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(Alternative formats of this publication are available upon request. For more information on
alternative formats, contact the dean of student affairs.)

South University reserves the right to change the policies contained within this student handbook
from time to time. Notice is not required for a new policy to take effect, however, South
University will make reasonable attempts tot notify student promptly of any policy changes
through website or email postings, mail distributions or other methods deemed appropriate by
the college administration.
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University-

5355 Vaughn Road
Montgomery, AL 36116
334 395-8821 phone
866.629-2962 toll free
334 395-8859 fax
www.southuniversity.edu

Dear Student,

Welcome to South University! We are so glad you have decided to pursue your education with
us and we want to do everything possible to give you the tools necessary to be successful. At
South University, students are encouraged to get involved with campus extracurricular activities.
The philosophy of the Student Affairs department is that these activities will enhance your
educational experience and help prepare you for a successful career.

We also encourage you to take advantage of the resources we offer as they fit your needs, such
as school-sponsored housing, career services, disability services, the academic learning center,
and student clubs and organizations.

Please read through this student handbook and if you have any ideas or suggestions about how
we can provide better services for you, please let us know.

Sincerely,

Patrccca Melormick
Dean of Student Affairs
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Institutional Mission:

South University is a private academic institution dedicated to providing educational
opportunities for the intellectual, social, and professional development of a diverse student
population.

To achieve this purpose, the institution offers focused and balanced curricula at the associate's,
baccalaureate, master's and doctoral levels. A broad-based core curriculum is offered promoting
critical thinking, effective verbal and written communication, and skills for life-long learning.
Additionally, the University focuses on developing the requisites to pursue and appreciate
knowledge. South University's approach to higher education and the resulting varied academic
experiences provide students with the intellectual acumen and pragmatic approach necessary to
create the foundation for personal and professional fulfillment. South University attempts to
provide a comprehensive education that instills within its students a philosophy that values not
only learning and professionalism but also contribution and commitment to the advancement of
community.

Believing that qualified individuals should have the privilege of formal academic training, South
University welcomes those who seek educational challenges. To this end, the University
provides a learning environment, both on-campus and online, that helps students identify goals
and the means to achieve them. With this philosophy in mind, students learn by interacting with
a community of faculty, staff and administration dedicated to South University's academic
purpose.

Student Rights and Responsibilities:

South University is committed to the development of knowledge and ethics that are consistent
with responsible professional and social behavior. Students are expected to meet academic
requirements as well as to develop a sense of responsibility and an understanding of and respect
for the rights of others. The atmosphere of the University reflects these goals; and, in turn, each
student must be aware of his/her individual responsibility to behave accordingly.

By enrolling as a student at South University, you have agreed to abide by the rules and
regulations of the University. The rules concerning student behavior are outlined in the Code of
Conduct section of this handbook. Alleged violations of the Code of Conduct may be referred to
the dean of student affairs.

South University does not discriminate or harass on the basis of race, color, national origin, sex,
gender, sexual orientation, disability, age, religion, genetic marker, or any other characteristic
protected by state, local or federal law, in our programs and activities.
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Class Attendance:

Behavior patterns are often hard to change once established. Therefore, students are expected to
attend each class session as absences result in lower achievement. Students are responsible for
knowing and adhering to the attendance policy as outlined in the South University Academic

Catalog.

Each student should familiarize themselves with the classroom guidelines paying particular
attention to the consequences for missing exams, turning in assignments after the deadline, and
receiving points for participation in class. Clarify any questions regarding the course syllabus at
the beginning of the term to avoid any unnecessary confusion. Students are responsible for
material missed while absent, and should check with their instructors as soon as possible.

Online Participation Policy:

Students must contribute to the class discussion in a substantive way at least four out of seven
days each week. As a general rule of thumb, students need to post at least 10 to 15 substantive
notes each week above and beyond the posting of assignments to be considered for full
participation points. The quality of the postings is most important.

Successful online learning requires active discussion area participation. Substantive participation
is measured by recording the posting date on which a student makes a substantive classroom
posting. Examples of substantive participation do not include posting assignments or a question a
student might have for the faculty member or the group. Substantive participation does include
responses to discussion questions as well as discourse between students related to the subject
matter. Substantive responses must be based upon the course content, theory or personal
experience; not mere opinion. A simple “I agree” will not count. Substantive responses should
also include appropriate documentation/citation. The participation point value in the learning
experience is defined within each assignment as presented in the assignment pages associated
with each course; and/or as directed by the facilitator.

Participation in the discussion area must be completed before 3:00 a.m. Mountain Standard Time
(MST). A one-day period is defined as that period of 24 hours from 3:01 a.m. MST to 3:00 a.m.
MST the following day. Participation must be within this time frame to count for grades or
assignments.

Students are not required to participate on any specific day; however, all assignments must be
posted by the due date. Students may post assignments prior to the due date during the week the
assignment is due. The only exception is the first week of class. During the drop/add period of
week one, the student must post at least a biography and respond to one discussion question or
assignment to be confirmed as a participant in the course. Failure to do this could negatively
impact a student's financial aid. Students should receive faculty feedback/grades on assignments
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within 48 hours of an assignment being posted. Grades for the prior week are due by Day 3 of
the following week.

Posting of assignments, emails to students and/or faculty outside of classroom threads does not
count as participation.

Students are expected to read all discussion area postings. The quality of the student responses
will be graded. Students should expect to contribute 10 to 15 substantive postings each week.
Students will earn weekly participation grades based upon the quality of their responses to
weekly assignments, including discussion questions.

Everyone's comments are important. The diversity of experience among members of the class
will enhance learning. All students will be treated equitably within the classroom. The classroom
is a place of expression and discussion.

1. Communications will be respectful. Inappropriate language will not be tolerated, and
the facilitator has the right to determine what is inappropriate. Disrespectful students
are subject to discipline or dismissal from the online learning platform for this course.
All activities in the classroom will follow standards set in this Handbook.

2. For absence due to prolonged serious illness or personal emergency the student is
expected to contact the facilitator as soon as possible. For absence due to technical
problems, the student is expected to follow the steps outlined below:

e Contact your facilitator and technical support the same day you are experiencing
technical difficulties and workout a plan with your facilitator to make up missed
assignments.

e Contact your Academic Advisor or Campus-based Online Advocate (for PLUS
students) and advise them of your technical difficulties within 48 hours.

e If your technical difficulties will not be fixed for a prolonged period, it is the
student's responsibility to find another source for internet service such as a Public
Library, Internet Café or a friend's computer.

e Failure to notify the facilitator will be considered a missed deadline. All assigned
work must be completed regardless of the reason for absence. Please be advised in
the unforeseen event that you would need to formally withdraw from the course
this must be done by contacting your Academic Advisor or Campus-based Online
Advocate (for PLUS students).

Changing Program:
At the time of their entrance to South University, students are required to declare a major by

completing a Declaration of Major Form. If a student wishes to change programs, he/she must
complete a Change of Major form. These forms are available in the registrar’s office or at the
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reception desk for campus based students. Online students can obtain the appropriate forms
from the online registrar. Changes of major submitted during the quarter will become effective
at the beginning of the next term. Students should also consult with the financial aid office
before changing majors. Students are limited ONE change of major.

Consult the South University Catalog for information regarding specific campus offerings and
academic program curriculum.

Drop/Add Period — Campus Based Students:

Students may adjust their schedules without penalty by dropping and/or adding courses during the
first week of classes. Specific dates are reflected on the academic calendar or can be obtained
through the Registrar’s office. Students are encouraged to consult the professor and/or department
chair before dropping any course. All schedule revisions must be made through the registrar’s
office, where an official Drop/Add Form must be completed. Students should consult with
financial aid to ascertain implications of schedule changes. Courses cannot be added after the late
registration period indicated on the University calendar. Students taking online courses may adjust
their schedules without penalty by adding and/or dropping courses during the first week of classes
of the session of their quarter. All requests for schedule changes must be sent to the student’s
Academic Advisor. Students should consult with Financial Aid to determine the implications of
schedule changes. Courses cannot be added after the late registration period indicated on the
University calendar.

Courses that are dropped after the Drop/Add period but prior to the end of the ninth week of the
quarter, or equivalent percentage, will result in a grade of “W”. Courses that are dropped after the
Drop/Add period but prior to the end of the ninth week of the quarter, Week 4.5 or 31st day of 5.5
week terms, (Online terms and mid-quarter terms on ground), or equivalent percentage will also
result in a grade of “W”. Courses dropped after this point will result in the grade of a “WF”.

Graduate students whose programs are offered in a prescribed sequence should consult their
departmental handbooks for applicable policies.

Grade Reports:

Grade reports are available on-line through www.online.southuniversity.edu. Grades cannot be
released by telephone. Grade reports will be mailed to the address on file if a written, signed
request is made to the Registrar’s office. Problems accessing grades through the student portal
should be reported through a trouble ticket submitted through http://ittik.southuniversity.edu.
Students who need to notify the University of a Change of Address can obtain the appropriate
form from the registrar’s office or submit the change through the student portal.

Students may repeat course work to meet academic requirements. The last grade received replaces
any previous grade in the calculation of the cumulative grade point average unless the last grade is
a W. Developmental classes (MAT 99 and ENG 99) can be taken no more than three times. See
the South University Catalog for more information.
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Grading System:

The following grade scale is used:

Grade Quality Points Range Interpretation

A 4.00 90-100 Excellent

B 3.00 80-89 Above Average

C 2.00 70-79 Average

D 1.00 60-69 Minimum Passing
F 0.00 Below 60 Failing
Graduation:

Commencement exercises are held once a year, at the end of spring quarter (June). A graduation
application should be completed two quarters or four to six months prior to the anticipated
graduation date. This form can be obtained from the registrar’s office. A graduation fee is due
and payable during the student's last quarter of enrollment. All outstanding financial obligations
must be cleared before a student can participate in graduation or receive their diploma.

Each student must satisfy the graduation requirements listed in the South University Academic
Catalog.

Students can qualify as honor graduates by earning the cumulative grade point averages listed
below. These students are distinguished with a gold seal on their diploma, and the addition of an
honor cord or medallion to their regalia
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Undergraduate Graduate

Summa cum laude 3.90-4.00 High Honors 3.90 -4.00
Magna cum laude 3.70 - 3.89 Honors 3.75-3.89
Cum laude 3.50 - 3.69

Registration Procedures:

Students are encouraged to register during the two week pre-registration period listed in the South
University Academic Catalog which normally takes place during the sixth and seventh week of the
quarter. Pre-registration allows continuing students the opportunity to reserve classes early.
Students must see an academic advisor, usually the department chair for their major, in order to
register. Dates for pre-registration are announced quarterly and posted in the student lounge along
with instructions on how to sign up for advising appointments. South University cannot guarantee
course availability for students who register after the pre-registration date. Students who have
guestions about registration or miss the pre-registration date should contact their academic
departments or the registrar’s office.

Satisfactory Progress:

Students must meet satisfactory progress guidelines in order to be eligible to receive financial aid
and to register for classes. A student makes adequate satisfactory progress by maintaining a
minimum cumulative grade point average and completing a minimum percentage of the classes in
which they have enrolled. A student with an adequate grade point average and completion rate is
considered in good academic standing. Falling below the minimum could result in academic
probation or dismissal.

Consult the South University Catalog for more information as Satisfactory Academic Progress
may vary based on your program of study or level (graduate or undergraduate). It is the student’s
responsibility to understand progress and ask questions to the department chair or program
director as needed.

Transcript Requests:

Transcript request forms may be obtained at the office of the Registrar. All outstanding financial
balances must be cleared before transcripts are released. The first transcript request is free; there
is a $5.00 fee for each subsequent request. Transcripts will be processed within two weeks of the
transcript request. Please note that same day requests will not be honored. South University
cannot guarantee the transfer of credits earned while attending this institution because each
institution determines what transfer credits it will accept.

Online Transcript Requests:

Online students should contact student support at 888-444-3404 or send email to
studentsupport@southuniversity.edu to request an official transcript.
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Library Services:

The South University Library is located on the second floor. The hours of operation are:

Monday-Thursday 8:00 am — 9:30 pm

Friday and Saturday 8:30 am — 4:30 pm

The South University Libraries provide scholarly resources and information services to support
the curriculum and programs of the University, foster academic and professional research by the
University community, and facilitate critical thinking and life-long learning by students.

South University libraries provide comfortable seating and study space for students, wireless
capabilities for laptop network connectivity, and reference and interlibrary loan services. The
open-stack book collection provides access to reference and circulating materials, program-
specific resources to support class assignments, tutorial aides, and current events and recreational
reading.

The combined campus libraries have more than 107,000 print book titles, 4700 AV titles, 400
print journal titles, and 23 newspapers in their collections. Access to additional journals,
newspapers, e-books, and other materials is provided through over 65 electronic databases. New
students participate in a library orientation to help familiarize them with the facility’s resources
and procedures. Please take advantage of this session to update your research skills.

Valid student ID cards are required to check out materials. These cards are obtained through the
South University bookstore. If a card is lost, the student should report the loss to the bookstore as
soon as possible. Most materials may be checked out for a two-week period. Students will be
fined for overdue reserves or audiovisuals and charged a replacement fee for all materials that are
not returned. Reference materials, pamphlets, vertical files and periodicals are available for use in
the library only. All items must be properly checked out at the circulation desk. Failure to
comply is an infringement of library policy and the “Code of Conduct.” Students will be held
responsible for the loss or damage of materials while in their possession and are subject to the
library rules and regulations as outlined in the Library Policy and Procedure Manual.

Duplicating services, interlibrary loan and printing services are available in the library, as well as
access to the Internet, Microsoft Office Suite, and individual reference services.

Online students follow the link to the library from their academic class.
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The dean of student affairs is responsible for all aspects of student life outside of the classroom,
including but not limited to bookstore services, campus security, career services, counseling
referral services, disability services, graduation, housing, orientation, peer tutoring, student
activities, alcohol and drug information, and student discipline.

Campus Bookstore:

The South University bookstore’s operating hours are:

Monday-Thursday 9:00 am —1:00 pm and 3:00 pm - 5:45 pm
Friday 9:00 am - 1:00 pm
Weekends First Saturday of the quarter

Extended hours for the first week of classes will be posted. The bookstore is maintained for the
convenience of the students. All necessary books required for courses and some supplies may be
obtained from the bookstore. Books are not included in tuition costs and can be paid for by cash,
check, credit card, or approved financial aid at the time of purchase.

Online Bookstore:

South University -- Online Programs is in the process of enhancing the learning experience by
converting traditional textbooks to electronic media.

Students are responsible for reading the Digital Bookshelf and eBook User’s Manual publication
which describes the media, access to the materials and your rights and responsibilities related to
Digital Bookshelf.

Campus Security:

South University provides students and staff with a well-maintained campus South University has
2 security guards on campus from 5:00 pm till campus closes, Monday — Thursday and Saturdays

from 8:00 am — 4:30 pm. Access to buildings is limited and unauthorized persons will be asked to
leave.

Any occurrence of criminal activity should be reported to the dean of student affairs, dean of
academic affairs or president or the front desk immediately. If incident occurs after hours, notify
the security officer. A South University Incident Report will be completed in such cases. The
Montgomery Police Department will also be notified in order for a uniformed police officer to
respond, make a preliminary investigation and write a police report.
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All students and staff are asked to take reasonable precautions for their own safety as well as the
safety of the other members of the campus community. To reduce the chance of potential
problems, it is suggested that you take some basic precautions:

1. Do not leave purses, wallets, or book-bags unattended on campus.

2. Always lock your car. Do not leave valuable items visible in parked cars.

3. Walk in pairs on campus after dark.

4. Report suspicious behavior immediately to security or other campus official.

The South University community shares the responsibility for practicing good safety habits and
abiding by the policies and procedures designed for campus security.

Information on campus safety statistics, security personnel and policies, procedures for reporting a
crime, and sexual assault policies can be found in the annual Jeanne Clery Disclosure of Campus
Crime and Security Act Report. A copy of this report is included in this handbook and is also
available on the University’s Web site at:

http://inside.southuniversity.edu/index.php?option=com wrapper&view=wrapper&Iltemid=362

Drug free schools and community information as well as South University graduation rate
information are also available at this site. A paper copy of this report may be obtained from the
dean of student affairs.

Career Services:

Students should seek out the assistance of the director of career services during or prior to their
last quarter of school. Information is available regarding resume writing and job search strategies
and techniques. The Career Services Office provides individualized job search assistance with
pursuing full time employment. Career workshops as well as theme weeks based on academic
majors are held throughout the school year to aid students in their professional development. All
programs are open to any student at no charge.

Do you want to add a statement that Career Services does not guarantee employment?

Online students can contact the online Director of Career Services.
Computer Labs:

South University is proud to offer wireless access on campus along with computer labs that are
utilized to teach classes. The computer labs house Windows-compatible multimedia computers
with Internet access and printing capability. The library also maintains a computer lab that is
available during the hours that the library is open. Priority for computer use goes to academic
classes and tutoring first, and then to South University students. See the Code of Conduct for
guidelines on computer use.
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Disability Services:

South University provides accommodations to qualified students with disabilities. The Disability
Services office assists qualified students with disabilities in acquiring reasonable and appropriate
accommodations and in supporting equal access to services, programs and activities at South
University.

Students who seek reasonable accommodations should notify the dean of student affairs of their
specific limitations and, if known, their specific requested accommodations. Students will be
asked to supply medical documentation of the need for accommodation. Classroom
accommodations are not retroactive, but are effective only upon the student sharing approved
accommodations with the instructor. Therefore, students are encouraged to request
accommodations as early as feasible with the dean of student affairs to allow for time to gather
necessary documentation.

