Student Handbook
2008-2009

This Student Handbook super sedes all previous publications. Theinformation contained
hereiniscurrent as of thetime of publication (August 2008). The College reservestheright

to make changes of any nature regarding the infor mation contained in the Handbook and
will give such notice asit deemsto bereasonable and practical.




Telephone Numbers

Administrative Offices 887-4401
Admissions 887-7400
Bookstore 887-7416
Business Office 887-7413
Dalrymple Student Center 887-6801
Dean of the College 887-7403
Dean of Students 887-7419
Dining Commons 887-7415
Douglas Art Building 887-6804
Douglas Photo Barn 887-6803
Financial Aid 887-7404
Information Technology 887-7427
Maintenance & Housekeeping 887-7438
President s Office 887-7410
Registrar 887-7412
Student Affairs 887-7442
Support Counsel or 887-7452
Wadleigh Library 887-7425

Residence Halls:

First Floor East (103-113) 887-7446

First Floor West (114-124) 887-7447

Second Floor East (203-213) 887-7449

Second Floor West (214-224) 887-7450

Second Floor South (225-234) 887-7448

Outside Residence Hall 887-7437

Outside Adams Hall 887-7460

Emergency:
Police, Fire, Ambulance 911
OR 9-911 if using a campus phone

Residence Life On-Call Phone
(603) 370-9104

The College Office Hour s
Monday -- Friday from 8:30 am. to 4:30 p.m.
Summer office hours and vacation hours may vary.

CIVIL RIGHTSCOMPLIANCE
Initsadmissions policy and inits hiring of faculty and personnel, Chester College of New England does not
discriminate on the basis of race, color, religion, creed, gender, national origin, age, sex, veteran status,
sexual orientation, or the presence of handicaps or disabilities. Questions regarding compliance with Title IX
of the Education Amendments of 1972 may be addressed to the President of the College.
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Statement of Mission

Chester College of New England is a private, non-sectarian institution of higher education that
offers the Bachelor of Arts Degree. The College offers programs in the creative and professional
artsinformed by a strong commitment to the traditional values of the liberal arts and the fine arts.
The College grants the Bachelor of Arts degreein Fine Arts, Creative and Professional Writing,
Integrated Design, Photography and Media Arts, and Interdisciplinary Arts.

Chester College of New England embraces the idea that the liberal arts are essential to lifelong
education, as well as being the foundation of all creative and professional endeavors. All degree
candidates must satisfactorily complete aliberal arts core curriculum distributed among the
humanities, natural sciences, and social sciences.

The College advances this mission by:

Seeking to attract students who val ue the academic breath and challenge of the liberal arts while
immersing themselves in the creative and professional arts.

Maintaining a low faculty-to-student ratio and a professionally accomplished and experienced
teaching faculty to provide each student with personalized instruction and guidance, as well as
academic and professional support.

Supporting studentsin their pursuit of advanced study and/or careersin their areas of
specialization upon completion of degree requirements or professional certification.

Making its curriculum available to full-time resident and commuting students, as well asto those
students who desire to continue their education on a part-time basis as either degree or non-
degree candidates.

Statement of Objectives

In order to realize its mission, Chester College of New England sets forth the following
objectives:

» Torequireacore curriculumin the liberal arts that ensures the integrity of its programs
and the general education of its students

* Tomaintain an academic environment that supports the creative, intellectual and
pragmatic endeavors of students and faculty

» Toaccommodate a variety of learning styles predicated on individual needs

» Toprovide an intellectual, theoretical and practical foundation in the liberal arts upon
which the College can build and refine programs in the creative and professional arts that
meet the needs of students and the mission of the College

» To participate in and contribute to students visual and verbal literacy in a manner that
supports and encourages their growth as citizens, learners and professionals

» Tofoster astudent sinterest in intellectual growth and lifelong learning



Vision Statement

Chester College of New England is a baccal aureate degree-granting College that provides a
foundation in the liberal arts and the fine arts, complemented by majorsin the professiona arts.
The major programs of study encompass Fine Arts, Creative and Professional Writing, Graphic
Design, Photography and Media Arts, and Interdisciplinary Arts. The College s programs are
complementary; students specialize in one area, but also gain experience and knowledge in the
intersections among the academic majors.

The College sel ects students based upon academic credentials and portfolio. As students undergo
coursework, the College makes every effort to integrate classesin the libera arts, fine arts, and
professional arts with opportunities to learn from and interact with faculty who are working
professionals. The College s resources prepare students to enter their chosen professional field
with the appropriate knowledge, skills, experience, and preparation to succeed.

The low faculty-to-student ratio, writer-in-residence and visiting artist programs, and a robust
program of guest lectures, exhibitions, readings, workshops, internships, conferences, and
relationships with professional associations complement and strengthen the College s offerings.
Theamisto provide all students with the education, knowledge, skills, and experiencesto
become thoughtful citizens as well as successful professionals.



