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COLLEGE

On behalf of the faculty, staff, and administration, | want to welcome you to Kettering College. Here you will find a
community of people who, like you, intend to make a better world through the ministry of healing.

Dear Student,

Along with the faculty and staff, | am delighted that you have chosen Kettering. Together, we promise to do our best
to help you do your best while you are with us.

The Student Handbook informs you about the College’s services and policies, which are meant to support an
enjoyable, productive, and mission-based learning environment. Please review them — and remember that if at any
time you have questions or concerns about your experience here, you may speak with your program chair, the deans,
or me. Our doors are open. We want to hear from you.

1 wish you every blessing. All of us are glad and grateful to be able to help you make your dreams come true.

Sincerely yours,

Nate Brandstater
President

Please keep this ‘Handbook’ for future reference

This information is intended to acquaint students with the College and its policies. It is the responsibility of each
student to understand the policies outlined in the Student Handbook. The information in the Student Handbook is
designed to be as accurate as possible, and students admitted for or during any school year are admitted under and
are subject to the provisions of the Student Handbook. The College reserves the right to make such changes as
circumstances require.



KETTERING COLLEGE
COLLEGE MISSION

Kettering College, born out of Adventist faith, offers graduate and undergraduate degrees in health science.
Upholding Christ, the College educates students to make service a life calling and to view health as harmony with
God in body, mind, and spirit.

COLLEGE VISION
We transform lives through innovative healthcare education.

KETTERING COLLEGE VALUES
Trustworthy

e We value personal and professional integrity and accountability in all relationships.
Innovative

e We value an approach to health science education that promotes advances in the effective practice and
delivery of health care.

e We value creative, future-oriented preparation of health care professionals to meet the challenges of
providing comprehensive and compassionate health care.

Caring
e  We value spiritual wholeness and nurture personal spiritual growth.
e We value and respect the dignity of all people as being made in the image of God.

o  We value being called to Christian service through the ministry of health care as a reflection of Christ’s
unconditional love.

Competent
e We value excellence in teaching and clinical competence evidenced in personal and professional growth.
e We value promptness and effectiveness in responding to the needs of others.
e We value lifelong learning as an integral part of our professional calling and personal growth.
Collaborative
e We value social responsibility and service to others.
e We value partnerships that foster enhanced service to our community.

KETTERING COLLEGE: A SEVENTH-DAY ADVENTIST INSTITUTION

Owned and operated by Kettering Health Main Campus, Kettering College is an integral part of the educational
mission of the Seventh-day Adventist Church. The Seventh-day Adventist Church believes firmly in the inspiration
of the Bible, the record of creation, the divinity of Christ, His saving work at Calvary, and His second coming.
Adventists believe that God desires the very best of us; therefore, we endeavor to order our lives after His teaching
and His will. We recognize that positive relationships with others and with God are vitally important to a happy and
fulfilling life. Adventists emphasize the importance of spiritual, intellectual, and physical growth to ensure a well-
balanced personal development. We believe that God invites us to make a difference in this world, first by letting the
difference of the Gospel change our own hearts, and then by sharing the gifts God has given us to serve others. As a
health care professional, the difference you can make for people will be very significant.

While at Kettering College, you may experience some campus practices that are new to you.
e You will find opportunities in your classes and with campus faculty and staff to discuss spiritual issues as
they relate to healing, ethics, and personal growth.

e Your faculty may lead in devotional thoughts and/or prayer as you begin classes.

e You are strongly encouraged to abstain from illicit drugs, alcohol, and tobacco, and you are strictly
prohibited from possessing and/or using them on campus and at college-sponsored events.



e You will notice that the biblical Sabbath, a prominent belief of the Seventh-day Adventist faith, is observed
from sundown Friday to sundown Saturday. Campus activities are different and ministry opportunities
more plentiful during Sabbath hours.

e You may be asked to join a worship program or participate in a worship experience on campus.

e You will find opportunities for service to fellow humanity, whether in local communities or in distant
mission outposts.

We encourage you to ask questions and to keep an open mind to the religious diversity that you will experience at
Kettering College. During your experience at Kettering College, inquire about the different faith expressions of our
student body, faculty, and staff. Make spiritual learning an important area of growth as you become a health
professional.

While at Kettering College, we pray for and desire that you will find a place to belong, where you feel loved and
valued, and where you are encouraged to seek God and grow into the men and women, He intended us to be.

