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Student Handbook

This student handbook has been prepared to
help acquaint you with Stautzenberger College,
services available to you, policies and procedures,
and general information. Please read the manual
carefully and refer to it for any questions you may
have.

Stautzenberger College is happy to have you
enrolled as astudent. May your educational career
be memorable and successful.

Stautzenberger College is committed to doing
everything in our power to help you meet your
goals and career objectives through your hard
work and diligence, along with guidance from the
faculty and staff; your dreams will soon become
a reality.
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Academic Policies
ATTENDANCE AND ABSENTEEISM

Regular and punctual attendance is important to a high standard of performance.
Students are expected to notify their instructors by direct communication or by
message left with the receptionist regarding absences. The syllabus of each course
explains the effect of absenteeism on a grade or opportunity to complete the course.
This information is provided on the first day of class. In any case, a student who fails
to attend all classes for a period of two weeks or who fails to meet the attendance
standards of an individual course will be automatically withdrawn from that class or
from the school for the remainder of the term. The Program Director must approve
reinstatement, and the possibility of successful completion of the term must exist.

Students should be aware that poor attendance may result in the lowering of a
grade or in withdrawal from a class. This reduction may have a negative effect
when determining whether the standards of satisfactory academic progress have
been met.

GRADING SYSTEM

The academic standing of all students is based on the following grading system:

GRADE NUMERICAL QUALITY POINT
VALUE RANK
A 93-100 4.0
B 85-92 3.0
C 77-84 2.0
D 70-76 1.0
F Below 70 0.0
I Incomplete

An Incomplete is issued only in a case in which the student has made satisfactory
progress throughout the course, but is slightly deficient in skills or lacking a few
assignments. The grade is changed to “F” if the course is not completed within a
reasonable period of time, usually within the first two weeks following the end of
a quarter.

w Withdrew
AD Audit
CR Credit by proficiency testing or transfer



MAKE-UP WORK

Make-up work is permitted when a student’'s absence is excused by the Student
Services Officer. Make-up work must be completed upon the date of the student’s
return to the class(es) missed. If the work that has been missed is an exam, the stu-
dentis responsible for securing the make-up exam from the Instructor and arranging
for the exam to be proctored by Student Services or the Dean of Academics.

If a student’s absence is unexcused, then permission to make up missed work is
within the discretion of the Instructor. If permission is granted, unexcused make-up
work must be completed upon the student’s return to class.

TUTORING

If you need tutoring, please contact the instructor or the Program Director. The
instructor, Program Director or School Director will assist you in setting up tutoring.
Please ask if you need assistance.

ACADEMIC HONESTY POLICY

In order to establish both consistency and the highest level of professionalism
at Stautzenberger College, every student is subject to the following Policy in all
courses, whether residential or on-line. Students with questions concerning this
Academic Honesty Policy may speak with their Program Director, Student Services
or the Dean of Academics.

Honesty and integrity are essential to your success in your chosen profession.
Moreover, every student must master a threshold level of knowledge before he
or she will be permitted to graduate with a Stautzenberger College degree. That
knowledge is based upon understanding the material taught in the classroom or in
lab, and upon successful completion of assignments and projects. Grading is de-
signed to assist an Instructor in determining whether a student is performing at the
appropriate level. Students who cannot meet the threshold performance standard
may require additional assistance; grades assist the College in identifying individu-
als in need of such assistance. To the extent that academic dishonesty prevents
the accurate measurement of a student’s grasp of material, it deprives the student
of access to resources that may help the student master material essential to his
or her success.

In order to ensure that the College may effectively serve all of its students, faculty
and employers, it has adopted the following Academic Honesty Policy:

. Plagiarism

To plagiarize is to use the ideas and/or words of another without properly identifying
and giving credit to the source. If a student uses another’s work as if it were his or
her own, the student not only fails to learn the necessary information or skill set that
he or she must master in order to be effective in his or her field, but also damages
the morale of his or her peers. Plagiarism includes copying or paraphrasing ideas,
phrases, statements, papers or other information.