Complaints will be handled in accordance with the school’s Internal Grievance Procedure for
Complaints of Discrimination and Harassment.

Emergency Notification

Students are strongly encouraged to subscribe to South University’s electronic emergency
notification system, known as My Campus Alert In an emergency, My Campus Alert will enable
authorized college officials to reach members of the campus community through mechanisms
other than regular college email and telephones. The system can transmit short notifications by
email to any outside email address, by text message to a cell phone, or by voice message to an off-
campus telephone. The information in the emergency notification system will be used primarily to
contact you in case of emergency, an evacuation due to a natural disaster, or some other urgent
situation that requires rapid, wide-scale notification of your campus community. Students may set
up their accounts on the Inside South University - My Campus portal.

Financial Aid:

Financial aid is available to all qualifying students. Assistance may be in the form of federal and
state grants, federal and alternative loans, and federal work-study. The primary application is the
Free Application for Federal Student Aid (FAFSA). The FAFSA must be submitted annually. It
may be obtained in the financial aid office or accessed electronically at www.fafsa.ed.gov.

In order to receive federal assistance, a student must be making measurable progress toward the
completion of his/her course of study and pursuing a degree. The student must maintain
satisfactory academic progress as specified in the catalog. Enrollment status of less than full-time
may also impact eligibility for certain financial programs. Please see the “Financial Information”
section of the South University Catalog for specific refund policies and for more information.
Questions concerning financial aid should be addressed to a financial aid officer.
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Fire Evacuation:

Fire extinguishers are located throughout the campus and can be used for small fires. In case of a
major fire, all individuals should remain calm and leave the building through the closest door or
emergency exit available. Evacuations should be orderly with no running or unnecessary talking.
Maps and signs of emergency exits are posted in each classroom.

Health Insurance and Medical Referrals:

Students are encouraged to maintain health insurance and coverage for their well-being. Non-
immigrant students are required to have proof of health insurance in order to matriculate.
Additionally, certain academic programs in the School of Health Professions require students to
maintain health insurance. See the University Catalog for details.

Students can enroll on-line in the student medical insurance program sponsored by National
Collegiate Underwriters & Administrators once they are enrolled as a student. Information is
available at the following web site:

http://collegiateinsuranceresources.com/southuniversity

Information concerning medical and dental providers as well as emergency resources is available
from the dean of student affairs. In the event of a medical emergency, the Montgomery
emergency medical service will be contacted by calling 911. Students are, however, responsible
for any resulting expenses. Students should review their personal and family insurance policies to
determine whether adequate coverage exists.

Online Campus Common:

The Campus Common is the online student community. It single place where online students can
find resources to aid their studies and access to news and information.

Online students can access The Campus Common by logging into the student portal and choosing
Campus Common from the menu. From there, students can choose from several of the tools and
resources The Campus Common has to offer.

Orientation:

All students are required to attend a University-wide orientation program prior to the start of
classes at South University. Most graduate programs offer specialized orientation sessions for
their students. The program provides an overview of South University and acquaints students with
academic policies, faculty and staff resources, and registration procedures. At the conclusion of
the program, students are able to finalize their schedules, purchase their books, obtain their
parking permits, and have their photo taken for their student IDs.

Student Handbook 2011-2012 Page 16


http://collegiateinsuranceresources.com/southuniversity

Online Orientation:

All students taking online courses for the first time through South University are required to take
an orientation to online learning prior to the beginning of their course(s). The orientation reviews
the expectations, policies and associated procedures with taking online courses. All students
taking graduate online course(s) will be required to complete the graduate online orientation. If
you are a graduate student that will need to take prerequisites to enter the graduate program you
will be required to take the South University undergraduate orientation. When you officially meet
the requirements and enter a South University graduate program, you will be required to take the
graduate orientation.

You will be given a username and password prior to starting your orientation. When you are ready
to begin your orientation, you will login into the orientation course through your computer and
internet connection. The orientation contains several exercises that you will go through to make
sure that you are knowledgeable and comfortable working before the class begins. It is absolutely
necessary to make sure you are ready to begin working in class when your first session begins.
You will not have the time to orient yourself once classes are underway. Should you have any
problems getting to class or operating within your online classroom, a toll-free number for 24-hour
online classroom support is available for your use, 1-800-351-3891. This number is posted on the
course home page within your course under the heading “Support” located on the left navigation
bar.

Parking:

Vehicles are prohibited from being parked on curbs or in designated faculty spaces, or spaces for
those with disabilities. Vehicles that are illegally parked may be ticketed. Continued failure to
comply with parking policies will result in the vehicle being towed at the owner’s expense; non
compliance with University policies is also a Code of Conduct violation. Students park at their
own risk and liability.

Posting on Bulletin Boards:

Students are encouraged to check the University bulletin boards for notices and important
information. Students who wish to post information such as items for sale, roommates needed,
etc. should submit their notices to the bookstore. Notices must be approved by the dean of student
affairs. All postings will be removed after 30 days. Students wishing to re-post their flier may
submit it for approval.

School Sponsored Housing:
The Montgomery campus contracts with the community to provide undergraduate housing to
students who wish to live in an environment with other South University students. The University

places students according to their study habits and academic level and assigns students in a shared
or private room (if available). Interested students should contact the dean of student affairs. While
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students are occupants in the school sponsored housing program they are subject to the same rules
and regulations outlined in the Student Code of Conduct, as well as, the Housing License
Agreement.

Student Activities and Clubs:

Participation in student activities provides students with an opportunity to apply knowledge and
enhance skills. Clubs that focus on academic major/career interests and academic achievement are
encouraged by South University. Students interested in forming new clubs or organizations are
encouraged to meet with the dean of student affairs to discuss the group’s goals and plans and
receive assistance in club formation. All student clubs must have a faculty or staff advisor and
must be approved by the dean of student affairs. All student activities and fund-raising activities
require the approval of the dean of student affairs. South University reserves the right to deny any
application for the formation of a student club when it determines in its sole discretion that the
student club does not serve the best interests of the students and/or South University. Students
who are interested in getting involved with the planning of student activities should contact the
dean of student affairs.

Student IDs:

Student ID photos are taken before and during orientation and student IDs are issued to new
students during their first week of classes. Student ID cards include student identification
numbers (that are different from social security numbers). 1D cards also function as library cards
for utilizing the University library. Student ID cards are issued in the bookstore.

There is no charge for the initial student ID. Students who lose their IDs may obtain a
replacement from the bookstore for a charge of $10.00 per occurrence. The use of a student
identification card by anyone other than its original holder is prohibited.

Student Lounges:

Students are encouraged to utilize the student lounge on campus. Vending machines with snacks
and drinks are available. Microwaves are available for student use. Online students should see
“Online Campus Common” in this section.

Student Publications:

All student publications proposals must be submitted to the dean of student affairs for approval
prior to the publication being published, posted, or circulated in any manner. The proposal should
include the following information:

= Purpose of the publication

= Name of the publication and the sponsoring organization

= Means of distribution of the publication

= Frequency of distribution of the publication
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= Contact information for the student to contact regarding the publication

= Faculty sponsor responsible for reviewing each issue of the publication

= South University reserves the right to deny any proposal for publication when it determines
in its sole discretion that the publication does not serve the best interests of the students
and/or South University.

The dean of student affairs will review the proposal and notify the appropriate contact person
regarding the approval or disapproval of the proposed student publication.

Technology Support:

South University students have access to Technical Support by calling: 1(866) 848-5515 to receive
personalized assistance from a live tech support representative, Monday through Saturday, from
8am to 10pm ET. If preferred, or outside the listed hours, technical support is also available by e-
mailing the technology support group at campus_support@southuniversity.edu. Please allow 24-
48 hours for e-mail response.

This support is available for:

e My Campus Student Portal username or password problems and navigation

e Digital Bookshelf and other digital resources setup and navigation (for online courses only)

e  Gmail access

e Online classrooms (eCollege) or electronic file upload assistance

e Hardware requirements, software requirements, and computer configuration

e  Operating system and browser issues

Students experiencing trouble with campus computers, printers, or the wireless network, submit a
ticket through the SUITS (South University Information Technology Services) system at
Inside.SouthUniversity.edu.

Veterans Affairs:

Assistance for veterans is available by contacting the veteran affairs coordinator in the financial
aid office. Students need to be aware of the following veteran’s administration policies that apply
to anyone using veterans’ educational benefits.
= Veterans must consult with the financial aid office prior to changing their major.
= The Veterans Administration will not pay for a course that the student drops after the first
week of class unless mitigating circumstances can be proven. Please see a financial aid
representative before dropping a class.
= The Veterans Administration will pay for a repeat course only if the student has received a
failing grade in said course and only if it is required for graduation.
= The Veterans Administration may pay for a student to repeat a remedial class up to three
times per remedial course if mitigating circumstances can be proven.
= The Veterans Administration will not pay for classes in which punitive grades are earned.
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Weather Announcements:

In the event of inclement weather, all students and personnel should assume that classes will be
held unless notified by radio or television announcements. South University will use all major
media stations in the area when making announcements.
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This section lists student responsibilities in effect at South University. These regulations have
been adopted to ensure the safety and well being of the student body and the orderly operation of
the University. Any student suspected of a violation of these regulations will be accorded due
process as outlined herein. Policy updates will go into effect at the beginning of the subsequent

quarter.

The South University Code of Conduct also applies to online activities outside the online
classroom that occur on South University websites. The list below is illustrative only, and South
University may sanction other conduct not specifically included on this list.

1. Abuse/Assault: Verbal abuse, assault, battery, or any other form of physical abuse of a
student or University employee is prohibited.

2. Alcohol: Use, sale, possession or distribution of alcoholic beverages on school property or at
any function sponsored or supervised by the school, including school sponsored housing, is
prohibited. Exceptions may be made for certain school sponsored events pending approval of
the dean of student affairs and the President. Being under the influence of alcohol on school
property or at any school function is also prohibited.

3. Computer Policies: Violation of the institution’s policies on the responsible use of technology
includes but is not limited to

A
B.

olullulicXe!

-4

The theft or abuse of computer, computer server, email, Internet or Intranet resources
Any unauthorized entry into a file for any purpose including reading, changing, or
distributing the contents of the file

Unauthorized transfer of a file

Abuse of printers or printing privileges

Unauthorized downloading of copyrighted materials in violation of the law
Unauthorized use of another individual’s identification and/or password

Use of computing facilities to interfere with the work of another student, faculty
member, or school official

Use of computing facilities to send obscene or abusive messages

Use of computing facilities to interfere with normal operation of the school’s
computing system

4. Disorderly Conduct: No student shall engage in disorderly conduct. Students are expected
to contribute to an academic climate that encourages learning, mutual respect, and that is
conducive to study. The following behaviors are prohibited:

A. Interference with or disruption of the normal operations of the school such as
teaching, administrative functions, pedestrian or vehicular traffic, school activities
or the online classroom;
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10.

11.

12.

B. Unauthorized entry into, or use of, school facilities;
C. Breach of peace on school property or at any school-sponsored or supervised
program or inciting others to riot or cause destruction.

Dress: South University seeks to properly prepare students for the general business and
professional community. Students in allied health majors have specific dress requirements
which are defined by their departments. If a student is improperly dressed, he/she will not be
permitted to attend class or use University facilities. Inappropriately revealing and/or
improper dress includes but is not limited to: sagging and low-rise pants, low-cut necklines,
and bare midriffs. Hats may not be worn on campus.

Drugs: Use, sale, possession or distribution of illegal or controlled substances, drug or drug
paraphernalia on school property or at any function sponsored or supervised by the school,
including school sponsored housing, is strictly prohibited. Being under the influence of illegal
or controlled substances on school property, at any off-campus sites while participating in
academic learning experiences or at any school function is also prohibited.

Failure to Comply: Failure to comply with the direction of school officials, faculty, staff or
security officers who are acting in the performance of their duties is a violation of the Code of
Conduct. Students on school property or at school-sponsored or school-supervised functions
must identify themselves to school officials who are acting in the scope of their duties upon
the school official’s request.

Falsification of Records: Forgery, falsification, alteration or misuse of school documents,
records or identification is prohibited.

Fire and Safety: Students are prohibited from violating school safety regulations that include
but are not limited to setting fires, tampering with fire safety and/or fire fighting equipment,
failure to exit during fire drills, turning in false fire alarms or making bomb threats.

Harassment: Harassment of a member of the University community including written or
verbal acts or uses of technology which have the effect of harassing or intimidating a person is
strictly prohibited. This includes harassment based on sex, race, color, national origin,
religion, sexual orientation, age, disability or any other criteria protected by state, federal or
local law.

Hazing: Students are prohibited from any form of “hazing” and must abide by the “Anti-
Hazing Policy” found on page 53 of this handbook.

Health and Safety: Any conduct that threatens the health or safety of a student or another
individual in the University community is prohibited.
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13. Noise: In order to maintain an environment conducive to study, students are prohibited from
activating noise making devices such as radios, cellular phones, beepers, and alarm watches
while in any South University building.

14. Obstruction of the South University Disciplinary Process:

Violations of the Code of Conduct include, but are not limited to:

A. Failure to respond to the request of a disciplinary body or school official.

B. Falsification, distortion, or misrepresentation of information before a disciplinary
body or school official.

C. Disruption or interference with the orderly proceedings of a disciplinary meeting or
hearing.

D. Influencing or attempting to influence another person to commit an abuse of the
disciplinary system.

E. Attempting to influence the impartiality of a member of a disciplinary body prior to
and/or during the course of the disciplinary proceeding.

F. Verbal or physical harassment and/or intimidation of a member of a disciplinary
body prior to, during, and/or after the disciplinary proceeding.

G. Failure to comply with the sanction(s) imposed under the student conduct policy.

15. Offensive Conduct: Lewd, indecent, or offensive conduct is prohibited on ground and online.
This would include but is not limited to verbal profanity, obscene gestures, clothing, materials,
or electronic content brought onto the premises or the online classroom by any student or guest
deemed to be lewd, indecent or offensive as determined by school officials.

16. Parking: All vehicles parked on campus must have parking permits. Students may only park
in designated student areas. Students are prohibited from parking on curbs or in designated
faculty spaces, staff spaces, or spaces for people with disabilities.

17. School sponsored Housing: Any violation of the student housing license agreement and/or
the rules and regulations of the school-sponsored housing program shall also constitute a
violation of the Code of Conduct.

18. Smoking: Smoking in classrooms, school buildings or any area not specifically designated as
a smoking area is prohibited.

19. Solicitation: Solicitation is defined as any activity designed to advertise, promote, or sell any
product or commercial service or encourage support for, or membership in, any group,
association or organization. Solicitation in University facilities is not permitted. Individuals
and organizations may not solicit on campus. This includes students who operate direct sales
or other business enterprises. Specifically, soliciting students to sign up for credit cards is not
permitted.

20. Student ID: The use of a student identification card by anyone other than its original holder is

prohibited. Lending, selling, or otherwise transferring a student identification card is
prohibited.
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21.

22,

23.

24,

25.

26.

27.

28.

Theft: Without proper authorization no student shall take, attempt to take, or keep in his
possession items of University property, or items belonging to students, staff, student groups,
or visitors to the campus.

Threats: Students are prohibited from threatening any student, guest, or university employee,
with physical harm, damage to property, or other dangerous or intimidating behaviors by any
means of communication.

Unauthorized Student Publications: All student publications including those on paper, in an
electronic format, or on a web page must be approved in advance and must follow the
guidelines stated in the Student Handbook.

Unauthorized Use of University Resources: Use of University resources including library,
computer and medical labs, and student facilities is limited to currently enrolled students.

Vandalism: Vandalism, damage or defacement of school property or the property of another
student or University employee is prohibited.

Visitors: Unauthorized visitors may be asked to leave if their presence is disruptive to the
orderly operation of the University. Students are responsible for any misconduct or vandalism
of their guests while on South University property. In order to maintain a study environment
and protect their safety, children are not allowed on the South University campus.

Violation of Law: Violation of federal, state or local laws and school rules and regulations on
school property or at school sanctioned or school sponsored functions are in violation of the
Code of Conduct.

Weapons: Possession or use of firearms, explosives, dangerous chemicals, or other weapons
on school property or at school sponsored functions is prohibited.
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Disciplinary Procedure

Procedures Regarding General Code of Conduct Violations

a.) Alleged violations of the Code of Conduct or other student misconduct shall be referred to
the dean of student affairs. Within a reasonable period of time after the complaint is
received, the dean of student affairs or his/her delegate will notify the student of the
complaint and the alleged violation of the student conduct policy. This notification may be
in written form or through oral communication. The student will meet with the dean of
student affairs or his/her delegate to discuss the complaint and alleged violation. The dean
of student affairs or his/her delegate will render and communicate the decision to the
student.

b.) If a good faith effort has been made to contact the student to discuss the alleged violation
and the student fails to appear for the meeting, the Dean of Student or his/her delegate may
make a determination of violations of South University policies on the basis of the
information available, and impose sanctions for such violations. This decision shall be
communicated to the student.

c.) The dean of student affairs or his/her delegate’s determination shall be made on the basis
of whether it is more likely than not that the student violated a rule, regulation or policy of
the South University.

