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GATEWAY TECHNICAL COLLEGE

2009/2010 ACADEMIC CALENDAR

Fall 2009 (September 9 through December 22)

September 7 Labor Day Holiday - College Closed

September 8 In-service — No Classes

September 9 First Day of Fall Session

October 21 Employee Professional Development Day — No Classes

November 26-29

Thanksgiving Break - College Closed

December 22

Last Day of Fall Session

December 23

In-service — No Classes

December 24 — January 3

Christmas Break - College Closed

Spring 2010 (January 20 through May 11)

January 18 Martin Luther King, Jr. Day — No Classes
January 19 In-service — No Classes

January 20 First Day of Spring Session

March 3 In-service — No Classes

March 15-19 Spring Break — No Classes

April 2-5 Easter Break - College Closed

May 11 Last Day of Spring Session

May 12 In-service — No Classes

May 18

Graduation



















GATEWAY VISION AND MISSION STATEMENTS

COLLEGE VISION

We are the community technical college of choice for academic achievement, occupational
advancement, and personal development.

COLLEGE MISSION

We collaborate to ensure economic growth and viability by providing education, training,

leadership, and technological resources to meet the changing needs of students, employers,
and communities.

STUDENT SUCCESS VISION AND MISSION STATEMENTS

STUDENT SUCCESS VISION

The Office of Student Success plays an integral part in the education and well-being of our
students by helping to create a campus climate that fosters the educational and personal growth
and success of our students. Our aim is to have every Gateway student feel ‘connected’ to
the College, and to have every student’s Gateway Experience be a positive one. We strive for
continuous quality improvement.

STUDENT SUCCESS MISSION

The Office of Student Success’s roles are to help students realize their educational goals and
feel good about learning by working to remove barriers (institutional or cultural); student
advocacy; direct service; collaboration with campus administration; aggressive recruitment
and retention strategies; and developing campus activities, all in creative and innovative ways.

CORE ABILITIES

PHILOSOPHY OF CORE ABILITIES

We believe students need both technical knowledge and skills and core abilities in order to
succeed in careers and in life. Our nine (9) core abilities are the general attitudes and skills
essential for every successful graduate. Our faculty promotes the development of these core
abilities through learning experiences in all Gateway Technical College courses. We continually
assess our students’ learning in these areas to improve the general component of a Gateway
Technical College education.

1. Actresponsibly.

Communicate clearly and effectively.

Demonstrate essential computer skills.

Demonstrate essential mathematical skills.

Develop job-seeking skills.

Respect self and others as members of a diverse society.
Think critically and creatively.

Work cooperatively.

Value learning.

© 0N oA~

ATENCION
Si usted necesita asistencia en Espanol, por favor de llamar a:
* Cynthia Beltran, Kenosha, telefono, 262-564-2976
¢ Rosalva Santana, Racine, telefono, 262-619-6612
* Andrea Holdorf, Elkhorn/Burlington, telefono, 262-741-8442
Gateway es un empleador; programa, y educator con derechos/opportunidades iguales.
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ACCREDITATION

All Gateway campuses are fully accredited by the Higher Learning Commission of the North
Central Association of Colleges and Schools. The Wisconsin Technical College System
Board has accredited Gateway as a self-disciplining district. Associate of Applied Science
degrees, technical diplomas, advanced technical certificates, and Adult High School diplomas
are granted.

ACCREDITED
The Higher Learning Commission
MEMBER
he

igher Learning MA North Central
ommission Association
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For more information: www.ncahlc.org

b

~
o
<
=
=
(=]
-
<
-
w
L
<
-
<
%
=
-
(=]

ALTERATION AND/OR UNAUTHORIZED USE PROHIBITED.

ACADEMIC YEAR

Gateway’s academic year is made up of three 15-week semesters with specified vacation
periods. Individual programs may schedule courses within one, two (usually fall and spring), or
all three of these semesters. Fall semester begins in September and ends in December. Spring
semester begins in January and ends in May. Summer semester begins in May and ends in
August. Most courses are scheduled for the full length of the semester.

12



WHERE TO GO FOR INFORMATION

ABE/GED®/HSED/AHS/ELL ......cccvviiiiiiieicinceeee Adult Learning Center
AcademiC COUNSEION ..o Student Services
AAMISSIONS. ...ttt Student Services
AUiting @ COUISE ....oveviiviieerieisie e Student Services
Blackboard Student Support 262-564-3202 - Distance Learning
B0OKS and SUPPIIES......covriiiiecieert e Follett Bookstore
Career PIanning.......ocoeovieieinieieneeeese e Student Services
Emergency ClOSING ........cccovvirieiininiieeinsceseeeeeies 1-800-353-3152 or 262-564-2900
Credit for Prior Learning ..........cccecevvmvennneiennnsennennenns Student Services
Drop/Add @ Course .........cceeiiiiiiiiiiicree s Student Services
Emergencies/Accidents/Injury:

Elkhorn/Burlington ........ccccoeviviiiiniinnic, 741-8208 or 9-911

Kenosha 564-2208 or 9-911

RACINE ..o 619-6208 or 9-911
FinancCial Aid.........cccoeiiiiiiieceee e Student Services
Graduation AppliCation..........ccoveirrneiirccee e Student Services
Graduation/Program Requirements ............cc.ccooovrcevnnrene. Student Services
Job Seeking SKillS.........ccoiiiiiiiii e Student Services
Online Student SErVICES.......ccouvieeriririeiririeeie e My Gateway / Student Services
Payment of Tuition and Fees.........c.cocvvvrreeiennccrinnees Student Services
Placement Testing Student Services
REQISIIAtION ..o Student Services
SChOIArShIPS .....veveiiiiccce e www.gtc.edu/scholarships
Special NEEUS........ocveiircice e Student Services
StUAENt ACHIVITIES ... Student Activities Coordinator
Student EMpIOYMENT.........cciiiiieierinee e Student Services
TIANSCIIPES. .ottt Student Services
Transfer Credit. ... Student Services
TULOMING ettt Academic Support Center
WEDAGVISOT ...ttt My Gateway
WIthdrawal ...........ccooviiiiiiiee e Student Services
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PHONE NUMBERS TO KNOW

Burlington Center

General INfOrMALION........cveceiie ettt tee e e e e eres 767-5200
SEUABNT SEIVICES....eiveiviieieieie ettt ettt s b e b et rt et e st e s b e sbesbesaeebeereeee e ns 767-5300
AdUlt Learning CoNTEN ......cuiviiieiiiiee ettt re s 767-5090

Elkhorn Campus

General INFOrMALION ..........ceiiieiee et 741-8200
STUAENT SEIVICES......eviiiiiicitiiieic bbb 741-8300
AdUIt LEArNING CENTET ....c.cvivieiiriereereeieeses e 741-8184
ACAAEMIC SUPPOIE CONTEN ...ttt ettt 741-8020
Student COMPULET Lab ......c.eiiiieieiiieieeree e 741-8600
Student Government ASSOCIALION. .........cvriveeiiieeiree s 741-8082

Kenosha Campus

General INFOrMALION ..........ceiiieii s 564-2200
SHUAENT SEIVICES ...ttt ettt sa st beseens 564-2300
AdUIt LEArNiNg CENTET .......vvveeiiiiereirceerese e 564-2796
ACAdEMIC SUPPOIE CONTEN ......uieeieieiieeiesie ettt 564-2006
Student COMPULET Lab .....c.ocvoiiiiiiciiccese e 564-2800
Student GovernmMent ASSOCIAtION. .........ccvieiiirieierieieee e eens 564-2792

Racine Campus

General INfOrmMatioN.........cccceviiiiciiece s 619-6200
SHUAENT SEIVICES ...eveviitiieiecie ettt ettt sttt e st beseens 619-6300
AdUlt Learning CONTEN ........couiuiieiiiieee sttt ettt sre e 619-6218
ACAAEMIC SUPPOIT CONTEN ...ttt 619-6216
Student COMPULET Lab .....cvcviiciiiicicieeesee e 619-6600
Student GovernmMent ASSOCIAtION. .........ccvieiiirieerieieee e 619-6116
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SECTION |

STUDENT SERVICES & STUDENT ACTIVITIES

ACADEMIC SUPPORT CENTERS

The tutoring services are designed to give individualized attention to students who are experi-
encing difficulty in specific course work. Additional help on a one to-one basis is provided to
enable you to better understand the topics presented in class. Study skills assistance is available
in many areas: time management, memory and concentration, taking notes, using a textbook,
test taking, etc. Computers are also available for student use. At Burlington, academic support
is provided in the Adult Learning Center.

Other campus Academic Support Centers are located as follows:
Room N211-- Elkhorn Campus, 262-741-8020

Room A128 -- Kenosha Campus, 262-564-2006

Room L014 -- Lake Building, Racine Campus, 262-619-6216

ADULT LEARNING CENTERS

The Gateway Adult Learning Centers offer classes and individualized instruction in basic skills,
GED® and Wisconsin High School Equivalency Diploma preparation, career exploration,
and academic preparation for entry into a technical program. Academic counseling services
are provided. These services are free of charge to individuals who are considered Wisconsin
residents as defined by Wisconsin Administrative Code. Out-of-state fees apply to those who
are not considered Wisconsin residents as defined by the code.

Room 123 -- Burlington Center Adult Learning Center, 262-767-5090

Room 102 -- Elkhorn Campus Adult Learning Center, 262- 741-8184

Room A117 -- Kenosha Campus Adult Learning Center, 262- 564-2796

Room 213-215 Racine Bldg. -- Racine Campus Adult Learning Center, 262- 619-6218

FOLLETT BOOKSTORE
Books and Materials

Textbooks, notebooks, paper, pencils, drawing materials, and other supplies required for a
program are available at the bookstores on each campus. While it is not mandatory to do so,
students may find it advantageous and convenient to purchase the necessary supplies from
the Follett Bookstore at each campus. Students may also purchase course materials online
using www.efollett.com.

Bookstore Refund Policy

New or used textbooks may be returned for refund or exchange within seven (7) calendar days
from the start of class. Short-term and interim classes have two (2) calendar days from start
of class for refund or exchange provided:

* Books are in purchased condition; shrink wrapped materials and sealed disks or CDs must
not be opened.

* Dated cash register receipt is required.
* Books need to be returned to bookstore where purchased.

If your text is not refundable, it may be eligible for Buy Back. Follett Bookstore buys back
texts everyday, although the best value is usually at the end of each semester. All other store
purchases may be returned for refund or exchange within seven (7) calendar days, provided
they are in purchased condition and with dated cash register receipt. (Special orders may require
payment at time of order and are not eligible for refund.)
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For book store hours and information contact the book store on campus at the number listed
or visit www.gtc.edu/bookstore.

Elkhorn — 262-741-8108
Racine — 262-619-6866
Kenosha — 262-564-2246

BULLETIN BOARDS, POSTERS, AND CAMPUS TV SYSTEM

The Campus TV System, information posters, and bulletin boards will keep students informed
of various happenings on campus and in the community. Keep this in mind for promoting club
sales or events. It is necessary to obtain permission from the office of the dean of campus
affairs before posting material on campus. In order to keep bulletin boards and information
posters current, any outdated information will be removed.

FOOD SERVICE
The Elkhorn, Racine and Kenosha campuses as well as Burlington Center all have food service
in the student commons. Private companies run the service at all but the Racine Campus,
where members of the Culinary Arts program make the meals. Beverages and food are also
offered at Café 91.1, located in the Center for Bioscience and Information Technology on the
Kenosha Campus.

CAREER PLANNING

If you are unsure what program you would like to pursue, help is available from a career
counselor. You may choose an individual career counseling session or you may choose group
career counseling in the form of a Career Planning Workshop. Interest testing is available
and is designed to help determine where your interests lie and then try to align your interests
with Gateway programs. For more information or to schedule an appointment contact Student
Services or visit www.gtc.edu/counseling.

COMPUTER LABS

There are computer labs on each campus. Each computer lab is equipped with computers
that have software to support Gateway program curriculum and have access to the Internet.
Every currently enrolled student has access to the computer labs. Open computer lab hours
are posted outside each lab.

COMPUTER SOFTWARE

Students may purchase discounted software through the Wisconsin Integrated Software
Catalog at www.wisc.edu/wisc, select “Gateway” in the WTCS Students drop-down box;
read and agree to licensing terms; and fill out the online order form. Pay by credit card and
receive your order fast. You can also order and pay by mail. Shipping included. Information
is also available in Student Services. Reproducing computer software without authorization
violates the U.S. copyright laws. It is a federal offense. The money paid for a software product
represents a license fee for the use of one copy. It does not represent an authorization to copy.
Civil damages for unauthorized software copying may be imposed.

DEAF/HARD OF HEARING SERVICES

Gateway Technical College provides services to Deaf and Hard of Hearing individuals.
Educational support services include interpreters, tutorial services, note taking, and other
support to enable a student to obtain equal access to the College. All campus locations are
accessible via TTY.

Questions relative to the provision of support services to Deaf/Hard of Hearing students can
be referred to the Deaf/Hard of Hearing services on each campus. All campus locations are
accessible via TTY - Elkhorn (262) 741-8492 (TTY only) or via VP; Kenosha (262) 564-2564
(voice), Kenosha (262) 564-2206 TTY; and Racine (262) 619-6546 (voice), Racine (262)
619-6206 TTY.

Leslie Utech, Racine & Kenosha utechl@gtc.edu
Alyson Urdahl, Elkhorn & Burlington urdahla@gtc.edu
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MEDICAL COVERAGE

Student health insurance is available at minimal cost. Information concerning student insurance
cost and coverage is provided through brochures available at the Student Services. All students
are expected to have adequate health insurance coverage.

If a student is injured on Gateway premises, medical insurance coverage is only available if
the injury is deemed a direct result of negligence on the part of Gateway and/or its employees
or agents, and said negligence is the primary cause of the injury.

HOUSING

Gateway does not have dormitory facilities for students. Itisa student’s responsibility to arrange
for room and board if they will be living away from home. Students moving into local housing
are advised to register their address with the Student Services office on the campus they attend.

LIBRARY

Libraries are located on the Elkhorn, Kenosha, and Racine campuses. Students have access
through an online catalog to over 50,000 print, electronic, and audiovisual materials; audiovisual
and computer equipment; and electronic periodical databases. Distance education students
and students studying at home can access the library’s online catalog, electronic databases,
and selected world wide web resources through the Library section of the Gateway Technical
College homepage (www.gtc.edu) and through the Library tab in Blackboard available after
login. Students are able to request materials from other campuses or other libraries in person
or via e-mail. The library staff is available to explain the extensive services and resources that
are available. Users are reminded that abuse of library borrowing privileges or other library
policies may result in revocation of patron’s borrower card and/or use of library facilities and
services. Library hours of operation, policies, and extensive list of services offered are posted
on their webpage: http:/www.gtc.edu/library

LOCKERS

Lockers are available on the Kenosha and Elkhorn campuses for students who would like
the convenience of storing coats, books, and materials while on campus. Students can get
information on lockers from Student Services. Students should use their own lock. Locks and
contents not belonging to the individual assigned to the locker will be removed. Lockers will
be cleared out after the end of the semester and their contents destroyed. The College reserves
the right to search or inspect lockers at any time.

LOST AND FOUND

Students who have lost or found something should contact Lost and Found which is located in
Room 111 Building Services Office in Elkhorn and Student Services in Burlington, Kenosha
and Racine.

ONLINE STUDENT SERVICES — “MY GATEWAY”
My Gateway Password

My Gateway password is the single password that you will use to log in to your WebAdvisor
account, to access your Blackboard classes, to use your Gateway student e-mail, and to sign
on to the Gateway Wireless Network. Even though the same password is used, you have to
log in to each online service individually.

Getting your My Gateway password:
Your My Gateway password with be assigned to you by Student Services either in-person
during registration or electronically through the WebAdvisor system. In addition, you may

request a new or replacement My Gateway password through WebAdvisor’s “What’s My
Password?” link.
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Setting your security question:

You will use your WebAdvisor account to access or change your My Gateway password. To
confirm your identity online or over the phone, Gateway uses a security feature in WebAdvisor
called the “security question.” Make sure you have set up your security question in WebAdvisor.

Log in to WebAdvisor.

Click on the Student menu option.

Click on the Update Personal Information menu option.
Review mailing address and update if necessary.

Scroll down to “What is the Security Question.”

Select a security question form the drop down list and provide an answer. (Remember
your answer — it will be used to reset your password.)

Forgot your security question answer? You can receive a new password via mail or by going
to Student Services and using a picture 1.D.

Blackboard

Blackboard is your web-based hub for course information such as syllabi, handouts, assign-
ments, interactive discussion boards, and online tests. Blackboard use varies by program,
course, and instructor. If you are enrolled in an online class, all of your course content will
be accessed through your Blackboard account. In addition, many instructors will add material
to Blackboard to complement their on-campus classes. Be sure to find out how Blackboard
will be used in your classes.

If you have an online course, this is your link to Gateway and that course:

1. Using the Internet, enter the Web site address of www.gtc.edu or directly at
http://gtc.blackboard.com

Username: Enter your own Gateway assigned seven-digit student ID number.

