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INTRODUCTION

Students as citizens of local, state, and national governments, and members of an academic community, are expected to conduct
themselves in a law-abiding manner at all times. Admission to Helena College carries with it special privileges and imposes special
responsibilities apart from those rights and duties enjoyed by non-students. Accordingly, the college has developed regulations and
policies pertaining to students and to student organizations outlined in this Student Code of Conduct. These regulations are necessary
to provide an environment that is conducive to the intellectual and personal development of all members of the campus community.
Students or organizations accused of violating the Code have certain substantive and procedural rights that are cited in this document.
Any student or organization found to be in violation of an established policy or regulation of the college is subject to misconduct action
according to the provisions outlined in the Code.

In recognition of the special relationship that exists between Helena College and the academic community, which it seeks to serve,
the Montana Board of Regents has delegated the authority to take such action as may be necessary to preserve the integrity of the
institution and its educational environment to the Dean/CEO of the college. The Executive Director of Compliance & Financial Aid is
responsible for the procedural administration of the Student Code of Conduct for all general and academic conduct.

ADMINISTRATIVE VS. LEGAL PROCEEDING

The procedures described in this Code are administrative procedures designed to create opportunities for members of the campus
community to evaluate alleged violations and determine appropriate sanctions if necessary. They are not legal proceedings. Although
many elements of the law (such as due process) influence and inform our campus disciplinary proceedings, our procedures do not
follow all the rules and procedures of a formal legal proceeding, nor are they intended to.

DEFINITIONS
COLLEGE shall mean Helena College.

STUDENT shall mean any person who is enrolled at the college for any academic term, whether full or part-time, pursuing undergradu-
ate studies or a person accepted for admission or readmission to the college. A person who has completed an academic term and who
can be reasonably expected to enroll for the following term or a person under suspension from the college shall also be considered a
student.

COLLEGE COMMUNITY shall include the faculty, staff, and students of Helena College and all property and equipment of the college.

RELATIONSHIP OF HELENA COLLEGE CONDUCT PROCESS TO THE LEGAL/CRIMINAL JUSTICE PROCESS

All members of the Helena College University of Montana community are also accountable to relevant state and federal laws applica-
ble to our larger community and society. Alleged violations of Helena College Student Conduct Code that are also violations of state
or federal laws can be prosecuted separately through the legal system and, if the student is found guilty, can result in civil or criminal
penalties such as probation, fines, jail, and/or prison.

The Helena College conduct process, however, operates separately and independently from the criminal justice process. This means
that the College does not need to wait for a student to be charged and/or convicted in a court of law before pursuing its own investi-
gation through the Conduct Code and imposing relevant College sanctions when applicable. Helena College makes no attempt to shield
members of the campus community from the law, nor does it automatically intervene in legal proceedings against members of the
College community. Because Helena College’s proceedings are administrative and not legal proceedings, the College may use infor-
mation from third party sources, such as law enforcement agencies, the courts, and other witnesses to help determine whether the
Conduct Code has been violated.

When a complaint is filed with an appropriate Helena College official alleging a violation of the Student Conduct Code, the College is
responsible for conducting an investigation, initiating charges, determining whether violations occurred, and imposing appropriate
sanctions if necessary. In cases where one student (the “complainant”) files a complaint against another student (the “respondent”),
the College may proceed with the case on the basis of other evidence and testimony, even if the complainant does not wish to partic-
ipate or continue in the process.

JURISDICTION OF HELENA COLLEGE AND APPLICATION OF THE CODE OF CONDUCT TO OFF-CAMPUS
OFFENSES

The jurisdiction of Helena College is generally limited to conduct that occurs on College premises or at College-sponsored activities. In
some circumstances, proceedings under the Student Conduct Code may be initiated when a student is alleged to have engaged in
behavior off-campus that directly or seriously threatens the health or safety of members of the campus community, and/or constitutes
a criminal offense under Montana or federal criminal laws.
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The Executive Director of Compliance & Financial Aid or designee, with the advice and counsel of other appropriate administrative
officials, submits a recommendation to the Campus Dean/CEO who decides whether an off-campus case will be pursued.

HELENA COLLEGE POLICIES

In addition to the code of conduct, students are expected to follow all Helena College Policies. (https://helenacollege.edu/cam-
pus facilities/policiesprocedures/default.aspx)

PROCESS FOR ADDRESSING DISRUPTIVE OR DANGEROUS BEHAVIORS

Nationally, college campuses are seeing growing trends regarding more serious mental health issues and increased unsafe behaviors
leading to harm or death. As a result, Helena College has created a CARE team, or Crisis Assessment Risk Evaluation. In order to
promote the safety and wellness of the University community, and the CARE team addresses behaviors that are disruptive or concern-
ing, which may include mental health and/or safety issues.

The CARE team is a multi-disciplinary team comprised of College officials with the responsibility of discussing, assessing, and respond-
ing to reports of students who are demonstrating disruptive or concerning behaviors. The CARE team utilizes a core group of members
who meet and assess issues of safety and welfare. The CARE team is designed to be a centralized entity that is proactive in providing
swift, coordinated, caring, and developmental intervention to members of the campus community prior to, or following crisis.

Referrals to the CARE team can be made by any faculty, staff, student, or community member who has a concern for a person’s safety
or welfare.

If necessary, reports can be taken anonymously. In the case of a report of imminent or unusually high risk, members of the CARE team
may be called to meet immediately to conduct an assessment, or it may be dealt with directly by law enforcement. In the event of an
emergency, please call 911. Make a CARE Referral. (https://cm.maxient.com/reporting.php?HelenaCollege)

Contact for the HC CARE Team:

Katelynn Eberhardt
Director of Student Wellbeing and Engagement
406-447-6962

Email: katelynn.eberhardt@helenacollege.edu

4|Page


file:///C:/Users/hce016510/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/8CERQ11Y/Policies
https://helenacollege.edu/campus_facilities/policiesprocedures/default.aspx
https://helenacollege.edu/campus_facilities/policiesprocedures/default.aspx
https://cm.maxient.com/reporting.php?HelenaCollege
https://cm.maxient.com/reporting.php?HelenaCollege
mailto:katelynn.eberhardt@helenacollege.edu

STUDENT RIGHTS

Helena College recognizes that its students retain the rights provided by the United States and Montana Constitutions, federal and
state statutes, and other applicable college policy, while attending the college. The provisions of the Student Code of Conduct are
intended to be consistent with these rights and to limit or restrict only conduct that exceeds the responsible exercise of rights recog-
nized by law. The following rights are specifically recognized and implemented in the Code:

STUDENT ACADEMIC FREEDOM

Freedom to teach and freedom to learn are inseparable facets of academic freedom. The freedom to learn depends upon appropriate
opportunities and conditions in the classroom, on the campus, and in the larger community. Students should exercise their freedom
with responsibility and adhering to the current Helena College policies and procedures.

Students are afforded freedom of expression, protection against improper academic evaluation and disclosure of records. Students
are free to associate and develop community, expressions and inquiry. Students are free to participate in institutional governance and
develop publications free from censorship. Students have the rights of citizenship within the community and the rights afforded to all
citizens. Lastly, students have the rights to published code of conduct, disciplinary procedural fairness, knowledge of such procedures
and the ability to appeal disciplinary outcomes.