Procedures Regarding Student Dismissals

When the Administration proposes to dismiss/expel a student from the South University, the
following procedures should apply unless the student elects to forego them.

a.) The charges against the student shall be presented to the student in written form, including
the time, place and nature of the alleged offense(s). A time shall be set for a hearing not
less than two nor more than fifteen calendar days after the student has been notified of the
charges and his/her proposed dismissal from school. Maximum time limits for scheduling
of hearings may be extended at the discretion of the dean of student affairs or his/her
delegate

b.) Hearings shall be conducted by the dean of student affairs or his/her delegate (herein
referred to as the “Hearing Officer”) according to the following guidelines:

e Hearings normally shall be conducted in private

e Admission of any person to the hearing shall be at the discretion of the dean of
student affairs or his/her delegate.

e In hearings involving more than one student, the Hearing Officer, in her or her
discretion, may permit the hearing concerning each student to be conducted
separately
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e The complaining party (which may be a member of the Administration) and the
student may present witnesses at the hearing. Those witnesses may be questioned
by the Hearing Officer

e Pertinent records, exhibits and written statements may be accepted as evidence for
consideration by the Hearing Officer at his/her discretion

e All procedural questions are subject to the final decision of the Hearing Officer

e After the hearing, the Hearing Officer shall determine whether the student has
violated the rules, regulations or policies that the student is charged with violating.
The Hearing Officer will issue a written determination. If the Hearing Officer
determines that a violation has occurred, the Hearing Officer’s determination will
also address whether dismissal from South University is an appropriate sanction for
the offense(s)

e The Hearing Officer’s determination shall be made on the basis of whether it is
more likely than not that the student violated a rule, regulation or policy of South
University

e The Hearing Officer shall provide the student with a copy of the determination,
including information regarding the student’s right of appeal to the University
Conduct Committee.

Sanctions

If a student is found in violation of the Code of Conduct, South University may impose sanctions.
The type of sanction imposed may vary depending upon the seriousness of the violation(s) and
South University reserves the right to immediately impose the most severe sanction if
circumstances merit.

Although not exhaustive, the following list represents the types of sanctions that may be imposed
upon any student or student organization found to have violated the student conduct policy:

1.

2.

Warning: A notice in writing that a student has failed to meet some aspect of the school's
standards and expectations

Administrative Reprimand which may or may not be recorded in the student’s permanent
record

Probation: Probation is used for repeated violations or a specific violation of a serious
nature as a first course of action. The Chief Conduct Officer or his/her delegate defines
the terms of probation.

Educational Sanctions: The student will be required to complete an educational service,
work assignment, service to the university, attend counseling, or have restricted privileges.
Removal from Sponsored Housing: The student will be immediately dismissed from
school-sponsored housing. The student will be required to vacate the premises according
to the terms of the sanction.

Suspension: Separation of the student from the school for a pre-determined period of time.
The student may be able to return to school once specified conditions for readmission are
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met. The student may not attend classes, visit university-sponsored housing, use school
facilities, participate in or attend college activities, or be employed by the school during
his/her suspension.

7. Expulsion: The student will be expelled from South University immediately. The student
will not be permitted to continue his or her studies at the college and may not return to the
college or to college-sponsored housing or activities at any time or for any reason.

8. Restitution: Compensation for loss, injury, or damage to property leased, owned or
controlled by the university. This may take the form of appropriate services and/or
monetary or material replacement.

In all cases, if the student is not satisfied with the decision, he or she may appeal the judgment by
requesting a hearing before the University Conduct Committee. The student must obey the terms
of the initial decision pending the outcome of the appeal i.e. a student who has been suspended or
expelled from school may not be on school property.

The request must be made in writing to the dean of student affairs within five working days of
notification of the above decision and must include the student's reasons for the appeal. The
request must include specific reasons why the student feels the disciplinary process, the finding,
and/or the sanction should be reviewed by a committee. If no request for appeal is made, the
decision is final. Requests for a hearing will result in the University Conduct Committee being
contacted to arrange a hearing not less than two or more than fifteen calendar days after notice of
the original decision has been given to the student. The maximum time limit for scheduling a
hearing may be extended at the discretion of the dean of student affairs if the decision is rendered
during a university break between terms when most faculty and students are off campus.

The University Conduct Committee will hold a hearing on the appeal and make a recommendation
regarding disposition of the appeal. This committee will be comprised of staff and faculty
members not involved in making the initial disciplinary decision. Committee members are chosen
at the sole discretion of South University and will be comprised of one department chairperson or
coordinator, one faculty member, and one student. South University reserves the right to exclude a
student member from the Conduct Committee when circumstances merit. The dean of student
affairs or his/her delegate will coordinate and provide logistical support to the hearing. The
student making the appeal and the person bringing the charges will be provided an opportunity to
address the committee in person. The student may be accompanied by one person (family
member, friend, etc) as an observer. The student may not be accompanied by an attorney. The
committee may prohibit from attending or remove any person who disrupts the proceedings of the
committee. The committee shall determine all matters relating to the conduct of the hearing
including, for example, relevancy of evidence, duration of the hearing or any part thereof,
procedures, the weight to be given any evidence.

The committee will report back to the President or his/her delegate with its recommendation
following its review of the appeal. The President or his/her delegate will render a written decision
on the appeal within thirty calendar days from receipt of the appeal and communicate same
promptly to the student. The President’s decision shall be final.
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Interim Suspension or Immediate Expulsion:

South University may immediately remove, suspend, or expel a student from school without
applying or exhausting these procedures when, in South University’s sole judgment, the student
poses a threat of harm to himself, to others, or to property of South University or a member of
South University. After the expulsion or during the interim suspension, students shall be denied
access to the school including classes, labs, library, clinical assignments, and school sponsored
housing and rotations and/or all other school activities or privileges for which the student might
otherwise be eligible.

Violations of Law:

If a student is charged with a violation of federal, state or local laws or regulations occurring away
from the school, disciplinary action may be instituted and sanctions imposed against the student
when the school has a reasonable belief that the health, safety or welfare of South University
community is threatened. Disciplinary procedures may be instituted against a student charged
with violation of a law that is also a violation of the student conduct policy. Proceedings under
this policy may be carried out prior to, simultaneously with, or following civil or criminal
proceedings off campus. South University will cooperate fully with law enforcement and other
agencies in the enforcement of criminal laws on school property.

Search of Student’s Property:

South University reserves the right to search the contents of students’ personal property or
belongings when there is reasonable suspicion on the part of South University faculty or staff that
a serious risk to the health, safety and welfare of students, and/or the University community exists.
This includes but is not limited to vehicles brought onto property leased, owned or controlled by
the school, backpacks, portfolios and clothing. This policy also applies to student property in
school-sponsored housing.
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Introduction

South University is committed to nurturing the growth of intellectual reasoning, academic and
professional values, individual ethics and social responsibility in its students. South University
provides undergraduate and graduate programs taught through on-line, on-ground and blended
programs that adhere to the principles of honesty and academic integrity. These principles apply
to all learning modalities and are essential to ensuring and maintaining excellence in the quality of
its instructional programs and facilitating the intellectual development of its students. Therefore,
academic dishonesty in any form - written or non-written, media or technology - seriously
compromises the mission of South University to provide quality programs and opportunities for
the optimum development of all students.

Maintaining high standards of academic integrity is the obligation of all members of the South
Community — students, faculty, and administration. The Academic Integrity Policy ensures the
application of the highest academic standards and principles of conduct, honesty and truth. An
individual’s work (student, faculty or administration) must reflect that person’s own efforts and
achievements. Any collaboration of effort by an individual or groups of individuals must be
acknowledged. Failure to acknowledge such contributions constitutes an act of dishonesty and a
misrepresentation of the individual’s work.

The University maintains that all members of the academic community are expected to employ the
highest standards of academic integrity in their work. Any violation of such may be subject to a
penalty based on the infraction, which may include a reprimand, reduction in grade, failing grade,
suspension, or dismissal from the University.

Nature of Academic Integrity

South University defines academic integrity as the complete, accurate, specific, and truthful
representation of authorship, origin of ideas, mastery of material, and data, including access to and
authorized use of resources.

The demonstration of academic integrity falls into four categories:

e Mastery of material. Students are responsible for the truthful representation of
their mastery of material on tests or other academic exercises.

e Representation of sources. Students are responsible for the complete, accurate,
specific, and truthful acknowledgement of the work of others, including, but not
limited to, their words, ideas, phrases, sentences, or data.
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e Truthful submission of work. Students are responsible for the truthful
representation of data or other findings, projects, or other academic exercise.

e Access and use of resources. Students shall ensure that they protect their rights to
access and use resources and shall engage only in authorized access and use of
resources.

Support for Academic Integrity

Faculty and administration are aware of and sensitive to the pressures exerted by students’ peers
and family, work environment, the academic process, and society in general. Faculty and
administration of South University are committed to creating an environment in which academic
integrity is supported and academic dishonesty is not tolerated. To that end, the University has
taken steps to ensure that all members of the academic community are fully aware of the
Academic Integrity Policy.

Faculty and Administration Support

Administration and faculty at South University have an obligation to support academic integrity
by ensuring that all members of the University community understand:

e What constitutes academic integrity

e How to prevent academic dishonesty

e What penalties are imposed for academic dishonesty

e What consequences ensue as a result of such penalties

e What process is used to impose those penalties

Faculty members are required to support the Academic Integrity Policy by discussing the value of
integrity and by reporting academic dishonesty.

As the first line of support, faculty shall ensure that the Academic Integrity Policy is discussed to
an appropriate extent in every class, with emphasis on the elements that pertain particularly to that
class. Faculty shall distribute a syllabus in every class that, among other criteria and information,
specifically defines the methods of evaluation of course work, including the percent to which each
activity affects the final grade.

Faculty Resources

South University is committed to assisting faculty in promoting academic integrity in all aspects
of the University’s education program. In addition to resources listed below the University has
also purchased the right to use Turnitin.com to assist faculty with checking the authenticity of
work submitted by students. The web site is www.turnitin.com. Faculty members should contact
their Dean of Academic Affairs for information on utilizing the service and for passwords.
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Student Support

Students shall actively engage in the academic process. In order to ensure compliance with the
Academic Integrity Policy, minimally, students should:
e Represent their identity truthfully in all situations
e Protect their materials, including papers, tests, and other academic exercises, from
unauthorized access.
e Protect their access to resources, including computer passwords and library access
codes, from unauthorized access.
e Respect the work of others by appropriately acknowledging their words, ideas,
opinions, theories, data, programs, and other intellectual material.
e Report data or source information accurately.
e Refuse to participate in activities that violate the Academic Integrity Policy
e Read, understand, and comply with the Code of Ethics and/or clinical code of the
their chosen profession

Promoting Academic Integrity

It is the faculty member’s responsibility to promote and foster academic integrity for all
students. It is a concept and a practice that needs to be emphasized in classroom and highlighted
in the syllabus. Students need to be educated on the definition of academic dishonesty and shown
examples of both good and unacceptable academic practices. It is more than a practice of dealing
with dishonesty in a punitive way but an obligation to educate students in the practice of good
scholarship.

Specifically, all syllabi for both undergraduate and graduate courses should include a
definition of cheating and plagiarism. Part of at least one class presentation should include a
comprehensive discussion of acceptable and unacceptable practices with examples to review and
discuss. Then students should be referred to the Student Handbook for the detailed policy on
academic dishonesty for a discussion of the repercussions to cheating and plagiarism. The entire
policy need not be reprinted in the syllabus.

If an instructor uses online resources to check for plagiarism, such as Turnitin.com, and all
faculty members are strongly encouraged to do so, students should be informed of this practice.
Such a reminder may serve as a deterrent.

Finally, instructors should be resources for students providing guidance and materials to
promote good, solid, honest scholarship. One valuable practice to help students, especially those
new to college, is to assign some relatively simple research assignments early in the quarter and
provide immediate feedback. This will relieve some of the students’ anxiety and give them
guidance before more major assignments are due. Additionally, again if the students are new and
inexperienced, make major assignments with incremental portions where the instructor can
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provide feedback. It is a good practice to provide online resources to promote academic integrity
and to encourage students to use them.
Academic Dishonesty

Violations of the Academic Integrity Policy fall into the following categories: Cheating,
Plagiarism, Fabrication, and Academic Misconduct. Violations of academic integrity must be
reported by faculty, students, and administrators. To aid understanding of what constitutes
academic dishonesty the following definitions are provided:

Categories of Academic Dishonesty

e Cheating. Cheating is an act of deception by which a student misrepresents his or
her mastery of material on a test or other academic exercise. This includes
unauthorized assisting, attempting to assist, or receipt of assistance on an exam.

For example, copying from another student’s work or allowing another student to
copy one’s own work is cheating.

e Plagiarism. Plagiarism occurs when a person represents someone else’s words,
ideas, phrases, sentences, or data as one’s own work. For example, quoting another
person directly without acknowledging the source is plagiarism.

Copying from the Internet

Students should be aware that material on the Internet may be protected by copyright. The fact that
it is on the Internet does not mean it is "copyright free".

Material on the Internet is included under the provisions of the Copyright Act, but there may be
conditions on the site that indicate what you may do with it. Some Web sites give permission for
the material to be copied for certain purposes (e.g. educational and non-commercial purposes).
You should always check the Website for any such statements. Additionally, ALL Internet
materials used within student’s assignments must be correctly cited and proper references
provided. This includes: graphics, figures, tables, pictures, text, music or any other material that
the student did not create.

e Fabrication. Fabrication refers to the use of invented information or the
falsification of research or other findings. For example, listing sources in a
bibliography or other report that were not used in the paper or project is fabrication.

e Academic Misconduct. Academic Misconduct includes the alteration of grades,
involvement in the acquisition or distribution of un-administered tests,
unauthorized submission of student work in more than one class and collusion to
commit any act of academic dishonesty. For example, unauthorized copying or
duplication of copyrighted material, including computer programs, is academic
misconduct.
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Collusion, Fraud and Purchased Term Papers

Collusion is the unauthorized collaboration with any other person in preparing work offered for
credit. An example of collusion is purchasing a term paper from another student or from a term
paper research company and submitting that paper as one’s own.

e The concept of Collusion and Fraud also applies to work previously submitted in
other courses at South or any university. Unless permission is received in advance
from the faculty member a student may not submit work for one course that has
been used to fulfill any academic requirement in another course at South or any
other institution.

Classification of Academic Integrity Violations and Possible Penalties

When presented with a potential violation of the academic integrity policy it is the responsibility
of the faculty member to do two related tasks: first, to analyze the violation and determine its
seriousness and, second, to recommend a penalty for the student’s infraction. Basically this first
task, assessing the seriousness of the infraction, is the more difficult problem for the instructor.
The second task, to recommend a penalty is largely determined by the determination of the
seriousness of the infraction.

Unfortunately there is a wide range conduct constituting academic dishonesty, ranging from
plagiarism resulting from almost inadvertent citations of minor parts of assignments to more
serious issues of academic dishonesty such as taking an exam for another student or falsifying
University documents. Similarly, sanctions for these violations range from requiring the student
to resubmit the assignment with the questionable sections corrected to expulsion from the
University with a permanent dismissal notation on the student’s internal transcript.

Ultimately the determination of seriousness will involve some degree of analysis using
professional judgment by the faculty member. Critical in that decision are considerations the
faculty member must try to make, including:

e Is the violation inadvertent or intentional?

e How extensive is the material being misused? Is it a minor component of the
assignment or a major part of the overall work?

e Does this fit a pattern for the student or is it an isolated event?
e How critical is this assignment to the overall course grade?
e Does the violation harm other students’ grades or standing?

Violations of academic integrity are classified based on the level of seriousness of the behaviors.

Brief descriptions, examples, and recommended penalties are provided below. At the
undergraduate level, however, these are more guidelines to follow than mandated requirements for
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faculty to follow. Additionally, these are general descriptions and should not be considered as all-
inclusive.

Level One Violation:

Level One violations consist of those instances when, in the opinion of the instructor, the student’s
actions were the result of ignorance or inexperience. Level One violations are considered
academic issues and not disciplinary offenses. Inherently, Level One violations would be most
common among new or beginning students.

Examples:

PLAGIARISM

e Improper citation or footnoting resulting from intentional misrepresentation of a
citation

e Citation of information not taken from the source indicated
Recommended Penalty: make-up assignment at a more difficult level or assignment of no credit
for work in question, required attendance at a workshop on preparation of term papers, or a library
assignment on preparation of term papers.

Level Two Violation:

Level Two violations consist of those instances involving cheating, plagiarism or fabrication
when, in the opinion of the instructor, one or more of the following conditions exists:

e The student’s actions constitute a violation of academic integrity that cannot be
dismissed as a result of ignorance or inexperience.

Examples:

CHEATING

Unauthorized assistance with academic work
Allowing another student to copy one’s work
Copying from another student’s work

Using unauthorized materials such as a textbook or notebook during an examination
PLAGIARISM

Level One violations not attributable to ignorance or inexperience
e Quoting another person’s words directly without acknowledging the source
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e Using another’s ideas, opinions or theories even if they have been completely
paraphrased in one’s own words without acknowledging the source

e Using facts, statistics or other illustrative material taken from a source without
acknowledging the source, unless the information is common knowledge

e Submitting a computer program, or any other creative work or intellectual property as
defined by the discipline, as original work which duplicates, in whole or in part,
without citation, the work of another

FABRICATION

e Listing of sources in a bibliography or other report not used in that project

ACADEMIC MISCONDUCT

e Using university computing and telecommunication facilities for activities unrelated to
the purpose for which it is intended and unrelated to the mission of the University

e Submitting the same written work to fulfill the requirements of more than one course
without the explicit permission of the present instructor

Recommended Penalty: A failing grade on the assignment.