Password: Enter you’re My Gateway password, the same password you use for your
e-mail, Blackboard, and WebAdvisor.

2. Click “LOG IN”
Questions about Blackboard? 262-564-3202 or distancelearning@gtc.edu
Student E-mail

Student e-mail gives you another link to Gateway, a place where you can also save homework
assignments and then retrieve from anywhere with Internet access.

Look for your Gateway e-mail address on your class schedule. Student e-mail guidelines are
covered in this handbook under “Computer, Networking, and Information Resources”.

1. Youwill need your student ID number and your assigned e-mail address. Bothare  listed
on your class schedule.

2. Go to http://mail.gtc.edu
3. Fillin the login screen.
User name: Enter your Gateway student ID number.

Password: Enter your My Gateway password, the same password you use for your e-mail,
Blackboard, and WebAdvisor.

Questions on student e-mail? Contact Betty Altenburg at 262-564-2972

ok wpdpE
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WebAdyvisor

WebAdvisor is an online service used by students to search and register for classes, track
financial aid, print class schedules, access grades and transcripts, and keep personal information
up-to-date.

Accessing WebAdvisor

1. Using the Internet, enter Gateway’s Web site address of www.gtc.edu and click on the Web
Advisor icon, or visit the direct link at http://webadvisor.gtc.edu.

2. Click on “LOG IN”
« User identification: Enter your own Gateway-assigned seven-digit student ID number.
» Forget your student ID number? Click on “What’s My User ID?”

Then enter your last name, Social Security number, and birth date. Click on “submit.”
WebAdvisor will return your student ID number.

« Password: Enter your My Gateway password, the same password you use for your e-mail,
Blackboard, and WebAdvisor. For the first-time user, enter the password you received from
Student Services.

3. Click on “Submit.”

4. Click on “Students” to get to the menu for such things as checking grades, registering,
payment, and updating your personal information.

5. When you’re finished, make sure to “log out.”
Questions about WebAdvisor? Use “Contact Us” on the WebAdvisor site
Wireless Computer Information

Gateway offers all students free access to its own network and the Internet. To connect, use
the appropriate set of instructions to connect to “GatewayTC.”

Windows XP

1. Right-click on the wireless network icon located in the System Tray and select “View
Wireless Networks.”

2. Select the GatewayTC wireless network and click [Connect].
3. Open Internet Explorer and sign on using your Gateway login.
Windows Vista

1. Right-click on the wireless network icon located in the System Tray and select “View
Wireless Networks.”

2. Select the GatewayTC wireless network and click [Connect].

3. Click Connect Anyway.

4. Open Internet Explorer and sign on using your Gateway login.

Mac OS X

1. Click on the Wireless icon in the top right corner of your screen and select the GatewayTC
wireless network.

2. Open Safari and sign on using your Gateway login.

PARKING

All cars parked in a Gateway school parking lot are required to have a parking permit clearly
posted in the designated position on the vehicle. Permits are free and can be obtained from
Student Services. Lighted parking is available on all campuses. Vehicles should be locked and
students should avoid keeping valuables in unattended cars. Students are cautioned against
parking in unauthorized areas as their cars will be ticketed or towed. Specifically designated
parking areas have been reserved for disabled individuals. Only those with a special permit
available from the Wisconsin Motor Vehicle Department are allowed to park in these areas.
All others will be ticketed and fined by the local police department.
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Enforcement

1. Campus Security shall enforce all College parking regulations and applicable state parking
regulations and laws.

2. Parking fines shall be assessed for each violation as follows:
a. Handicapped space use violation: $100 (issued by the city Police Department)
b. Improper parking: $10

3. Parking ticket fines shall be paid at the Registration/Cashier’s window. Outstanding student
parking fines will be assessed to the student’s account.

4. Names of College employees who violate the parking policy will be submitted to their
supervisor for counseling.

5. Vehicles may be towed at the owner’s expense for the following reasons:
a. Abandoned/disabled vehicles
b. Illegal parking including unauthorized use of a handicapped space or reserved space.

Appeal Process
Student and staff may appeal a citation through the student due process or staff grievance
procedures.

SPECIAL NEEDS

In accordance with the Americans with Disabilities Act of 1990 (ADA) and Section 504 of
the Rehabilitation Act of 1973, Special Needs staff members provide a full range of support
services/reasonable accommodations at the request of learners with documented disabilities to
give them equal access to learning opportunities at Gateway Technical College in order to reach
their educational goals. Anyone wishing special accommodations or program accessibility for
students with disabilities should contact the Transition and Special Needs Counselor at (262)
564-2320 for appointments in Elkhorn and Kenosha; for appointments in Racine and Burlington,
call (262) 619-6586.

STUDENT ACTIVITIES

Avariety of student activities and events are planned during the academic year on all campuses
through the Student Activities coordinator, Student Government Association, as well as other
staff members of the Student Success department. Events such as musical entertainment,
comedians, awards ceremonies, trips, graduation, and multicultural events are planned for
students, faculty, and staff to ensure a more enjoyable college experience. Most activities
and events are held during the day in the Student Commons area of the campuses. For more
information on student activities and events, please contact the Student Activities coordinator
at 262-564-2992 or visit www.gtc.edu/studentactivities.

Star Ambassadors

The Star Ambassador Awards program is designed to acknowledge deserving students based on
their occupational competence, personal goals, enthusiasm for technical education, outstanding
character, positive attitude, leadership, communication skills, and self-confidence. In order to
be nominated as a Star Ambassador, nominees must be accepted and enrolled in a technical
diploma or an associate degree program and must have completed at least one semester at
Gateway. Nominees are then required to put together a presentation that is judged by a panel of
three. Awinner is selected from Kenosha, Racine, and Elkhorn to represent their campus as the
Campus Star Ambassador. A District Star Ambassador is selected from the three Campus Star
Ambassadors to represent Gateway in Madison as well as around the state. The competition
is held annually. Application and information at www.gtc.edu/starambassadors.

Gateway Student Ambassadors

Gateway Student Ambassadors are current Gateway students, employed to assist the Student
Success and Marketing teams in the College’s marketing and recruitment efforts. The primary
duties include providing campus and program tours, assisting new students, and staffing
information booths and tables at various fairs, home expos, and other marketing and recruitment
events for the College. Application and information at www.gtc.edu/studentambassadors.
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STUDENT ORGANIZATIONS AND CLUBS

Your participation in College organizations is encouraged. Many groups have state and national
affiliation. Club meetings are scheduled periodically throughout the semester to provide meeting
times during the academic day. Each club must have a faculty/staff advisor. Club social, civic,
and service projects foster a broadened appreciation of experiences outside of the Gateway
classroom and can result in your personal development. Future employers recognize the value
of club participation in identifying leadership potential. Clubs and other student organizations
receive many advantages and conveniences provided by the College. These include the use of
College facilities at no charge for social activities, meetings, and fund-raisers. Club checking
account services are provided at no charge, and District Activity Advisory Board (DAAB)
funds are made available upon request to support club activities. For additional information
on the clubs listed visit www.gtc.edu/clubs.

Kenosha Campus Advisor/Advisors
AITP (Assoc. of Infor. Tech.Professionals............ccccccveviiinieiiieisenc e Allen Pearson
AIPNA Beta HOMTUS. ... Kate Field
WVBIAING -ttt Ben McFarland
Chi OmMega Phi (COP) ..ottt Raul Terriquez
SAIFD (FIOral DESIGN) ..c.cvevieeiieereiirieee s Jane Edwards
DECA/GMMAL.....cooiiitiittiiie et Ed Grochowski
NSLS/Sigma AIPha Pi.....ccoiueiiiiieiiiriceisee e Terry Simmons
Iota Delta Kappa (IDK/ASID) ......ccooiiiiiiieirieee s Nancy Williams
Phi Theta Kappa.......cooo i Dr. Bernard O’Connell
HOSA/SUIZICal TECH.....viviiiiieieiiiricieer e Ted Lupella
GTC = GraphiX c.ccueieeeeeisisreienes e Robbie Suhr
S A bbbt Karen Simpson
SPARGCS .. Richard Wieland
Physical Therapist ASSIStant (PTA).....ccoieerirrieineeese e Peggy Thomas
SKIlIS USA..... e William Fell
SNA = SEUABNE NUFSES ..ottt Marie Michaels
Gazette — StUdent NEWSPAPEE .......cviveirieeie et Kathy Nordhaus
English Language Learner (ELL) .......cccooeiiiiiiieniineneescseee e Ginger Karaway
LAAP e Sandy Weber
AVIALION CIUD ... Mike Bogdan
Racine Campus Advisor/Advisors
Gateway Amateur Radio CIUD ...........oceiiiiiiie e Pat Hoppe
Gateway Optimist International Student Club.........cocooiiieiiiiiiicee, Stella Young
CAMPUS OASIS ...ttt John Gauthier
SKills USA/SME ..ottt Merlin Cayemberg
AITP Assoc. of Infor.Tech. Professionals ..o Tom Kressin
KOSMBLIGUE ...ttt Janice Boeck
ACCOUNEING CIUD .. Linda McGee
CETA Civil Engineering TECh ASSOC.........ccueieiurreeereesieseeesie et see e Steve Whitmoyer
MEICAI ASSISTANT ...t Jan Lehrmann
SG A e Jackie Schildhouse
GMMA/DECA ...t e John Gauthier
EIECtroNiCS ClUD ..ot Randy Reusser
HOSA/HUMAN SETVICES 1.evviviiiniiiiieiiiiisiestesie sttt st see st sie e sieesesssensens Deb Reinemann
Gazette — STUAENT NEWSPAPE .......cuiieeeieieeeie ettt ettt st ae et s et seebesbeneanan



SACTEH HOOP ...ttt bbbt e b sre e b e Janet Days

GraphiC DESIGNETS. ..ot Sue Hanneman
Gateway Fire STUAENES .......cciiiiiieieiieieiese ettt John Dahms
SKills USA/ENGINEETING.....c.eiveuiiiireiiitiieiesiei sttt Pat Hoppe
CUNNANY ATTS ..t Susanna Elrod
Elkhorn Campus Advisor/Advisors
GAAP/Accounting.......... Jef Halverson

The STENt CONNECLION. ......c.viriireiree e Mary Mair

GCPU .. s Paul Nelson
SGA bbb Denise Schneider
BPA BUSINESS Professionals............coevorieiinneinceesce s Tina Cipriano
Robotic Welders.................. TP TSP Scott Rohde
HOSA/Medical Assistant Robert Formanek
Gazette — StUAENt NEWSPAPET ......ccvvireiiirreieirsieree e Dale Reich
Chi OmMega Phi (COP) .....ceiiiiirieestere e Michelle Barnes
GTC GraphiC DESIGNEIS......cciveirieiiriieiesieieesiee sttt snens Michelle DeVorse
GEOCACHING . Ken Haling
GTC ENVIFONMENTAL......coiiiiiiiciiitiieieeesee e Ken Haling

Tina Cipriano
Burlington Center Advisor/Advisors
INErNAtioNAl ESL ..ot Kathy Saunders
Radiologic TEChNOIOGISTS ... ...cviviviiirieieii s Sue Herrmann
] C A OSSOSO Gerry Millette

Student Nurses Association (SNA)
District Activity Advisory Board

The District Activity Advisory Board (DAAB) oversees the disbursement of funds derived
from student activity fees. The board consists of eleven members appointed by the College
President. The DAAB consists of three administrators, four faculty members, and four students.
The DAAB prepares an annual budget that is submitted to the College President for approval.
Fundable activities include, but are not limited to, Student Government, student newspaper,
student club activities, Student Success activities, food services, advisor expenses, cultural
activities, and instructional activities. The DAAB may not expend any funds for the purchase
and/or distribution of alcoholic beverages. To request DAAB funds, contact the Student
Activities coordinator at 262-564-2992.

Phi Theta Kappa (PTK) — Scholastic Honorary Fraternity

All Gateway students have the opportunity to earn scholastic recognition through membership
in Phi Theta Kappa, the honors society for two-year colleges. The PTK member becomes part
of the international organization that offers national scholarships. To be eligible for membership,
a student must be currently enrolled in an associate degree program and have earned 12 or
more credits with a grade point average of 3.75 or higher.

Student Government Association

The Student Government Association (SGA) is the one encompassing legal body representative
of the student population. It provides students with opportunities to learn leadership skills.
Each campus has its own student government. Officers of Student Government are elected
by the student body. This organization is an advisory body, working with students, faculty,
and administration on the social, educational, and cultural aspects of college citizenship, and
for the betterment of the campus. The Student Government Association underwrites many
special events planned for students. Student Government Association is open to all students.
For additional information visit www.gtc.edu/studentactivities.

Marianne Douglas
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Student Newspaper

The Gateway student newspaper, Gateway Gazette, is published eight times each year. It is a
combined effort of staff on the three campuses. Working on the paper is a good way to meet
other students and become involved with Gateway. Reporters, photographers, and typists
with or without experience are always welcome. For meeting dates and information visit
www.gtc.edu/studentactivities.

STUDENT DISCOUNT PROGRAM

Gateway has partnered with Student Savings Club to offer a student discount program to our
staff and students. Students can receive a variety of discounts at area businesses across the
district simply by showing their Student ID Card. Visit www.studentsavingsclub.com and find
a complete list of participating businesses in our district.

STUDENT EMPLOYMENT SERVICES (SES)

SES is dedicated to teaching you the skills necessary to find employment during the academic
year and after you graduate. This office has access to a wide variety of job opportunities from
local and nationwide employers. Notices of job openings are posted on Wisconsin TechConnect,
an internet-accessible database specially developed for the Wisconsin Technical College System.

TechConnect is located at http://vorlon.gtc.edu. To register and see job postings you much
email saeso@gtc.edu. You must be a current student or graduate to gain access to the system.
After registering you will automatically receive email with new job postings in your area for
up to six months. Upcoming job related events and activities are also listed at the website. Job
notices can also be found on bulletin boards near the Student Lounge on Racine and Elkhorn
Campuses and near the Testing center on the Kenosha Campus.

Students/graduates may upload their resumes to www.resumematrix.com for employers to view.
Itis recommended that a counselor in student employment review your resume prior to posting.
Job Seeking Skills Workshops are offered in the spring semester to help with resume writing,
interviewing skills, and provide resources for obtaining labor market information.

There is a SES Counselor available on each campus to assist you, one-on-one, with your job
search activities. For more information or an appointment, please contact Student Services
or visit www.gtc.edu/counseling.

STUDENT ID CARDS

The Gateway photo ID card — GatewayCard — is the property of Gateway Technical College,
serving as the official form of College identification. The following applies:

*  All students and staff are required to have a GatewayCard.

* It must be carried at all times and presented to Gateway staff and/or security personnel
upon request.

» Failure to present a valid GatewayCard may result in a request to leave the premises.
* The GatewayCard is nontransferable.

* The GatewayCard may be confiscated and/or disciplinary action taken if presented by
someone else for use or altered in any way.

* All students in courses more than four (4) weeks in length must have a GatewayCard.
» Students in courses off-campus are not required to have a GatewayCard.

To report a lost or stolen GatewayCard, contact Student Services immediately. GatewayCards
that are damaged or defaced are no longer valid and must be replaced. There is no charge for
your initial card. To replace a lost or stolen card, there is a charge of $5.00. Each year students
are required to update their card by obtaining a new sticker from Student Services.

25



VISITORS, GUEST SPEAKERS, AND CHILDREN ON CAMPUS

Visitors and guest speakers shall be permitted to visit classes offered by the Gateway District
with prior consent of the instructor. Consent and permission for visitors will be granted only
for the purpose of becoming knowledgeable about a course or oriented to the educational
mission of the Gateway District. Students are not allowed to bring a child or children to a
class. Furthermore, students, visitors, or guest speakers are prohibited from leaving a child
under the age of sixteen (16) years unattended in Gateway District facilities unless the child is
enrolled in a class or program. Greater restrictions may apply in computer labs, Manufacturing
& Engineering program labs, and other areas of the College that may be restricted to students
only or are unsafe. Childcare services are available on the Kenosha and Racine campuses.

WEATHER CLOSINGS

In case of bad weather, do not assume that classes are canceled. More than likely, Gateway
classes will be held as scheduled. Information on campus closings is available via recording by
calling 1-800-353-3152 or online at www.gtc.edu. During bad weather conditions, students
are encouraged to use their own judgment in regard to distance, safety, and road conditions.

Each campus is closed on an individual basis, depending on each county’s weather and road
conditions.

Classes Cancelled means no classes will be held, but buildings are open/staff to remain or
report to work stations.

Campus Closed means the buildings are closed.

Building Emergency means building(s) evacuated, return or dismissal determined by campus
dean or designee.

Students can also listen to Gateway’s radio station WGTD 91.1 FM or other local radio and
television stations for updated information. These stations are notified as early as possible about
any Gateway campus closings; however, delays may occur due to volume of notices received.
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SECTION Il

ADMISSIONS

The Gateway District provides an equitable, systematic process for admitting individuals which
is consistent with Chapters 38 and 118 of the Wisconsin Statutes and TCS 10 of the Wisconsin
Administrative Code that govern the Wisconsin Technical College System. Applications and
related materials are reviewed on a first-come, first-served basis.

