student grievance procedures

To support its commitment to equity and due process, Briar Cliff establishes the
following procedures for addressing student grievances. Students always maintain
the right to seek legal recourse in public courts of law.

A grievance constitutes a formal complaint contesting the perceived injustice of a
specific action or judgment imposed directly upon the grievant(s) by a Briar Cliff
official or an officially sponsored University organization.

Note: Grievance Procedures are not avenues for appealing disciplinary sanctions.
[There is a separate appeals procedure described on page 53 of the Student
Handbook for appeals regarding disciplinary sanctions]. Nor are the grievance
procedures proper arenas for contesting the wisdom of a specific University policy.

BRIAR CLIFF STUDENTS MAY FILE THREE TYPES OF GRIEVANCES:
Academic Issues: Regarding course grades, academic practices, or academic integrity.

ADMINISTRATIVE ISSUES: Regarding application of college policies; decisions
pertaining to Briar Cliff's co-curricular program; and decisions regarding student
records, rights, financial matters, and campus employment.

DISCRIMINATION ISSUES: Regarding unjustified or unlawful discrimination in the
areas of race, color, religion, national origin, gender, age, handicap or disability, status
as a Vietnam-era or special disabled veteran, or Title IX compliance.

61 | Briar Cliff Student Handbook



FOR GRIEVANCES REGARDING ACADEMIC ISSUES:
Appealing Grades Students wishing to appeal grades or other academic practices
(excluding academic integrity issues) should follow these procedures:

1. Discuss the concern with the faculty member involved. If not resolved...

2. Appeal to the department chairperson in writing within three working days
of discussing the grievance with the faculty member. Include in the written
document circumstances of the grievance, specific concerns, and a proposed
remedy. The student is notified in writing of the chairperson’s
decision.

3. Appeal to the Vice President for Academic Affairs in writing within three
working days of notification by the chairperson. Include in the written
document circumstances of the grievance, specific concerns, and a possible
remedy. The student is notified in writing of the Vice President of Academic
Affairs’ decision. In all cases, the decision of the Vice President of Academic
Affairs is final.

FOR GRIEVANCES REGARDING ADMINISTRATIVE ISSUES AND
DISCRIMINATION ISSUES: The student should approach the person he/she
perceives to be responsible for the offense in order to work out a solution. If the
grievance remains unresolved after five working days, the student then may bring
the issue to the immediate supervisor of the person against whom the grievance
is being made.

If the grievance remains unresolved after 10 working days, the student through
the Assistant Vice President for Student Development may ask in writing that

a hearing be convened to evaluate the merits of the grievance. The Assistant

Vice President for Student Development will appoint a three-person Grievance
Board, consisting of one faculty member, one administrator and one student to
review the grievance. The student’s concisely written request should include the
substance of the grievance, the avenues that already have been pursued, and the
specific relief desired.

At the earliest possible date and within 15 working days of the receipt of the
student’s written request, the Grievance Board will inform both the grievant and
the respondent in writing of the committee’s decision to conduct or not conduct a
formal hearing.

If Grievance Board members believe that the grievance has sufficient merit to
conduct a formal hearing, they will send letters to the grievant and respondent
outlining the specific grievance and suggesting a timeline for the proceedings.
Any schedule must consider the time constraints inherent within or between
terms. All parties will receive written allegations. Respondents may waive the
right to attend the proceedings of the Grievance Board.
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GRIEVANCE BOARD COMPOSITION:

Members of the Grievance Board should excuse themselves from participation in
a formal hearing of a student grievance, if they have any conflicting interests. All
members of the Grievance Board are subject to the approval of both parties in the
grievance.

BOARD PROCESSES:
Throughout all proceedings, the Student Grievance Board must maintain utmost
concern for the dignity, safety, and comfort of all parties involved in the process.

Both the grievant and the respondent may seek counsel from any member of the
Briar Cliff community, excluding those serving on the Board.

