursuant to Minnesota Statute 135A.51 and 135A.52, any Minnesota resident 62 years or
older may register for and attend classes without payment of tuition or activity fees when space
is available after all tuition paying students have been accommodated; however, an
administrative fee will be charged unless the student is auditing the course, or the course is a
non-credit course. Persons seeking to register under this policy may register during the
add/drop period after the first day of class.

College Fees
Various fees will be assessed to students depending upon enroliment status, courses

attempted, and services offered by the campus attended. The Tuition and Fees webpage
provides a list of the fees that may be assessed. Fees unique to a program or a class offering
are detailed in the course requirement list. Fees are established annually by the President. A
complete fee schedule is available from the college business office or online for the current
academic year.

Student Activity Fee
Students wanting access to the Gillett Rec Center and BSU Activities can receive access

through payment of this fee.

Late Payment Fee
Late payment fees will be assessed on the 21st day of each semester to any student who has

not paid tuition, when no proof of financial aid or other funding is provided. The fee is based
on the number of credits for which a student is registered.

Professional Liability Fee

Professional liability fees will be assessed to students enrolling in courses requiring
clinical/internship experience. This fee is used to purchase professional liability insurance on the
student’s behalf.

Technology Fee
Northwest Technical College will assess on a per-credit basis a technology fee. Proceeds from

this fee will be used to support the personnel, hardware, software, and technical infrastructure
of the college.

Test Out Fee
When a student wishes to test out of a course through credit by examination, a test out fee
will be assessed. The fee will be based on the lab/lecture content of the course.

Credit for Experiential Learning Fee

When a student wishes to have his/her experience reviewed for course equivalency for college
credit, a fee will be assessed. The fee will be based on the total credits for the course(s) for
which the person’s experience is judged to be equivalent.

Student Association Fee
All students will be assessed a fee which is passed on to the Minnesota State College Student
Association for college membership dues. This fee will be assessed on a per credit basis.

All tuition and fees are due the 21st day of the semester.
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An account will be considered delinquent if no payment or arrangement has been made by the
21t day of the semester or the due date of the deferment. In the event a class does not follow
the semester schedule, an account will be considered delinquent if it is not paid or
arrangements to pay are not made by the second day of the class.

In the event an account becomes delinquent, a written notice will be sent to the student which
will make the student aware of the delinquency and indicate that registration will be canceled
if payment is not received or if a payment arrangement is not made with the designated
personnel. Any person who has not responded to the above notice will receive a letter to inform
them they may be turned over to the Minnesota Collection Entity.

In addition, no person with an outstanding account will be allowed to register for the following
semester’s classes unless she/he receives a special approval from the designated personnel.

All charges are subject to change after review by college administration, Campus Gover or Mi ta State
Board of Trustees.

Tuition Refund Policy (2090-1-01)

Students are entitled to have the opportunity to attend one class session for each registered,
for-credit course, without obligation. Subject to the refund for full withdrawal provision of
Subpart B, students are obligated for any classes dropped after the fifth business day of the
term, or one business day after the first class session, whichever is later. For purposes of this
policy, business days are defined as Monday through Friday (excluding posted holidays).

Tuition will be refunded to students who cancel their registration at the college through a formal
process. This policy governs the amount, if any, to be refunded to the student.

A. Course Drops. Dropping a course means the student cancels his/her course registration
by the fifth (5™) business day of the semester, which is the Add/Drop deadline. Students
will receive a 100% refund for courses dropped by the Add/Drop deadline. For classes
starting after the fifth (5™) business day of the semester, the student must drop the course
by the second business day after the first course session to receive a 100% refund.

B. Withdraw. To receive any refund after the fifth day (the Add/Drop deadline), a student
must totally withdraw from all courses. This means the student cancels his/her registration
for all courses for which he/she is enrolled in accordance with Minnesota State policy 5.12.
The following refund schedule is for students who do an official, complete withdrawal
(entirely withdraw from the college) from Northwest Technical College. To constitute a
complete withdrawal, a student must withdraw from all courses for which they are
registered in the term. The following refund schedule applies to when a student withdraws
entirely from all registrations in a given semester.

Refund for Fall and Spring term (at least 10 weeks in length):
Withdrawal from 6 through 10" instructional day of the semester = 75% refund
Withdrawal from 11" through 15" instructional day of the semester = 50% refund
Withdrawal from 16" through 20" instructional day of the semester = 25% refund
Withdrawal after the 20" instructional day of the semester = 0% refund

Refund for Summer session (at least 3 weeks in length)
Withdrawal from 6" through 10™ instructional day of the semester = 50% refund
Withdrawal after 10" instructional day of the semester -0% = refund

Refund for courses less than three weeks in length:
Withdrawal on 2" day of class = 50% refund Withdrawal
after 2" day of class = 0% refund
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Financial Aid Information

Financial Aid Process

The Financial Aid webpages include information on applying for financial aid, receiving your
award, categories of financial aid, forms-policies-&-resources about Financial Aid. Additional
information is available for understanding the many options and variables that can be a part
of the Financial Aid process.

The 2024-2025 Guide to Financial Aid provides detailed information on tuition and the
Financial Aid process. Please note that applications are processed as they are received, so it
is to your advantage to apply early. Applications are not complete, and awards cannot be made
until the Financial Aid Office has received and processed all requested information.

Key components of Financial Aid include:

= Apply for an FSA ID (username and password) for yourself (and one parent
for dependent students) at Federal Student Aid ID

. File a Free Application for Federal Student Aid (FAFSA) at Apply-For-Aid using school
code 005759 and the appropriate year’s tax and income information. It is encouraged
for students and families to utilize the IRS Data Retrieval Tool on the FAFSA.

L] Submit documents to the Financial Aid Office as requested, including transcripts from
all colleges previously attended. Failing to submit this information will result in delays
in processing your application.

=  You will be notified if your application has been selected for verification (random
selection made by the Federal Aid Processing Center). This will require the
submission of additional documents. You are encouraged to respond promptly as the
Financial Aid Office cannot complete the processing of your application until they
receive all required verification documents.

NOTE: Summer students will be required to file an additional Summer Supplement,
which will be available in April. Contact the Financial Aid Office for more information.

Important Financial Aid Eligibility Facts

. To be eligible to receive financial aid at Northwest Technical College, students must be
enrolled in an eligible program and must be pursuing a degree, diploma or certificate
from NTC.

= Students must maintain at least half-time enrollment status (6 credits) each semester
to receive loans, work study or MN Child Care Grant.

=  Students may not receive more financial aid (including loans) than the established
institutional budget . This amount can be obtained from the Financial Aid Office.

. Students receiving outside agency funding may have other funding, including work
study or loan eligibility reduced.

=  Students must have a high school diploma or GED.

. Eligibility is determined by enrollment status on the 6" day of each semester.
Enrollment status is defined as follows for all programs except Minnesota State Grant,
which defines full-time as 15 credits.

(NOTE: These enrollment definitions also apply to the summer semester.)

Full-time = 12 or more credits
% time = 9-11 credits

Y time = 6-8 credits

less than % time = 1-5 credits

. Students who withdraw from a course for which financial aid has already been received

will be subject to a recalculation of aid and possible repayment. In addition, students who

drop a late start course after financial aid has already been received will be subject to a
recalculation of aid and possible repayment.

. Transfer students may be subject to lower loan limits, and mid-year transfers may have

limited grant eligibility.
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. Students must reapply for aid every year. Each FAFSA process covers three semesters,
beginning with fall semester and ending with summer.

. For students who are eligible for the Minnesota State Grant, the FAFSA must be received
by the Federal Aid Processing Center within the first 30 days of the semester.

. For late applicants, NTC must have received the results of the FAFSA before the end of
any semester for which aid is desired. In addition, loans may not be processed once a
student is no longer in attendance and/or not making satisfactory progress.

Types of Financial Aid Available at NTC
The following financial aid programs are available to assist students, provided the students is
eligible and funds remain available.
GRANTS
Federal Pell Grant
Minnesota State Grant
Federal Educational Opportunity Grant (SEOG) MN
Post-Secondary Child Care Grant
MN GI Bill EMPLOYMENT
Minnesota State Work Study Federal
Work Study
LOANS
Federal Direct Subsidized & Unsubsidized Loans
Federal Parent Loans for Undergraduate Students (PLUS) Private/Alternative Loans as
described on our website
SCHOLARSHIPS
Breen Scholarship
NTC Foundation Scholarships
Tribal Scholarships
MN Indian Scholarship
Links to other sources that provide scholarships are posted at: Financial Aid -
Scholarships. Students are encouraged to seek other outside sources of funding.

Disbursement of Financial Aid

All students can charge books through our campus bookstore or through our online Distance
MN bookstore within the posted timeline. A student is responsible to verify they have enough
funds to cover those charges. Financial aid that exceeds institutional charges will be made
available to students starting with approximately the 19th day of each semester,

Grants will be applied to students’ accounts first. Direct loans for first-time borrowers who
are first-year students at our college will be delayed for 30 calendar days from the start of
their first term of enrollment. (Any subsequent loan disbursements will not be subject to the
30-day delay).

Students receiving a loan for a single semester will be split into two equal disbursements:
one disbursement at the original disbursement date, the other at the midpoint of the
semester. Overage checks will be processed twice per week by the Business Office.

It is strongly recommended that students have their financial aid directly deposited in their
checking or savings account. Students may do this through e-Services. If students choose
not to have their financial aid overage check directly deposited, it will be mailed to their
permanent address resulting in a 2-3 day delay for receipt of overage funds. Checks cannot
be picked up.

If enrolled at another institution it is your responsibility to pay all charges at that institution,
except for Bemidji State University.
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Satisfactory Academic Progress for Financial Aid — (Policy 2075-1-01)

Northwest Technical College (NTC) Policy 3110-1-01 Satisfactory Academic Progress,
Policy 2075-1-01 Satisfactory Academic Progress for Financial Aid, and Minnesota State
Board Policy 2.9, in compliance with Federal and State regulation, require that all students
maintain satisfactory academic progress toward the completion of a program of study to
receive financial aid. Programs covered by this policy include Federal and State work study,
loans, grants, and scholarships.

Satisfactory academic progress measures a student’s progress toward the completion of a
particular degree or licensure program at NTC. Federal regulations specify that the
institutions must measure progress toward the completion of a student’'s academic program
regardless of whether the student received financial aid for the terms and credits measured.
In addition to the Satisfactory Academic Progress Policy for Financial Aid, all students must
comply with NTC’s academic standards as published by the Records Office to remain
enrolled at NTC.

I. Grade Point Average Requirement (Qualitative Measure)

All students are required to maintain a minimum 2.0 (C) cumulative grade point average
beginning with the first term of attendance. (Note: A 2.0 GPA is required to graduate).
Grades of A, B, C, D, and F are included in the GPA calculation.

Il. Percentage Completion & Maximum Time Frame Requirement (Quantitative

Measure)

A. Percentage Completion Requirement: To remain eligible forfinancial aid, a student
is required to progress toward the completion of an academic program by
successfully completing 66.67% of all credits attempted at NTC.

Courses for which a student receives a letter grade of A, B, C, D, P, and S are
included in the calculation of cumulative credit completion percentage as courses
successfully completed.

Courses for which a student receives a letter grade of F, I, FN, FW, IP, NC, W and Z
grades will be treated as credits attempted but not successfully completed.

Any credits accepted in transfer by NTC are also counted as completed and
attempted credits in the completion calculation.

B. Maximum Time Frame (MTF): The maximum allowable time frame for a student to
complete an academic program is 150% of the published credit length of the program
of record. Credits attempted toward the declared program(s) of study at NTC and
applicable transfer credits from other institutions are counted for determining this
standard.

Maximum time frame calculations apply to all terms of attendance, whether you
received financial aid during each term. Financial aid recipients pursuing more than
one program/major or who have changed their program/major may need to appeal to
continue receiving financial aid (See 1V, letter C, section b).

Credits attempted at NTC, remedial level credits (up to 30), as well as transfer credits
that do not count toward the student’'s declared program/major of study will be
excluded from the maximum time frame calculation.