The laws pertaining to Family Educational Rights and Privacy Act rights (FERPA) begin at
the time an application is submitted. A student is defined as one who has been accepted to a
program and/or enrolled in a course.

STUDENT TYPES
Declared Students
Individuals who have applied to a specific postsecondary program or programs with the intent

of completing and graduating from the program(s). Application, application fee, placement
testing, and any other identified admission requirements must be completed for admission.

Undeclared Students

Individuals who are degree-seeking but are uncertain of their program choice. Application,
application fee, and placement testing are required prior to acceptance and taking courses.
Students who are accepted as undeclared are not eligible for financial aid.

Special Students

Individuals who want to attend Gateway courses with no intention of completing a program. These
individuals may complete up to twelve (12) credits in courses which do not have prerequisites
without the submission of an application or placement testing. Students with this status may not
enroll until the open registration window and must also have all prerequisites completed. Students
wanting to complete more than twelve credits must apply to be a Nondegree-Seeking Student.

Nondegree-Seeking Students

Individuals who are nondegree-seeking but who wish to complete more than twelve (12) credits.
Nondegree-seeking students must submit a completed application but are not required to pay
an application fee or take the placement test. Students with this status may not enroll until the
open registration window and must also have all prerequisites completed.

ADMISSION INTO POSTSECONDARY EDUCATIONAL PROGRAMS
To be accepted to an Associate Degree or Technical Diploma program, applicants must:

1. Submit a completed Application for Admission and submit appropriate application fee, if
required.

2. Submit documentation as required by the program. Examples may be, but are not limited
to, official high school or GED transcripts, a Background Information Disclosure, or
verification of other certification.

3. Take Gateway’s placement test.
To be accepted to an Advanced Technical Certificate (ATC) program, applicants must:
1. Submit a completed Application for Admission; there is no application fee.

2. Submit official postsecondary transcripts verifying completion of a related Associated
Degree or Equivalent.

3. Other documentation that may be required by the ATC.

Applications that are incomplete on August 15 for Summer start, November 15 for Fall start,

or March 15 for Spring start terms will be deactivated if the applicant is not attending or has

not submitted any new requirements within the last 30 days. Those wishing to reenter the

program will need to reapply.

Applicants that have attended Gateway Technical College in the past and are returning may
be required to submit new admission materials to be accepted.
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ACCEPTANCE STATUS
Full Acceptance Status

For individuals who have met all program admission requirements, and for whom remediation
is not required based on placement test results.

Remedial Acceptance Status

For individuals who have met all program admission requirements and for whom placement
scores indicate remediation is required.

Conditional Acceptance Status

For individuals who are required to verify high school or GED graduation for admission to their
program. A conditional acceptance may apply for students in the last semester of their high
school program or the last half of their GED testing (passed 3 of 5 GED tests). To be accepted
conditionally, all other admission requirements for the program must be met. Conditionally
accepted students may register with newly accepted students for their first semester at Gateway.
The receipt of official verification of the secondary credential or equivalent must be met prior
to the start of the student’s second semester.

Official date of program acceptance is the date Admissions receives official transcripts
verifying high school or GED completion. Students accepted conditionally are not eligible for
financial aid until the semester following the date Gateway has received official verification
of completion of the secondary credential.

PLACEMENT TESTING

All individuals enrolling in Gateway’s postsecondary educational programs must take a
placement test to assist in their appropriate placement in course work.

In lieu of taking Gateway’s placement test, applicants may provide Gateway with American
College Testing (ACT), Scholastic Aptitude Testing (SAT), or Accuplacer results.

As ageneral rule, placement scores older than five years will not be accepted. Applicants who
have maintained their academic skills in reading, writing, and math through coursework, work
experience, etc. may consult with a Student Services counselor for an exception to retesting.

Placement testing may be waived, in whole or in part, if the applicant has completed college
coursework. Courses must have been completed within the last seven years, be in the specific
testing area/s, and the applicant must have earned a grade of C or better (2.0 on a 4.0 scale) in
the class/s. Applicants must submit official college transcripts to verify successful completion
of their coursework in order to waive the placement test/s.

Testing may not be required for those individuals who wish to take a few college courses or
supplement current knowledge. Placement testing will be required for courses with a placement
score prerequisite.

When testing individuals with special needs, reasonable accommodation will be provided
pursuant to state and federal regulations.

Note: Official transcripts are defined as transcripts sent directly to Gateway from the issuing
school. Transcripts may be hand-delivered by the student if the transcripts remain unopened
in the issuing school’s sealed envelope. All official transcripts must have the issuing school’s
raised seal and appropriate official’s signature to be accepted.

ADMISSION OF HIGH SCHOOL AGE STUDENTS
Compulsory Attendance for At Risk Students (118.15)

1. Achild who is sixteen (16) years of age or over and is defined as At Risk may be excused
by the school board from regular school attendance if the child and his or her parent or
legal guardian agrees, in writing, that the child will participate in a program or curriculum
modification leading to the child’s high school graduation.

2. Achild who is seventeen (17) years of age or over may be excused by the school board
from regular school attendance if the child and his or her parent or legal guardian agrees,
in writing, that the child will participate in a program leading to the child’s High School

- Equivalency Diploma (HSED).




3. Upon the child’s request, and with the written approval of parent or legal guardian, a child
seventeen (17) years or older shall be excused by the school board from regular attendance
if the child began a program leading to a High School Equivalency Diploma (HSED) in
a secured correctional facility, a secured child caring institution, detention facility, or a
county jail, and the parent or guardian agree that the child will continue to participate in the
HSED program. The child must have passed one of the five content areas of the General
Educational Development tests.

Voluntary Attendance of Youth Sixteen (16) Years or Older

Any child who is the age of sixteen (16) years or older is eligible to apply to a Gateway
postsecondary program if all of the following apply:

* Gateway agrees to admit the individual.

* The individual satisfies the other requirements for admission under s.38.22(1), Technical
College Admission Requirements.

* The individual has the written permission of his or her parents or legal guardian.

* The individual will not be attending Gateway during the hours of normal school day
established under .119.18(7) or 120.12(15).

* The attendance is not a fulfillment of the student’s compulsory school attendance require-
ment.

* The student attends at the regular tuition rate charged adult students.

* Individuals taking course(s) solely for Gateway program credit shall pay their own tuition
and fees, books, and other associated costs.

Home Schooled Students

Any pupil who is under a Home School agreement with the Wisconsin Department of Public
Instruction and requests educational services from Gateway shall first seek assistance from
the public school system. Home schooled students may attend Gateway at the regular tuition
rate charged adult students, provided the attendance is not a fulfillment of their Home School
attendance requirements.

Youth Options Program

Any public school pupil may enroll at Gateway for the purpose of taking one or more courses
if they satisfy the following:

1. The pupil has completed 10th grade.

The pupil is not defined as At Risk.

The pupil is not attending Gateway under section Compulsory Attendance.
The pupil has the written approval of the pupil’s parent or guardian.

The pupil has notified the school district of his or her intent to attend Gateway Technical
College as outlined in 118.55(7r).

The pupil shall be admitted in the Gateway course(s) if he or she meets the requirements and/
or prerequisites of the course, and if space is available only after admitting to the course all
individuals applying for admission to the course.

After Gateway admits the pupil, the secondary school board shall be notified in writing within
thirty (30) days after the course(s) begins. If the pupil is approved for high school and Gateway
program credit, Gateway shall charge the secondary school board the actual cost of resident
tuition, course fees, and books. The payment for Youth Options students with a disability attend-
ing Gateway shall be adjusted to reflect the cost of any special services required for the pupil.

SR A
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WITHDRAWAL OF INCOMPLETE APPLICATIONS

ADDING, CHANGING, OR WITHDRAWING FROM A PROGRAM

It is the student’s responsibility to notify the Admissions Office of any changes in program
of student and/or student information. Failure to notify the College of student information
changes could result in bypassing the student of important program information.

Students who wish to add, change, or withdraw from their programs must complete a Program
Add/Change/Withdrawal form and submit it to the Admissions Office. Forms are available
at www.gtc.edu/forms.

Students who are not enrolled for two consecutive academic years will be deactivated in their
program(s). To be reinstated, students must reapply to the program by completing a new
application at www.gtc.edu/forms. Applicants who are reapplying may be required to submit
new admission requirements to update their files in order to be reinstated. Their new date of
acceptance will be considered the official date of acceptance.

Note: Withdrawal from a program does not imply withdrawal from courses. See Student
Services staff for course withdrawal information.

READMISSION OF STUDENTS ACTIVATED FOR MILITARY SERVICE
Reentry into Program

Students who are forced to withdraw from their educational program to serve in the military
due to a national crisis shall be readmitted to the interrupted program.

HIGH DEMAND PROGRAMS/PETITIONING

Some programs have a greater number of students than available core course seats. For such
programs, Gateway Technical College utilizes a petition process where a post-admission,
second-tier process is used to select accepted students for upcoming core course seats. As
directed by TCS 10, students selected via the petition process are chosen based on Gateway
District residency, then Wisconsin nondistrict residency, followed by nonresidents, and the
application completion date. Applicants who change their minds regarding program enrollment
or have their application/program status deactivated and want to return to the program will
need to reapply and will be selected based on the later date, not the original date.

The time element prior to selection for and enrollment in core courses varies and is not predict-
able. See our website for further information about specific program petitioning: www.gtc.edu

Gateway must be informed of all address changes and changes for telephone or cell phone
numbers. If the College does not have updated information, the result could be program
deactivation or bypassing the student for openings in a program’s core courses, as well as
other program information.

RESIDENCY QUALIFICATIONS

Gateway determines whether students are eligible for in-state tuition and petition selection per
Administrative Code TCS 10.03. This policy is applicable to all courses whether credit, noncredit,
or Adult Basic Education. Determination of Wisconsin residency is based on where the student
permanently resides and holds legal residency. Students must demonstrate the intent to permanently
reside in Wisconsin and may not be charged in-state rates if their purpose of residing in Wisconsin
is for educational purposes. A person who enters and remains in the state principally to obtain
an education is presumed to continue to reside outside this state and the presumption continues
in effect until rebutted by clear and convincing evidence of residence in the state through the
Residency Determination process. Residency Determination Forms and a list of documents you
can use for residency verification are available on the Gateway website at www.gtc.edu/forms.

Avisa is a permit granted to persons legally residing outside the United States (U.S.) to enter
the U.S. for a specified period of time with the intent of returning to their home country.
Therefore, students on visas cannot be considered Wisconsin residents for tuition purposes.

Individuals married to U.S. citizens, refugees, naturalized citizens, and legal permanent residents
are considered U.S. residents. This does not, however, preclude them from having to provide
verification of their Wisconsin residency as it pertains to other states. These individuals should
verify their residency through the Residency Determination process.

30




REMISSION OF NONRESIDENT FEES FOR OUT-OF-STATE RESIDENTS
INCLUDING AU PAIRS

WTCS Administrative code allows for Gateway to remit the out-of-state fees for individuals
who are considered out-of-state and have extenuating circumstances, who can demonstrate
financial need, and who demonstrate the ability to benefit from their educational experience.
Au pairs are eligible for remission of out-of-state fees for up to six (6) credits or equivalent if
enrolling in noncredit courses. Additional credits/courses beyond those approved for remission
are at the out-of-state rate. Remission of nonresident fees is limited and granted to those eligible
on a first-come, first-served basis. Remission applications are submitted on an academic year
basis. To apply, complete the Remission of Nonresident Fees application available online at
www.gtc.edu/forms. Registration will be at the out-of-state rate until remission is approved.
Students approved for fee remission are responsible for the payment of any in-state fees (and
out-of-state fees, if applicable) that are incurred.

INTERNATIONAL STUDENTS

Gateway Technical College is authorized to issue 1-20’s for students attending under F-1 and
M-1 visas; however, enrollment of foreign students in the educational programs at Gateway
will be based upon space availability unless there is a Contract for Service (C-150) which
provides for completely dedicated courses at full cost recovery. Gateway is not authorized
to issue 1-20’s to students for study of the English language or for programs considered high
demand. International students are not considered Wisconsin residents and are required to
pay tuition equal to the out-of-state rate.

Conditions for admission are:

* Enrollment in technical diploma or associate degree programs that have no waiting period,
waiting list, or other restrictions.

» Verification of financial resources covering the cost of education.

* Completion of all necessary International Student Admission requirements.

» If transferring, demonstration of good standing in academics, conduct, and have no debt
at the sending institution(s).

» Sufficient proficiency in English to enable the student to profit from instruction. Evidence
of English proficiency may be TOEFL, ACT, or SAT scores.

Procedure
An international student seeking to be admitted to Gateway Technical College shall:
1. Submit a completed WTCS application with application fee.
2. Complete International Student admission documents:
* Declaration of Financial Resources
» Certification of Finances
* International Student Questionnaire/Emergency Contact form
* Transfer Clearance form (if applicable)

3. TOEFL score of 500+ or written verification that the applicant is from an English-speaking
country.

4. Submit official, translated high school and/or college transcripts, if applicable.
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5. Make a deposit equal to one (1) year nonresident tuition established by the WTCS Board
for the program in which he/she wishes to be enrolled. The only exceptions are:

+ students attending under Section 38.14(3) of the Wisconsin Statutes where Gateway has
entered into a Contract for Service with a foreign government or business not operating
in Wisconsin.

+ students qualifying as eligible for Nonresident Fee Remission:

* those enrolling under Administrative Bulletin 04-03, Exchange Agreements with
Foreign Educational Institutions.

+ those who meet the requirements to qualify as Needy and Worthy under Admin-
istrative Bulletin AB 04-02. An international student who qualifies for needy and
worthy status will have his/her deposit returned.

6. Upon completion of all above admission requirements, an 1-20 will be issued to the student.

7. When the student arrives, he/she will be required to submit a copy of his or her visa, take
the placement test, and complete an Agreement of Attendance and Program Completion.

International students interested in applying for admission should contact an international
student advisor for further information. Additional information and all forms are available at
the Gateway website: www.gtc.edu

Please note that due to enrollment restrictions, individuals seeking student visas cannot apply
or be accepted to English Study, Health-related programs, Aeronautics-Pilot Training, or
Barber/Cosmetology.

TRANSFER STUDENTS

Students who want to transfer credits from another college or university to Gateway Technical
College must be accepted to postsecondary program and submit official transcripts to Student
Services. Official transcripts are defined as transcripts sent directly to Gateway from the issuing
school. Transcripts may be hand-delivered by the student if the transcripts remain unopened
in the issuing school’s sealed envelope. All official transcripts must have the issuing school’s
raised seal and appropriate official’s signature to be accepted.

RECIPROCITY AGREEMENTS WITH THE COLLEGE OF LAKE COUNTY (CLC),
MCHENRY COMMUNITY COLLEGE (MHCC), AND ROCK VALLEY COMMUNITY
COLLEGE (RVCC)

Through an agreement between Gateway Technical College and CLC, MHCC, and RVCC,
students may be able to attend approved programs in their neighboring state at the in-state
rate. Students participating under the terms of these agreements must be accepted to a program
covered under the agreement. These students are not considered district residents for petition
selection purposes. lllinois students interested in this option should contact the appropriate
official at the college in their home county. Gateway Technical College residents should contact
the Admissions Office at Gateway Technical College.

RECIPROCITY AGREEMENT WITH MINNESOTA

Wisconsin has a reciprocal agreement with Minnesota. Individuals from Minnesota who wish
to attend Gateway may do so at in-state tuition rates by completing a Residency Determination
form and submitting MN residency verification (same as for WI). These students are not
considered residents for petition selection purposes.

ILLINOIS RESIDENTS EMPLOYED IN WISCONSIN

Ilinois residents employed in Wisconsin, with the approval of their employer, may take courses
at Gateway Technical College at the Wisconsin rate. Students interested in this program can
obtain the Wisconsin Employer Authorization form at www.gtc.edu/forms.
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ACADEMIC ADVISING
Role of the Student in Advising

The role of the student in advising is to consult the counselor or faculty advisor regarding
academic issues. Continuing students should make an appointment with their counselor or
faculty advisor for guidance when registering, dropping/adding, transferring to another program
or school, withdrawing, or any other matter of an academic nature. Every continuing student
should get a degree audit report from Student Services during Academic Advising Days before
seeing their faculty advisor.

Role of the Counselor in Advising

The role of the counselor in advising is to guide students who have remedial requirements and
less than 12 credits toward a program. Program counselors have specific programs, are available
during office hours throughout the year, and to help plan your course schedule. Counselors are
available on each campus in the Student Services office to assist you in educational/technical
career planning. At the Kenosha Campus, the Student Services office is located in the Science
Building, in Racine it is located on the main level of the Lake Building, at Elkhorn it is located
at the front of the 100 Building, and in Burlington it is located at the front of the building in
Room 101. All matters discussed are confidential unless you give written permission for the
release of information.