The definition of plagiarism does not vary according to the source of the material.
The original source may be a published item, such as a book, article, website, lyr-
ics or movie; it may also be an unpublished item, such as another student’s work,
or an instructor’s notes.

Plagiarism will not be tolerated, and anyone who engages in plagiarism will be
subject to immediate discipline as outlined below.

. Tests/Quizzes/Exams

“Cheating” is defined by the College as the act of using any source of information
or information processing (other than the student’'s own knowledge) during a test,
quiz or exam.

Unless otherwise stated by an Instructor, students may not use notes, calculators,
books, note cards, computers, cell phones or other aids or electronic devices during
a test, quiz or exam. All materials and devices must be removed from students’
desks prior to testing. All electronic devices must be turned off during testing unless
an Instructor indicates that they are required to complete the test.

Similarly, students may not assist one another on a test, quiz or exam.

Any student who is suspected of cheating or assisting another to cheat will be
subject to the discipline outlined below.

. Collaboration Among Students

Students must present original work at all times. While we encourage students
to form study groups and assist each other in learning course material, all home-
work, projects, quizzes, tests, research papers and all assignments of any kind
must be completed independently by each student, unless otherwise stated by the
Instructor. If a student turns in work that an Instructor believes is the same as, or
is substantially similar to, the work turned in by another student, both students will
be subject to immediate discipline. The College will not distinguish between the
student who knowingly provides the materials to be copied and the student who
copies the materials as to either quality or kind of discipline. Both will be subject
to the disciplinary process outlined below.

. Disciplinary Process and Consequences

If a student violates the College’s Academic Honesty Policy, he or she will face the
following consequences:

. The College will investigate allegations of academic dishonesty
by interviewing relevant witnesses, such as the student, the Instructor and others
who may have knowledge of the events in question.

. If the violation is the first instance or allegation of academic
dishonesty, the student will receive a “0” on that assignment and will be placed on
Probation. The student will remain on Probation as long as he or she remains a
student at Stautzenberger College. For further information concerning Probational
status for academic dishonesty and its impact on a student’s career with Stautzen-
berger College, please see your college catalog.



. If a student engages in any additional academic dishonesty,
whether of the same or different nature, the student will be permanently dismissed
from Stautzenberger College.

Brecksville Campus Students: Any student who is placed on Behavioral Probation
or who is Dismissed from the College may appeal in writing to the Stautzenberger
College Review Board, 8001 Katherine Boulevard, Brecksville, Ohio 44141. The
decision of the Review Board may be appealed to the Office of the Vice President,
Stautzenberger College, 8001 Katherine Boulevard, Brecksville, Ohio 44141. The
decision of the Vice President is final.

Maumee Campus Students: Any student who is placed on Academic Hon-
esty Probation or who is Dismissed from the College may appeal in writing to the
Stautzenberger College Review Board, 1796 Indian Wood Circle, Maumee, Ohio
43537. The decision of the Review Board may be appealed to the Office of the
Vice President, Stautzenberger College, 1796 Indian Wood Circle, Maumee, Ohio
43537. The decision of the Vice President is final.

CONDUCT

Each student is expected to pursue an objective according to a prescribed curriculum
and to maintain satisfactory progress. Each member of the faculty and staff will assist
students in their development. Cooperation of the student is important.

Standards of Conduct to which all students will be held:

1. Be professional and polite at all times to all Instructors and students.

2. Limit conversation while in the classroom to class participation only.

3. The use of improper or profane language will not be tolerated and is grounds
for dismissal from the college.

4. Be prompt and in regular attendance to all classes and avoid disruption of any
class to which you arrive late or from which you leave early.

5. Refrain from using cell phones, radios, walkmen, etc. during class hours. Turn
to off and/or silent all phones or other receiving devices while in class.

6. Never speak on a cell phone while in class. If you receive an emergency call,
remove yourself from the room with as little disruption as possible. Use of cell
phones during class will be cause for an academic warning and may be grounds
for withdrawal from a class and/or dismissal from the college.

7. No children are permitted in class. Anyone arriving with a child will be asked
to leave the premises.

8. The classroom is not an appropriate forum for discussing personal information.
Please reserve personal discussions for out-of-class times.