Students believing their academic freedom has been violated should contact the Executive Director of Compliance & Financial Aid.

RIGHT TO CONFIDENTIALITY

Helena College complies with the principles of privacy found in the Montana Constitution, Montana Code Annotated, and the Family
Educational Rights and Privacy Act (FERPA). A student’s name and other identifying information including address, telephone number,
date and place of birth, enrollment status, major field of study, participation in officially recognized activities, dates of attendance,
degrees awarded, and honors received may be considered public information unless the student requests in writing for the college to
hold the information in confidence.

A student’s rights in a proceeding involving the Student Code of Conduct include the following:
1. Alldisciplinary proceedings are closed to the public.

2. The college, including individuals involved in a disciplinary proceeding, will not disclose information to anyone not connected
with the proceeding. The fact that there is a disciplinary proceeding concerning the incident may be disclosed; however, the
identity of individual students will not be disclosed.

3. The college, including individuals involved in a disciplinary proceeding, will disclose the results of the proceedings, including
sanctions imposed, only to those who need to know the results for the purposes of record keeping, enforcement of the
sanctions, further proceedings, or compliance with federal or state law. The fact that a disciplinary proceeding has been
concluded and appropriate action taken may be disclosed. The Campus Security Act of 1990 allows, but does not require, the
college to disclose the results to an alleged victim of a violent crime.

RIGHT TO DUE PROCESS
THE AcCUSED: A student accused of violating the Student Code of Conduct has certain rights:

1. Theright to be advised that an alleged violation is being investigated and a right to be advised of the potential charges.
The right to review the evidence.
The right to decline to make statements.

2

3

4. The right to submit a written account relating to the alleged charges.

5. The right to know the identity of individuals who will be present at an administrative conference or hearing.
6

The right to have a person of choice, including legal counsel, present throughout any and all proceedings provided for in this
Code.

N

The right to a period of time to prepare for a hearing and the right to request a delay of the hearing for exigent circumstances.
8. The right to present relevant evidence and witnesses.

9. The right to a timely adjudication of the charges as provided in this Code.
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THE ALLEGED VICTIM: Some violations of the Student Code of Conduct involve a person who is an alleged victim of the violent crime.
Violent crime may include acts such as robbery, vandalism, aggravated assault, sexual assault, harassment, and acts, which endanger
another person’s safety. When a member of the campus community files a complaint and is identified as an alleged victim of a violent
crime, that individual is entitled to certain rights in the disciplinary process. An alleged victim of a violent crime is entitled to the
following:

1. The right to meet with the designated administrative officer to discuss the various aspects of the disciplinary process.
2. The right to submit a written account of the incident and a statement discussing the effect of the alleged misconduct.

3. Theright to have a person of choice, including legal counsel, present throughout any and all of the proceedings provided for
in the Code.

4. The right to be informed of the date, time and location of the administrative conference or hearing, and the right to be
present at all stages of the proceedings except the private deliberations of the designated administrative officer. If not pre-
sent, the alleged victim has the right to be informed immediately of the outcome of the disciplinary proceedings.

5. The right to have past conduct that is irrelevant to the case not discussed during the proceedings. In the case of rape and
sexual assault, this is specifically provided for in Montana Law.

ILLEGAL, DANGEROUS OR DISRUPTIVE CONDUCT: Helena College is concerned about the safety, health and well-being of its students. The
college believes that all students have a responsibility for conducting themselves in a manner that is not violent or disruptive. Any
behavior that may threaten the safety, health and well-being of Helena College students, staff and/or faculty will be dealt with in a
sensitive and appropriate manner.

As an institution of higher learning, Helena College strives to balance concern for the health and safety of all individuals within the
campus community. When a student’s behavior constitutes a disruption or danger to the learning environment, which the college
seeks to create, the college will intervene.

This process addresses conduct by Helena College students that may constitute disruption or interference with the safety, health and
well-being of the campus community. Examples of behavior that may be deemed disruptive or dangerous include, but are not limited
to, the following:

1. Violation of federal, state or local law on Helena College premises or at Helena College-sponsored activities; violation of
published Helena College policies, rules or regulations.

2. Acting to impair, interfere with or obstruct the orderly conduct, processes and functions of Helena College, including but not
limited to:

a. Violence or threat of violence against self or any member or guest of the Helena College community.
b. Interference with the freedom of movement of any member or guest of Helena College.
c. Interference with the rights of others to enter, use or leave any Helena College facility, service or activity.

d. Obstruction or disruption of teaching, learning, research, administration, disciplinary procedures or other Helena
College activities, or of other authorized activities on Helena College premises.

e. Failure to comply with directions of law enforcement officers and Helena College officials acting in the performance
of their duties and/or failure to identify oneself to those persons when requested.

f.  Failure to comply with any authorized Code of Student Conduct sanction(s)/ condition(s).

g. Trespassing or unauthorized entry into Helena College buildings or property.
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STUDENT CODE OF CONDUCT AND DISCIPLINARY SANCTIONS

Students have the responsibility to conduct themselves in a manner that does not impair the welfare or educational opportunities of
othersin the college community. Students must act as responsible members of the academic community; respect the rights, privileges,
and dignity of others; and refrain from activities, which interfere with normal college functions. Helena College has developed the
following regulations, which are intended to govern student conduct on the campuses under its jurisdiction:

STUDENT CODE OF CONDUCT COMPLAINTS

Helena College expects all students to conduct themselves in a law-abiding manner at all times, and to respect the rights of other
students, staff, faculty, and the public to use and participate in the college’s facilities and programs. Any conduct that violates the
personal, educational or property rights of others is prohibited and may be subject to disciplinary sanction as outlined in the Student
Code of Conduct.

If a student, staff, or faculty member has reason to believe a student has violated the Student Code of Conduct, a complaint may be
initiated. A formal written complaint may be submitted to the Executive Director of Compliance & Financial Aid. The written complaint
must contain at a minimum the name of the student alleged to have violated the Student Code of Conduct, the date and location of
the violation, and a description of the incident, which provides sufficient detail to establish that a possible conduct violation occurred.
The Executive Director of Compliance & Financial Aid will complete an investigation to determine if the alleged violation occurred and
what, if any, sanctions may be imposed according to the disciplinary procedure outlined in the Student Code of Conduct.

GENERAL MISCONDUCT

Generally, through appropriate due process procedures, institutional disciplinary measures shall be imposed for conduct, excluding
academic misconduct, which adversely affects the institution’s pursuit of its educational objectives, which violates or shows a disre-
gard for the rights of other members of the academic community, or which endangers property or persons on institution or institution-
controlled property. Individual or organizational misconduct, which is subject to disciplinary sanction, includes:

1. Forgery, falsification, or fraudulent misuse of college documents, records or identification cards.
2. Furnishing false information to the college or members of the college community who are performing their official duties.

3. Causing false information to be presented before any judicial proceeding of the college or intentionally destroying evidence
important to such a proceeding.

4. Theft of property or services on college premises or at college sponsored activities, or knowingly possessing stolen property
on college premises or at college-sponsored activities.

5. Unauthorized use, destruction, or damage of college property or the property of others on college premises or at college-
sponsored activities. “Unauthorized” means entry, use, or occupancy of property of which the student is not authorized by
virtue of his or her enrollment, class schedule, and/or legal or Student Code of Conduct action.