Level Three Violation:

Level Three violations consist of those instances when, in the opinion of the instructor, one or
more of the following conditions exists.

e The student’s actions are a repeat offense of a Level Two violation.
e The student’s actions are initial offenses of academic misconduct.

Examples:
CHEATING

e Using unauthorized materials such as a textbook or notebook or Internet-based
information during an examination

e Collaborating with another person during an exam by giving or receiving information
without permission from the instructor

e Unauthorized access to or use of someone else’s computer account or computer files
for any purpose.
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PLAGIARISM

e Improper citation or footnoting resulting from intentional misrepresentation of a
citation

e Citation of information not taken from the source indicated

e Quoting another person’s words directly without acknowledging the source

e Using another’s ideas, opinions or theories even if they have been completely
paraphrased in one’s own words without acknowledging the source

e Using facts, statistics or other illustrative material taken from a source without
acknowledging the source, unless the information is common knowledge

e Submitting a computer program, or any other creative work or intellectual property as
defined by the discipline, as original work which duplicates, in whole or in part,
without citation, the work of another

FABRICATION

e Submission as one’s own of any academic work prepared in whole or in part by others,
unless the assignment allows students to work collaboratively

e Misrepresenting oneself or providing misleading information in an attempt to access
another user’s computer account

ACADEMIC MISCONDUCT

e Altering test answers and then claiming instructor inappropriately graded the
examination

e Misrepresenting oneself or providing misleading and false information in attempt to
access another’s computer account

Recommended Penalty: Probation or suspension from the University for one or more
quarters with a notation of “disciplinary suspension” placed in a student’s internal
academic file and a failing grade in the course.

Level Four Violation:

Level four violations are the most serious breaches of academic integrity and include
violations that may potentially result in legal action against the perpetrator. Level Four
violations consist of those instances when, in the opinion of the instructor, one or more of the

following conditions exists.

e The student’s actions are a repeat offense of a Level Three violation
e The student’s actions are initial offenses of other specific academic misconduct
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The student’s actions represent any degree or category of infraction relating to a senior
thesis

The student’s actions involve academic dishonesty committed after return from
suspension for a previous violation

Examples:

PLAGIARISM

Improper citation or footnoting resulting from intentional misrepresentation of a
citation

Citation of information not taken from the source indicated

Quoting another person’s words directly without acknowledging the source
Using another’s ideas, opinions or theories even if they have been completely
paraphrased in one’s own words without acknowledging the source

Using facts, statistics or other illustrative material taken from a source without
acknowledging the source, unless the information is common knowledge
Submitting a computer program, or any other creative work or intellectual property as
defined by the discipline, as original work which duplicates, in whole or in part,
without citation, the work of another

FABRICATION

Fabricating data or source information in experiments, research project or other
academic exercises

ACADEMIC MISCONDUCT

Changing, altering, falsifying or being accessory to the changing, altering or falsifying
of a grade report or form, or entering any university office, building or accessing a
computer for that purpose

Coercing any other person to obtain an un-administered test

Stealing, buying, selling, giving away or otherwise obtaining all or part of any un-
administered test/examination or term papers or works of art, or entering any university
office or building for the purpose of obtaining said materials without authorization
Substituting for another student or permitting any other person to substitute for oneself
to take a test or examination

Creating illegal accounts, changing of files or securing of passwords illegally
Destroying computer accounts without authorization

Violation of the clinical or ethical code of a profession

Sabotage of another’s work
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Recommended Penalty: Expulsion from the University and a permanent dismissal
notation on the student’s internal academic file.

Faculty Responsibility and Procedures

When any academic dishonesty occurs it is the responsibility of the faculty member to
immediately and decisively deal with the infraction and communicate with the student and the
appropriate SU administrators.

Level One infractions do not require completion of the Academic Integrity Violation Report, but
Level One infractions must be documented and communication with other SU administrators. A
memorandum must be sent to the Dean of Academic Affairs, with copies to the school dean and
department char/program director on the student’s campus. E-mail should not be used to send
either the memorandum to report Level 1 infractions or any communication regarding academic
integrity violations.

Violations of Level 2, 3, or 4 the University’s academic integrity policy must be reported to the
Dean of Academic Affairs, with copies to school deans and department chairs/program directors.
Completion and filing of the AIVR form by an instructor, as outlined below, will serve as the
official written notification of an Academic Integrity Policy offense. The burden of proof shall be
upon the faculty member bringing the charges to prove the case. Consequently all faculty should
keep thorough records and documentation with copies of the work submitted.

The Academic Integrity Violation Report is a confidential document which identifies the student
and instructor involved, the course name, number and section, course assignment

and specific details of the offense. It shall also designate the category and classification of the
violation.

In the case of Level two violations, the instructor will meet with the student to address the charge,
including the level of violation and recommended penalty, and impose the penalty as specified for
Level 2 violations. The penalty imposed by an instructor must be recorded and forwarded to the
Office of the Dean of Academic Affairs. All Level 2 appeals will proceed through the Dean of
Academic Affairs in consultation with the School Dean. All violations of the academic integrity
policy must result in the filing of a report, to be kept on file in the Dean of Academic Affairs
office.

All student/instructor conferences about Level 3 and 4 violations will be informational only; it is
not appropriate for these sessions to be considered appeals at this time. Unlike prior procedures
the instructor is now responsible for determining the penalty or action that will be taken in
response to these violations. It is then the responsibility of the student to appeal the action if
he/she feels it is unfair. However, the instructor must inform the program director or department
head on his/her campus and the School Dean of the penalties in all Level 3 and Level 4 violations.
It is possible a Level 2 violation, resulting in a grade of “F” will also be appealed and as a result
records should be kept and notification should be made. All penalties and sanctions imposed by
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an instructor, Department Chair or the School Dean must be consistent with the published
Academic Integrity Policy.

Appeal of Academic Integrity Violation Charge or Penalty Imposed

Students are encouraged to work out any academic issues with their instructor and then their
program director. When that process has been exhausted the student may appeal to the next levels.
Once a penalty has been imposed at level 3 or 4, the student may file a written appeal. However,
no appeal will be considered until the student first discusses the incident and penalty with the
instructor. Then the appeal proceeds to the first level of appeal as outlined below:

e First level of an appeal is to the program director or department head, whichever
is located on the student’s campus.

e Second level of appeal is to the Dean of Academic Affairs at the South University
campus where the infraction occurred.

e The third and final level of appeal, after the Dean of Academic Affairs, is to the
School Dean. The decision of the School Dean is final.

The appeal with the first level must be filed within ten (10) course meeting days, and failure to
meet this deadline may render the appeal moot. Should an Academic Integrity Violations charge
be made at the end of a quarter, a grade of I will be assigned until the charge is adjudicated. It is
the responsibility of the student then to appeal the decision to the next level, again within ten (10)
days of the decision being appealed. The next level in the appeal process will not automatically
consider it unless the student appeals it in writing.

Any written appeal by the student must be filed within the specified period of time and include:

= aclear explanation of the nature of the appeal

= aclear explanation of the reason(s) for the appeal

= aclear concise statement of the facts as known, with appropriate supporting
documentation

= aclear statement of what is being appealed; i.e., the dishonesty charge
and/or the penalty imposed.

Attorneys, Parents or Guardians: Students may invite attorneys and/or parents/guardians to
attend any meetings with university personnel during the appeal process but their presence is
strictly to observe the proceedings and advise the student. They are not to otherwise participate.

If a student does not appeal, the Academic Integrity Violations charge is substantiated and

the Academic Integrity Violation form remains on file in the Office of the campus Dean of
Academic Affairs.
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Honor Code and Honor Council of South University Graduate Schools

The following policy may be superseded by similar policies specific to a graduate program.
Faculty should consult applicable documents in the school in which they are teaching. In the
absence of such policies, the following policy is in effect.

The honor code is a policy describing expectations of students with regard to academic integrity
in all aspects of graduate educational programs at South University. The honor code of South
University is set forth to guarantee that students subscribe to the highest levels of moral and
ethical behavior. The Honor Council is intended to provide a forum for the investigation of alleged
incidents of violation of the Honor Code and for recommending penalties that are appropriate and
consistent with the violation. Unequivocal and documented incidents of violations of academic
integrity exposed by faculty may be dealt with directly by the Department chair, School Dean, and
Vice President for Academic Affairs for South University without convening the Honor Council.

Each graduate program, due to their administrative structure and the lengths of their programs,
may deviate slightly in the constitution of their particular Honor Council or in the nature of the
flow of information. However, the fundamental concepts of definition of violations, reporting,
investigation, hearing, and penalties are consistent throughout all graduate programs
Article | - Name
The name of this Article shall be the Honor Council of the South University Graduate Schools.
Article Il - Purpose

The purposes of the Honor Council are to:

1. Investigate and hear cases involving Graduate School students accused of academic
dishonesty,

2. Act as a judicial body and establish the guilt or innocence of students, who have
allegedly committed such violations,

3. Recommend the disciplinary action to be taken in all cases, in which the Honor
Council determines there has been a violation,

4. Work with the faculty, and the administration of all of the Graduate programs in all
matters regarding the administration of the Honor Code,
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Article 111 - Authority

Student authority to request revision of the contents of any article resides with the Honor Council.
Any revisions are subject to approval by the faculty, the Dean and the Vice President for
Academic Affairs. The responsibility for the enforcement of the Honor Council’s findings and
recommendations lies with the Program Director and Department Chair

Article IV - Membership

Section A.  The Honor Council shall be assembled on an ad hoc basis. The Honor Council
consists of five voting members, two student members at-large selected by the faculty one from
the first year class and one from the second year class. An alternate member shall be chosen to
replace a member that may be unavailable, recused or removed from the Council. The faculty will
provide a list of nominees from which the two appointed students will elect three additional
members from either class. Of the five members, three must be from the second year class and two
from the first year class. To be a member of the council, one must be in good academic and
professional standing. Terms of office shall last from the date of election until the particular
incident is completely resolved unless decided otherwise by the council. . In all cases an alternate
will be retained or elected.

Section B. The duties of the members are to:

1. attend all meetings of the Honor Council,
2. participate in and render objective judgment in discovery and trial procedures;

3. Assist in educating Graduate School students and faculty on the principles and practice
of the honor code.

Section C. In the event of a vacancy in the Council, an alternate member chosen by majority
vote of the Council from the faculty provided list, from the respective class where the vacancy
exists will become an active member of the Council. The notification will occur within 7 days of
the vacancy and will be made by the President of the Council (see Article V). If, for any reason,
the President of the Council leaves office it will be the Council’s responsibility to replace his or
her office. This should be done by a majority vote.

Section D.  The Honor Council will have a Faculty Advisor appointed by the Department
Chair. The Faculty Advisor is a non-voting Member of the Honor Council. The Faculty Advisor
is recused should he or she have direct involvement in a case before the Council. The duties of the
Faculty Advisor shall be to:

1. advise the Honor Council on procedural matters;
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2. ensure that due process and equitable procedures are followed in all cases before the

Honor Council and advise on matters of precedent;

3. inform accused students of the Council’s protocol and procedures throughout the

progression of a case;

4. notify the accused students of actions, hearings, verdicts and penalties as well as to

generally act as a liaison between the Council and the accused student;

5. provide proper notification of any Council action to the appropriate administrative

personnel and faculty;

6. ensure that appropriate documentation is completed by the Secretary for all hearings

and other Council meetings.

The Department Chair shall also appoint a Faculty Alternate. In the event the Faculty Advisor is
recused from a case, the Faculty Alternate will replace the advisor during the proceedings of that
particular case.

Section E. The following exceptions may be made to participation of members in trial
procedures:

1.

If a special reason or potential conflict of interest exists, a member of the Honor Council
may recuse himself or herself in a particular case. The wish of a council member to recuse
one’s self from a specific hearing should be reported to the President of the Council within
3 days of written notification of the case. This request should be made before any active
participation occurs with the case.

If the Council President considers that, for some special reason or potential conflict of
interest, one of the council members should not hear a particular case; he/she shall inform
him/her accordingly. Should the decision of the President be disputed by the Council
Member, this issue of recusal should be decided by a vote of the full Council following
open discussion.

If the Council considers, for some special reason or potential conflict of interest, that the
President should be recused in a particular case, the issue should be addressed with the
President in a meeting of the Council. Should the President dispute the recusal, the issue
should be decided by a vote of the full Council following open discussion.

Section F. Removal of an Honor Council member for any reason not limited to but including
issues of academic or professional integrity will be at the discretion of the Faculty Advisor and
Faculty Alternate.
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Article V - Officers

Section A.  The officers of the Council shall consist of a President and a Secretary, chosen
from among and by the Council members.

Section B. Officers must have completed at least three quarters of the program or have past
experience serving on the Honor Council.

Section C. The duties of the President shall be to:
1. preside over all meetings;
2. direct the processes of all trials;
3. represent the Honor Council in all appropriate affairs;
4. supervise the investigation of all cases;

5. ensure the integrity of all proceedings by strict adherence to the established procedures
of the Honor Council.

Section D.  The duties of the Secretary shall be to:
1. maintain written minutes of all Council meetings and hearings;
2. maintain a true and accurate record, by tape and in writing, of all trial proceedings;

3. prepare written communications from the Council regarding violations and Council
actions;

4. prepare official written communications to the Faculty Advisor for distribution to
appropriate persons regarding Council actions;

5. inform the members of the Council of all meetings through written communication;
6. promptly communicate in writing with all persons involved in cases.

For hearings, written minutes should be de-identified and assigned a specific case number.

Article VI - Meetings
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Section A. A meeting of the Honor Council will be held immediately after appointment and
after the selection of new members to acquaint members with their duties and responsibilities.

Section B. The president may call special meetings at any time either independently or at the
request of any Council member.

Section C. The time and place for all meetings shall be determined by the President and shall
be as convenient as possible for all concerned. The meeting shall be held in a location where
confidentiality can be ensured.

Section D.  All members of the Council are expected to attend all meetings of the Council.
Failure to do so may be considered neglect of office.

Section E. In the event that the Council must meet during regularly scheduled class time, the
members of the Council shall be excused from conflicting classes and clinical experiences to
attend the meeting. The affected faculty or preceptor shall be notified in advance of this excused
absence by the Department Chair.

Article VII - Instigation of Proceedings

Section A. All persons, including faculty having knowledge of or being witness to acts
believed to be in violation of the Honor Code shall report in writing the fact, along with any
physical evidence, to any Member of the Council or the Faculty Advisor within 72 hours of the
alleged violation. Unequivocal and documented incidents of violations of academic integrity
exposed by faculty may be dealt with directly by the Department chair, Dean, and Vice President
for Academic Affairs for South University without convening the Honor Council.

Section B. When there is no physical evidence, a written affidavit about the observed violation
by the witness(es) shall be required to begin an investigation and secure a conviction.

Section C.  Failure to report violations will be considered a form of illegal aid covered
under Article X, Section A.

Article V111 - Case Procedure
Section A. Cases shall be resolved within 30 days after they are reported.
Section B. The procedure for handling cases shall be as follows:
1. Within 5 days of receiving written information about a possible violation, the President
of the Honor Council and two Council members chosen by lot shall act as a pre-hearing

review board to interview witnesses, review evidence, and make a decision regarding
whether or not to bring the case before the entire Honor Council. If feasible, members
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of the pretrial review board shall not be members of the same class as that of the
accused.

2. The pre-hearing review board shall decide by majority vote within seven days of
receiving the case if there is sufficient evidence to proceed with a hearing. If the vote
is negative in this regard, the case will be dropped. If the vote is positive, the case will
be presented to the Council and a trial will scheduled to begin within 7 days.

3. If the case is accepted, the Secretary will promptly notify the accused that he or she has
been accused of a violation. The defendant shall be fully informed of the nature of the
charges. Notification will be done orally and in writing. The accused shall be given a
copy of the violation and written notice of his or her rights to appear before the
Council, to testify on his or her own behalf, to present evidence and to call or question
witnesses. If the Honor Council is using the accuser’s testimony in determining the
guilt or innocence of the accused, the student has the right to confront the accuser. The
accused may at any time waive the right to a hearing by entering a plea of guilty to the
charges.

4. The accused may choose another registered, degree-seeking student as his/her defense
advocate. He/she shall also have the right to provide his/her own witnesses. Witnesses
are strictly limited to persons with direct evidence or direct knowledge of the alleged
offense. Character witnesses are excluded from providing testimony.

5. All persons involved shall promptly receive written notification to attend a hearing.
The Secretary shall provide this notification. Each individual shall be bound not to
reveal the details of any alleged violation of the Honor Code. Any disclosure by any
participant about the case shall be considered a violation of the Honor Code.

Article IX - Hearing Procedure
Section A. Hearings of the Honor Council are closed unless the defendant requests they be
open. If the proceedings are closed, all witnesses will be interviewed separately. The accused and
any defense advocate will be present for all presentation of evidence and witness testimony. If the
proceedings are open, all witnesses and the accused may be present simultaneously.

Section B. The procedure for conducting a trial shall be as follows:

1. Following a formal reading of the charges, the defendant is required to enter a plea
before testimony is heard.

2. Each person giving testimony will be required to testify under oath. Both the Honor

Council members and the defendant will be afforded an opportunity to question
persons giving testimony.
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3. The Council may allow the introduction of evidence other than testimony of witnesses
if the Council determines that the evidence is relevant.

