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SECTION I: GENERAL COLLEGE POLICIES

Policy 1-01: MISSION

As an open access institution which encourages academic achievement, diversity, economic opportunity and life long learning,
Quincy College facilitates valuable learning relationships with students whose educational and professional futures might other-
wise remain unrealized.

Quincy College Policy Manual

Original: October 1999
Revised: June 2006
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Policy 1-02: VALUES

At Quincy College, we are committed to the following values:

Student learning and achievement

Excellence in teaching

Mutual respect, responsibility, and collaboration
Individual and institutional integrity

Diversity of people and perspectives

Quincy College Policy Manual

October 1999
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Policy 1 - 03: PROMISES

During the next decade, our College will be at the forefront of meeting the challenge of a new century. We will endeavor to
prepare graduates who are:

. Knowledgeable members of the workforce

. Productive members of the workforce

. Valued by baccalaureate institutions as candidates for transfer

. Contributors of our society with an appreciation for community service, economic and cultural development, and civic
responsibility

. Dedicated to life-long learning and personal growth

Quincy College Policy Manual
October 1999
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Policy 1-04: GOALS

The goals of Quincy College are:

. To create an educational environment that stimulates an enthusiasm for learning, critical thinking, cultural
awareness, personal initiative, and civic responsibility;

. To encourage and enable students to realize their full potential and to achieve their personal, educational, and
career goals;

. To offer programs that foster successful student transition to four-year colleges and/or careers;

. To offer certificate programs that develop and enhance the essential skills and knowledge necessary to be
contributing members of the workforce;

. To provide essential resources and services in support of the academic programs;

. To facilitate service learning opportunities and internships which connect the community with the academic
programs;

. To offer educational and training programs to meet the needs of employers;

. To encourage community education through non-credit programs; and

. To provide a forum for reasoned public discourse on intellectual, cultural, and social issues.

Quincy College Policy Manual
October 1999
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Policy 1 - 05: ACCREDITATION STATEMENT

Quincy College is accredited by the New England Association of Schools and Colleges, Inc., a non-governmental, nationally rec-
ognized organization whose affiliated institutions include elementary schools throughout collegiate institutions offering post-
graduate education.

Accreditation of an institution by the New England Association indicates that it meets or exceeds criteria for the assessment of
institutional quality periodically applied through a peer group review process. An accredited school or college is one which has
available the necessary resources to achieve its stated purpose through appropriate educational programs, is substantially doing
so, and gives reasonable evidence that it will continue to do so in the foreseeable future. Institutional integrity is also addressed
through accreditation.

Accreditation by the New England Association is not partial but applies to the institution as a whole. As such, it is not a guarantee

of every course or program offered, or of the competence of individual graduates. Rather, it provides reasonable assurance about
the quality of opportunities available to students who attend the institution.

Quincy College Policy Manual
October 1999
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SECTION II: GOVERNANCE

Policy 2-01: 1981 STATUTE CREATING SPECIAL ACCOUNT

Chapter
THE COMMONWEALTH OF MASSACHUSETTS

In the Year One Thousand, Nine Hundred Eighty-one
AN ACT ESTABLISHING A SPECIAL ACCOUNT FOR THE QUINCY JUNIOR COLLEGE.

Be it enacted by the Senate and the House of Representatives in General Court assembled, and by the authority of same, as fol-
lows:

Section 1.

Notwithstanding the provisions of section fifty —three of chapter forty-four of the General Laws or any provision of law

to the contrary, the City of Quincy is hereby authorized to establish a special account for Quincy Junior College to be known as the
“Quincy Junior College Operations Account”. Into such special account shall be deposited all tuition fees for enrollment of stu-
dents in said college, all incidental fees for the enroliment of students in said college and all monies received by said city from the
commonwealth as school aid or other financial assistance allocable to said college. Such special account shall be maintained by
the city treasurer of said city in a banking institution in said city and expenditures from such special account shall be made by the
president of Quincy Junior College with the approval of the Superintendent of the Quincy Public Schools under the direction of
the school committee, or with the approval of the Superintendent of the Quincy Public Schools under the direction of the school
committee of the said city without appropriation and used solely for the operation, maintenance, and provision of capital equip-
ment for said college.

Appropriation from time to time may be made by said city into said special account and the purpose of providing additional
financial assistance for said college and donations from private sources may be received and deposited into such special account.
Said city treasurer shall be authorized to invest the monies in said special account and the interest accruing shall benefit Quincy
Junior College. Such special account shall be maintained in accordance with generally accepted accounting principles and shall
be audited annually by a certified public accountant. Monies received from student activity fees, so-called, which are used by the
student government of said college shall not be included in said special account.

Section 2.

Said city treasurer, upon the written request of the President of Quincy Junior College with the approval of the of the Superinten-
dent of the Quincy Public Schools and the approval of the school committee or upon the written request of

the Superintendent of the Quincy Public Schools and with the approval of the Quincy College Policy Manual school committee
may advance funds from the General Fund of the city in any fiscal year in anticipation of the receipt of revenue of said Quincy
Junior College for that same fiscal year. Such advances outstanding at any one time in any fiscal year shall not exceed, in the ag-
gregate, twenty-five per cent of the annual expenses of the then current fiscal year as certified by the said Superintendent, or such
larger amount as may be approved by the mayor and the City Council. All such sums so advanced shall be deposited into said ac-
count established under section one and the said Superintendent shall, prior to the end of each fiscal year repay such advances to
the General Fund together with an amount equal to the interest as determined by the treasurer of said city to be allocable

to any debt incurred during that fiscal year by said city in anticipation of revenue in order to make such advances.

Section 3.

The Superintendent of the Quincy Public Schools shall jointly, with the president of Quincy Junior College, file with the mayor,
the City Council, the school committee and the treasurer of said city and the bureau of accounts, a written report relative to such
special account established in section one within one hundred and twenty days after the books are closed for each fiscal year.
Such report shall include a financial statement relating to the operation, maintenance, capital equipment, and properties of said
college. The City Council of said city may review and comment upon such report and may file such review with the state auditor.

Section 4.
This act shall take effect on July first, nineteen hundred eighty-one.

Quincy College Policy Manual
October 1999
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Policy 2 - 02: 1994 STATUTE ESTABLISHING A NEW BOARD OF GOVERNORS
In the Year One Thousand, Nine Hundred Ninety-four
AN ACT ESTABLISHING A NEW BOARD OF GOVERNORS FOR QUINCY COLLEGE.

Be it enacted by the Senate and House of Representatives in General Court assembled, and by the authority of the same, as fol-
lows:

Section 1.

Notwithstanding the provisions of any general or special law to the contrary, the City of Quincy is hereby authorized to establish,
in the place of the Quincy School Committee, a board of governors to oversee and govern Quincy College as a municipal junior
college and a department of the city of Quincy. The Quincy College Board of Governors shall appoint a president to act as chief
operating officer. Such board shall manage and operate Quincy College pursuant to the terms of this act, chapter three hun-
dred thirteen of the acts of nineteen hundred eighty one and pursuant to chapter seventy-one of the General Laws, under the
jurisdiction of the Department of Education and pursuant to section thirty of chapter sixty-nine of the General Laws, under the
jurisdiction of the Higher Education Coordinating Council. The Board of Governors shall exercise all powers heretofore or hereaf-
ter exercised by the school committee pursuant to chapter seventy-one of the General Laws as from time to time amended. The
president of Quincy College shall exercise all powers heretofore or hereafter exercised by the superintendent or principals pursu-
ant to chapter seventy-one of the General Laws as from time to time amended.

Section 2.
The Quincy College Board of Governors shall consist of thirteen members appointed by a governor’s appointing council in the
following manner:

At least one governor shall be an alumna or alumnus of the college. No more than four governors shall reside outside Quincy,
excluding any residential requirement for one alumna or alumnus. The initial Board of Governors shall include one members of the
school committee chosen by the vice chair of the school committee, and one city councilor chosen by the council president, each
to serve a two-year term. At the end of their term they may be reappointed; provided, however, that their ex-officio status shall
terminate on August thirty-first, nineteen hundred ninety-six.

Nothing shall prevent any other elected or appointed official of the City of Quincy from serving on the board; provided, how-
ever, that no employee of Quincy College may serve as a governor. The initial governor’s appointing council shall consist of two
members of the school committee selected by the vice chair or the school committee, two city councilors selected by the council
president and one member of the current Quincy College board of trustees, chosen by the chair of said board. This governor’s
appointing council will appoint the remaining eleven governors who shall constitute the new governing Board of Governors

of Quincy College and who shall commence their term on September first nineteen hundred ninety-four. After September first,
nineteen hundred ninety-four, all governors will be appointed by a governor’s appointing council made up to two member of the
school committee selected by the chair of the school committee, two city councilors selected by the council president and two
governors by the chair of the board of governors.

The initial board of governors shall consist of five governors, including the two ex-officio members, and shall be appointed to two-
year terms. Four shall be appointed to four-year terms and four shall be appointed to six-year terms. The length of such terms shall
be as follows: five governors from September first, nineteen hundred ninety-four to August thirty-first, nineteen hundred ninety-
six, four governors from September first, nineteen hundred ninety-four to August thirty-first, nineteen hundred ninety- eight, four
governors from September first, nineteen hundred ninety-four to August thirty-first, two thousand.

Except for the two ex-officio members, the length of the term each governor is appointed to shall be determined by lottery. Com-
mencing on September first, nineteen hundred ninety-six, all reappointed or new trustees shall serve six-year terms. Any trustees
may be reappointed once; provided, however, that no one may serve more than two consecutive terms, regardless of the length
of his or her term. No governor shall be appointed who is an employee of Quincy College or who, as a result of his or her appoint-
ment, would violate the provisions of chapter two hundred sixty-eight A of the General Laws. Each non-elected governor shall file
a statement of financial interest for the preceding calendar year with the city clerk’s office in the City of Quincy within thirty days
of his appointment and each year thereafter on or before May first that such person is a governor and on or before May first of the
year after such person ceases to be a governor. No governor shall be allowed to continue in his or her duties unless said statement
of financial interest has been filed with the city clerk’s office as required. The statement of financial interest filed pursuant to the
provisions of this section shall be on a form similar to that prescribed by the state ethics commission pursuant to section five of

Quincy College Policy Manual
October 1999
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chapter two hundred sixty-eight A of the General Laws.

Section 3.

Annually, the President of the College and the Mayor of the City of

Quincy shall negotiate an amount of compensation to be paid by the College to the City of Quincy for services rendered by any
municipal department of the city.

Section 4.
Annually, the President of the College and the Superintendent of Schools for the City of Quincy shall negotiate an amount of com-
pensation to be paid by the College to the City of Quincy for services rendered by the school department of the city.

Section 5.
The City of Quincy shall indemnify and save harmless governors and employees, elected or appointed as set forth in chapter two
hundred fifty-eight of the General Laws.

Section 6.

Notwithstanding the provisions of any general or special law to the contrary, all administrators, faculty, professional and non-pro-
fessional employees the of Quincy School Committee who are staff members of Quincy College on the effective date of this act,
except those employees appointed pursuant to chapter thirty-one of the General Laws, shall become employees of the Quincy
Board of Governors without loss of any existing seniority, professional status, retirement rights, benefits or creditable service
without interruption of coverage for group life and health insurance benefits and without reduction in compensation or change in
year of service for placement on the salary schedule. All rights of said employees under existing collective bargaining agreements
shall be maintained pursuant to section eleven

of this act.

Section 7.

No teacher, librarian, associate dean, assistant, coordinator, or director of the Development Education Center, employed by the
college on or after the effective date of this act, who has held such position or combination of positions for three consecutive
years, shall be suspended without pay or discharged without just cause. Any such employee may challenge such suspension or
discharge through the grievance and arbitration procedures contained in his or her collective bargaining agreement, if any. In the
absence of a collective bargaining agreement grievance and arbitration procedure, such employee may challenge such suspen-
sion or discharge by serving written notice upon the chairperson of the board of governors within thirty days of receiving notice
of such suspension or discharge. Within ten days after such notice has been served, the employee and the governors shall jointly
petition the American Arbitration Association to appoint an arbitrator to resolve the dispute. Said association shall forward to the
parties a list of three arbitrators. Each party shall have the right to strike one of the three arbitrators' names if they are unable to
agree on a single arbitrator from among the three. The arbitration procedures shall be conducted in accordance with the rules of
the American Arbitration Association. The fee for the arbitration shall be split equally between the two parties involved. Any arbi-
tration award thus rendered shall be in accordance with the provisions of chapter one hundred fifty C of the General Laws.

Section 8.
The professional certification provision of section thirty-eight G of the chapter seventy-one of the General Laws shall not apply to
Quincy College employees.

Section 9.

Notwithstanding the provisions of any general or special law to the contrary, upon the effective date of this act, any employee
appointed by the Quincy School Committee pursuant to chapter thirty-one of the General Laws and currently working in such a
chapter thirty-one position at Quincy College shall remain an employee of the Quincy School Committee. The College shall pay
the Quincy School Committee an amount to be negotiated between the Quincy School Committee and Quincy College, not to
exceed the full cost of salary and benefits for each said employee.

The positions at Quincy College staffed by such employees shall continue in effect and the services performed by the employees
in those positions shall continue to be provided for by the Quincy School Committee for as long as the Quincy School Committee
deems it feasible to provide such services. The employees who fill such positions shall do so without loss of any existing seniority,
civil service status, retirement rights, benefits, or creditable service, without interruption of coverage or change in years of services
for placement on the salary schedule.

Any grievance initiated by or on behalf of said employee shall be processed according to the then current collective bargaining

Quincy College Policy Manual
October 1999
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agreement between the Quincy School Committee and the exclusive representative of said employee. The decision of the com-
mittee, or an arbitrator, on such grievance shall be binding on the governors who shall give said decision full force and effect.

Section 10.

Notwithstanding the provisions of any general or special law to the contrary, any employee of the Quincy School Committee who
is a member of the teachers’ retirement system and who becomes an employee of Quincy College pursuant to section five on the
effective date of this act shall, for the purposes of chapter thirty —one of the General Laws, retain all rights and responsibilities or
membership in said system. Notwithstanding the provisions of any general or special law to the contrary, any person who be-
comes an employee of Quincy College after the effective date of this act shall be eligible for membership in the teachers’retire-
ment system; provided, however, that said person is employed on the basis of not less than half-time service as a professional
teacher, administrator, including the president of Quincy College, psychologist, counselor, social worker, or guidance and place-
ment professional, or said person is, on the effective date of this act, a member of the teacher’s retirement system.

Section 11.
The governors and their employees shall be subject to the provisions of chapter one hundred fifty E of the General Laws. For pur-
poses of said chapter one hundred fifty E, the City of Quincy shall be deemed the public employer of the governors’ employees.

The City of Quincy may designate a representative, including any governors, to act in its interest in labor relations matters with its
employees. After the effective date of this act, employees represented by their respective bargaining associations, units, organiza-
tions or affiliates shall continue to be represented by those associations, units, organizations, or affiliates for collective bargaining
purposes pursuant to said chapter one hundred fifty E until such time as they elect otherwise or another unit is certified to
represent the employees in accordance in accordance with the provisions of said chapter one hundred fifty E. Upon the effective
date of this act, collective bargaining rights and obligations theretofore existing between the Quincy School Committee and the
respective bargaining associations, units, organizations, or affiliates, including rights and obligations set forth in any collective
bargaining agreement, shall be assumed by and imposed upon the City of Quincy and the governors of Quincy College. Any col-
lective bargaining agreement in force on the effective date of this act, covering employees represented by the respective bargain-
ing associations, units, organizations, or affiliates shall remain in effect until a successor agreement is executed and ratified by the
parties. If the collective bargaining agreement of any of the respective bargaining associations, units, organizations, or affiliates
has expired before the effective date of this act and no successor agreement has been negotiated, the terms and conditions of
said expired agreement shall remain in full force and effective until the parties have executed and ratified an initial successor
agreement.

Section 12.

On or before April first of each and every year, the President of Quincy College shall submit to the Quincy College Board of Gov-
ernors an annual itemized budget for Quincy College. Said budget shall contain estimates of college revenues and recommenda-
tions for proposed expenditures for the ensuing fiscal year.

The Board of Governors shall hold a public hearing on the annual budget as submitted by the College President at which time all
interested persons shall be given an opportunity to be heard on the proposed expenditures or any items thereof. The approved
budget shall govern the expenditures of Quincy College during the fiscal year. No expenditures shall be incurred in excess of those
shown in the approved budget; provided, however, that the budget, from time to time, may be amended by the preparation and
submission of a proposed supplementary budget by the College President to the Quincy College Board of Governors for said
board'’s approval, rejection or amendment. No transfers from one line item to another line item to shall be made in said budget
without the approval of the Quincy College Board of Governors.

Section 13.
Section one of chapter 313 of the acts of 1981 is hereby amended by striking out, in line items four, five, and fourteen, each time it
appears, the word “Junior”.

Section 14.

Said section one of chapter 313 is hereby further amended by striking out, in lines fourteen and fifteen, and in lines sixteen and
seventeen, the words “Superintendent of the Quincy Public Schools” and inserting in place thereof, in each instance, the following
words: “College President”.

SECTION 15.
Said section one of said chapter 313 is hereby further amended by striking out, in lines fifteen and sixteen, the words “School

Committee” and inserting in place thereof the following words: “Quincy College Board of Governors”.

Quincy College Policy Manual
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Section 16.
Said section one of said chapter 313 is hereby further amended by striking out, in lines seventeen and eighteen, the words,
“schools committee of said city”, and inserting in place thereof the following words: “Quincy College Board of Governors”

Section 17.