CAMPUS LIFE

SPIRITUAL OPPORTUNITIES

Kettering College is a Christian institution, committed to creating an environment conducive to the development of
spirituality. Students can expect that their spiritual and religious heritage will be valued and respected.

Kettering College provides a variety of services and programs designed to meet the spiritual needs of students,
faculty, and staff. These activities may include workshops, weekend events, worship opportunities, mission trips,
and community service opportunities. The Campus Ministries Office is happy to assist students new to southwestern
Ohio in finding a church that meets their religious and denominational preferences. The services and events
provided by Campus Ministries are available to all students regardless of religious affiliation. For more information,
contact the Campus Ministries Office.

SABBATH OBSERVANCE

In keeping with the Seventh-day Adventist belief in a weekly day of rest on Saturday, both Kettering College and
Kettering Health abide by a policy of modifying activities and services offered from sundown Friday to sundown
Saturday. By maintaining only essential services, the College gives students, faculty, and staff the opportunity to
experience rest and renewal. The College is closed, and most services are not available during the Sabbath hours.

All students are invited to experience personal spiritual renewal through the religious services and activities offered
during the Sabbath hours by the Kettering Adventist Church and the Campus Ministries Office.

STUDENT REPRESENTATION

Kettering College strives to enable students to have a voice in Kettering College governance. Each year students are
provided with an opportunity to be a sounding board for areas of opportunity and improvement. Student feedback is
invaluable to our administration. In addition, most programs at Kettering College elect leadership within their
program.

UNAUTHORIZED SUBSTANCE AND ALCOHOL-FREE CAMPUS

Kettering College (KC) is committed to creating and maintaining an environment free of Unauthorized Substance
and alcohol use. KC is also committed to compliance with state, federal, and local laws regarding Unauthorized
Substances and alcohol, including enforcement of state underage drinking laws and state and federal laws regarding
marijuana and other cannabis products containing tetrahydrocannabinol (THC) (collectively, “marijuana”). The
purpose of this policy is to outline KC’s approach to maintaining a Unauthorized Substance and alcohol-free
institution.



MODESTY IN DRESS

Kettering College is a Christian institution of professional health care education associated with Kettering Health
Main Campus. Students are expected to dress modestly and in good taste while in the College, at Kettering Health
facilities, and during educational activities at other affiliated clinical rotations or sites.

1. No tank tops.
No shorts above mid-thigh.
No exposure of midriff.
No low-cut shirts or blouses.
No offensive language or pictures on clothing.
6. No pajamas.
Specific clinical programs may provide additional dress guidelines.

AN S

GIFT SHOP

The Kettering Health Main Campus Gift Shop is an onsite, one-stop shop for students, personnel, Kettering Health
Main Campus staff and visitors. The shop offers a wide variety of academic supplies, college logo wear, food and
beverage, and gift items. The Kettering Health Main Campus Gift Shop accepts student and staff 1D badges, cash,
check, and credit. The contact phone number is 937-395-8558, and the website is
https://secure.ketteringhealth.org/giftshop/index.cfm?displayitem=y&cat_id=14DA9ESE -E6D0-44FD-9651-
4BA6003F529E &clearcart=N&fac=KH

All books may be purchased online: https://kc.ecampus.com/

All uniforms may be purchased online: https://ketteringcollege.lizardapstore.com

THE ONLINE TEXTBOOK STORE

Our online textbook store partner is eCampus. Students may pay for books with a credit card or with their student
account. Students who have financial aid available to use for purchasing books will receive a voucher. eCampus
will email book voucher information to federal financial aid recipients before the start of each semester. The
eCampus emails will be sent to your Kettering College email account. For more information on the bookstore
voucher process, please visit Using Finance Vouchers Through Online Bookstore.

eCampus offers streamlined ordering of course materials and offers seven ways to reduce textbooks costs. You have
access to a robust selection of e-book options that will advance student learning.

COUNSELING SERVICES

Kettering College provides a confidential short-term counseling and support program for students. The service is
free of charge to the student.

Students can receive counseling by registering for services through:
e Virtual Care Group: www.thevirtualcaregroup.com/kettering
o Use zip code 45429

Details about counseling and other mental and behavioral services are available on the College website at
https://kc.edu/studentaffairs/mental-health/.