6. Unauthorized or fraudulent use of the college’s facilities, telephone system, mail system, or computers, or use of any of the
above for any illegal act.

7. Unauthorized entry, use or occupancy of college facilities.

8. Failure to comply with the directions of college officials acting in the performance of their duties within the scope of their
authority.

9. Violation of published college regulations or policies.
10. Participation in any act described as academic misconduct.

11. Intentional obstruction or disruption of normal college or college sponsored activities, including but not limited to studying,
teaching, research, administration and disciplinary procedures, or fire, police or emergency services.

12. Use, possession, or distribution of alcoholic beverages on college premises or at college sponsored activities except as per-
mitted under college policies (Helena College Policy 600.6 Alcohol Sale, Possession, and/or Consumption on College Property).

13. Disorderly or indecent conduct on college-owned or controlled property or at college sponsored events.
14. Interfering with freedom of expression of others on college premises or at college sponsored events.

15. Hazing, defined as an act which endangers the mental or physical health or safety of a student, or which destroys or removes
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16.

17.
18.

19.
20.

21.

22.

23.

24.

25.

26.
27.

28.

29.

public or private property, for the purpose of initiation, admission into, affiliation with, or as a condition for continued mem-
bership in a group or organization.

Malicious intimidation or harassment of another which occurs when a student, with intent to terrify, intimidate, threaten,
harass, annoy, or offend, (1) causes bodily injury to another, (2) causes reasonable apprehension of bodily injury in another,
(3) damages, destroys, or defaces any property of another or any public property, or (4) makes repeated communications
anonymously or at extremely inconvenient hours or in offensively coarse language.

Any form of illegal gambling or wagering.

Misuse of electronic devices. Cellular phones, pagers, and other electronic devices shall not be used in a manner that causes
disruption to instruction, the library, or other services and facilities owned or operated by the college. Use of cellular devices
with photographic capabilities for activities that violate the Academic or General Code of Student Conduct 34 is prohibited.
Photographing individuals in secured areas such as bathrooms or where there is a reasonable expectation of privacy, and/or
taking photographs of individuals without express permission is prohibited.

Misuse or abuse of computer equipment, programs or data.

Financial irresponsibility. Failure to meet financial responsibilities to the institution promptly including, but not limited to,
knowingly passing a worthless check or money order in payment to the institution or to a member of the institution commu-
nity acting in an official capacity.

Illegal use, possession, or distribution of any controlled substance on College premises or at college-sponsored activities.

Use of tobacco products on all campus properties owned, operated, or leased by Helena College. (Helena College Policy 600.1
Non-Tobacco Use, Smoke-Free Workplace and Facilities).

Illegal or unauthorized possession or use of firearms, explosives, other weapons, dangerous chemicals, or other noxious sub-
stances on college premises.

Sexual intercourse without consent (rape) or sexual contact without consent (sexual assault). See Section on Sexual
Abuse/Harassment for more information.

Homicide, assault, aggravated or felony assault, or threat of the same, to any person on college-owned or controlled property
or at college sponsored activities, or conduct which threatens or endangers the health or safety of any such person.

Retaliation against a person for filing a complaint or acts of intimidation directed towards a person to drop a complaint.

Attempts and complicity. Any attempt to commit acts prohibited by the General Student Code of Conduct, or the aiding and
abetting of the commission of any prohibited act.

Violation of state or federal laws. Any violation of state or federal laws or regulations prescribing conduct or establishing
offenses, which laws and regulations are incorporated herein by reference.

Violation of the terms of any disciplinary sanction imposed in accordance with this Code.
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ACADEMIC AND CLASSROOM CONDUCT

ACADEMIC INTEGRITY

Helena College expects its students to adhere to a high standard of academic integrity. It is a violation of academic integrity standards
and the student code of conduct to present the ideas, designs, works, or words of another person as one’s own efforts, or to permit
another person to do so. The following guidelines are intended to clarify these issues for students, faculty, and administration.

The College will regard the following acts as violations of academic integrity constituting academic dishonesty. Although the list and
descriptions are not intended to be exhaustive of all types or instances of academic dishonesty, they are presented as examples of
behavior to avoid. It is explicitly the student’s responsibility to avoid academic dishonesty of all kinds, and each student is required to
seek guidance in advance of taking any questionable action, including but not limited to those enumerated, below.

PLAGIARISM: A student will be considered in violation of standards for academic integrity if they submit an assignment in any form
(written, oral, graphic, or computer-generated, etc.) which consists wholly or partially of the words, work, or ideas of another individ-
ual without giving the original author proper credit. A similar violation would occur in cases where a student submits a paper or other
project/assignment for one course that was originally created for another course even if that student was the originator of the pa-
per/project/assignment in the first instance. Similarly, using facts, figures, graphs, charts or information without acknowledging the
source constitutes plagiarism, which may occur verbally, in written form, through computer programs and files, research methods,
designs, particular distinctive words or phrases, ideas and images or any other information that was created by another person without
acknowledgement of that person’s role in its creation. Inadvertent or unintentional misuse or appropriation of another’s work (such
as relying heavily on source material that is not expressly acknowledged) is still considered plagiarism.

COPYING/CHEATING: A student will be considered in violation of academic integrity standards if they gain, or attempts to gain, credit
for work by dishonest or deceptive means. Examples include the use of crib notes, cheat sheets, books, or any other material or
electronic device as aids in an examination or any other graded exercise, unless the instructor of the class has given explicit permission
to use such materials. Collaboration with another student on an examination or other graded exercise, unless the instructor has given
permission, also constitutes copying. It is the policy of the College to prohibit phones, smart watches, and other similar devices during
examinations. Prior to administering an examination, instructors will require all such devices are turned off and stored in an inacces-
sible place. Failure to comply with this policy will constitute a violation of the academic integrity policy. If a student is found in posses-
sion of such a device during an examination, they will be assigned a score of O for the examination. Further examples include: copying
assignments from another source (classmate, etc.); working with others on exams or homework that is not explicitly permitted by the
instructor to be collaborative; looking at another student’s paper or screen during an exam or assignment; disclosing exam content to
others during an exam, or after completion of an exam, including allowing such information to be disclosed to you; and/or attempting
to or allowing another person to complete assignments for another person (such as in an online course). The above examples are
meant to illustrate violations of the principle of academic integrity, and are not intended to be all-inclusive. Additional instances of
dishonesty that are not explicitly identified in the above list will nevertheless be treated as violations.

ARTIFICIAL INTELLIGENCE (Al) GENERATED WORK: If the faculty suspects that the submitted work was not your own or that Al tools were
extensively utilized, the student will be asked to explain the work in detail. If the student is not able to display reasonable understand-
ing of the submitted work, it will constitute a violation of the academic integrity.

CONTRIBUTING TO ACADEMIC DISHONESTY: A student will be considered in violation of academic integrity standards if they willfully assist
another student in an act of academic dishonesty.