The hearing itself is closed. Each party may invite one member from the Briar Cliff
faculty, administration, or student body to attend the meeting with them. This
person may provide counsel but may not speak for the grievant.

Each Grievance Board must choose specific procedures for how it will deal with
the presentation of evidence, witnesses, and cross examination.

The “Preponderance of the Evidence” will be the standard of proof throughout the
proceedings.

The Grievance Board will ensure that both parties have access to all the evidence
being presented and sufficient time to examine it.

The Student Grievance Board should strive for consensus but may settle the
case by majority vote. Proceedings and resolutions of the Board must remain

confidential unless both parties agree in writing to release the information.

In all cases, the decision of the Grievance Board is the final action in the Briar Cliff
Grievance Procedure.
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GguidelLines for computer usage

It is the intent of Briar Cliff University to provide a quality technological
environment for the University community in which certain standards are
observed. Use of University technology resources is a privilege not a right. Use
of the technology resources is limited to purposes related to the University’s
mission of education. Certain responsibilities accompany that privilege and
understanding them is important for all computer users.

Use of technology resources is contingent upon compliance with University
policies and standards and all governing federal, state and local laws and
regulations. All Briar Cliff University students, faculty, administrators, staff, and
guest users, authorized to use Briar Cliff University computing facilities and
services, are responsible for reading, understanding and complying with this

policy.

All users of the University computer resources must agree to use the resources
legally and ethically. Anyone who uses the technology services agrees to comply
with the expectations outlined. The policies in this code apply to all hardware
and software that make use of University resources, regardless of who owns the
equipment or programs.
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REQUIREMENTS FOR USE OF UNIVERSITY TECHNOLOGY RESOURCES
Users Must:
« Comply with the following Acceptable Use Policy
« Understand and agree that use of Briar Cliff University technology resources
indicates acceptance of the policy
« Understand that the use of a personally-owned computer that is on the Briar
Cliff University network obligates the owner to comply with the Briar Cliff
University Acceptable Use Policy
+ Understand University computer facilities and electronic classrooms are
established for educational purposes and those purposes must take priority

BRIAR CLIFF UNIVERSITY ACCEPTABLE USE POLICY

The purpose of Briar Cliff University’s Information Technology resources is to
support education, research and communication. The following activities are
acceptable uses of this information technology environment.

« Instruction of Briar Cliff University classes

 Faculty and Student Research

« Class Assignments

- Official work of students, faculty, administration and staff, recognized student
and campus organizations, and agencies of the University

« Electronic communication that supports instruction, research, or official work
of students, faculty, administration, and staff

« Personal use by authorized users that does not interrupt or diminish access to
resources for other users and does not violate any applicable law, regulation
or University policy

Itis a violation of the Briar Cliff University Acceptable Use Policy to engage in any
of the following behaviors.

« Violate Copyright Law in any manner, including but not limited to,
downloading copyrighted audio, video, graphics or text materials from the
Internet without proof of proper licensing arrangements. Computer software
must be used in accordance with license agreements, whether it is licensed to
the University or to the individual.

+ Use another person’s account or PIN number or give your password, PIN
number or identification to another person for the purpose of gaining access
to a University-owned computer, network or database resource. Users are
responsible for safeguarding their identifications and passwords. Each user is
responsible for all transactions made under the authorization of his or her ID
and password.

+ Access a file on a University-owned computer or network without the

permission of the owner, to copy, rename, modify, or examine it, or to change
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file protection or visibility. Lack of protection on a file does not imply right of
access.

« Interrupt or inhibit the access of others to Briar Cliff University technology resources
by actions such as distributing computer viruses, worms, or bulk email. Current
virus-scanning software is required for all student, faculty, administrators and staff
networked computers.

« Operate a University-owned computer in a manner that is otherwise wasteful of any
computing or network resource.

+ Gain access to Briar Cliff University technology resources when one is no longer an
eligible user.

« Employ a computer to annoy or harass other users; for example, to send obscene,
abusive, or threatening mail or email.