Role of the Faculty in Advising

Faculty members from each program serve as advisors to continuing students who have
completed all remedial requirements and 12 credits and are enrolled in diploma and associate
degree programs. Faculty advisors are available during faculty office hours throughout the year

and to help plan your course schedule during Academic Advising Days, which are scheduled
prior to the beginning of each registration period.

REGISTRATION

Registration is the process of enrolling in courses. Dates, hours, and instructions for registration
are published each semester in the Master Class Schedule and at www.gtc.edu. Academic
advising will be provided by faculty and counselors.

» Students must be officially registered to attend a class.

* Students must be officially enrolled in order to receive credit for class(es).

* Students who are delinquent for the required payment on their payment plan will not be
able to receive their grades or transcript or register for a class until the account balance is
current.

REGISTRATION REQUIREMENTS

To register for classes, students must:

*  Submita completed registration form to the Registration Office or register via WebAdvisor
at My Gateway on Gateway’s web site

* Not have an outstanding financial obligation to the College.

* Have completed the application for admissions process, if required.

STUDENTS MAY NOT ATTEND A CLASS UNLESS THEY ARE OFFICIALLY
REGISTERED FOR THE COURSE! Students who do not register for a class are not
eligible to receive credit for the class.

PRIORITY REGISTRATION

Students who are accepted to a postsecondary program are eligible during the priority registra-
tion period. A continuing program student is given a priority registration date based upon the
number of credits the student has completed. Newly admitted program students may register
during New Program Student Registration. Students not accepted into a postsecondary program
register during the open registration period.
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CHANGES IN REGISTRATION

To change his or her class schedule, a student must submit a drop/add form to the Registration
Office or complete the change via WebAdvisor.

Adding a Class

Astudent may add a class through the third class hour of the course without instructor approval,
provided the class capacity has not been reached and all registration requirements have been
followed. Accelerated classes require instructor approval once the class has begun. Internet
classes require instructor approval when adding a class on or after the start date. After the
third class hour of the course has elapsed, the student must obtain a student petition form
from the Registration Office. After obtaining the required signature, the student must officially
change his or her schedule at the Registration Office. The student is responsible for any and all
missed course work, materials, and assignments. Refunds for students who enter a class late
and subsequently drop will be calculated based upon the start date of the class, not the date
the student registered for the class. A student who does not register for a class is not eligible
to receive credit for the class.

STUDENTS MAY NOT ATTEND A CLASS UNLESS THEY ARE OFFICIALLY
REGISTERED FOR THE COURSE!

Dropping a Class

A drop is student-initiated. A student may drop a class without a grade up until 20% of the
class meeting times have elapsed. In order to drop a class, a student must submit a completed
Drop Form to the Registration Office or complete a drop via WebAdvisor. The drop process is
not complete until the Drop Form is received and processed by the Registration staff, or until
the WebAdvisor system processes your drop. Nonattendance or notifying the instructor that
you will not be attending does NOT constitute a drop. When a student registers for a class,
the student owes the fee. Students who plan to drop a class should do so immediately. A single
day can make a major difference in the amount of the refund. Drop deadlines are printed on a
student’s class schedule and are strictly enforced. For information regarding refunds, please
see “Refund Policy” in “Section 111, Student Finance” of this handbook.

A student wanting a third party to complete a drop on their behalf must give the third party
written permission authorizing the drop. Photo identification of the third party and the student
must be presented.

A student who is a financial aid recipient should be aware that dropping a class may affect his
or her financial aid award and account balance with the College. Please contact the Financial
Aid Office for further information.

WITHDRAWING FROM A CLASS

If a student is considering withdrawing from a class or classes for the semester, the first stop
should be a meeting with a Student Services counselor. Many times problems that a student
is experiencing may be resolved by seeking assistance. Withdrawals occur after the refund
period; there are no refunds for withdrawn classes. A student may withdraw from a course
without an academic penalty up until 80% of the class time has elapsed. A student withdraws
from classes by completing a withdrawal form for each class and meeting with a counselor. A
grade of W will be recorded on the student academic record. Withdrawal forms are available in
the Student Services office. A student who stops attending a class after the refund period
without withdrawing receives an F grade.

Note: Withdrawal from classes does not imply withdrawal from your program.
Go to www.gtc.edu/forms for a Program Withdrawal form.
CLASS CANCELLATIONS

Gateway reserves the right to cancel any scheduled class or to combine class sections as a result
of insufficient enrollments. If this does occur, every effort will be made to notify the student
prior to the start of the class. He or she is urged to work with a Student Services counselor in
making alternative class selections. Refunds are issued for canceled classes.
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AUDITING A COURSE

At times a student may wish to attend a class without receiving a grade or credits. To do so,
the student must register to audit the course. The fees are the same, whether the student is
auditing the course or taking it for credit. Information regarding the exception for senior
citizens auditing postsecondary courses follows. A student must notify Registration of his or
her audit status within the first 20% (approximately four weeks) of class. At the completion
of the course, the student will receive a grade of AU (audit).

A student who is auditing a course may not change his or her enrollment in the class to credit-
seeking or vice versa after the first 20% (approximately four weeks) of the class has passed.

SENIOR CITIZEN AUDITS OF POSTSECONDARY COURSES

Wisconsin residents, 60 years of age or older on the start date of the class, may audit a technical
diploma or associate degree course without paying the tuition portion of the class fee, provided
space is available. This is a significantly reduced rate. Only nontuition fees, such as material,
activity, and other miscellaneous fees will be charged. Forms for requesting a senior citizen
audit are available at Registration. If a senior citizen wants credit for the course, regular
registration procedures and charges apply. The regular audit rules apply to changing status
from credit-seeking to audit and vice versa.

SENIOR CITIZENS AND ACE CLASSES

Wisconsin citizens 62 years of age or older on the start date of the class may take Adult
Continuing Education (ACE) classes at a significantly reduced rate. A student in this category
is not charged tuition for the class, only nontuition fees, such as material, activity, and other
miscellaneous fees will be charged. Please contact Registration for information.

STUDENT ENROLLMENT STATUS

Student enrollment status is determined by the number of credit hours for which a student is
registered. A full-time student is defined as one who is enrolled in 12 or more credit hours for
Summer, Fall, or Spring semesters. A part-time student is defined as one who is enrolled in less
than 12 credit hours for Summer, Fall, or Spring semesters. Enrollment verifications reflect
the student’s enrollment status at the time the verification is completed.
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SECTION Il

STUDENT FINANCE

Gateway Technical College believes that the opportunity for a college education should be
within the reach of all interested individuals. To that end, Gateway offers a variety of payment
options. Students are ultimately responsible for the payment of tuition, fees, and books. Payment
options include cash, checks, MasterCard, Visa, and a comprehensive student payment plan as
well as a class reservation deposit program. Payment or payment arrangements must be made
by published deadlines. Out-of-state students pay additional tuition charges. (See Residency
Qualifications for more information.)

FINANCIAL AID

Financial aid is financial assistance to help students of any age meet their educational costs.
The Gateway Technical College Financial Aid Office uses the Free Application for Federal
Student Aid (FAFSA) (www.fafsa.ed.gov) to determine if a student is eligible for federal grants,
student and parent loans, work-study, and state grants. The Financial Aid Office offers guidance
in obtaining financial assistance to help you meet your educational expenses. Although the
responsibility for financing your education lies with you, a wide range of financial aid may
be available.

Aid is made available to you if you are eligible according to specific state and federal regula-
tions. However, all eligible students must:

*  Apply for admission to and be accepted to an aid-eligible program and meet program entry
requirements before the start of the semester.

* BeaU.S. citizen, a National, or a permanent resident of the United States.

* Demonstrate financial need as determined by Gateway’s Financial Aid Office through the
Financial Aid Application (FAFSA) process.

* Not be in default on any educational loan, or demonstrate an unwillingness to repay any
educational loan and/or owe any overpayment to Gateway Technical College or the U.S.
Department of Education.

* Be in compliance with Selective Service regulations.

* Be enrolled at least half-time status to receive most types of financial aid.

* Maintain satisfactory academic progress as defined by Gateway’s Financial Aid Office.
*  Must participate in Loan Entrance/Exit Counseling if award includes loan.

You must submit a Financial Aid application to be considered for any type of financial assistance.
Worksheets are available at www.fafsa.ed.gov or in Student Services on each campus to assist
in completing the online application at www.fafsa.ed.gov. Gateway Technical College’s school
code is 005389.

There are three major types of aid available to Gateway students. They include:
* Grants (do not have to be repaid unless you stop attending)

* Student Loans (must be repaid)

+ Student Employment (you work and earn money to help pay for school)

Information about the specific types of grants, loans, and student employment available may
be obtained from Student Services. Financial aid information may be subject to change at any
time due to change in federal, state, or sponsoring agency regulations.

Financial aid and other services and benefits offered by the Wisconsin Technical College
System Board and Gateway Technical College are provided on a non-discriminatory basis as
required by the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972,
Governor’s Executive Order #9, and Executive Order 11236 as amended by Governor’s Order
#9, as set forth in the College’s Affirmative Action Plan.
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FINANCIAL AID SATISFACTORY ACADEMIC PROGRESS POLICY

Financial Aid programs require students to make satisfactory academic progress (SAP). The
student’s complete academic record on file at Gateway is used to determine if the student
meets the progress standards. This includes semesters for which the student did and did not
receive financial aid and credits that may have been transferred. The SAP policy consists of
these components:

1. Qualitative standard requires a cumulative 2.0 grade point average (GPA) for all course
work completed at Gateway.

2. Quantitative standard requires a 67% completion ratio of credits attempted (includes
transferred credits). This standard is cumulative and is measured each semester.

3. Maximum credits attempted may not exceed 150% of the published length of the program.
Grades of: F, W, R and | are considered attempted but not completed. Transfer credits
accepted by Gateway will be counted in the number of credits attempted and completed.
Failure to meet the standards at the end of each year will result in Financial Aid denial.
Financial Aid may be reinstated for future semesters if Qualitative and Quantitative
standards are met or based on an appeal.

FINANCIAL AID APPEALS

Students who are denied financial aid based on the criteria of the SAP policy may appeal for
reinstatement of financial aid. Hardship situations that affected a student’s progress must be
explained addressing the term/s of poor performance. Documentation of hardship may be
requested. If applicable, the student must clearly explain why official withdrawal procedures
were not followed. Examples of mitigating circumstances may include but are not limited to
illness, severe injury, loss of childcare, or change of work schedule. If academic hardship exists,
it is very important that students work closely with their instructors, counselors, and advisors.

The Financial Aid Committee reviews appeals. Based on the committee’s review, the appeal
may be approved, approved on probation, or denied. In limited cases, the committee’s decision
may be appealed to the Director of Financial Aid. When normal appeals procedures cannot be
followed, SAP appeals may be reviewed by the Director of Financial Aid or designee.

Revisions or modifications to this policy may occur after the publication of this document.
Changes will be posted at www.gtc.edu.

FINANCIAL AID DISBURSEMENT POLICY

If you receive federal and/or state funding, your funds will be applied to your student account.
You will be able to charge certain expenses to this account. Expenses include tuition, fees, and
bookstore charges. After classes begin and your attendance is verified, Gateway will apply
your award to your account. If your award exceeds your expenses, a refund representing the
proceeds of your funds will be applied to your Gateway Plus card. Financial aid awards are
based on enrollment levels. Enrollment level changes will prompt a change in aid funds and a
new award notification will be sent to you. Awards may be reviewed on WebAdvisor.

GATEWAY PLUS CARD

All eligible financial aid students will receive a Gateway Plus card. Financial aid disbursement
is sent electronically to the Gateway Plus card and processed according to the choice indicated
by the student. When the student activates the card successfully, the student may choose to
have funds applied directly to the card or have funds electronically transferred to a bank account
designated by the student. This card is good for five years and it is the responsibility of the
student to retain this card. The card will be mailed to the address on file at Gateway Technical
College. A $20.00 fee is to be paid when a replacement card is requested.

37



RETURN OF FEDERAL FINANCIAL AID FUNDS

If you withdraw or dropout of all Gateway Technical College classes prior to 60% of the
semester’s end date, you will be required to return some of the federal aid that was disbursed.
The amount of aid you could keep is proportional with the amount of time you attended classes
to the total days in the semester. Failure to attend any classes would mean a 100% return of
all aid. Gateway will also repay to the federal aid funds a proportional part of your tuition that
was originally paid with federal aid. These funds would then need to be repaid to Gateway
Technical College. Any return of tuition will go to the following funds in priority order: (1)
Stafford Loan (unsubsidized), (2) Stafford Loan (subsidized), (3) PLUS Loan, (4) PELL
Grant, (5) SEOG Grant, (6) TIP Grant. When aid is returned, the student will owe a balance
to Gateway. Payments should be made at the cashier’s office. Students who do not repay a
debt as a result of this calculation may be reported to the Department of Education and may
be prohibited from receiving Title IV funds at other colleges. In addition, student who have
a Title IV debt may not receive an official transcript. Students are reminded to follow the
withdrawal procedures outlined in this handbook so that a correct calculation can be made.

GATEWAY FOUNDATION

Established in 1977, the Gateway Technical College Foundation exists to help in building
a community that is economically and professionally strong and competitive in a changing
marketplace. The Foundation was created to raise funds to provide assistance to Gateway
students who wish to enhance their lives through education and training.

Annually, the Gateway Technical College Foundation, Inc. awards scholarships and grants to
students. These awards are made possible through the generosity of individuals, businesses,
and organizations in southeast Wisconsin who recognize the need to assist in providing funds
for students eager to embark on the path to their future. The Annual Foundation Scholarship
Program awards various restricted funds that provide eligible students scholarship awards
ranging from $300 to $500 or more. Students are encouraged to go to the Foundation web
page and click on the link for “Scholarship Application.” To go to the Gateway Foundation
online application, use the following link: https:/gtc.scholarships.ngwebsolutions.com. You
can make online application for Gateway Foundation Scholarships 24/7. The application
deadline for 2009 is September 20, 2009 and for 2010 is October 31, 2010. Recipients of
Gateway Technical College Scholarships will be invited to an Awards Program in December,
2009 or January, 2011, respectfully.

VETERANS ADMINISTRATION (VA) EDUCATIONAL BENEFITS

Most of the educational programs offered by Gateway are approved for U.S. Department of
Veterans Affairs (VVA) educational benefits by the State of Wisconsin State Approving Agency.
Students who wish to use his/her VA educational benefits must complete the required forms
and obtain supporting documents and meet with the Veterans Counselor located in the Student
Services office on the campus of residence. Additional information on applying for veterans
education benefits can be found at www.gtc.edu/va. In order to speed the payment of VA
benefits, this procedure should be done prior to the start of each semester. Late application will
result in late payment. Students receiving educational benefits are expected to comply with
standards of academic progress and are responsible for meeting all payment deadlines. For a
complete listing of approved programs and other related VA benefit information please contact
the Veterans Counselor located on your campus. For specific eligibility requirements, you may
also call the VA Educational Benefits line at 1-888-442-4551. The County Veterans Service
Offices located in your county are also a great source of assistance with your VA related claims.

VA Standards of Progress

Students receiving VA educational benefits are required to maintain standards of progress. The
standards of progress for Gateway students receiving VA educational benefits are as follows.

» A student who receives less than C average (2.0 on a 4.0 scale) in each of two successive
semesters will be placed on a Veteran Benefit probationary status. This means that the
school can certify one more semester of enroliment to the VVA; however, the student must
achieve at least a C average (2.0 on a 4.0 scale) for the semester.
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» Astudent who receives less than a C average in the probationary semester will be considered
in an unsatisfactory progress status. This means that the student will not be eligible for
further educational benefits until satisfactory progress is reestablished.

» To reestablish satisfactory progress, the student must accumulate a minimum of six (6)
credits (or equivalent in program’s measured Clock Hours) with a C average. If the student
achieves a C average, the school can resume certifying benefits to the VA beginning the next
semester of enrollment. If, however, the student fails to achieve the C average, benefits
will be curtailed until satisfactory progress, as defined previously is achieved.

* The student must also be admitted to an approved program of study before being certified
to receive educational benefits. The school may only certify courses that are required for
that program.

WISCONSIN DEPARTMENT OF VETERANS AFFAIRS (WDVA) — EDUCATION

BENEFITS

Wisconsin Veterans Education Reimbursement Grant Program (\VetEd)

Eligible Wisconsin veterans attending college can receive up to 100 percent reimbursement
of the cost of tuition and material fees after successful completion of full-time or part-time
coursework. Individuals eligible for Wisconsin Gl Bill benefits must apply for and use those
benefits in order to be eligible for VetEd reimbursement.

Wisconsin Gl Bill

For eligible veterans, spouses, unremarried surviving spouses and children, up to 8 semesters
or 128 credits, which ever is greater. If eligible, student will receive 100 percent remission
of tuition and material fees. Please note that activity fees, miscellaneous fees, and book costs
are not covered by the WI Gl Bill. The tuition remission will not be applied until the school
has received approval from the WDVA regarding a student’s eligibility for the WI GI Bill.
Students are responsible for meeting all payment deadlines.