4. Proceedings of each hearing shall be recorded in writing and on audio tape and shall be
labeled and signed by the Secretary and the President of the Council.

5. After hearing all testimony and reviewing all relevant evidence, the defendant, any
defense advocate, and all witnesses will be excused for the Council deliberation.

6. The Council shall vote by secret ballot with the outcome determined by a simple
majority.

7. The Honor Council Faculty Advisor shall verbally notify the defendant of the judgment
of the Council. In cases of guilt the Faculty Advisor shall inform the defendant of the
penalty. All communication must be done verbally and in writing within 2 working
days of the final hearing. The faculty advisor shall provide a summary report along
with specific outcomes of the Council’s proceedings to the appropriate Department
Chair and School Dean.

8. In cases in which the accused is adjudged not guilty, all transcriptions, except de-
identified minutes, and tapes shall be destroyed immediately by the President and
Secretary of the Honor Council. De-identified minutes shall be provided to the
appropriate School Dean. In cases of guilt, the transcriptions and tapes shall be
delivered by the Secretary and filed in a closed file in the office of the School Dean.
The office of the School Dean shall maintain this file for a period of 10 years.

Section C. The decision rendered by the Council will be its final decision. If a confessed or
convicted student continues to believe the penalty is inappropriate, the student may then appeal
that decision of the Council to the School Dean.

Section D. In cases of a guilty verdict, the defendant may appeal the decision of the Council to
the School Dean. The grounds for the appeal should be submitted in writing to the office of the
School Dean by the defendant within five (5) business days of written notification of the verdict
and penalty. The School Dean may uphold or negate the recommendation of the Council
following due consideration of the appeal. The decision of the School Dean is final.

Section E. Confidentiality and Notification:
1. The only individuals who will be informed of an investigation of the Honor Council
will be the council members, the accused, the accuser(s), the witness (es), the Faculty

Advisor to the Honor Council, the Department Chair and the School Dean.

2. The only faculty members who will be informed of the outcome of the Honor Council
investigation will be the Faculty Advisor to the Honor Council, the Department Chair,
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the School Dean and the accused student’s Faculty Advisor and the faculty accuser(s).
The Chair of the Progress and Promotions Committee shall be notified when
appropriate. The appropriate course program directors will be notified of grades
assigned as an outcome of a conviction of violation of the honor code.

3. The Department Chair and the School Dean will be informed promptly in writing by
the Faculty Advisor following the decision of the Honor Council.

Article X - Honor Code Violations

Section A.  The following shall be deemed Honor violations and shall be the basis for reporting
cases to the Council and for convictions by the Council:

1. Cheating on an academic work. For example:

o KNOWINGLY OR INTENTIONALLY GIVING OR RECEIVING, OR OTHERWISE
UTILIZING UNAUTHORIZED ASSISTANCE IN CONNECTION WITH ANY EXAMINATION,
WORK SUBMITTED BY THE STUDENT FOR CREDIT, OR WORK PERFORMED AS A
REQUIRED ELEMENT OF A COURSE OR CLINIC,

o USING OR ATTEMPTING TO USE UNAUTHORIZED MATERIAL, AID OR DEVICE PRIOR
TO OR DURING A TEST,

o KNOWINGLY USING, BUYING, SELLING, STEALING, TRANSPORTING OR SOLICITING,
IN WHOLE OR IN PART OR THE ATTEMPT TO USE, BUY, SELL, STEAL, TRANSPORT OR
SOLICIT THE CONTENTS OF AN UN-ADMINISTERED TEST THAT IS EXPECTED TO BE
ADMINISTERED;

o SUBSTITUTING FOR ANOTHER STUDENT, OR PERMITTING ANOTHER STUDENT TO
SUBSTITUTE FOR ONESELF, TO TAKE A TEST,

o OBTAINING OR ATTEMPTING TO PHYSICALLY OBTAIN A TEST WITHOUT
AUTHORIZATION PRIOR TO ADMINISTRATION OR ATTEMPTING TO OBTAIN
UNAUTHORIZED OR RESERVED INFORMATION ABOUT A TEST PRIOR TO
ADMINISTRATION;

o OBTAINING, REPLICATING OR ATTEMPTING TO REPLICATE, WITHOUT
AUTHORIZATION, AN ADMINISTERED SECURE EXAMINATION WHICH HAS BEEN
DESIGNATED FOR VIEWING ONLY.

2. Committing an intentional act of lying, cheating or stealing.
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10.

11.

12.

13.

14.

15.

16.

Knowingly providing incorrect information to another person about any matter with the
intent that another student’s academic performance be harmed as a result.

Knowingly obstructing the attempts of another student to engage in academic activities
with the intent that the other student’s academic performance be harmed as a result.

Recklessly placing anyone at increased risk of injury or disease while the student is
engaged in activities directly connected with patient care or academic activities.

Knowingly making a material misrepresentation of the student’s class rank, grade point
average, or any other academic achievement or endeavor.

Recklessly, and without prior authorization from the patient, disclosing information
about a patient, along with information suggesting the identity of that patient, to a
person who is not, at the time of the disclosure, a member of the patient’s health care
team.

Knowingly making a false report of an Honor Code violation.

Knowingly obstructing the investigation or prosecution of an alleged Honor Code
violation, including, but not limited to, giving false information or testimony to the
Honor Council, the pre-hearing review board, any person connected with the
prosecution of an Honor Code violation.

Destroying, hiding, or fabricating evidence in an Honor Council proceeding.
ACADEMIC INDISCRETION.

PLAGIARISM OR THE APPROPRIATION OF AN AUTHOR’S WORK AND THE UN
ACKNOWLEDGED  INCORPORATION OF THAT WORK IN ONE’S WRITTEN WORK OFFERED
FOR CREDIT OR OTHERWISE SUBMITTED OR PERFORMED AS A REQUIRED ELEMENT OF A
COURSE OR CLINIC.

FABRICATION, WHICH IS DEFINED AS THE INTENTIONAL OR UNAUTHORIZED
FALSIFICATION OR INVENTION OF ANY INFORMATION OR CITATION IN AN ACADEMIC
EXERCISE.

FORGERY, ALTERATION, DESTRUCTION, OR MISUSE OF SCHOOL DOCUMENTS, MEDICAL
RECORDS, PRESCRIPTIONS, PHYSICIAN’S EXCUSES, ETC.

ATTEMPTED OR ACTUAL THEFT OF PROPERTY OF THE SCHOOL OR OF A MEMBER OF THE
INSTITUTION’S COMMUNITY OR CAMPUS VISITOR.

TAMPERING WITH THE ELECTION OF ANY SCHOOL RECOGNIZED STUDENT ORGANIZATION.
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17. UNAUTHORIZED POSSESSION, DUPLICATION OR USE OF KEYS TO ANY PREMISES OF THE
SCHOOL, OR UNAUTHORIZED ENTRY, OR USE OF THE PREMISES OF THE SCHOOL.

18. Conspiring, planning, or attempting to achieve any of the above acts.

19. Knowingly fail to report to a proper authority another student whom the student knows
committed acts proscribed in Article X above.

ANY STUDENT WHO KNOWINGLY OR INTENTIONALLY PROVIDES ILLEGAL AID SHALL BE

CONSIDERED AS RESPONSIBLE AS THE STUDENT WHO RECEIVES IT AND WILL BE DEALT WITH BY
THE HONOR COUNCIL IN THE APPROPRIATE MANNER.

Article XI - Penalties

Section A. Upon conviction of a violation of the Honor Code or a plea of guilty, the Honor
Council will make a recommendation of the penalty for violation of the honor code. The Honor
Council shall have the option of the following penalties:

The standard penalty for violation of the Honor Code is permanent expulsion. The Student will
receive a grade of Incomplete for all courses in which the student is enrolled at the time of the
infraction.

Depending upon the circumstances of the case, the Honor Council may recommend a penalty less
severe than permanent expulsion in a report to the appropriate Department Chair and the School
Dean. These penalties include, but are not limited to, the following:

a. Disciplinary probation for Honor Code Violation. The student may receive a grade
of F (0.00) for a given course as well as a grade of Incomplete, Withdrawal, or Withdrawal
Failing for one or more courses in which the student is enrolled at the time of the
infraction.

A mandatory leave of absence from South University for approximately one academic
year. The student will be permitted to return from a mandatory leave of absence at the
commencement of the term for the courses in which the violation occurred.

The student will receive a grade of Incomplete for all courses in which he or she is enrolled
at the time of infraction.

Upon receipt of a mandatory leave of absence, the student cannot advance until he or she
has completed the term in which the Incomplete grades were given.
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At the discretion of the Department Chair in consultation with the School Dean, the student
may be required to enroll as a student in special standing for purposes of review or
remediation prior to re-enrollment as a full-time student.

b. Assignment of a grade of zero for a given examination or test.

c. Academic indiscretion — Administrative probation which shall carry the same
restrictions as academic probation.

Section B. The penalty imposed may be appealed to the School Dean as outlined in Article IX.
Section C. In the case of an appeal the School Dean makes the final decision and reports the
decision to the Vice President of Academic Affairs.

Article XII - Amendments
Section A.  Amendments to the present statute may be proposed by the Honor Council or by
Class Officers representing their respective student body. Such proposals shall be forwarded to
the faculty for final approval when ratified by three-fourths of the members of the Honor Council
at the next meeting following the proposal of the amendment.

Section B. Ratified amendments shall become effective thirty days after final approval by the
faculty.
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Hazing involving South University students or student groups is strictly prohibited. Hazing is
defined as any action or situation that recklessly or intentionally endangers the mental or physical
health or safety of a student for the purpose of initiation or admission into or affiliation with any
club or organization operating under the sanction of an institution of higher education.

For purposes of this definition, any activity as described in this definition that the initiation or
admission into or affiliation with a club or organization is directly or indirectly conditioned shall
be presumed to be “forced” activity, the willingness of an individual to participate in such activity
notwithstanding. This policy is applicable to all students and members of a student club or
organization at South University. Every student and member of a student club or organization is
responsible for complying with this policy.

Individuals and/or student clubs that force, require, and/or endorse violations will be held directly
responsible through the university student conduct process and if appropriate, through local
authorities, which may pursue criminal action. Students who wish to make a complaint under this
policy should contact the dean of student affairs. The negligence or consent of a student or any
assumption of risk by the student is not a defense to an action brought pursuant to this policy.
Student club activities or programs must not interfere with the rights and activities of others and
should always reflect the best interests of the members of the organization it represents and the
college community as a whole. In all cases of alleged violations of this policy, faculty and staff
advisors and the national/international headquarters, if applicable, of any organization will be
notified.
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South University is committed to maintaining educational environments that are free of violence.
This obligation includes eliminating recognized hazards that contribute to violence or serious
harm. This Policy applies to anyone on South University’s premises, unless otherwise prohibited
by law.

It is the responsibility of all employees, students, alumni and all others to adhere to the provisions
set forth in this policy and to report any known violations of this policy to Student Affairs or a
member of management.

Firearms, including concealed weapons, are not permitted on South University premises and/or at
South University events, except that sworn members of a law enforcement agency acting in
performance of their duties and/or employees of a licensed armored car service providing
contracted services to South University or to South University’s vendors and contractors
(where approved by South University) may carry weapons.

Firearms are not permitted in any vehicle while the vehicle is parked on South University
property, whether said property is owned or leased by South University or provided to South
University for its use, except where otherwise required by law

Any student who becomes aware of a violation of this policy should immediately notify Student
Affairs, the President or a member of management or a member of school staff.

Violation of this policy is considered a serious offense that endangers the safety of anyone on
South University premises. Any person violating this policy may be required to leave South
University premises. Students violating this policy are subject to suspension or dismissal from
school.
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Sexual violence refers to physical sexual acts perpetrated against a person’s will or where a person
is incapable of giving consent due to the victim’s use of drugs or alcohol. Sexual violence includes
rape, sexual assault, sexual battery and sexual coercion. Sexual violence is considered a form of
sexual harassment, and is therefore a form of sex discrimination. Acts involving sexual violence,
sexual harassment or sex discrimination are not tolerated by South University. Complaints of
sexual violence should be made to the dean of student affairs.

Upon learning of possible sexual violence involving a student, South University will take
immediate action to investigate or otherwise determine what happened. Such action may include,
but is not limited to, speaking with the alleged victim, the alleged perpetrator and other potential
witness as appropriate and reviewing other evidence such as calendars, videos, phone records, etc.
If South University determines that sexual violence may have occurred, South University will take
steps proactively designed to promptly and effectively end the sexual violence or the threat of
sexual violence, prevent its recurrence, and address its effects regardless of whether the alleged
actions are subject to criminal investigation.

South University will use good faith efforts to protect the alleged victim from any hostile
environment at the school and any subsequent harassment or retaliation. Such efforts may occur
prior to the outcome of the investigation and may include:

1. Reporting any subsequent harassment or retaliation to the dean of student affairs

2. Providing an escort to ensure the alleged victim can move safely between classes and activities
3. Ensuring that the alleged victim and the alleged perpetrator do not attend the same classes

4. Providing referral to counseling services or providers

5. Providing academic support services, such as tutoring

6. Arranging for the victim to re-take a course or withdraw from a class without penalty.

Disciplinary Actions and Sanctions

On-campus disciplinary procedures against students will be in accordance with South University’s
published Student Code of Conduct and the Student Grievance Procedure for Internal Complaints
of Discrimination and Harassment. Both the accuser and the accused are entitled to have others
present during a disciplinary proceeding. Both will be informed of the outcome of any campus
disciplinary proceeding. For this purpose, the outcome of a disciplinary proceeding means only
South University’s final determination with respect to the alleged sexual offense and any sanction
that is imposed against the accused. Sanctions, which may be imposed following a final
determination of a disciplinary proceeding regarding rape, acquaintance rape, or other forcible or
non-forcible sex offenses, may include warning, probation, suspension or dismissal.

Students who have been subjected to sexual violence are encouraged to review the No
Harassment Policy, the Non-Discrimination Policy, the Student Grievance Procedure for
Internal Complaints of Discrimination and Harassment and the Programs and Procedures
Regarding Sexual Assault (available in the Student Affairs Office).

Student Handbook 2011-2012 Page 53



Every student and South University agrees that any dispute or claim between the student and
South University (or any company affiliated with South University, or any of its officers,
directors, trustees, employees or agents) arising out of or relating to a student’s enrollment or
attendance at South University whether such dispute arises before, during, or after the student’s
attendance and whether the dispute is based on contract, tort, statute, or otherwise, shall be, at the
student’s or South University’s election, submitted to and resolved by individual binding
arbitration pursuant to the terms described herein. This policy, however, is not intended to modify
a student’s right, if any, to file a grievance with any state educational licensing agency.

If a student decides to initiate arbitration, the student may select either, JAMS or the National
Avrbitration Forum (“NAF”) to serve as the arbitration administrator pursuant to its rules of
procedure. If South University intends to initiate arbitration, it will notify the student in writing by
regular mail at the student’s latest address on file with South University, and the student will have
20 days from the date of the letter to select one of these organizations as the administrator. If the
student fails to select an administrator within that 20day period, South University will select one.

South University agrees that it will not elect to arbitrate any undividable claim of less than the
relevant jurisdictional threshold that a student may bring in small claims court (or in a similar
court of limited jurisdiction subject to expedited procedures). If that claim is transferred or
appealed to a different court, however, or if a student’s claim exceeds than the relevant
jurisdictional threshold South University reserves the right to elect arbitration and, if it does so,
each student agrees that the matter will be resolved by binding arbitration pursuant to the terms of
this Section.

IF EITHER A STUDENT OR South University CHOOSES ARBITRATION, NEITHER PARTY
WILL HAVE THE RIGHT TO A JURY TRIAL, TO ENGAGE IN DISCOVERY, EXCEPT AS
PROVIDED IN THE APPLICABLE ARBITRATION RULES, OR OTHERWISE TO
LITIGATE THE DISPUTE OR CLAIM IN ANY COURT (OTHER THAN IN SMALL CLAIMS
OR SIMILAR COURT, AS SET FORTH IN THE PRECEDING PARAGRAPH, OR IN AN
ACTION TO ENFORCE THE ARBITRATOR’S AWARD). FURTHER, A STUDENT WILL
NOT HAVE THE RIGHT TO PARTICIPATE AS A REPRESENTATIVE OR MEMBER OF
ANY CLASS OF CLAIMANTS PERTAINING TO ANY CLAIM SUBJECT TO
ARBITRATION. THE ARBITRATOR’S DECISION WILL BE FINAL AND BINDING.
OTHER RIGHTS THAT A STUDENT OR SOUTH UNIVERSITY WOULD HAVE IN COURT
ALSO MAY NOT BE AVAILABLE IN ARBITRATION.
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The arbitrator shall have no authority to arbitrate claims on a class action basis, and claims
brought by or against a student may not be joined or consolidated with claims brought by or
against any other person. Any arbitration hearing shall take place in the federal judicial district in
which the student resides. Upon a student’s written request, South University will pay the filing
fees charged by the arbitration administrator, up to a maximum of $3,500 per claim. Each party
will bear the expense of its own attorneys, experts and witnesses, regardless of which party
prevails, unless applicable law gives a right to recover any of those fees from the other party. If the
arbitrator determines that any claim or defense is frivolous or wrongfully intended to oppress the
other party, the arbitrator may award sanctions in the form of fees and expenses reasonably
incurred by the other party (including arbitration administration fees, arbitrators’ fees, and
attorney, expert and witness fees), to the extent such fees and expenses could be imposed under
Rule 11 of the Federal Rules of Civil Procedure.