College History and Its Setting

Chester College of New England was founded as White Pines College in 1965 by the late Dr.
Faith Preston. In 1966, the Lane Building was purchased with 45 acres to house the College and
alow for growth. The Lane Building was remodeled not only with funds donated by generous
supporters but with alot of work and Y ankee ingenuity. The doors opened in 1967 with five
classrooms, administrative offices, alibrary with 4,000 books, a snack bar, and a bookstore. The
10 students, five men and five women, lived in the homes of local residents. The first class was
graduated in 1969.

The Powers Building was renovated, and opened in 1969 to provide more classroom space for the
growing enrollment. The female students and administrative offices had moved into the Hadik
House, on loan to the College rent-free.

In 1971, the construction of Adams Hall, a student residence, was completed. In the same year the
College purchased 35 additional acres, including an historic house that was remodeled to house
students and is presently known as Nutting Hall. The barn behind Nutting Hall was renovated in
1975 and named Dalrymple Center after Philip and Mildred Dalrymple, former members of the
Board of Trustees. The first floor of Dalrymple now houses the current Student Center.

Douglas Hall, a pre-Revolutionary War home, was acquired in 1976 to serve as an additional
residence. The following year a $10,000 photography facility in the attached barn opened to house
the new degree program in Professional Photography.

The multi-functional Wadleigh Library was completed in the summer of 1986. It is named for Dr.
Winthrop Wadleigh, a member of the Board of Trustees and the husband of Dr. Faith Preston. In
addition to the standard library resources, the library houses several collections providing students
and the residents of Chester with avaluable resource for information. It also houses three
Maclntosh Computer Labs, the Olson Student Success Center, the Wardrop Fine Book Room, and
aconference area.

In 1999, the College received a gift from an anonymous donor to renovate the Douglas Photo
Barn. Generous grants from foundations supported several capital purchases for the photography
program.

A new residence hall that houses 102 students was completed in May of 2002. The wooden two-
story building, which islocated behind Adams Hall, was designed to blend with the local
architecture. Adams Hall was then converted into faculty offices.

In 1998, the Mission of the College was revised to offer professional arts programs informed by a
strong commitment to the liberal arts and the fine arts. Four Bachelor of Arts programs were
developed. In 1999, the College received authorization to become afour-year baccal aureate
degree-granting institution.

In addition to the new Art Education program that was added to the curriculum in the fall of 2002,
aBachelor of Arts program in Interdisciplinary Studies was included in the spring of 2004.



Accreditation

Chester College of New England is a non-profit, co-educational institution. Its Articles of
Agreement are on file at the State Capitol in Concord, New Hampshire. The Collegeis approved
to award the Bachelor of Arts degree by the Postsecondary Education Commission of the Sate of
New Hampshire.

Chester College of New England is accredited to award the Bachelor of Arts degree by the New
England Association of Schools and Colleges, Inc., through its Commission on Institutions of
Higher Education, 209 Burlington Road, Bedford, MA 01730, 781-271-0022. The New England
Association of Schools and Colleges accredits schools and colleges throughout the six New
England states. Accreditation by this regional association indicates that the College has been
carefully evaluated and found to meet standards agreed upon by qualified educators.

In addition to its Baccal aureate degree programs, the College a so offers for-credit and non-credit
courses through summer and continuing education courses. Chester College of New England
stresses excellence in teaching and in learning. Likewise, the College supports the efforts of
secondary school officials and governing boards to have their schools achieve regional accredited
status, thus providing admission.

Students Rights and Responsibilities

All students at Chester College of New England are considered to be responsible adults.
Therefore, they have responsibility to:

» Know and complete the necessary academic requirements before their degreeis granted.
These requirements include, but are not limited to, requirements concerning curricula,
courses, majors, minors, and academic progress.

* Know and meet all deadlines.

* Remaininformed on all current College policies and procedures as published in the Student
Handbook and College Catal og including changes that may be implemented during the
year.

» Follow al current College policies, procedures, and regulations. These can be found in
various forms in the Sudent Handbook and the College Catal og.

» Read dl notices and official letters from the College.

e Obey dl local, state, and federal laws and conform to the College s standards of conduct.

Studentshavearight to:

*  Freedom from discrimination or harassment on the basis of race, ethnicity, gender, sexual
orientation, religion, creed, political beliefs, nationd origin, age, handicaps, or physical
challenges.

» Accurate information relating to maintenance of acceptable academic standing, graduation
requirements, and individual course objectives and requirements.

» Fair and impartial treatment in cases of general discipline, academic discipline, and
academic evaluation.

» Freely exercisetheir full rights as citizens.