Said section one of said chapter 313 is hereby further amended by striking out the third paragraph and inserting in place thereof
the following paragraph:

“Said city treasurer shall be authorized to invest the monies in said account and the interest accruing shall inure to the benefit of
Quincy College; provided, however, that if such account, after the payment of the annual expenses of the College, shall be

in excess of one million dollars, said excess funds shall no longer be maintained by the city treasurer and the College President
shall be authorized, upon recommendation of the Board of Trustees and upon approval of the Mayor of the City of Quincy des-
ignate such excess funds for deposit on an interest bearing account designated by a finance committee which shall include the
President of Quincy College, two trustees, the city auditor and the city treasurer as members. Such special account shall

be maintained by the members. Such special account shall be maintained in accordance with generally accepted accounting prin-
ciples and shall be audited annually by a certified public accountant.”

Section 18.

Said section one of chapter 313 is hereby amended by adding the following paragraph: “Nothing in this act shall be construed to
exempt Quincy College from the provisions of any general or special law applicable to any other department of the City of Quincy
with regard to fiscal management, except as specifically provided herein, including but not limited to the provisions of section
thirty four of chapter seventy-one of the General Laws.”

Section 19.
Section two of said chapter 313 is hereby repealed.

Section 20.
Section three of said chapter 313 is hereby amended by striking out, in line one, the words “Superintendent of the Quincy Public
Schools” and inserting in place thereof the following words: “College President”.

Section 21.
Said section three of chapter 313 is hereby further amended by
striking out, in line two, the word “Junior”.

Section 22.

Said section three of said chapter 313 is hereby further amended

by striking out, in line three, the words “School Committee” and inserting in place
thereof the following words: “Quincy College Board of Governors”

Section 23.
This act shall take effect upon its passage.

House of Representatives, June 21, 1994,

Quincy College Policy Manual
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Policy 2 - 03: BY LAWS OF THE BOARD OF GOVERNORS

ARTICLE |: ORGANIZATION AND OFFICERS OF THE BOARD OF GOVERNORS

Section 1. Composition and Functions of the Board

The composition, functions, duties, powers, responsibilities of the Board of Governors, its committees, or subcommittees, shall be
as provided and authorized by the laws of the Commonwealth as in effect from time to time, subject to such rules, regulations,
policies, or guidelines as the Board of Higher Education may, from time to time, adopt, amend or repeal for the management,
control, administration, or regulation of the system of public higher education, or any part thereof.

Section 2. Officers of the Board

The elected officers of the board of Governors shall be a Chair, Vice-Chair, Second Vice-Chair, and Secretary, who shall be the Presi-
dent. Each officer shall have the duties, functions, powers, and the responsibilities of his/her office as prescribed by the laws of the
Commonwealth, these Bylaws, and parliamentary custom. The Board shall appoint an Assistant Secretary at its annual meeting.
The terms of the Chair, Vice-Chair, and Second Vice-Chair shall be for two years. No member may serve consecutive full terms in
the same office. However, any member elected to an office to fill an unexpired term of an office is, upon expiration of that term,
eligible for election to a full term in that office.

In the event of a vacancy in any office prior to the expiration of its full term, the member elected to fill that vacancy shall serve
only for the balance of that term unless, as set forth above, said member is elected to a new, full term in that office. The Chair,
Vice-Chair, and Second Vice Chair shall be elected by and from the Board of Governors at its annual meeting every other year,
upon nomination by the Board of Nominating Committee, and they shall hold office until the annual meeting two years hence or
until their respective successors are elected and qualified.

The President of the College shall also be an officer of the Board of Governors, ex officio, and shall have such duties, functions,
powers, and responsibilities as the Board of Governors from time to time prescribe consistent with the laws of the Common-
wealth.

Section 3. The Chair of the Board of Governors
The Chair of the Board of Governors shall have the following powers and duties:
a. To preside at all meetings of the Board of Governors at which he/she is present. In his/her absence, the Vice-
Chair will preside, or in his/her absence, the Second Vice-Chair will preside, or any other member selected by
motion and vote.

b. To call special meetings of the Board of Governors

C. To establish special standing committees, with the approval of the Board

d. To, from time to time, appoint members of the Board of Governors to the Board Nominating Committee and to
special standing committees of the Board of Governors.

e. To serve, ex officio, on all committees of the Board of Governors, and as a voting member on any or all commit

tees of the Board of Governors should the Chair elect to appoint him/herself as such.

Section 4. The Secretary Shall Have the Following Duties
a. The Secretary shall sign all legal documents as authorized by the Board
b. The Assistant Secretary shall keep record of all meetings, post all legal notices, and perform such other duties as
may be prescribed.

ARTICLE IIl: MEETINGS OF THE BOARD

Section 1. Annual and Regular Meetings

The annual meeting of the Board of Governors shall be held on the fourth Wednesday in September. Regular meetings shall be
held at such times as may be determined by the Board, but no less than four times annually. All meetings shall be held within the
Commonwealth.

Section 2. Special Meetings

Such meetings of the Board of Governors may be held at any time and place within the Commonwealth when called by the Chair
of the Board of Governors or by three Governors in writing given to the Secretary, or Assistant Secretary, specifying the purpose(s)
of said meeting. The time and place of such meeting shall be fixed by the Chair of the Board of Governors in consultation with
the Secretary. Written notice of such meetings shall be sent to each Governor by mail at least five business days prior to the date
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fixed for said meeting, which notice shall state the time, place, and purpose(s) for which it has been called, except in the case of
a special meeting called to address an emergency defined in General Laws, Chapter 39, Section 23A, in which case no minimum
notice requirements shall apply.

Section 3. Notice of Regular Meetings
Written notice, or in hand, of each regular meeting of the Board of Governors shall be sent to each Governor by mail, or in hand, at
least five business days prior to the date fixed for said meeting, which notice shall state the time and place thereof.

Section 4. Agenda of Regular Board Meetings

A written agenda of matters, including minutes of prior meetings, to be considered at each regular meeting of the Board of
Governors shall be sent to each Governor by mail, or in hand, at least five business days prior to the date fixed for said meetings.
Items to be included in the agenda for a regular meeting shall be submitted to the Secretary in writing by the Chair of the Board of
Governors or by the President of the College.

Matters not on the agenda may be considered by the Board at any regular meeting upon a unanimous vote of those members
present for such consideration. Unless otherwise determined by the Chair of the Board of Governors, the following shall be the
order of business at meetings of the Board of Governors.

Il Open Forum
I. Approval of Minutes
M. President’s Report

IV. Old Business

V. New Business

VI. Additional Business

VII. Communications

VIIL. Reports of Committees

IX. Hearings

X. Executive Session

XI. Establishment of Next Meeting Date
XIl. Adjournment

Section 5. Quorum

A majority of the appointed members of the Board of Governors present at a meeting is a quorum, but no act is valid unless voted
at a meeting of the Board of Governors by a majority vote of the appointed members present of the Board. Less than a quorum
may adjourn to a future date.

Section 6. Conduct of Meetings

Conduct of meetings of the Board of Governors shall be in accordance with the State Open Meeting Law (as governed by General
Laws, Chapter 39, Section 23A and 23B). By a majority vote of the Governors present, the Board may enter into Executive Session,
as governed by said Section 23B. (Unless otherwise specified, the latest edition of Robert’s Rules of Order shall govern the Board
insofar as the rules are compatible with the laws of the Commonwealth).

Section 7. Citizen Participation

Citizens who wish to present any matter of concern to the College shall make written request to the Secretary of the Board of Gov-
ernors at least 48 hours prior to the meeting. The Chair shall allot a visitor, during Open Forum, not more than five minutes unless
the time is increased or decreased by a majority vote of the Board.

ARTICLE 1ll: COMMITTEES OF THE BOARD OF GOVERNORS

Section 1. Nominating Committee

There shall be a Nominating Committee of the Board of Governors, whose members shall consist of such Governors as may be
appointed by the Chair of the Board of Governors and who shall serve until the next annual meeting. The Nominating Committee
shall nominate candidates for election as officers of the Board and shall submit its nominations in writing to the Secretary not later
than the second Wednesday of September.
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ARTICLE IV: MISCELLANEOUS PROVISIONS

Section 1: Amendment, Revision or Repeal of Bylaws

These Bylaws may be amended, revised or repealed by a vote of a majority of the entire number of Governors at any meeting of
the Board of Governors; provided, however, that the text of any amendment, revision or repeal as originally proposed shall be sent
to the Governors at least thirty days before the meeting. The provisions of this article may be waived by a unanimous vote of the
entire Board.

Section 2: Delegation of Authority
The Board of Governors may delegate, from time to time, to the President of the College, any of the powers and responsibilities of
the Board of Governors necessary for the operation of the College.
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Policy 2 - 04: GOVERNANCE PROCESS

The Quincy College Board of Governors embraces a view towards governance that is strategic, future-oriented, proactive, and
deliberative. The view encourages diversity in viewpoints, reinforces the centrality of Board policy making and empowers the
President with clear direction.

Specifically the Board will:

Operate in all ways mindful to its trusteeship obligation to its community.

Take action only in official Board meetings called, scheduled, and conducted according to statutory
requirements.

Lead and inspire the organization through the careful establishment of the broadest organizational policies
reflecting the community’s values. The Board’s major focus will be on the intended long-term impact of

the College on the community.

Accept collective responsibility for excellence in governance. The Board will use the expertise of individual
trustees to enhance the work of the Board as a whole.

Monitor and discuss the Board's process and performance regularly for continuous improvement.

Seek input from various sources including staff, students, alumni, employers, and other community members.
Make decisions, to the extent possible, on a consensus basis.

Chairperson’s Role -

The Chairperson is elected by the Board of Governors. As the elected leader of the Board, the Chair shall maintain the integrity of
the Board'’s process and represent the Board to outside parties. The Chair is the only Board member authorized to speak for the
Board (beyond simply reporting Board decisions), other than in, rare specifically authorized instances.

The Chair shall preside at Board meetings in an efficient and effective manner and shall set the general tone for
each meeting through positive leadership.

Discussion at Board meetings will be on the issues, which, according to Board policy, belong to the Board to
decide.

Deliberation will be fair, open and thorough, but also efficient, timely, orderly and to the point.

The Chair will attempt to arrive at a consensus by the Board members on Board decisions. The Chair will
stimulate discussion among Board members.

The Chair is authorized to use any reasonable interpretation of the provisions in Governance Process and Board-
Staff Relationship policies in carrying out the role of the Chair.

Board Members Role-

The Board Governors functions as a collective body. The success of the Board depends on each individual Board member exercis-
ing responsibility through positive actions in the following areas:

Being effective at Board meetings through appropriate preparation, regular attendance, active participation in
Board discussions and willingness to volunteer for ad hoc committee or other Board tasks.

Understanding and supporting the Board governance concept and Board policies. Being knowledgeable
concerning the Strategic Plan for accomplishing its goals concerning organizations, facilities, budget,

and key processes.

Engaging in Board and self-development activities designed to promote Board effectiveness through
attendance at state, regional, and national board association meeting and by utilizing resources available in the
College.

Attending College events.

Representing the College to the community.

Representing the community to the College.

Being active in legislative advocacy.
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Policy 2 - 05: CODE OF ETHICS

Preamble - The chief executive officer (CEQ’s) of community, technical and junior colleges set the ethical tone for their institutions
through both their personal conduct and their institutional leadership. Therefore, each CEO should adhere to the highest ethical
standards and promote the moral development of the college community. To achieve these goals, CEO’s should support moral
reflection, dialogue and principled conduct among themselves, their board of directors, administrators, faculty, staff, students,
and the community at large. While no code of ethics alone can guarantee ethical behavior, the values set forth in this code are
intended to guide CEO’s in carrying out these duties.

Values - To promote individual development and the common good, CEO’s should strive to promote basic values about how
people should conduct themselves when dealing with others in an academic institution serving the educational needs of the
community. These values should represent a shared ideal, which should permeate the institution and become for CEQ's a primary
responsibility to uphold and honor. These values should include:

nunhwn =

Trust and respect for all persons within and without the college.
Honesty in actions and utterances.

Fairness and justice in treatment of all

A pervasive sense of integrity and promise keeping.

A commitment:

a. to intellectual and moral development,

b. to quality,

C. to individual empowerment,

d. to the community college philosophy, and
e. to college above self.

Openness in communication.
Belief in diversity within an environment of collegiality and professionalism.

Responsibilities to Board Members:

nnhwn =

To insure that all board members have equal access to complete information in a timely manner.
To avoid not only conflict of interest, but also the appearance of it.

To represent accurately positions of the Board in public statements.

To foster teamwork and common purpose.

To carry out Board policies in a conscientious and timely manner.

Responsibilities to Administration, Faculty and Staff:

1.

To encourage the highest standards of excellence in teaching and the advancement and application of
knowledge.

To respect both the personal integrity and professionalism of administrators, faculty and staff.

To promote a college environment that fosters mutual support and open communication among all
administrators, faculty and staff.

To raise consciousness concerning ethical responsibilities and encourage acceptance of these responsibilities.
To seek and respect the advice of administration, faculty and staff in matters pertaining to college life and
governance.

To treat all employees fairly and equitably, to preserve confidentiality, to provide appropriate due process, and to
allow adequate time for corrective actions.

Responsibilities to Students:

1.

4.
5.

To ensure that all students are treated with respect and to promote acceptance of diversity within the college
community.

To provide quality education and equal access to educational opportunities for all students.

To provide accurate and complete descriptions of available academic programs and to provide sufficient
resources to ensure viable programs.

To seek and respect contribution of students to college decisions.

To ensure that there is no unlawful discrimination, harassment or exploitation in any aspect of student life.
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Responsibilities to Other Educational Institutions:

1. To keep informed about developments at all levels of education, particularly with respect to community,
technical and junior colleges.

2. To be honest in reporting college operations and needs.

3. To honor agreements and to maintain confidential information.

4. To respect the integrity of programs offered by other institutions and to promote collaborations.

Responsibilities to Business, Civic Groups and the Community at Large:

To ensure that the college responsibly meets the changing needs in its state and communities.

To promise only what is realistic and keep promises that have been made.

To ensure that all interested parties have an opportunity to express their views regarding college policies.
To ensure equal opportunities for all groups to take part in college programs.

To avoid conflict of interest in contracts, services and sharing of information.

To honor all laws pertaining to the college.

ounkcwn =

Rights of Chief Executive Officers:

A CEO should have the right:

1. To work in a professional and supportive environment.

2. To a clear, written statement of the philosophy and goals of the college, to participate fully in setting subsequent
goals and policies.

3. To a clear, written statement of conditions of employment, board procedures for professional review, and a job
description outlining duties and responsibilities.

4. Within the scope of authority and policy, to exercise judgment and perform duties without disruption or
harassment.

5. To freedom of conscience and the right to refuse to engage in actions which violate professional standards of

ethical or legal conduct.
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Policy 2 - 06: CIVILITY

Quincy College was founded on the belief that learning is a lifelong activity, and that education can improve the quality of life for
individuals and society.

The College values freedom of expression and recognizes the constitutional and statutory rights of students and staff. Itis the in-
tent of the College to promote and foster an atmosphere and environment conductive to the academic mission of the institution.

Quincy College is a community of individuals. As such, we should always strive to recognize the dignity and worth of each mem-

ber of our community, regardless of status (student, administrator, support staff or faculty member). We should treat every other
individual, irrespective of status, rank, title or position, with dignity and respect.
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Policy 2 - 07: Quincy College Senate By-laws

ARTICLE | STATEMENT OF PURPOSE

As one of the internal governance bodies, the Quincy College Senate reviews, advises, and makes recommendations to the Presi-
dent on all substantial academic, institutional, and student life issues.

ARTICLE Il DEFINITIONS

Section 1. Constituencies

Constituencies of the Quincy College community include academic division faculty, adjunct Faculty, adjunct professor faculty,
deans, directors, the financial constituency, the enrollment constituency, the institutional constituency, the student services con-
stituency, and the students.

1.1 Academic division faculty is defined as any person teaching at Quincy College, has been assigned to an
academic division, and is covered by the QEA (Quincy Educational Association). Academic Divisions are
defined as:

1.1.1 Liberal Arts

1.1.2 Sciences

1.1.3 Business and Public Service
1.1.4  Allied Health

1.2 Adjunct faculty is defined as any person who is teaching at least two courses each semester at Quincy College for
credits and is not covered by the QEA (Quincy Educational Association) contract.

13 Adjunct professor faculty is defined as an adjunct faculty who has been teaching at Quincy College for at least 10
years. and is not covered by the QEA (Quincy Educational Association).

14 Deans include all those who hold a title of Dean in any variation thereof.
1.5 Directors include all those who hold the title of Director or any variation thereof.
1.6 Staff are defined as employees who are not faculty, deans, or directors. Staff constituencies are defined as:

1.6.1 The financial constituency includes employees who work in the business and financial aid
offices.

1.6.2  The enrollment constituency includes employees who work in admissions, enrollment, and
admissions testing.

1.6.3  Theinstitutional constituency consists of employees who work in all other departments including but
not limited to: marketing, media, human resources office, facilities, and technology; those who provide
administrative assistance, support and clerical help; and research analysts, coordinator of science labs,
and mailroom staff.

1.6.4  The student services constituency includes employees in advising; working as life balance coaches;
working in Nicastro Learning Center and supported education; working with international
students; working in the library, working in the community and workforce development office;
and program coordinators.

1.7 Student is defined as any person who is in good academic standing and is selected by the Student Senate on the
QC Senate and its Standing Committees.

Section 2. Academic Year

The academic year is defined as fall and spring semester.
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Section 3. DAPI Process

The DAPI process helps the college to be sure that the needs of all constituencies in our community are met.