The Federal Arbitration Act (FAA), 9 U.S.C. 88 1, et seq., shall govern this arbitration provision.
This arbitration provision shall survive the termination of a student’s relationship with South
University. If a student has a question about the arbitration administrator mentioned above, the
student can contact them as follows: JAMS, 45 Broadway, 28th Floor, New York, NY, 10006,
www.jamsadr.com, 8003525267; National Arbitration Forum, P.O. Box 50191, Minneapolis, MN,
55405, www.arbforum.com, 800-474-2371.
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If you have a complaint or problem you are encouraged to follow this procedure:

1. You should discuss complaints with the individual(s) within the appropriate department.
Initial discussion should be with the person most knowledgeable of the issues involved or with
immediate decision-making responsibility.

2. If you feel that the complaint has not been fully addressed, a written account should be
submitted to the dean of student affairs if related to non-academic issues or to the Dean of
Academic Affairs for academic issues. The written account should indicate your name, phone
number, and ID and discuss the steps you have taken to remedy the situation.

3. The appropriate South University staff member or department will be notified of the
complaint. A follow-up meeting with you and the dean of student affairs and/or Dean of
Academic Affairs will be held within ten school days of the date of the written complaint in an
effort to resolve the issue.

4. If you are not satisfied with the results, you may file an appeal with the President's Office.
The appeal should be in writing and contain your name and phone number. You should summarize
the steps you have taken to remedy the situation and indicate why the results are not satisfactory.
You will hear the results of the appeal within ten class days from the date the appeal is received.

5. If you follow this complaint procedure and still feel dissatisfied with the results you may
send a written copy of the complaint to:

Savannah, Georgia Campus (Online) Columbia, South Carolina Campus
Georgia Nonpublic Postsecondary South Carolina Commission
Education Commission on Higher Education

2189 Northlake Parkway 1333 Main Street, Suite 200

Building 10, Suite 100 Columbia, SC 29201

Tucker, GA 30084 (803) 737-2260

Phone: (770) 414-3300

Please refer to the school’s Arbitration Policy for additional information regarding disputes or
claims.
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South University does not discriminate or harass on the basis of race, color, national origin, sex,
gender, sexual orientation, disability, age, religion, genetic marker, or any other characteristic
protected by state, local or federal law, in our programs and activities. The following person has
been designated to handle inquiries and coordinate the school’s compliance efforts regarding the
non-discrimination policy: dean of student affairs, 5355 Vaughn Road, Montgomery, AL 36116 or
call 334 395-8800.
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South University is committed to providing workplaces and learning environments that are free
from harassment on the basis of any protected classification including, but not limited to race, sex,
gender, color, religion, sexual orientation, age, national origin, disability, medical condition,
marital status, veteran status, genetic marker or on any other basis protected by law. Such conduct
is unprofessional, unproductive, illegal, and generally considered bad for business. Consequently,
all conduct of this nature is expressly prohibited, regardless of whether it violates any law.

Definition of Sexual Harassment

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, sexual
violence or other verbal or physical conduct of a sexual nature where:
a. Submission to such conduct is an explicit or implicit term or condition of a person’s
status in a course, program or activity or in admission, or in an academic decision;
b. Submission to or rejection of such conduct is used as a basis for an academic decision;
or
c. Such conduct has the purpose or effect of unreasonably interfering with an individual's
work or academic performance or creating an intimidating, hostile, or offensive work or
educational environment.

Sexual violence is considered to be a form of sexual harassment and is defined as physical sexual
acts perpetrated against a person’s will or where a person is incapable of giving consent due to the
victim’s use of drugs or alcohol.

Other examples of sexual harassment include, but are not limited to: unwanted sexual advances;
demands for sexual favors in exchange for favorable treatment; verbal abuse of a sexual nature;
graphic commentary about an individual’s body, sexual prowess, or sexual deficiencies; leering;
whistling; touching; pinching; assault; coerced sexual acts; suggestive, insulting or obscene
comments or gestures; stalking; and displaying sexually suggestible objects or pictures. South
University prohibits all conduct of this nature whether or not such conduct violates any applicable
laws.

Other Forms of Harassment

Verbal abuse, insulting comments and gestures, and other harassing conduct are also forbidden
under this policy when directed at an individual because of his or her race, color, sex, sexual
orientation, familial status, age, religion, ethnic origin, genetic marker or disability. It is the
responsibility of each employee and each student to conduct himself or herself in a professional
manner at all times and to refrain from such harassment.
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Complaint Procedure
Students who feel they have been harassed should follow the Student Grievance Procedure for

Internal Complaints of Harassment and Discrimination (the “Student Grievance Procedure”).
Students who have been subjected to sexual violence should also review the Policy Concerning
Sexual Violence and Programs and Procedures Regarding Sexual Assault (available in the
Student Affairs Office). Regardless if a complaint is filed under the Student Grievance Procedure,
promptly after learning of such alleged conduct, South University will conduct an investigation for
the purpose of determining whether prohibited harassment has occurred. Efforts will be made to
ensure confidentiality to the extent consistent with the goal of conducting an appropriate
investigation. Students who initiate or participate in such investigations in good faith will be
protected against subsequent harassment and school-related retaliation. If an investigation
confirms the allegations, South University will take prompt corrective action, which may include
discipline, up to and including immediate dismissal.
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Students who believe they have been subjected to discrimination or harassment in violation of the
Non-Discrimination Policy should follow the procedure outlined below.

Sexual violence is considered to be a form of sexual harassment, and therefore is also considered a
form of sex discrimination. This complaint procedure is intended to provide a fair, prompt,
impartial and reliable determination about whether the South University Non-Discrimination
Policy has been violated. This complaint procedure is intended to provide a fair, prompt, impartial
and reliable determination about whether discrimination or harassment has occurred.

1. Complainants are encouraged to file a complaint as soon as possible after an alleged
incident of discrimination has occurred. Any student who chooses to file a discrimination
complaint should do so for non-academic matters with the dean of student affairs 5355
Vaughn Road Montgomery, AL 36116 or call 334 295-8800 or for academic matters with
the dean of academic affairs 5355 Vaughn Road Montgomery, AL 36116 or call 334 395-
8800. The complaint should be presented in writing and it should describe the alleged
incident(s) and any corrective action sought. The complaint should be signed by the
complainant.

2. The dean of student affairs or dean of academic affairs will investigate the allegations.
Both the complainant and the accused will have the opportunity to meet and discuss the
allegations with the investigator and may offer any witnesses in support of their position to
the investigator during the course of the investigation. A student may be accompanied
during investigation meetings and discussions by one person (family member, friend, etc.)
who can act as an observer, provide emotional support, and/or assist the student in
understanding and cooperating in the investigation. The observer may not be an attorney,
unless otherwise required by local law. The investigator may prohibit from attending or
remove any person who disrupts the investigation in the investigator’s sole discretion.

3 The student who made the complaint and the accused shall be informed promptly in
writing when the investigation is completed, no later than 45 calendar days from the date
the complaint was filed. The student who made the complaint shall be informed if there
were findings made that the policy was or was not violated and of actions taken to resolve
the complaint, if any, that are directly related to him/her, such as an order that the accused
not contact the student who made the complaint. In accordance with school policies
protecting individuals’ privacy, the student who made the complaint may generally be
notified that the matter has been referred for disciplinary action, but shall not be informed
of the details of the recommended disciplinary action without the consent of the accused.
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4. The decision of the dean of student affairs or dean of academic affairs may be appealed
by petitioning the President's Office of South University. The written appeal must be made
within twenty calendar days of receipt of the determination letter from the dean of student
affairs or dean of academic affairs. The President, or his designee, will render a written
decision on the appeal within thirty calendar days from receipt of the appeal. The
President's decision shall be final.

5. Matters involving general student complaints will be addressed according to the Student
Complaint Procedures, a copy of which can be found in the Student Handbook.

For more information about your rights under the federal laws prohibiting discrimination, please

contact the Office for Civil Rights at the U.S. Department of Education or visit the website at
http://www.ed.gov/ocr.
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The Family Educational Rights and Privacy Act of 1974, as amended ("FERPA") sets out
requirements designed to afford students certain rights with respect to their education records. In
addition, it puts limits on what information South University may disclose to third parties without
receiving prior written consent from the student.

l. Procedure to Inspect Education Records

Students have the right under FERPA to inspect and review their education records. A
student who wishes to inspect and review his/her records should submit a written request to [insert
title(s) of appropriate school official(s), typically, Registrar]. The request should identify as
precisely as possible the records the student wishes to inspect. If the requested records are subject
to inspection and review by the student, arrangements for access will be made within a reasonable
period of time but in no case more than 45 days after the request was made, and the student will be
notified of the time and place where the records may be inspected. The school may require the
presence of a school official during the inspection and review of a student's records.

Certain limitations exist on a student's right to inspect and review their own
education records. Those limitations include, for example, the following: (i) financial information
submitted by parents; (ii) confidential letters and recommendations placed in their files prior to
January 1, 1975; (iii) confidential letters and recommendations placed in their files after January 1,
1975 to which the student has waived his or her right to inspect and review and that are related to
the student's admission, application for employment or job placement, or receipt of honors. In
addition, the term "education record™ does not include certain types of records such as, by way of
example, records of instructional, supervisory, administrative, and certain educational personnel
that are in the sole possession of the maker thereof, and are not accessible or revealed to any other
individual except a substitute.

When a record contains personally identifiable information about more than one student,
the student may inspect and review only the information that relates to him/her personally.

I1. Disclosure Of Educational Records

South University generally will not permit disclosure of personally identifiable information from
the records of a student without prior written consent of the student. Personally identifiable
information is disclosed (some items are mandatory, some discretionary) from the records of a
student without that student's prior written consent to the following individuals or institutions or in
the following circumstances:

1. To South University officials who have been determined by the school to
have legitimate educational interests in the records. A school official is
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a. a person employed by the school or its corporate parent in an
administrative, supervisory, academic or research, or support staff
position. This includes, but is not limited to human resources and
accounting staff for purposes of the tuition reimbursement plan; or

b. a person employed by or under contract to the school to perform
specific tasks, such as an auditor, consultant, or attorney, a person
on the Board of Trustees, or a student serving on an official
committee or assisting another school official.

Any school official who needs information about a student in the course of

performing instructional, supervisory, advisory, or administrative duties for

South University has a legitimate educational interest.

To certain officials of the United States Department of Education, the

Comptroller General of the United States, the Attorney General of the

United States, and state and local educational authorities in connection with

state or federally supported educational programs.

In connection with the student’s request for, or receipt of, financial aid

necessary to determine the eligibility, amounts or conditions of financial

aid, or to enforce the terms and conditions of the aid.

To organizations conducting certain studies for or on behalf of the school.

To accrediting commissions or state licensing or regulatory bodies to carry

out their functions.

To parents of a dependent student, as defined in Section 152 of the Internal

Revenue Code.

To comply with a judicial order or lawfully issued subpoena.

To appropriate parties in health or safety emergencies.

To officials of another school in which a student seeks or intends to enroll.

To an alleged victim of a crime of violence or a nonforcible sexual offense,

the final results of the disciplinary proceedings conducted by the school

against the alleged perpetrator of that crime or offense with respect to that
crime or offense.

To persons in addition to the victim of a crime of violence or nonforcible

sexual offense, the final results of the disciplinary proceedings described in

paragraph 10 above but only if the school has determined that a student is
the perpetrator of a crime of violence or non-forcible sexual offense, and
with respect to the allegation made against him or her, the student has
committed a violation of the institution’s rules or policies. (The school, in
such instances, may only disclose the name of the perpetrator -- not the
name of any other student, including a victim or witness -- without the prior
written consent of the other student(s)).

To a parent regarding the student’s violation of any federal, state, or local

law or of any rules or policy of the school governing the use or possession

of alcohol or a controlled substance if the school determines that the student
has committed a disciplinary violation with respect to that use or
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possession, and the student is under 21 at the time of the disclosure to the
parent.

13. Directory information (see Section IV below).

14.  Student Recruiting Information as requested by the U.S. Military. Student
recruiting information includes ONLY: name, address, telephone listing,
age or date of birth, class level, academic major, place of birth, degrees
received and most recent educational institution attended. It does not
include and South University will not provide: social security numbers,
race, ethnicity, nationality, GPA, grades, low performing student lists,
religious affiliation, students with loans in default, veteran’s status, students
no longer enrolled. Students who opt out of the directory also opt out of
student recruiting information.

I11.  Record of Requests for Disclosure

Except with respect to those requests made by the student themselves, those disclosures made with
the written consent of the student, or to requests by or disclosures to Art Institute of South
University officials with legitimate educational interests and disclosures of directory information
(or other exceptions described in the applicable regulations), The Art Institute of South University
will maintain a record indicating the parties who have requested or obtained personally
identifiable information from a student's education records and the legitimate interests those
parties had in requesting or obtaining the information. This record may be inspected by the
student.

IV.  Directory Information

South University designates the following information as directory information. (Directory
information is personally identifiable information which may be disclosed without the student's
consent):

Student's name

Address: Local, email and website

Telephone number (local)

Date and place of birth

Program of study

Participation in officially recognized activities

Dates of attendance

Degrees and certificates awarded

Most recent previously attended school

Photograph of the student, if available

Enrollment status (i.e., enrolled, continuing, future enrolled student, reentry,
leave of absence, etc.)

Student honors and awards received.

The height and weight of athletic team members
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Notice of these categories and of the right of an individual in attendance at South University to
request that his/her directory information be kept confidential will be given to the student
annually. Students may request nondisclosure of student directory information by specifying
nondisclosure, in writing, to the Office of the Registrar, South University 5355 Vaughn Road
Montgomery, AL 36116. Failure to request nondisclosure of directory information will result in
routine disclosure of one or more of the above-designated categories of personally identifiable
directory information.

V. Correction of Educational Records

Students have the right under FERPA to ask to have records corrected which they believe are
inaccurate, misleading, or in violation of their privacy rights. The following are the procedures for
the correction of records:

1. A student must ask the [insert title(s) of appropriate school official(s)] to
amend a record. As part of the request, the student should identify the part
of the record they want to have changed and specify why they believe it to
be inaccurate, misleading, or in violation of his/her privacy rights.

2. South University may either amend the record or decide not to amend the
record. If it decides not to amend the record, it will notify the student of its
decision and advise the student of the right to a hearing to challenge the
information believed to be inaccurate, misleading, or in violation of the
student's privacy rights.

3. Upon request, South University will arrange for a hearing and notify the
student reasonably in advance of the date, place, and time of the hearing.
The hearing will be conducted by an individual who does not have a direct
interest in the outcome of the hearing. That individual may be an official of
<school name>. The student shall be afforded a forum for the opportunity
to present evidence relevant to the issues raised in the original request to
amend the student’s education records. The student may be assisted by
other people, including an attorney.

4. The South University will prepare a written decision based solely on the
evidence presented at the hearing. The decision will include a summary of
the evidence, and the reasons for the decision.

5. If, as a result of the hearing, South University decides that the information
is inaccurate, misleading, or otherwise in violation of the privacy rights of
the student, it will (a) amend the record accordingly; and (b) inform the
student of the amendment in writing.

6. If, as a result of the hearing, South University decides that the information
in the education record is not inaccurate, misleading, or otherwise in
violation of the privacy rights of the student, it shall inform the student of
the right to place a statement in the record commenting on the contested
information in the record or stating why he or she disagrees with the
decision of the school.
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7. If a statement is placed in the education records of a student under
paragraph 6 above, South University will:
@) maintain the statement with the contested part of the record for as
long as the record is maintained; and
(b) disclose the statement whenever it discloses the portion of the record
to which the statement relates.

VI.  Student Right to File Complaint

A student has the right to file a complaint with the United States Department of Education
concerning alleged failures by South University to comply with the requirements of FERPA. The
name and address of the governmental office that administers FERPA is:

Family Policy Compliance Office

United States Department of Education

400 Maryland Avenue, S.W.

Washington, DC 20202-4605
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South University strives to create a welcoming environment and provide a clean and well-
maintained campus for the benefit of its students, faculty and staff. In order to balance the
reasonable needs of individuals who use the campus with our desire to create a healthy and clean
campus, the university maintains the following food and drink policy.
e Food and drink may be consumed in student lounges and outside eating areas,
e Food and drink may be transported or stored in closed containers in hallways, classroom,
and labs for use in one of the above approved areas at a later time.
e Only water in clear, plastic, re-sealable bottles may be consumed in classrooms, hallways
or laboratories. No other food or drink items are allowed in the classrooms.
What you can do to help create an environment to be proud of...
v Dispose of your food trash in the trash cans outside or in the student lounge.
v Report spills to custodial staff or administrative personnel as soon as possible.
v’ Cooperate with faculty and staff if they ask you to comply with the policy.

v’ Encourage fellow students and employees to take pride in their environment.

Students who are not abiding by the policy will be asked to take their food and drink outside.
Repeated abuse will result in disciplinary action.

Students or employees that have special health considerations should consult the dean of student
affairs for information on exceptions to this policy.
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1. Purpose — Policy Statement

The purpose of this document is to set forth the general policies and guidelines that define the
rights and obligations of South University faculty, staff, and students with regard to Inventions
and other Intellectual Property (as such terms are defined below) that result from their University
activities.