WDVA Retraining Grant

For recently unemployed or underemployed veterans who demonstrate a financial need while
being retrained for employment. The program must be completed within two years. This is
a grant, not a loan, and does not have to be repaid. The applicant may not receive a retraining
grant and another WDVA education grant for the same period. The maximum grant is $3,000
per year, for a maximum of two years.

Complete eligibility requirements and application forms for the WDVA benefits are avail-
able through the County Veterans Service Office identified below. Please be mindful of the
application deadlines for WDVA benefits.

The County Veterans Service Office addresses are:
Kenosha County Veterans Service Office
8600 Sheridan Rd, Suite 700

Kenosha, W1 53143

Telephone: (262) 605-6690

Racine County Veterans Service Office
1717 Taylor Avenue

Racine, W1 53403

Telephone: (262) 638-6702

Walworth County Veterans Service Office
Walworth County Government Center

100 W. Walworth Street

Elkhorn, WI 53121

Telephone: (262) 741-4222
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Guard and Reserve Tuition Programs

1. Wisconsin Army and Air National Guard members attending Gateway can receive 100
percent reimbursement of tuition costs up to a maximum set by the Wisconsin Department
of Military Affairs. Complete eligibility and application forms are available from the
student’s Army or Air National Guard unit or at http://dma.wi.gov

2. Army, Air Force and Marine Reserve Tuition Assistance Program. Check with your unit
Educational Officer for details on these programs.

PAYMENT OPTIONS

As a student, you may use the following options to pay for your tuition/fee charges. A payment
option must be in place by the date listed in the Master Class Schedule to prevent being dropped
from ALL active classes for nonpayment.

Option 1 Payment in full for ALL classes may be made by cash/check/credit card at the
Registration/Cashier Office or by credit card at www.gtc.edu using the WebAdvisor link. Partial
payments may be made on your account at the Registration/Cashier Office until the payment
option due date. Your account must be paid in full by the due date; any balance remaining after
the payment option due date may result in your being dropped from all classes.

Option 2 Provide an authorization to the Registration/Cashier Office from a third party
(company/employer/agency) to cover tuition/fees or have financial aid deferment on file by
due dates.

Option 3 Enroll on Student Payment Plan at the Registration/Cashier Office or online at Www.
gtc.edu. Available until date listed in the Master Class Schedule.

STUDENT PAYMENT PLAN

The Student Payment Plan is available until September 18, 2009 for Fall 2009 semester;
February 5, 2010 for Spring 2010 semester and will be available for Summer 2010. The $40
class reservation deposit does not enroll you in the Payment Plan. Enroll on payment plan at
the Registration/Cashier Office or online at www.gtc.edu with a credit card payment.

1. Student must be enrolled in 3 or more credits. (Not available for noncredit students or to
students only registered in Certified Nursing Assistant class.)

2. Adeposit of 40% of eligible tuition/fees plus a $15 nonrefundable processing fee is required
at time of enrolling on the Payment Plan. Any partial payments made toward tuition for
the semester prior to enrolling on the payment plan may be applied to the required 40%
deposit. Partial payments do not enroll you on the Payment Plan; the student must officially
enroll on the plan.

3. A maximum of $2,000 is allowed on payment plan after required deposit is made. Any
charges over the maximum must be paid in full at time of enrollment on plan.

4. Two (2) installment payments are due during semester for which payment plan is initiated.
Due dates are printed in the Master Class schedule, Student Handbook, and on the Payment
Plan form. Students receive a bill, which is sent to the current address on file. Payments
are due by scheduled due dates without exception, even in the event a bill is not received
by the student.

5. Alate fee of $45.00 will be assessed if first (1st) or second (2nd) installment is not received
by due date.

6. Iffirst (1st) or second (2nd) installment is not made by due date, student will not be allowed
to register for classes or receive transcript or diploma until the account is current for the
required payment including the late fee. There is no grace period beyond the due date for
payment before a late fee is assessed.

7. The student will not be dropped from classes and will be responsible for payment of all
fees.
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CLASS RESERVATION DEPOSIT

The Class Reservation Deposit is available to credit students only. A $40 deposit will hold Fall
2009 credit classes until August 26, 2009; Spring 2010 credit classes until January 6, 2010,
and Summer 2010 credit classes (date to be determined); at which time you are required to
pay tuition and fees in full or make payment arrangements. The $40 deposit is nonrefundable
if payment or payment arrangements are not on file by the above date(s). If a payment option
has not been selected by the above date(s), you will be dropped from ALL your classes. The
Class Reservation Deposit is not available after the above date(s).

DEBTS OWED TO GATEWAY

Students may owe debts to Gateway which are related to Registration, Financial Aid, Library/
Learning Resource Center, due to bad checks, and other miscellaneous reasons. A student’s
debts are retained on his/her record until cleared. Students are not allowed to register for classes
or receive transcripts or diplomas until all debts are cleared.

REFUND POLICY
Refunds for Cancelled Classes

Astudent is entitled to a full refund of all tuition and fees paid for a class if Gateway Technical
College cancels the class.

Refunds for Dropped Classes

A drop is student initiated. When a student registers for a class, the student owes the fee. A
student must drop a class before it begins to qualify for a full refund. Partial refunds are granted
if a class is dropped during the refund period. The refund period for a class ends when 20%
of the class meetings have elapsed. Refunds will be calculated based on the Refund Schedule.

Students who plan to drop a particular class should do so immediately. A single day can make
a major difference in the amount of refund. In order to drop a class, a student must submit
a completed drop form to the Registration Office or complete a drop via WebAdvisor. The
drop process is not complete until the drop form is received and processed by the Registration
staff or until the WebAdvisor system processes your drop. All refund rates are calculated on
the date the drop transaction is completed. Drop deadlines are strictly enforced. Refunds for
classes which do not have meeting times set in the computer system are calculated based on
the number of calendar days which have elapsed since the start of the class; e.g., Internet or
self-paced classes. Nonattendance or notifying the instructor that you will not be attending
does NOT constitute a drop.

Financial aid recipients should be aware that dropping a class may affect their Financial Aid
eligibility and therefore their account balance with the College. Please contact the Financial
Aid Office for further information.

No Refund for Instructor Drops

A student who registers for a class but who fails to attend, or stops attending during the
refund period without dropping, may be dropped by the instructor. As an instructor drop is
administrative and not student initiated, the student is not

eligible to receive a refund.
No Refund for Withdrawals

No refund is made when a student withdraws from a class. Students withdraw from classes
after the refund period has ended; i.e., after 20% of the class meeting times have elapsed.
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REFUND SCHEDULE

Action Timeline Refer To Effect
Last Refund Drop Date
Drop Before the first class meeting | column on the front side of | 100% Refund
student’s class schedule
. Last Refund Drop Date
- 0,
Drop 1-10% of class meetings column on the front side of | 80% Refund
elapsed )
student’s class schedule
. Last Refund Drop Date
- 0,
Drop illa zsgch of class meeting column on the front side of | 60% Refund
P student’s class schedule
. Contact Registration for
- 0,
Withdrawal glla i%f of class meetings withdrawal dates, instruc- | No Refund
P tions, and information
_ After 80% of class Cpntact Registrat_ion for
Withdrawal . withdrawal dates, instruc- | No Refund
meetings elapsed tors, and information
Non- Definition: Student doesn’t attend or discontinues
attendance attendance without completing and submitting drop or No Refund
withdrawal paperwork.
ACCOUNT ADJUSTMENTS

Refunds will be applied to any outstanding balance the student has at the College. If the
student account is:

Paid in Full -The refund will be mailed to the student’s current address. Sorry, no cash refunds.

Payment Plan Account - Any refund will be credited toward the balance owed. The amount due
on subsequent statements will reflect the adjustment in fees. The refund percentage is based upon
the total cost of the courses; it is not a percentage refund of the payments the student has made.

Paid by Sponsorship/Agency/Company - The tuition charges billed to the third party will be
reduced. No refund check will be issued.

Paid/Partially Paid by Financial Aid - The Financial Aid award/disbursement will reflect
adjustments due to dropped classes.

Nonattendance

No refund is made to students who do not attend or discontinue attendance without completing
and submitting drop and withdrawal paperwork.

Student Account Appeals - Students are responsible for payment of tuition and fees for classes
for which they register. However, if a student encounters extenuating circumstances which have
unexpectedly affected the student’s enrollment in the class, the student may appeal to have
tuition and fees reduced. Bookstore charges cannot be reduced, as those charges are incurred
with Follett Bookstore, not with Gateway Technical College.

A sstudent who wishes to submit an appeal should obtain a Student Account Appeal Form from
Student Services. The completed form, with required supporting documentation, is returned
to the Registrar’s Office. The request must be submitted within 12 months of the end of the
semester for which charges are being appealed. The Student Account Appeals Committee
reviews the request and notifies the student of its decision in writing. Each appeal will be
reviewed only once, and the decision of the committee is final.
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SECTION IV

STUDENT RECORDS/
ACADEMIC INFORMATION

STUDENT NAME

The name on a student’s record is the official name which will be displayed on College docu-
ments, transcripts, and the diploma. Name changes will only be completed upon presentation
of a legal document supporting the change.

SOCIAL SECURITY NUMBER POLICY

All Gateway Technical College students are required to provide their Social Security number.
A Social Security number is critical to state and federal reporting and the financial aid process.
The Internal Revenue Service requires that Gateway provide 1098T forms annually to students.
This form bears the Social Security number and provides postsecondary enrollment information.
The Social Security number is protected by Family Educational Rights and Privacy Act (FERPA)
and is not considered directory information or used for identification purposes.

STUDENT ID NUMBER

Every student will have a system-generated 1D number that appears on his or her schedule and
most Gateway Technical College correspondence. This number is not considered directory
information.

ACADEMIC STANDARDS
Academic and Program Standards - Academic and program standards are developed and are
available to all students.

Continuous Student Enrollment (Policy J-110) — Academic programs at Gateway undergo
frequent changes to keep programs current with changes in technology and accreditation criteria.
Generally, students are allowed to graduate following the program curriculum sheet in place
at the time of the student’s initial enrollment. Because of frequent program changes and the
length of time taken by students to meet graduation requirements, the following policies will
govern which curriculum sheet will be used to meet graduation requirements.

1. The College can, after two (2) years of noncontinuous enrollment, require the student to
follow the most recent program curriculum in order to graduate.

2. The College reserves the right to place a seven (7) year limitation on accepting courses for
graduation.

3. Atany time, a student may elect to follow the most recent program curriculum.

4. The College reserves the right to establish course substitutions when courses are inactivated
to meet program curriculum requirements.

GRADING SYSTEM

Credits

Each course carries academic credit based on total contact hours and the method of instruc-
tion. Credits are used in determining student grade point average. “General College” and
development/remedial courses do not carry credit toward post-secondary degrees or diplomas.
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Grades

Students enrolled in associate degree, technical diploma, academic prep, or adult high school
credit courses will be graded by the following letter grade and point system. These represent
various levels of accomplishment and grade points earned. Some instructors may not use plus
(+) orminus ( -) grades.

Grades Description Grade Points
A Excellent 4.00
A- Excellent 3.67
B+ Good 3.33
B Good 3.00
B- Good 2.67
C+ Satisfactory 2.33
C Satisfactory 2.00
C- Satisfactory 1.67
D+ Poor 1.33
D Poor 1.00
D- Poor 0.67
F Failure 0.00

The following grades may appear on your transcript, but will not be included in the Grade
Point Average:

WP -Withdrawal Passing (prior to 2007)

WF -Withdrawal Failing (prior to 2007)

W -Withdrawal

R -Repeated

I - Incomplete

AU -Audited (no credit earned)

TR -Transfer Credit

PR -Proficiency Credit (Advanced Standing)

M -Manual Repeat Adjustment

Grade Point Average (GPA)

Astudent’s average grade is expressed in terms of a grade-point average. The grading scale at
Gateway Technical College is based on a four-point scale. The grade point average is calculated
by dividing the sum of the grade points by the total number of GPA credits. Precollege and

pretechnical classes are developmental and/or remedial classes and do not count toward
graduation, nor are they used in GPA calculations.

To determine grade point average:

*  Multiply the number of GPA credits for each course by the grade point value of the letter
grades assigned. This converts the letter grades into grade points.

* Add the total number of GPA credits.
* Add the total number of grade points earned.

* Divide the total number of grade points by the total number of GPA credits.

The resulting figure is the student’s grade point average. The example below illustrates GPA
calculation for one semester.
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Example:

Course Grade | Point Value gfgﬁ is l(,;(f::ﬂ:

English Comp I F 0.00 X 3 0

g{‘)’c‘;z‘i‘y“p"”‘ry Am. | o 2.00 X 3 6

Speech D 1.00 X 3 3

Management Principles | B 3.00 X 2

Accounting I A 4.00 X 4 16

Investments AU - X - -
TOTAL |15 31

Credits Completed - 15

Grade Points Earned - 31

Grade Point Average - 31/15=2.060

| GRADE

The I (Incomplete) grade is assigned when the course requirements have not been completed.
This usually involves a test, a project, a report, a term paper, etc. The instructor submits the |
grade online. The I grade will be displayed on the student’s transcript, which may be viewed
online. Upon completion of the missing course requirements, a grade change is processed.
An | grade not changed by the deadline set by the instructor, or not changed within one year,
automatically changes to an F.

GRADE CHANGES

Grade changes must be made within one year of the end of the semester in which the student
registered for the courses. Grade changes are processed in circumstances where there has
been a data entry error, or calculation error. “Extra credit” work is not to be used for credit
or GPA purposes.

STUDENT PROGRAM RECORD SEALED AT GRADUATION

Once a student graduates from a program, that record is sealed. No changes are made to grades
used to meet program requirements. If a course used to fulfill a graduation requirement is
repeated after a student graduates, the repeat does not affect the record; it will not be used for
credit or GPA purposes.

REPEATED COURSES

When a student repeats a course at Gateway Technical College, only the highest grade will be
used to calculate the student’s grade point average. The course credits will be counted only
once. All grades shall remain on the student’s transcript; however, the lower grade(s) will have
a notation of R, indicating that the course has been repeated.

ADULT CONTINUING EDUCATION GRADING INFORMATION

Students enrolled in Adult Continuing Education (ACE) courses will be assigned the following
grades:

Grades Grades Grade Points

S Satisfactory No grade points are
Assigned for Adult Continuing
Education Courses

U Unsatisfactory
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GRADES
Students may view their grades via WebAdvisor by selecting the Transcript option. Grades are
available online the day after the instructor enters them.

ACADEMIC PROGRESS

The Gateway Technical College District Board recognizes that there are limited resources
available to meet educational needs. Therefore, out of necessity, students who fail to attain
adequate academic progress in an academic area or program may be dropped from said
program. Academic Progress Standards will be developed on a program and area basis, and
all students entering a program or area will be advised in writing as to the standards that apply
in the program or area in which they are enrolled.

CURRICULUM SHEETS

Curriculum sheets detail current course requirements and course descriptions in your program.
Useful information concerning possible job opportunities at entry and advanced levels is listed
on the back of the sheet. You can obtain curriculum sheets from your advisor or Student Services
and on Gateway’s website: www.gtc.edu. If a curriculum change occurs in your program, you
have the option of following the requirements listed for the academic year you started your
program. Students who interrupt enrollment for a period of two years or take over seven years
to complete a program may be required to follow the latest requirements (see a Student Services
counselor for details). Information on the curriculum sheet is subject to change.

PREREQUISITES AND COREQUISITES

Aprerequisite is a required course which must be successfully completed before you can register
for an advanced course. A corequisite is a class which must be completed prior to or registered
for at the same time as the selected course. You should be familiar with the prerequisite and
corequisite requirements of your program courses. Prerequisites and corequisites are identi-
fied on your curriculum sheet. Not following these requirements can result in the need for
extra semesters of work to complete graduation requirements. If you feel that you have work
experience or training which may qualify for enrollment in an advanced course, discuss the
situation with a counselor in Student Services.

ELECTIVES

Elective credits may enable you to take courses in addition to those specified in your program’s
curriculum. You can choose elective courses from the wide variety of classes offered each
semester. Students in associate degree programs should be sure that their electives are at the
associate degree level. You should check with your faculty advisor or a Student Services
counselor on the selection of elective credits.

ATTENDANCE

Gateway Technical College recognizes the importance of attendance in the learning process but
does not believe that attendance in and of itself constitutes learning. Instructors will document
in their course syllabi fair and reasonable attendance policies for their classes based on their
subject matter, delivery methods, learning activities, student audience, external regulations,
College and departmental guidelines, and employer expectations in their field of instruction.
Students are responsible for reading and understanding each class attendance policy and for
learning any material covered during an absence.

TRANSFER CREDIT
Transfer Credits from Another Institution

A student must be accepted to a postsecondary program at Gateway Technical College before
transfer credits are awarded. Gateway Technical College must have official transcripts from
all former institutions on file before transfer credits are awarded. Credits are accepted only
from accredited institutions. A minimum grade of C is required for courses to be accepted in
transfer. Courses with a grade of C or below will not be accepted. A counselor will evaluate
the transcripts. The Student Services counselors work with course instructors, academic deans,
and the Advanced Standing counselor to determine course transfer credit.
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College Level Examination

Credit will be granted for passing College Level Examination Program (CLEP) exams, either
the General Exams or the Subject Exams.