Academic Calendar

FALL SEMESTER 2008

August 14 Residence Life Team Arrives

August 14-22 Residence Life Team Training

August 23 New Students Arrive  New Student Orientation @ 9:00 AM
August 24 Upperclassmen Arrive after 1:00 PM

August 25 New Students Meet with Faculty Advisors

August 26 Classes Begin 9:00 AM

September 1 Labor Day College Closed

September 2 Monday classes will meet on Tuesday for this week only
September 9 End of Add/Drop Period

October 13 Columbus Day College Closed

October 20-24 Mid-term Examinations

November 6 Registration for the 2009 Spring Semester

November 25 Thanksgiving Holiday Begins & Residences Close @ 10:00 PM
November 27 Thanksgiving Day College Closed

November 30 Thanksgiving Holiday ends Residences Open @ 1:00 PM
December 1 Classes Resume @ 9:00 AM

December 5 Classes End

December 8-12 Final Examinations

December 13 Residences Close @ 10:00 AM

December 15 Last Grades due by Noon

December 25 Chrissmas Day College Closed

January 1, 2009 New Year sDay College Closed

SPRING SEMESTER 2009

January 15 Residence Life Team Arrives

January 15-17 Residence Life Team Training

January 18 Residences Open for al Residents & New Student Check-in @ 11:00 AM
January 19 Martin Luther King Jr. Day College Clo sed

January 20 New Students Meet with Faculty Advisors; Final Registration at 1:00 PM
January 21 Classes Begin 9:00 A.M.

February 4 End of Add/Drop Period

February 16 President sDay College Closed

March 2-6 Mid-term Examinations

March 13 Spring Break Begins - Residences Close @ 6:00 PM

March 14-21 Spring Break

March 22 Residences Open @ 1:00 PM

March 23 Classes Resume @ 9:00 AM

March 26 Registration for the 2009 Fall Semester

April 10 Founder sDay College Closed

May 6 Classes End

May 7-13 Final Examinations

May 14 Residences Close @ 10:00 AM Last Grades du e by Noon

May 16 Commencement @ 10:00 AM

May 25 Memorial Day College Closed



Academics

Academic Policies and Procedures

Academic Integrity and Honesty

Students must present work that is entirely their own. Students who present work as their own, but
which isthe property of others, or which has been prepared by someone other than the enrolled
student, shall receive a zero. Academic dishonesty is unauthorized collaboration, plagiarism, and
cheating. Students guilty of such acts are subject to severe disciplinary action, which may include
suspension or dismissa. The Dean of the College notifies students in writing of alleged academic
dishonesty.

Academic Integrity Policy

Scholars at every level must truthfully represent their findings; that is, they must not tamper with
the truth asthey seeit and they must not offer as their own what others discovered or wrote.
Academic work is evaluated on the assumptions that the work presented is the student s own,
unless designated otherwise. Anything lessis unacceptable and is considered academically
dishonest. Specific terms related to academic dishonesty are broadly defined below:

Cheating: Using, or attempting to use, unauthorized materials, information, or study aidsin any
academic work submitted for credit.

Fabrication: Deliberately falsifying or inventing any information or citation in academic work.

Facilitating Academic Dishonesty: Knowingly helping, or attempting to help, another to
violate the College s policy on academic dishonesty.

Plagiarism:  Submitting academic work for credit that includes material copied or paraphrased
from published or unpublished works, or from the electronic media, without documentation.

Of these four terms, plagiarism is the most problematic because it is not always fully understood.
Nearly all College students attempt to be honest, but some do not appreciate the extent to which
plagiarism is theft, not of ideas, which are in a sense the property of everyone, but of the credit for
originating these ideas. Plagiarism is al so fraud-intentional deception in order to obtain what does
not rightfully belong to one -- since students who plagiarize attempt to get from the instructor an
unearned grade and from the College an unearned degree. Plagiarism is an affront to the entire
student body. Plagiarism, finaly, isimpersonation, since every piece of written work presents an
image of its author. Therefore, plagiarism is particularly damaging to the plagiarist; for just as
impersonators may get lost among assumed roles, plagiarists will amost certainly have afalse
understanding of themselves and of the education they are getting. Theft, fraud, and
impersonation are harsh words, but they accuratel y represent the moral status of plagiarism and
the severe attitude toward it that prevails.

Sources must be cited for quotations, borrowed ideas, information, or organization of material. It
is the student s responsihility to understand what constitutes plagiarism, and to ensure that the
source of all borrowed material is properly cited.
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Penaltiesfor Academic Dishonesty

The penalties for academic dishonesty are severe. When academic dishonesty in any formis
detected, the instructor refers the matter to the Dean of the College. The instructor may dismiss
the student from a course with the grade of F or may recommend that the student be expelled
from the College by the Dean of the College.

Students found guilty of collaboration or plagiarism will receive agrade of F for the work
submitted. If astudent is found guilty of collaboration or plagiarism again in the same course, the
student will receive agrade of F inthe course a nd be dismissed from the course, regardless of
the grade point average earned from other work in the course.

Students found guilty of cheating on tests will receive agrade of F for the test. Students found
guilty of cheating on final examinations will receive agrade of F in the course, regardless of the
grade point average earned for other work in the course.

Satisfactory Academic Progress

Full-time students must meet both qualitative (G.P.A.) and quantitative (Completion Rate)
reguirements to be considered in good academic standing and making satisfactory academic
progress towards a degree.

Minimum Grade Point Average (Qualitative Requirement)
Students must maintain a grade point average of a2.0 in any given enrollment period to remain in
good academic standing and make progress toward a degree.

A student may be placed on probation or suspension regardless of his’her cumulative grade point
average if sshereceivesa 1.0 or less for any given enrollment period, or if gheisnot showing a
good faith effort toward earning a degree.