ACADEMIC DISHONESTY will not be tolerated. Academic sanctions for a first violation are at the discretion of the instructor and range
from a failing grade for the assignment to a failing grade in the course in which the academic dishonesty occurs. When a faculty
member assigns a failing grade based on academic dishonesty, they shall notify the affected student(s) and the appropriate Division
Director of the violation and provide all supporting documentation to the Division Director. Record of the infraction will be kept on
file in the office of the Division Director, although no further official action will be taken unless/until a second infraction is reported.
In cases of repeated offenses, the Executive Director of Compliance and Financial Aid will be notified and will administer a range of
disciplinary sanctions up to and including expulsion from the College. Students retain their right to due process and may refer to the
Student Handbook or the Executive Director of Compliance and Financial Aid regarding any disciplinary sanctions.

PENALTIES FOR ACADEMIC MISCONDUCT

Depending on the severity of the academic misconduct, a student may incur one or more of the following penalties:

ACADEMIC PENALTY(IES) BY THE COURSE INSTRUCTOR: The student may receive a failing or reduced grade in an academic exercise, or
examination, or course, and/or be assigned additional work which may include re-examination.
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Faculty must report all violations of academic integrity to the student involved, the appropriate Department Chair(s), and to the Exec-
utive Director of Gen Ed, Executive Director of CTE, or Director of Nursing; in cases of repeated offenses, the Executive Director of Gen
Ed, Executive Director of CTE, or Director of Nursing will recommend disciplinary sanctions. Students retain their right to due process
and may refer to the Student Handbook regarding any academic or disciplinary sanctions.

If a student has reason to believe he or she has been wrongly accused of academic misconduct, and if a final grade has been lowered
as a result, he or she may appeal the grade through the office of the Executive Director of Enrollment following the established grade
appeal process.

STUDENT APPEAL OF ACADEMIC PENALTIES

If the student denies the charge(s) and/or does not accept the College sanction and/or academic penalty imposed by the course
instructor the student may appeal. A request for appeal with supporting evidence must be presented in writing to the Executive Di-
rector of Gen Ed, Executive Director of CTE, or Director of Nursing within ten (10) working days after the student is informed by the
instructor of the imposed academic penalty or within ten (10) working days after receiving the notice of a College sanction, whichever
occurs later.
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DISCIPLINARY SANCTIONS

Upon a determination that a student or organization has violated the Student Code of General Misconduct, the following disciplinary
sanctions may be imposed, either singularly or in combination:

SANCTION DEFINITIONS

If the accused is found responsible for the charge(s) against him/her, one or more of the following sanctions may be imposed upon
the accused:

1.

10.

VERBAL REPRIMAND: Such action shall be a reprimand for failure to maintain standards of conduct expected of a Helena College
student. Documentation of the verbal reprimand will be maintained in the student’s disciplinary file.

REFERRAL: Referral to a licensed counselor or medical professional with a recommendation of counseling, assessment, and/or
specified behavior modifications.

WRITTEN REPRIMAND/DISCIPLINARY WARNING: Such action shall constitute a determination that the misconduct was of a mod-
erate nature and the student is placed in a status of warning for a specified period of time. Occurrence of any further mis-
conduct during the stated period may constitute grounds for probation, suspension or expulsion. The duration of the proba-
tion period will be in proportion to the degree of seriousness attached to the misconduct, as determined by the Executive
Director of Compliance & Financial Aid.

WRITTEN REPRIMAND,/ DISCIPLINARY PROBATION: Such action shall constitute a determination that the misconduct was of a se-
rious nature and the student is placed in a status of probation for a specified period of time. Occurrence of any further mis-
conduct during the stated period may constitute grounds for probation, suspension or expulsion. The duration of the proba-
tion period will be in proportion to the degree of seriousness attached to the misconduct, as determined by the Executive
Director of Compliance & Financial Aid..

DISQUALIFICATION: This action may be utilized to direct the loss or limitation of privileges, rights, or services which students
normally enjoy on the campus or other instructional sites with regard to the use of facilities or participation in College activ-
ities. The disqualification shall be for a stated period of time in proportion to the seriousness of the offense. Failure to comply
with disqualification may constitute grounds for suspension or expulsion.

RESTITUTION: Such action is appropriate in any case in which the conduct has caused loss or damage to property or injury to a
person or in which reparation for a particular act of misconduct may reasonably be made by payment of money or the per-
formance of services. Restitution as a sanction may not be made a part of a disciplinary action unless the offender agrees to
accept the sanction OR damage to or theft of College property is involved.

INTERIM ACTION: The temporary suspension or termination of a Respondent’s privileges on an interim basis before a final
determination. Such actions include Interim Suspensions, separation of parties, and changing of class schedules. If imposed,
the student is denied access to campus, classes, and College activities and privileges until the charges are resolved. These
conditions may warrant interim suspension:

a. To ensure the safety and well-being of College members

b. To ensure the student’s own safety and well-being

c. To preserve College property

d. To prevent disruption or interference with normal College operations
SUSPENSION: A suspension terminates the individual’s status as a student for a stated period of time in proportion to the
seriousness of the offense. A suspension for misconduct may not be affected until so ordered by the College Judicial Officer.
Suspension shall be system-wide. A student who is suspended may not enroll at the College for the duration of the suspen-
sion.

READMISSION: Following suspension for general misconduct, readmission to the College is dependent upon the student’s com-
pliance with the conditions designated at the time of suspension and the student’s fitness to return to the campus commu-
nity. These decisions are made by the Dean/CEO upon consultation with appropriate professional staff on campus and/or in
the community. Appropriate documentation, depending upon the nature of the original violation and the conditions of sus-
pension, is required. Upon readmission, the student is placed on disciplinary probation for a designated period of time with
required conditions and expectations of behavior monitored by a designated campus professional(s).

EXPULSION: Expulsion constitutes a final termination of all opportunity for the offender to continue as a student at the College.
Expulsion for misconduct may not be affected until so ordered by the Dean/CEO as recommended by the Executive Director
of Compliance & Financial Aid or Dean/CEO. A student who is expelled may not enroll at the Helena College in the future.
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Repeated or aggravated violation of this Code may result in more severe disciplinary sanctions than any individual action may
warrant, and notification of any sanction imposed is provided to appropriate College officials. The Dean/CEQ is authorized, at his
or her discretion, to subsequently convert any sanction imposed to a lesser sanction, or to rescind any previous sanction, in ap-
propriate cases. Notification of any sanction imposed is sent to appropriate college officials.

Following suspension for general misconduct, readmission to the college is dependent upon the student’s compliance with the
conditions designated at the time of suspension and the student’s fitness to return to the college community. Those decisions are
made by the Executive Director of Compliance & Financial Aid upon consultation with the appropriate professional staff on cam-
pus and/or in the community. Appropriate documentation, depending upon the nature of the original violation and the conditions
of suspension, may be required. Upon readmission the student is placed upon disciplinary probation for a designated period of
time with required conditions and expectations of behavior to be monitored by a designated college official.

INTERIM ACTION

The college reserves the right to take necessary and appropriate action to protect the safety and well-being of the college community.

1.

A student may be temporarily suspended from the college by the Executive Director of Compliance & Financial Aid pending
disciplinary or criminal proceedings, upon evidence that the continued presence of the student on campus constitutes an
immediate threat to the physical safety and well-being of the accused, or to any other member of the college community or
its guests, destruction of property or substantial disruption of classroom or other college activities. When such a determina-
tion is made, the temporary suspension is effective immediately without prior notice. The student shall be given an oppor-
tunity to contest the suspension with the Executive Director of Compliance & Financial Aid within five (5) instructional days
from the effective date of the temporary suspension if there are disputed issues of fact or cause and effect.