2. Objectives
South University has a responsibility for and an interest in the advancement of scientific
knowledge and creative work that will enhance its educational, research and service missions and

benefit the public it serves. The objectives of these regulations are fourfold:

2.1 to encourage the development of Intellectual Property for the best interest of the public,
the creator of the Intellectual Property, and the University; and

2.2 to provide timely disclosure and protection of Intellectual Property whether by
development, commercialization, or publication, or any combination thereof; and

2.3 to allow employees of South University maximum scientific and professional freedom
with respect to the method of disclosure and publication of their findings, consistent with any
contractual obligations of employment or sponsored research; and

2.4 to provide procedures for the protection of Intellectual Property through patents,
copyrights and trademarks, and for the licensing of Intellectual Property for commercial
application.

3. Definitions

For the purposes of this regulation, the following terms are defined as follows:

3.1 South University or the University: South University, any and all of its departments
and offices, and any foundation or related entity associated with the University.

3.2 Invention: A process, method, discovery, device, plant, composition of matter, or other
invention that reasonably appears to qualify for protection under the United States patent law
(utility patent, plant patent, design patent, etc.), whether or not actually patentable. An Invention
may be the product of a single inventor or a group of inventors who have collaborated on a
project.
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3.3 Creator: any faculty, staff, and other persons employed by South University, whether
full or part time; visiting faculty and researchers; and any other person, including students, who
create or discover Intellectual Property at the direction of the University or using University
resources.

3.4 Copyrightable Work: An original work of authorship which has been fixed in any
tangible medium of expression from which it can be perceived, reproduced, or otherwise
communicated, either directly or with the aid of a machine or device, such as books, journals,
software, computer programs, musical works, dramatic works, videos, multimedia products, sound
recordings, pictorial and graphical works, etc. A Copyrightable Work may be the product of a
single author or a group of authors who have collaborated on a project.

3.5 Trademark (including Service Mark): A distinctive word, design or graphic symbol, or
combination word and design, that distinguishes and identifies the goods and services of one party
from those of another, such as names or symbols used in conjunction with computer programs.

3.6 Tangible Research Property: Tangible items produced in the course of research
including such items as biological materials, engineering drawings, integrated circuit chips,
computer databases, prototype devices, circuit diagrams, and equipment. Individual items of
Tangible Research Property may be associated with one or more intangible properties, such as
Inventions, Copyrightable Works and Trademarks. An item of Tangible Research Property may be
the product of a single creator or a group of individuals who have collaborated on a project.

3.7 Intellectual Property: Collectively, all forms of intellectual property including but not
limited to Inventions, Copyrightable Works, Trademarks, and Tangible Research Property.

3.8 Institutional Works: Works created at the instigation of the University, under specific
direction of the University, for the University’s use, by a person acting within the scope of his or
her employment or subject to a written contract.

3.9 Policy: This South University Intellectual Property Policy.
4. Applicability

This regulation is applicable to (i) all persons employed by South University; and (ii) any persons
using South University facilities under the supervision of University personnel, including but not
limited to visiting faculty and adjunct faculty, unless the University negotiates special terms for
management of the work of such individuals. South University employees should not enter into
intellectual property agreements related to outside employment, such as consulting or summer
employment agreements, without affirmative notice to the prospective employer that the
intellectual property rights of South University cannot be subordinated to a third party consulting
or employment agreement. (For more information see South University’s Policy on Faculty
Consulting and Qutside Activities.)
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5. Copyrightable Works

5.1 Scholarly or Artistic Works. Notwithstanding any use of University resources or the
“work made for hire”” doctrine, the ownership of textbooks, scholarly monographs, trade
publications, maps, charts, articles in popular magazines and newspapers, novels, nonfiction
works, supporting materials, artistic works, and like works shall reside with the Creator(s).
However, unless these works are Institutional Works, any revenue derived from such works will
be distributed according to prior agreement with the University in accordance with Section 5.3 of
South University’s Policy on Faculty Consulting and Outside Activities. Except for textbooks,
the University shall have royalty-free use of the work within the University, unless otherwise
agreed in writing.

5.2 Manuscripts for Academic Journals.

5.2.1 Notwithstanding any use of University resources or the “work made for
hire” doctrine, the ownership of manuscripts for publication in academic journals shall
reside with the Creator(s) and any revenue derived from their works shall belong to the
Creator(s) (unless such works are Institutional Works).

5.2.2 If the manuscript is to be published, the Creator(s) shall request the right to
provide the University with a royalty-free right to use the manuscript within the University
in its teaching, research, and service programs, but not for external distribution, and, if
successful, the creator(s) shall grant such right to the University.

5.3 Student Academic Creations.

5.3.1 The ownership of student works submitted in fulfillment of academic
requirements shall be with the Creator(s). The student by enrolling in the University gives
the University a nonexclusive royalty-free license to mark on, modify, and/or retain the
work as may be required by the process of instruction, or otherwise handle the work as set
out in the course syllabus. The University shall not have the right to use the work in any
other manner without the written consent of the Creator(s). Where the creation is part of
any ongoing research or development project, the involved faculty or staff shall have the
right to use and to modify the creation for use within that project and related research
projects without additional consent of the Creator(s).

5.3.2 Students working on a project governed by a contract or agreement to
which the University is a party shall be bound by the terms of that contract or agreement.

5.3.3 Students who are hired to perform specific tasks that contribute to a
Copyrightable Work will ordinarily have no rights to ownership of that work, regardless of
the source of funds from which they are paid. In such cases, the party who owns the
copyright of the rest of the work will ordinarily retain copyright ownership of the portion
contributed by the student.
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5.3.4 Students working collaboratively with academic employees on projects that
result in a Copyrightable Work may be granted the same rights and obligations of
copyright ownership as would another academic employee working collaboratively on the
project. Students and academic employees should establish these rights at the outset of
their collaboration through authorization from that academic dean.

5.4 Institutional Works. The University shall retain ownership of Institutional Works.
Institutional Works include, by way of example on not limitation, (i) work assigned to
programmers, (ii) software developed for the University, and (iii) brochures, training programs,
CD-ROMs, videos, and manuals for which staff members are hired to develop. The University
owns all right, title and interest in such Institutional Works and the Intellectual Property related
thereto, except as provided in prior written agreements between the University and Creator(s) of
such works.

5.5  Works Developed with Significant Use of University Resources. Copyrightable
Works that are not Institutional Works but are works that are developed with integral and
significant use of funds, space, hardware, or facilities administered by the University, where use
was essential and substantial rather than incidental, shall be owned by the University. In addition,
Copyrightable Works that are not Institutional Works but are works that are developed in the
course of or resulting from research supported by a grant or contract with the federal government
(or an agency thereof) or a nonprofit or for-profit nongovernmental entity, or by a private gift or
grant to the University, shall be determined in accordance with the terms of the sponsored grant or
contract, or in the absence of such terms and to the extent consistent with copyright law, shall be
owned by University. The University recognizes and affirms the traditional academic freedom of
its faculty and staff to publish pedagogical, scholarly or artistic works without restriction. In
keeping with this philosophy, the University will not construe the provision of offices or library
facilities as constituting significant use of University resources, except for those instances where
the resources were furnished specifically to support the development of such Copyrightable
Works.

5.6 Disclosure, Assignment and Protection.

5.6.1 Creators of Copyrightable Works that are not owned by the University
under this Policy, own the copyrights in their works and are free to publish them, register
the copyright, and to receive any revenues which may result therefrom.

5.6.2 Creators of Copyrightable Works that are not Institutional Works but are
works that are owned by the University under paragraph 5.5 shall promptly disclose to the
University any work of authorship covered by this Policy (including those made under
sponsored research or cooperative arrangements). Disclosure shall be made on a disclosure
form prescribed by and available from the University. Such persons shall cooperate with
the University to the best of their ability in protecting intellectual property rights in the
work of authorship. Furthermore, upon request by the University to perfect intellectual
property rights, such persons shall (i) warrant that, to the best of his/her knowledge, the

Student Handbook 2011-2012 Page 71



work does not infringe upon any existing copyright or other legal rights, that work not
identified as quotations is the expression or creation of the author, and that necessary
permission for quotation and the use of third party works has been obtained; and (ii)
execute such documents as the University may reasonably require to perfect the

University’s rights in such works. Notwithstanding the foregoing, the University will

process federal registration for University-owned Copyrightable Works when the
University concludes that such University-owned Copyrightable Works should be licensed
for commercial exploitation or when registration is required under terms of a sponsored
agreement.

5.7 Software. For purposes of this Policy, Software includes computer programs,
computer databases, documentation, source code, source code listings, design details,
algorithms, processes, flow charts, formulae and any related materials that would enable
the software to be reproduced, recreated or recompiled.

5.7.1 University-Supported Efforts. Rights to Software developed by a Creator
shall vest in the University, when there was any support of the Creator(s)’ efforts through
use of University funds, facilities, personnel or other resources. In this case the Creator(s)
will share in University-earned income according to the allocation described below.

5.7.2 Sponsor-Supported Efforts. A grant or contract between a sponsor and the
University usually contains specific provisions with respect to the disposition of rights to
Software, and such prior contractual obligations may define the disposition of Software
developed during the project. In the absence of any such provisions, rights to Software
developed by a Creator shall vest in the University. In those cases in which Software
ownership rights are vested in the University, or in cases in which income is shared
between the sponsor and the University, the developers will share in University earned
income according to the allocation formula described below.

5.7.3 Software as Patentable Subject Matter. In recent years, the United States
Patent and Trademark Office has determined that software which meets certain technical
and legal criteria may be patentable. In the case that software originally disclosed as a
Copyrightable Work subsequently is determined to be patentable subject matter, and the
University component chooses to seek patent protection for the software, then such
software shall be managed under this Policy as an Invention.

Inventions and Patents

6.1  General. All Inventions (i) conceived or reduced to practice in the conduct of

University research, (ii) that result from an individual’s employment responsibilities, and/or (iii)
that result from support from University-administered funds, facilities or personnel shall be belong
to the University. For the purpose of this Policy, University research includes all scholarly
research conducted in the course of the Creator(s)’s University employment including
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performance of research sponsored by the University or an external agency/corporation or with
University facilities or resources. South University shall have sole right to determine the
disposition of such Inventions. In making such a determination the University will act in a
manner, which in the judgment of the University, is in the best interests of the University, its
Creators, its research sponsors and the public.

6.2 Disclosure and Assignment. All persons subject to this Policy shall promptly
disclose to the University any Invention covered by this Policy, including those made under
sponsored research or cooperative arrangements. Disclosure shall be made on the disclosure form
attached to this Policy as Appendix A. Such persons shall cooperate with the University in
protecting intellectual property rights in the Invention, to the best of their ability. All Creators
shall execute appropriate assignments and/or other documents required to set forth effectively the
ownership and rights to Inventions.

6.3 Ownership.

6.3.1 University-Supported Efforts. Rights to Inventions developed by Creators
shall vest in the University when there was support of the Creator(s)’s efforts through use
of University funds, facilities, personnel or other resources. In this case the Creator(s) will
share in University-earned income according to the allocation formula described below.

6.3.2 Individual Efforts. An Invention unrelated to an individual's employment
responsibilities that is developed on his or her own time without University support or use
of University facilities is not owned by the University. In such cases the University shall
make no claim on royalties.

6.3.3 Sponsor-Supported Efforts. Ownership of an Invention developed in the
course of or resulting from research supported by a grant or contract with the federal
government (or an agency thereof) or a nonprofit or for-profit nongovernmental entity,
shall be determined in accordance with the terms of the sponsored grant or contract, or in
the absence of such terms, shall be owned by the University. In the case of Government-
supported research, the Bayh-Dole Act and subsequent amendments and federal
regulations provide the basis for current University technology transfer practices.
Accordingly, while the University is assigned the rights to Intellectual Property generated
during the course of federally-sponsored research activities, the Government retains the
option to claim ownership under certain circumstances. In the event that the Government
does not exercise its option (the usual circumstance) and regardless of ownership, the
Government retains a non-exclusive, non-transferable, irrevocable, royalty-free, worldwide
license to the Invention or to Copyrightable Works produced under Government
sponsorship. In those cases in which all patent rights are vested in the University, or in
cases in which income is shared between the sponsor and the University, the inventors will
share in University-earned income according to the allocation formula described below.

6.4 University Decisions on Disclosed Inventions
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6.4.1 Patent Committee. A Patent Committee, appointed by the Chancellor and
whose membership will represent both faculty and administration, will make decisions on
behalf of the University as to whether to seek intellectual property protection on disclosed
Inventions. This committee will make every effort for prompt decisions, consistent with
faculty publication and other obligations; the committee will establish procedures which
empower the University to meet time-contingencies through the use of provisional
applications or other appropriate measures. The policy recognizes, however, that
technology evaluation procedures and prior art assessments can be complicated by a wide
variety of factors. The committee shall inform Creators in writing of the status of their
disclosure at intervals of no less than 90 days; in no case will the University take longer
than one year to make a decision whether to file.

6.4.2 Assignment of Right Ownership to Creator(s). Should the University decide
not to pursue patent protection, upon request, the University will assign to the Creator(s)
the rights to the Invention, subject only to sponsor restrictions. In all cases in which the
Invention is assigned to the inventor, the University will retain the rights to a non-
exclusive, non-transferable, irrevocable, royalty-free, worldwide license to the Invention
for research and educational purposes.

7. Distribution of Income

7.1  General. Revenue received by the University generated through income or other
exploitation of University-owned Inventions or Software shall be distributed in a manner that
recognizes the efforts and contributions of the Creator(s). The University will maintain a detailed
accounting for all expenditures and receipts associated with each disclosed Invention or Software
and will manage the distribution of income according to this Policy.

7.2 Distribution. Income shall be distributed as follows:

7.2.1 100% to the University until all its out-of-pocket expenses associated with
the protection and exploitation of the Invention or Software have been reimbursed, such
expenses include fees associated with patent filing and copyright registration and any other
continuing costs associated with the licensing or other commercialization of the
Intellectual Property.

7.2.2  Thereafter, income received by the University is distributed as follows:

40% to the Creator(s) (or their heirs);

20% to the organizational unit (the department or school) listed as the sponsoring
unit by the Creator at the time of the invention disclosure;

40% to the University.
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7.2.3 In the absence of an agreement to the contrary, income will be split equally
among the multiple Creators. However, the Creators may enter into an agreement among
themselves that specifies a different distribution formula that takes into account the
differential contributions of the individual Creators. This income distribution agreement
should be submitted to the University at the time of filing of the invention disclosure to the
University. In the absence of such an agreement, the University's policy will be equal
income payments to all Creators.

7.3 Institutional Works. The Creator(s) of Institutional Works shall exercise no rights
in such works and shall receive no proceeds from the sale, assignment, licensing, or use of such
works, except as provided in prior written agreements between the University and the persons who
create those works.

7.4  Tangible Results of Research Proceeds. To the extent allowed by law, where any
Tangible Results of Research is not within the scope of the claims of a patent, patent application
or copyright, each Creator of such Tangible Results of Research shall share in any net proceeds or
annual income to the same extent a Creator shares in income pursuant to Section 7.2,

8. Trademarks

In most situations, a Trademark identifies an item of Intellectual Property, such as a computer
program or a plant variety. In other situations, a Trademark identifies an educational, service,
public relations, research or training program of the University. The University owns all right, title
and interest in Trademarks related to an item of Intellectual Property owned by the University, or
to a program of education, service, public relations, research or training program of the University.
All income from the licensing of a Trademark shall belong to the University.

9. Agreement of the Parties

This Policy constitutes an understanding that it is binding on the University, and its academic and
non-academic employees, students and others as a condition for their participation in University
research, teaching and service programs or their use of University resources. Furthermore, to
avoid any potential for a conflict of interest, members of the University may not enter into a
consulting agreement that is in conflict with the policies described here, and must provide
affirmative notice to any outside prospective employer that the Intellectual Property rights of the
University cannot be subordinated to any third party consulting or employment agreement.
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The unauthorized distribution of copyrighted material, including unauthorized peer-to-peer file
sharing, may subject students and individuals to civil and criminal liabilities. Almost all of the
music, movies, television shows, software, games and images found on the Internet are protected
by federal copyright law. The owner of the copyright in these works has the right to control their
distribution, modification, reproduction, public display and public performance. It is generally
illegal therefore to use file sharing networks to download and share copyrighted works without the
copyright owner’s permission unless “fair use” or another exemption under copyright law applies.

Fair use under the federal Copyright Act allows the use without permission of copyrighted material
for the purpose of criticism, comment, news reporting or teaching under certain limited
circumstances. There is no blanket exception from liability for students or employees of
educational institutions, however, and whether the use of copyrighted material without permission
falls within “fair use” or one of the other exceptions in the Act depends on a very detailed, case-
by-case analysis of various factors. Students should be aware that sharing music, videos, software
and other copyrighted materials is very likely not to be considered a “fair use” and therefore may
be a violation of the law.

A violation of the institution’s policy for use of its information technology system can result in
termination of network access for the student and/or other disciplinary action including removal of
the student from the institution. Moreover, there are severe civil and criminal penalties for
copyright infringement under federal law. A copyright owner is entitled to recover actual damages
and profits resulting from an infringement, but also may recover statutory damages ranging from
$750 to $30,000 per work for a non-willful infringement and up to $150,000 for a willful
infringement, even if there is no proof of actual damages, in addition to court costs and reasonable
attorneys’ fees. The government also can file criminal charges that can result in fines and
imprisonment.