Military Evaluation

Credit is granted upon review of an “Official Military Transcript.” Transcript should be
submitted to the Advanced Standing Counselor. Evaluation is accomplished by using the
American Council on Education (ACE) Guidelines and referral to specific departments when
deemed necessary.

Tech Prep and Articulation for High School Students

Through an agreement with area high schools, Gateway awards credits for certain approved
courses taken at the high school level. Students must enroll in Gateway Technical College
within 27 months of high school graduation and have earned a B or better in the high school
course. Itis also possible for qualified high school students to enroll in a higher level Gateway
course with the consent of the program advisor. High school students should speak with their
guidance counselors regarding these opportunities.

ADVANCED STANDING

General Information

Advanced Standing is a program which recognizes prior learning through the awarding of
academic credit. Students with prior learning experience may be able to pass Advanced Standing
tests and earn credits toward their diploma or degree from Gateway. Advanced Standing fees
are charged and are not covered by Financial Aid. No student is allowed to Advance Stand out
of a course which they are failing or for which they have received a letter grade on their official
transcript. (A through F grades, as well as Incomplete or Withdrawal grades)

The Advanced Standing option program should be considered by students who have:

» extensive high school coursework which is not covered under a Tech Prep agreement.

* broad work experience supported by training and seminars with content similar to Gateway
Courses.

» courses from other institutions which are unaccredited.

» diploma courses not directly transferable to Associate Degree programs.

« completion of noncredit coursework, self study or other nontraditional education or training.
Advanced Standing may be available through the following processes.

Credit through Examination

Credit is granted upon the satisfactory completion of formal written or performance tests for
certain courses. The Advanced Standing Counselor facilitates this process.

Evaluation of Experience

Transfer credit may be granted for studies or training which lacks accreditation. Students
must meet with the Advanced Standing Counselor to determine possible areas to be evaluated.
Students can either register for the Life/Work Evaluation course or prepare a written portfolio
independently to be evaluated by appropriate instructors.

ADULT HIGH SCHOOL DIPLOMA

Gateway’s Adult High School program is designed for people eighteen years and older who
want to obtain their high school diploma. Public school districts in Kenosha, Racine, and
Walworth counties cooperate in this program. It is possible to earn credit through proficiency
testing and by evaluation of prior life/work experiences. Students enrolled in associate degree
or technical diploma classes may also receive high school credit for them. The Adult High
School counselor in Student Services can give you more information on obtaining a high
school diploma through Gateway. Please note: Students dually enrolled in adult high school
and postsecondary courses are not eligible for Financial Aid.
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GENERAL EDUCATIONAL DEVELOPMENT (GED®)

Students can earn their GED by passing the official GED Testing Service tests. Subjects include
Writing, Reading, Social Studies, Science, and Mathematics. Prior to testing, students must
complete an orientation through the Adult Learning Center. GED instructors can pretest in all
five testing subject areas. Practice tests are available in selected subject areas. GED teaching
strategies include small group instruction, computer-assisted learning, self-guided exercises
and assignments, and one-on-one tutoring. Nonresident fees may apply.

HIGH SCHOOL EQUIVALENCY DIPLOMA (HSED)

An HSED may be completed in several ways. Many students decide to complete their HSED
through GED testing and completion of Health, Civics, Career Awareness, and Employability
Skills. An HSED may also be obtained through the completion of high school credits, post-
secondary credits, or competencies. Students may also be eligible to receive an HSED if they
have been granted a diploma from a foreign country. Nonresident fees may apply.

ENGLISH LANGUAGE LEARNER PROGRAM (ELL)

ELL is designed to prepare students whose first language is other than English to speak and
understand the English language. Students will improve their speaking and listening, grammar
and writing, and reading and vocabulary skills and learn about health, community, government,
consumer education, and employability skills. Large and small group instruction, computer-
assisted learning, self-guided exercises and assignments, and one-on-one tutoring are utilized.
Nonresident fees may apply.

AWARDING OF DEGREES, DIPLOMAS, AND CERTIFICATES
Degrees, Diplomas, and Advanced Technical Certificates

The Gateway Technical College District Board has the authority to grant associate degrees,
technical diplomas, and advanced technical certificates to graduates of occupational programs
approved by the Wisconsin Technical College System Board.

Gateway Certificates

The Gateway Technical College District Board may award District certificates to students
who complete a specific course or group of courses. Certificates are designed to help students
gain entry level employment in specialized areas or to qualify for occupational advancement.
Students must apply to the certificate program and complete a Certificate Completion form
to receive a certificate.

DEAN'’S LIST

Dean’s List honors are granted each semester for students who are accepted into an Associate
Degree or Technical Diploma program, have enrolled for a minimum of six (6) credits, and
achieved a semester grade point average of 3.75 or better (see section on grade point average).
After final grade verification, certificates will be mailed to each eligible student.

GRADUATION REQUIREMENTS

The Gateway Technical College District has procedures that govern the graduation requirements
for Technical Diploma and Associate Degree Programs and Advanced Technical Certificates.
In order to graduate, a student must fulfill the following requirements.

* Allthe courses on the official curriculum sheet must be completed successfully. Any course
substitutions must be approved and documented in the student’s record.

» Twenty-five percent (25%) of the program credits must be earned at Gateway Technical
College. Courses which were completed by the advanced standing process are not counted
as credits earned at Gateway Technical College.

» Twenty-five percent (25%) of the core credits designated with an asterisk (*) on the cur-
riculum sheet must be earned at Gateway Technical College. Courses which were completed
by the advanced standing process are not counted as credits earned at Gateway Technical
College.
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» The following grade point average (GPA) requirements must be met:

* A Program GPA of 2.000 is required in order to graduate (2.000 on a four-point grading
scale is a C).

* A Core GPA 0f 2.000 is required.

*  Some programs require a minimum grade of “C” (2.0) in some courses; see your curriculum
sheet.

* Individual programs may have additional requirements to meet accrediting agency require-
ments. Refer to the program curriculum sheet for additional graduation and grade point
requirements.

* All student financial obligations must be met before certificates, diplomas, degrees,
advanced technical certificates, and transcripts are released.

« It is the student’s responsibility to check his/her transcripts prior to the last semester of
study to ensure that all the requirements for graduation will be met. All requirements must
be completed prior to graduation, including removal of incomplete grades and submission
of transcripts with transfer credits.

COMPUTATION OF GRADE POINT AVERAGE (GPA)

Cumulative GPA

* Allassociate degree and technical diploma level courses that a student has taken at Gateway
are used to calculate this GPA.

* Noncredit and academic preparation courses are not included in the overall grade point
average.

» This GPA appears on the transcript and program degree audit.

Program GPA

* All courses on the program curriculum sheet are used to calculate this GPA.

* This GPA is used to determine graduation honors.

* This GPA may also be used to determine other department or campus awards.
Core GPA

* All courses that are designated with an asterisk (*) on the program curriculum sheet are
used to calculate this GPA.

» This GPA is used to determine if the minimum GPA requirement has been met for these
selected courses.

* This GPA may also be used to determine other department or campus awards.

APPLICATION FOR GRADUATION

Gateway has three (3) graduation dates each year. The graduation dates are the last day of classes
of the Fall, Spring, and Summer semesters. Students graduate on the next available graduation
date after they have applied for graduation and have met all program requirements. Students
who plan to receive a degree or diploma must submit an Application for Graduation form to
Student Services by the filing deadline. The filing deadline dates are: Spring Graduation — March
31; Summer Graduation — July 31; and Fall Graduation — November 30. Students who apply
for graduation after the deadline will be assigned to the next graduation date. Students who
have applied to graduate but fail to meet the requirements must submit a new application to
graduate indicating in which semester they intend to graduate.

GRADUATION WITH HONORS

Students who complete an Associate Degree or Technical Diploma with a program grade point
average (GPA) of 3.750 or above are recognized as honors graduates.

Honors distinction is bestowed upon students attaining the following grade point averages:
¢ District Honors: 3.750 - 3.899
¢ President’s Honors: 3.900 - 4.000
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Honors for purposes of the graduation ceremony are determined by the student’s program
grade point average using grades posted to the transcript on or before April 1. A graduate’s
final program GPA is used to determine official honors status which will be recorded on their
transcript. The appropriate honor seal is attached to the diploma/degree after final graduation
verification. The program grade point average listed on the program degree audit is the official
grade point average used to determine honors. Grade point averages are not rounded.

GRADUATION CEREMONY

The graduation ceremony, held during the last week of the Spring semester, is a special
recognition of students’ scholastic achievements at Gateway Technical College. It is a formal
cap and gown ceremony and all graduates are encouraged to participate and be recognized.
A student’s name will appear in the official program and potential honors designation will
be acknowledged at the ceremony only if an Application for Graduation form is on file with
Student Services by April 1. All potential graduates and confirmed graduates from the previous
fall graduation are notified in mid-April of graduation ceremony details. Students who, as
of April 1, have six (6) credit hours or less to complete may participate in the ceremony in
May of the same year. The student must complete these credits during the Summer semester.

TRANSCRIPTS

Transcripts of student postsecondary, Adult High School, General Educational Development
(GED), High School Equivalence Diploma (HSED), and Adult Continuing Education (ACE)
may be secured by completing a Transcript Request Form and submitting the form with fee
to Student Services. Written consent of the student must be obtained before transcripts may
be released. Gateway does not release transcripts received from other institutions. There is
a fee for each transcript. The Transcript Request Form is available on the Gateway website:
www.gtc.edu.
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SECTION V

STUDENT RIGHTS & RESPONSIBILITIES

Gateway is dedicated to helping students identify and achieve realistic goals through excellent
educational opportunities. The administration and staff of the College promote responsible
participation and high achievement as goals for our students. As a Gateway Technical College
student, you should be aware of and accept responsibility as an active, contributing member
of the College. This section explains policies and procedures identifying student rights and
responsibilities. Gateway Technical College believes that all students have responsibilities in
the areas of governance, services, and conduct.

STUDENT ACADEMIC RESPONSIBILITIES

Students are responsible for their own learning and development. They have a responsibility to
be active learners by attending class, participating in class activities and discussions, completing
class and laboratory assignments, and preparing in advance for the scheduled class session.

STUDENT USE OF SERVICES RESPONSIBILITIES
Students are responsible for appropriate use of services provided by the College:

» Knowledge and participation in student social and professional activities.
» Seeking assistance when facing problems that interfere with educational success.

* Meeting financial obligations to Gateway Technical College and those incurred through
student loan programs.

STUDENT CODE OF CONDUCT

Policy

The Gateway District recognizes that in order to operate a meaningful educational program and
a safe environment for students and staff, the Student Code of Conduct will be followed. The
Gateway District believes every student has the right to pursue an education free from disruption,
harassment, illegal activities, threats, or danger. The District further believes that academic
honesty and integrity are fundamental to the educational mission of this College. Every student
is expected to comply with the standards set and to be familiar with all the rules and regulations
of Gateway Technical College. Any student or group of students may be denied access to the
classroom upon the instructor’s determination that the behavior impedes student learning and/or
the health and safety of peers, self, or the staff. The instructor will notify the student(s) of their
denied access. The dean of campus affairs will also be notified by the end of the working day.

Procedure - Standards

1. Students are expected to comply with all institutional, federal, state, county, and municipal
policies, statutes and ordinances.

2. Atall times, students are expected to conduct themselves in such a manner as not to interfere
with the educational process at Gateway Technical College.

3. Students will conduct themselves in such a manner as not to endanger the safety or welfare
of their fellow students.

4. Students must comply with the following College rules and may be subject to discipline,
including suspension or expulsion, for the following offenses:

a. Obstruction or disruption of the normal operations of the College or activities authorized
by the College.

b. Physical or verbal abuse, harassment, or detention of any person(s) on College property
or at College activities when such endangers the health, safety, or rights of such persons.

c. Theft or damage to property of the College or property of any visitor or member of the
Gateway Technical College community.

d. Unauthorized entry to or use of Gateway Technical College property or facilities.
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e. Dishonesty, which includes but is not limited to, knowingly furnishing false information
to the College, plagiarism, or any form of cheating.

f.  Use, under the influence of, possession, sale or distribution of narcotic or illegal drugs,
firearms, explosives, dangerous chemicals, alcoholic beverages, etc. on Gateway owned
or leased property, or at Gateway sponsored activities.

g. Possession of a dangerous weapon on College premises or at College-related events.
Nonacademic Discipline, Suspension, or Dismissal

The following procedures have been developed to deal with a student who has failed to comply
with this policy. Any violation of a Gateway Technical College standard or policy may serve
as a basis for one of the following actions.

Step 1. Aviolation will be reported to the dean of campus affairs or designee, who will determine
what, if any, disciplinary action is appropriate. Action may be taken to temporarily suspend a
student pending an investigation when the student’s continued presence might endanger the
student or others.

Step 2. In the event that the administration has reasonable cause to believe that a student
has pursued a course of conduct which is contrary to Gateway policy and should require
suspension or dismissal, the dean of campus affairs or designee may take appropriate action.
Within two (2) days from the action, the student shall be given notice in writing by certified
mail or personal delivery regarding the charges and grounds which, if proven, would justify
suspension or dismissal within two (2) working days. The notice will also offer the student
the opportunity to have a hearing.

Step 3. If the student requests a hearing, he/she must notify the dean of campus affairs or
designee in writing within three (3) working days of receipt of the letter. The student will be
notified in writing, by certified mail or personal delivery, of the time and place of a hearing
before a disciplinary committee composed of the dean of campus affairs or designee, a staff
member, and a student. Said hearing shall be held no less than two (2) working days nor more
than seven (7) calendar days from the date the student receives the above notice of hearing.
The student shall be provided the name(s) of the witness(es) testifying against him/her and an
oral or written report on the facts to which each witness testifies.

Step 4. At any hearing before the disciplinary committee, the student shall have the right to
present testimony on his/her own behalf, call witnesses, and be represented by legal counsel
of his/her choosing.

Step 5 The committee shall issue a dated, written order (to the student) informing the student
of the decision. The order may be personally delivered or sent certified mail. The decision of
the committee is final.

STUDENT DUE PROCESS RIGHTS

ACADEMIC CONCERNS

Policy

The Gateway District believes that students need a process to bring their concerns to the
administration’s attention. The student shall use the following procedure when presenting their
grievances. All complaints must be filed within one year of occurrence.

Procedure

Step 1: The student may seek guidance from a Student Services counselor who will assist the
student in understanding the process. The student must first address a concern to the instructor.

Step 2: If after discussing the concern with the appropriate instructor, the concern has not been
resolved, the student should prepare a written document which identifies the specific concerns
and desired outcomes. This document should be presented to the instructor. A written response
from the instructor must be given to the student within seven (7) working days.

Step 3: If the concern remains unresolved, the student will be directed to send a copy of the
written document and response to the program dean. The program dean will meet with the
student and the instructor and respond, in writing, within seven (7) working days.
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Step 4: The student may appeal to the executive vice president/provost by sending a copy of
the written complaint, the instructor response, and the dean’s response to the executive vice
president/provost. These documents must be presented to the executive vice president/provost
within fourteen (14) working days of the program dean’s decision. If it is determined that a
review is appropriate, an appeals committee will be assigned to hear the concern within seven
(7) working days of the request.

The appeals committee selection will be made as follows:

» Executive vice president/provost selects the following four (4) people: one (1) chairperson,
who will be an administrator, and three (3) staff members.

*  The Campus Student Government Association will select two (2) students from programs
other than that of the individual filing the grievance.

* The individual filing the grievance will select one (1) peer from his/her program area.

The committee will make a recommendation to the executive vice president/provost who will
make a decision within five (5) working days of the committee hearing.

STUDENT INFORMATION UPDATES

It is necessary for the college to have current information in case of illness, emergencies, the
mailing of grade reports, and other official correspondence. Therefore, it is the student’s
responsibility to inform the college through Student Services; if there is a change of name,
address, or phone number. Students should complete a Student Data Change form available
in Student Services or complete changes through the “upgrade” on WebAdvisor.

FEDERAL FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

Gateway Technical College complies with the provisions of FERPA. Prior written consent
from a student must be obtained before information may be disclosed by Gateway Technical
College to third parties, unless the information or the individual or group making the request
is exempted by the policy and the Family Educational Rights and Privacy Act of 1974. Such
exemptions are made for the following:

1. Request from Gateway Technical College faculty and staff with a legitimate need to know.
2. Request in accordance with a lawful subpoena or court order.

3. Request from representatives of agencies or organizations from which the student is
receiving or has received financial aid.

4. Request from officials of other postsecondary educational institutions to which the student
has applied for admission.

5. Request from other persons or agencies specifically exempted from the prior consent
requirement by the Act. This includes certain federal and state officials of the District
accrediting agencies, etc.