A student seeking an additional degree/diplomal/certificate will be granted 150% allowable
time frame for all required credits for that program. A student who reaches or exceeds the
maximum number of credits will have aid terminated at the end of that semester.

lll.  Evaluation Period
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Financial Aid Satisfactory Academic Progress will be evaluated three times each year
after Fall, Spring, and Summer Semester grades are recorded. All prior terms of
attempted enrollment are considered when determining satisfactory academic progress
regardless of whether aid was awarded for the term.

IV. Failure to Meet Standards

A. Financial Aid Warning

1 For each evaluation period, the first time a student fails to meet the minimum
completion rate or GPA requirement stated above, the student will be placed
under a warning status for one semester. Students placed under a warning status
are eligible to receive financial aid for the following term of enroliment.

2 At the conclusion of the warning period, if a student has met NTC’s cumulative
GPA and percentage completion standards, the student’s eligibility for financial
aid shall be reinstated.

B. Financial Aid Suspension for Students on Warning Status.

If at the end of a semester a student who has been on warning status has not met
both the institution’s cumulative grade point average and percentage completion
standards, NTC shall suspend the student's aid eligibility immediately upon
completion of the evaluation.

C. Suspension of Students for Other Reasons

1 A student who meets or exceeds the maximum time frame allowed during a
semester will immediately have their financial aid eligibility suspended at the
conclusion of that semester.

2 Any student may be immediately suspended from financial aid eligibility in the
event of extraordinary circumstances, including but not limited to previously
suspended (and reinstated) students whose academic performance falls below
acceptable standards during a subsequent term of enroliment; students who
register for courses, receive financial aid, and do not attend any classes;
students whose attendance patterns appear to abuse the receipt of financial aid;
and students that have multiple program changes and do not complete his/her
declared program(s).

3 Ifthe institution determines that it is not possible for a student to raise their GPA
or course percentage completion to meet the institution’s standards before the
student would reach the end of the program for which they are receiving
financial aid, the institution will suspend the student from financial aid
immediately upon completion of the evaluation.

V. Appeals & Probation

A. A student who fails to meet the satisfactory academic progress standards may appeal
to re-establish eligibility by completing a Petition for Reinstatement of Financial Aid.
This form is available from the NTC Financial Aid Office website. The petition may be
based on undue hardship, death of a relative, injury or illness; or extenuating
circumstances as determined by the institution. Petitions must be supported with
appropriate documentation and verification and will be reviewed on a case-by-case
basis. An approved academic plan is also required as part of the petition.
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When considering a petition, a student’s prior academic history, test scores, and
potential for successful completion of the academic program will be considered. An
approved academic plan is required for all petitions. A petition for the reinstatement of
financial aid will be reviewed by the Director of Financial Aid or a designee. A student
will be notified of the outcome with a copy of the Financial Aid Suspension Appeal
Results Form. Any student whose petition is denied may appeal the denial to the
Financial Aid Review Committee. In some instances, it is possible for a student to
successfully petition and be reinstated through the Records Office in order to register
for courses but have a financial aid petition denied for the same term.

. A student with an approved petition for reinstatement of financial aid will be placed on

financial aid probation for one semester in order to regain satisfactory academic
progress. While on this probation status, a student will be eligible to receive financial
aid. A student must meet the terms that are set forth in the approved petition and
academic plan tobe continued on financial aid.

Any appeal received two weeks before the start of a semester (or once the semester
begins — late appeals) are required to provide an explanation of why the petition is
being submitted late. Documentation from all course instructors may also be required
verifying satisfactory academic progress in each course prior to petition consideration.

VI. Notification

Students will be notified in writing of his/her warning status and cancellation/suspension
of financial aid. These notifications are made once semester grades are recorded and the
satisfactory academic progress review is completed. A student who is petitioning for a
probation period on financial aid will receive a copy of the Financial Aid Suspension Appeal

Results Form.

VII. Reinstatement of Financial Aid

The approval of a Petition for Reinstatement for Financial Aid places a student on
probation for one semester with the Financial Aid Office. The approved petition
will state the terms of the petition and the specific conditions that apply. During
the probation period, a student is eligible to receive financial aid. However, a
student on an approved petition must meet the conditions of the approved petition
and academic plan to be continued on financial aid for more than one semester.

Neither paying for their own classes nor sitting out a period of time is sufficient in
and of itself to re-establish a student’s financial aid eligibility. Students may have
their financial aid eligibility reinstated by again meeting the cumulative GPA and
percent completion requirements. If a student who is not meeting satisfactory
academic progress has a late grade recorded or receives a grade change at any
time during the academic term, the student should contact the Financial Aid
Office to check his/her financial aid eligibility.

VIIl. Additional Elements

A. Treatment of Grades In the percentage completion calculation, grades of A, B, C, D,
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P, or S are considered attempted and successfully completed grades. Grades of F,
FN, FW, I, IP, N, NC, NP, NR, W, or Z (no grade) are considered attempted but not
successfully completed. It is the student’s responsibility to notify the Financial Aid
Office if a course is completed and/or a grade is changed after the semester. At that
time, the Financial Aid Office will review the student’'s academic standing.

B. Academic Amnesty/GPA Adjustment for Returning Students:
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Academic Amnesty and Grade Point Average
(GPA) adjustments are not available for financial aid recipients. All attempted credits
are counted in financial aid satisfactory academic progress.

C. Audited Courses Audited courses (AU grade) will not be funded by financial aid and
are not included in any financial aid satisfactory academic progress measurements.

D. Consortium Credits are credits for which financial aid is received under a consortium
agreement will be included in cumulative GPA, completion percentage, and maximum
time frame calculations.

E. College Readiness/Remedial/Developmental Credits All remedial/developmental
courses are included when determining satisfactory academic progress for GPA and
completion percentage. Up to 30 remedial credits shall be omitted when determining
maximum time frame.

F. Repeated Credits Upon submission of the Repeat Form to the Records Office, only
the highest repeated grade will be counted toward the cumulative GPA measurement.
According to NTC Academic Policy, “program accreditation requirements may impose
limits on the number of times a course may be repeated.” All credits, original and
repeated, are included in determining the 66.67% completion requirement and
maximum time frame. However, a student may only receive Federal financial aid to
repeat a course once when the previous grade is already passing.

G. Transfer Credits Accepted transfer credits at NTC are included in the maximum time
frame calculation. Any credits accepted in transfer at NTC are also counted as credits
earned and credits attempted when determining percentage completion. Transfer
credits are not included in the NTC GPA calculation.

H. Withdrawals Credits for which a grade of W, FW, and FN are received are considered
attempted credits but not successfully completed credits. Grades of W, FW, and FN do
not impact GPA but does negatively impact the cumulative completion percentage and
counts toward the maximum time frame.

Return of Title IV Funds Policy (2070-1-01)

Repayment Requirements for Students Who Cease Enroliment Prior to the End of a
Payment Period or Period of Enroliment:

Financial aid recipients, who withdraw or cease attending all their classes prior to 60% of the
semester or enrollment period (including courses with a grade of “F”, “FW”, and “FN” for non-
attendance), are subject to the federal rules for Return of Title IV Funds (R2T4). A student who
does not complete all days they are scheduled to complete in module courses (that is, courses
that do not span the entire length of the semester) are also considered withdrawn and are subject
to the Return of Title IV funds rules.

Review Volume 5 in the Federal Student Aid Handbook for withdrawal exemptions for programs
offered in modules. A student who withdraws from a module course but is scheduled to attend a
module beginning later in the semester, must notify the Financial Aid Office in writing or the
student will be considered withdrawn.

For the Return of Title IV funds calculation, the percentage of unearned aid is equal to the
number of calendar days remaining in the term (or numbers of days of attendance remaining in
planned modules) after the withdrawal date divided by the total number of calendar days in the
term (or total number of days in planned modules).
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The calculation of Title IV funds unearned has no relationship to the student’s incurred
institutional charges as determined by the college’s refund schedule for students that officially
withdraw from a term. The Records Office is the college’s designated office to accept notification
of official withdrawals.

If the last date of attendance cannot be determined, the mid-point (50%) of the semester will be
used. The Business Office will determine the repayment based upon federal and state
procedures, the last date of attendance, type of aid awarded, and charges for tuition and fees.
The repayment amount is considered unearned aid that a student was not eligible to receive
because of not completing the term, necessitating the repayment of funds.

The college may have an obligation to return funds to an aid program that was previously applied
to the student’s account. The timeline for returning these funds is 45 days from the date the
school determined the student withdrew. The student may have an obligation to repay funds that
were paid directly to the student. If the college returns funds that were applied to the student’s
account, a balance due the college by the student will result. Federal student aid may not cover
all unpaid institutional charges due to college upon withdrawal. Future Title IV funds cannot be
used to pay a R2T4 balance due.

A student may be owed a disbursement of Title IV funds after the withdrawal date if the conditions
for Post Withdrawal Disbursements are met according to the code of federal regulations 34 CFR
668-22(1)(2) and (3) and 34 CFR 690.61(a).

Actual Sample Withdrawal Case: Student received $701 Federal Direct Subsidized Loan and
attended 25.5% of the enrollment period. After performing the R2T4 calculation, the student was
required to repay $522 of the total $701 received. A student may contact the Business Office to
receive an estimation of the required financial aid repayment, if any.

As per Federal regulations, financial aid will be returned by NTC in this order:

Federal Unsubsidized Direct Loans

Federal Subsidized Direct Loans

Federal Direct PLUS Loans (Parent or Graduate)

Federal Pell Grant for which a return of Title IV funds is required

Irag and Afghanistan Service Grant for which a return of Title IV funds is required
Federal Supplemental Educational Opportunity Grant (SEOG)

Federal Teacher Education Assistance for College and Higher Education (TEACH)
Other Title IV assistance

PN WN =

Non-Federal Funds:

Once the Federal Return to Title IV Refund Policy is applied, students who receive financial aid
funding from the State of Minnesota are also evaluated based on the Minnesota Office of Higher
Education refund policies.

Academic Policies and Procedures

The college publishes current information regarding academic policies and procedures
annually. Please refer to this Student Handbook for detailed information on grading,
attendance, graduation requirements, and academic or financial policies. Information is
also available on the college web site.

Academic Integrity (Policy 3300-1-01)
Northwest Technical College promotes the highest standards of academic integrity and the
highest regard for truth and honesty. Violations of academic integrity include the following:
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1. The attempt by students to present as their own any work not actually performed
by them

Collusion, fabrication, and cheating on examinations, papers, and other course-
related work

Stealing, duplicating, or selling examinations

Substituting for other in class discussions orexaminations

Producing other students’ papers or projects

Knowingly furnishing false or misleading academic information to college officials on
official college records

7.  Altering information on official college records

N
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Violations of this policy are covered under the Student Code of Conduct. In accordance
with this Code, students who, after due process, are found to have violated the Academic
Integrity Policy, shall be subject to college sanctions that may include discretionary
sanctions, including failure on assignments and/or examinations, suspension or expulsion.

Grades and Grade Point Average (Policy 3120-1-01)
Academic progress will be evaluated in terms of grade point average. The following system
will be used to establish a student’s grade point average and will be the only grades
included in the GPA calculation.

A= 4 grade points per credit

B= 3 grade points per credit

C= 2 grade points per credit

D= 1 grade point per credit

F= 0 grade points per credit
A grade point average (GPA) is determined by the sum of all grade points divided by
total credits attempted, except those credits that carry grades other than A - F grades.

Grading
The college uses the following letter grades to document student academic achievement and
activity:

A = Excellent FN = Failed, never attend W = Withdraw
B = Above Average = FW = Failed, walked away R = Repeat*
C = Average P/NP = Pass/No Pass*

D = Below Average AU = Audit*

F = Failing | = Incomplete*

*Subject to college policy.

Incomplete Grades (Policy 3130-1-01)

The college does not encourage the assignment of “Incomplete” grades (l); however,

instructors may assign grades of “Incomplete” at their discretion. Students may ask the

instructor in writing that they be assigned a grade of “Incomplete” under the following

conditions:

o  Arequest must be made in writing to the instructor no later than one week prior to the end
of the semester.

o  An‘“Incomplete” (I) grade will be granted only for emergency circumstances only at the
discretion of the instructor.