3.1 The DAPI process consists of D-escription, A-praisal, P-rojection, and Implementation.

32 The DAPI process is cyclical and promotes continuous appraisal of our successes and areas that need
improvement

33 Description describes what exists now without focusing on results.

34 Appraisal results in a statement of performance and evaluation of the performance

35 Projection defines where we want to be and what changes we want to make to get there based on knowing

where we are.
Section 4. Substantial

Significant, meaningful, important, weighty, essential, material, (not including budget, staffing, collective bargaining, advice of
legal counsel, management prerogatives), the specifics of which are determined by a consensus of the committee, which shall set
standards which shall be maintained by the Senate archives in both electronic and paper

Section 5. Academic Issues

Academic issues pertain to those activities that relate to the creation, development, implementation, modification, and evalua-
tion of courses, academic programs, and curricula that are to be offered at Quincy College; academic standards for enroliment and
participation in courses and academic program; evaluation of students’ progress and achievement of outcomes in their courses
and academic programs and degrees; and review of academic programs.

Section 6. Student Life

Student Life Issues pertain to those activities that relate to the admissions, financing, support, and counseling of students so that
they may achieve their academic goals; extracurricular activities; and non-academic student services.

Section 7. Institutional Issues
Institutional Issues pertain to those activities that relate to the institution wide issues that do not pertain to a single course, pro-
gram, degree, or student life activity; neither student life nor academic issues; and include but are not limited to college mission,

space utilization, human resources policies, institutional technology.

ARTICLE 1l COMPOSITION OF THE COLLEGE SENATE

Section 1.
1.1 All members of the Senate shall be selected in accordance with Article Il.
1.2 The term of service for all but the Senate Chair is one (1) year.

The Senate is a body representing the constituencies of the college community, as defined in Article Il.
Section 2.

The Chief Academic Officer shall serve as an ex officio member of the Senate.
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Section 3.
Members of Senate shall be elected as follows (See Appendix A for a chart that summarizes the following):
3.1 Faculty
3.1.1 Each Academic Division shall have proportional representation based on the total of faculty, the
number of faculty in each department and the number of faculty required for Senate. This number will
be calculated at the beginning of every academic year by the Senate Chair.
3.1.1.1  One faculty member shall be from the Plymouth Campus.

3.1.1.2 Faculty shall comprise 60% of the Senate membership.

3.1.2  Adjunct faculty shall have two Senators — one representing the Adjunct Professor and one representing
all other adjuncts.

3.2 Other Constituencies
3.2.1 The financial, enrollment, institutional and student services constituencies shall each have one Senator.
3.2.2  Students shall have two Senators.
3.23  Deans shall have one Senator.
3.24  Directors shall have one Senator.

325  Other members will be invited by the Senate when necessary to complete the work at hand.

Section 4.
The term of service for all Senators is one year except for the Senate Chair.

ARTICLE IV SENATE STANDING COMMITTEES AND THEIR COMPOSITION

Section 1.

There shall be the following Standing Committees of the Senate:
1.1 Curriculum Development and Review Committee
1.2 Policies & Procedures Committee

1.3 Student Life

1.4 By-Laws Committee
1.5 Program Review Committee
1.6 Institutional Issues

Section 2.

Members of the Senate Committees shall be elected as follows (See Appendix A for a chart that summarizes the following):
2.1 Academic Departments
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2.1.1 After Senators have been chosen, faculty from each Academic Division shall divide equally among the
Curriculum Development and Review, Policies & Procedures, Program Review, and Institutional Issues
Committees

2.1.2  Each Academic Department shall have one member on the Student Life Committee

2.1.3  The Program Review Committee will include faculty from the program being reviewed.

2.2 Other Constituencies

2.2.1  The financial constituency will have one member on the Student Life, Curriculum Development,
Institutional Issues, and the Policies & Procedures Committee.

2.2.2  Enrollment Services constituency will have one member on the Institutional Issues and Policies &
Procedures Committee.

2.2.3  The Institutional constituency will have one member on the Student Life, Institutional Issues, and
Policies & Procedures Committee.

2.2.4  The Financial, Enrollment, and the Institutional constituency will send data to the committees and
Senate when requested.

2.2.,5  Student Services constituency will have one member on the Student Life, Institutional Issues, and the
Policies & Procedures Committee.

2.2.6 Students will have 2 members of the Student Life Committee, one to two members on the Curriculum
Committee, and one member on the Institutional Issues and Policies & Procedures Committee.

2.2.7  Deans shall have one member on the Student Life, Curriculum Development, Institutional Issues, and
Policies & Procedures Committees.

2.2.8  Directors shall have one member on each of the five committees.
Section 3.
The term of service of all Committee members is one year.
Section 4. Ad Hoc Committees
The Senate may establish ad hoc committees as needed for a limited purpose and of a duration not beyond the end of an aca-
demic year. The charge, membership and all other matters relating to any ad hoc committee shall be determined by vote of the

Senate.

ARTICLEV SELECTION OF SENATE & SENATE STANDING COMMITTEE MEMBERS

Section 1.

Members of the Senate and its Standing Committees are representatives of their constituency. As such they will bring the views of
their respective constituencies to the meetings and share the work of the Senate and its Committees with their constituencies.

Section 2.

Senators and members of the Senate Standing Committees will be elected as follows:
2.1 Academic Division Faculty
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Faculty shall self-nominate and shall be elected by consensus

2.2 Adjuncts and Professor Adjuncts
In advance of the academic year, the Chair of Senate will obtain from the HR department the list of the adjuncts
and Professor Adjuncts. As soon as practicable the Chair will solicit nominations from each group. In the event
that there are two candidates for a position, the Chair will facilitate an election.

23 Deans and Directors
Deans and Directors shall self-nominate and shall be elected by consensus.

24 Financial, Enrollment, Student Services, and Institutional Constituencies
The Chair will work with HR to identify all the members of each constituency. Once identified, The Chair will
solicit self-nominations. If there is more than one self-nomination for the same position, the Chair will facilitate
an election.

25 Students
The election of students to sit on Senate and its Standing Committees will be made by the Student Senate.

Section 3.
The membership of the Senate and its committees shall be established within the first two weeks of the fall semester.
Section 4.

In the case of a vacancy, replacement of the unexpired term of a member of the Senate and its Standing Committees shall be in
accordance with the same procedure used to elect the member being replaced.

Section 5.

No one person may be considered to belong to more than one constituency as defined in this Article.
Section 6.

If a person’s constituency changes, the rules for the new position apply.

ARTICLE VI MEETINGS

Section 1.

The Senate and its committees shall meet during the fall and spring semesters of each academic year, but shall not meet during
the first and last two weeks of the semester.

Section 2.

All Senate and Senate Committee meetings are open to all members of the Quincy College community.
Section 3.

Agendas of all meetings will be posted no later than 7 days before the meeting.

Section 4.

The Chair may call a special meeting of the Senate or its committees at his/her discretion. The Chair shall call a special meeting of
the Senate upon:

4.1 Written request of the College President.
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4.2 Written petition of one-third (1/3) of the standing members of the Senate.

Section 5.

All Senate and committee minutes shall be in one of the two proposed forms. See Appendix H.
Section 6.

There shall be 2 weeks between Senate committee and Senate meetings.

ARTICLE VIl FUNCTIONAL RULES

Section 1.
A quorum shall consist of a simple majority of the standing members of the Senate or the Senate committees.
Section 2.

The Chairperson of the Senate, hereinafter referred to as the Chair, shall be confirmed at the final meeting of the Senate in the odd
year's spring semester.

2.1 The Chair of Senate shall preside over Senate. The Vice Chair shall preside over Senate in the Chair's absence and
shall chair the By-Laws Committee. The Recording Clerk takes the minutes of all Senate meetings.

2.2 The Chair must have served at least one full year as Vice Chair in the Senate prior to assuming the office of Chair.
23 The Chair shall serve for a term of two (2) years, commencing in September of each odd numbered year.

24 The Chair shall set the agenda of each Senate meeting.

25 Agendas for any special meetings shall be published prior to the meeting.

2.6 The Chair shall forward routine business to the Senate committees and shall report these referrals to the
Senate at the next meeting.

27 The Chair shall have authority over Senate committees, shall keep a record of all matters that have been referred
to each committee, and shall provide such support as necessary to facilitate the proper functioning of the
committee.

Section 3.

The Vice Chairperson, hereinafter referred to as the Vice Chair, shall be elected by a majority vote of the standing members of the
Senate at the first fall semester Senate meeting of each academic year.

3.1 The Vice Chair shall serve for a term of one (1) year.

3.2 The Vice Chair shall perform the functions of the Chair in the absence of the Chair.

33 Upon completion of the term of office of the Chair, the current Vice Chair shall succeed the Chair.
34 The Vice Chairman shall chair the By-Laws Committee each year.
Section 4.

The Recording Clerk shall be elected by a majority vote of the standing members of the Senate or of the committee at the first fall
semester Senate meeting of each academic year.
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4.1

4.2

4.3

4.4

Section 5.

The Recording Clerk shall serve for a term of one (1) year.
The Recording Clerk shall take Minutes of every Senate or Senate committee meeting.

The Recording Clerk shall submit said Minutes to the Chair for distribution to the members at least 10 days prior
to the next meeting.

In the absence of the Recording Clerk, The Chair shall ask for a faculty member to volunteer to fulfill this role.

In the event that the any Officer can no longer serve, the Senate or the committee will elect the replacement Officer from among

its members.

Section 6. Senate and Senate Committee Meetings

6.1

6.2

6.3

6.4

Section 7.

Proposed agenda items for any meeting must be submitted in writing to the Chair no later than 10 days prior to
the next meeting. An itemized agenda, including copies of all reports and proposals for each shall be distributed
to all members of the no later than one (1) full week prior to the date of the next meeting.

Following each meeting Chair of the committee shall communicate the activities of the committee to the Senate
Chair.

Following each Senate meeting, the Senate Chair shall promptly communicate the Senate actions to the
President.

The Quincy College Senate Agenda shall include a report from the President and each committee. See Appendix
B for a sample agenda

When augmented membership of Senate is required to complete a specific task, voting rights may be extended to temporary
members upon two thirds majority of the standing members of Senate.

Section 8.

When a member

is unable to attend a Senate or Senate committee meeting a proxy may be appointed. The member shall com-

plete the proxy form (See Appendix | for proxy form) and give to proxy in the form of hard copy or electronic pdf file. The proxy
shall sign the form signifying acceptance of this duty. Proxy procedure shall be as follow:

8.1

8.2

83

84

85

8.6

8.7

Member must deliver completed hard copy or electronic pdf form to the proxy.
Member must inform Chair that s/he is sending a proxy.

Proxy should announce whom s/he represents.

Proxy forms should be kept with minutes.

Proxy counts as toward a quorum.

A member can use only 1 proxy per semester per committee.

Proxy must be a member of the committee.
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ARTICLE VIl STANDING COMMITTEES - PURPOSES AND MEETING PROCEDURES

Section 1. Curriculum Development and Review Committee Purpose

The purpose of the Curriculum Development and Review Committee shall be to assist in the development, evaluation, and review
of substantial curriculum matters, including, but not limited to, course, program, and curriculum proposals, initiatives and modifi-
cations. The Committee will make recommendations on curricula to the Senate.

Section 2. Policies and Procedures Committee Purpose

The purpose of the Policies and Procedures Committee is to advise the College with regard to the evaluation, review, and devel-
opment of policies, procedures and standards related to the college programs policies, including, but not limited to standards of
academic achievement, activities, services, and support services.

Section 3. Student Life Committee Purpose

The purpose of the Student Life Committee shall be to assist with development, evaluations and implementation of proposals for
student activities and support services, including but not limited to Tutorial Services, Academic Advising, and College Community
Life, i.e. activities.

Section 4. Program Review Committee Purpose
The purpose of the Program Review Committee is to analyze, evaluate, and make recommendations to the Senate concerning
existing academic programs.

Section 5. Institutional Issues Committee Purpose
The purpose of the Institutional Issues Committee is to advise the Senate on issues that affect the institution as a whole and that
are not the responsibility of any other committee.

Section 6. By-Laws Committee
The purpose of the By-Laws Committee is to review the By-Laws annually and make proposed changes to the Senate
6.1 The By-Laws Committee shall be composed of volunteers from the membership of the Senate.

6.2 The By-Laws committee is chaired by the Vice Chair of Senate

Section 7. General Principles and Practices Governing Committees

7.1 Service on both standing and ad-hoc committees is regarded as a privilege as well as a professional
responsibility of all faculty and staff members at Quincy College.

7.2 The standing committees are established by the Senate to serve the needs of the college community. Hence
they are at all times responsible to the Senate and should keep the Senate, and the college community informed
of their activities.

73 Each Standing Committee is required to:

7.3.1 Hold a first meeting during the month of September of each academic year, at which meeting a chair
person shall be elected from among the members. The Chairperson of each Senate standing committee
shall be elected for a term of one (1) year.
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73.2  Meet at least once each academic semester and as often as necessary to complete committee business.
Committee meetings shall occur at least two weeks before Senate.

7.3.3  If the chair of a committee can no longer serve, the committee shall elect a replacement chair to serve
out the remainder of the term.

734  The committee reports to the Senate shall reflect the planning process adopted by the college which is
the DAPI process. The proponent of the proposal is responsible for the DAPI process. The committee
may adopt forms to facilitate this process. See Appendix C — G for the forms.

74 Whenever technologically practical, virtual meetings will be an acceptable form of conducting committee
business.

7.4.1 In case of a virtual meeting, a week’s notice and a quorum of four is required.

Section 8. Role of the Chair of a Standing Committee

8.1 The Chair of each standing committee shall:
8.1.1 Prepare an agenda, which shall include all items suggested for discussion.
8.1.2  Make available to all members of the committee all correspondence addressed to the committee
8.1.3  Forward the agenda to the Chair of the Senate.
8.1.4  Provide for the keeping of minutes, forward the minutes to the Senate Chair at least one week prior to
the next Senate meeting, and present them to the committee for examination and approval.
8.1.5  Notify the Senate Chair of any business that must be placed on the Senate Agenda.
8.1.6  Attend Senate meetings to inform the Senate of committee action.
8.1.7  Bringall signed original proposals to Senate that have been approved by the committee.
8.1.8  Obtain all required signatures.
Required signatures include: Chair of the Committee, Chair of Senate, and the President; New
Course Applications and Course Outlines also require signatures of the originator,
Dean’s signature, Vice President of Academic Affairs
8.1.9  Forward to the chair of Senate who then forwards the proposal to the President’s Office.
8.1.10 President’s Office shall forward copies of finalized documents to all who are involved.
8.1.10.1 The distribution list shall be forwarded to Senate Chair.
8.2 The agenda and minutes of all committees shall be regarded as public and shall be made available to any

member of the college community.

8.2.1

8.2.2

Meeting minutes shall be in one of the two proposed formats (See Appendix H for minutes form).

Each committee shall post agenda and their minutes to their assigned public dropbox folder.
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8.2.3  Atthe end of the academic year chair of each committee provide a copy of all committee work

including but not limited to agenda, minutes, and hand-outs in an electronic format to Vice President of
Academic Affairs.

ARTICLE IX AMENDMENTS

Section 1.

These By-Laws may be amended annually by a two-thirds vote of the members of the Senate present and standing at a meeting
designated by the Chair for this purpose.

Section 2.

All proposed By-Law amendments must be referred to the By-Laws Committee for its review and recommendation.
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Policy 2 - 08: PROGRAM REVIEW

I. PURPOSE OF THE PROGRAM REVIEW COMMITTEE

The institution undertakes both short- and long-term planning, including candid and realistic analyses of programs. The focus of
the periodic Program Evaluation is to increase institutional effectiveness, achieve college mission, establish feasible priorities and
evaluate programs in a manner which reflects their individual and unique circumstances. The program review process is intended
to be a constructive, fair, and realistic undertaking.

The committee will provide recommendations for improving the quality of the program and/or sustaining the existing excellence
of a program.

[l. COMMITTEE MEMBERSHIP

Membership of the Program Review Committee will be established each April in accordance with the following guidelines:
A. Standing Committee Members

1. Each Vice President shall appoint (1) representative.
2. Representatives will be selected in accordance with the by-laws of the Senate from the following areas:
Learning Assistance (2)
Public Service and Entrepreneurship (2)
Liberal Arts and Science (2)
Technology and Allied Health (2)
Plymouth (1)
Adjunct Faculty (1)
Student Representative (2)

B. Rotating Membership

The rotating membership of the committee consists of (1) contract faculty member and can include one adjunct faculty member
teaching within the program and/or invited to act on behalf of the program being evaluated.

[I. TIMETABLE

A. In early April of each year, the College President will convene a special meeting whose purpose is:

3. To establish the next year's committee membership. To elect a Chair from among those whose programs are
not up for review in the next year.

4. To set the order and time frame for the next year’s program evaluations.
5. To schedule next year’s meetings.

B. Immediately after that meeting the new Chair of the Program Review Committee will publish throughout the College:
1. The names of the committee members.
2. The order and time frame for reviews.
3. The next year’s meeting schedule.

4, The list of evaluative criteria.

V. COMMITTEE PROCEDURES

A. Except for liberal Arts and the Core, which will get four months apiece, each review will be allotted two months.

B. The committee will meet for two hours at least twice each month, or more often as needed, during September,
October, November, December, February, March, April, and May.

C. The committee will review four programs per year unless Liberal Arts or the Core is scheduled.
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D. A program review can be inserted into the cycle at the behest of the President, but otherwise the attached cycle
applies.

V. REVIEW PROCEDURES

A. No later than one (1) week prior to first meeting: the program’s faculty representative will submit their formal self-
study. The self-study should demonstrate concretely how the program in question meets all the criteria listed below.

B. During the initial review meeting: The faculty representatives of the program will make a formal presentation of their
self-study findings. All other committee members will present any pertinent information orally and in writing.

C. During the second meeting: After two (2) weeks of reviewing self-study documents from the first meeting, the
committee will debate, discuss, and question all aspects of the reviewed program. The committee may request
pertinent additional information.