EMPLOYMENT OPPORTUNITIES

Students seeking on-campus employment may inquire in the Career Services office. To be eligible for work-study
employment, students must complete the Free Application for Federal Student Aid (FAFSA). Additional
employment opportunities may be found throughout Kettering Health. Please visit the Kettering Health Careers
website at www.ketteringhealth.org/careers to view available positions.
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MINOR CHILDREN ON CAMPUS

Due to liability issues and questions of professionalism, students are prohibited from bringing minor children on
campus for class or lab times. Children under the age of 15 should not be left unattended on campus at any time.

CHILDCARE

There are no childcare facilities on campus. Childcare services must be provided at an off-campus site. Students may
not babysit on campus or in the residence hall due to liability issues.

FIRE DRILLS

Kettering College holds fire drills as required by city ordinance. When the fire alarm sounds, everyone must
immediately evacuate the building. Never ignore the alarm, assume it is false, or the result of a test. Please find the
nearest and safest exit and go to designated sites as shown on the evacuation maps. People may re-enter the building
after KHMC security grants clearance.

COLLEGE LIBRARY
Hours of operation:
Fall and winter semesters:

Monday-Thursday.............cccoeueiiiniieiiniiinannne. 8a.m.to9p.m.
Friday.....oooooiiiiiii 8a.m.to4p.m.
SAtULAAY ... eeeeeeei e Closed

SUNAAY ..ot 1p.m.to9pm.

Changes in hours are posted at the Learning Commons entrance, on the College lobby bulletin boards, and recorded
on the library website at https://kc.edu/library/.

Library services: The College library includes books, periodicals, audio-visual materials, and online reference tools.
The library is also part of the Ohio LINK system, a statewide network of college and university libraries. Ohio
LINK provides online access to many library collections, scholarly and professional databases, and a wealth of other
information resources. Students may use the study spaces and rooms throughout the library and learning commons.
Staff are available to assist students in finding information and materials.

COPYRIGHT

Kettering College values and respects the laws that govern the creation and distribution of intellectual property
(copyright) and the rights of members of the academic community to use such intellectual property (fair use). It is
the expectation of the administration of Kettering College that students will be familiar with these laws and use
copyright-protected works in accordance with the law.

Information regarding copyright law and use of copyright-protected materials is available at
http://kc.edu/library/copyright-and-fair-use-information/.

ACADEMIC SUPPORT
The mission of the academic support is to:
e  Empower students to develop effective strategies for learning

e Help students discover and utilize learning styles to enhance academic success
e Assist students in transitioning to the requirements of higher education
e Support students in setting educational, personal and professional goals

In addition, free tutorial services are available to students for a variety of subject areas by appointment. Academic
Support faculty also provide individual coaching sessions to promote academic success for students.
Accommodations are available for those students with documented disabilities.

Please refer to STUDENT SUCCESS CENTER for more information.

SCHOOL CLOSINGS


https://kc.edu/library/

Occasionally, Kettering College needs to be delayed or closed due to weather-related concerns or emergency
situations. College administration will determine which closing option to us:

o Delayed opening (time will be specified)
e Closed
e Evening classes canceled

Administrators will initiate the delay or closing as early in the day as possible, recognizing that many faculty and
students leave their homes in the early morning hours for clinical appointments.

Communication of delays or closings will be distributed via the following methods:
e Kettering College e-mail accounts of all personnel and students

e Kettering College’s Facebook page (www.Facebook.com/KetteringCollege), X account (formerly Twitter)
(www. Twitter.com/KettCollege), and Instagram (@ketteringcollege)

e Dayton and Cincinnati area media outlets (listed at www.kc.edu/weather-emergencyann)
e On the home page of the College Web site

o A large red section will appear at the top of the home page screen, with detailed information
about the school’s status. More detail is typically available on the web site than can be
communicated by the local media, so it is recommended that you check it frequently.

e Inthe form of text messages via the Alertus System

o Alertus is the college’s emergency alert system. Students will be prompted to sign up for
Alertus as part of the new student enrollment process. If you need assistance, please reach out
to the help desk (937)203-8303 or Helpdesk@my.kc.edu. Please note: your phone must be set
up to receive notifications from Alertus.

LOCAL TELEVISION AND RADIO OUTLETS

In the event of a delay, closing, or emergency, multiple television and radio stations in the Dayton and Cincinnati
areas will be contacted with the appropriate information. A complete list of stations contacted is available at
www.kc.edu/weather-emergencyann.

Kettering College cannot guarantee that stations will broadcast the delay/closing information, so it is recommended
that you use one of the other methods mentioned above to stay informed about the school’s status.