« Misuse information accessed while performing work as a Briar Cliff University
employee. Information stored on administrative computers and servers is
confidential. Use or distribution of such information other than as authorized or
assigned is prohibited by University policy and state and federal laws.

« Access or attempt to access the University’s administrative systems and records
unless explicit permission has been granted by the data owner or their designee.

+ Read, delete or in any way modify the University’s administrative system data
without explicit permission; distribute, publish, or in any way make known any such
data to unauthorized persons.

« Tamper with computers, printers or any other associated University-owned
equipment.

« Remove, without authorization, computer equipment, disks, paper documentation,
data, or other technology resources.

« Connect any device, other than a computer or printer (e.g., game console, network
hub or router, etc.) to Briar Cliff's computer network

« Unless prior arrangements are made with the Computer Center, student accounts
will be deleted once they are no longer an actively registered student. Accounts will
not be kept active for the sole purpose of saving email.

« All University members have the right to post news to publicly available

posting areas such as the e-bulletin board on BCYou. Some posting areas may be
moderated and subject to the limitations imposed by the moderator.
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COMPUTING RESOURCES

The accidental or intentional introduction of a destructive program, such as a
“virus,” can have serious consequences to the network. Users should be aware of
the threat of viruses and use adequate protection against spreading them to their
own machines. Any attempt to compromise the University computer security
systems will not be tolerated.

Computing resources will be used in accordance with the high ethical standards
of the University community. Examples of unethical use include:

« Violations of computer system security

« Unauthorized use of computer accounts, files and data, which do not belong
to the user

« Unauthorized use of access codes assigned to others

- Violation of another user’s privacy

ACCOUNT ACCESS

No person may use or attempt to use any computer account other than his/her
own assigned account. An account holder may not lend his/her account(s) to
another user. Each Briar Cliff computer user is ultimately responsible for the use or
misuse of his or her password protected accounts.

A user should only access or attempt to access files in his/her own accounts, files
which have been made accessible to him/her, or files which have been made
publicly accessible.

Any user who is eligible to view or change sensitive institutional data must
maintain the appropriate confidentiality and security of that information, in
accordance with University policies as well as state and federal laws. Users must
not use their network security permissions to obtain sensitive information beyond
what is directly related to their job assignments.

COURTESY

Abuse of University-owned public access computers and network resources may
result in the suspension of privileges. In general, University-owned desktop and
laptop computers, network resources, software, peripherals, and electronic mail
will be used for academic or administrative purposes only. Illegal pornographic,
threatening or nuisance messages are violations of the user’s pledge to use
computing facilities ethically.

Proper use follows the same standards of common sense, courtesy and restraint in
the consumption of shared resources that govern use of other public facilities.
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Proper use includes:
+ Regular deletion of unneeded files from one’s accounts on servers.
- Refraining from overuse of information storage space, printing or processing
capacity.
« Refraining from sharing accounts with ineligible parties (friends or relatives).
+ Acquiring accounts for which you are ineligible.
« Refraining from the distribution of mass emails without proper authorization.

SANCTIONS

These computing policies are endorsed by Briar Cliff University, the Information
Technology Center, and the Student Government Association. The University
may take disciplinary and/or legal action against any individual who violates

any computing policies. This action could include temporary or permanent
suspension of the individual’s privileges to all or part of the University computing
facilities, temporary suspension or permanent separation from the University.
Illegal acts involving Briar Cliff computing resources may also be subject to
prosecution by state and federal authorities.

PRIVACY

Briar Cliff University seeks to protect computer-based information, recognized
as a primary administrative, educational and research asset, from accidental

or intentional unauthorized modification, misuse, destruction, disruption, or
disclosure. In support of its effort to protect the integrity of its computing
systems, workstations, networks, lab facilities, etc., the University has the right to
monitor its computing facilities.

Briar Cliff University has an obligation to respect the privacy of a user’s network
account, files, electronic mail, and network transmissions to the best of its ability.
With reasonable cause, BCU has the right to monitor any and all aspects of a
system, including individual login sessions to determine if a user is acting in
violation of the policies set forth in this document or as stated by law.