Faculty members have the authority to exclude a student from any class session in which the student displays disruptive
behavior that threatens the learning environment or safety and well-being of others in the classroom. Students are eligible
to return to the next class session. Faculty members maintain the authority to remove students from each class session during
which a student is disruptive. A student may be suspended permanently from a class upon recommendation of the Executive
Director of Compliance & Financial Aid following the disciplinary procedure outlined in this Code.

DISCIPLINARY RECORDS

If disciplinary action is taken against a student under the procedures outlined above and a sanction imposed, a record of the action
will be kept by the Executive Director of Compliance & Financial Aid for a period of 5 years. Record of nonacademic disciplinary sanc-
tions will not, however, appear on the charged student’s transcript, but a copy will be maintained in the student’s disciplinary file.
Only expulsion will be recorded on a student’s college transcript.

Disciplinary actions are not part of the education records of the student and, consequently, are not available for public disclosure or
discussion. The College will not disclose information outside the College relating to the student’s nonacademic disciplinary record,
except as required by law or prior written permission from the student has been received.

Sanctions of suspension and expulsion affect a student’s academic status and are entered as notations in the student’s permanent
academic record maintained by the Registrar during such time as the imposed sanctions are in effect.
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CODE OF CONDUCT DISCIPLINARY APPEAL PROCEDURES

The purpose of a disciplinary proceeding is to determine if a violation of the Student Code of Conduct, General Misconduct has oc-
curred, and if so, to determine appropriate sanctions. The principle of due process in student discipline is assured at Helena College.
Administrative proceedings are informal and do not follow formal rules of evidence applicable in judicial proceedings; however, the
college has the burden of proof to establish a violation by clear and convincing evidence. The following procedures apply in adjudicat-
ing charges of general misconduct:

1.

Whenever an allegation occurs that a student may have violated the Student Code of Conduct, General Misconduct, the
Executive Director of Compliance & Financial Aid will conduct an investigation of the incident. The student will be advised in
writing of the alleged violation(s), the investigation, and General Student Code of Conduct procedures. The investigation shall
determine the facts of the incident through interviews, reports, and other forms of evidence. As part of the investigation, the
student will be afforded the opportunity to respond to the allegation and evidence gathered. The Executive Director of Com-
pliance & Financial Aid will review the evidence to determine if any violation of the Code of Conduct occurred and propose
the appropriate disciplinary sanction(s). The student shall be notified in writing of the charges and sanctions and be provided
the opportunity to respond through a meeting with the Executive Director of Compliance & Financial Aid within five (5) in-
structional days. If the student accepts the charges by signing the notice of charges and sanctions, a copy will be provided to
the student, the proceedings are concluded and the sanctions are implemented. If the student does not accept the charges
and/or the sanctions, the student will be informed of the right to an administrative conference. If a student fails to respond
to a notice of charges and sanctions within five (5) instructional days, the college will accept the charge(s) and impose the
specified disciplinary sanction(s).

If a student denies charges and/or does not accept sanctions imposed as a result of the investigation conducted by the Exec-
utive Director of Compliance & Financial Aid, the investigation, charges, and sanctions are reported in writing to the Executive
Director of Compliance & Financial Aid within five (5) days of meeting with the student. The Executive Director of Compliance
& Financial Aid shall designate a committee to review the report to include an impartial student and faculty member. If the
administrative committee determines that no violation has occurred or that the evidence is insufficient to support further
action, a recommendation is sent to the Executive Director of Compliance & Financial Aid with a copy to the student. If the
committee concludes that a probable violation has occurred and that evidence supports the sanctions, the Executive Director
of Compliance & Financial Aid will convene a conference to include the student, the Executive Director of Compliance &
Financial Aid, and the review committee to inform the student of the committee’s findings and provide the student with a
final opportunity to respond. Written notice of the meeting will be provided informing the student of the right to be accom-
panied by a parent, guardian, appropriate witness, or legal counsel. The role of legal counsel at the conference is limited to
consultation with the student only, and the student must notify the Executive Director of Compliance & Financial Aid of the
intent to bring legal counsel at least three (3) instructional days before the time of the conference. If the student accepts the
charges by signing the notice of the conference to review charges and sanctions, a copy will be provided to the student and
the Executive Director of Compliance & Financial Aid, the proceedings are concluded and the sanctions are implemented. If
the student does not accept the charges and/or the sanctions, the student will be informed of the right to appeal the decision
with the Dean/CEO of the College. If a student fails to appear at the conference, the College will accept the charge(s) and
impose the specified disciplinary sanction(s).

In the event a student denies the charges and/or does not accept the disciplinary sanctions as determined through the ad-
ministrative conference, the investigation, charges and sanctions are reported in writing to the Dean/CEO within five (5)
instructional days of the conference. The Dean/CEO will review the report within ten (10) instructional days and make a final
determination as to the charges and sanctions. The Dean/CEO may call a meeting with the student and may amend, modify,
reverse, or accept the charges and/or sanctions. Notice of the final determination will be provided by the Dean/CEO to the
student with copies to the Executive Director of Compliance & Financial Aid.

A student may seek further administrative review through the Commissioner of Higher Education, P.O. Box 203201, Helena,
MT 59620-3201; and the Board of Regents in accordance with Montana Board of Regents of Higher Education Policy 203.5.2.
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DISCRIMINATION, HARASSMENT, SEXUAL MISCONDUCT, STALKING AND RETALIATION

The purpose of these procedures is to provide a prompt and equitable resolution for complaints or reports of discrimination based
upon race, color, religion, national origin, creed, service in the uniformed services (as defined in state and federal law), veteran status,
sex, age, political ideas, marital or family status, pregnancy, physical or mental disability, genetic information, gender identity, gender
expression, or sexual orientation. Any person believing that she or he have been subjected to discrimination or harassment on any of
these bases may file a complaint or report with Helena College University of Montana. These procedures address all complaints or
reports of alleged discrimination or harassment, including conduct that violates the Discrimination, Harassment, Sexual Misconduct,
Stalking and Retaliation Policy (hereinafter referred to as “Policy Violations”). The procedures also address complaints or reports of
retaliation against those who have opposed practices forbidden under the policy, those who have filed complaints or reports under
the policy, and those who have testified or otherwise participated in enforcement of the policy.

State and federal laws and regulations prohibit certain kinds of discrimination in employment and in educational services. This policy
is intended to comply with the following laws and regulations: Titles IV, VI, and VIl of the Civil Rights Act of 1964; 34 C.F.R. pt. 100;
Title IX; 28 C.F.R. pt. 54 and 34 C.F.R. pt. 106; Section 504 of the Rehabilitation Act; 34 C.F.R. pt. 104; Age Discrimination Act of 1975;
34 C.F.R. pt. 110; and Titles | and Il of the Americans with Disabilities Act; 28 C.F.R. pt. 35; Montana Human Rights Act and Govern-
mental Code of Fair Practices, Title 49, Montana Code Annotated.

In addition, this Policy is intended to comply with Title IX of the Education Amendments of 1972 and its implementing regulation, at
34 C.F.R. § 106.31 (a), which provide that no person shall, on the basis of sex, be excluded from participation in, be denied the benefits
of, or be subjected to discrimination under any academic, extracurricular, research, occupational training, or other education program
or activity operated by the university.