STUDENT IDENTIFICATION CARDS

Each student must have a valid student identification card to charge at the gift shop for purchases to go directly to a
student account, to use library facilities, to access the building after hours, and to receive discounts at the cafeteria.
The student identification card can only be used while the recipient is an active, registered Kettering College
student. Students should keep their ID cards with them always while on campus. If a card is lost or stolen, report it
to the front desk of the Boonshoft building to have the card deactivated and a replacement card issued. There is an
$8 charge for all replacement cards.

LOST AND FOUND

Inquiry about lost items may be made at the Kettering College Front Desk, Ext. 55600, during operating hours or at
the Security office, ext. 58695, at Kettering Health Main Campus.

RESIDENCE HALL SERVICES

Kettering College offers on campus housing for approximately 120 students. This is available for eligible students
ages 30 and under. The Residence Hall Handbook is available at https://kc.edu/studentaffairs/residence-
hall/residence-hall-handbook/ or on the Residence Hall webpage at https://kc.edu/studentaffairs/residence-hall/. The
Residence Hall webpage includes a detailed account of the facilities as well as regulations. Each resident must sign a
lease agreement, which is legally binding through the end of the academic year unless a student withdraws from
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Kettering College. Those wishing to break the lease need to refer to the housing lease appendix in the Residence
Hall Handbook.

Smoking and alcohol consumption/possession are prohibited in the Residence Hall and on the Kettering Health
Main Campus grounds.

Privacy doors separate the residential areas for men and women. No visitation is allowed between the male and
female wings of the Residence Hall, except during weekly open-hall periods, scheduled and authorized by the
Residence Hall staff.

Each room is furnished with desks, chairs, dressers, beds and roller shades. The student must supply bed linens,
towels, laundry supplies and other personal items. Ironing boards are provided in the laundry room. Free laundry
facilities are available to the residents. Fully equipped kitchens are also available on each floor. Students are to
provide pots, pans and utensils for their own use. Please note: toasters, hotplates, incense and candles are prohibited
in student rooms.

Residents are assigned mailboxes upon arrival. They are near the elevator in the Residence Hall building.

PARKING

Parking areas
Student parking is allowed in these designated areas only:

Across Southern Boulevard in the east student/employee parking lot. During peak hours, security personnel
will specify overflow parking areas at the student/employee parking lot. No fee will be assessed.

Students who travel to Kettering Health Miamisburg Hospital must park in the west employee parking lot.
Students may not park in the visitors’ lot or in restricted areas at Sycamore Hospital.
Motorcycle parking at Kettering College is in the rear of the east student/employee parking lot (southeast

corner). There is also a limited amount of spaces in front of the building.|At Kettering Health Miamisburg
Hospital, motorcycles may be parked in the rear of the second-shift lot (southwest corner).

No parking
Student vehicles may not be parked:

In any central (visitors) garage, Boonshoft garage or patient parking areas

In Physicians’ Office Building staff or visitor parking

In spaces marked “reserved” or “special permit only”

In the time-restricted 20-minute spaces and Polen Plaza parking along ER driveway

On the grass or on side roads

Outside lined parking spaces in the lots

At the end of rows, curbs, turnaround areas, or anywhere else that is not a marked space
Backed into a diagonal space against the flow of traffic

Beyond 20 minutes in 20-minute restricted spaces in front of the college always

In the hospital employee parking behind hospital (north lot) and east employee lot (across the street from
the hospital)

Handicap parking without state issued permit always
In Physicians” Office Building patient parking area

In Emergency Room patient parking



Note: Other parking information can be found on the security department intranet site.

Parking penalties

Tickets may be paid for in the security office just inside the emergency department entrance. Unpaid fines are turned
over to Kettering College administration for collection or deducted from the paycheck for those students who are
also Kettering Health Main Campus employees. Repeated violations of the parking regulations may result in having
your vehicle towed and/or disciplinary action. If fines are placed on a student account, a service charge will be
added to the ticket. Parking on campus is a privilege, not a right to the student. Failure to follow parking guidelines
will result in the following penalties:

$10 fine if paid within 72 hours (excluding weekends and holidays)
$20 after 72 hours
Any fine not paid will be added to the student account with a $5.00 processing fee

P w DN e

Any tow charges will be added to the fine.