To remove the Incomplete (I) grade, course requirements must be completed by the end
of the next semester of regular program offerings. Any “I” not removed by that time will
be changed to an “F.” Students may not request an incomplete if they are on probation
or if they have an unfinished incomplete from a previous semester.
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Repeating Courses (Policy 3140-1-01)

To successfully complete program requirements, a student may repeat a course for
which he/she is unsatisfied with the grade achieved. If they do not want the lower grade
to be calculated in their GPA. The course must be one that is “owned” and delivered
by Northwest Technical College.

Grades for repeated courses not calculated in the GPA shall be denoted by parentheses
(') on the transcript.

(NOTE: Program accreditation requirements may impose limits on the number of times
a course may be repeated. Check with your advisor.)

GPA Adjustment for Returning Students (Policy 3410-1-01)
Students who have less than a 2.00 cumulative GPA may petition for an adjustment of
their GPA under the following conditions:

1. A minimum of two (2) years absence from the college.

2. Completion of one semester of full-time (12 credits) attendance with at least

a 2.00 GPA for the semester.

The GPA earned from earlier courses may be adjusted to 2.0 or more at the time
the above criteria have been satisfied by adjusting previous course work to reflect
only those grades of 2.0 or more. This may result in reduced total semester credits
earned toward graduation. Course grades not included in the adjusted GPA are
placed in brackets [ ] on the transcript.

Academic Program Assessment (Policy 3115-1-01)

All academic programs at Northwest Technical College annually develop and
implement plans or assessing effectiveness of student learning and teaching methods.
These plans include assessment of all approved P-SLOs for the program, in alignment
with course level student learning outcomes (C-SLO). The results of assessments shall
be used by program faculty to plan strategies for continuous quality improvement.

Academic Advisement

It is the college’s philosophy that academic advisement is essential to the growth and
development of each individual student. Each student will be assigned a faculty advisor
who will assist the student with scheduling and academic issues. It is the intent of the
college to provide the student with personally relevant information and instructional
assistance. See the Academic Advising webpage and the Academic Success Toolbox
for additional information on Advising.

Program Interruption (Policy 3340-1-01)

Northwest Technical College’s calendar is subject to modification or interruption due to
occurrences such as weather, fire, flood, labor disputes, interruption of utility services,
Acts of God, epidemic or pandemic ilinesses, civil disorders, and war. In the event of
such occurrences, the college will attempt to accommodate its students. It does not,
however, guarantee that courses of instruction, content goal statements, extra-
curricular activities, syllabi or other college programs or events will be completed or
rescheduled.

See also: Policy 1000-1-01 College Calendar: Interruption of Programs and Services; Policy
1000-1-02 Emergency Closing and Cancellation of Classes; Policy 1000-1-03 Long Term
Emergency Management.

Appeals and Grievances (Policy 3320-1-01)
Students who think they are unfairly affected by college policy or action have the right to
seek remedy through the college’s designated Appeals and Grievances Process. Students
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should use available informal means (direct conversation) to resolve disputes before
making a complaint or filing an appeal or grievance. There will be no retaliation of any kind
against students, faculty or staff who participate in a complaint, appeal, or grievance.

Northwest Technical College informs students of the established complaints, appeals, or
grievance procedures through Policy 3320-1-01. The college has an established time frame
for each step of a procedure published in Policy 3320-2-01. These procedures shall not
substitute for other procedures specific in Minnesota State procedures or negotiated
agreements. These procedures shall also protect dataprivacy rights.

Appeals and grievances must be submitted in writing to the NTC Executive Vice President
and Senior Academic Officer. Appeals involving financial obligations with the college must
be filed by the end of the semester following the semester in which the financial obligation
was incurred. Grade appeals are governed by a separate but related Policy 3320-1-02.
Financial Aid appeals are reviewed by the Financial Aid Appeal Committee. Academic and
non-academic appeals and grievances submitted by students are reviewed by the Appeals
and Grievances Committee. The committee reports the findings directly to the student(s)
who submitted the appeal.

If the student believes the decision has procedural errors that provide a basis for appeal of
the decision, such appeals must be submitted to the Executive Vice President and Senior
Academic Officer for review of due process. Students not satisfied with a transfer appeal
decision at the college level may submit a request to the Minnesota State Senior Vice
Chancellor of Academic and Student Affairs for a system level appeal of the college’s transfer
appeal decision. See Minnesota State System Procedure 3.21.1.

If the appeal or grievance involves the actions of NTC’s Executive Vice President and
Senior Academic Officer, a student may further appeal the decision through the NTC
President. If the appeal or grievance involves Minnesota State policy or the actions of the
NTC President, a student may further appeal the decision through the Minnesota State
Chancellor to the Minnesota State Board of Trustees. The decision of the Minnesota State
Board is final and binding.

Appeals and grievances of federal, state, and Minnesota State policies and procedures will
be directed to the Executive Vice President and Senior Academic Officer for referral to the
appropriate federal or state agency.

Grade Appeals (Policy 3320-1-02)

Students who think they have been unfairly assigned a grade have the right to seek remedy
through the college’s designated Grade Appeals. Students should use available informal
means (direct conversation) to resolve disputes before filing an appeal. There will be no
retaliation of any kind against students, faculty or staff who participate in a grade appeal.
The Grade Appeals process is explained on the Student Complaints webpage.

Grade appeals must be submitted in writing to the NTC Executive Vice President and
Senior Academic Officer. Students have one semester from the end of the semester in
which the grade was earned to appeal the grade. Grade appeals are reviewed by the
Appeals and Grievances Committee. The Appeals and Grievances Committee reports
the findings directly to the student who submitted the appeal. If the student believes
the decision has procedural errors that provide a basis for appeal of the decision, such
appeals must be submitted to the Executive Vice President and Senior Academic
Officer for review of due process.

Record of Student Complaints (Policy 3325-1-01)
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Northwest Technical College maintains a log of all formal written complaints (policy 3325-
1-01) submitted by students to the Executive Vice President and Senior Academic Officer.
This log is a requirement of the Federal Compliance Program of the Higher Learning
Commission, the college’s accrediting agency. The log contains the following
information:
. the date the complaint was first formally submitted to an appropriate officer
. the nature of the complaint (e.g., dispute about a grade, sexual
harassment allegation)
. the steps taken by the institution to resolve the complaint
. the institution’s final decision regarding the complaint, including referral
to outside agencies
. any other external actions initiated by the student to resolve the complaint,
if know to the institution (e.g., lawsuit, EEOC investigation, etc.).
The log provides data privacy by not including names involved in the facts of the
complaint. Students submitting formal complaints will be informed that the college will
share information on the complaint to its accrediting agency if required, but that individual
identities will be protected.

The steps and processes involved in Student Complaints can be reviewed under
Campus Life.

Student Records

Student Records (Policy 2140-1-01)
Student academic records are maintained in the Registrar’s Office. Information other
than directory information is considered confidential and will not be released unless a
release form is signed by the student.

Transcripts are official only if mailed directly from Northwest Technical College to a
school, agency, or company. Official transcripts will not be sent for a student with an
outstanding account with the college. Unofficial transcripts may be given or sent to the
student. Enrolled students may access unofficial transcripts via the Web registration site.

A student has the right to petition for review of his or her cumulative student record by
submitting the request in writing to the Registrar. The following data may be included
in the cumulative record:

1.  Diploma and transcripts from previous institutions
Institutional evaluation and assessment data
Admission applications, enrollment data, and supportingdocumentation
Authorization to release information
Financial aid data to include agency information
Grades
Evaluations and instructor recommendations
Documents relating to student status regarding honors, probation, disciplinary
hearing, and suspension

©NDOoh WD

The cumulative record does not contain disability or related information.

Right of Access to Student Records
With a judicial order, an appropriate governmental agency may receive information upon
proper written notification to the parent, legal guardian, or student.

Northwest Technical College is a public institution and is required to verify enrollment of
specific students within the institution. Students who receive special recognition may have
their name and/or picture included in a publication. Access to a student's records may be

Page 25 Student Handbook 2024-25
College web site: http://www.ntcmn.edu


http://www.ntcmn.edu/
https://www.ntcmn.edu/about/wp-content/uploads/sites/7/2021/11/3325-1-01-Record-of-Student-Complaints.pdf
https://www.ntcmn.edu/about/wp-content/uploads/sites/7/2021/11/3325-1-01-Record-of-Student-Complaints.pdf
https://www.ntcmn.edu/myntc/campus-life/student-complaint-process/
https://www.ntcmn.edu/myntc/campus-life/
https://www.ntcmn.edu/about/wp-content/uploads/sites/7/2021/11/policies-2140-1-01-Learner-Records.pdf

subject to any of the following:
1. Students, parents or legal guardians, certified staff, and classified staff members
under their supervision having a legitimate interest have access to all information
maintained on a student pursuant to approved administrative procedures.

2. The student has access only to his or her own records.

3. Parent or guardian's access is subject to the student's written consent. Written
consent must be updated annually.

4. Professional personnel shall be available to interpret data as necessary.

5. A legitimate request to see records must be honored within 10 days from the date

of request.
See Policy 2130-1-01 Directory Information_for additional information.

Change of Address
Students should notify the Registrar’s Office of any change of address prior to moving so that
the proper entry can be made in the student’s records.

FERPA -Family Education Rights & Privacy Act (Policy 2135-1-01)

It is the policy of the college to inform students and parents of their Family Educational
Rights and Privacy Act (FERPA) rights and how to pursue them. The Family Educational
Rights and Privacy Act (FERPA) affords students certain rights with respect to their
education records. These rights include:

(1)  The right to inspect and review the student's education records within 45 days of the
day the college receives a request for access.

A student should submit to the registrar, dean, division chair, or other appropriate
official, a written request that identifies the record(s) the student wishes to inspect.
The college official will plan for access and notify the student of the time and place
where the records may be inspected. If the records are not maintained by the college
official to whom the request was submitted, that official shall advise the student of
the correct official to whom the request should be addressed.

(2) The right to request the amendment of the student’s education records that the
student believes are inaccurate, misleading, or otherwise in violation of the student’s
privacy rights under FERPA.

A student who wishes to ask the college to amend a record should write the college
official responsible for the record, clearly identify the part of the record the student
wants changed and specify why it should be changed. If the college decides not to
amend the record as requested, the college will notify the student in writing of the
decision and the student’s right to a hearing regarding the request for amendment.
Additional information regarding the hearing procedures will be provided to the
student when notified of the right to a hearing.

(3) The right to provide written consent before the college discloses personally
identifiable information from the student's education records, except to the
extent that FERPA authorizes disclosure without consent. (*See excerpt from
NTC'’s Directory Information Policy below for more information on disclosure of
information.)

(4)  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. The
name and address of the Office that administers FERPA is:

Family Policy Compliance Office
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U.S. Department of Education
400 Maryland Avenue SW
Washington, DC 20202-5901.

*NTC Policy 2130-1-01 Directory Information _states, in part:

In accordance with applicable law, Northwest Technical College has the right to release
student records without consent in some circumstances. Examples of release without
consent included on page 5 of this document.

Graduation/Placement

Catalog Use (Policy 3330-1-01)

A student working toward a certificate, diploma or degree will follow the approved
program curriculum at the time of acceptance in amajor. Students who have maintained
continuous enroliment may elect to follow a new approved program curriculum that is
adopted during their enrollment. Students who have not attended for more than one
academic year from withdrawal or last date of attendance prior to registration must meet
the program requirements in effect at the time of their current registration.

Course changes and substitutions made by the college are considered part of the
program.

Graduation (Policy 3800-1-01)
Northwest Technical College grants certificates, diplomas, Associate in Applied Science
degrees, and Associate in Science degrees for completion of program majors in
accordance with all requirements listed below:
L] minimum cumulative GPA of 2.0.
. all coursework required for the program major(s) successfully completed according
to criteria established by the college.
o NOTE: Programs may have additional graduation requirements. These
requirements are published and available from program faculty and advisors.
Any additional requirements for graduation are specifically outlined for each
program major. It is the student’s responsibility to understand and meet
graduation requirements.
. Application for Degree completed and submitted one semester prior to graduation.