D. During the third meeting: the committee will formulate its assessment based upon the findings of the self-study
submitted by the program.

E. During the final meeting: The committee will reach consensus on the final draft of the committee’s report. The report
should then be submitted to the Senate within ten days.

F. If consensus cannot be reached, the results of a written ballot can be used as a way to determine whether a majority
of the committee agrees on the final draft of its assessment report. If requested, the organization and completion of a
minority report can be done.

G. Four-month review schedules will be established by the committee on an individual case basis.

VI. EVALUATION CRITERIA

A. Program or Discipline Goals

Educational focus and centrality to the mission of the institution will be assessed. The following will be identified and
summarized (please attach program catalog description, sequence and/or discipline offering):

Purpose

Background and History

Specific instructional goals

Fit with college mission/strategic plan and community need
Primary target population(s)

Others

ounkcwn =

B. Environmental Scan
The review will include an analysis of current trends:

Research on occupational/discipline trends

National discipline trends and developments in pedagogy to the area
Trends in sister institutions and in the region

Implications of trends or developments for Quincy College

Others

nnhkwn =

C. Community Need

The review will include an analysis of program outcomes in relation to local/regional community need.
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1. Occupational Programs

a. Formal Needs Assessment
1) employment demand
2) employment requirements
3) specialized skills
4) others

b. Tech Scan Forecast
1) changing future needs, emerging skill
2) others

2. Transfer Programs/Disciplines

For non-occupational area review will include feedback from external constituents.
D. Quality Factors

1. Faculty

a. Academic and experience qualifications: Adjunct and full-time faculty and staff.

b. Additional staffing issues: full-time/part-time ration, day/evening weekend ratio, load and currency
c. Others

2. Instructional methodology

. learning outcomes
. existing pedagogy
. assessment criteria
. instructional materials
. use of technology
currency and relevant content
. analysis of cultural diversity, soc equity, and globalization
. non-classroom experiences (co-op, field placement, field trips, etc.)
i. innovation
j. others

QO "D ON oW

3. Instructional resources and support

. library collection

. instructional media

. computing hardware, software and labs
. staff support

. others

™ QO N T W

4. Quality and currency of program discipline labs

a. currency

b. student demand and access

¢. pedagogy of lab instruction

d. comparison to industry standards
e. OSHA

f. staffing

g. scheduling

h. others
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5. Student Access

a. program/discipline scheduling
b. off-campus

c. alternate delivery systems

d. others

6. Partnerships

a. high schools articulation, joint usage, recruiting, etc.
b. non-credit linkages

c. transfer relationships - 4-year institutions

d. business and community linkages

7. Student Outcomes

a. graduation/completion rates

b. employment success (% employed in field)
c. transfer success

d. instructional goal/attainment

e. others

8. Student survey results:
The review will include a summary of current and former student surveys.

. satisfaction with instructional quality and offerings
. adequacy of preparation employment/transfer
. adequacy of materials, equipment and/or labs
. adequacy of library
. access and scheduling
program completion/non-completion issues
. others

Q@ "D aoON oW

9. Employer satisfaction: survey results if possible

a. student preparedness: occupational/generic
b. program currency/quality

10. External Accreditation/Approval Status and Implications

E. Advisory Committees

1. Evaluation of membership and effectiveness of committee
2. Advisory committee’s evaluation of program or discipline quality, labs, outcomes, currency, etc.

F. Enrollment Patterns and Productivity

A report will be prepared by Enrollment Services with the enrollment graduation trends and comparisons.
This will include:

. Enrollment analysis — 5 years

. Graduation rates

Completion of educational goal (through exit interview)
. Comparison to sister institutions

. Retention - course and program/disciplines

. Demographic analysis includes age, race, and gender

oA wWwN =
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7. Other factors (non-degree students take courses)
G. Program Cost and Availability of Resources

A report will be provided by the Vice President, Administrative Services and Chief Financial Officer.

—_

. FTE cost comparison with other Quincy College programs and similar programs in Massachusetts.
. Staffing cost issues.
. Discipline-specific labs:
a. efficiency in scheduling and full utilization of facilities
b. per program cost of maintaining or achieving currency
. Other college resources (e.g. computer access)
. Resources are shared with other college programs, including academic support
. Liberal Arts, etc.

w N

[ )NV, QN

H. Analysis and Summary of Major Findings

. Effectiveness of outcome
. Community need

. Quality

. Productivity

Costs

. Other

ouUh wN =

VIl. PROGRAM REVIEW COMMITTEE RECOMMENDATIONS

A. Maintain with specific recommendations for development (e.g. curriculum, labs, equipment, focus for mat. Pedagogy).
B. Modify with recommendations for re-scheduling including an implementation plan.

C. Phase out with rational and timetable.
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SECTION IlI: COLLEGE ENVIRONMENT

Policy 3-01: STUDENT RIGHTS AND RESPONSIBILITIES

As a microcosm of a democratic society, a college has many responsibilities to its community. Not the least of these should be the
development of an understanding and appreciation of our representative form of government, the rights and responsibilities of
the individual, and the procedures whereby necessary changes are brought about through an orderly process.

The College itself is a community, and must abide by the rights and regulations of the community and the laws by which it is gov-
erned. All those who enjoy the rights of participation in that community must also accept the responsibilities of its membership. A
basic responsibility of those who enjoy the rights of citizenship is to respect the rights and regulations of the community.

The faculty has the responsibility to maintain an intellectual, fair, and safe environment for learning and the administration the
responsibility for overseeing and facilitating education, social and public service programs. The president may suspend students

for cause. The faculty may send a student to an appropriate college official for cause.

The student is encouraged to participate in some form of student government that provides all students a voice in college affairs.
All students are eligible to participate, as well as hold office.

A. Students have a right to:

1. Write, publish, and disseminate their views, provided such forms of expression do not interfere with or disrupt
the educational process or the rights of others.

2. Assemble and voice their views peacefully on college property with prior administrative approval. The use of
slander and obscenity is prohibited. The expression of such opinions will not interfere with the rights of others,
will not interfere with the freedom of others to express themselves, and will not interfere with the operations
of the College.

3. Enjoy privacy and confidentiality as members of the college community. No information in the student’s
record will be released to any source without the student’s written consent, other than directory information,
as required by law.

4. Review their college record with reasonable notice in the presence of a faculty member or administrator.

5. Belong to or refuse to belong to any organized group within the college.

6. Have representation and voice on all committees of the college having to do with academic standards,
student affairs, and curriculum matters.

7. Obtain an education of the highest available quality.
8. Participate in all financial aid programs available at the college, providing eligibility requirements are met.

9. Receive fair and equal treatment by faculty, staff, and the administration in all college matters such as
instruction, evaluation, and services.

10. Receive due process in any grievance or disciplinary procedure.
B. Students have the responsibility to:

1. Be knowledgeable of and comply with the policies and procedures of the College and the Student
Government.

2. Be knowledgeable of and comply with the regulations and laws of duly constituted civil agencies within the
community of which the College is a part.
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4. Dress and behave in an appropriate manner that does not present safety hazards or cause disruptions.

5

6

7

. Met course requirements. Students are free to take reasoned exception to views expressed.

. Carry and be prepared to show official identification card at all times on college grounds.
. Conduct themselves in a responsible fashion at off-campus events/learning activities.

. Obey lawful instructions of college personnel.
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Policy 3 - 02: EQUAL OPPORTUNITY AND NON-DISCRIMINATION
[. POLICY:

Quincy College is committed in spirit as well as in action, to not only meet, but also to exceed all federal, state and local statutes
governing equal opportunity and inclusion. The College is an academic community dedicated to openness, tolerance and re-
spect. Our doors are open to all students and employees, and it is our policy to guarantee equal employment and educational op-
portunities without regard to age, race, creed, color, religion, gender, marital or parental status, national origin or ancestry, veteran
status, sexual orientation, or disability, which can be reasonably accommodated.

The College is committed to maintaining and promoting a policy of non-discrimination and does not discriminate in its education
programs or in admissions to, access to, treatment in its educational programs, or employment in its programs and activities. Fur-
thermore, the College will act in good faith, to affirmatively recruit and consider for promotion individuals in protected categories.
Age, race, creed, color, religion, gender, marital or parental status, national origin or ancestry, veteran status, sexual orientation, or
disability are not factors in employment, promotion, transfer, compensation, lay-off, disciplining and terminations.

All Quincy College employees have the right to equal opportunity in hiring, training, promotion, transfer, and reasonable accom-
modation to an individual’s disability, in accordance with the Rehabilitation Act of 1973 and the Americans Disability Act of 1990.
Employees have the right to work in an environment free of any form of discrimination. In addition to these rights under appli-
cable laws, all College employees (including student employees) have the responsibility to:

. ensure that his/her conduct does not discriminate against other employees, students, applicants for
employment, applicants for admission or any other individuals in the workplace;

. confidentially and thoroughly cooperate in any investigation of alleged discrimination by providing any/all
information they possess concerning the matter being investigated;

. not retaliate against any individual who puts forth a claim of discrimination or cooperates with an investigation
of an allegation of discrimination;

. actively participate in the College’s efforts to prevent and eliminate discrimination in the workplace and learning

environment.

This policy applies to all services, education programs, employment practices and employment programs sponsored by the
College and incorporates by reference and where applicable, the requirements of Federal Executive Orders 11246 and 11375 as
amended; the Civil Rights Act of 1964 as amended; the Civil Rights Restoration Act of 1988; the Civil Rights Act of 1991; Title IX of
the Higher Education Amendments of 1972, as amended; Sections 503 and 504 of the Rehabilitation Act of 1973; the Americans
with Disabilities Act of 1990, Section 402 of the Vietnam Era Veterans Readjustment Assistance Act of 1974 and the Family and
Medical Leave Act of 1993.

ll. PROCEDURES:

The College shall review, investigate, and where necessary, initiate changes in its processes relative to facilities and programs
accessible to the public including for the provision of reasonable accommodation for persons with disabilities. In keeping with
these regulations, the same procedures as outlined under the Sexual Harassment Policy shall apply. The College’s Affirmative
Action Officer is responsible for implementing all elements of this Affirmative Action/Equal Employment Opportunity program.
Quincy College is committed to a strong and effective Affirmative Action/Equal Employment Opportunity program.

All employee questions, concerns, or complaints regarding Sections 503 and 504 of the Rehabilitation Act of 1973; the Americans
with Disabilities Act of 1990 or regarding the College’s Affirmative Action/Title VI or Sexual Harassment/Title IX policies should be
forwarded to Lorri Mayer, Executive Director of Human Resources, 24 Saville Avenue, Saville Hall, room 211, Quincy, MA 02169 or

by calling 617-984-1768 or at Imayer@quincycollege.edu.

Inquiries regarding services for students with disabilities or student concerns or complaints regarding Sections 503 and 504 of the
Rehabilitation Act of 1973; the Americans with Disabilities Act of 1990 or Sexual Harassment/Title IX policies should be forwarded
to Susan Bossa, Executive Director of Student Support Services/ADA Coordinator, 150 Newport Ave Ext., Newport Hall, room 252,
Quincy, MA 02171 or by calling 617-984-1656 or at sbossa@quincycollege.edu.
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Policy 3 - 03: SEXUAL HARASSMENT POLICY AND HARASSMENT-FREE WORKPLACE
1. POLICY:

It is the policy of Quincy College to provide a learning and working environment free of harassment, including sexual harassment.
Quincy College expects all members of it's community to treat each other with dignity and respect. Sexual harassment in the
workplace is unlawful, and it is unlawful to retaliate against an employee or student for filing a complaint of sexual harassment

or for cooperating in an investigation of such a complaint. Sexual harassment is a form of discrimination and a violation of Title
VIl of the Civil Rights Act of 1964 and Title XI of the Educational Amendments of 1972. In accordance with applicable federal and
state laws and the Board of Higher Education’s approved Affirmative Action Plan, the College subscribes to the guidelines outlined
below concerning sexual harassment and has adopted them as College policy. Moreover, as part of the College’s overall non-dis-
crimination policy, the College prohibits all forms of harassment of others because of race, color, religion, sex, age, national origin,
ancestry, sexual orientation, physical or mental disability, veteran, or other protected status. In particular, sexual harassment does
not belong in our workplace and learning environment. Sexual harassment of a student, an employee, or any other person in the
College is unacceptable, impermissible, and will not be tolerated.

Please note that while this policy sets forth our goals of promoting an environment that is free of sexual harassment and other-
wise prohibited harassment, the policy is not designed or intended to limit our authority derived from any other source to disci-
pline or take action for workplace conduct that we deem unacceptable, regardless of whether that conduct satisfies the definition
of sexual harassment because of race, color, religion, national origin, gender, age, sexual orientation or disability, set forth herein.

[l. DEFINITION:

Sexual harassment occurs in a variety of situations that share a common element: the inappropriate introduction of sexual activi-
ties, conduct or comments into the work or learning situation. Often sexual harassment involves relationships of unequal power
and contains elements of coercion, as when compliance with requests for sexual favors become a criterion for granting work,
study, or grading benefits. However, sexual harassment may also involve relationships among equals, as when repeated sexual
advances, or demeaning verbal behaviors have a harmful effect on a person’s ability to study or work in the academic setting.

Harassment is defined as verbal, written, or physical conduct for the purpose of intimidation because of a person’s race, color, reli-
gion, national origin, gender, age, sexual orientation, or disability which intimidates or creates an intimidating, hostile, humiliating,
or offensive educational environment, affects educational decisions, or interferes with a student’s educational experience, or an
employee’s working Environment.

For purposes of this policy, sexual harassment is defined as any type of sexually-oriented conduct, whether intentional or not, that
is unwelcome and has the purpose of effect of creating a work or learning environment that is hostile, offensive or coercive to a
reasonable woman or man, as the case may be. The following are examples of sexually-oriented conduct that, depending upon
the circumstances, may constitute sexual harassment:

. unwelcome and unwanted sexual jokes, language, epithets, advances or propositions;

. written or oral abuse of a sexual nature, sexually degrading or vulgar words to describe an individual;

. the display of sexually suggestive objects, pictures, posters or cartoons,

. unwelcome and unwanted comments about an individual’s body, sexual prowess or sexual deficiencies;

. asking questions about sexual conduct;

. unwelcome touching, leering, whistling, brushing against the body, or suggestive, insulting or obscene com
ments or gestures; and

. submission to such conduct or sexual favors is made, either explicitly or implicitly, a term or condition of an

individual’'s employment or education or in exchange for favorable reviews, assignments, promotions, or
continued employment, or promises of the same; or

. submission to or rejection of such conduct by an individual is used as the basis for academic or employment
decisions affecting that individual; or
. such conduct has the purpose or effect of substantially interfering with an individual’s academic or professional

performance and creating an intimidating, hostile, or demeaning employment or educational environment.
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[ll. PROCEDURES:

If an employee or student believes that he/she has been the subject of sexual harassment, or subjected to any form of harassment,
or a hostile, offensive or coercive work or learning environment, or if you are not sure whether certain behavior is sexual harass-
ment or whether it is actionable under this policy, he/she is strongly encouraged to immediately notify the Executive Staff Team
(EST) member of his/her program and the Director of Human Resources so that the College may have the opportunity to provide

a resolution, or to provide an opportunity to discuss the concern with a College Executive Staff Team member of the same sex, if
desired, or to put forth an investigation and deal promptly with the complaint, in accordance with the College’s current grievance
procedures.

The grievance process is a formal mechanism for redress. Please refer to Section VI - find Policy 14 Grievance Procedures which
shall apply for any/all formal grievances put forth in writing.

Members of the Executive Staff Team (EST) and the Director of Human Resources can be reached at the following numbers:

Robert Baker, Esq. Lorri Mayer
Dean, Business and Public Service Executive Director, Human Resources
617-984-1642 617-984-1768
Kenneth Bindseil, Ph.D. Assistant Dean, Sciences
Dean, Liberal Arts 617-984-1748
617-984-1643
Tom Pham
Patricia A. Vampatella, R.N., Ed.D. Executive Director, Information Technology
Vice President, Academic Affairs 617-984-1699
617-984-1640
Paula Smith
Martha Sue Harris Registrar and Executive Dean, Enrollment Services
President, Quincy College 617-984-1654

617-984-1776

Anna Williams Coté, Esq.
Dean, Allied Health Dean, Plymouth Campus
617-984-1695 508-747-8156

Pushap Kapoor

Vice President,

Administration & Enrollment Management
617-984-1775

If the complaint is against a member of the Executive Staff Team, the employee or student should notify the Director of Human
Resources at the above location and telephone number.

If the complaint is against the Director of Human Resources, the employee or student should notify the President of the College at
the above location and telephone number.

Persons alleging that they have been the victim or sexual of other prohibited harassment may have the right to file a complaint
with either or both the following government agencies set forth below.

Using the College’s complaint process does not prohibit the filing of a complaint with

these agencies. Each of the agencies has a short time period for filing a claim (EEOX-180 days; MCAD - six months). This list is
not to be considered an exhaustive list of available state and/or federal remedies. Quincy College is not responsible for providing
legal advice regarding state and/or federal claims of sexual or discriminatory harassment.

The Massachusetts Commission Against Discrimination (MCAD) is responsible for investigating and handling complaints of sexual
harassment filed in the Commonwealth. The MCAD is located at:
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Massachusetts Commission Against Discrimination
One Ashburton Place, 6th Floor

Boston, MA 02108

617-727-3990

Equal Employment Opportunity commission (EEOC) is charged with investigating and handling complaints of sexual harassment
filed under Title VIl of the 1964 Civil Rights Act and Title IX of the 1972 Educational Amendments. The EEOC is located at:

Equal Employment Opportunity Commission
One Congress Street, 10th Floor

Boston, MA 02114-2023

617-565-3200

[V. INVESTIGATIVE PROCESS:

Sexual Harassment is expressly forbidden under federal and state regulations and is actionable under the provisions of Title VIl of
the Civil Rights Act of 1964 and Title Xl of the Educational Amendments of 1972. In keeping with these regulations, a concerted
effort will be made to protect employees, students, and others from sexual harassment as defined. The College will take reason-
able measures to prevent sexual harassment and will act positively to investigate alleged harassment of any kind and to effect
remedy when an allegation is determined to be valid.

