ADM NI STRATI VE OFFI CE TECHNOLOGY DEPARTMENT
CLASS/ COURSE POLI CI ES

General Information:

There is no eating, drinking, or snoking in any building at
NETC as indicated by posted signs; this includes all hallways
and restroons. Students are not allowed to have chew ng

t obacco products in the classroom Students should

fam liarize thenselves with the safety procedures for
tornadoes and fire drills as posted in classroons and/ or

di scussed in class. Each student nust wear his or her student
ID at all times when on canpus. Use of cell phones/beepers is
not permtted. This includes all types, including headsets.

Pl ease turn off all cell phones before entering the classroom

Academ ¢ Honesty:

As stated in the college catalog, any student that plagiarizes
or i s caught cheating on any assignnent in a course wll
receive a zero for that assignnment. The docunmentation wll be
coll ected and reported to the Vice-President for Student
Services. Each student is required to do their own work and
not assi st another student with any assignments.

Cl assroom Eti quette:

An integral part of an education is devel oping a sense of
integrity and responsibility toward faculty and ot her
students. Arriving late to class, being unprepared,

i nappropriate talking while class is in session, using cel
phones, etc., negatively reflects on you and your fellow
students. Please be considerate to them and mature in you
behavior. Profanity will not be tolerated in the classroom or
outside the classroom No hats are allowed to be worn in the
classroont this goes for male and fenmal e students.

Dr ops/ Wt hdr awal s:

In the event a student m sses nore than the allowabl e
absences, he/she will be dropped by the Instructor, who wll
conplete a Drop/ Add Form wth a grade of "F". [If the student
w shes to withdraw fromthe class, the student nust conplete a
Drop/ Add Form Drop/Add Fornms can be found in the Student
Devel opment Office of the College. The student will receive a
grade of "W if the work conpleted to date is acceptable; a



grade of "WF" wi |

be assigned if the work is unacceptable. A student will only
receive the grades of "W or "W" if they, the student,
conpl ete the Drop/ Add Form

| nconpl et es:

Students should renenmber that they will not automatically be
given an Inconplete for the course if they do not conplete the
requi red assignnents. An Inconplete is left entirely up to the
di scretion of the instructor.

El ectronic Devices in Classroons:

To minimze classroom di sruptions and to protect the integrity
of testing, activated el ectronic conmunication devices such as
pagers, telephones are not permtted in classroons at NETC.
The only exception is for on-call emergency personnel (police,
fire, EMS); these students are required to notify the
instructor of their need for such devices with docunmentation
verifying enploynment. This information nust be provided at

t he beginning of the termor at the beginning of each
appl i cabl e cl ass session. On-call energency personnel may not
| eave a test, communicate with these devices and return to
conplete the test. In this situation, the student will be
required to nmake arrangenents for re-testing.

Disabilities Statenent:

Students with disabilities are encouraged to contact the Vice-
President for Student Services to discuss needs or concerns as
t hey pursue an academ c program and participate in canpus
life. The Vice-President for Student Services will provide
gui dance regarding official docunentation of disabilities

and/ or acconmpdati on of needs. (See Col |l ege Catal og, page 14).