Students must be approved for graduation by the Registrar. Graduation awards will not
be released to students who have an outstanding account balance with the college. The
actual graduation date will be within the semester in which all course works, transfer
credits and related materials required for program completion are finalized.

Graduation Appeals
Appeals pertaining to graduation requirements must be submitted on the college’s

Appeals and Grievance form the semester prior to graduation. The appeals will be
reviewed by the campus Academic Appeals and Grievances Committee.

Commencement

The College’s Commencement ceremony is held at the end of spring semester. To qualify
for participation in the ceremony, a student must have no more than 12 credits left to
complete in his or her program, be in good academic and financial standing, and be able
to complete all remaining courses for his or her program by the following September 1.
Students must have an Application for Degree on file with the Registrar.

Students who have a cumulative GPA of 3.5 or higher at the beginning of their final
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semester of enrollment prior to graduation will be designated in the commencement
program as graduating with honors. Honors graduates are distinguished at
commencement ceremonies by the wearing of an honors medallion. Members of the Phi
Theta Kappa International Honor Society are distinguished at commencement
ceremonies by the wearing of the PTK stole.

Residence Credits (Policy 3450-1-01)

Residence credits are credit hours earned from Northwest Technical College. To be
eligible for a degree or diploma, a student must earn 1/3 of the credits required for
graduation at the granting institution. All credits earned at Northwest Technical College
including Distance and Corporate credits, courses taken from Bemidji State University that
are listed on the NTC course schedule, credit by examination (successful test
outs/challenged credits), and credit for experiential learning will count toward residence
credits. For accreditation reasons, programs may require a limited number of key or
capstone courses to be completed in residence.

Unless specific exceptions are noted in the program/degree requirements or
requirements are waived through a petition process, the college will accept as resident
credits those online courses/credits offered by the partner colleges in the Distance
Minnesota consortium. These courses are included on the NTC course schedule.

Academic Honors (Policy 3810-1-01)

Northwest Technical College encourages academic achievement among its students.
To recognize high achievement, each semester the college compiles a Dean’s List
recognizing full-time students (12 credits or more) who earned a 3.5 grade point
average (GPA) or above for the semester. This list is compiled from grade records on
file one week after the end of each semester.

In addition, the college awards Graduation with Honors distinction to graduates from
programs of more than 12 credits who hold a final cumulative GPA of 3.5 or above.
Honors graduates are distinguished at commencement ceremonies by the wearing of
an honors medallion.

Student Information and Services

Campus Life at Northwest Technical College (Policy 3600-1-01)

NTC believes that a college education is more than what you learn in your classes.
Campus activities provide opportunities to develop leadership skills, to cultivate civic
responsibility, to promote service to society and to facilitate interactions with fellow
students and faculty and staff outside the classroom setting. The Co-curricular
Assessment webpage may provide additional ideas and information on campus life
opportunities.

Campus Life activities and Student Clubs provide opportunities to engage in college
activities. Activities may be sponsored by the college or by campus organizations which
operate under the authority of an approved charter. Pursuant to Minnesota State Board
policy (Policy 2.8 Student Life and Procedure 2.8.1 Student Life) and Minnesota State
Statute (136F.01), the Executive Vice President and Senior Academic Officer will retain
administrative and financial oversight of organizations/clubs at the college and ensure
all membership and activities are governed by the Student Code of Conduct.

Campus Government (Policy 3610-1-01)
Campus Government (Policy 3610-1-01) serves to represent the students enrolled at
the college. Membership is elected from each program area. Officers of the
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organization are elected by the majority vote of the enrolled students. The Campus
Government aids other student organizations, establishes the protocols for campus
sponsored activities, promotes good conduct and allocates funds for many worthwhile
projects (Minnesota State Policy 2.1 Campus Student Associations). The Campus
Government belongs to the Minnesota State College Student Association known as
LeadMN (Minnesota State Policy 3.7 Statewide Student Association) and are
established by Minnesota State statute 136F.202.

Opportunities in partnership with Bemidji State University
As a result of Northwest Technical College’s alignment with Bemidji State University,
students enrolled at NTC have the unique opportunity to participate in many of the activities,
services, and facilities at BSU. Students at Northwest Technical College can take
advantage of the following at BSU:
Gillett Wellness Center (Fee required)
L] BSU library

L] Live in residential halls and participate in residential hall activities (Room and board
rates apply)

. Student Center for Health and Counseling (Fee required).

. Intramural sports. (NOTE: Some sports activities require that participants are
members of the Gillett Wellness Center, and some require additional fees)

L] American Indian Resource Center

. Hobson Union Programming events

. Some organizations and clubs

To participate in BSU activities or facility use for which a fee is required, NTC students can
register online (see UNIV “courses” at end of online course schedule). For more information,
visit the Registrar or Admissions Office.

Tutoring Services

Tutoring is available free of charge to all NTC students (see Tutoring webpage). Additionally,
each NTC student has access to 15 hours of free use on Tutor.com. This can be accessed
through D2L by clicking on the Tutor.com tab at the top of the homepage. This was added to
the main tab to increase awareness, and additional hours are available if needed. On-campus
lab assistants and/or tutors also assist students with understanding their coursework and are
available in a multitude of subject areas. Our on-campus tutors are more than willing to work
with on- campus or online students in a variety of learning environments including small or
large study groups, Zoom, phone calls, emails, and one-on-one interactions.

Students with Disabilities

Students with disabilities attending Northwest Technical College are guaranteed equal access
to college programs, activities, and facilities in compliance with the Americans with Disabilities
Act, Section 504 of the Rehabilitation Act of 1973, and Minnesota State Policy 1B.4. In
accordance with ADA and Section 504, students desiring accommodations must self- identify
as having a disability, provide acceptable documentation of the disability, and request
accommodations. See the NTC Accessibility Services webpage to learn how to apply for
Services.

Such accommodations are provided only upon the request of the student and only as
part of an official Accommodations Plan developed by Accessibility Services, along with
counsel regarding the effectiveness of the plan. All information related to a student’s
disability will be located in the Disability Services Office and will be strictly confidential.
Issues related to this information will be discussed on a need-to-know basis.

The procedure for requesting accommodations is as follows:
1. Submit the Accessibility Services Student Intake form
2. Submit documentation from a reliable source to support the diagnosis/claim of a disability
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3. Meet with Accessibility Services to discuss the need for accommodations

Students receiving accommodations are expected to meet with the Advising and
Accommodations Coordinator each semester they wish to receive accommodations.

Contact: Christian Breczinski, Advising and Accommodations Coordinator
christian.breczinski@bemidjistate.edu Phone: 218-755-3883.

Limited English Proficiency (Policy 2050-1-01)

Lack of English skills will not prevent admission and participation in programs at Northwest
Technical College (Policy 2050-1-01). Northwest Technical College recognizes Limited
English Proficiency (LEP) as speaking, reading, writing, or understanding the English
language such that those skills may affect an individual’s ability to communicate.

Northwest Technical College will have an identified support services plan for enrolled
students who meet conditions of Limited English Proficiency (LEP). Individuals may qualify
as LEP students under one or more of the following conditions:

e  Was not born in the United States or whose native language is a language other than
English and comes from an environment where a language other than English is
dominant.

. Is a Native American or Alaska native and comes from an environment where a language
other than English has had significant impact on such individual’s level of English
language proficiency.

. Is migratory and whose native language is other than English and comes from an
environment where a language other than English is dominant.

Qualified students will meet with the Advising and Accommodations Coordinator, Christian
Breczinski located in the Student Success Center on the NTC campus to develop a Personal
Education Plan.

Contact: Christian Breczinski, Advising and Accommodations Coordinator
Christian.Breczinski@bemidjistate.edu Phone: 218-755-3883.

Library

The library serves students and faculty by providing access to resource materials. The Library
webpage includes direct links to the most used Databases and includes information on
College Writing & Research Resources.

Collection Development:

It is the policy of the college library to provide instructional materials of various difficulty
levels, subject appeal, and points of view. The selection of these materials may involve
many persons, including library specialists, faculty, students, and administrators.
However, the ultimate responsibility for development and maintenance of the libraries’
collection lies with the professional library/media staff.

Reconsideration of Challenged Materials:

Despite the care taken by the library professional to select valuable materials,
occasionally objections to a selection will occur. The library staff respects the right of
college students to express their opinion and will provide the right to challenge library
materials for reconsideration. However, no library materials will be removed until the
challenge is acted upon, and a final decision is made whether to remove or keep the
item.

Resource Sharing:
It is the policy of the college to make every effort to provide for the information needs of
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students, faculty, and staff. When local resources do not meet those needs, the library
staff have an obligation to obtain materials through Minnesota State college-wide
cooperation and the statewide services of MINITEX (inter-library loan). Students may use
the Bemidji State University library and the library at Leech Lake Tribal College. The
borrowing and lending libraries will ensure compliance with federal copyright laws.

Copyright:

The college faculty and staff are expected to observe federal copyright guidelines. The
college will not be liable if individuals violate copyright laws using college equipment. The
library makes every effort to be in total compliance with existing copyright laws and will
provide information and guidance, especially as new technologies are introduced.

Under the law, it is fair use to reproduce copyrighted materials for specific educational
situations. Library staff will consider the "fair use" guidelines and provide instruction on
fair use and Creative Commons Licensing practices.

Circulation:

The library will make every effort to meet the informational needs of its users by
establishing circulation policies that ensure access to materials and services. Borrowers
will be required to return materials in compliance with policies or they may be subject to
fines, replacement costs, or loss of borrowing privileges. These actions are necessary to
ensure access for all users.

Student Code of Conduct (Policy 3310-1-01)

Northwest Technical College’s mission states: “Northwest Technical College engages,
supports and prepares students for rewarding careers through innovative programs and
hands-on learning”.

To accomplish this mission, NTC is committed to providing a productive learning environment
that facilitates learning and that allows students freedom of expression while also exhibiting
behavior that does not limit or negatively interfere with not only their own learning environment,
but also the environment of fellow students, faculty, and staff, and/or college visitors and/or
other constituents. NTC’s Student Code of Conduct policy is designed to help assure that
students understand that, as members of the NTC college community, they are responsible
for ensuring that their own conduct complies with the college’s expectations for a civil,
productive learning environment. This policy implements Minnesota State Policy 3.6 and
Procedure 3.6.1.

ARTICLE I|: DEFINITIONS

1. “College” means Northwest Technical College.
2. “Administrator” means that person designated by the college president to be
responsible for the administration of the Student Code.
3. “Cheating" includes, but is not limited to:
a. use of any unauthorized assistance in taking quizzes, tests, or examinations
b. use of sources beyond those authorized by the instructor in writing papers,
preparing reports, solving problems, or carrying out other assignments
c. the acquisition, without permission, of tests or other academic material
belonging to a member of the college faculty or staff
d. engaging in any behavior specifically prohibited by a faculty member in the
course syllabus or class discussion.
4. “Expulsion” means permanent denial of the privilege of enroliment at the college.
5. “Hazing” means an act which endangers the mental or physical health or safety of a
person, subjects a person to public humiliation or ridicule, or which destroys or
removes public or private property for the purpose of initiation, admission into,
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10.

1.

12.

affiliation with, or as a condition for continued membership in a student group,

organization, or athletic team.

"Policy" means the written regulations of the college and Minnesota State Colleges

and Universities (“Minnesota State”) as found in, but not limited to, the Student

Code of Conduct, Student Handbook; residence life handbook; the college and

Minnesota State Web pages; college catalog; Board Policy and System Procedure

5.18 and 5.18.1 on Alcoholic Beverages and Controlled Substances on Campus and

NTC Policy 1060-1-01 Drug-Free Environment and NTC Policy 1040-1-01

Tobacco-Free Environment; Board Policy and System Procedure 5.22 and 5.22.1

on Acceptable Use of Computers and Information Technology Resources (see

NTC Policy_5200-1-01); and NTC Policy 3300-1-01 Academic Integrity and NTC

Policy 3315-1-01 Disruptive Student.