9. Dress appropriately. Dressing in inappropriate and/or revealing attire may
result in removal from the premises.

10. Tobacco products are not permitted in the school building.



REPEATING A COURSE

A student is allowed only two attempts to successfully pass any course. A student
who is unable to complete a course upon his or her second attempt will be dis-
missed from the College under the “Two Times Rule.” Students with extenuating
circumstances may appeal for a third attempt. Appeals must be made in writing to
the Stautzenberger College Review Committee, 8001 Katherine Blvd. Brecksville,
OH 44141.

All courses attempted are included in the calculation of the course
completion rate.

CHANGE OF CLASS SCHEDULE

Any student who wishes to change a schedule should contact the Academic
Services Director.

INCOMPLETES AND WITHDRAWALS

A grade of Incomplete or “I” may be issued to any student who does not completely
fulfill the requirements of a course. Students must request an Incomplete from their
instructor before the end of the class. All requests must be approved by the Dean
of Academics. A grade will be substituted for the “I” if the student successfully
completes the unfinished work. Failure to complete the work required for a course
(generally within the two-week period following the end of the quarter) will result in
the letter grade of “F.”

A student may withdraw from a course without receiving a grade at any time prior to
the end of the eighth week of the term. A student who withdraws during this period
will receive a “W.” Students should be aware that taking a withdrawal may negatively
affect their progression through any academic program involving prerequisites.

CHANGE OF PROGRAM

Students who wish to change programs must meet with their Program Director
for counseling. Upon approval, all relevant courses with a letter grade of “C” or
better will be transferred to the new program. A new maximum time frame will be
computed by subtracting the total of the transferred credits from the total credits
of the new program.

SATISFACTORY ACADEMIC PROGRESS (SAP)

Students are required to maintain satisfactory academic progress toward their
program each and every quarter. This means maintaining a cumulative grade
point average (CGPA) and cumulative course completion percentage (CCCP) that
will allow them to graduate within the maximum time frame. Students who fall below
minimum standards will be placed on Academic Warning or Probation depending
on how many credit hours they have attempted.

All students are required to maintain a minimum CGPA of 2.0. Any student who
falls below 2.0 will be placed on Academic Warning or Probation depending on how
many credit hours he or she has attempted.



All students are required to maintain a minimum CCCP of 67%. Any student who
falls below 67% will be placed on Academic Warning or Probation depending on
how many credit hours he or she has attempted. A successfully completed course
for this standard is defined as any course in which a student receives a grade of
“A” “B,” “C,” or “D.” Please note that a grade of “D” may not be sufficient in some
courses to graduate or move on to further classes in some programs. See program
descriptions.

The maximum time frame for completing any program is a period of time during
which a student attempts 1.5 times the number of credit hours required to complete
the program. For example: a program requiring 96 credits would have a maximum
time frame of 144 credits attempted (96 X 1.5 = 144). Credits earned by transfer
or proficiency exam will be subtracted from the maximum credits allowed, thereby
reducing the maximum time frame. For example: a student in a 96 credit program
who transfers in 16 credits will have a maximum time frame of 128 attempted credits
(144 - 16 = 128). In no case may a student take longer than the maximum time frame
and receive the original academic credential for which he or she enrolled.

All students will be evaluated each quarter for academic progress. Any student
who has attempted 12 or fewer cumulative credits and who falls below either a 2.0
CGPA or a 67% CCCP will be placed on Academic Warning. Any student who has
attempted 13 or more cumulative credits and who falls below either a 2.0 CGPA or
a 67% CCCP will be placed on Academic Probation.

Academic Warning means that students who are early in their program are hav-
ing some trouble and may be in danger of being placed on Academic Probation if
they do not improve during the next quarter. Students on Academic Warning are
advised to meet with their Program Director for academic counseling. Students
on Academic Warning are considered to be making satisfactory progress and are
eligible for financial aid.

Academic Probation means that students are in danger of not being able to complete
their programs in the maximum time frame at their current rate of progress. A student
placed on Academic Probation (Probation 1) shall remain on probation for at least
one quarter. Students on Academic Probation are advised to meet with their Program
Director for academic counseling. Students on Academic Probation are considered
to be making satisfactory progress and are eligible for financial aid.