Credit Hour Completion Rate (Quantitative Requirement)

Full-time students are required to complete 12 credit hours each enrollment period. Students who
are attending at a less than full-time status for an enrollment period will be subject to a completion
rate of 67%. This means that students who are enrolled less than full-time must complete 67% of
the credit hours s/he attempts in an enrollment period. Students must maintain this completion
rate to remain in good academic standing and make progress toward a degree.

Creditstransferred from another College are counted as attempted hours. Credit hours are
completed for courses in which a student receives a grade D-/.7 or better. Repeated classes do not
count toward hours completed, but do count toward attempted hours.

The maximum amount of time that a full-time student has to complete a degree program is 150%
of the published length of the program; therefore, students who are enrolled in afour-year degree
program have six years and/or 180 credit hours to complete the requirements for a degree.

Academic standing and satisfactory academic progress are assessed at the end of each enrolment

period. A student who fails to meet the GPA or Completion Rate criterion at the point of
assessment will be subject to the following academic sanctions.
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Academic Sanctions

Academic Probation

A student who is not making satisfactory academic progress or is not in good academic standing
will be placed on academic probation for his/her next period of enrollment, excluding open
enrollment periods - summer or interim periods. Financial Aid recipients should contact the
Financial Aid Office for details on how academic probation may affect their Financial Aid
eligibility.

A student who does not improve his/her grade point average and/or completion rate by the end of
aprobationary period will be subject to suspension.

Academic Suspension

A student who does not succeed in improving his/her grade point average and/or completion rate
by the end of hig/her first probationary period will be placed on academic suspension. Students
suspended from the College must vacate on-campus housing and may not attend classes during the
suspension period. Financial Aid recipients should contact the Financial Aid Office for details on
how academic suspension may affect their Financial Aid eligibility.

All students returning after a suspension are placed on academic probation and will have one
period of enrollment to achieve good academic standing and make satisfactory academic progress.
Students who fail to do so will be dismissed from the College.

Dismissal

A student will be dismissed from the College if g/he fails to make satisfactory academic progress
and/or achieve good academic standing by the end of his’her second period of academic
probation.

Appeals Process

Students may appeal academic standing and progress decisions by submitting a formal letter to the
Dean of the College within two weeks of the date on the notification of probation, suspension,
and/or dismissal. Appealswill be processed within two weeks and the student will be notified by
the Dean of the College of the decision rendered.

Students who wish to appeal the decision of the Dean of the College may do so by requesting, in
writing, aformal hearing with the President of the College. Requests for aformal hearing must be
submitted within two weeks of receiving the results of the appeal from the Dean of the College.
The formal hearing with the President of the College will be scheduled within two weeks. The
student will be notified by the President of the College of the results of the formal hearing. The
decision of the President isfinal.

College Scholar ships

Eligibility for scholarships awarded by the College is jeopardized when a student fails to maintain
good academic standing. These scholarships may also have other, higher requirements, for
cumulative grade point average. Students will be informed if their academic performanceis
placing them at risk of losing College scholarships.
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Declaring a Major and Changing Academic Programs

Students who are admitted to the College must declare a major in a specific discipline within their
first semester. Courses are selected under the direction, and with the approval, of the student s
academic advisor in the mgjor s department. Students wishing to change a major field of study
must do so by filing a Change of Major Form with the Registrar. The completed form requires the
signatures of both the current academic advisor and the new academic advisor, and it must be
submitted to the Registrar before the change becomes effective. Until the Registrar has officially
recorded this change, the student remains assigned to the original major and to an advisor in that
discipline.

Declaring a Second M ajor

Students who intend to declare and enroll in a second major must notify the Registrar and obtain
an academic advisor for both mgjors. Theinitial program in which the student is enrolled will be
considered the primary degree program, and advising for completion of this program will take
precedence.

Enrolling for a Second Degree

Students wishing to enroll for a second B.A. degree must compl ete the major requirements for the
second degree and must complete a minimum of 30 credits towards the second degree while at
Chester College of New England. It isimportant that you check with your academic advisor for
complete details.

Academic Advising

The College assigns each student a faculty advisor who assists the student with course selection,
career preparation, and related academic matters. The student will have an advisor for hisor her
entire program of study, and the signature of the advisor, the Dean of the College, or the Registrar
is required to approve the enroliment or withdrawal of any student in acourse. Althoughiitis
typical for the student to have the same advisor for the duration of his or her academic program,
the advisor may change, depending on the student s needs, major, and department organization.

Class Attendance Policy

Students are required to attend all meetings of the classes in the courses for which they have
registered and are required to fulfill all obligations indicated by the instructor and published in the
syllabus. Students should notify the instructor in advance of any anticipated necessary absences.

Students with more than three unexcused absences risk being administratively withdrawn from the
course and receiving awithdrawn fail (WF). If astudent wishesto appeal this action, he/she must
provide a doctor s note or any other valid information. Although absence from classis not usually
the only reason a student fails a course, students should be aware that their participation in class
impacts the instructor s ability to assess their achievement and progress in mastering the course
material.
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Each student is assigned an academic advisor. Students are encouraged to seek out their advisor
for academic related issues. Students needing academic support are urged to make use of the
Ol'son Student Success Center and to contact the Dean of Students.