LIABILITY

Briar Cliff University hereby expressly and explicitly disclaims any liability and/
or responsibility for violations of the policy stated above. Briar Cliff University
does not warrant that the function or services performed by users or that

the information contained on the University’s technology resources will be
kept confidential, meet the users requirements or that the resources will be
uninterrupted or error free or that defects will be corrected.
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Academic

The University catalog contains all polices and requirements of Briar Cliff's
academic programs. Check the University catalog for specific information
regarding majors; academic status; internships; adding, dropping or withdrawing
from classes; transfer credit; conditional admission; good academic standing;
academic probation; academic dismissal; and, degree requirements for all
programs.

ACADEMIC INTEGRITY

Briar Cliff strives to create an environment where the dignity of each person is
recognized. Accordingly, integrity in relationships and work is supported and
rewarded, and honesty in academic matters is expected of all students. Actions
which are contrary to the spirit of academic integrity will not be tolerated. Any
attempt to misrepresent someone else’s work as one’s own, receive credit for
assignments one did not do, obtain an unfair advantage over other students in
the completion of work, or aid another student to do the above will be considered
a breach of academic integrity. These include:

« obtaining, disseminating or using unauthorized materials for the completion
(by oneself or

« another student) of an examination, paper or assignment;

«+ unauthorized collusion with another student in completing an assignment;

« submitting as one’s own the work of another student or allowing one’s work
to be submitted for credit by another;

« copying from another student’s paper or allowing one’s paper to be copied;

« computer theft which includes unauthorized duplication of software,
unauthorized access

« into accounts other than one’s own and the use of university resources
(computer facilities,

« networks, software, etc) for financial gain; and Regulations

- plagiarism: the representation of another’s ideas, statements or data as
one’s own. Plagiarism includes copying, paraphrasing or summarizing
another’s work (even if that work is found on the Internet) without proper
acknowledgment (footnotes, in-text credit, quotation marks, etc.). For a more
detailed explanation of what constitutes plagiarism and how to avoid it, the
student is referred to The Little Brown Handbook, which is available in the
university bookstore and the Bishop Mueller Library.

The policy of Briar Cliff University is that for an individual’s first offense, the
student’s instructor or work supervisor will determine an appropriate penalty,
with a possible penalty of “F” for the course or termination of employment. For a
second offense, the instructor or supervisor and the vice president for academic
affairs will determine an appropriate penalty, up to and including dismissal from
the university. For an offense after the second, the vice president for academic
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affairs will determine an appropriate penalty, up to and including dismissal from
the university. Depending on the nature and severity of the offense, the university
reserves the authority to exact maximum penalty even in the case of a first offense.

In all cases of alleged academic dishonesty, the faculty member or work supervisor
shall, in writing, notify the student of the specific charges and circumstances and

a copy of the notice shall be sent to the vice president for academic affairs. If the
student wishes to deny the allegations or appeal the penalty, he/she must, within
10 working days, file with the department chairperson or the work supervisor’s
immediate superior, a written intent to appeal. If the instructor is the chairperson
of the department, the appeal shall be directed to the vice president for academic
affairs. The person to whom the appeal is made will weigh the evidence presented
(in writing or at an oral hearing) by both the student and the instructor or work
supervisor and make a judgment. If the matter is not resolved to the satisfaction

of the student, faculty member, or supervisor, the appeal process will continue to
the vice president for academic affairs, whose decision will be final. If a student is
found in violation of the University’s policy on academic honesty, the student may
be subject to disciplinary review that may include an appropriate penalty, up to and
including dismissal from the University. Depending on the severity of the offense,
the University reserves the authority to exact maximum penalty even on the first
offense.