All information will be handled with the highest degree of confidentiality to the extent practicable under the circumstances and
with due regard for the rights and wishes of all parties. Information regarding the complainant shall only be released on a need-
to-know basis. However, once a complaint is made, the College will proceed to investigate, regardless of whether the complainant
desires to proceed with such investigation.

The response to and resolution of complaints will be guided by the following goals:

. Focus on educating and changing behavior rather than simply punishing the offender.

. Engage students and staff in dialogue so that they may understand the impact of behavior and attitudes.
. Maintain the confidentiality of victims and offenders by involving as few people as possible.

. Protect the complainant from retaliation.

. Insure prompt and thorough attention to all complaints.

The investigation will include confidential interviews with the persons making the complaint, with the witness and with the per-
son or persons alleged to have committed such harassment. Retaliation against any person who has alleged harassment, testified,
or participated in an investigation is unlawful and strictly forbidden. Any allegation of reprisal will be subject to the same kind of
investigation and disciplinary action as described above. When the investigation is complete, the College will inform the person
making the complaint and the person(s) alleged to have committed the conduct of the results of the investigation to the extent
appropriate. A complaint may be determined to be:

A. Founded: The incident occurred as charged;
B. Unfounded: The incident is not harassment, discrimination or retaliation; or
C. Inconclusive: There is insufficient evidence to make a ruling either way.

If, upon completion of an investigation, it is determined that inappropriate conduct has occurred in the workplace or learning en-
vironment, the College will take such action as appropriate under the circumstances. Any employee or student of Quincy College
who is found, after an investigation, to have harassed and or discriminated against another individual, said employee or student
will be subject to disciplinary action up to and including termination.
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Policy 3 - 03A: POLICY ON RACIAL HARASSMENT
1. POLICY:

Quincy College is dedicated not only to learning, but also to the development of ethnically sensitive and responsible programs
and persons. Because the College prepares individuals for participation in an increasingly diverse world, the climate of college
life must be one in which academic freedom prevails along with respect for and tolerance of cultural, ethnic, racial, and religious
differences. The College seeks to achieve these goals through sound educational programs and conduct policies that encourage
effective collaborations, productive individual contributions and professional responsibility. Racial harassment, clearly in conflict
with the general mission of this College, is strictly prohibited.

[l. DEFINITION:

Racial harassment includes, but is not limited to, verbal, physical, or written abuse directed towards an individual or group on the
basis of race or racial affiliation. While some examples of racial harassment such as physical and verbal assaults are easily identi-
fied, more frequent and generalized instances such as blatant or subtle graffiti and insensitive use of language, including epithets
and humor, often go unacknowledged. Both types, however, can be equally damaging and depending on the circumstances can
be considered by definition to be a form of discrimination.

As a public institution, the College policies must be consistent with existing state and federal constitutions and civil rights laws. In
keeping with the College’s role as an educational institution, however, the College policy regarding racial harassment is stringent
in defining unacceptable behavior.

Beyond state law and college regulations, Quincy College sees as part of its educational mission the responsibility for creating an
open environment which develops and nurtures respect for cultural and linguistic differences, and seeks to educate its members
of the need for all types of diversity within its community.

[ll. PROCEDURES:

If an employee feels that he/she has been a victim of racial harassment he/she is encouraged to contact the Executive Staff Team
Member of his/her program or department and the Director of Human Resources. In keeping with the applicable federal and state
regulations, the same procedures as outlined under the Sexual Harassment Policy shall apply.
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Policy 3 - 04: DRUG-FREE WORKPLACE POLICY
[. POLICY:

It is the policy of Quincy College to maintain a drug-free and alcohol-free workplace and learning environment. Quincy College
seeks to maintain an environment that is safe and secure and that promotes productivity for all students and employees. Since
the inappropriate and/or illegal use of alcohol and other drugs on college property or at college activities may impair the health
and safety of students and employees, inhibit the personal and academic growth of students, lower productivity and the quality
of work performed by employees, and undermine the public’s confidence in the College, a strong policy prohibiting such use has
been established.

An employee of the College (including student employees) shall not unlawfully use, possess, manufacture, distribute, dispense, or
sellillegal drugs or controlled substances (as defined in the Controlled Substance Act, 21 U.S.C. Section 812) or alcohol while on
duty or on Quincy College’s premises or while conducting company business off the premises. Such action is absolutely prohib-
ited in accordance with the College policy, and state and federal law.

It is the policy of Quincy College to enforce all state and federal laws pertaining to controlled substances and to prosecute indi-
viduals who violate those laws on College property.

[l. PROCEDURES:

Any employee who violates this policy will be subject to disciplinary action up to and including termination, and may have legal
consequences. For unit employees, this disciplinary action will be in accordance with the relevant provisions of the applicable
collective bargaining agreement. Disciplinary action may include suspension from employment, mandatory participation in an
alcohol/drub abuse assistance or rehabilitation program as a condition of continuing employment, or termination of employment.
Violations of criminal law will also be reported to the appropriate law enforcement agency.

Any employee who is convicted of a workplace violation of any criminal drug statute must notify the Director of Human Resources
of that conviction in writing no later than five days after such conviction. If the employment of an employee so convicted is par-
tially or fully federally funded, the College will notify the federal agency providing those funds of the conviction.

Quincy College recognizes drug and alcohol dependency as an illness and a major health problem. Drug abuse is also a potential
health, safety, and security problem. Employees (including student employees) needing assistance in dealing with such problems
are encouraged to find the appropriate help. Employees who are enrolled in any of the health insurance plans offered through the
Quincy College Group Insurance Plan should consult their plan booklets or service offices to determine which programs may be
paid through their health insurance. The Human Resources Department can provide information regarding Employee Assistance
Programs (EAP). This matter will be held in the strictest confidence. All members of the College community are urged to carefully
and seriously reflect on their personal responsibility to remain drug and alcohol free, and to demonstrate care and concern for
others who may be experiencing a substance abuse problem through timely intervention and referral.
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Policy 3 - 05: SMOKING POLICY
[. POLICY:

Quincy College recognizes the medical evidence that indicates that smoking is a serious health hazard. In our effort to consider
the needs and concerns of smokers and non-smokers, and to provide a healthful working environment, the College has adopted
the following policy:

. If an employee or student must smoke, he or she may do so only in those areas where smoking is permitted or
marked appropriately. The College prohibits smoking within 25 feet of any College building or within the
confines of any College building. Smoking in public buildings is a violation of state law and a hazard to the
health of others as determined by the Surgeon General.

. The sale of tobacco products on campus is prohibited.

. The College will continue to emphasize the dangers of smoking to the College community through various
programs.

. Successful implementation of this policy requires a cooperative effort and all members of the College

community are urged to assist in this regard.
[l. PROCEDURES:

If an employee or student is found to be acting in violation of the College Smoking Policy he/she will be subject to appropriate
disciplinary action up to and including termination, depending upon the circumstances of the situation.
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Policy 3 - 06: PERSONA NON GRATA

In matter of clear and present possible physical harm by any Quincy College student, employee or visitor toward another
individual at the College, the College President has authority to declare an individual, or individuals, persona non grata at the
College. Such individuals are immediately suspended from classes and from employment and, if on campus, will be escorted off
campus, and shall not return to the campus without permission and escort unless and until such status is removed by the
President or as a result of a special hearing board.

Each individual declared as persona non grata shall have such status communicated to him/her by the College President in
writing. Such written communication shall state the reason for such actions and indicate that within five class or business days a
special hearing board will be assembled to hear and review this matter. Each student, employee or visitor shall also be informed
of his/her right to counsel at such hearing, to present information or evidence and to make written and/or verbal statements.

In all such cases the individual(s) will have the right to a special College hearing within five class days of the persona non grata
notification. A special hearing board shall be appointed consisting of three members including one administrator, one contract
faculty member appointed by the College President, and one student appointed by the College President, with two members
present being a quorum. By majority vote of a quorum the special hearing board will recommend to the President that the
assigned persona non grata be removed or continued. If the persona non grata is removed and the individual is allowed to return,
the individual may then be charged through the regular Administrative Disciplinary Procedure for any offenses committed. A
student who has been declared persona non grata has no right to a refund as a result of their being placed on that status.

The President of the College has the option of having any case heard by the Board of Governors in lieu of the special review
(hearing) board cited above.
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SECTION IV: ADMISSION POLICIES

Policy 4-01: OPEN ENROLLMENT

As an open enrollment institution, Quincy College admits to its general studies program those students who have completed the
secondary school sequence. Quincy College also admits selective students, from diverse educational backgrounds, including
students still in high school, to provide them an access to higher education. We admit students to our selective admission
programs (such as Allied Health) through a process of rolling admission; the first students to complete the basic requirements are
offered admission to the college. Quincy College admits international students who meet basic requirements of English
proficiency, completion of high school sequence, and, as per the US Citizenship and Immigration Services, financial eligibility. A
general Education Diploma may be substituted for a traditional high school diploma in all cases.
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Policy 4 - 02: GENERAL STUDIES ADMISSION

The procedure to apply for General Studies Admissions is as follows:

1. Student requests application materials (query process).
2. Student submits application form with appropriate application fee.
3. The Student is contacted by the Admission Office by phone and by mail with an acceptance letter, and he/she is

invited to visit the College, to take a placement test and to talk with an Admission officer to discuss options
available on campus. They are also asked to bring in their high school diploma, immunization data and
transcripts from other colleges.

4, The student takes the placement exam, and is given a placement sheet test scores by Academic Support.

5. The student meets one on one with an Admissions counselor to complete a course selection, and is given a plan
to complete his or her degree.
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Policy 4 - 02B: CLINICAL LABORATORY SCIENCE PROGRAM ADMISSION POLICY

Quincy College offers a two year Associate Degree program in Clinical Laboratory Science. The program at the Quincy campus
starts in September (the Fall semester).

Pre-Requisites:
- Quialifying scores on the Accuplacer Exam:
Reading Comprehension- 80
Sentence Skills- 80
Arithmetic- 70
* Interested students may take the exam up to a maximum of 3 times within an academic year.
- Chemistry with lab (within the last five years with a grade of C or better in both class and lab)
- Applied Anatomy & Physiology (ALH149) (within the last five years with a grade of C or better)
- Orientation to Healthcare (ALH107)
- Microbiology with lab (within the last five years with a grade of C or better in both class and lab)
ALL pre-requisites must be met before the program start date
The application period begins April 1st and ends August 1st for the Clinical Laboratory Science program. There are no exceptions.
Seats are filled on a first come, first served basis. If an applicant has completed a Bachelors degree or a higher degree they will
receive primary consideration for a seat in the program
At the time the applicant submits their application they must provide:
Official High School Transcript
Official College Transcript (if pre-requisites were not taken at Quincy)

Application fee ($50 non-refundable)
Quialifying score on the Accuplacer Test

W=

Acceptance to the program does not guarantee a clinical placement. Clinical agencies may require that a Criminal Offender
Record Information (CORI) check to be completed for each student before the student is allowed in the clinical setting. A positive
CORI check may result in dismissal from the program. Please note that a student that has been convicted of either a misdemeanor
or felony may be denied entrance to the licensure examination. Some clinical agencies may insist on a drug screen for students
coming to their facility. A positive drug screen for any non prescribed drug will be cause for dismissal from the program.

Additional Program Information

. Students must have a satisfactory health and immunization record.

. The passing grade for all courses is a “C" (73%). Students are not eligible for graduation until they have earned a“C"in all
program courses.

. Students may transfer courses from accredited colleges or universities. All transfer courses must indicate a “C"” or better.
Please speak with an advisor about transfers.

. Science courses must have been completed within the past five (5) years at the college level.

. Quincy College reserves the right to make changes to school policies. Students will be notified when this occurs.
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Policy 4 - 03: ASSOCIATE DEGREE IN NURSING ALLIED HEALTH ADMISSIONS POLICY

1. Student calls, writes, or comes into the Admissions Office to speak with an advisor and review an application
packet.
2. Student schedules Allied Health Admission test and pays testing fee.

Minimum scores needed for admission to the Nursing Program:

Reading Comprehension: 95
Sentence Skills: 96
Arithmetic: 75

3. After successful completion of the Allied Health Admission test and completion of the program pre-requisites
the student submits an application packet.

4, Student submits an application for the specific program by the deadline dates and pays application fee.

5. All applications are reviewed for completeness and incomplete applications are returned to students.
Completed applications include the following:
Official high school transcript
Official college transcript (if applicable and if pre-requisites were not taken at Quincy College)
$50 Application Fee (non-refundable)
Quialifying scores on Allied Health Admission Test

6. Applications are ranked based on the following and in the following sequence:
. Allied Health Admission Test Reading Scores (test scores are only valid for one year).
If Allied Health Admission Test Reading Comprehension scores are tied then Sentence Skills Scores are
ranked.
If Allied Health Admission Test Reading Comprehension and Sentence Skills scores are tied then Math
scores are ranked.
If Allied Health Admission Test Reading Comprehension, Sentence Skills, and Math scores are tied then
pre-requisite grades are ranked.
Students will then be admitted to the program according to rank.

7. Once the cohort is filled a wait list is generated.

8. The wait list does not carry over from one year to the next. The wait list is only maintained until the start date of
the program in the cohort start year (September 1st for full-time and January 20th for part-time).

9. If a student is not admitted one year and wants to be considered for the next year, she/he must reapply for the
next year.
10. Full-time applicants are notified via Enrollment Services by the end of February and part-time applicants are

notified by the end of August.

11. Students admitted into the Associate Degree Program in Nursing are required to attend a mandatory orientation.

12. All admitted students are required to complete a 1) health form and 2) CORI check, and 3) course registration
forms. These must be completed and returned by the deadline date or students will lose their seat in the
program.

Health Forms - Admitted students must have a health form completed by their physician one month
prior to the start of the program. Forms are distributed to students during the program’s mandatory
orientation. A complete health form includes the following documentation:
- Medical history
- Complete physical
- A negative Mantoux within two months of the first nursing class. This documentation must
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include date and results. If Mantoux is positive then a chest x-ray is required within the past
seven years and a letter from student’s physician indicating no active disease.

- Tetanus/Diphtheria within the last 10 years

- Measles, Mumps and Rubella (MMR) documentation of positive titer or two live doses

- Varicella (Chicken Pox) documentation of positive titer or two live doses

- Hepatitis B — documentation of positive titer or three doses of vaccine.

CORI - Since the Associate Degree Program in Nursing includes a clinical placement, enrolled students
are required to complete a Criminal Offender Record Information (CORI) check in accordance with
Massachusetts state law. Massachusetts law permits clinical agencies to require CORI checks for all
employees and/or volunteers who have direct or indirect contact with patients and/or clients. Agencies
reserve the right to refuse and/or reject students who do not meet applicable CORI guidelines. Please
be advised that admission into this program is specifically conditional on a satisfactory CORI check.
Admission into this program does not represent or warrant an agreement that a student is eligible for a
clinical placement. Students who do not complete required clinical coursework are ineligible for
graduation. For more information on the CORI process, please see the CORI policy in this catalog.

Course Registration Forms - Students admitted into the Associate Degree in Nursing program must
have their course registration forms signed by the program Chair. Enrollment Services does not accept
unsigned forms. If registration forms are not submitted by the deadline date established by the
program, students will lose their seat in the program.

13. Students in this program are required to be certified in CPR for the health care provider. Required documentation
must be provided to the program Chair and remain effective throughout the program.

14, Some clinical partners require drug screening of students placed at their facility. These providers reserve the
right to refuse and/or reject students whose drug test does not meet facility guidelines. A student who tests
positive for the presence of illegal drugs may not be placed in another facility. A student who cannot complete
the clinical practicum is ineligible for graduation.

15. In order to maintain a reserved seat in the Assoicate Degree in Nursing program, specific deadline dates must be
met for each of the activities or items discussed above and listed below. If a student misses a deadline, he/she
will be notified of his/her removal from the list of accepted students. The next student on the wait list will be
notified of his/her acceptance into the program. The wait list does not carry over from one year to the next.

Summary of documents and activities that must be submitted and completed by a specific deadline date:

Mandatory Orientation
Seat Deposit

Health Form

CORI

Registration Form

CPR documentation

Note: Clinical Failure
If a student applying to a Quincy College Allied Health program with a clinical experience has a previous clinical failure,
then the following process is followed:

The student is provisionally accepted according to the admissions criteria and a seat is held until final
disposition is determined.

If the student’s clinical failure record is within three years of the start (September) of an academic year in
which the student failed, then the student is advised that he/she will need a recommendation letter
from the Chair and/or Coordinator of the program as part of their application packet.

If the student’s clinical failure record is more than three years ago, then the student may apply without
the recommendation of the Chair.

A decision is communicated to the Admissions Office within two weeks of receiving written notification
that a student with a previous clinical failure has applied to their program.
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Policy 4 - 03A: C.O.R.l. POLICY

Where Criminal Offender Record Information (CORI) checks are a part of a general background check for clinical placement of
students, the following practices and procedures will be followed:

1.

CORI checks will only be conducted as authorized by the Criminal History Systems Board. All applicants will be
notified that a CORI check will be conducted. If requested, the applicant will be provided with a copy of the
CORI policy.