Jury Duty

If astudent is assigned to jury duty while taking classes and cannot get an exemption, the student
must contact the site of the jury duty and ask them to contact the Registrar for proof of enrollment
in classes. If the courtswill not let the student out of the responsibility or will not allow a switch
to a summer jury duty, the student needs to speak with the Dean in order to be excused from
classes.

Grading Policies

GradesGPA
Each letter grade has a numerical equivalent, called a quality point. Quality points are used in the
computation of grade point averages (G.P.A.)

Gradesarereported as Grade Points Per Credit Hour

A = 94-100 4.0

A- = 90-93 3.7

B+ = 87-89 3.3

B = 83-86 3.0

B- = 80-82 2.7

C+ = 77-79 2.3

C = 73-76 2.0

C- = 70-72 17

D+ = 67-69 13

D = 63-66 1.0

D- = 60-62 0.7

F = Below 60 0.0 - no credit, included in calculation of G.P.A.

W = Withdraw no credit, not computed in the G.P.A.

NC = Not for Credit not for credit, not computed in the G.P.A.

I = Incomplete atemporary grade, not computed in the G.P.A.

P = Passing credit for completion, not computed in the G.P.A.

NP = Not Passing no credit, must repeat if required, not computed
inthe G.P.A.

Courses dropped after the add/drop date will appear on the student srecord as agrade of W.
Students cannot withdraw from a course after the fourth week of the semester without a doctor s
note and permission from the Dean of the College.

Students who fail to complete course requirements because of extraordinary circumstances (e.g.,
accident, extended illness) may receive anincomplete | if, in the opinion of the instructor, or the
Dean of the College, the excuse is valid and verified. Extenuating circumstances notwithstanding,
students must present the completed work within 30 days after the end of the course. Students
failing to complete work after 30 days will receive the letter grade deemed appropriate by
the instructor.

PasyFail

Generally, Chester College of New England does not teach courses on a pass/fail basis. Students
seeking credit on this basis must have the written consent of the Dean of the College before the
work isto begin. The pass/fail option, once selected and approved, isirrevocable.
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Examinations and Quizzes
Unannounced quizzes may occur in a course. The wise college student is always prepared.

Assessment of student progress is determined, in part, by examinations. Make-up examinations
are not permitted unless a student can produce a document that verifies extenuating
circumstances.

Final examinations, generally written tests, are administered according to a schedul e established
by the Registrar. The rules regarding missing afinal examination are the same as those pertaining
to missing an in-class examination. Any student who is scheduled for more than three final
examinations in one day, or who has a conflict of examination times, is entitled to request
instructors, or the Registrar, to reschedule the extra or conflicting examinations. This request
must be made before the examination period begins.

Deadlines
Students areresponsible for all deadlines published in the College Catalog, and in the College
calendar.

Dean sList

The Dean s List recognizes superior academic achievement at the end of each semester. Full-time
students (12 or more credit hours) attaining a semester grade point average of 3.5 or higher are
notified in writing by the Dean of the College and placed on the list, which is published in the
local newspapers and on campus. Honors graduates must earn a 3.7 or above.

Matriculation

All students pursuing a Bachelor of Arts degree must complete aformal matriculation review, as
outlined in the College Catalog. Matriculation must be completed in the student s fourth semester
(60 credits). Transfer students with 60 credits will complete matriculation in their second
semester.

Graduation Requirements

Chester College of New England grants the Bachelor of Arts (B.A.) degreein five mgjors. Fine
Arts, Integrated Design, Photography and Media Arts, Creative and Professional Writing, and
Interdisciplinary Studies.

To qualify for the Bachelor of Arts degree, students must fulfill the following requirements:

1. Successfully complete 120 semester hours of coursework. A minimum of 30 credits, as well
as half of the creditsin the major and any College requirements, must be completed at Chester
College of New England.

2. Successfully complete the courses in the core curriculum.

3. Successfully complete each course in the mgjor with agrade of C-/1.7 or better.

4. Successfully complete the courses in the major with a grade point average of 2.0. At least half

of the courses in the major must be completed at Chester College of New England.

Successfully complete aformal matriculation review.

Have a minimum cumul ative grade point average of C/2.0.

Meet all financial obligations and requirements.

No o
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Deadlinesto Apply for Graduation

Students intending to graduate must compl ete and submit to the Registrar, an Intent to Graduate
Form by the deadlinesindicated below.

December Completion September 1st
May Completion ..December 1st
August Completion . July 1st

College Writing Requirement

All students who graduate from Chester College of New England must satisfactorily complete the
College Writing Requirement within their required English Composition & Rhetoric class by
writing an essay, on one of several specified subjects. Students must receive agrade of C or
better in this course to pass the College Writing Requirement. In cases where a student receives a
grade below a C a student may complete the Colleg e Writing Requirement by writing an essay,
under examination conditions, on one of severa specified subjects. A committee of faculty
readerswill grade the written essay. Students must receive a passing grade in this requirement in
order to graduate from Chester College of New England. Students who are transferring in their
English Composition & Rhetoric class are considered to have satisfactorily completed the College
Writing Requirement if their gradewasa B or bet ter.