EDMC’s policies in regard to copyright infringement via the Internet prohibit the illegal
downloading or unauthorized distribution of copyrighted materials using the institution’s
information technology system. EDMC’s policies prohibit use of the EDMC computer network to
engage in illegal copying or distribution of copyrighted works such as by unauthorized peer-to-
peer file sharing (i.e., the sharing of copyrighted works, typically in digital or electronic files,
without permission.
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INTRODUCTION

South University is providing the following information to all of its employees and students as part of
the South University commitment to safety and security pursuant to the requirements of the federal
Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act. If you should
have questions about any of the information provided in this report, please contact the President,
South University, 5355 Vaughn Rd, Montgomery, AL 36116. Phone number is (334) 395-8800.

Alternative formats of this publication are available upon request. This document is available on
computer disk to students with print disabilities. For more information on alternative formats, contact
the dean of student affairs.

CAMPUS SECURITY AND CRIME PREVENTION POLICY

South University’s Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Report are distributed to every student and employee on an annual basis and are
available to prospective employees and students at their request. Employees receive a copy during
their initial orientation and again in September of each year. The report is made available to all
students in the student break room in September of each year. The report is available on the
internet and all continuing students and employees receive a post card with the exact web address
for the report.

REPORTING CRIMES AND EMERGENCIES

A safe environment is everyone’s responsibility. Students, faculty and staff are encouraged to
report all criminal acts, suspicious activities, or emergencies promptly, and have the right to report
these matters confidentially. Victims of, or witnesses to, a crime are encouraged to file a report of
the incident. Reports can be filed on a voluntary, confidential basis for inclusion in the annual
disclosure of crime statistics by contacting the South University’s dean of student affairs. Reports
are kept in a secure location in the president’s office. Names of victims or witnesses are not
disclosed in the crime report. It is the policy of South University that all criminal acts or other
emergencies be properly documented and reported to local authorities as required by law.

Students and employees should promptly report all criminal actions and emergencies occurring on
or around South University facilities to Pat McCormick, dean of student affairs, in person or by
calling (334) 395-8821. If the dean of student affairs is not available, you may contact Mr.
Biebighauser, the president at 395-8800, or the security guard, and the Montgomery Police
Department by dialing 911.

All criminal activity is documented by the completion of an Incident Report and is reported to
local police agencies and the dean of student affairs. Criminal activity might include, but is not
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limited to, burglary, motor vehicle theft, aggravated assault, robbery, sexual offense, hate crimes,
gender crimes or murder.

In the event of fire or medical emergencies, staff and employees should contact the Montgomery
Police by dialing 911 and then notify the dean of student affairs.
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NOTIFICATION OF CAMPUS COMMUNITY REGARDING EMERGENCY RESPONSE
AND EVACUATION PROCEDURES

In the event of the need to notify the campus community of a significant emergency or dangerous
situation involving the immediate threat to the health or safety of students or staff, a mass e-mail can
be sent to all personnel using their assigned South University e-mails. A telephone alert will be
activated to include the president, dean of academic affairs, dean of student affairs, director of
admissions, director of financial aid, registrar, business officer and security officer. Procedures for
emergency response and evacuation will be publicized annually to students and staff, and tested on an
annual basis. A Comprehensive Safety Plan also exists for emergencies of various types on campus
will be publicized annually to students and staff and may also be obtain in the dean of student affairs
office. Alert Find will be activated in Fall 10. Alert Find is a system that provides for the automatic
notification of all students, staff and faculty of situations described above. The notification procedures
implemented in Alert Find will be publicized at student orientations, via emails and various web sites
of the university. Alert Find will be tested at least twice annually.

POLICIES FOR PREPARING THE ANNUAL DISCLOSURE OF CRIMINAL STATISTICS
All incidents are reported and documented on the Incident Report, which is sent to the president
Reports are kept in a secure location in the president’s office. The annual crime report is prepared
by gathering campus crime statistics and data from local and state police and sheriff departments,
and other relevant information by the president.

SECURITY AND ACCESS TO THE UNIVERSITY

It is the policy of South University that access to campus facilities be limited to authorized
personnel, students and invited visitors. Visitors are at all times subject to South University
policies and conduct codes. Students and employees are responsible for the conduct of their
guests at all times. Students, staff and faculty are required to use their ID card to gain access into
the facility.

ACCESS TO ACADEMIC BUILDINGS
South University provides students and staff with a well-maintained campus that emphasizes
safety and comfort. Buildings and parking areas are well lit, with security personnel provided
after dark. Access to all buildings is limited, particularly during evening class hours. All students
have been issues a Student ID card. To reduce the chance of potential problems, students are asked
to follow common sense safety procedures, which are covered at orientation and in the student
handbook. All campus community members are asked to cooperate in maintaining a safe campus.
The following suggestions are made in order to improve the overall security of the campus:

e Do not leave purses, wallets, or books unattended at any time.

e Always lock your car. Do not leave valuable items visible in parked cars.

e Bicycles should be locked when not in use.

e Walk in pairs on campus after dark.

e Report suspicious behavior immediately.

CAMPUS LAW ENFORCEMENT
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Persons employed as security personnel on the campus at 5355 Vaughn Road are instructed in
security problems, specific school rules and regulations, and the proper procedures of how to enforce
them. These procedures and rules and regulations are reviewed periodically to ensure that security
needs are being met. Security personnel on campus report directly to Victor Biebighauser, president,
(334) 395-8800.

Armed security personnel at the school building are there at the direction of South University, and are
to assist students, faculty and staff of the school. Someone is on duty during the hours of 5:00 p.m.
until closing Monday — Thursday, and 8:00 a.m. — 4:30 p.m. on Saturday when classes are in session.
They are responsible for ensuring that persons entering the building are employees, students, and their
families or invited guests. They are authorized to request identification from those individuals, who
are unfamiliar to them, and identification is required of all individuals arriving or leaving after the
building is secured. They have the authority to evict unauthorized persons from the premises.
Students are advised to carry their university photo ID card at all times and to present them upon
request. Security personnel may not make arrests, but are instructed to promptly contact the president
or the Montgomery Police Department if any illegal activity occurs.

RELATIONSHIPS WITH LOCAL AND STATE POLICE

South University is located in Montgomery, Alabama. South University maintains a close working
relationship with the Montgomery Police Department with periodic contact initiated by the South
University personnel to ensure that South University is aware of criminal offenses and arrests
occurring on or near the campus so that they can be properly reported, and if necessary, provide
for timely warning reports on crimes that represent a continuing threat. Timely warning reports are
provided by announcement read in class and postings on the bulletin boards in the break room and
classrooms.

PROGRAMS TO INFORM STUDENTS AND EMPLOYEES ABOUT CAMPUS
SECURITY

All new South University employees and students are instructed on crime awareness, prevention and
campus security during orientation, and encouraged to take responsibility for their own security, a
well as their fellow classmates. The orientation program, which takes place four times per year,
includes a description of campus security policies and procedures, suggestions on how to avoid
becoming a crime victim, evacuation plans at the main campus and procedures for reporting any
criminal activity or emergency. The program encourages students and employees to be responsible
for their own security and the security of others. South University has no formal policy in place that
allows victims or witnesses to report crimes on a voluntary, confidential basis for inclusion in the
annual disclosure of crime statistics. However, names of victims or witnesses that provide
information on criminal offenses are not disclosed in the annual disclosure of crime statistics and are
maintained by the president in a secure location.
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PROGRAMS TO INFORM STUDENTS AND EMPLOYEES ABOUT THE PREVENTION
OF CRIMES

The university may also provide in-service programs designed to heighten awareness of crime and its
prevention. These in-service programs may be conducted by local law enforcement officials two
times per year. Topics included in these informational programs are personal safety, living in a city,
crime prevention, basic safety, and neighborhood watch programs. In addition to the annual campus
security report, students and staff are notified of specific security concerns as they arise throughout
the year.

In the event South University, working with local police and/or campus security personnel,
determines that a particular criminal offense continues to be a threat to the campus community, it will
notify the campus community by bulletin board notices, notices read by instructors in classrooms, and
notices in the student newsletter.

Students are requested to review the university’s Student Handbook where sections discussing Crime
Awareness and Campus Security and Student Conduct Policy can be found. Employees are
requested to review the university's Employee Handbook where information regarding Standards of
Conduct and Safety can be found.

OFF-CAMPUS STUDENT ORGANIZATIONS
At the present time, South University does not have any off-campus student organizations.

DRUG AND ALCOHOL POLICIES
In keeping with section 120(a) through (d) of the Higher Education Act of 1965, as amended,
including the Drug-Free Schools and Communities Amendments of 1989 (Public Law 101-226), a
“Drug Free Schools and Campuses” publication, the Drug Prevention Policy, is provided to
everyone at South University annually.

Pursuant to federal and state drug laws, students are prohibited from the unlawful manufacture,
distribution, possession, sale or use of illicit/illegal drugs. South University also enforces state
laws regarding underage drinking. This prohibition applies while on the property of the school or
when participating in any institutional activity. Students or employees who violate this policy will
be subject to disciplinary action up to, and including, expulsion from school or termination of
employment.

MISSING PERSON NOTIFICATION POLICIES AND PROCEDURES

Any student believed to be missing from the campus unexpectedly for 24 hours shall be immediately
reported to the dean of student affairs or president. It is the policy of South University that the student
affairs department will investigate any report of a missing person filed with the office that is filed by
someone with knowledge of that student being missing or otherwise not where s/he is expected to be. This
report may be filed by a parent/guardian or other family member of the person, by a roommate, a staff
member (including student staff), faculty, employment supervisor, or anyone else with information that
indicates the person is missing. The student affairs department will conduct an initial investigation to
determine if the person appears to be missing, or has simply changed her or his routine unexpectedly, and
whether or not there is reason to believe the person is endangered.
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The student affairs department will check student’s class schedules, interview fellow students and faculty,
and use other methods to determine the status of a missing person. From this initial investigation, the scope
will continue to expand to make attempts to determine the location of the person reported missing to assure
she/he is safe.

Each student at South University can identify, through the new student housing orientation, a designate
person or persons that the College can contact in the event that the student is reported missing. This person
would be contacted within 24 hours of a missing person report being filed with student affairs. Note that
this contact information is confidential and is shared only with College administrators who would have
responsibility for making connections with emergency contacts in the event of a determined emergency.
The contact information will also be disclosed to the local law enforcement agencies in furtherance of a
missing person investigation.

Should the student affairs department not be able to locate a person reported missing within twenty-four
(24) hours of the report, the dean of student affairs would then notify your designated ‘missing person’
emergency contact.

« In the event that no separate emergency contact is identified, a parent or guardian as listed in college
records will be contacted.

» Students should be sure that this contact knows how to reach the student in the case of an emergency, and
have a general idea of the student’s general daily routine and any travel plans.

* This person should be someone you trust to aid officers in determining your whereabouts, or verifying
that further investigation and/or entry into national missing person databases is warranted.

Regardless of whether the student has identified a contact person, is above the age of 18, or is an
emancipated minor, the student affairs department will immediately notify local law enforcement agencies
within this 24 hour window, as well as any other agencies where the missing student may be.

NOTE FOR STUDENTS UNDER AGE OF 18 AND NOT EMANCIPATED: For any student under
the age of 18and who is not emancipated, the College must notify a custodial parent or guardian no later
than 24 hours after the time the student is determined to be missing.

For any situation in which a missing person is believed to be endangered, this notification will be made as
early as possible while officers are continuing to investigate.

FIRE EVACUATION POLICY

College Policy on Reporting of Fires: Any member of the community who becomes aware of any active
or past fire must notify the dean of student affairs immediately.

Every person in the building, including staff, faculty, students, visitors, and contractors where the fire alarm
is sounding, regardless of known or suspected cause, is required to evacuate immediately. Persons
evacuating must leave via the closest exit. Any equipment that could cause a fire should be turned off
before exiting if it can be done quickly and safely. All occupants will assemble at a safe distance from the
building and await further instructions from fire authorities and/or the dean of student affairs.. No occupant
will re-enter a building until clearance is given by fire authorities and/or the dean of student affairs.
Prohibited Items in School Sponsored Housing:

Items prohibited in the campus housing include, but are not limited to:

» Candles, incense, open flames
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* open heating coils

* hookahs

e grills

» Smoking is prohibited in all school sponsored housing and all academic and administrative buildings.

Community Responsibilities

Additionally, all members of the school sponsored housing community are required to:

« Participate in all fire drills and promptly leave a building when the fire alarm sounds. Follow any
instructions of the department of student affairs or fire officials during a drill or an actual alarm. In 2009,
there were no fire drills performed as the school sponsored housing is established as of October 2010.

* Report any condition that creates a fire hazard (trash in the corridors or stairwells, missing fire
extinguishers, blocked floor exits or stairwells, etc.) to the department of student affairs.

» Know where the fire extinguishers are located. Learn how to operate them. If you need training, contact
the Facilities Management Department.

» Know the location of the fire alarms and how to activate them.

» Know where the nearest exits are and be prepared to use an alternative exit, if necessary. Plan how you
would escape through each of these exits in case of a fire.

» Know the location of the fire stairwells.

* Never use an elevator to evacuate a building.

« If you become trapped, dial 911 from a cell phone and alert the dispatcher to your location.

What should I do if I discover a fire?
Any person who discovers a fire, smoke, or an unusual amount of heat should do the following:

1. Pull the nearest fire alarm. If there is no nearby fire pull station, call 911

2. Exit the building immediately; notify those in the immediate area of the danger.

3. Never use the elevator; use the stairways.

4. Assist in removing any person needing assistance from the immediate area to the stairwells to wait
for fire department personnel (or to the outside if that can be done safely). However, never place
yourself in danger.

5. Assemble outside your building at the predetermined location.

6. Follow the instructions given by the Student Affairs Officials and the Montgomery Fire Department
personnel.

PROGRAMS AND PROCEDURES REGARDING SEXUAL ASSAULT

Educational programs promoting the awareness of rape, acquaintance rape, and other sex offenses
may be presented periodically by the student affairs department. Guest speakers may present
discussions on rape awareness, reducing the risk of being a rape victim, and what to do if you are
attacked. Brochures on sexual assault issues are available in the student break room. Should a student
be sexually assaulted, it is the student(s) option to notify the appropriate law enforcement authorities,
including on-campus authorities and local police. At the student’s request, security, dean of student
affairs, or the president will assist in notifying the proper authorities. Victims of sexual assault or
rape should follow these recommended steps:

Go to a safe place following the attack.
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Do not shower, bathe or destroy any of the clothing you were wearing
at the time of the attack.

Go to a hospital emergency room for medical care.
Make sure you are evaluated for the risk of pregnancy and venereal disease.

(A medical examination is the only way to ensure you are not injured, and it could
provide valuable evidence should you decide to prosecute.)

Call someone to be with you, you should not be alone.

It is also recommended that victims call the Rape Crisis Hotline at 213-1227. It is open 24 hours a
day and their counselors can help answer medical and emotional questions at any hour and in
complete confidence. Reporting the rape to the police is up to the victim, but it is important to
remember that reporting a rape is not the same as prosecuting a rape. Victims are strongly encouraged
to call the police and report the rape. If the victim requests, South University will assist in identifying
off-campus counseling or mental health services available. After any campus sexual assaults are
reported, the victims of such crimes have the right to request that South University personnel take
steps or actions reasonably feasible to prevent any unnecessary or unwanted contact or proximity
with alleged assailants, including the transfer of classes.

Other rape crisis centers or mental health agencies available to assist a victim of sexual offenses
include: Domestic Abuse Crisis Line at 263-0218.

DISCIPLINARY ACTION AND SANCTIONS

On-campus disciplinary procedures against students will be in accordance with the South University
published Student Conduct Policy. Both the accuser and the accused are entitled to have others
present during a disciplinary proceeding. Both will be informed of the outcome of any campus
disciplinary proceeding. For this purpose, the outcome of a disciplinary proceeding means only the
South University final determination with respect to the alleged sexual offense and any sanction that
is imposed against the accused. Sanctions, which may be imposed following a final determination of
a disciplinary proceeding regarding rape, acquaintance rape, or other forcible or non-forcible sex
offenses, may include warning, probation, suspension or dismissal.

INFORMATION REGARDING REGISTERED SEX OFFENDERS

Information regarding registered sex offenders under section 170101 (j) of the Violent Crime
Control and Law Enforcement Act of 1994 is available with the Montgomery Police Department,
located at: 320 N. Ripley Street, Montgomery, AL 36104

Additional information can be obtained by calling the police department at (334) 241-2708.
OR:

Information regarding registered sex offenders under section 170101 (j) of the Violent Crime
Control and Law Enforcement Act of 1994 is available on-line at:

Student Handbook 2011-2012 Page 84



http://www.dps.state.al .us/

On-campus computer labs with Internet access are available for you to view the above website in
the library, Room 111, and Room 112.

CRIME STATISTICS

The following statistics are provided for your information in compliance with the Jeanne Clery
Disclosure of Campus Security Act and Campus Crime Statistics Act. South University prepares
the crime statistics annually by gathering all reported data and preparing a report for its employees
and students. Moreover, local/state police agencies are contacted by the president and/or the dean
of student affairs annually to maintain a working relationship and formulate statistics for the
annual crime statistics report. Set forth in the first box below are statistics available to the
university concerning the occurrence on the university’s campus which were reported to local
police agencies. The second box below sets forth available statistics concerning the number of
criminal offenses in relation to hate crimes on the university’s campus, non-campus buildings and
property, and public property. Finally, in the third box arrests and “referrals for campus
disc