An informed review of a criminal record requires adequate training. Accordingly, all personnel authorized to
review CORI in the decision-making process will be thoroughly familiar with the educational materials made \
available by the Criminal History Systems Board.

Unless otherwise provided by law, a criminal record will not automatically disqualify an applicant. Rather,
determination of suitability based on CORI checks will be consistent with this policy and any applicable law or
regulation.

If a criminal record is received from the Criminal History Systems Board, the authorized individual will closel
compare the record provided by the Criminal History Systems Board with the information on the CORI request
form and any other identifying information provided by the applicant, to ensure the record relates to the
applicant.

If Quincy College is inclined to make an adverse decision based on the results of the CORI check, the applicant
will be notified immediately. The applicant shall be provided with a copy of the criminal record and the
organization’s CORI policy, advised of the part(s) of the record that make the individual unsuitable for the
position or license, and given an opportunity to dispute the accuracy and relevance of the CORI record.

Applicants challenging the accuracy of the policy shall be provided a copy of the Criminal History System
Board’s Information Concerning the Process in Correcting a Criminal Record. If the CORI record provided does
not exactly match the identification information provided by the applicant, Quincy College will make a
determination based on comparison of the CORI record and documents provided by the applicant. Quincy
College may contact the Criminal History Systems Board and request a detailed search consistent with the
Criminal History Board Policy.

If Quincy College reasonably believes the record belongs to the applicant and is accurate, based on the
information as provided in section 4 of this policy, then the determination of suitability for the position or license
will be made. Unless otherwise provided by law, factors considered in determining suitability may include, but
may not be limited to, the following:

. Relevance of the crime to the position sought;

. The nature of the work to be performed;

. Time since conviction;

. Age of the candidate at the time of the offense;

. Seriousness and specific circumstances of the offense;

. The number of offenses;

. Whether the applicant has pending charges;

. Any relevant evidence of rehabilitation or lack thereof; and

. Any other relevant information, including information submitted by the candidate or requested by the

hiring authority.

Quincy College will notify the applicant of the decision and the basis of the decision in a timely manner.
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Policy 4 - 03B:

1.

10.

11.

12.

GENERAL ALLIED HEALTH ADMISSIONS POLICY

The student calls, writes, or comes in to the Admissions Office to request an admissions packet for the particular
program of interest.

The student reviews application requirements, pays twenty-five dollars ($25.00) for the Allied Health Admissions
Test, and schedules an appointment for the Allied Health admissions test.

Minimum scores needed for admission:

Minimum Scores Practical | Surgical Associate Certificate Phelbotomy
Nursing Technology Degree in in Exercise

Exercise Science/

Science/ Personal

Personal Training

Training
Reading 86 86 70 70 70
Comprehension
Sentence Skills 96 96 70 70 70
Arithmetic 75 70 66 - -

After successful completion of the Allied Health Admissions Test and completion of prerequisite courses if
applicable, the student receives an application, and assembles the remaining documents in one envelope.

The student submits the application package in person or by mail to the Admissions Office.

The application fee is recorded, and the application is reviewed within sixty (60) days of submission. The review
process includes transfer evaluations.

Once reviewed, a student is notified in writing if he or she has been admitted, or if he or she has not submitted a
complete application.

Once a student is admitted, he or she is asked to provide a seat deposit applicable to the first semester tuition,
and a non-refundable matriculation fee.

The student is contacted by mail regarding orientation for the appropriate program.

If the particular program is full at the time a student applies, the student is placed on a waiting list in the order in
which the application is received. The waiting list is limited to half the number of accepted students to each
program.

If the waiting list is full when an application is received, the application is returned to the applicant with a letter
stating that he or she is welcome to apply for the next academic year’s program. The applicant is also informed
that he/she has been put on a list to receive the next academic year’s application as soon as they are made
available.

If the applicant is placed on a particular program’s waiting list and is not accepted, the applicant is then offered a
seat in the next academic year’s program.

During orientation, accepted students are given immunization forms to complete and return to the appropriate
chairperson before the start of the semester. The due date is provided on the form. Registration forms are also
distributed. All Allied Health registration forms must be signed by the Allied Health Dean before students can be
enrolled by Enrollment Services. Students are informed about CPR certification which also needs to be returned
to the appropriate chair of the program before the start of the first clinical.
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13.

14.

15.

16.

17.

Students admitted into the Practical Nursing, Surgical Technology, Exercise Science and Phlebotomy Programs
are required to attend a mandatory orientation.

All admitted students are required to complete a 1) health form, 2) CORI check, and 3) course registration forms.
These must be completed and returned by the deadline date or students will lose their seat in the program.

. Health Forms - Health Information: Admitted must have a health form completed by their physician one
month prior to the start of the program. Forms are distributed to students during the program’s
mandatory orientation. A complete Health Form includes the following documentation:

- Medical history

- Complete physical

- A negative Mantoux within two months of the first nursing class. This documentation must
include date and results. If Mantoux is positive then a chest x-ray is required within the past
seven years and a current letter from student’s physician indicating no active disease.

- Tetanus/Diphtheria immunization within the last 10 years

- Measles, Mumps and Rubella (MMR) documentation of positive titer or two live doses

- Varicella (Chicken Pox) documentation of positive titer or two live doses

- Hepatitis B - documentation of positive titer or three doses of vaccine.

. CORI - Students enrolled in an Allied Health program that includes a clinical placement are required to
complete a Criminal Offender Record Information (CORI) check in accordance with Massachusetts state
law. Massachusetts law permits clinical agencies to require CORI checks for all employees and/or
volunteers who have direct or indirect contact with patients and/or clients. Agencies reserve the right to
refuse and/or reject students who do not meet applicable CORI guidelines. Please be advised that
admission to Quincy College Allied Health Programs is specifically conditional on a satisfactory CORI
check. Admission into an Allied Health program which requires a clinical practicum does not represent
or warrant an agreement that a student is eligible for a clinical placement. Students who do not
complete required clinical coursework are ineligible for graduation from Quincy College Allied Health
programs. For more information on the CORI process, please see the CORI policy in this catalog.

. Course Registration Forms - Students admitted into any Allied Health program must have their course
registration forms signed by the appropriate program Chair. Enrollment Services does not accept
unsigned forms. Registration forms must be submitted by the deadline date established by the program
or students will lose their seat in the program.

Students in Allied Health programs are required to be certified in CPR for the health care provider. Required
documentation must be provided to the program Chair and remain effective throughout the program.

Some clinical partners require drug screening of students placed at their facility. These providers reserve the
right to refuse and/or reject students whose drug test does not meet facility guidelines. Students who test
positive for the presence of illegal drugs may not be placed in another facility. Students who cannot complete
their clinical practicum are ineligible for graduation.

In order to maintain a reserved seat in one of the above programs, specific deadline dates must be met for each
of the activities or items listed below. If a student misses a deadline, he/she will be notified of his/her removal
from the list of accepted students. The next student on the wait list will be notified of his/her acceptance into the
program. The wait list does not carry over from one year to the next.

Documents and activities that must be submitted and completed by a specific deadline date include:

. Mandatory Orientation
. Seat Deposit

. Health Form

. CORI

. Registration Form

. CPR documentation
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Note: Clinical Failure

If a student applying to a Quincy College Allied Health program with a clinical experience has a previous clinical failure,
then the following process is followed:

. The student is provisionally accepted according to the admissions criteria and a seat is held until final
disposition is determined.
. If the student’s clinical failure record is within three years of the start (September) of an academic year in

which the student failed, then the student is advised that he/she will need a recommendation letter
from the Chair and/or Coordinator of the program as part of their application packet.

. If the student’s clinical failure record is more than three years ago, then the student may apply without
the recommendation of the Chair.
. A decision is communicated to the Admissions Office within two weeks of receiving written notification

that a student with a previous clinical failure has applied to the program.
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Policy 4 - 04: INTERNATIONAL STUDENT ADMISSION

The procedure for admitting international students is as follows:

1.

The student requests an international student application packet by email, phone, mail, walk-in or downloads
from our website.

Student sends completed application to the International Student Services Office. If the student is outside the
US he or she must provide TOEFL/ELTS test scores for proof of English proficiency. If student is within the US
he/she may take the LOEP test at Quincy College in lieu of the TOEFL.

Application is reviewed and checklist consulted to confirm all necessary documents are included.
If an application is incomplete, a letter is mailed to the student listing what paperwork is missing.
Once the application is complete one of three steps are taken:

a. If the student is overseas the International Office mails a packet with an acceptance letter, 1-20 initial
form, SEVIS 901 fee information, health insurance information and visa interview document to all
overseas applicants.

b. If the student is transferring in from another college in the US, additional materials are provided with
his/her application, a completed Transfer form from the previous school is requested and immigration
record is transferred to Quincy College.

C. If the applicant requires a change of status to F-1, an I-20 Change of Status is issued and the I-539
process is completed with the assistance of the International Student Services Office. The student is
advised if their Change of Status is denied he/she is unable to continue to attend Quincy College. All B-2
and F-2 Change of Status applicants are not allowed to register until Change of Status is adjudicated.

Once all visa issues have been settled, the next step is student advising and registration. All international
students are required to take the LOEPS exam for placement and advisement purposes prior to registration. Only
students who show proof of proficiency by submitting a transcript showing completion of English Composition
101 and College Algebra with a C or better are exempt from taking the exam.

Advising of all international students is done in the International Student Office. Students are advised on course
selection, credential evaluations for transfer credit and degree programs. An advising sheet is completed for all
international students regarding degree programs and requirements. All international students require a
signature from the International advisors on their registration forms prior to enrolling. If a student has not

met the level of English proficiency on the LOEPS exam, recommendation is made for the student to attend
language school and acceptance to Quincy College will remain conditional until proficiency level is met.

New international students must attend the International Student Orientation held one week prior to class start
date. During this orientation new international students receive information regarding immigration regulations,
school policies and procedures and other necessary information.
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Policy 4 - 05: ADVANCED STANDING

Quincy College welcomes transfer students and those with advanced knowledge of subject areas. A maximum of 30 credits from
all sources may be awarded toward a degree.

Transfer Credits —

Credits earned at other accredited, degree-granting institutions may be applied toward your degree or certificate program at
Quincy College. Have your former college send an official transcript of your grades to the QC Admissions Office. To qualify for
transfer credit, courses must correspond to offerings at Quincy College and a minimum grade of “C" must have been earned.
Students are required to provide a catalog or an official course description from the institution where the credits were earned.
Courses will be accepted without regard to age, except in those subjects where in the judgment of Quincy College, the subject
matter of the course has materially changed. Laboratory science courses transferred to the programs in the school of Allied Health
must have been completed within the time period requirements of the specific program.

CLEP and ACT/PEP Examinations —

Quincy College recognizes that many people have acquired skills from work experience or private study. Students who demon-
strate this knowledge by satisfactory performance on the College Level Examination Program Subject Examination (not a CLEP
General Examination or American College Testing Exam) will be awarded credits for that subject, based on the American Council in
Education scoring recommendations.

Although Quincy College is not a testing site, the Admissions Office can provide information regarding specific subject exams

accepted by the College and the procedures for having exam results evaluated. Students awarded credit will be required to pay a
per credit fee.
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Policy 4 - 05A: TRANSFER CREDIT POLICY
What is Credit Transfer?

Credit transfer is the process of receiving academic credits towards a degree or diploma program at Quincy College based on work
completed at another recognized institution of Higher Education. Students are eligible to transfer credits in accordance with the
regulations contained in this guide.

How to Transfer Credits to Quincy College

Students who have earned credits at other colleges or universities are required to submit an official academic transcript to the Ad-
missions Office as part of the application process. The transcript is sent to Enrollment Services, where it is evaluated. The transfer
credits do not appear on the student’s record until the student has registered for and completed 12 credits. The transcript review
is done based on the declared major of the student. A copy of the transcript report is mailed to the student at the address on file.

Enrolled students who have not transferred credits to Quincy College can do so by contacting their former colleges/universities to
request official transcripts to be sent to the following address:

Quincy College

Enrollment Services

ATTN: Transcript Evaluation
150 Newport Avenue Ext.
Quincy, MA 02171

Principles of Transfer
1. Institutions

Courses are accepted from institutions of higher education that are accredited by any regional accrediting
associations in the United States, (e.g. New England Association of Schools and Colleges).

Classes from institutions not accredited by a regional accrediting association but by other national, professional
and specialized accrediting agencies and associations are considered on an individual basis depending on the
institution’s general reputation, known academic strength, academic format and on the individual performance
of the transferring student.

Academic course work from foreign institutions is also considered. Many foreign institutions use a different
system for assessing learning than is practiced in the United states. In such cases, transcripts may be first
evaluated by an Educational Credential Evaluator, which will send the transcript to Quincy College. Any fees
involved in such evaluation are paid by the student.

2. Grades and Courses
A course must be graded a “C” or better to transfer. Academic support courses, remedial courses, vocational
courses, learning support courses, courses with essentially non-academic content and courses that are basically
secondary school or pre-college level taken in high school are not transferable. Quincy College does not grant
credit for professional certificate programs.

3. Subject Matter Equivalency
Courses considered for transfer must possess content that approximates the content of courses offered at Quincy

College. A student may be asked to supply the course from the other institution. A maximum of thirty credits
may be transferred for an associate program and a maximum of fifteen for a certificate.
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4. Quarter-Semester Credit Conversion

All credits accepted by Quincy College are transposed to semester credit hours. One-quarter credit is two-thirds
of a semester credit.

5. Time Limit
For Allied Health programs, science courses must have been taken within the last five years and Computer
Science courses within the last seven years. For all other programs, science courses must have been taken within
the last 10 years and computer courses within the last seven years.

6. Alternative Means of Earning Credits
Credits for College-level Examination Program (CLEP) and the Defense Activity for Non-Traditional Educational
Support (DANTES) are granted, if the student scores at or above the American Council on Education’s (ACE)
recommended scored for the exam question. Quincy College does not accept CLEP general exams.
Quincy College accepts credits from military training based upon proper documentation of the student’s military
education, namely Form DD 214 and/or DD 235. Credit is awarded based upon the American Council on
Education’s recommendations and the needs of the student’s program.

7. Residency Requirement

The following must be completed at Quincy College:
A minimum of 30 credits hours for an associate or 15 for Certificate.

8. GPA Calculations
Transfer credits are not included in GPA calculations.

9. Appeal Process
Students have the right to appeal decisions made by the Enrollment Services Office with regard to their transfer
credit. An appeal should be made in writing at the Enrollment Office. The appeal will be forwarded to the Vice
President of Academic Affairs for a decision.

10. Questions

Any questions on transfer procedures, policy, or individual transfer situations should be directed to Enroliment
Services.
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Policy 4 - 05A (i): ADVANCED PLACEMENT

Quincy College recognizes the examinations of the College Board Advanced Placement Program. The AP examinations are
prepared by the College Board and the papers are graded by readers of Educational Testing Service, Princeton, NJ 08540. Quincy
College will award credits to students if the test score in AP examination is at least three (3).

Advanced Placement Test Test Score Credits Class Fulfililment

Art 3 3 ART100

Biology 3 3 BIO111/112 0r 121/122
Chemistry 3 4 CHE121/1310r 122/132
Economics

Micro 3 3 ECO201

Macro 3 3 ECO202

Eng. Lan./Com. 3 3 ENG101

Eng. Lit/Comp 3 3 ENG201

Spanish 3 3 SPN101

French 3 3 FRN101

Am. Gov. 3 3 GOV201

Am. History 3 3 HIS101/102

Calculus AB 3 3 MAT201

Statistics 3 3 MAT207

Physics B 3 4 PHY111/112 0r 121/122
Psychology 3 3 PSY101

A fee equivalent to Experiential Learning credit fee will be charged for transferring these credits to Quincy College. There
will be no fee if a student only wants to use these as pre-requisites towards placement at a higher level.
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Policy 4 - 05B: EXPERIENTIAL LEARNING CREDITS

Experiential learning credits, also known as “Life Experience Credits’, are credits that are awarded for already acquired college-level
learning in a variety of non-traditional settings. Credits are not awarded simply for experience but for the learning obtained from
the experience. This learning is judged to be equivalent to what would be gained through Quincy College coursework. All credit
earned must be approved by the Experiential Learning Review Committee”.

Eligibility Requirement:

Students must:

. Be enrolled in a certificate or a degree program.

. Have completed 12 credits in Quincy College.

. Be in good academic standing.

. Be at least 24 years of age.

. Must have a resume that demonstrates the type of experience appropriate for academic college-level

credit assessment.

How to apply:
If a student is eligible for experiential credits, the following procedure should be followed:
. Complete an application for “Experiential Learning Credits” available in Enroliment Services.
. Attach all the documents for assessment in the form of a portfolio with application and return this
portfolio to Enrollment Services in C 101 with a non-refundable fee of $50.00.
. The Portfolio Review Committee, comprised of a Dean and an appropriate faculty member, will review

the portfolio and inform the student, in writing, if the request has been approved or not. The review
committee may ask the student for an interview, more documents or both. The Review Committee will
also send a written determination to the Dean, Enrollment Services.

. If the request for credits is approved, fee per credit must be paid in Enroliment Services. (Students in
Allied Health, who pay a flat fee, do not pay this per credit fee, if the credits are requested when they are
in the program).

. The Dean, Enrollment Services will enter these credits on the student’s permanent record.

Fees:

To cover administrative costs, students are charged a non-refundable portfolio assessment fee of $50 at the time of
making a request for these credits. There is also a per credit Experiential Credit fee that must be paid before the credits
are transferred to a student’s grade history. (Please check fee schedule for per this fee).

Maximum Credits:

The total number of credits any student can transfer from all sources is thirty (30) in a degree program and fifteen (15)

in a certificate program of which the maximum number of credits allowed under Experiential Learning is twelve (12) in a
degree program and six (6) in a certificate program.