Registration, Transcriptsand Transfer Credits

Registration Process

All students are expected to register for courses during the times indicated on the College
calendar. Newly enrolled students must register for courses during the open registration period.
All students must have advisor approval prior to registration. Students who intend to register for
more than 18 credit hours per semester must have written approva of the Dean of the College.

Adding and Dropping Classes

In order to add or change a course, a student must complete an Add/Drop form. Theformisfirst
signed by the instructor and academic advisor and then submitted to the Registrar. Course
changes are permitted during the first week of the semester.

Students should be advised that faculty members may administratively withdraw a student from
their course at any timeif that student fails to attend, impedes the progress of the rest of the class,
or is otherwise failing the course.

Repeating Cour ses

Any course in which a student receives agrade below C may be repeated. The higher course
grade will figurein the total cumulative average. While the lower course grade will not be
computed in the cumulative average, it will continue to appear on the student s transcript.

Enrollment Status | dentification
Students are identified as full-time, three-quarter time, half-time, or less-than-half time based on
the number of credits s/'he registers to take for each enrollment period.

Full-time status Students enrolled for 12 or more credit hours
Three-quarter-time status Students enrolled for 9 or more credit hours
One-half-time status Students enrolled for 6 or more credit hours
L ess than one-half-time status Students enrolled for 1-5 credit hours
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Class Standing
A student has achieved a certain class standing at the earned semester hour intervals listed below:

Freshman 0 - 29 credit hours
Sophomore 30-59 credit hours
Junior 60-89 credit hours
Senior 90+ credit hours

Transcriptsand Transfer Credits

The Office of the Registrar issues academic transcripts. Thereis a charge of $5.00 for each
transcript. Transcripts are not released unless all financial obligations to the College have been
met. Transcripts from Chester College of New England will include all courses taken here. Any
courses transferred from other Colleges will appear as credits. Course titles and grades received
from other Colleges will not appear on the transcript.

If astudent attends another College other than Chester College of New England, and wishes those
credits to apply toward Chester College of New England graduation credits, the student must
submit an official transcript from the other accredited institution. It isimportant to check with the
Registrar to make sure that coursework will be transferable.

CLEP Testing

A student may earn College credit by taking CL EP examinations to demonstrate knowledge
acquired outside the classroom. Examinations are available in general, as well as specific, subject
areas. Chester College of New England accepts up to 30 credits earned through CLEP for the
Bachelor of Arts degrees. Additional CLEP credits for the Bachelor of Arts degree must be
approved on a course-by-course basis by the Dean of the College. Credits earned through these
examinations may not duplicate course credits in the same subject areas.

Thereisalimit of 24 credit hours that may be applied to any degree requirements earned by

examination through CLEP or institutional examination. Students may contact the Registrar for
areatesting locations and further information.
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Chester College of New England Computer Use Policy

Purpose
This policy provides guidelines for the appropriate use of computer services at Chester College of

New England. Its purposeisto protect the integrity of information systems, networks, computer
equipment, and peripherals to assure that online resources are accessible and secure for all
members of the college community.

Computer Use Rules

Computers will not be used for any activity that violates federal, state, or local laws, or to
accessillegal materials.

Respect the rights and needs of other members of the college community when using
computers and network resources. Any activity that damages equipment or facilities, or
that hinders normal operations of computers or networks is prohibited.

While the college respects the user s right to privacy and confidentiality regarding the use
of online resources, understand that almost any information may, in principle, be read or
copied. In someinstances, the college reserves the right to examine computer files or
equipment and may be compelled by law or policy to examine personal information
maintained on the college s computing facilities.

Users will respect the privacy of other users.
Userswill follow copyright laws and licensing agreements.

In accessing campus computers, for example public workstations in the Wadleigh Library,
priority is given to students, faculty, and staff of Chester College of New England. The
college reserves theright to limit or forbid access to any college computers by non-
college users.

Library Internet Use: Since access to public computersin the library islimited, academic
needs must take precedence. Other uses, such as non-academic web browsing,
participation in chat rooms, game-playing, electronic mail, and other activities which are
not related to instruction or research, may be limited or prohibited in the library. Students
who need to use computers for assignments take precedence.

Misuse of College computing resources may result in the suspension or loss of the
privilege to use them.
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Olson Student Success Center

Academic Support and Career Counseling

The Olson Student Success Center, located in the Wadleigh Library, isintended to help students
succeed not only academically, but also in their personal lives while on campus, and in their
decisions about future career paths. The Center provides a wide range of servicesto help students
achieve this broadly defined ideal of success. In the academic arena, students can take advantage
of tutors to help them address minor difficulties before they become major performance problems.

Career counseling services are available at the Center. Through self-assessment exercises,
students explore their personal strengths, talents, and interests as they begin to think about
entering the working world. This awareness is enhanced by occupational research guidance,
decision-making skills, employment contacts and other career planning workshops and
opportunities.