“Preponderance of evidence” means a standard of responsibility that it is more

likely than not that the code has been violated.

"Plagiarism" includes, but is not limited to, the use, by paraphrase or direct

quotation, of the published or unpublished work of another person without full

and clear acknowledgment. It also includes the unacknowledged use of

materials prepared by another person or agency engaged in the selling of term

papers or other academic materials.

“Student” includes all persons who:

a. Are enrolled in one or more courses, either credit or non-credit, through the
college.

b. Withdraw, transfer or graduate, after an alleged violation of the student
conduct code

c. Are not officially enrolled for a particular term but who have a continuing
relationship with the college

d. Have been notified of their acceptance for admission or have initiated the
process of application for admission or financial aid; and/or

e. Areliving in a college residential hall although not enrolled in the institution.

"Student organization" means any number of persons who have complied

with the formal requirements for college recognition.

“Summary suspension” means a suspension imposed without a formal

hearing to ensure the safety and well-being of members of the college

community.

“Suspension” means denial of the privilege of enrollment for a specified

period after which the student is eligible to return. Conditions for re-

enrollment may be specified.

ARTICLE Il: PROSCRIBED CONDUCT

A.  Jurisdiction of the college Student Code
The college Student Code shall apply to conduct that occurs on college
premises, at college sponsored activities, and to off-campus conduct in the
following circumstances:

1.
2.

3.
4.
5

Hazing is involved.

The violation is committed while participating in a college sanctioned or
sponsored activity

The victim of the violation is a member the college community

The violation constitutes a felony under state or federal law, or

The violation adversely affects the educational, research, or service functions of
the college.

The administrator shall decide whether the Student Code shall be applied to conduct
occurring off-campus, on a case-by-case basis, in his/her sole discretion.

Allegations of discrimination, harassment, and sexual violence shall be resolved
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pursuant to Board Policy 1B.1, Nondiscrimination in Employment and Education
Opportunity (see NTC Policy 1030-1-01), System Procedure 1B.1.1, Report/Complaint
of Discrimination/Harassment Investigation and Resolution, Board Policy 1B.3, Sexual
Violence Policy (see NTC Policy 1032-1-01), System Procedure 1B.3.1, Sexual Violence
Procedure. Allegations of fraud or dishonest acts shall be resolved pursuant to Board
Policy 1C.2, Fraudulent or Other Dishonest Acts (see NTC Policy 1036-1-01).

Conduct - Rules and Regulations
Any student found to have committed or to have attempted to commit the following
misconduct in circumstances falling under the jurisdiction of this code may be subject
to the disciplinary sanctions outlined in Article III:
1. Acts of dishonesty, including but not limited to the following:
a. Cheating, plagiarism, or other forms of academic dishonesty.
b.  Furnishing false information to any college official, faculty member, or office
c. Forgery, alteration, or misuse of any college document, record, or instrument
of identification.

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

3. Physical abuse, verbal abuse, threats, intimidation, harassment, coercion, and/or
other conduct which threatens or endangers the health or safety of any person.

4. Attempted or actual 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, on or off
campus.

5. Hazing.

6.  Failure to comply with directions of college officials or law enforcement officers acting
in performance of their duties and/or failure to identify oneself to these persons
when requested to do so.

7. Unauthorized possession, duplication, or use of keys to any college premises or
unauthorized entry to or use of college premises.

8. Violation of any college or board policy, rule, or regulation published in hard copy
or available electronically on the college or Minnesota State Web site.

9. Violation of any federal, state, or local law.

10. Use, possession, manufacturing, or distribution of marijuana, heroin, narcotics, or
other controlled substances except as expressly permitted by law.

11. Use, possession, manufacturing, or distribution of alcoholic beverages (except as
expressly permitted by college or Minnesota State regulations), public intoxication,
or violation of Board Policy 5.18 and System Procedure 5.18.1 on Alcoholic
Beverages and Controlled Substances on Campus. Alcoholic beverages may not,
in any circumstance, be used by, possessed by or distributed to any person under
twenty-one (21) years of age. lllegal or unauthorized possession of firearms,
explosives, other weapons, or dangerous chemicals on college premises or use of
any such item, even if legally possessed, in a manner that harms, threatens or
causes fear to others.

12. Participating in an on-campus or off-campus demonstration, riot or activity that
disrupts the normal operations of the college and/or 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.

13. Obstruction of the free flow of pedestrian or vehicular traffic on college premises or
at college sponsored or supervised functions.

14. Conduct that 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 or members of the academic
community. Disorderly conduct includes but is not limited to: any unauthorized use
of electronic or other devices to make an audio or video record of any person while
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on college premises without his/her prior knowledge, or without his/her effective
consent when such a recording is likely to cause injury or distress. This includes, but
is not limited to, surreptitiously taking pictures of another person in a gym, locker
room, or restroom.

15.  Any violation of the College Computer Use Policy or Board Policy 5.22 and System
Procedure 5.22.1 on Acceptable Use of Computers and Information Technology
Resources (see NTC Policy 5200-1-01).

16. Abuse of the student conduct system, including but not limited to:

a.

b.

h.

Failure to obey the notice from a student conduct panel or college official
to appear for a meeting or hearing as part of the student conduct system.
Falsification, distortion, or misrepresentation of information before a
student conduct panel

Disruption or interference with the orderly conduct of a student conduct
panel proceeding

Institution of a student conduct code proceeding in badfaith

Attempting to discourage an individual's proper participation in, or use of,
the student conduct system

Attempting to influence the impartiality of a member of a student conduct
panel prior to, and/or during the student conduct panel proceeding
Harassment (verbal or physical) and/or intimidation of a member of a
student conduct panel prior to, during, and/or after a student conduct code
proceeding

Failure to comply with the sanction(s) imposed under the Student Code
Influencing or attempting to influence another person to commit an abuse
of the student conduct code system.

17. Engaging, individually or in concert with others, in sexual misconduct, i.e., non-
consensual physical conduct of a sexual nature including but not limited to
domestic violence, dating violence, stalking, sexual physical abuse, rape or any
other form of sexual assault, or threat of sexual violence.

Note: Consent does not exist when acts are committed by force,
intimidation, coercion, or through use of authority, or the victim's mental or
physical incapacity even if that lack of capacity is chemically self-induced.
The expectation is that consent is clear and mutual.

18. Discrimination/Harassment. (In compliance with Minnesota State policy 1B.1 and
procedure 1B1.1, a separate investigative and decision-making process has been
established at Bemidji State University for review of complaints of discrimination
and/or harassment.

C.  Violation of Law and College Discipline

College disciplinary proceedings may be instituted against a student charged with
conduct that potentially violates both the criminal law and this Student Code (that is, if
both possible violations result from the same factual situation) without regard to the
pendency of civil or criminal litigation in court or criminal arrest and prosecution.
Proceedings under this Student Code may be carried out prior to, simultaneously with,
or following civil or criminal proceedings off campus at the discretion of the administrator.
Determinations made or sanctions imposed under this Student Code shall not be subject
to change because criminal charges arising out of the same facts giving rise to violation
of college rules were dismissed, reduced, or resolved in favor of or against the criminal
law defendant.

ARTICLE Ill: STUDENT CONDUCT CODE PROCEDURES
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A

Investigation and Informal Process
1.

Any member of the college community may file a written complaint alleging that a
student or student organization has violated student conduct proscriptions. Any
complaint should be submitted as soon as possible after the event takes place.
Persons filing complaints shall be informed of their rights under the Minnesota Data
Practices Act. Following the filing of a complaint against a student or student
organization, the administrator shall investigate the allegations.

If the complaint seems unwarranted, the administrator may discontinue proceedings.
If there is sufficient evidence to support the complaint, the administrator shall offer
the accused student an opportunity to resolve the alleged violation at an informal
meeting. Prior to this meeting, the student shall be given written notice of the specific
complaint against him/her and the nature of the evidence available to support the
complaint and provided with a copy of the code of conduct. During the meetings the
administrator shall review the complaint and the evidence with the student and allow
the student to present a defense against the complaint. Within a reasonable time
period following the meeting, the administrator shall inform the accused student in
writing of his/her decision whether a violation of the code was established by a
preponderance of evidence and any applicable sanction as well as options available
for an appeal and/or a formal hearing.

A student who is subject to a sanction of expulsion or suspension, except summary
suspension, for more than nine (9) days may agree to accept the sanction or may
request a formal hearing. The formal hearing should be held within a reasonable
time. Other sanctions shall be accepted or may be appealed in accordance with the
college’s appeal procedures.

If the accused student fails to appear for the informal hearing, the administrator may
proceed to review and act upon the complaint in his/her absence and shall notify the
student in writing of an action taken.

A sanction shall not become effective during the time in which a student seeks an
appeal or formal hearing, unless, in the discretion of the administrator, it is necessary
to implement an immediate sanction for the safety and welfare of the college
community.

B. Formal Hearing.
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1.

The college president or designee determines the composition of the student

conduct panel. Students serving on the student conduct panel shall be elected

by the student body or appointed by the campus student association. Student

conduct panel hearings shall be conducted by a student conduct panel

according to the following guidelines:

a. Student conduct panel hearings normally shall be conducted in private.

b.  Students or organizations referred for a formal hearing shall be given adequate
advance notice in writing of the time, place, and date of the hearing. A student
or organization’s failure to appear at the hearing shall not prevent the hearing
from proceeding as scheduled.

c.  Within a reasonable time prior to the hearing, the student must be informed in
writing of a) the complaint; b) the evidence to be presented against him/her; c)
a list of witnesses; and d) the nature of their testimony.

d. In hearings involving more than one accused student or organization, the
administrator, in his or her discretion, may permit the hearing concerning each
student to be conducted either separately or jointly.

e. The student shall be given the opportunity to speak in his/her own defense, to
present witnesses and to question any witnesses and to have an advocate
present. The advocate may provide advice to the student but may not participate
in any questioning. When there is a likelihood that a student involved in conduct
proceedings will face criminal prosecution for a serious offense, it may be
advisable that the student have an attorney as the advocate.
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f. A written notice of findings and conclusions shall be provided to the student
within a reasonable time after the hearing. The notice shall inform the student
of any sanction to be imposed. The notice shall also contain information
regarding the applicable appeal process.

g. The hearing may accommodate concerns for the personal safety, well-being,
and/or fears of confrontation of the complainant, accused student, and/or other
witness during the hearing by providing for the presence of law enforcement
and/or security, separate facilities, by using a visual screen, and/or by
permitting participation by telephone, videophone, closedcircuit television,
video conferencing, videotape, audio tape, written statement, or other means,
where and as determined in the sole judgment of the administrator to be
appropriate.

C. Sanctions

1.  The following sanctions may be imposed upon any student found to have

violated the Student Code:

a.  Warning - A notice in writing to the student that the student is violating or has
violated institutional regulations.

b. Probation - A written reprimand for violation of specified regulations.
Probation is for a designated period of time and includes the probability of
more severe disciplinary sanctions if the student is found to violate any
institutional regulation(s) during the probationary period. The college may
impose specific written conditions for the probation.

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

d. Restitution - Compensation for loss, damage, or injury. This may take the
form of appropriate service and/or monetary or material replacement.

e. Discretionary Sanctions - Work assignments, essays, service to the college,
or other related discretionary assignments.

f. Residence Hall Suspension - Separation of the student from the residence
halls for a definite period, after which the student is eligible to return.
Conditions for readmission may be specified.

g. Residence Hall Expulsion - Permanent separation of the student from the
residence halls.

i Suspension - Denial of the privilege of enroliment for a specified period after
which the student is eligible to return. Conditions for re-enroliment may be
specified._

j- Expulsion - Permanent denial of the privilege of enrollment at the college.

k.  Revocation of Admission and/or Degree - Admission to or a degree awarded
from the college may be revoked for fraud, misrepresentation, or other
violation of college standards in obtaining the degree, or for other serious
violations committed by a student prior to graduation.

I. Withholding Degree - The college may withhold awarding a degree otherwise
earned until the completion of the process set forth in this student conduct
code, including the completion of all sanctions imposed, if any.