All material and information relative to any violation of academic integrity shall be
kept by the vice president for academic affairs in a special file during the period in
which the student is enrolled at Briar Cliff University, serving only as a statement of
record if the student is subsequently charged with a violation of academic integrity.
In case of an appeal, the file will be destroyed if the student is found not guilty of the
offense. If the student is found guilty, the file remains until the student’s graduation
from Briar Cliff University or three years after the student’s last date of enroliment.

In order to support the academic integrity statement, faculty members are expected
to administer, monitor and evaluate tests and other assignments in a fair and
consistent manner.

ADVISING

Advising is important for academic success at Briar Cliff University. Every student has
an academic advisor from the academic unit at the University. First-year students are
assigned advisors by the coordinator of new student advising [Newman Flanagan
Center 314, ext. 5558]. Transfer students and adult learners are assigned advisors in
their major departments. If students do not know their advisors or wish to change
advisors, they should consult the coordinator of advising at ext. 5558 or 279-5558.

Advisors are a student’s primary source of academic information. Advisors help
students identify skills and academic goals, as well as explore career options.
Advisors also are good sources of information on other areas of campus life.
Students should consult their advisors on a regular basis. Advisors keep a file on
each student that includes:
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A. a profile sheet (including address and admissions information);
B. a summary evaluation sheet of completed courses;

C. copies of grade reports for each term; and,

D. test scores (ACT, assessment results) and transcripts.

Throughout the term faculty may send written warning notices to students
performing poorly in their classes. A copy of this notice is sent to the student’s
advisor. Advisors will ask students to discuss the conditions which led to this
warning and work on strategies to remedy the situation.

ASSESSMENT

All incoming students are assessed in writing. Students with a math ACT score of
below 21 will be required to take up to 3 -1 credit developmental math courses.
Prior to enrolling in a 3 or 4 credit math course. Students may request to re-asses
in writing or to take a math assessment to test into a higher level writing or math
course. Before re-assessment, students should show that they have engaged in
study or preparatory work likely to enable better performance on the assessment
instrument.

STUDY SKILLS REQUIREMENT

First year students with a composite ACT score below 20 or below 950 on the
SAT are required to take the Study Strategies course during the first term. First
year students with a reading score below 18 on the reading portion of the ACT or
below 440 on the SAT verbal section are required to take the Reading Dynamics
course during the first term.

TUTORING

Tutoring, especially in group settings, promotes active learning, peer interaction
and good study habits. For students experiencing academic difficulties, tutoring
is available at no charge during the regular academic year for 100- and 200-level
courses taught in traditional format. Working one-on-one or with small groups,
tutors assist students with course work and test preparation. In classes served by
drop-in, group tutorials, meeting times and locations are announced in class at
the beginning of the term. Students needing assistance may simply show up at
the sessions. Group tutorials do not require a weekly attendance commitment,
although most students find regular attendance beneficial.

When group tutorials are not available for a particular class, students may sign up
for one-on-one tutoring in the Student Support Services office, HH 037, from the
first day of the term through the eighth week of classes. Students signing up for
individual tutoring must commit to attend weekly meetings. Students in one-on-
one tutoring who miss two or more sessions will be dismissed from the program,
and their time will be assigned to someone else.
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MiLitary nuty

Briar Cliff pledges full support to students called to active military duty in service
to the United States.

ACADEMIC:
If students are called to active duty within an academic term, Briar Cliff will
arrange for them to:
- complete courses for which they are registered at an accelerated pace;
+ receive “Incomplete” grades so that these courses can be completed at the
conclusion of active duty; or withdraw with a grade of “w” from one or more
of the courses for which they are registered.

STUDENT CHARGES:

Student will receive a full refund of tuition and fee charges for the academic term
in which they are called to active duty. Room and board charges will be refunded
based on the percentage of term completed.

CAMPUS JOBS:
Return of campus jobs will be guaranteed to students upon conclusion of their
active duty.

ATHLETICS:

Briar Cliff pledges its support to work with the NAIA to restore a full season of
athletic eligibility to any student-athlete who was unable to complete an athletic
season because of the call to active duty.
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