BYSTANDER INTERVENTION

WHEN AN INCIDENT OF SEXUAL OR RELATIONSHIP VIOLENCE IS ABOUT TO TAKE PLACE, BYSTANDERS CAN INTERVENE AND OFTEN CHANGE THE OUT-
COME.

Some positive ways to intervene include but are not limited to:

e  Provide a distraction

e  Get police or authorities involved

e Ask if the person is okay or wants to leave

e Help remove the person from the situation

e Directly engage one or more of the individuals
e Tell someone else to get help

e Make sure the person gets home safely

e  Provide options and a listening ear

DEFINITIONS

DISCRIMINATION: Conduct that is based on an individual’s’ color, religion, national origin, creed, service in the federally or state defined
uniform services, veteran status, sex, age, political ideas, martial or family status, pregnancy, physical or mental disability, genetic
information, gender identity, gender expression, or sexual orientation which excludes an individual from participation, denies the
individual the benefits of, treats the individual differently or otherwise adversely affects a term or condition of an individual’s employ-
ment, education, or participation in a Helena College program or activity. This includes failing to provide a reasonable accommodation,
consistent with state and federal law, to person with disabilities.

HARASSMENT: Behaviors or actions which may be considered harassment take many forms and may include name-calling, graphic or
written statements, or other conduct that may be physically threatening, harmful, or humiliating. Harassment does not have to include
intent to harm, be directed at a specific target, or involve repeated incidents. Sex-based harassment includes sexual harassment and
non-sexual harassment based on stereotypical notions of what is female/feminine versus male/masculine or failure to conform to
those gender stereotypes.

SEXUAL HARASSMENT: Unwelcome sexual advances, requests for sexual favors, or other conduct of a sexual nature, when submission
to or rejection of this conduct explicitly or implicitly affects a person’s employment or education, unreasonably interferes with a per-
son’s work or educational performance, or creates an intimidating, hostile or offensive working or learning environment. Consistent
with the law, there are two types of sexual harassment:

TANGIBLE EMPLOYMENT OR EDUCATIONAL ACTION (QUID PRO QUO): This type of sexual harassment occurs when the terms or conditions of
employment, educational benefits, academic grades or opportunities, or participation in College activity is conditioned upon either
explicit or implicit submission to or rejection of unwelcomed sexual advances or requests for sexual favors, or such submission or
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rejection is a factor in decisions affecting that individual’s employment, education, or participation in a College program or activity.
Generally, perpetrators will be agents or employees with some authority of the College.

HOSTILE ENVIRONMENT

Sexual Harassment may create a hostile environment as defined in section below.

HosTILE ENVIRONMENT HARASSMENT: A Hostile Environment based on race, color, religion, national origin, creed, service in the federally
or state defined uniform services, veteran status, sex, age, political ideas, martial or family status, pregnancy, physical or mental disa-
bility, genetic information, gender identity, gender expression, or sexual orientation exists when harassment :

e s severe, pervasive or persistent and objectively offensive so as to deny or limit a person’s ability to participate in or benefit
from the College’s programs, services, opportunities, or activities; or,
e when such conduct has the purpose or effect of unreasonably interfering with an individual’s employment.

SEXUAL MISCONDUCT includes, inducing incapacitation for sexual purposes, sexual assault, sexual harassment, stalking, and sexual ex-
ploitation.

SEXUAL ASSAULT means an actual, attempted, or threatened sexual act with another person without that person’s consent. Sexual
assault includes, but is not limited to:

1. Involvement in any sexual act when the victim is unable to give consent;

2. Intentional and unwelcome touching, or coercing, forcing, or attempting to coerce or force another to touch a person’s inti-
mate parts (defined as genital area, groin, inner thigh, buttocks, or breast);

3. Offensive sexual behavior that is directed at another such as indecent exposure or voyeurism;

4. Forced sexual intercourse is included in this definition, as are the acts commonly referred to as “date rape” or “acquaintance
rape.”

INDUCING INCAPACITATION FOR SEXUAL PURPOSES includes, using drugs, alcohol, or other means with the intent to remove the ability of
an individual to provide consent to sexual contact.

SEXUAL EXPLOITATION occurs when a person takes non-consensual or abusive sexual advantage of another for his or her own advantage
or benefit, or to benefit or advantage anyone other than the person being exploited, and that behavior does not otherwise constitute
one of the preceding sexual misconduct offenses.

CONSENT is informed, freely given, and mutually understood. If coercion, intimidation, threats, and/or physical force are used there is
no consent. If a person is mentally or physically incapacitated or impaired so that such person cannot understand the fact, nature or
extent of the sexual situation, there is no consent; this includes conditions due to alcohol or drug consumption, or being asleep or
unconscious. Silence does not necessarily constitute consent, and past consent of sexual activities does not imply ongoing future
consent.

RELATIONSHIP VIOLENCE is abuse or violence between partners or former partners involving one or more of the following elements:

e  Battering that causes bodily injury;

e Purposely or knowingly causing reasonable apprehension of bodily injury;

e Emotional abuse creating apprehension of bodily injury or property damage;

e Repeated telephonic, electronic, or other forms of communication, directly or anonymously, made with the intent to intimi-
date, terrify, harass, or threaten.

STALKING includes repeated following, harassing, threatening, or intimidating another by telephone, mail, e-mail, social media, or any
other method that purposely or knowingly causes emotional distress or reasonable fear of bodily injury or death.

RETALIATION is action taken by an accused individual or allied third party, toward or against such individuals who has opposed any
practices forbidden under this policy or because he or she has filed a complaint, testified, assisted, or participated in any manner in
an investigation or proceeding under this policy. This includes action taken against a bystander who intervened to stop or attempt to
stop sexual misconduct. Action is generally deemed retaliatory if it would deter a reasonable person in the same circumstances from
opposing practices forbidden under this policy.

PREPONDERANCE OF THE EVIDENCE is the greater weight of the evidence required in a civil (non-criminal) complaint to decide in favor of
one side or the other. This preponderance is based on the more convincing evidence and its probable truth or accuracy, and not on
the amount of evidence.
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BEYOND REASONABLE DOUBT is a more severe test of evidence required to convict in a criminal trial.

RESPONSIBLE EMPLOYEE is a Helena College employee who has the duty or authority to act and assist students with a policy complaint.

MANDATORY EMPLOYEE REPORTING OF SEX-BASED DISCRIMINATION, HARRASSMENT, AND
MISCONDUCT INVOLVING STUDENTS

In order to enable Helena College to respond effectively and to proactively stop instances of sex-based discrimination, sexual harass-
ment and sexual misconduct at the College, all employees of Helena College are required to report information they have about such
prohibited activities involving students to the Title IX Coordinator, The Executive Director of Compliance & Financial Aid. Employees
are not required to report victims’ names if they have requested that their names be kept confidential. Upon receiving a report of sex-
based discrimination, sexual harassment and/or sexual misconduct, the appropriate individual will evaluate the information received
and determine what further action should be taken and will follow the procedures accompanying this policy. The appropriate individ-
ual will take steps either directly or through a reporting employee to inform a victim of available health and advocacy resources, as
well as options for criminal reporting should the victim wish to purse such a direction. Employees who are exempt from these reporting
requirements include health care professionals and any other employees who are statutorily prohibited from reporting.