While on Academic Probation, a student must:
* Successfully complete all courses attempted;
* Achieve a minimum quarterly GPA of 2.0; and

* Be able to complete his or her program within the maximum time frame

A student who meets the above conditions will remain on Academic Probation until
he or she exceeds both a 2.0 CGPA and a 67% CCCP.

A student who is on Academic Probation and does not meet the above conditions
a first time will be suspended for one quarter. A student who returns from sus-
pension shall remain on Academic Probation (Probation 2). A student who does
not meet the above conditions a second time will be dismissed.



APPEALS

Any student who is dismissed for failure to meet the Standards of Progress has
the right to appeal this dismissal in writing to the Stautzenberger College Review
Board, 8001 Katherine Blvd. Brecksville, OH 44141. A student may also write to
the Executive Director, State of Ohio Board of Career Colleges and Schools, 35
East Gay Street, Suite 403, Columbus, Ohio 43266 (Phone: 877-275-4219).

GRIEVANCE PROCEDURE

If you need additional information or have any concerns, please ask any member of
our staff. If you require further assistance, please contact the Branch Director. You
may address questions or concerns in writing to the Office of the Vice President,
8001 Katherine Blvd. Brecksville, OH 44141, or write to the Executive Director, State
of Ohio Board of Career Colleges and Schools, 35 East Gay Street, Suite 403,
Columbus, Ohio 43266 (phone: 877-275-2752), or to the Accrediting Council for
Independent Colleges and Schools, 750 First Street, NE, Suite 980, Washington,
D.C. 20002-4241 (phone: 202-336-6780).

COUNSELING AND GUIDANCE

Stautzenberger College believes in an open-door policy and encourages students
to seek guidance when problems arise. In a friendly, understanding atmosphere,
solutions are sought that benefit the individual.

Educational guidance is available through the Program Director or another quali-
fied staff member to whom the student may be referred. Qualified staff members
may also provide personal guidance; however, in areas other than those related to
education, students will be referred to a community organization or to other facilities
with the resources to assist the student. Information regarding such resources is
maintained in the Student Services Office.

ACCOMMODATION SERVICES

Accommodations are determined on an individual basis based upon the student’s
unique interaction with the campus environment. Ideally, initial accommodation re-
quests should be made prior to matriculation so that the student has the necessary
resources in place prior to attending class. The Dean of Academics coordinates the
College’s effort to provide assistance to students with diagnosed disabilities that
substantially limit a major life activity.

A student who seeks accommodation services should submit his or her request in
writing to the Dean of Academics. The Dean of Academics will then provide to the
student forms the student should provide to his or her qualified professional to assist
that professional in describing the nature and extent of the student’s disability. The
student will also be given a copy of our Accommodation Services Handbook and
of the brochure “Students with Disabilities Preparing for Postsecondary Education:
Know Your Rights and Responsibilities.”



Once the student has received a diagnosis from a qualified professional, the stu-
dent must return his or her documentation to the Dean of Academics. The Dean of
Academics will then set an appointment with the student to discuss with the student
appropriate and reasonable accommodations, auxiliary aids and services given the
student’s diagnosis and the nature of the student’s program of study and/or specific
challenges the student may face in a given course.

Both student and college will work together to create an Accommodation Plan to
assist the student. This Plan will be committed to writing, and will be revisited each
quarter to ensure that it remains responsive to the student’s needs.

All requests for changes to the Accommodation Plan must be submitted by the stu-
dent in writing to the Dean of Academics to ensure clarity of purpose and discussion.
Such requests should be dated and signed by the student. The Dean of Academics
will respond to such requests within a reasonable time.

Any Plan and/or Amendment to an Accommodation Plan will be set forth in writ-
ing, a copy of which will be provided to the student. The original, signed Plan and
Amendments will be maintained in the student’s Educational File. If the student
requests an accommodation that the College determines it cannot provide, the
College will inform the student in writing of such denial. A student has the right to
appeal an eligibility or accommodation determination made by a member of the
staff of Accommodation Services.