One of the best ways to develop atrue understanding of a particular profession isto experienceit,
and students are encouraged to participate in the College s internship program. Students who
meet the criteria established by the faculty for internship placement earn credit by working within
local businesses, creative agencies and non-profit organizations. Working in conjunction with an
assigned faculty advisor, students learn how to research and locate appropriate internship sites and
activities, then apply for and secure opportunities of interest to them. The faculty advisor meets
with and evaluates the student s progress at regular intervals throughout the internship.

Internships may run for 120 or 240 hours, with the student earning three to six credits. Students
participating in off-campus internships are required to attend professional devel opment meetings
to ensure that they are demonstrating appropriate professiona knowledge, skills, values,
philosophy and behavior. Since these are traits that future employers will evaluate, the Student
Success Center seeks to instill within its students the importance of professional skills, attitude
and conduct as early as possible. Our goal throughout this process is to ensure that students are
capabl e of applying classroom lessons to solving professional problems within their chosen fields.
Chester College is a member of the New Hampshire Forum on Higher Education, a consortium of
businesses and educational institutions. The Forum has a newly created website, designed to
make it easier for interested students to identify appropriate internship opportunities. For more
information, visit www.nhinterns.net.

The Center provides listings of full- and part-time employment opportunities that are sent to the
College describing positions throughout the region. Workshops that teach interviewing
techniques, resume-writing, networking skills and job-seeking skills are other valuabl e resources.
The Olson Student Success Center is enhanced by the career resources collection of the Wadleigh
Library that includes information on graduate and professional schools, grants, awards and
fellowships.
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Student Life
College Code of Conduct

In an effort to provide all students with the best environment in which to live and grow,

Chester College of New England has adopted certain codes of conduct, which are expected

of al students. Studentswho violate College regulations are held accountable for their actions.
Students who are in the presence of another student(s) who is breaking a College rule or
regulation, are considered knowingly present and equally as responsible as the student in violation
of therule. All students are responsible for whatever happens within their living space. Students
are required to adhere to the following policies both on and off campus while enrolled at Chester
College of New England. It isthe responsibility of the Director of Student Affairs and the
residence life staff to enforce the Code of Conduct. The Director of Student Affairsimposesthe
appropriate sanctions for any violation of these regulations.

The following areas are specific examples for which a student is subject to sanctions. Itis

important to note that the following is not intended to be all-inclusive. Thelist is presented to

offer guidelines as to proper conduct as a student at Chester College of New England.

» Dishonesty, such as knowingly furnishing false information to the College or an official of the
College, forgery, misrepresentation to anyone outside of the College, and any misuse of
College documents, records or identification.

» Theft or damage to College property or to a member of the College community or College
visitor, theft of services (e.g., misuse of telephone or internet services.)

»  Unauthorized entry or use of College facilities.

» Disruption of teaching, the administration of the College, disciplinary procedures, tours or
other College activities including those open to the public.

» Disruption of College personnel or facilitiesin any way that creates the potential of a College
financial hardship or impacts the overall business of the institution.

» Verba abuse or harassment of, or threat to harm, any person on College-owned or College-
controlled property or at College sponsored events off campus. Physical abuse or injury, or
conduct, which physically threatens or endangers the health, welfare or safety of any person
associated with the College, including guests of the College.

»  Unauthorized use of the College name in any manner or misrepresentation by any student as
an individual or as a member of a College organization.

» Disorderly conduct, which includes but is not limited to, the following: lewd or obscene
conduct or expression on or off campus.

» Failureto comply with any College official.

» Hazinginany form.
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» Actionswhich arein violation of the College s policies on Sexual Harassment or Sexual
Assault, or the College s policy on Alcohol and Drugs, or the laws set forth by the State of
New Hampshire and the United States.

» Exhibiting behavior that poses a threat to oneself, others, or to the stability and continuance of
normal College functions

e Tampering with or damaging any of the College s saf ety equipment (e.g., fire alarms, exit
lights or signs, fire extinguishers or emergency exit doors,) or any actions that jeopardize the
safety of others.

e The possession, use or storage of any weapon, firearm, pellet gun, B-B gun, paint ball gun or
incendiary device (including fireworks) on the College campus or at College sponsored
events.

* Misuse or damage to any College owned device associated with the phone system, vehicles,
computer hardware, software, library materials, media equipment, and buildings.

»  Conduct determined to be contrary and/or debilitating to the Codes of Conduct set forth by the
College (including posts on websites or any other public forum).

»  Presenting false information in any form to College officia's, faculty members, students or the
general public, including, but not limited to, an intent to misrepresent one s position as a
member of the College community and/or soliciting members of the College community in an
effort to defraud, deceive, and/or receive preferential treatment resulting in personal gain.

* Bearing false witness against a member of the College community, and/or making slanderous
statements about a student, staff member, administrator, faculty member, or any other official
of the College.

College Sanctions

The following sanctions may be imposed upon a student who violates one or more of the Codes of
Conduct. A student may face one or more of the following sanctions and no student isimmune
from state or local law while on College property and thus, in some cases, may be subject to
actionsin civil and criminal courts as well as College sanctions.