Submit a report of Sexual Misconduct or Discrimination, (https://cm.maxient.com/reporting.php?HelenaCollege)
SAFE HARBOR FOR DRUG OR ALCOHOL VIOLATIONS

Helena College strongly encourages students and employees to report instances of sexual misconduct. Therefore, students or employ-
ees who report information to the appropriate individual about sexual misconduct involving students or employees will not be sanc-
tioned by the College for any violation of Helena College’s drug or alcohol policies in which they might have engaged in connection
with the reported incident.

COMPLAINTS AND REPORTING

Complaints of Policy violation must be made to a Responsible Employee within 120 days after the most recent incident. There are
different reporting locations based on Policy Violation. If the complaint or violation involves students, the complaint should be made
to the Executive Director of Compliance & Financial Aid, Title IX Coordinator. If the violation or complaint involves employees or third-
party reports of discrimination, including Policy Violations, the complaint should be filed with the Human Resources and the Title IX
Coordinator. All staff members are trained to help you find the resources you might need to explain all reporting options and to
respond appropriately to conduct of concern. All instances of retaliation should be reported and will be addressed in the same manner.
The contact information for all parties is listed below.

Title IX Coordinator - 406.447.6913

Valerie Curtin, Executive Director of Compliance and Financial Aid
Helena College University of Montana, Airport Campus

2300 Airport Road, Helena, MT 59601

Complaints and reports should be made as soon as possible after an incident. The appropriate staff member coordinates and tracks
all complaints and reports under this procedure.

There are several avenues available for submitting a complaint or submit a report. (https://cm.maxient.com/reporting.php?Hel-
enaCollege)

e Leave a private voice message for the appropriate staff member;

e File a complaint or report on the form contained on the website;

e Send a private email to the appropriate staff member;

e  Mail a letter to the appropriate staff member;

e Visit one of the appropriate staff members (it is best to make an appointment first to ensure availability).

e Make or submit a report to a ‘Responsible Employee’ as identified in the Policy. This individual is required under policy to
report the incident.

If there is a complaint about the Title IX Coordinator or if a staff member of Human Resources has a complaint, that complaint should
be filed with the Dean/CEO of Helena College. The Dean/CEO will appoint another trained individual to take the place of the staff
member for purposes of the complaint.
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CRIMINAL REPORTING

Please remember that if someone is in immediate danger or needs immediate medical attention, the first place to report is 911. You
may also report to the Helena Police Department (406.442.3233). Some forms of discrimination and harassment may also be crimes.
For example, sexual assault, stalking and rape are crimes. Criminal reports should be made to law enforcement, even if it is uncertain
whether the particular conduct is a crime. Calling local law enforcement can help you: obtain emergency and nonemergency medical
care; get immediate law enforcement response for your protection; understand how to provide assistance in a situation that may
escalate to more severe criminal behavior; arrange a meeting with victim advocate services; find counseling and support; initiate a
criminal investigation; and answer questions about the criminal process.

CONFIDENTIALITY OF COMPLAINTS AND REPORTS

Parties in these processes, including the Complainant, the individual accused of a Policy Violation (“Respondent”), and witnesses, have
privacy rights and reasonable expectations of confidentiality in the investigation of matters subject to this procedure. In addition, the
integrity of the process depends on ensuring reasonable expectations of confidentiality. The appropriate staff member will keep con-
fidential the complaint, report, witness statements, and any other information provided by the Complainant, Respondent, or witnesses
and will disclose this information only to the Complainant, Respondent, or witnesses, as necessary to give fair notice of the allegations
and to conduct the investigation; to law enforcement consistent with state and federal law; to other Helena College University of
Montana officials as necessary for coordinating interim measures or for health, welfare, and safety reasons, and to government agen-
cies who review the Helena College University of Montana’s compliance with federal law. The investigation report and any written
decision from the investigation will be disclosed only to the Complainant, Respondent, Discipline Authority as necessary, and Helena
College University of Montana officials as necessary to prepare for subsequent proceedings (e.g., Helena College Dean/CEO, University
of Montana President and University Legal Counsel). Members of the Discrimination Grievance Committee have the same strict obli-
gations to keep all information they learn confidential, subject to the limited exception when necessary to protect health, welfare or
safety. Information about complaints and reports, absent personally identifiable information, may be reported to Helena College offi-
cials and external entities for statistical and analysis purposes pursuant to federal and state law and college policy.

ANONYMOUS AND THIRD PARTY REPORTING

The appropriate staff member accepts anonymous and third-party reports of conduct alleged to violate this Policy and will follow up
on such reports. The individual making the report (Reporter) is encouraged to provide as much detailed information as possible to
allow the staff member to investigate and respond as appropriate. The appropriate staff member may be limited in the ability to
investigate an anonymous report unless sufficient information is furnished to conduct a meaningful and fair investigation.

In the case of employees, the Discipline Authority is the Helena College Administrator with the authority to impose sanctions in ac-
cordance with applicable employment policies, procedures and collective bargaining agreements. In the case of Academics, the Disci-
pline Authority is the Executive Director of General Education or CTE. In the case of students, the Discipline Authority is the Executive
Director of Compliance and Financial Aid.

Disciplinary records for Discrimination and Harassment violations are maintained in the same manner as other disciplinary records
under the Student Conduct Code.

JURISDICTION AND COOPERATION WITH LAW ENFORCEMENT AGENCIES

Generally, the jurisdiction of the Code is limited to student conduct occurring on property owned, leased, or otherwise controlled by
the college. In exceptional circumstances, jurisdiction may be asserted off-campus when conduct impairs, interferes with, or obstructs
college activities or the mission and functions of the institution, or poses a substantial threat to the health and safety of the campus
community. As members of the larger community of which the college is a part, students are subject to all national, state and local
laws and ordinances. While the laws of the larger community and the Student Code of Conduct may overlap, they operate inde-
pendently and do not substitute for each other. If a student’s violation of such laws or ordinances also adversely affects the institution’s
pursuit of its educational objectives, the college may enforce its own regulations, regardless of any legal proceedings either pending
or underway by other authorities. Conversely, violation of any section of these regulations may subject a student to disciplinary
measures by the institution, whether or not such conduct is simultaneously a violation of local, state, or national laws. Further, the
college makes no attempt to shield members of the campus community from the law, nor does it automatically intervene in legal
proceedings against members of the campus community. The college will cooperate with law enforcement agencies, courts, and any
other agencies in programs for rehabilitation of students.

The full policy of the complaint process for Discrimination, Harassment, Sexual Misconduct, Stalking and Retaliation Helena College
Policy 100.3. (https://helenacollege.edu/campus facilities/policiesprocedures/default.aspx)
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STUDENT COMPLAINT PROCEDURES

A complaint is any expression of dissatisfaction with the performance of a college employee or procedure. Any student who has a
concern about the actions of a particular staff or faculty member or student or with a college procedure has the right to have his or
her complaint heard in a logical and orderly manner. Helena College emphasizes the importance of direct, courteous and respectful
communication to informally resolve student concerns and complaints. The college has identified specific procedures for various types
of complaints as outlined on the following pages.