Exception:

Students who have Fire Science and Criminal Justice as their major do not qualify for any Experiential Learning credits.

Quincy College Policy Manual
January 2006

Page 62



Policy 4 - 06: EARLY ADMISSION

Quincy College admits students who have not yet graduated from high school. The early admissions program serves two distinct
populations of students:

1.

Students with above average ability and maturity may be accepted by Quincy College at the end of their
sophomore year in high school. With the high school’s approval, Quincy College credits can be transferred to the
high school to complete high school diploma requirements and a year’s college credit is earned at the same
time.

Seniors who do not have enough credits to graduate from high school may enroll as special students in college
courses and, with their high schools’ permission, transfer the credits back to their high school to complete
graduation requirements. The credits earned will also count toward a college degree should the student decide
to continue his or her education and be accepted into Quincy College.

In both cases, a written recommendation from the applicant’s high school guidance office is required and should
be submitted with the application for admission.
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Policy 4 - 07: READMISSION TO QUINCY COLLEGE

Students who leave Quincy College in good academic standing and with no outstanding financial obligations to the College
will be automatically readmitted for future semesters upon their application to the Admissions Office except in Allied Health
Programs. Former Allied Health students must send, in writing, their request to re-enter the School of Allied Health to the chair-
person of the program in which they wish to enroll. Readmissions to an Allied Health Program will be decided by the Dean.

Readmitted students who have been out of school for more than two consecutive semesters must fulfill current program
requirements for graduation. Those taking up to two semesters off may re-enroll under current program requirements or their

original program requirements provided their original required courses are still offered by Quincy College.

Students must indicate in writing at the time of their re-enrollment if they wish to follow original program requirements;
otherwise current requirements will apply.
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Policy 4 - 08: ACADEMIC PLACEMENTS

All new degree/certificate seeking students are tested by placement tests (ACCUPLACER or LOEPS) before the end of add/drop
period in their first semester. Those whose skills are deemed insufficient to successfully handle college level work will be recom-
mended to take academic support courses in the subject area of deficiency. These courses carry college credits per course but do
not fulfill requirements for graduation. Quincy College will close down access to an academic account for any new degree/certifi-
cate seeking student who has not done the required testing and advising session prior to the end of the drop/add period in their
first semester. Please check with an Admission Officer for specific scores required for a program and placement.
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SECTION V: ACADEMIC POLICIES

Policy 5 - 00: Matriculation Policy

As of September 1, 2010 a matriculated student is one who has met prescribed admission requirements and has been officially
admitted to an academic program listed in the catalog and has registered for a course in the curriculum.

Matriculated students (admitted to catalog program) maintain their status for ten academic years from the first semester of course
registration at the College unless otherwise specified by specific requirements of certain programs. A minimum of three credit
hours of appropriate Quincy College course work must be successfully completed each academic year or an application for read-
mission must be filed with the Admissions Office.
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Policy 5 - 01: DEGREE REQUIREMENTS

Quincy College awards degrees to students who are either high school graduates or G.E.D. recipients and have met degree re-
quirements as approved by the Quincy College Board of Governors and recommended by the President. It is the responsibility of
each student to meet the degree standards of the program in which he/she is enrolled. The degree of Associate in Arts or Associ-
ate in Science will be awarded to students who meet the following requirements:

1. The satisfactory completion of a minimum of 60 semester hours, of which 30 semester hours shall have been
earned at Quincy College (Last semester must be completed at Quincy College).

2. A cumulative grade point average of 2.0 or better.
3. Satisfactory completion of the specific course requirements within the curriculum chosen by the student.
4, A satisfactory record of college citizenship. A satisfactory record includes conduct which respects the rights of all

individuals, which avoids actions disruptive to the on-going educational program, and which does not violate
college, local, state, and federal policies.

5. Payment of all fees and tuition owed to Quincy College.
6. Completion of an exit interview, if on Financial Aid.
7. Participation in required College-wide or program-specific assessment activities.
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Policy 5 - 02: CERTIFICATE REQUIREMENTS

Quincy College awards certificates to students who are either high school graduates or G.E.D. recipients and have met certificate
requirements as approved by the Quincy College Board of Governors and recommended by the President. It is the responsibility
of each student to meet the certificate standards of the program in which he/she is enrolled. The certificate will be awarded to
students who meet the following requirements:

1. The satisfactory completion of the required number of semester hours, at least one half of which must be earned
at Quincy College (Last semester must be completed at Quincy College).

2. A cumulative grade point average of 2.0 or better.
3. Satisfactory completion of the specific course requirements with the curriculum chosen by the student.
4, A satisfactory record of college citizenship. A satisfactory record includes conduct which respects the rights of all

individuals, which avoids actions disruptive to the on-going educational program, and which does not violate
college, local, state, and federal policies.

5. Payment of all fees and tuition owed to Quincy College.

6. Completion of an exit interview, if on Financial Aid.
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Policy 5 - 03: VARIANCE TO PROGRAM REQUIREMENTS

Academic programs are planned to ensure that students receive a broad-based exposure to the kind of learning that deepens
understanding, sharpens analytical thinking, and enhances one’s ability to communicate with others as well as to provide the
student with a firm groundwork in his/her chosen field of study. Consequently, variances in program requirements are granted
only in special circumstances.

Students desiring a variance in program requirements must secure a variance form from the Registrar’s Office and have it
completed and signed by their Dean, prior to enrolling in the course for which the variance is requested. Variances in the core
curriculum must be approved by the Vice President of Academic Affairs.
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Policy 5 - 04: ACADEMIC STANDING

A student shall be classified as a sophomore if he/she has met freshman requirements and has earned at least 30 semester hours
of credit.
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Policy 5 - 05: ATTENDANCE AND PERFORMANCE

It is the responsibility of all students to attend classes in order to achieve a successful level of performance. Attendance, grading
and performance requirements for each class will be announced at the beginning of each semester. Attendance records will be
kept in order to provide verification as needed. The College reserves the right to withdraw students, upon recommendation of the
faculty, when there is no potential for successful college work.
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Policy 5- 05A: AUDITING A CLASS
A student may audit a class to learn more about a subject or to brush up and update his/her knowledge about a course.

In order to audit a class, he/she needs to register just like a regular registration but specify that the registration is for auditing a
class. The tuition is the same as for a credit course.

A student may change a course from audit to credit during add/drop period. A change from audit to credit is NOT allowed after
add/drop period. A change from credit to audit is allowed until the last days of withdrawal by completing an add/drop form and

returning the form, along with fee payment, to Enroliment Services.

If a student is auditing a class, he/she may elect not to do homework, not to take exam and not to participate in class projects.
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Policy 5 - 06: GRADING POLICIES
This page was intentionally left blank.

Original policy revised October 1999.
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Policy 5 - 07: GRADING SYSTEM

Final grades are issued to students in letter grades at the end of each semester as follows:

Letter Grade Percentage Grade Point Average (GPA)
A 93 and above 4.0
A- 90 -92 3.7
B+ 87 -89 33
B 83-86 3.0
B- 80-82 2.7
C+ 77-79 23
C 73-76 2.0
C- 70-72 1.7
D 60 - 69 1.0
F Below 60 0.0
I Incomplete 0.0
w Withdrawal 0.0
AUD Audit 0.0
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Policy 5- 07A: INCOMPLETE GRADES

A student requesting an incomplete grade must complete the Incomplete Grade Request Form and submit it to his/her instruc-
tor. Only if both the student and the instructor have signed this written agreement can an Incomplete Grade be assigned by the
teacher. Written approval must be given from the appropriate Dean for an incomplete grade to be assigned by the instructor. An
incomplete grade not made up by the end of the following semester will automatically become an “F".
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Policy 5 - 07B: WITHDRAWAL
A student desiring to withdraw from a course or from the College must complete an official withdrawal form. Failure to attend
class or merely giving notice to an instructor is not considered an official withdrawal. If the student withdraws, a W classification is

recorded on his/her transcript.

The effective date of the withdrawal to determine a tuition refund will be the date that the official form is received with the ap-
propriate fee paid.

Students who withdraw from any or all classes must do so in writing through the Enrollment Services Office. The office may re-
quire the student to get an approval from his/her advisor.

NO WITHDRAWALS ARE OFFICIAL UNTIL RECORDED BY THE ENROLLMENT SERVICES OFFICE.

No withdrawals are permitted within the last three weeks of a semester. The Vice President of Academic Affairs may make
exceptions to this policy.

(International students must first get permission from the International Student Office before withdrawing from a course.)
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Policy 5 - 07C: REPEATING COURSES

If the student repeats a course, only the higher grade is figured into the cumulative grade point average but both grades will ap-
pear on the transcript. Credit is awarded for one course only.
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Policy 5 - 07D: MAKE-UP EXAMINATIONS

Make-up of final examinations must be arranged with the instructor involved. No charges will be made to students who present a
doctor’s certificate of illness or in the case of two exams scheduled for the same time. A make-up fee may be assessed in cases not

applying to the above.
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Policy 5 - 07E: HOLDS POLICY

Holds may be placed on a student’s record for a variety of reasons — financial, academic, or administrative. An asterisk appearing
before a student’s name on a class list indicates that some type of hold has been applied to that student’s registration. No grades,
further registrations, transcripts or other services will be provided until the hold has been resolved and removed. Any student
whose name appears with an asterisk should inquire at the Enroliment Services Office so that the hold can be resolved and normal
services restored to the student’s account.
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Policy 5 - 07F: ACADEMIC PROBATION POLICY
Academic Probation

Any student having completed twelve (12) credits, but not having attained a 2.0 cumulative grade-point average, shall be
placed on Academic Probation.

Removal from Academic Probation
A student Academic Probation shall be returned to good Academic Standing upon attaining a cumulative GPA of 2.0 or higher.
Academic Probation Procedure

A student having been placed on Academic Probation must meet with his/her assigned adviser to prepare a comprehensive plan
of continued studies. This plan may include:

Course Load: Based upon discussion with and advise of the Assigned adviser, the student may be limited regarding
the number of credit hours he/she may attempt.

Special Courses: Based upon judgment of the assigned advisor, a student may be required to include Academic Support
courses as part of overall credit load.

A student on probation will have 24 credits* to achieve a cumulative GPA of 2.0 or greater. Should a student not reach that mark,
the student shall be dismissed from Quincy College.

Dismissal

A student who is on academic probation and who is not able to attain a
GPA of 2.0 after 24 credit hours of academic credits shall be dismissed from the college.

Dismissal Appeal

Any student who is dismissed from the college may appeal to have his/her dismissal overturned by applying for readmission

in writing to the Vice-President, Academic Affairs by July 15th for the fall semester and January 2nd for the Spring Semester. A
review committee comprising of both Deans and Registrar will convey their recommendation to the Vice President. The registrar

will communicate the decision of the committee to the student.

* International students and students on financial aid may lose their status/eligibility after being on academic probation for a
semester. Please consult with your advisor.
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Policy 5-08: DEAN'’S LIST

Students whose semester GPA is 3.75 or above and who complete six or more credits within that semester are included on the
Dean’s List.
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Policy 5 - 09: HONORS CONVIVIUM

The Honors Convivium is held each spring in recognition of those students who have achieved a superior cumulative grade point
average prior to their last semester at the college. Students are eligible for this event under the following conditions:

. Cumulative GPA of 3.50

. Successful completion of 45 credit hours with a minimum of 30 credit hours in Quincy College.*

. Have applied for graduation and

. Have met all obligations, financial and others to Quincy College.

. Standards for credit hour completion may differ in cases of Practical Nursing, Advanced Placement Nursing, and

one year certificate programs.

Quincy College also awards scholarships to students at the Convivium. A student is eligible to apply for a scholarship if he/she has:

. Completed at least 12 credits at Quincy College.
. Have a cumulative GPA of 3.50 and
. Have met all financial and other obligations to the college.

These scholarships, valid for one year, can only be used towards payment of tuition in the coming semesters. More information
about how to apply for these scholarships, is available on the web and in the financial aid office.
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Policy 5 - 10: GRADUATE WITH HONORS
[Academic honors are awarded at commencement and are based on the student’s cumulative grade point average (GPA).]

Graduates having a 3.25 to 3.49 cumulative grade point average will graduate cum laude. Graduates having a 3.50 to 3.74 grade
point average will graduate magna cum laude. Graduates having a 3.75 to 4.0 cumulative grade point average will graduate
summa cum laude.
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Policy 5-11: ADD/DROP PROCESS

A student wishing to drop or add a course may do so by the deadline established in the Academic Calendar by completing an
Add/Drop form and submitting it to Enrollment Services, preferably in person. A fee is charged for each schedule alteration,
unless it can be shown that the change is necessary due to College error. If a student wishes to change his/her full program, an
appointment must be made with his/her academic advisor to discuss the change. A change of major form must be completed
through Enrollment Services.

Quincy College Policy Manual
Original: October 1999
Revised: January 2006

Page 84



Policy 5 - 12: COURSE SELECTION

Upon successful completion of a course, a student may not enroll in a lower level course in the same subject for academic credit.
Any exceptions to this policy must be in the form of a written approval from the Vice President of Academic Affairs.
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Policy 5 - 13: INDEPENDENT STUDY

Quincy College recognizes that scholars have unique interests and provides for those who would like to pursue special research
projects under the guidance of a faculty member. Independent study is not intended to be a substitute for a regular course, but
rather an opportunity for a student to work in a special area related to his/her field of endeavor in depth and with specific
objectives.

To qualify for Independent Study, a student with 30 earned credits from Quincy College must have a 3.0 average in his/her area
of specialty and at least a cumulative 2.7 average overall. No student may pursue more than three credits per semester to a total
of six independent study credits while earning an Associate Degree. Proposals for independent study must be presented no less
than five (5) days prior to the start of the semester in which the study is to take place. Acceptance or rejection of the proposal
will be made within five (5) class days of the presentation. The acceptance of an independent study is optional on the part of the
instructor. Approval is obtained through the faculty sponsor to the chairperson and finally from the Vice President of Academic
Affairs. The fee for independent study credits will be the same as for a regular course and the grade issued will be in accordance
with the College’s grading system.

Under unusual circumstances, students may be permitted to take a college credit-bearing course in which an independent study
format is used. Ordinarily, independent study may not be taken if the course is a laboratory science or skill course ( biology,
typing, etc.), is offered during the semester in which the request is made, lacks a detailed outline and/or individualized instruction
material, or is required for graduation at the end of the semester in which the request is made.
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Policy 5 - 14: FINAL GRADE APPEAL PROCESS

A registered student who believes that he/she has received a final grade, in accordance with published Quincy College grading
criteria, which is not justified, may apply to an Academic Review Committee for evaluation of his/her final grade. The purpose of
the final grade appeal process is to eliminate the inappropriate use of the student grievance procedure for grade disputes. A dis-
puted grade does not constitute violation of a student’s rights and is therefore not subject to the student grievance procedure.

Basic Assumption

Each faculty member clearly states his/her grading policy on the course syllabus. Grading is at the discretion of the individual
faculty member in accordance with the faculty member’s grading policy and applicable College policies.

An Academic Review Committee may review the grading policy of a faculty member to determine: a). if the grading process is
academically sound, b). if the process used by the faculty member to arrive at the student’s final grade is fair and academically
sound; and c). the justification for the student’s final grade. If the Committee determines, by a majority vote, and after making
written findings, that the grade as originally determined by the faculty member is not justified, then it may change the final grade
to the grade that the majority of the Committee determines to be appropriate. Further, the Committee may, also upon majority
vote and after having made written findings, recommend to the faculty member a re-evaluation of his/her grading policy.

Academic Review Committee

The Vice President, Academic Affairs selects a committee of five (5) members and three (3) alternates from the following groups:
teaching faculty, Deans, and the Plymouth campus. One member will be a member of the Quincy Education Association. Appoint-
ments to the Committee shall be made no later than the start date of an academic year and shall last for one (1) academic year.
No member of the committee shall serve for more than two (2) consecutive academic years. If the grade appeal process involves
a committee member, that member must absent him/herself from the committee and its deliberations for that grade appeal only,
and must be replaced by an alternate member. The Vice President may ask an alternate to serve on the committee in the absence
of a committee-chair. The term of each shall be for one academic year, with the Chair being ineligible for service as Chair in the
next succeeding year. The Vice Chair shall chair committee meetings in the absence of the Chair. The Committee will determine
the schedule of meetings at the first meeting in September. The schedule will be posted and distributed to all academic divisions.
Following each committee meeting, the decision(s) rendered will be forwarded to the Vice President, Academic Affairs no later
than three (3) business days following the Committee’s meeting. The Vice President will notify the student, the affected faculty
member, and the College President of the committee’s decision.

Procedure

It is recommended that the student attempt to resolve the final grade dispute with the faculty member with whom the dispute
exists, before requesting a hearing by the Academic Review Committee. The request for a hearing must take place within 30 days
of issuance of final grades by the Enroliment Services Office.

1. If the student is unable to resolve the final grade with the faculty member, the student may appeal to the
Academic Review Committee. In order for the final grade appeal to be heard by the Academic Review
Committee, the student must submit the following:

. a letter addressed to the Chair of the Academic Review Committee which states the reason why the
student feels that the final grade is not justified;

. a copy of the course syllabus outlining the grading and attendance policies;

. a record of all test grades received in the course;

. copies of all available graded assignments, laboratory assignments, or other work assigned by the
faculty member during the course; and

. copies of any papers submitted during the course that affected the final grade (term papers, research

papers, care plans, etc.).

2. The Chair of the Academic Review Committee will request that the faculty member submit the following
documents:

. a copy of the course syllabus outlining the grading and attendance policies;
. class, clinical, and/or laboratory attendance record;
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. list of all grades earned by the student while enrolled in the course.; and
. copies of any available grade assignments, papers, tests, quizzes or other materials that the student
completed while enrolled in the course.