More than one of the sanctions listed above may be imposed for any single violation.

2. The following sanctions may be imposed upon groups or organizations:
a. Those sanctions listed above
b. Loss of selected rights and privileges for a specified period of time.
c. Deactivation. Loss of all privileges, including college recognition, for a
specified period.

D. Summary Suspension.
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In certain circumstances, the administrator may impose a summary suspension prior to

the informal or formal proceedings described in the previous articles.

1. A'summary suspension may be imposed only when, in the judgment of the
administrator, the accused student’s presence on the college campus would
constitute a threat to the safety and well-being of members of the campus
community.

2. To the greatest extent possible before implementing the summary suspension, the
accused student shall be given oral or written notice of the intent to impose
summary suspension and shall be given an opportunity to present oral or written
arguments against the imposition of the suspension.

3. Therefusal of a student to accept or acknowledge this notice shall not prevent the
implementation of a summary suspension.

4. Notice of the summary suspension shall be provided in writing to the student.

5. After the student has been summarily suspended, the student shall be provided
an opportunity for a formal or informal hearing within the shortest reasonable time,
not to exceed nine (9) school or business days.

6. During the summary suspension, the student may not enter the campus without
obtaining prior permission from the administrator.

E. Appeals

1. A decision reached by the student conduct panel, or a sanction imposed by the
administrator may be appealed by the accused student(s) or complainant(s) to the
Executive Vice President and Senior Academic Officer within five (5) school or
business days of the notification of the decision. Such appeals shall be in writing
and shall be delivered to the administrator or his or her designee.

2. Except as required to explain the basis of new information, an appeal shall be
limited to a review for one or more of the following purposes:

a. To determine whether the informal or formal hearing was conducted fairly
considering the charges and information presented, and in conformity with
prescribed procedures giving the complaining party a reasonable opportunity
to prepare and to present information that the Student Code was violated and
giving the accused student a reasonable opportunity to prepare and to
present a response to those allegations. Deviations from designated
procedures will not be a basis for sustaining an appeal unless significant
prejudice results.

b. To determine whether the decision reached regarding the accused student
was based on substantial information, that is, whether there were facts in the
case that, if believed by the fact finder, were sufficient to establish that a
violation of the Student Code occurred.

c. To determine whether the sanction(s) imposed were appropriate for the
violation of the Student Code which the student was found to have committed.

d. To consider new information, sufficient to alter a decision, or other relevant
facts not brought out in the original hearing, because such information and/or
facts were not known to the person appealing at the time of the original
informal or formal hearing.

3. If an appeal is upheld by the Executive Vice President and Senior Academic
Officer, the Executive Vice President and Senior Academic Officer may take any
appropriate action. If an appeal is not upheld, the matter shall be considered final
and binding upon all involved except that in cases involving sanctions of
suspension for ten (10) days or longer, students shall be informed of their right to
a contested case hearing under Minnesota Statutes, Chapter 14.

Prohibition of Concealed Weapons
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The college is committed to providing a safe environment for its students, and visitors. The
college adopts in full Policy 5.21 of Minnesota State Colleges and Universities. In addition to
concealed firearms, students, and visitors are prohibited from carrying any concealed
dangerous weapons on college property, exclusive of parking lots

Sexual Violence

Northwest Technical College adopts and supports Minnesota State Board 1B.3 Sexual
Violence and its related Procedure 1B.3.1. The college will use the 1B.1.1 procedure to
investigate complaints.

Fraudulent and other Dishonest Acts

Northwest Technical College is committed to creating an environment where fraudulent and
other dishonest acts are not tolerated. The college hereby adopts Minnesota State Board
of Trustees Policy 1C.2 Fraudulent or Other Dishonest Acts

Academic Integrity
All students will be held to standards of academic integrity. Violators are subject to
sanctions. See the college’s policy on Academic Integrity (Policy 3300-1-01).

Disruptive Students

Northwest Technical College affirms a faculty member’'s right to remove from class a
student who is disruptive and interfering with the educational process. Disruptive students
who are removed from class will be subject to the conditions of the Student Code of
Conduct.

Student Involvement in Decision-making
The college supports student involvement in decision-making as outlined in Minnesota
State Procedure 2.3.1 for Board Policy 2.3, which states:

The Minnesota State system values student participation and involvement. Student
representatives are a part of decision making on the Board of Trustees, at the system level and
on campuses. Some issues require on-going student participation, and other issues require
student review or consultation. The Executive Vice President and Senior Academic Officer
shall:

®  Meet with the campus student association at least twice per semester to discuss issues
of mutual concern brought forward by the student association or the administration,

®  Inform the campus student association of the subject of scheduled consultations or
reviews at least a week in advance except under very unusual circumstances as
reported to the chancellor,

®  Structure the consultation process to provide adequate time for students to be able to
discuss and consider an issue prior to any proposed recommendation.

Participation

Student participation, as used in Policy 2.3 means that students must be provided the
opportunity for representation on system, college or university committees involving or affecting
student interests and have the opportunity to review or be consulted on issues that have significant impact
on students.

Consultation

To provide a mechanism for student review and consultation, college and university
administrators seek an opinion from the campus student association and considers that
information in the decision-making process. Consultation includes presentation of materials,
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discussion, and an opportunity for students to ask questions during a meeting.

Review

A review is an informational report by the administration and includes an opportunity for

students to ask questions on the information presented.

a. The review process requires a meeting to inform the student association of an issue of
potential concern to the students.

b. Prior to meeting, the student association is notified of the agenda items.

Position Letter

When a college or university proposal requires consultation and approval by the Board of
Trustees, the campus student association shall submit a letter stating the level of consultation
and any position taken by the association on the issue. The letter must be submitted to the
system office by the college or university president prior to the initial consideration of the
proposal, except under very unusual circumstances as reported to the chancellor and the
campus student association.

Student Identification Cards

The college issues student identification cards after students complete their initial
registration. If an identification card is lost or stolen, students may obtain a replacement
identification card for $10.00. Check in the One Stop to be set up for an identification card.

Campus Public Safety

The college shall on September 30 of each year, publish and distribute an annual Campus
Security Report as required by the Campus Security Act of 1990. A copy of the annual security
procedures and statistical report is available on the college web site.

The college is concerned about the safety and welfare of all students associated with this
college. It is the college’s intent to provide a safe and pleasant educational environment for
all students, visitors, and staff. The college contracts with Bemidji State University Department
of Public Safety for routine patrolling, including the presence of BSU student patrol officers
during evening hours fall and spring semesters.

All crimes occurring on campus should be reported immediately to both campus administration
and local law enforcement to ensure that appropriate action is taken. Crimes can be averted,
and suspects apprehended more quickly if suspicious activity is reported promptly. If
someone’s actions or the situation is disturbing, threatening, or out of the ordinary, contact the
Dean, the Facilities Services Supervisor, and/or local law enforcement. The administration
and police will assess the situation and take any necessary and appropriate action. Forms for
reporting a criminal act and a suspect description sheet are available from the college’s front
desk receptionist and in the Administrative Office. Immediate documentation of the incident
provides valuable information to law enforcement should you be either a victim of or witness
to a crime.

BSU Public Safety (218) 755-3888
Bemidji Police Department (218) 333-9111

EMERGENCIES: DIAL 911 to report crimes in progress or police, fire, or medical emergencies
on campus. Dial 0 for assistance from the campus receptionist, Monday - Friday, during
campus hours.

If there is a fire and no telephone is available, activate one of the fire alarms located throughout
campus.
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Local campus personnel have no enforcement authority over instance of criminal actions, thus
campus personnel are not expected to attempt to detain a person suspected of such actions.
The college cooperates closely with local and state law enforcement.

Reporting Criminal Activity to College Administration

Students should contact the Dean if they witness or are involved in activities that they feel are
unlawful. Students should report any unlawful activity to the Dean for the purpose of making
timely reports. It is the college’s policy to make timely reports to members of the campus
community regarding the occurrence of crimes described above.

Crime Bulletins and Statistics

The Dean, working with local law enforcement, and/or BSU Public Safety promptly publicizes
any incident of criminal activity that poses a potential threat to the campus through Campus
Crime Alert Bulletins. Such bulletins are issued to the campus and are posted on the college’s
bulletin boards, closed-circuit bulletins boards, or electronic mail networks. See the publication
"Campus Security Report" for statistics concerning the occurrence of crimes reported to
campus officials and local law enforcement.

The Campus Security Report contains information regarding any documented activity on
campus or off campus if such activity takes place during an event sponsored by an
organization recognized by the college. This report is published and distributed yearly. It is
printed as a brochure and is also posted on the college’s web page at www.NTCmn.edu.

Security and Access to Campus Buildings and Grounds

The college maintains posted hours during which the building is unlocked. Access to the
buildings and offices is managed by the Facilities Services. Specific security methods are
established by the Campus Safety Committee. Although the building can be accessed by key
after business hours, it is locked and alarmed after school hours. It is essential that and
students cooperate to keep locked facilities locked (do not prop open doors or leave doors
unlocked if entry is needed after hours).

Reporting a Crime or Suspicious Activity

Anyone who witnesses or is a victim of a crime on the college campus is encouraged to report
the crime to the Executive Vice President and Senior Academic Officer at 333-6611 or to the
Bemidji State University Campus Security Office at 755-3888 or to the Bemidji Police Department
at 333-9111. In emergency situations, calls should be made directly to 911. Reports of crimes
made to the Dean or other college personnel will be referred to the Bemidji State University
Campus Security Office. Individuals are also encouraged to report suspicious activity seen on
or near the campus.

Enforcement Authority

In the interest of campus safety, Northwest Technical College personnel are authorized by the
administration to ask persons on the campus for identification and to determine whether
individuals have lawful business at the college when in their judgment such action is warranted.
College personnel are also authorized to ask individuals to immediately leave the campus if
they can provide no evidence of lawful business at the college and/or if they are deemed to pose
a threat to others by their behavior, their words, or their manner. Bemidji State University
Security and Safety personnel are authorized to assist such removal when necessary. Security
personnel do not have the authority to make arrests; however, they work closely with the Bemidji
Police Department, which has jurisdiction on the campus, and may be involved in investigation
and prosecution processes related to criminal activity on campus. Campus security personnel
and college administration are authorized to monitor parking and issue parking citations on
college property.

Educational and Prevention Services and Programs
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Information concerning campus security procedures and practices is presented annually as
part of the student orientation process and at faculty/staff in-service. The Campus Safety
Committee will review campus crime statistics and present the campus security techniques.
Students and staff are encouraged to be responsible for their own security and the security of
others.

Drug-free Environment

Northwest Technical College is committed to providing an environment free of alcohol and
illegal drugs for its students. The college prohibits the unlawful manufacture, possession, use,
or distribution of controlled substances, including alcohol and illegal drugs, by students on its
property, in college- or state- owned vehicles or vehicles rented on behalf of Northwest
Technical College, or as part of any of its activities. Any person who appears to be under the
influence of drugs or alcohol on college premises or at any of its activities may be asked to
leave. Law enforcement or security personnel will be involved as necessary. The college may
impose disciplinary sanctions on student employees, including suspension and termination,
shall be in accordance with college administrative regulations and procedures. Sanctions on
students shall be consistent with the student Code of Conduct.

NOTE: While the above policy applies to student employees, all students are subject to the
Student Code of Conduct, including prohibitions relative illicit drugs and/or alcohol. See also
the following section regarding controlled substances.

Health Risks Associated with Substance Abuse

Substance abuse can cause extremely serious health and behavioral problems, including short-
and long-term effects upon the body and mind. The physiological and psychological
responses differ according to the chemical ingested, and although chronic health problems are
associated with long-term substance abuse, acute and traumatic reactions can occur from
one-time and moderate use.

Acute health problems may include heart attack, stroke, and sudden death, which, in the case
of drugs such as cocaine, can be triggered by first-time use. Long-lasting health effects of
drugs and alcohol may include disruption of normal heart rhythm, high blood pressure, leaks
of blood vessels in the brain, bleeding and destruction of brain cells and permanent memory
loss, infertility, impotency, immune system impairment, kidney failure, cirrhosis of the liver,
and pulmonary (lung) damage. Drug use during pregnancy may result in miscarriage, fetal
damage and birth defect causing hyperactivity, neurological abnormalities, developmental
difficulties, and infant death.