6. Requests for directory information, which includes the following categories:

- Name
- Hometown
- Date of birth

- Program of enrollment (major field of study) and number of credits for which currently
or formerly enrolled

- Participation in officially recognized activities

- Dates of attendance (including enrollment status, classification, and year, matriculation,
and withdrawal dates)

- Candidacy for graduation
- Degrees and awards/honors received (type of degree and date granted)
- Most recent previous educational agency or institution attended
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The student may elect to have directory information held confidential. When this option is
exercised, the only information that will be released by Gateway, other than exemptions 1.
through 5., is confirmation that a student is or has been enrolled at Gateway. If you elect
to allow the release of directory information, such release will be limited to those requests
perceived to be in the best interest of the student; e.g., requests from parents, friends, relatives,
prospective employers, or licensing agencies seeking to confirm certain information, societies,
news releases, programs, etc. All other inquiries will be limited to confirmation that a student
is or was previously enrolled at Gateway.

Gateway Technical College assumes no responsibility or liability for the accuracy of judgment
as to whether or not a release of directory information is in the best interest of a student.
Likewise, Gateway will assume no responsibility for contacting students who have elected to
stipulate directory information as confidential for the subsequent permission to release any
information. If you elect to have directory information held confidential, please complete a
form which is available at any Student Services office.

ENROLLMENT POLICY

Students will be considered enrolled in a class upon registration and provided they remain
registered, if they have:

* paid the required tuition and fees.
+ entered into a standardized payment plan agreement with the District.

* a financial aid deferment or have a third-party payer authorization/contract on file with
Gateway guaranteeing payment of the tuition and fees.

Any student who has an outstanding debt with the College will not be allowed to register
for any additional classes until the debt has been satisfied and/or discharged. Students, who
believe they should not be held responsible for charges to their account due to extenuating
circumstances, must follow Student Account Appeals Procedures.

This policy will be effective in reference to debts incurred after January 1, 1992.

STUDENT RELIGIOUS ACCOMMODATIONS

Policy

In compliance with Wisconsin Administrative Code, Gateway Technical College will make
reasonable accommaodation of a student’s religious beliefs. A student may request reasonable
accommodation from his/her instructor with regard to examinations and other academic
requirements. The student request must be in writing and submitted to the instructor five (5)
working days prior to the date(s) of the anticipated absence. Instructors will provide a means
by which a student can perform the make-up examination or other academic requirements in
a timely manner without penalty.

Procedure

Student appeal of the religious accommodation decisions will be processed through the due
process procedure.

Step 1: The student must first address a concern to the appropriate staff member. The student
may consult with a Student Services counselor who will assist the student in understanding
the process and direct the student to the appropriate person.

Step 2: If, after discussing the concern with the appropriate staff member, the concern has not
been resolved, the student should prepare a written document which identifies the specific
concerns and desired outcomes. This document should be presented to the person with whom
the student discussed the concern. A written response must be given to the student within
seven (7) working days.

Step 3: If the concern remains unresolved, the student will be directed to send a copy of the
written document and response to the program dean. (If for some reason the program dean has
a conflict of interest, another program dean should be appointed by the dean of campus affairs
to review the matter.) The program dean will meet with the student and the staff member and
respond, in writing, within seven (7) working days.
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Step 4: The program dean’s decision is final unless the student is able to present facts which
show new evidence or a cause for error in the program dean’s decision. These facts must be
presented, in writing, to the appropriate dean of campus affairs within fourteen (14) working
days of the program dean’s decision. If the new facts are determined to be appropriate, an appeals
committee will be assigned to hear the concern within seven (7) working days of the request.

The appeals committee selection is as follows:

* Dean of campus affairs selects the following four (4) people: one (1) chairperson who will
be a staff administrator, and three (3) staff members

e The campus Student Government Association will select two (2) students from programs
other than that of the individual filing the grievance.

» The individual filing the grievance will select one (1) peer from his/her program area.

The committee will make a recommendation to the dean of campus affairs who will make a
decision within five (5) working days of the committee hearing.

STUDENT-RIGHT-TO-KNOW REPORTING
Policy

Gateway will maintain and disclose student program completion and graduation rates in
compliance with the Student-Right-To-Know and Campus Security Act.

Procedure

* Information on completion and graduation rates of all technical diploma or associate
degree-seeking full-time students will be collected.

* This information as well as Campus Security Information will be made available
through appropriate College publications, on the Gateway Technical College website
(www.gtc.edu), and to prospective students upon request.

» This information will be available before prospective students enroll or enter into any
financial obligation with the College.

IDENTITY THEFT PREVENTION POLICY

Gateway Technical College is committed to protecting the identify information of our customers
covered accounts. The College is governed by Section 114 of the Federal Trade Commission’s
Fair and Accurate Credit Transactions Act which created the Red Flags Rule. This regulation
requires the College to have an Identity Theft Prevention Program designed to detect, prevent,
and mitigate ldentity Theft in connection with opening a covered account or existing covered
account and to provide administration of the program. The College’s program will:

» Identify relevant Red Flags for covered accounts it offers or maintains and incorporate
those Red Flags into the program

* Detect Red Flags that have been incorporated into the program

* Respond appropriately to any Red Flags that are detected to prevent and mitigate Identity
Theft

* Ensure the program is updated periodically to reflect changes in risks to students and to
the safety and soundness of the creditor from Identity Theft

If you have questions about the Identity Theft Prevention Policy contact the Office of Student
Accounts.

RESTRAINING ORDERS / ORDERS OF PROTECTION

Anyone who has a restraining order, or other order of protection, against another person that
identifies College facilities/locations as protected sites must provide the dean of campus
affairs with a copy of any temporary, protective, or restraining order which is made permanent.
Working with the student, a determination will be made as to the measures that need to be
taken to meet the requirements of the restraining order.
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DRUG-FREE ENVIRONMENT

Any student who engages in an activity, on District premises or at a District-sponsored event,
that constitutes a violation of State of Wisconsin Uniform Controlled Substances Act shall
be subject to nonacademic misconduct disciplinary sanctions. In determining the appropriate
sanction, the College president, or designee, shall consider those penalties, including suspension
and expulsion, that will contribute most effectively to maintaining a College environment free
from controlled substances.

In keeping with local, state, and federal laws, Gateway Technical College prohibits the pos-
session, use, or distribution of drugs and alcohol by students while on College property or
when involved in any College sponsored activity. If a student has a drug or alcohol problem,
we highly recommend that they seek assistance from the Student Services office.

TOBACCO-FREE ENVIRONMENT

Gateway Technical College supports the concept of wellness, the U.S. Surgeon General’s
mandate for a smoke-free America and the spirit of Wisconsin’s Clean Indoor Air Act. Gateway
has taken positive steps to provide a healthier environment for students, employees, and visitors.
Smoking and tobacco use is prohibited in all buildings and on grounds, sidewalks, streets,
parking lots, and structures owned or leased by Gateway Technical College.

Persons who violate this policy will receive a warning for the first offense and fined $10 for
each subsequent violation. Students who repeatedly violate this policy will be subject to
progressive discipline as outlined in the Student Code of Conduct.

CAMPUS SAFETY

At Gateway Technical College, safety is our number one priority and it is our goal to provide
the safest environment possible for both employees and students.

Emergency Notification System

Gateway Technical College’s “AlertMe”, emergency notification system will alert subscribers
with a text message or an email in the event of a dangerous situation occurring at one of the
Gateway locations, including a confirmed tornado area. Students are strongly encouraged to
sign up for this service at www.gtc.edu/alertme as soon as possible in order to be altered if
such an event were to occur. If you had already registered last academic year for this service,
you will need to enroll again for this year. This service is available to all students, staff and
family members. Note: If your cell phone provider charges for text messages received, there
will likely be a cost associated with this service — check with your mobile phone provider.
Emergency Website

In case of an emergency that would impair the college’s ability to use its own website for com-
munication with the public, please go to the emergency website http://emergency.gtc.edu for
important information.

Medical Emergency Procedures

1. Evaluate the accident scene and/or situation. Call 9-911 if necessary.

Assign someone to meet emergency response personnel.

If scene is safe, proceed to the victim(s). Avoid contact with blood or other bodily fluids.
Provide whatever assistance to victim(s) you are qualified to give.

Document the accident and make a formal report as soon as practical in order to provide
an accurate and complete record of the incident/accident.

Fire Emergency Procedures

1. Upon hearing the fire alarm, all staff and students shall proceed to the nearest exit and
leave the building. Close all doors and windows as you exit.

2. Staff and students should assemble at a safe distance from the building until told it is safe
to re-enter.
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3. After a fire evacuation, staff and students should try to account for all members of classes
or office groups. Notify fire department immediately if anyone is missing.

4. Use fire extinguishers only if safe for you and others, or to aid your escape.
Fire Drills

Fire drills are held periodically throughout the academic year. Everyone must leave the buildings
during a drill. Leave through the nearest exit when evacuating the buildings. Move at least 100
feet or more from the building and do not use elevators.

Chemical Spill/ Gas Leak Procedures
CALL 9-911 if imminent danger exists.
Avoid direct contact with chemical.
Identify spilled substance, if possible.
Isolate area of spill.

Contact maintenance department.

If situation warrants, evacuate staff and students from the area and remove to a safe area
away from the site of the spill.

7. Do not attempt to clean up the spill without reviewing the MSDS and obtaining proper
protective equipment in accordance with OSHA standards.

Severe Weather Procedures & Campus Closing
Tornados
1. Proceed immediately to a designated shelter area, assisting students and visitors as needed.

2. All designated shelter areas are posted with “TORNADO SHELTER’ signs. Be familiar
with these locations.

3. Remain in designated shelter areas until an “all clear’ is announced.
4. Encourage students to take cover in the shelter areas.
SEVERE THUNDERSTORM WARNING

Severe thunderstorms are occurring. Remain indoors and away from windows until the severe
storm passes.

Campus Closing
Closing / Cancellations will be noted: www.gtc.edu - 1-800-353-3152
Radio/TV - Kenosha, Racine and Walworth Counties

o gk~ wbdE

WISN Channel 12 WGTD (91.1 FM), WIVL (100 FM)
WISN - 1130, WMIL - 106 FM WLIP(1050 AM), WFAW (940 AM)
WQBW - 97.3 FM, WKKYV - V100 WIIL (95.1 FM), WSJY (107.3 FM)
WOKY - 920 AM, WRIT - 95.7 FM WEXT (104.7 FM), WKCH (106.5 FM)
WTMJ Channel 4 WEZY (92.1 FM), WLKG(96.1 FM)
WTMJ - 620 AM, WKTI - 94.5 FM WRJN (1400 AM), WSLD (104.5 FM)
WITITV 6 WCLO (1230 AM)
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Weapons on Campus/Campus Shooting

1. If possible, CALL 9-911 and alert authorities to the shooters location. If you can’t speak,
leave the line open so the dispatcher can listen to what is taking place.

2. In general, how you respond to an active shooter will be dictated by the specific circum-
stances of the encounter. Please note that there could be more than one shooter involved
in the situation. If you find yourself involved in this situation, try to remain calm and use
these guidelines to help you plan a strategy for survival.

If an active shooter is outside your building proceed as follows:
1) go to a room that can be locked,

2) close and lock all the windows and doors, and

3) turn off all the lights.

4) If possible, get everyone down on the floor and ensure that no one is visible from outside
the room.

If an active shooter is in the same building you are:

1) determine if the room you are in can be locked and if so, follow the same procedure as
described above, or

2) if your room can’t be locked, determine if there is a nearby location that can be reached
safely and secured, or if you can safely exit the building.

If an active shooter enters your office or classroom, try to remain calm. Attempting to
overpower the shooter with force should be considered a very last resort.

3) Notify the Dean of Campus Affairs and President’s Office immediately.
Bomb Threat Procedures

1. Engage the caller and follow the Bomb Threat Checklist form on the next page.
DO NOT PLACE THE RECEIVER BACK ON THE TELEPHONE!

2. If possible, alert other staff that a bomb threat is being received.

3. Have anyone CALL 9-911.

Remain on the phone until designated emergency staff respond.

4. Notify administration, security, and maintenance.

Emergency staff will promptly advise you of the next steps.

Keep ALL information about the call confidential.
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Bomb Threat Checklist

Why did you place the bomb at Gateway Technical College?
When will the bomb explode?

Where is the bomb right now?

What does the bomb look like?

What kind of bomb is it?

What will cause the bomb to explode?

Did you place the bomb?

What is your address?

What is your name?

Exact wording of the threat:

IMMEDIATELY DIAL 9-911 --- THEN COMPLETE:

Sex of Caller: Accent: Age:
Length of Call: Number at which call is received:
Description of voice (circle all that apply):

Calm Normal Angry Rapid Stutter Whispered Crying Rugged Slow Nasal Disguised
Laughter Deep Excited Slurred Soft Loud Raspy Clearing Throat Distinct Deep Breathing
Cracking Voice Lisp Familiar

If the voice is familiar, who did it sound like?

Background Sounds (circle all that apply):

Music Local Motor Long Distance Clear Voices Static Factory Machinery

Street Noises PA System Office Machinery House Noises Animal Noises

Threat Language (circle all that apply):

Well spoken (educated) Prepared message by threat maker Taped Foul Incoherent Irrational

AFFIRMATIVE ACTION / EQUAL OPPORTUNITY - POLICY H-110

The Gateway Technical College District will be fair and impartial in all its relations with its
students, employees, and applicants for employment without regard to race, color, national
origin, ancestry, creed, religion, political affiliation, marital status, parental status, pregnancy,
family or medical leave, disability, age, gender, sexual orientation, arrest record or conviction
record, retaliation, union or non-union affiliation, membership in the National Guard, state
defense force or any reserve component of the military forces of the U.S. or Wisconsin.

Compliance
The Gateway District is committed to:

* Compliance with Title VI and Title VII of the 1964 Civil Rights Act, the Age Discrimination
in Employment Act, the Equal Pay Act, Title IX of the 1972 Educational Amendments,
Section 504 of the 1973 Rehabilitation Act, and the Wisconsin Fair Employment Law, The
Americans with Disabilities Act, Drug Free Act 1988, and Uniform Control Substances
Act: WI Chapter 161.

» Elimination of gender-based discrimination and gender-based stereotyping in technical
education as mandated by the 1976 Vocational Education Amendments.

*  Compliance with the 1979 Office of Civil Rights Guidelines for the elimination of
discrimination in technical education.

* Compliance with 1989 Wisconsin Act 186, which relates to discrimination against students
in the Wisconsin Technical College System. Students who allege a violation of this Act
must file written complaint within 300 days to the day the incident took place.
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Equal Employment

Equal Employment Opportunity includes, but is not limited to, the following areas: recruitment,
selection, hiring, training, promotion, transfer, layoff, retention, return from layoff, compensa-
tion and fringe benefits, terminations, certification, testing, and committee appointments.

Affirmative Action
The Gateway District is committed to:

* Designing efforts to reach and maintain an employment level for minorities, persons with
disabilities, and women which is at parity. (Parity figures are determined by the Wisconsin
Department of Employment Relations.)

* Planning activities to recruit and place minorities, persons with disabilities, and female
persons in the areas where these group members are presently underutilized. Recruitment
efforts and resources will be reviewed and updated to improve, to strengthen, and to broaden
our recruitment efforts for minorities, persons with disabilities, and female applicants.

* Providing students with all educational and support services in a nondiscriminatory way
with special emphasis in recruitment and retention on an educational climate conducive
and supportive of cultural, ethnic diversity, and persons with disabilities.

* Supporting employees and applicants for employment with programs developed to address
the recruitment, employment, training, promotion and retention needs of minorities, females,
and persons with disabilities.

Harassment
Harassment against any employee or student on the basis of race, color,

gender, national origin, age, disability or other protected status is an unlawful employment
and education practice and is prohibited. For incidents related to sexual harassment, refer to
policy H-140, Sexual Harassment.

Policy Dissemination

The District Affirmative Action Office shall disseminate this policy statement on behalf of
employees, applicants for employment, and students. The District Affirmative Action Officer,
Titles VI, VII & IX (hereinafter referred to as Officer) shall advise nonrepresented employees
and representative union groups about the District’s commitments under this policy. Copies
of the Affirmative Action/Equal Opportunity Policy shall be posted in conspicuous places
available to employees, applicants for employment, and students. All major publications; i.e.,
student handbook, catalog, shall contain the following Affirmative Action Statement:

“It is the policy of Gateway Technical College not to discriminate in admission to, or participa-
tion in, its programs and activities on the basis of race, color, national origin, ancestry, creed,
religion, political affiliation, marital status, parental status, pregnancy, family or medical leave,
disability, age, gender, sexual orientation, arrest record or conviction record, retaliation, union
or nonunion affiliation, membership in the National Guard, state defense force or any reserve
component of the military forces of the U.S. or Wisconsin.”

Affirmative Action Plan

The Affirmative Action Compliance Plan will be used to demonstrate our commitments and
efforts towards Equal Employment Opportunity. The plan will include specific goals and
timetables and result-oriented programs.