Bicycle parking

A bicycle rack is provided in the lower level of the employee parking garage at Kettering Health Main Campus. All
bicycles must be parked there. At Kettering Health Miamisburg hospital, bicycles may be parked in the southwest
corner of the second-shift lot. Bicycles should be locked to the rack.

Miscellaneous

Make sure that your car is locked, and all valuables are secure in your trunk or locker. Vehicles that are inoperable
must not be stored on Kettering College/Kettering Health Main Campus property.

Student-owned cars may be towed for repeated failure to follow parking guidelines. A full statement of KHMC’s
parking penalty guidelines is in the KHMC administrative policy manual kept in the office of the president.

LOBBY USE

The College lobbies are for the students, faculty, staff, and their guests. Students are invited to use the areas and are
responsible for cleaning up after use.

PHOTOGRAPHY & VIDEOTAPING

Kettering College reserves the right to photograph and/or video-record students, faculty, staff, and guests while on
college property or during college-sponsored functions. These images and audio may be used by Kettering College
for promotional purposes, including use in newspapers, College magazines, press releases, booklets, pamphlets,
newsletters, advertisements, videos, www.KC.edu and associated sites, KC social media channels, and other
materials. Anyone wishing not to participate in photo or video shoots is advised either to inform the
photographer/videographer or to remove him or herself from the area in question.

DISPLAYS OF CAMPUS COMMUNICATION

In order to keep the campus environment uncluttered, students, faculty, and staff must adhere to guidelines for
posting information in the College buildings. Printed communication items (posters, fliers, signs, etc.) cannot be
affixed to any painted or metal surface, column, railing, elevator, or door on the ground floor or first floor of the
Boonshoft Center for Medical Sciences or the South College building. Any items found taped, stapled, pinned, or
otherwise attached to any such surfaces will be removed and discarded.

Students and personnel may use several areas for posting information:

e  Two stand-alone signs, one just inside the entrance to the Boonshoft Center and another inside the entrance
to the South College building.

e  The large bulletin board next to the student mailboxes in the South building.


http://www.kc.edu/

e A large section of wall on the ground floor of the Boonshoft Center near the chapel and the ground-level
entrance to the Learning Commons.

For display in these areas, the policy calls for printed communication items (posters, fliers, signs, etc.) to be
submitted to the public relations office for approval and posting. If the PR officer is not available, the student
services administrative assistant can post time-sensitive items.

e Items permitted for posting include but are not limited to event fliers; general announcements relevant to
the campus community; “for sale” advertisements; job opportunities; and promotional pieces for courses,
programs, or fundraisers.

e Items will be date-stamped and can be displayed for up to four weeks. Items will be removed at the four-
week mark or earlier if the event is over or a deadline has passed. If advertising an event that occurs before
the end of that four-week period.

e The PR officer will post the items in the central communication areas.

BANKING AND CHECK-CASHING SERVICES

Membership in the Kettering Health Network Credit Union, a full-service federally insured financial institution, is
open to Kettering College students. Joining the credit union requires an initial opening deposit of $5 and provides
access to savings and checking accounts, nationwide ATM access, a Visa card, loan options and more. Members
may also cash checks at the credit union.

FOOD SERVICES

The hospital cafeteria and the Fresco eatery offer vegetarian and non-vegetarian selections. Discounts are offered
when using the student ID card. Mealtimes are posted online and outside the cafeteria and the Fresco eatery.
Suitable dress is required (see the section on modesty in dress). Dishes and silverware may not be taken out.
Foods is also available in the Anna May’s Cafe on the ground floor of the College.

STUDENT SUCCESS

Mission: Student Success dedicates itself to the education of the whole person by providing student-centered, co-
curricular opportunities and experiences that support academic, spiritual, and personal goals, as expressed through
the core principles of service, scholarship, leadership, and faith.

The areas of Student Success include:
Student Affairs

e Campus Ministries

e Residence Life

e  Career Services

e  Student Life and Activities

Student Success

e Academic Support

o Peer-to-peer Tutoring

o Student Success Coaching
e Writing Support
e Disability Services

o Accommodations



e Title IX

Each of these areas allow students to be involved in several ways and to grow academically, spiritually, socially,
emotionally, professionally, and mentally. Our prayer is that our graduates from Kettering College feeling more
connected to Jesus, the community, and the friends they've made here, effectively preparing them to be the best

version of themselves God created them to be.

The Student Success Center houses Academic Support, Writing Support, Disability Services, and Title IX and is
located down the hall from the Learning Commons. Appointments are available during the week.