Warning

Depending on the seriousness of the violations, students may receive either a verbal or awritten
warning regarding any violation of the Code of Conduct policy. All verbal warnings are
documented and become part of the student sfile. Copies of written warnings a so become part of
the student sfile.

Parent/Guardian Notification

The parents/guardian of any dependent student who violates civil or criminal laws, including drug
and alcohol laws, or who is suspended from the College for such violations, will be notified by the
Director of Student Affairs of the violation and the sanctions imposed.

Community Service Hours

Students violating the Code of Conduct can be assigned community service hours for the
violation. The Director of Student Affairs assigns these hours. Failureto complete the service
hours may result in additional sanctions, such as a monetary fine being imposed.
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Monetary Fine/Restitution

Students may be required to pay afine or make restitution for violations of the Code of Conduct
policy. All fines and restitutions must be made before a student is allowed to take final exams.
Students who fail to make restitution are subject to any of the following additional sanctions:
additional fines, suspension or expulsion from the College. The Director of Student Affairs
determines the amount of the fine and communicates the information to the appropriate parties.
Payment of fines should be made directly to the Business Office.

Educational Programming

Students may be required to attend a class, workshop or seminar relating to the violation of the
Code of Conduct policy (e.g., Substance Abuse Education.) Students are responsible for the cost
of any such class or seminar. The Director of Student Affairs will notify the students when and
where the educational programming will be completed. Studentswho fail to complete the
educational programming when required are subject to further sanctions.

Housing Probation/Suspension

Resident students who violate the Code of Conduct policy may be placed on housing probation or
have their on-campus housing privileges suspended. The Director of Student Affairswill
determine the length of the housing probation/suspension. The length of the housing
probation/suspension can range from one semester to the entire length of enrollment at the
College. Students placed on housing probation who violate the Code of Conduct a second time
will automatically lose their on-campus housing privileges and will not be allowed in the
immediate vicinity of the residences and the lower parking lot. Students whose housing privileges
have been revoked are not entitled to any refund of room and board or any other fees payable for
the period of suspension.

Suspension

Students who violate the Code of Conduct policy may be suspended from the College. The
Director of Student Affairs, in consultation with the Dean of Students and Dean of the College,
will determineif this sanction will be imposed and will notify the student in writing. This
notification will become part of the student sfile.

Suspended students must vacate the College and remain off campus for the entire length of the
suspension. Suspended students may not attend classes or participate in social events during the
time of the suspension. Suspended students are not entitled to any refund of tuition, room and
board, or any other fees due or payable for the period of the suspension.

Interim Suspension

Students who exhibit emational or psychological problems, who have become disruptive to
student life, or who pose a danger to themselves, or to others, may be asked to leave the campus
for a period of time. The Dean of the College, in consultation with the Director of Student Affairs
will decide the length of time. Before the student applies for readmission, a qualified mental
health professional and/or physician must send a statement of the student simproved physical and
emotiona fitnessto College authorities. Students placed on interim suspension are not entitled to
any refund of tuition, room and board, or any other fees due or payable for the period of the
suspension.

Dismissal
Students who violate the Code of Conduct may be dismissed from the College, the most severe

sanction the College can impose upon a student. This sanction is used when a student has shown
blatant disregard for the College and the policies set forth by the College.
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Dismissed students are considered expelled from the College; they may not attend classes, or
College-sponsored social events on or off campus. They also are barred from being on the
College s private property for any reason.

Dismissed students are not entitled to any refund of tuition, room and board, or any other fees due
or payable for the period of the suspension.

The Dean of the College, in consultation with the Director of Student Affairs and the Dean of
Students, will decideif this sanction will beimposed. Students who are dismissed from the
College may not apply for re-admission without the approval of the Dean of the College and the
Director of Student Affairs.

Appeals Process

Appeals rdlated to violations of the Code of Conduct policy must be submitted in writing within
two weeks of receiving the written notification of the imposed sanction. Appeals must be sent to
the attention of the Director of Student Affairs. Appealsrelated to violations of the Code of
Conduct policy will be considered on a case-by-case basis and additional documentation may be
required. All appeals of this nature will be considered by the Director of Student Affairs. Students
will be notified of the decision in writing within areasonable amount of time, not to exceed 10
days. Students whose housing privileges have been suspended may not reside on campus while
their appeal is being considered.

Students who wish to appeal the decision of the Director of Student Affairs may do so by
reguesting, in writing, a hearing with the Dean of the College. Requests for a hearing must be
submitted within two weeks of receiving the initial appeal decision. The hearing will be
scheduled within a reasonable amount of time, not to exceed 10 days. The student will be notified
by the Dean of the College of the results of the hearing.

Students who wish to appeal the decision of the Dean of the College may do so by requesting, in
writing, aformal hearing with the President of the College. Requests for aformal hearing must be
submitted within two weeks of receiving the results of their hearing with the Dean of the College.
The formal hearing with the President of the College will be scheduled within a reasonable
amount of time, not to exceed 10 days. The student will be notified by the President of the
College of the results of the formal hearing. The decision of the President isfinal.

Copies of correspondence relating to a violation of the Code of Conduct and the appeal process
will become part of the student sfile.

Revised 8/2007
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