Education & Prevention Services and Programs: Alcohol and Other Drugs

Primary prevention efforts will be to provide students with appropriate information and
developmental experience necessary to make responsible decisions regarding alcohol and
illicit drug use and non-use. Prevention efforts shall address legal, social, and health
consequences and that use of illicit drugs and unlawful possession and use of alcohol is
wrong and harmful. See the campus counselor for information and assistance.

Prevention efforts will include:

®  Early identification and intervention efforts providing assistance to student
demonstrating behaviors of concern.

®  Crisis intervention procedures for students experiencing medical emergencies.

®  Re-entry to the college support services for students after completing therapy for drug or
alcohol problems.

Community Resources

Upper Mississippi Mental Health Center (218) 751-3280
Alcohol Anonymous (218) 444-2525
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Disciplinary Sanctions

The college may impose disciplinary sanctions for policy/code of conduct violations. Any
disciplinary sanctions for students will be consistent with the Student Code of Conduct.
Sanction for policy violations may be up to and including expulsion (students) and/or referral
for prosecution for violations of law.

Tobacco Free-Environment

Northwest Technical College is committed to providing a tobacco-free environment for its
students, and visitors. Use of tobacco products on the college campus is therefore prohibited.
Tobacco uses in college- or state-owned vehicles is also prohibited.

Childcare
A listing of licensed day-care providers may be obtained from the NTC One Stop Student
Services Center.

Cancellation of Classes

It may become necessary to cancel class sessions without advance notice due to
emergencies, instructor illness, sudden weather changes, or other circumstances. In these
instances, the college will post the cancellation on the College web site. Students must check
the web site and their college email accounts for such announcements and other institutional
information postings.

Campus Closing

When emergency conditions merit closing considerations, the administration will follow the
college’s weather/emergency closing procedures. Campus closing determinations are made
by the President and announcements are posted on the college’s web site and are
announced on TV and radio stations. Students are encouraged to check the college’s web
site for announcements regarding the closure of the campus.

The authority to close the campus is vested in the President or designee.

1. The closing announcement for the college will clearly identify: (1) time of the closing,
(2) date, and an estimate of when the facility will reopen. Information Technology will
post the cancellation(s) and/or campus closing on the college’s web site, and the External
Relations representative will inform the broadcast site managers when ITV classes are
affected. Campus closing announcements will be placed on radio and television. A
decision will normally be made and announced by 3:00 p.m. when canceling evening
classes. The President will provide this information to the Minnesota State Chancellor.

2.  Some examples of “other” emergency closure situations are natural and manmade
disasters, loss or interruption of public utilities, and contract disputes.

College Calendar: Interruption of Programs and/or Services

The college calendar is established to communicate to college constituents the courses and
activities that the college plans to provide. The college calendar, along with the services
provided in support of these courses and activities, is subject to modification or interruption
due to occurrences such as fire, flood, labor disputes, interruption of utility services, acts of
God, epidemic or pandemic illnesses, civil disorder, and war. In the event of such
occurrences, the college will attempt to accommodate its students. It does not, however,
guarantee that courses of instruction, extra- or co-curricular activities, or other college
programs or events will be completed or rescheduled or that college services will be
provided. Any refunds that may be due to eligible students will be made in accordance with
Minnesota State Colleges and Universities policy 5.12.
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In the event of a long-term emergency declared by the President or Chancellor, resulting in
an interruption of learning for seven or more days, credit for work completed by students is
governed by Minnesota State Board Procedure_1A.10.1, Part 3, Educational Services.

EMERGENCY DRILLS

Fire Drills

Drills are held periodically during the college year. Information regarding emergency
evacuation of the building is posted throughout the campus.

Tornado Drills

Certain areas in the building have been designated as “SAFE AREAS” during a tornado
warning. Information regarding these areas is posted throughout the campus. In case of a
drill, please proceed to designated areas.

Health Insurance

Students are encouraged to carry some type of health coverage while attending school.
Health and accident insurance is the responsibility of the student. Student injuries that occur
during class time are the responsibility of the student and not the college.

Immunization Record Requirement

In conformance with MINN.STAT.135A.14 Northwest Technical College requires an
immunization record be submitted from the following students born after 1956 who did not
graduate from a Minnesota high school in1997 or later.

The immunization record submitted must indicate the month and year the student was
immunized against measles, rubella and mumps, after having attained the age of 12-months.
The immunization record must also indicate the month and year the student was immunized
against diphtheria and tetanus within ten years of first registration at the institution.

Students registered for non-credit, corporate credit or Distance Education courses only are
exempt from submitting the required immunization record unless the course requires on-
campus lab, internship, clinical or other on-campus contact for the purpose of completing
coursework. The Department of Health and the local Board of Health in whose jurisdiction
the institution is located may inspect immunizationrecords.

Medical Exceptions: An immunization record is not required if the student submits to an

administrator a statement signed by a physician that shows:

1. the student did not receive an immunization for medical reasons.

2. the student has experienced the natural disease against which the immunization
protects; or

3. alaboratory has confirmed the presence of adequate immunity.

Additional Exception: If the student submits a notarized statement that the student has not
been immunized as required because of the students’ conscientiously held beliefs, the
immunizations are not required.

Additional Immunization Requirements: Students in certain majors may be required to
submit additional immunization records besides those indicated within this policy.

Acceptable Use of Computers and Information Technology Resources
Northwest Technical College adopts and supports Minnesota State Board Policy 5.22
Acceptable use of Computers and Information Technology Resources.

Parking
Parking permits shall be required of all vehicles parked on property under the control of the

college with the exceptions of vehicles displaying tax exempt license plates, visitors parked
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in Visitor Only designated spaces, and those displaying a Visitor's Permit, including guests,
vendors, program patrons (dental clinics, etc.), repair and construction personnel, volunteers,
voters, attendees at special identified classes and/or events.

Parking permits will be issued upon registration of the vehicle with the college and payment
of the parking fee, as approved by the Minnesota State Colleges and Universities.

Parking permits must be properly displayed on all vehicles, including motorcycles.
Acceptable display areas include attached to the rear-view mirror, windshield, or dash.
Parking permits will be enforced Fall and Spring semesters after the fifth day of the semester.
Vehicles failing to properly display a valid parking permit and/or parked illegally (e.g., in a
space designated for vehicles with valid disability permits) will be ticketed, resulting in a fine
and/or removal of the vehicle at the expense of the owner. Failure to properly display a permit
will not be valid grounds for appeal. Users with five unpaid tickets in combination with NTC
and BSU may have their vehicle towed without notice at their own expense. Fines cannot be
deferred against financial aid or any other funding source.

Parking is enforced by the Bemidji State University Security Department. Appeals of parking
tickets based on tickets issued contrary to college parking policy or in error must be made in
writing and will be heard by the Parking Committee. Appeal forms may be obtained and
submitted to the NTC Business Office. Fines must be paid prior to the hearing of the appeal;
successful appeals will result in a refund of the fine.

Lost or stolen permits reported to the Business Office will be made at a cost of 50 percent of
the original cost upon completion of a loss statement and new permit registration. Permits
may be used only by the individual(s) in whose name the vehicle is registered with the college
and may not be resold or transferred. Refunds for parking permits will be made to students
who totally withdraw from the college at the same pro-rata scale specified in the Tuition
Refund policy upon the return of the withdrawing student’s parking permit to the Business
Office.

NTC does not assume any liability for vehicles or personal property with the issuance of
parking permits. Permit holders are responsible for their own property and should do all they
can to guard against victimization by others, including locking unattended vehicles and
securing possessions out of sight.

Health and Safety

As a responsible institution of higher education, Northwest Technical College facilities shall
be maintained as safe and healthful places of learning. Every effort shall be made to design
and operate all college facilities in compliance with the spirit and letter of federal, state, and
local health and safety regulations. The college shall endeavor to promptly provide current
and comprehensive information on potential adverse health and safety effects as well as
appropriate handling procedures for all hazardous materials handled by students.

Itis a basic responsibility of all students to make the health and safety of fellow human beings
a part of their daily concern. This responsibility must be accepted by each one who conducts
the affairs of the college, no matter in what capacity he/she may function.

Safety glasses/safety equipment

Minnesota State Law provides that every person shall wear industrial quality eye protection
devices when participating in hazardous training activities while in college programs. The
college will comply with the law by requiring that all students in hazardous training activities
purchase and wear safety glasses with side shields. Individual programs may have additional
requirements for student use of personal protective equipment.
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Service members Opportunity Colleges (SOC)

The college is member of Service members Opportunity Colleges, a consortium of over 1500
colleges and universities that provide -college-level educational opportunities for
servicemembers and their families.

Veteran’s Benefits

The majors offered by the college have been approved by the Minnesota State Approving
Agency for veterans and their dependents eligible for educational benefits under Chapters
30, 31, 32, and 35 of the Veterans Readjustment Act of 1977. Under the new Gl Bill, Chapter
106 (educational assistance program), Reserve and National Guard personnel may be eligible
for educational benefits. Students should contact the Veterans Certifying Official or their local
Veterans Administration Office to obtain applications and determine eligibility and
entitlement.

Veterans may receive credit for appropriate military training. The campus transfer specialist
personnel will determine the number of credits acceptable for transfer. Veterans or veterans’
dependents receiving educational benefits must conform to the following regulations to
maintain their eligibility:

1. Register for at least 12 credits per semester to receive full benefits; 9-11 credits for
three-quarter time; 6-8 for half-time; 4-5 for less than half-time. (Veterans
Administration pays tuition and fees only for 1-3 credits. These credits must apply
toward a degree.)

2. Maintain satisfactory academic progress toward graduation.

3. Report any changes in credits (drops/adds), address, or status (i.e., withdrawal) to the
VA certifying official.

Timely Warning

If a situation arises on campus that, in the judgment of the President or designee and/or
Director of Security and Safety, constitutes a reason for issuing a college-wide warning, the
warning will be issued through the college e-mail system to students, faculty, and staff.

Depending on the circumstances of the situation, especially in situations that could pose an
immediate threat to the college community and individuals, the President or designee may
also post a notice on the NTC website home page.

Anyone with information warranting a timely warning should report the circumstances to the
Department of Security and Safety at Bemidji State University at 755-3888 or the NTC
Executive Vice President and Senior Academic Officer at 333-6611.

Long-term Emergency Management

Northwest Technical College adopts Minnesota State Board Policy 1A.10, Long-Term
Emergency Management and, in the event that a long-term emergency (seven days or more)
is declared for the college by the President or the Chancellor, the college will implement the
provisions of Procedure 1A.10.1, including the activation of the BSU-NTC All-Hazards Plan.
This Plan is developed in accordance with guidelines developed and administered by the
Office of the Chancellor in accordance with state and federal direction. The All-Hazard Plan
will be reviewed and updated regularly and will be available to students on the college’s
website, except for any sections that include non-public data.

Human Rights Policies and Information

Human Rights Policies
Northwest Technical College is committed to fostering an inclusive and welcoming
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environment and has adopted several policies to emphasize that commitment. These
policies are listed and briefly described in this section. You may obtain a copy of a policy or
procedure from the campus Administrative Office or by going to the NTC policies and
procedures webpage. In some situations, NTC has simply adopted the current Minnesota
State policy as its own. For those situations, you may access the relevant Minnesota State
policies index. Finally, the Affirmative Action webpage on the Northwest Technical College
website contains valuable information about the policies and topics discussed in this section.

Nondiscrimination in Employment and Education Opportunity.

Northwest Technical College is committed to a policy of nondiscrimination in employment
and education opportunity (Policy 1030-1-01) and adopts the Minnesota State Colleges and
Universities Nondiscrimination in Employment and Education Opportunity policy (1.B.1), as
follows.