Students are advised to consult with the Director of Student Wellbeing and Engagement for advice in proceeding with a complaint.
The Director of Student Wellbeing and Engagement may act as an advocate who will assist the student in the completion of the
appropriate complaint procedure. A student may waive the right to an advocate.

TIME LIMITS FOR FILING COMPLAINTS

The appropriate administrative officer may suspend or extend the time limits specified in the various steps of the General Complaint
procedure under exceptional circumstances such as extended illness, sabbatical leave, or the absence of one or both parties to the
complaint. In the event that a formal complaint is suspended or the timeframe for resolution is extended, the administrator will notify
both parties to the complaint in writing. If the complaint involves a discrimination issue, the time limits in the appropriate policy or
regulation shall apply.

When either party of the complaint is no longer at the College and does not expect to return, the appropriate administrator shall give
reasonable opportunity for either party to respond before making a decision to dismiss or provide resolution to the complaint as
necessary.

COMPLAINT PROCEDURES

The college has established procedures for each of the following types of complaints:

GENERAL COMPLAINT PROCEDURE

When there is good cause to believe a student has a complaint and a satisfactory resolution cannot be obtained through direct com-
munication with the staff or faculty member, the following procedure should be utilized:

STEP ONE: If no satisfactory resolution is reached through discussion with the faculty or staff member against whom the complaint
exists, or if the student determines that the complaint may be resolved more appropriately without the faculty or staff member in-
volved, the student should attempt to resolve the complaint through a meeting with the appropriate academic division chair or im-
mediate supervisor. This meeting must occur within five (5) instructional days of the attempt to directly resolve the complaint infor-
mally or the situation or circumstance that gave rise to the complaint if the student determines the complaint may be resolved more
appropriately without the faculty or staff member involved.

STEP Two: If a satisfactory resolution cannot be obtained through the Step 1 meeting, a student may proceed with a formal written
complaint. The student shall outline in writing the complaint, identifying dates and persons involved, why previous attempts at infor-
mal resolution failed, and the desired resolution to the complaint. The written complaint must be submitted to five (5) instructional
days of the Step 1 meeting. When the formal complaint is received it shall be forwarded by the appropriate senior administrator
(Executive Directors of Compliance, Gen Ed, CTE, and/or Director of Nursing) to the faculty or staff member and other appropriate
parties concerned for a written response within ten (10) instructional days. The appropriate senior administrator shall keep all written
documentation associated with the complaint as a record of the proceedings. The senior administrator shall inform the student of the
nature of the written response from the parties. If the written response fails to resolve the complaint to the satisfaction of the student,
the appropriate senior administrator (Executive Directors of Compliance, Gen Ed, CTE, and/or Director of Nursing) will convene a
conference of all the parties to the complaint within ten (10) instructional days for the purpose of bringing the complaint to resolution.

Step Three: In the event the administrative conference fails to resolve the complaint, the written complaint, along with any records
of proceedings, and a recommendation for resolution will be provided to the Dean/CEO for a final resolution within ten (10) instruc-
tional days. The Dean/CEO will review the complaint and may amend, modify, reverse or accept the recommendation, advising all
affected parties of the final resolution to be implemented.

If a student is not satisfied with the resolution implemented by the Dean/CEQ, the student may address his or her complaint in writing
to the Commissioner of Higher Education, PO Box 203201, Helena, MT 59620-3201, in accordance with Montana Board of Regents of
Higher Education 203.5.2.
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A complaint against a faculty or staff member shall not result in the forfeiture of said faculty or staff member’s rights as protected
under the Collective Bargaining Agreement between the Helena Teacher’s Union, MEA-MFT, NEA, AFT, AFL-CIO and the Montana
Board of Regents of Higher Education or the Montana Public Employees Association and the Montana University System.

COURSE COMPLAINTS

FINAL COURSE GRADE APPEAL

Every student has the right to appeal the final grade in a course, in accordance with the stipulations outlined below. Such an appeal
must be initiated by the student or the student’s agent/representative, who has been identified in writing, no later than commence-
ment of subsequent semester. Spring grades will normally be appealed in the following fall semester. The initiating student should
begin with the INFORMAL process outlined in Section A, and may then pursue the FORMAL process in Section B is satisfaction is not
obtained informally. Once a formal appeal has been initiated, the process will conclude within two weeks whenever possible.

SECTION A — PRELIMINARY PROCEDURE:
Student initiated INFORMAL Process

1. Discuss the matter with their instructor. Clerical errors are usually handled in this manner, with the instructor signing the
correction of official records. If the student believes the problem is not resolved, the student shall then;

2. Visit with the division chair who supervises faculty teaching the course to discuss the issue. If the concern still remains unre-
solved, the student may; Elect to file a formal written Grade Appeal with the Executive Director of Enroliment.

3. The Executive Director of Enrollment records the official filing of the appeal and then refers it to the Peer Review Committee.
A formal Grade Appeal may not be filed until steps 1 and 2 above have been completed. It is recommended that students
present documentation that may shed light on the appeal. The Grade Appeal form is available at the Registrar’s Office.

SECTION B - FORMAL PROCESS:

Conditions under which grade may be appealed:
1. If thereis a dispute over the numerical calculation of the grade OR

2. Ifthe grade assigned appears arbitrary, capricious, or inconsistent with syllabus assessment /grading policy.

FACULTY PEER REVIEW COMMITTEE

Upon receipt of a student’s written Grade Appeal, the Executive Director of Enrollment shall then convene a hearing of the Peer
Review Committee. The committee will be formed ad hoc and consist of:

1. A Division Director from OUTSIDE of the division where the course is offered. This chairperson is nonvoting and serves only
to facilitate the process.

Four faculty members who shall be selected by the Executive Director of Enrollment, with two from the Airport Campus and two from
the Donaldson Campus.

2. The student who has filed the appeal must be in attendance or else waive their right to attend the meeting in writing prior to
its being scheduled.

3. The involved faculty member may attend or send written comments at their discretion.
4. The institutional Registrar may be invited to provide information or as a committee resource.

The purpose of the Peer Review Committee is to determine whether or not the grade should be changed. If the Peer Review Committee
finds that the grade assigned was miscalculated, or appears arbitrary or capricious or inconsistent with syllabus assessment/grading
policy, the Committee shall make a recommendation as to the appropriate grade to the Executive Director of Enrollment who will
have final decision authority.

ASSIGNMENT GRADE DISPUTE

Every student has the right to appeal a grade while the course is in progress, in accordance with the stipulations outlined below. Such
an appeal must be initiated by the student no later than TEN working days after the assignment grade in question is delivered or
posted. It is important to note there is NO FORMAL PROCESS for appealing a grade while the course is in progress.
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SECTION A
Student initiated INFORMAL Process

1. Discuss the matter with their instructor. Clerical errors are usually handled in this manner, with the instructor signing the
correction of official records. If the student believes the problem is not resolved, the student shall then;

2. Visit with the administrator who supervises faculty teaching the course to discuss the issue. If the concern still remains unre-
solved, the student must wait to;

File a formal written Grade Appeal with the Executive Director of Enrollment according to the process outlined above AFTER the final
grade for the course has been posted. The Executive Director records the official filing of the appeal and then refers it to the Peer

Review Committee. It is recommended that students present documentation that may shed light on the appeal.
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