To do so, the student should first contact the Dean of Academics in writing detailing
the nature of the complaint. The Dean will set a hearing with the student to discuss the
issue before making a determination. All determinations will be made in writing.

A student may choose to by-pass the Dean if the student so chooses, or appeal a
decision made by the Dean, by filing a written complaint with the Office of the Vice
President, Stautzenberger College, 8001 Katherine Blvd. Brecksville, OH 44141.
A student may also choose to contact the United States Department of Educa-
tion, Office for Civil Rights, 600 Superior Avenue East, Suite 750, Cleveland, Ohio
44114-2611.

GRADUATION REQUIREMENTS

To graduate, students must have a cumulative grade point average of 2.0 on all
progressive classes that apply toward their degrees, diplomas or certificates, and
a cumulative grade point average in all classes of 2.0. Candidates for graduation
must be free of all indebtedness to the College. Some programs may have additional
requirements. See program descriptions.

TRANSCRIPT OF GRADES

Transcript requests must be written. There is a $5.00 charge. Stautzenberger Col-
lege reserves the right to withhold diplomas or transcripts from students who are
indebted to the institution.



FINANCIAL POLICIES

FINANCIAL AID

The following are some of the financial aid sources available to qualified applicants.
Interested applicants should contact the Financial Aid Office early so a financial
plan can be developed. The College’s Financial Aid Department will provide the
following information:

« What financial assistance is available, including information on all
federal and state financial aid programs.

* The deadline for submitting applications for each of the financial
aid programs.

« The details regarding cost of attendance and refund policy.

« The criteria used by the institution to select financial aid
recipients.

« The formula used by the institution to determine financial need.
* The resources considered in calculation of need.
¢ The amount of financial need that is met.

Regulations governing all financial assistance programs are subject to change.
The school’s Financial Aid Office has the most recent information. Stautzenberger
College reserves the right to revise institutional policies governing financial aid,
including restricting or denying certification of student loans.

TUITION AND BOOKS

Tuition must be paid in the Financial Aid Office between the hours of 8:00 a.m.
through 7:00 p.m. Monday through Thursday, Friday 8:00 a.m. to 5:00 p.m. Pay-
ments must be received on or before the first day of each quarter.

The bookstore will be open during orientation and during the first week of class.
All books required are available through the Stautzenberger College bookstore;
however, they may be purchased at any other non-affiliated location. Used books
may be purchased from continuing students. Used book notices are posted on the
bulletin boards in the Student Lounge.

Students will be responsible for purchasing books with cash, check or credit card.
In some cases, when financial aid is used to purchase books, the student is issued
a voucher, which may be used to purchase the book(s).



AGENCIES

Some of the agencies that provide financial or other supportive assistance to stu-
dents include:

» Workforce Investment Act (WIA)
Approval for educational benefits for the economically
disadvantaged, older adults and displaced workers.

» Bureau of Vocational Rehabilitation (BVR)
Approval for educational benefits for the disabled.

» Department of Veterans Affairs

Some programs are approved for the training of veterans, eligible
wives, widows and children. Information regarding approved
programs and benefits may be obtained from the designated
veterans’ certifying official at the school.



GENERAL INFORMATION

DRESS

Stautzenberger College students are preparing to enter the workplace. As such,
they are expected to dress in a professionally appropriate manner. Consequently,
tank tops, shorts, hats, sunglasses, sandals or any other types of unconventional
attire are not permitted to be worn for classes. The Student Handbook provides
further details

Students in specialized programs may also be required to purchase and wear
uniforms or lab coats. Information is available through the Program Director’s and
Student Services Offices and at the time of admission.

STUDENT PARKING

Parking is available in the lot surrounding Stautzenberger College. Parking specifics
are addressed at Orientation and are posted. Be careful with snow on the ground
that you park carefully to avoid blocking other cars.

WEATHER CLOSINGS

Stautzenberger College will cancel classes when the weather conditions are too
severe. A list of TV and Radio stations notified is available at Reception.

You can also call Stautzenberger College at (440) 838-1999, for information about
weather closings or check our website at www.learnwhatyoulove.com.