No person shall be discriminated against in the terms and conditions of employment,
personnel practices, or access to and participation in, programs, services, and activities
regarding race, sex, color, creed, religion, age, national origin, disability, marital status, status
with regard to public assistance, sexual orientation, gender identity, or gender expression. In
addition, discrimination in employment based on familial status or membership or activity in a
local commission as defined by law is prohibited.

Harassment because of race, sex, color, creed, religion, age, national origin, disability, marital
status, status with regard to public assistance, sexual orientation, gender identity, gender
expression, or familial status is prohibited. Harassment may occur in a variety of
relationships, including faculty and student, supervisor and employee, student and student,
staff and student, and other relationships with persons having business at, or visiting the
educational or working environment.

This policy is directed at verbal or physical conduct that constitutes discrimination
/harassment under state and federal law and is not directed at the content of speech. In
cases in which verbal statements and other forms of expression are involved, Minnesota
State Colleges and Universities will give due consideration to an individual's constitutionally
protected right to free speech and academic freedom. However, discrimination and
harassment are not within the protections of academic freedom or free speech.

The System Office, colleges, and universities shall maintain and encourage full freedom,
within the law, of expression, inquiry, teaching and research. Academic freedom comes with
a responsibility that all members of our education community benefit from it without
intimidation, exploitation, or coercion.

This policy shall apply to all individuals affiliated with Minnesota State Colleges and
Universities, including but not limited to, its students, applicants, volunteers, agents, and
Board of Trustees, and is intended to protect the rights and privacy of both the complainant
and respondent and other involved individuals, as well as to prevent retaliation or reprisal.
Individuals who violate this policy shall be subject to disciplinary or other corrective action.

The Minnesota State Equal Opportunity and nondiscrimination in Employment and Education
policy (1B.1) may be read in its entirety.

Reporting an Incident of Discrimination and/or Harassment

A complaint of discrimination and/or harassment can be filed with the Affirmative Action
Officer who also serves as the Title IX Coordinator and the person designated for handling
these complaints in the Affirmative Action Office. Northwest Technical College (Policy 1030-
1-01) has adopted and follows Minnesota State’s Procedure 1B.1.1 Report/Complaint of
Discrimination/Harassment Investigation and Resolution to process complaints. This
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procedure applies to all individuals affiliated with Northwest Technical College, including its
students, and is intended to protect the rights and privacy of the complainant and respondent
and other involved individuals, as well as to prevent retaliationVreprisal. Individuals who
violate this procedure shall be subject to disciplinary or other corrective action.

A single act of discrimination or harassment may be based on more than one protected class
status. For example, discrimination based on anti-Semitism may relate to religion, national
origin, or both; discrimination against a pregnant woman might be based on sex, marital
status, or both; discrimination against a transgender or transsexual individual might be based
on sex or sexual orientation.

Not every act that may be offensive to an individual or group constitutes discrimination or
harassment. Harassment includes action beyond the mere expression of views, words,
symbols, or thoughts that another individual finds offensive. To constitute a violation of the
policy, conduct must be considered sufficiently serious to deny or limit a student’s ability to
participate in or benefit from the services, activities, or privileges provided by Northwest
Technical College. This procedure is not applicable to allegations of sexual violence, which
is handled through a separate policy and procedure.

The Minnesota State Report/Complaint of Discrimination/Harassment Investigation and
Resolution Procedure (1B.1.1).

Sexual Violence

Sexual violence is an intolerable intrusion into the most personal and private rights of an
individual and is prohibited at Northwest Technical College. Northwest Technical College is
committed to eliminating sexual violence in all forms and will take appropriate remedial action
against any individual found responsible for acts in violation of this policy.

This policy applies to Northwest Technical College students and others, as appropriate, where
incidents of sexual violence on system property have been reported. Reports of sexual
violence committed by a student at a location other than on system property are covered by
this policy pursuant to the factors listed in Board Policy 1B.3. Reports of sexual violence
committed on system property by individuals who are not students are subject to appropriate
actions by Northwest Technical College, including but not limited to pursuing criminal or civil
action against them.

Sexual violence refers to a continuum of conduct that includes sexual assault, non-forcible
sex acts, dating and relationship violence, stalking, as well as aiding acts of sexual
violence.

Those who wish to engage in sexual activity with another individual must obtain affirmative
consent. Consent is informed, freely given, and mutually understood willingness to
participate in sexual activity that is expressed by clear, unambiguous, and affirmative words
or actions. Itis the responsibility of the person who wants to engage in sexual activity to
ensure that the other person has consented to engage in the sexual activity. Consent must
be present throughout the entire sexual activity and can be revoked at any time. If
coercion, intimidation, threats, and/or physical force are used, there is no consent. If the
complainant is mentally or physically incapacitated or impaired so that the complainant
cannot understand the fact, nature, or extent of the sexual situation, there is no consent;
this includes conditions due to alcohol or drug consumption or being asleep or
unconscious. A lack of protest, absence of resistance, or silence alone does not constitute
consent, and past consent of sexual activities does not imply ongoing future consent. The
existence of a dating relationship between the people involved or the existence of a past
sexual relationship does not prove the presence of, or otherwise provide the basis for, an
assumption of consent. Whether the respondent has taken advantage of a position of
influence over the complainant may be a factor in determining consent.
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Acts of sexual violence may also constitute violations of criminal or civil law, or of other
Northwest Technical College policies that may require separate proceedings. To further its
commitment against sexual violence, Northwest Technical College provides reporting
options, an investigative and disciplinary process, and prevention training or other related
services as appropriate.

The Minnesota State policy on Sexual Violence may be located at: 1B.3 Sexual
Violence Policy.

Response to Sexual Violence

A complaint of sexual violence can be filed with the Affirmative Action Officer who also
serves as the Title IX Coordinator and the person designated for handling these complaints
Affirmative Action. Northwest Technical College (Policy 1032-1-01) has adopted and
follows Minnesota State’s Procedure 1B.1.1 procedure as well as Minnesota State’s
Procedure 1B.3.1 Response to Sexual Violence to investigate sexual violence complaints.

In general, college investigation and disciplinary procedures for allegations of sexual
violence will proceed independent of any action taken in criminal or civil courts. A university
need not, and in most cases should not, delay its proceedings while a parallel legal action
is ongoing. If the college is aware of a criminal proceeding involving the alleged incident, it
may contact the prosecuting authority to coordinate when feasible. Criminal or civil court
proceedings are not a substitute for college procedures.

The Minnesota State 1B.3.1 Response to Sexual Violence procedure contains further
information on who is required to report sexual violence incidents, who you can talk with if
you desire confidentiality, interim measures the college can take while a complaint is
processed, where additional help (i.e., medical, mental health, support) can be obtained,
complainant rights, and sanctions if the responding party is found responsible. Follow this
link to obtain a copy of the 1B.3.1 procedure.

Preferred Name

Minnesota State and Northwest Technical College recognize and support the
members of its community who wish to use preferred names where legally
permissible. The NTC Preferred Name procedure (1033-1-01) outlines a process by
which individuals in the system may designate a preferred name to be used in the
course of system business and education.. Minnesota State Procedure for Preferred
Name 1B.1.2.

Gender Identity and Expression Acceptance (NTC Policy 1031-1-01)

Northwest Technical College will provide a safe and nondiscriminatory environment
for all students including those whose gender identity and/or expression differs from
the sex assigned to them at birth. Harassment that targets an individual based on
gender identity, gender expression, transgender status, or gender transition is
harassment based on sex and is not tolerated. If sex-based harassment creates a
hostile environment, NTC will take prompt and effective steps to end the harassment,
prevent its recurrence, and, as appropriate, remedy its effects.

Access and Accommodation for Individuals with Disabilities (NTC Policy 2055-
1-01)

Students with disabilities attending Northwest Technical College are guaranteed
equal access to college programs, activities, and facilities in compliance with the
Americans with Disabilities Act, Section 504 of the Rehabilitation Act of 1973, and
Minnesota State policy 1B.4. In accordance with ADA and Section 504, students
desiring accommodations must self-identify as having a disability, provide acceptable
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documentation of the disability, and request accommodations. Such
accommodations are provided only upon the request by the student and only as part
of an official Accommodations Plan developed in conjunction with the Accessibility
Services office along with counsel regarding the effectiveness of the plan. All
information related to a student’s disability will be located in the Accessibility
Services office and will be treated as confidential. Issues related to this information
will be discussed on a need-to-know basis.
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REPORT COMPLAINTS OF DISCRIMINATION/HARASSMENT TO:
Affirmative Action Officer:

Melanie Pakonen,

Human Resources and Affirmative Action:

Bemidji State University/Northwest Technical College

Deputy Hall 329 « 218-755-2500
affirmativeaction@bemidjistate.edu.

AFFIRMATIVE ACTION

Northwest Technical College is committed to conducting all educational activities
without regard to sex, race, age, disability, color, creed, national origin, religion, sexual
orientation, gender identity, gender expression, marital status, or status with regard
to public assistance. Northwest Technical College will not tolerate discrimination on
the basis of these protected class categories in accordance with all state and federal
equal opportunity/ affirmative action laws, directives, orders, and regulations (see
Policy 1030-1-01).

Northwest Technical College is committed to implementation of its affirmative action
plan and fully supports the State of Minnesota’s affirmative action efforts. Northwest
Technical College will implement and maintain an affirmative action program that takes
aggressive measures to eliminate internal barriers to equal opportunity and that
strives to remedy the historical underrepresentation in retention, and promotion of
qualified persons with disabilities, persons of color, and women.

NONDISCRIMINATION NOTIFICATION UNDER TITLE IX AND SECTION

504 (Non-discrimination based on sex or disability)

Northwest Technical College does not discriminate based on race, color, national
origin, sex, disability or age in its educational programs, activities, and employment.

The following persons have been designated by the college to receive inquiries
regarding the college's Title IX (non-discrimination based on sex) and Section 504
(non- discrimination based on disability) policies:

Student Support Services for Discrimination/Harassment Complaint Process:

Student Support Services Quick Reference Student Resource Guide

Student Success Center:
Melissa Heglund, Director Student Success Center (Interim) 218-333-6655,
melissa.heglund@ntcmn.edu

Title IX of the Educational Amendments of 1972; Investigation Office and Center for
Civil Rights

Title IX Coordinator and designated officer:
Jay Passa, Title IX Coordinator and Designated Officer
Bemidji State University, 1-218-755-2080, titleix@bemidjistate.edu

Title IX, Designated Officer for investigating complaints involving discrimination and/
or harassment based on membership in a protected class and sexual violence
complaints.

Deputy Title IX Coordinator for Students:
Associate Vice President for Student Life and Success,
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Deputy Hall 311, BSU campus, 218-755-2075.

Diversity, Equity, and Inclusion:

Ashley A. Gomez, Director of Diversity, Equity, and Inclusion (Interim)
NTC Campus office: Room 101, 218-755-3773,
ashley.gomez@bemidjistate.edu
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NTC)

If you use a TTY, you can call us using the Minnesota Relay Service
at (651) 297-5353 or 1-800-627-3529 and ask them to place a call
to the college.

Upon request this information will be made available in alternate formats.

Northwest Technical College is a member of the Minnesota State Colleges and Universities, an
agency which serves technical college, community college, and state university campuses across
Minnesota. Northwest Technical College reserves the right to change any of the contents published
in this handbook without notice. Information herein shall not be regarded as contractual. The most
recent policies are posted on the college’s web site.

An Equal Opportunity Employer/Educator

Minnesota State Colleges and Universities is committed to a policy of nondiscrimination in employment
and education opportunity. No person shall be discriminated against in the terms and conditions of
employment, personnel practices, or access to and participation in, programs, services, and activities
with regard to sex, color, creed, religion, age, national origin, disability, marital status, status with regard
to public assistance, sexual orientation, or membership or activity in a local commission as defined by
law.

Harassment of an individual or group on the basis of race, sex, color creed, religion, age, national
origin, disability, marital status, status with regard to public assistance, sexual orientation, or
membership or activity in a local commission has no place in a learning or work environment and is
prohibited. Further, the Minnesota State Colleges and Universities shall work to eliminate violence in
all its forms. Physical contact by designated system, college, and university staff members may be
appropriate if necessary to avoid physical harm to persons or property.
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