The inability of the student to provide documents as called for in Paragraph 2, above, and/or of the faculty
member to provide documents as called for in Paragraph 3, above, shall not serve as a bar to the Committee
hearing the student’s appeal and rendering a decision on the student’s appeal.

Following the receipt of ALL available documents identified in steps 1 and 2 above, the Chair of the Academic
Review Committee will place the student’s grade dispute on the agenda of the next regularly scheduled
Academic Review Committee meeting. In the event that waiting for the next regularly scheduled Committee
meeting may jeopardize the student’s continued education at Quincy College, opportunities for transfer to a
four- year institution, or employment opportunities, the Chair will schedule a meeting sufficiently prior to the
next scheduled meeting to adequately accommodate those student issues. The faculty member and the student
may offer testimony, may bring witnesses, and both will have the opportunity to question witnesses.

The Academic Review Committee will forward a written decision, including the basis for the decision, the names
and titles of those present, a list of documents presented, and a numerical record of the Committee’s vote to the
Vice President of Academic Affairs within three (3) business days following the Committee’s decision. Those
Committee members who disagree with the decision of the majority of the Committee, and who vote in the
minority, may submit to the Vice President a written report indicating the basis for their disagreement.

The Vice President of Academic Affairs will, in writing, inform the student, the faculty member, and the College
President of the Committee’s decision within three (3) business days following the receipt of the decision from
the Chair of the Academic Review Committee.
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Policy 5 - 15: ACADEMIC INTEGRITY POLICY
Academic Integrity Statement

In keeping with our mission, Quincy College will foster a high standard of academic honesty for student, faculty, and staff and will
seek to preserve the rights of our entire College community. As part of our academic integrity policy, all members will adhere to
the basic values of mutual respect and responsibility as well as individual and institutional integrity. Students will be informed
about those actions that constitute a breach of integrity and about those sanctions that may result from academic dishonesty. In
the interests of promoting the best environment for learning, we, the community of Quincy College, pledge to advance the
principles of honor and integrity in all of our actions.

Academic Integrity Student Guidelines

Students assume full responsibility for the content and integrity of the coursework they submit. Therefore, to assist students in
observing academic integrity the following guidelines have been developed:

1. Students must do their own work and submit only their own work, unless otherwise permitted by their
instructor. If appropriate citation guidelines are not stated on the syllabus, students are encouraged to contact
their instructor for guidance.

2. Students may collaborate or cooperate with other students on assignments or examinations only as directed by
the instructor.

3. Students must follow all written and/or oral instructions given by instructors or designated College
representatives for taking exams, placement assessments, tests, quizzes, and other evaluative instruments.

Types of Academic Dishonesty Involving Students

Academic dishonesty goes against the core values of the Quincy College Mission Statement. These values are HONESTY, TRUST,
FAIRNESS, RESPECT, and RESPONSIBILITY. In cases where academic integrity is at issue, the following definitions will apply:

1. Plagiarism is the representation of the words and/or ideas of another as one’s own in any academic assignment.
Examples include, but are not limited to: stealing or downloading the entire text of a paper, cutting and pasting
various sources together to simulate a new essay, copying small portions of a paper, or misattributing source
material.

2. Cheating is using or attempting to use unauthorized materials, information, or study aids in any graded
assignment. Examples include but are not limited to: copying from another student, accessing unauthorized
books or documents, receiving messages without authority during an exam, and improper use of calculators,
computers, or any other electronic devices during exams or other assignments.

3. Fabrication is the falsification of any information or citation in any academic assignment. Examples include but
are not limited to: inventing sources, data, or citations for a paper or assignment.

4, Facilitation is knowingly aiding or abetting acts of academic dishonesty. Examples include but are not limited to:
assisting others to cheat or plagiarize or participating in a conspiracy to cheat.

5. Misrepresentation is engaging in acts of deception or forgery in an academic context. Examples include but are
not limited to: misrepresenting one’s own work as something that it is not, lying to an instructor or fabricating
excuses to improve a grade or to make up for missed work, and excessively misusing computer software to
create works that do not truly reflect a student’s skill level.

Academic Integrity Disciplinary Procedures Involving Students

Violations of the standards of Academic Integrity described in the Quincy College Academic Integrity Statement may result in
disciplinary action up to and including dismissal from Quincy College.
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Any faculty or staff member who notices infractions of the standards of academic integrity and honesty must file an Academic
Incident Report and initiate disciplinary procedures in response to those violations. Students who notice infractions of the
standards of academic integrity are encouraged to report the infraction either verbally or in writing to a member of the Quincy
College faculty or staff. Examples of penalties that may be imposed by the College include, but are not limited to:

Formal written warning placed in the student’s file;
Reduced or failing grade for the assignment;
Reduced or failing grade for the course;
Suspension from college; and

Dismissal from the College.
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Severe, flagrant, or multiple violations that have import beyond a specific course may lead to disciplinary action that could result
in dismissal from the College and/or denial of readmission to the College. The following factors will be considered in all determi-
nations of penalty:

1. The nature or seriousness of the offense;
2. The injury/damage resulting from the offense; and
3. The student’s prior disciplinary record.

Disciplinary Action Hearing and Appeal Procedures Involving Students

Any student who wishes to appeal any disciplinary action imposed in response to violations of Quincy College’s Academic Integ-
rity standards will do so in accordance with the following steps:

Step 1:  Within five business days of the date of notification, the student must request a hearing with the appropriate
academic dean. Within five business days of the hearing, the dean shall, in writing, notify the student of his/her
decision.

Step 2: If a student has cause to question the resolution at Step 1, within five business days of the dean’s written
decision at Step 1, he/she may forward a written appeal to the Vice President of Academic Affairs. Within five
business days of the receipt of the appeal, the vice president shall, in writing, notify the student, and the
individual who files the report, of the outcome of the appeal.
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Policy 5-16: Academic Amnesty

Students who have had a break in enrollment for the least two academic years may, upon application for readmission, file a writ-
ten petition with the Registrar for academic amnesty. If students are granted academic amnesty, all grades from Quincy college
credit coursework completed at an earlier date are eliminated from computation of the grade point average and will not be
applied to a Certificate or Degree program at Quincy College. Previous credit coursework will not be removed from the student'’s
scholastic record and transcripts. However, these records will clearly indicate that academic amnesty has been granted and the
date that the amnesty was approved. The Vice President for Academic Affairs in consultation with the appropriate individuals,
such as the Division Dean and/or program faculty, will make the final determination.
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Policy 5-17: Academic Record Changes

Any student, who suspects that an error with regard to the recording of information on the official record has been made, should
file written notice of the errorimmediately with the Registrar and Executive Dean of Enroliment Services. Records are assumed to
be correct if a student does not report the error to the Registrar and Executive Dean of Enrollment within one academic year of the
completion of the course. At that time, the record becomes permanent and cannot be changed.

Note: Student contesting a grade should refer to Policy 5.14.
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Policy 05 - 18: Verification of Student Identity for Distance Education

This policy establishes processes to verify that the student who registers in the distance education or correspondence education
course or program is the same student who participates in and completes and receives the academic credits (HEA requirements)
Quincy College offers a large number of on line courses and student identity verification protocols include a secure ID and
password for logging on to the course work and group discussions on college portal. Further all students who register for these
courses will have at least one proctored exam on campus where in the instructor will physically verify the identity of the student.
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SECTION VI: STUDENT LIFE

Policy 6 - 01: ORIENTATION

The Orientation Program, held at the beginning of each semester, is designed to familiarize new students with the organization,
services and facilities of the College.

The program provides the student with an opportunity to meet members of the faculty and the administration. The role of an
advisor is emphasized throughout the program, as is the social interaction among students and an introduction to life at the
College. Workshops on such topics as Financial Aid, Study Skills and Career Planning are also included.

For information on the International New Student Orientation, call 617-984-1663 or stop by the International Student Office.

Please note, once accepted into an Allied Health Program, students are required to attend a separate mandatory program
orientation.
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Policy 6 - 02: PHI THETA KAPPA HONOR SOCIETY
DELETED

New Policy on Student Organization approved in January 2006
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Policy 6 - 03: POLICY ON STUDENT ORGANIZATION

Student organizations provide students with an opportunity to learn leadership skills, supplement formal academic experience, or
pursue diverse interests that their academic programs may not provide.

The stated mission of Quincy College is:

“As an open access institution which encourages academic achievement, diversity, economic
opportunity and lifelong learning, Quincy College facilitates valuable learning relationships with
students whose educational and professional futures might otherwise remain unrealized.”

Quincy College is a public two-year college operating as a separate entity under the City of Quincy. The College is governed by a
Board of Governors which also approves and controls the budget.

Quincy College students come from varied social, ethnic and economic backgrounds and maintain a wide variety of interest and
the college would like to encourage students to assemble, form, and belong to organizations that promote and develop their
common interests.

The following nationally recognized organizations are in existence on campus and are being subsidized:

. Gamma Beta Phi Honor and Service Society
. Phi Theta Kappa Honor Society

The following organizations are co-curricular in nature and complement the course work and do not need a constitution and by-
laws:

. Choir

. Drama Club

This policy is being formulated keeping in view the mission of the college. These guidelines are being proposed keeping in view
the state regulations 603 CMR 26.6 (1) and (2):

. State regulations prohibit public schools from sponsoring or participating in the organization of outside
extra-curricular activities that restricts participation on the basis of race, color, sex, religion, national origin or
sexual orientation (603 CMR 26.06 1).

. Students may not be denied the opportunity to participate in extra-curricular activities on the basis of race,
color, sex, religion, national origin or sexual orientation (603 CMR 26.06 1).

While submitting these policies, QC understands the organizational rights as protected by the freedom of association and
freedom of expression concepts of the First Amendment and the balance between the organization’s rights and institution’s
authority as struck in Healy v. James, 408 U.S. 169 (1972). Healy reveals three broad bases on which administrators may regulate
student associations:

. A college administrator may impose a requirement that a group seeking official recognition affirm in advance
its willingness to adhere to reasonable campus law. It constitutes an agreement to conform to reasonable
standards respecting conduct (p. 193).

. Association activities need not be tolerated where they ... interrupt classes ... or substantially interfere with the
opportunity of other students to obtain an education (P. 189).
. The institution may act to prevent organizational activity that is itself illegal under local, state or federal laws.

Quincy College has no student activity fee and has no funds to support or fund any organization, unless it is related to a course or
academic pursuit.

Being a public institution, Quincy College will not sponsor any group or association that restricts its membership on the basis of
race, color, sex, religion, national origin, or sexual orientation.

Under Massachusetts Constitution, Article 46, Quincy College will not sponsor or use college funds for a religious based student
group or organization.
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POLICY

The College will sponsor student groups whose purposes are consistent with our mission and will be open to all students regard-
less of race, color, sex, religion, national origin or sexual orientation. There shall be a nondiscriminatory clause in the constitution
and by-laws of all student organizations.

. Only degree seeking students in good standing with Quincy College are eligible for membership. Studentin
good standing means:

1. A minimum, 2.0 GPA (some organizations may have higher GPA requirements).
2. Good judicious standing.

3. Fulfilled obligations, financial and otherwise, to Quincy College.

4. Adherence to all campus, local and federal regulations.

. While on campus, organizations and their members have a responsibility to adhere to Quincy College policies at
all times.

. All meetings to be arranged at a time and a place that least disturbs the academic environment.

. Submit a recognition application by the last Friday of September each year.

. Require no dues for membership.

. Disclose any external affiliation; provide the constitution and by-laws of such organization.

. Maintain financial records, if any.

. Observe no fund raising status.

. Not enter into agreements to use Quincy College seal or name or official reference without first obtaining written
permission from the College authority.

. Limit membership to Quincy College students.

. Provide a written constitution and by-laws with the request for recognition, with a list of office holders to
administration.

. Have a minimum of 20 students.

. Identify a faculty/staff advisor and ask that individual to submit, in writing, notice that he/she agrees to serve as
an advisor.

. Make membership and meetings open to the Quincy College community.

Types of Organization

A recognized student organization shall be defined as a group of Quincy College students joined together in the pursuit of a
common purpose. Quincy College has identified the following types of organizations that may seek recognition:

Academic: organizations that select members on the basis of achievement or interest in a particular discipline.
Cultural: membership centered on a particular group’s culture.

Service: membership geared towards volunteer/service projects.

Hobby/special interest: membership centered on a particular hobby/or special interest.

Arts: membership centered on the production and/or viewing of fine and performing arts.

Starting a Club/Organization

A club/organization may be recognized by the College. Please apply by filling out a “request to form a club/organization”. Submit
constitution and by-laws of your club/organization. At the minimum, please include its purpose, anticipated activities, and a
statement on how this would fit within the mission of the College.

The club/organization will maintain records of all financial transactions and will submit these when asked for. Enclose a letter of
agreement from an advisor. Please provide an undertaking, “that club/organization will maintain records of all financial

transactions and will submit these records to college at the end of the year”.

The club/organization will have the privilege to use College facility, equipment, and other services according to policies and
procedures and sponsor programs and activities on campus which are consistent with the organization’s purpose.
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Policy 6 - 04: PARKING REGULATIONS
[All cars are parked at the owner’s risk. Quincy College is not responsible for any break ins, theft, accidents, or towing charges.]
Parking Permits:

Students who park motor vehicles on campus must display a current parking permit. Permits are sold at the time of registration
and throughout the year at Enrollment Office located on the first floor of Newport Hall. Only one permit per student will be issued
each semester. A PARKING PERMIT DOES NOT GUARANTEE THE STUDENT A PARKING SPACE.

Temporary parking permits are available through the Security Office to students who are driving vehicles other than the one with
a permit for short periods of time. Temporary permits are required for vehicles that do not have semester permits.

Parking Lot Locations:

Quincy College has limited parking for students at Newport Hall. In order to park there, a student must buy a parking permit (each
semester).

Parking at Saville Hall is for staff and faculty.

Handicap and visitor parking is available at Newport and Saville Hall.

Parking is available at Marina Bay Complex, with free shuttle running to North Quincy “T” station.

Few parking slots, during the day, are available at K of C at North Quincy on Hancock Street.

Quincy College at Plymouth has free parking available at Cordage Park.

Violations:
1. Warnings will be issued to cars without current parking permits through the first week of the fall and spring
semesters and for the first two days of each summer session. Thereafter, official City of Quincy parking tickets

will be issued. Tickets will be issued at all times for other offenses.

Parking violations include:

a. Parking in a designated handicapped space without a handicapped license plate, an official
handicapped permit from the Registry of Motor Vehicles or authorization from the Director of Security.
Able-bodied person using handicapped plates are also subject to ticketing.

No current Quincy College student parking permit.

Student parking in the Saville Hall garage (except handicapped).

Parking in the reserved spaces between the President’s Place garage and Quincy High School.

lllegal parking such as double parking, not parking within a lined space, parking in the fire lanes,
parking in an unauthorized space, blocking an aisle or otherwise obstructing the flow of traffic.
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2. Cars violating any of the above rules may be towed at the owner’s expenses.

3. Quincy College will have no responsibility in any litigation with the City of Quincy, concerning the receipt of
parking tickets or other violations.

4, Any student who shows a pattern of repeated violations of College parking policy or any student whose
vehicular actions endanger the safety of other students or property, may have his/her parking privileges
revoked by the College.

5. Students/staff are not permitted to park adjacent to Newport Hall fire lanes or in the lanes towards the “T"
station.

Faculty and Staff

1. Faculty and staff in Quincy Center may park in the Saville garage (31 spaces), or under the overhang of the
President’s Place garage opposite Quincy High School (12 spaces). For employees at Newport Hall, parking is
available in the Marina Bay parking lot. The lot is located just past the rotary on the left as you enter Marina
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Bay. The shuttle stops at the entrance to the lot (marked by X) as well as at the corner of the main entrance to 500
Victory Road. The drop-off/pick up point at the N. Quincy Station is in the parking lot on the Hancock Street side
near the bridge our students use to cross the tracks on foot. That entrance has an elevator as well as stair on

both sides. Parking at Newport Hall is reserved for students until 2pm. Adjuncts and staff may park there after
2:00pm if spaces are available and they follow all parking regulations. Do not park along the side of the fence
next to the tracks or block the loading dock behind Newport Hall. Offenders will be towed. There is also paid
parking at the N. Quincy T station or you may park at the Knights of Columbus parking lot from 8:00am to
2:00pm on the corner of Hancock and W. Squantum Street and walk to Newport Hall.

2. Itis suggested that those parking under the garage overhang back their cars in for ease of egress. These spaces
are most appropriate for compact cars.

3. Administrative staff who are issued cards for the President’s Place garage must park in that facility. Parking is not
permitted in the College’s other lots.

4. Parking permits are required to park in all College lots. Cars without the current hang tag displayed on the rear
view may receive City of Quincy tickets or be towed at the owner’s expense.

5. Parking permits are available from the Saville Hall Room 106.
6. Parking rules are in effect from 7:00 a.m. to 9:00 p.m., Monday through Friday and 7:00 a.m. to 4:00 p.m. on
Saturday and Sunday.
Adjunct Day Faculty
1. Adjunct day faculty are permitted to park in College staff parking lots during the above hours.

Evening Faculty and Staff

1. The Saville garage is available for evening faculty and staff. A hangtag must be displayed (not the same one
issued to full-time faculty and staff) which is available from the Saville Hall Room 106.

2. Evening faculty may also park in the spaces under the garage overhang, which are open to both faculty and
students on a first-come, first-served basis. Parking permits must be displayed to park in these spaces as well.

Handicapped Parking
Handicapped parking spaces are located in the Saville Garage, and in Newport parking area. Cars must have handicapped license

plates or Registry of Motor Vehicle handicapped permits. For temporary disabilities, the Executive Director of Campus Services
will issue a temporary handicapp