EMERGENCIES

If for any reason you should become ill or be required to leave for an emergency,
please notify the Receptionist or Program Director.

INTERNET POLICY

The use of college computers to access the Internet should be considered a privilege
and is not guaranteed. Viewing or accessing pornographic or otherwise inappropri-
ate material is not permitted. Internet access may be eliminated or restricted at any
time solely at the College’s discretion.

LEARNWHATYOULOVE.COM WEB SITE

The Stautzenberger College website (www.learnwhatyoulove.com) offers valuable
information for our students including: important announcements, financial aid
information/forms, faculty email addresses, and much more. Services will continue
to be added in an effort to make your experience at Stautzenberger College even
more convenient, so please check the site daily.




PLACEMENT
Contact the Career Services Director for any of the following services:

¢ Student Placement Assistance

¢ Job Search Seminars

¢ Resume Planning

¢ Skill Assessments

e Career Counseling

¢ Graduate Placement Assistance
« Refresher Workshops

STUDENT REFERRAL

If you are aware of an interested potential student, please notify the Admissions
Department. The Admissions Representatives will supply information to the
prospective student.

CHANGE OF ADDRESS

Students who change their address (or telephone number) should notify the front
desk or office immediately. If you are living in a temporary residence while in school,
be sure both your temporary and permanent address and phone number are on
file. This is a necessary precaution in the event of emergencies.

DRUGS AND ALCOHOL

Students are prohibited from unlawful possessing, using, distributing, or offering
to distribute illicit drugs or alcohol on College property or as a part of any College
activities. Violations will result in the warning, probation, suspension or dismissal
of the student, depending upon the circumstances.

Ohio Revised Code, Chapter 2925, prohibits the unlawful possession, distribution,
manufacture, use or sale of drugs. Penalties for violation include fines, imprison-
ment, or both. Violations range from misdemeanors to first degree felonies. The
Ohio Revised Code, Chapter 3793, describes various alcohol and drug addiction
services provided by the State of Ohio. Please refer to this material or consult the
Student Services Officer for further information on additional services provided in
our area.



PROCEDURES FOR REPORTING CRIMINAL ACTIONS OR
OTHER EMERGENCIES

Stautzenberger College has become increasingly aware that in many cities, college
campuses are targets for criminals. We have procedures that should be followed in
the event that any type of criminal action has taken place.

We recommend that students avoid being alone in the parking lot after dark and
use good judgment at all times. Avoid carrying large sums of money on your person
when you attend class. Do not leave personal belongings, such as a purse, unat-
tended. Do not place yourself in a vulnerable position, which would give a criminal
the advantage. Stautzenberger College has a Security Officer scheduled to be on
campus after 6:30 pm Monday through Thursday. If requested, the Security Officer
will escort you to your vehicle.

Please notify the Campus Security Officer or the Campus Administration imme-
diately of any criminal action that has been committed against you, including, but
not limited to: robbery, burglary, vehicle theft, rape, sexual assault, arson, and ag-
gravated assault. We will immediately contact local law enforcement in the event
of any crime.

NOTICE

Campus crime statistics are compiled in accordance with the definitions of the
Federal Bureau of Investigation’s Uniform Crime Reporting System. Campus crime
statistical information for the past three years will be posted in the student’s lounge
and updated August 1 of each year.



STUDENT ALCOHOL/DRUG USE POLICY

1. No student will be permitted to attend class if he/she is under the influence of
alcohol or illegal drugs, or is suspected of being under the influence of alcohol or
illegal drugs.

2. If aninstructor, school adminstrator or security personnel believe that a student
is under the influence of alcohol because there is an odor of alcohol or the student
is acting in a manner that is consistent with alcohol or drug use, the student will not
be permitted to attend class.

3. Aschool adminstrator will be willing to assist the student in making transportation
arrangements, such as calling a cab or other alternative transportation.

4. As with any person that is believed to be driving under the influence of drugs or
alcohol, the proper authorities may be contacted.

An official signed page stating that you understand the aforementioned policy will
be maintained in your education file.

Signed Date