Criteria For Filing Employee And Student Discrimination Complaint

Any employee or student who believes an act of discrimination/harassment has occurred and
alleges he/she has been denied admission to, participation in, or the benefits of, or discriminated
against in any service, program, course, or facility of the College because of the student’s
race, color, creed, religion, gender, national origin, disability, ancestry, age, sexual orientation,
pregnancy, marital status or parental status may file charges. Any employee or student may
challenge a hostile or abusive work/learning environment, even if the harassment is not targeted
specifically at them.
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An action constitutes unlawful behavior if it:

1. has the purpose or effect of creating an intimidating, hostile, or offensive work/classroom
environment.

2. has the purpose or effect of unreasonably interfering with an individual’s work/classroom
performance.

3. otherwise adversely affects an individual’s employment/learning opportunity.
Complaint Procedure

A complaint procedure will be maintained for the purpose of processing charges of discrimina-
tion on the basis of gender, race, creed, color, national origin, ancestry, marital status, religion,
disability, age (40 and over), arrest or conviction record, and political affiliation, or other
protected group. See Affirmative Action Formal Complaint Procedure H-120.

Internal Monitoring

The Officer will develop and implement an internal monitoring system which will evaluate the
effectiveness of the Affirmative Action Program. The Human Resources department shall submit
data for employee reports to the Officer. These reports shall describe how affirmative action has
been taken and/or will be implemented in areas identified through affirmative action monitoring.

Affirmative Action Officer, Titles VI, VII & IX Reporting/Responsibilities

The Officer and the Human Resources department will report to the president or designee on
major issues affecting the Gateway District as an equal opportunity employer. The Officer
has responsibility for developing, implementing and monitoring a comprehensive Affirmative
Action Compliance Program for the Gateway District.

Equal Education

The Gateway District provides equal educational opportunity on the basis of race, color, creed,
national origin, ancestry, marital status, gender, and disability in compliance with Title V1 of the
1964 Civil Rights Act, Title IX of the 1972 Education Amendments, Section 504 of the 1973
Rehabilitation Act, The Americans with Disabilities Act, Drug Free Act 1988, and Uniform
Control Substances Act: WI Chapter 161.

Contact Person

Coordination of Section 504 of the 1973 Rehabilitation Act has been assigned to the Human
Resources Director — Employment, Compensation & Benefits, Section 504/ADA Coordinator
and Title 1X of the 1972 Education Amendments has been assigned to the Officer. Officer
responsibilities are mandated through the following laws: Executive Order 11246, Revised
Order No. 4, Section 504, the Office of Civil Rights Guidelines for Eliminating Discrimination
in Vocational Programs, The Americans with Disabilities Act, Drug Free Act 1988, Uniform
Control Substances Act: Wisconsin Chapter 161 and other Affirmative Action laws. Any
questions concerning Affirmative Action or Equal Opportunity should be directed to:

Debbie Miller, Director Human Resources - Employment, Compensation & Benefits
District Affirmative Action Officer, Titles VI, VII & IX

Gateway Technical College

3520 30th Avenue, Kenosha, WI 53144

(262) 564-3220 * (262) 564-2816 TTY * (262) 564-2161 FAX

While responsibility for implementation of the District’s Affirmative Action plan has been
directed to one person, the entire staff and District share the responsibility. Any student or
employee found to have violated this policy shall be subject to discipline proceedings, which
may result in suspension or discharge.

HARASSMENT & DISCRIMINATION POLICY - POLICY H-130
Gateway Technical College is committed to providing all employees with a work environment
that is free from harassment or any other form of harassing conduct. Gateway Technical College
expressly prohibits any form of unlawful employee harassment based on race, color, religion, sex,
national origin, age, disability, status as a Vietnam-era or special disabled veteran, or status in any
group protected by state or local law. This policy applies to all employees. Improper interference
with the ability of our employees to perform their expected job duties is not tolerated.
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Procedure

1. The District Affirmative Action Officer, Titles VI, VII & IX (hereinafter referred to as
Officer) is responsible for coordinating federal regulations concerning discrimination or
harassment.

2. Should the matter not be resolved informally, the complaint shall be presented in writing
to the Officer. The complaint should include the specific nature of the discrimination or
harassment and corresponding dates and also include the name, address, and phone number
of the complainant.

3. The Officer shall thoroughly investigate the complaint, notify the person(s) who has
been accused of discriminating and/or harassing, and permit that person to respond to the
allegation. If deemed necessary, a meeting will be arranged to discuss the complaint with
all concerned parties within thirty (30) working days after receipt of the written complaint.
The Officer shall give a written answer to the complainant within forty-five (45) working
days after receipt of the written complaint.

4. If either party is not satisfied with the answer of the Officer, he or she may submit a written
appeal to the president or designee indicating with particularity the nature of disagreement
with the answer and reason underlying such disagreement. Such appeal must be filed within
ten (10) working days after receipt of the Officer’s answer. The president or designee shall
arrange a meeting with the complainant and other affected parties, if requested by the
complainant, at a mutually agreeable time to discuss the appeal. The president or designee
shall give a written answer to the complainant’s appeal within ten (10) working days.

SEXUAL HARASSMENT POLICY - H-140

The Gateway Technical College District, through its commitment to Affirmative Action, will
attempt to provide an environment free of sexual harassment for all employees and students
in accordance with the law of the United States and the State of Wisconsin. Sexual harassment
of employees and students of the Gateway District is unacceptable and impermissible conduct
which will not be tolerated. The institution deplores such conduct as an abuse of authority.
Whenever knowledge is received that a sexual harassment condition is being imposed, prompt
and remedial action will be taken. Any student or employee may challenge a hostile or abusive
work/learning environment, even if the harassment is not targeted specifically at them.

Definition
Harassment on the basis of gender is a violation of Section 703 of Title VII. Unwelcome sexual

advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature
constitutes sexual harassment when:

1. submission to such conduct is made either explicitly or implicitly as a term or condition
of an individual’s employment or enrollment.

2. submission to or rejection of such conduct by an individual is used as the basis for employ-
ment or enrollment decisions affecting such individual.

3. such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or enrollment or creating an intimidating, hostile, or offensive work/
learning environment.

4. such conduct otherwise adversely affects an individual’s employment opportunity or
enrollment at Gateway.

Procedure

In accordance with H-110, Affirmative Action/Equal Opportunity, any person who believes
sexual harassment has taken place may file a complaint with the District Affirmative Action
Officer.
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COMPUTER, NETWORKING, AND INFORMATION RESOURCES
INTRODUCTION

This document constitutes Gateway Technical College’s policy for the management of the
College’s computing, networking, and information resources. These resources include, but
are not limited to, the central computing facilities, district-wide network, campus local-area
networks, electronic mail, the ITV system, nodal labs, classroom multi-media equipment, video
conferencing equipment, access to the Internet, wireless access, voice mail, departmental and
public computing facilities, scanners, printers, WebAdvisor, Blackboard, software, data, and
related equipment and services.

Your use of Gateway computing and networking resources and information systems is governed
by federal and state law; acceptable Internet use practices; Gateway policies; this Computing,
Networking and Information Resources policy; and departmental computer policies that are
not inconsistent with this policy. Additionally, all Gateway policies regarding the appropriate
use of Gateway resources and responsible personal conduct apply to your use of Gateway
computing and networking resources and information systems.

Your use of any of the College’s computing, networking, and information resources
constitutes your acceptance of this policy.

POLICY STATEMENT

Gateway Technical College provides computing and networking facilities and information
resources to support its educational mission. These facilities include the central computer
system, personal computer labs, communications networks, information systems and associated
software, files, and data. Your access to and use of Gateway computing and network resources
is a privilege that depends on your using the resources appropriately. In general, appropriate
use means respecting the rights of other users, the integrity of the physical equipment and
systems, and following all pertinent license and contractual agreements. Also, users must apply
the highest level of ethical conduct to their use of computing, networking, and information
resources. Users do not own accounts on Gateway computing systems, but are granted the
temporary privilege of exclusive use.

Faculty, staff, and students may use the College’s computing and networking resources for
purposes related to their studies, their responsibilities for providing instruction and performing
research, the discharge of their duties as employees, their official business with the College,
and other Gateway-sanctioned or authorized activities. Personal use of these resources
should be brief and limited. (See the email/internet/intranet use section later in this policy).
In addition, residents of the district who have library cards may use computers in the public
areas of Gateway libraries for word processing and Internet access, subject to compliance
with all other rules and policies. The use of College computing and networking resources and
information systems for any sort of solicitation is prohibited, absent prior written permission
of a current Officer of the college.

Computing resources may be used only for legal purposes and may not be used for any of
the following purposes or any other purpose which is illegal, immoral, unethical, dishonest,
damaging to the reputation of the College, inconsistent with the mission of the College, or
likely to subject the College to liability. Impermissible uses (some of which may also constitute
illegal uses) include — but are not limited to — the following:

» sending messages with the intent to frighten, intimidate, threaten, abuse or harass another
person;

¢ defamation;
» fraud or misrepresentation;
* intentionally and without authorization:

» accessing, modifying, destroying, taking possession of, or copying data, computer
programs or supporting documentation;

» disclosing restricted access codes or other restricted access information to unauthorized
persons;
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» modifying computer equipment;
» destroying or damaging a computer, computer system, or computer network;

+ sending messages while intentionally preventing or attempting to prevent the disclosure
of one’s own identity;

+ disruption or unauthorized monitoring of electronic communications;

* unauthorized copying or transmission of copyright-protected material;

» use of the College’s trademarks, logos, insignia, or copyrights without prior approval;

+ breaking into or attempting to break into Gateway systems, networks, or user accounts;

» Unauthorized attempts to circumvent data protection schemes or uncover security loopholes.
This includes creating and/or running programs that are designed to identify security
loopholes and/or decrypt intentionally secure data.

+ using Gateway systems or networks as any part of an attempt to break into or attempt to
break into other systems or networks;

* downloading files or installing unauthorized software of any kind to computer hard drives;

» unauthorized use of Internet, computer accounts, access codes (including passwords), or
network;

« use of identification numbers, usernames, and/or authentication credentials (including
e-mail/Internet/Intranet addresses) assigned to others;

* development or use of unapproved mailing lists;

« use of computing facilities:
» for private business purposes unrelated to the mission of the college or to College life;
+ for campaign or political purposes;

» use which constitutes academic dishonesty;

* violation of software license agreements;

* violation of network usage policies and regulations;

+ violation of privacy;

» accessing, displaying or sending obscene, pornographic, sexually explicit, or offensive
material;

* using any obscene, lewd or profane language or suggesting any lewd or lascivious act;

» intentional or negligent distribution of destructive programs such as computer viruses;

» creating, sending, or forwarding chain letters (messages that are forwarded many times to
people who have not solicited the information);

* permitting, encouraging, or directing another person to send a message prohibited by this
policy from any Gateway computer or system under the user’s control

* unauthorized solicitations such as creating and promoting products or services for sale.

* Use that is deemed unnecessary or excessive; use which facilitates violating other Gateway
policies; and use which interferes or disrupts Gateway employees from performing their
jobs.

ACCOUNT GUIDELINES

Once you are given access to computing resources at Gateway, you are responsible for any and
all use made of those resources with your user identification. The following responsibilities
apply to users accessing any of the College’s computer and networking resources and informa-
tion systems. The user is responsible for correct and sufficient use of the tools available for
maintaining the security of information stored on each computer system.

* Computer accounts, usernames, passwords, and other types of authorization that are assigned
to individual users may not be shared with others.

* The user should assign an obscure account password and change it frequently.
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* The user should be aware of computer viruses and other destructive computer programs
and take steps to avoid being a victim or unwitting distributor of these processes.

* No unauthorized persons may use Gateway computer and network resources. Authorized
users include only Gateway employees, currently enrolled students, and residents of the
district who have obtained library cards.

Be sensitive to the needs of others, and use only your fair share of computing resources.

Collegiality requires:

» regular deletion of unneeded files from one’s accounts on shared computing resources;

» refraining from overuse of connect time, information storage space, printing facilities,
processing capacity, or network services;

+ refraining from use of sounds and visuals which might be disruptive or offensive to others;
+ refraining from use of computing resources in an irresponsible manner
E-MAIL/INTERNET/INTRANET USE

Use of College-provided e-mail/Internet/Intranet for personal communications shall be
comparable to what is allowed for personal local use of College telephones. Limited personal
use of e-mail/Internet/Intranet is permitted so long as that use:

* does not create any undue cost to the College;

+ ifused by employees, does not interfere with an employee’s assigned duties;

+ isbriefin its volume or frequency;

* does not disrupt College business;

* does not compromise the security or integrity of College information or software;

* is not otherwise prohibited by this policy or any other College policy or directive

In no instance may e-mail/Internet/Intranet or computers be used for commercial, campaign
or political purposes, or to promote an outside business or group.

While Gateway respects the privacy of users and does not routinely inspect or monitor individual
use of the College’s computing and networking resources, the College will not provide a
guarantee of security and privacy of one’s e-mail/Internet/Intranet and electronic files.

Be advised that state law (Section 19.35 Wisconsin Statutes) requires that records created or
kept by Gateway, including e-mail/Internet/Intranet or electronic files, must be made available
for public inspection and copying, subject to limited exceptions. In addition, unless protected
by legal privilege, e-mail/Internet and electronic files can and will be discoverable in litigation
that involves the College.

Accordingly, the following guidelines are established for responsible e-mail/Internet/Intranet
use.

* E-mail/Internet/Intranet may not be sent with the intent to disrupt communication or other
system services.

* Electronic communication that is unwelcome, repeated, or has the intent or effect of
unreasonably interfering with an individual or group’s educational or work performance,
by creating a hostile, intimidating or offensive educational or work environment constitutes
harassment and is prohibited. Further, harassment targeted toward an individual on the
basis of his or her sex, race, color, gender, disability, religion, national original, sexual
orientation, veteran’s status or age will not be tolerated. If you receive unwanted e-mail/
Internet/Intranet, notify the sender that it is unwelcome. If the communication continues
after the sender has been placed on notice, please immediately contact the Human Resources
Department or the Vice President - Student Support.

*  E-mail/Internet/Intranet “Bombing” which floods recipients with numerous e-mail/Internet/
Intranet messages in an attempt to disrupt them or their sites is prohibited.
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ROLE OF THE LEARNING INNOVATION DIVISION

Responsible system maintenance may require that files be backed up, data cached, activity
logs kept, and overall system activity monitored. In the process of these activities, Gateway
staff may see your e-mail/Internet/Intranet and files. The College shall also have access to
and may monitor non-Gateway computer and network resources used by Gateway employees
in the course of their official duties.

Computers and networks are for use by authorized users only. Individuals using these systems
are subject to having their activities on these systems monitored and recorded by system
personnel.

An account will also be inspected or monitored when:

* Activity from an account prevents access to the College’s computing or networking
resources by others.

* Activity from an account is disrupting or threatening the integrity of the network or network
systems.

* General usage patterns indicate that an account is responsible for illegal activity.
* There are reports of violations of policy or law taking place.

+ It appears necessary to do so to protect Gateway from legal liability.

* Itis required by and consistent with law.

Whenever possible evidence of criminal activity is discovered, Gateway personnel will
provide the evidence of such activity to law enforcement officials in accordance with state
and federal statutes.

SANCTIONS FOR INAPPROPRIATE OR ILLEGAL USE OF COLLEGE
COMPUTING, NETWORKING, AND INFORMATION RESOURCES

If you violate any of the Gateway computer and network use policies, you may be subject
to disciplinary actions or the loss of privileges, including but not limited to, loss of access to
computing resources as well as to Gateway disciplinary action up to and including termination
and/or legal action.

Any offense that violates federal, state and/or local laws may result in the immediate loss of
all Gateway computing privileges and will be referred to appropriate GTC administrators and/
or law enforcement authorities.

If Gateway Learning Innovation Division staff have evidence of misuse of computing and
networking resources or information systems through a specific account, they will take the
following steps to protect the systems, networks, and the user community:

* The suspected accounts will be suspended immediately pending the outcome of any
investigation.

* The user’s e-mail/Internet/Intranet, files, disks, and/or other data and computer-accessible
storage media on the account will be inspected for evidence.

* Investigation of a student will be reported to the Student Success division, and investigation
of a faculty or staff member will be reported to that individual’s supervisor when appropriate.

* Any violation will be reported to the appropriate authorities:

* Policy violations by a faculty or staff member will be reported to the individual’s
supervisor and to the Human Resources Department.

« Policy violations by a student will be reported to the Campus Dean and the Executive
Vice-President/Provost.

* Policy violations by a district resident will be reported to the Campus Dean and the
Executive Vice-President/Provost.

+ Illegal activity by a faculty or staff member, student, or district resident will be reported
to the police and other appropriate law enforcement officials.
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DATA SECURITY AND INTEGRITY

Gateway provides reasonable security against intrusion and damage to files stored on the central
computing facilities. In the event that data have been corrupted as a result of intrusion, Gateway
Learning Innovation Division staff should be notified immediately. Gateway also provides
limited facilities for archiving and retrieving files specified by users and for recovering files
after accidental loss of data. However, Gateway cannot be held accountable for unauthorized
access by other users and is not liable for the inadvertent or unavoidable loss or disclosure of
the contents of stored files.

Gateway recommends that students back-up their own data on a regular basis. Gateway is not
responsible for back-up or any lost data.
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