Hours of Operation:
Fall and winter semesters:

8 am. to4p.m.
.. 8am.to 12 p.m.
.. Closed

Closed

CAMPUS SECURITY

Kettering College is committed to providing a safe and secure environment for students, faculty, and staff. Full
details about campus security are available in a separate annual Security and Fire Safety report, which can be found
on our website at Campus Safety, Emergency and Weather Announcements - Kettering College (kc.edu) Hard
copies of this report can be obtained by contacting Laura Kosch in the Academic Support Department at (937) 395-
8601 ext. 55646.

Kettering Health Police are always available to ensure the campus is safe. Kettering College operates under the
principle of See Something, Say Something. Kettering Health Police can be reached by phone at (937) 395-5095 and
can are available 24 hours a day. Kettering Health Police can also be reached on the Alertus emergency alert app by
clicking on the CONTACT button.

STUDENT HEALTH

PREVENTION

Kettering College requires students to obtain immunizations as preventive measures and to meet the requirements of
the affiliating clinical agencies. Even with all the preventive measures, students cannot be guaranteed they will not
acquire an infection or illness resulting from exposure. Students are expected to use reasonable precautions and must
obtain adequate personal health insurance to provide appropriate coverage for illness or injury.

The health care profession, by its very definition, assists those whose health is compromised by disease, trauma,
and/or other physical or psychosocial illnesses and problems. Although every effort is made to instruct students in
appropriate procedures and standard/universal precautions, there is still an inherent risk of exposure to infectious
diseases and/or pathogens that could cause illness or injury.

The College Student Health Coordinator or clinical coordinator for the program of study can provide current health
requirements as well as information about where to locally obtain immunizations, titers, and skin testing.

Students must be current with the health requirements stipulated for their program of study. Failure to meet health
requirements, specific to the individual program policy will be followed and students may be held from clinical
based on program policy.

Students who wish to reside in student housing must present proof of the following immunizations:
-Menomune/Menaetra (Meningococcal Meningitis)

-Yearly flu vaccination

Students in a professional program having clinical requirements must meet individual program requirements.
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HEALTH INSURANCE

All students enrolled in clinical programs and/or living in the Residence Hall at Kettering College must have
personal health insurance coverage during the time they are enrolled students. Failure to obtain and/or maintain
personal health insurance coverage may result in dismissal from the College.

All international students are required to have health insurance. International students may hard -waiver out of using
the college’s insurance by providing proof of insurance. All international students who do not provide proof of
insurance will be billed for the health insurance that the college provides through a third-party vendor.

HEALTH CARE RESOURCES

For on-campus health care emergencies, call 911. For routine health needs, students can contact the physician
referral program at (937) 384-6950 or U.S. Health Works Medical Group in the North (937) 237-6231, Central at
(937) 293-7770, or South at (937) 746-8795. The physician referral program, serving health needs throughout the
Miami Valley, arranges appointments usually within one business day. Family practice physicians at U.S. Health
Works Medical Group are equipped to provide health consultations and immunizations. Students must show a valid
Kettering College student ID card for service. At these facilities, students are responsible for the cost of consultation
or treatment and are expected to pay at the time of service.

Students who become injured while on campus are advised to consult with their physician or with U.S. Health
Works Medical Group. Should urgent medical care be required, 24-hour medical service is available in the KMC
emergency department or any other network emergency department. Payment for treatment is the student’s
responsibility. Student injuries on campus should also be reported to the patient relations department of Kettering
Medical Center, using an “occurrence report” available at the front desk. Student injuries during clinical rotations
must also be reported to the campus Student Health Advisor within 72 hours.

RESTRICTIVE HEALTH POLICY

The College desires to safeguard the health and well-being of Kettering College students in clinical and dormitory
settings and those patients with whom they have contact while in the clinical setting. For this reason, the student is
responsible for reporting to the program coordinator, faculty, and director of Residence Hall (if a resident) any
restrictive health condition as soon as it is known.
Restrictive health conditions are any prolonged health condition lasting longer than one week that may temporarily
limit full participation in required educational experiences or that may threaten a student’s life.
Restrictive health conditions of physical origin may include back injuries, fractures, pregnancy, immuno-
compromised status, surgery, etc. Other restrictive health conditions involving mental and emotional conditions are
of particular concern because of their potential for life-threatening situations. These conditions include but are not
limited to suicide attempts, severe depression, anorexia nervosa, bulimia nervosa, and psychotic behavior. If a staff
or faculty member becomes aware of a life-threatening situation involving a student, the student’s right to
confidentiality is suspended to obtain necessary assistance for the student. Life-threatening situations involving
students under the age of 18 are cause for immediate notification of the student’s parents/guardians by the College.
Once a restrictive health condition is reported, the program coordinator, faculty, or director of Residence Hall may
request the student obtain a written recommendation from a physician. Continued participation in the
clinical/laboratory experience or in Residence Life will be decided on a case-by-case basis. Factors considered in
making this decision include the following:

1. Student’s condition

2. Recommendations from the student’s physician

3. Attendance and performance expectations within the course as outlined in departmental policies and course
syllabi

Opportunities for make-up work once the restrictive health problem is resolved

For Residence Hall students, available housing accommodations as they relate to the students’ physical and
emotional condition.

The division director, program chair, or the Associate Director of Housing will be responsible for deciding whether
to request that the student withdraw from a course, a program, or the Residence Hall due to a restrictive health

11



condition. These individuals may consult with the student, the instructor, the student’s physician, and the Dean for
Academic Affairs to acquire the necessary information to make this decision in the best interest of the student and
the College.
Failure to report a restrictive health condition to the program coordinator, faculty (or to the Associate Director of
Housing, if appropriate), and/or failure to comply with the restrictive health procedure (see below) may result in
immediate suspension from course activities and/or dismissal from the Residence Hall.

*For definition, individuals with restrictive health conditions are not necessarily considered to be “disabled,” in
that the impairments are not considered to be substantial limitations in major life activities.

RESTRICTIVE HEALTH PROCEDURES
A. Atthe time a restrictive health problem is determined, the student will:

1. Notify the program clinical coordinator, faculty and Associate Director of Housing of the condition and
discuss with the instructor/director of Residence Hall course requirements or housing accommodations
as they relate to the restrictive health condition.

2. Obtain a written statement from a physician indicating a recommendation about what specific
restrictions apply, if any, and whether the student may continue the educational experience or remain in
the Residence Hall (as appropriate).

a. If the health condition is due to pregnancy, the student must submit to the instructor an initial
recommendation from the physician, followed by updated recommendations from the physician
during the last month of pregnancy.

b. If the health condition involves a life-threatening situation, the student will be required to receive a
psychiatric evaluation and/or counseling and may be required to enter into a contract with the
College to establish conditions regarding required treatment.

3. Submit the written statement from the student’s physician to the program clinical coordinator, faculty
and Associate Director of Housing.

4. Discuss with the program clinical coordinator, faculty and housing the available options for continuation
in the course/Residence Hall considering health care provider’s recommendations and any continuing
restrictions.

5. Submit a statement from the physician indicating approval to return to the clinical/laboratory/housing
activities without restrictions.

B. Inassisting a student who has a restrictive health condition, the program clinical coordinator, faculty and
housing will:

1. Provide forms to the student for obtaining physician recommendations.

2. Submit physician health statements received from the student to the program chair/divisional director.

3. Involve the course coordinator in the process as soon as possible in departments where it is appropriate.

4. Discuss with appropriate supervisory faculty the available options for the student until the restrictive
health condition is resolved.

5. Assess, insofar as possible on an ongoing basis (as appropriate), how the student’s health status impacts
his/her continued involvement in the educational experience or in housing. Reserve the option to send
the student from the clinical setting/laboratory/housing with the recommendation to schedule another
evaluation with his/her physician.

6. Retain the specific medical release form in the department academic file.

HIV INFECTION AND AIDS POLICY
FOR STUDENTS, FACULTY, AND STAFF

This policy exists to ensure education of Kettering College students related to HIV infection and AIDS and protect
confidentiality and privacy of infected persons.
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Education

Information on AIDS and HIV infection is available to the student body, faculty, and staff through the student health
coordinator. This information will be based on the best currently available medical facts about HIV infection and its
transmission.

The student health coordinator, in conjunction with the Dean for Academic Affairs, will evaluate and decide
individual cases, organize, and oversee the educational program, and provide a mechanism for making policy
decisions.

Admission

No decision about admission will be decided based on the existence of any form of HIV infection. Regular
classroom attendance by those infected with HIV is unrestricted if the individual is physically and mentally able to
attend classes. The HIV-infected student must follow the restrictive health policy of the College. No restrictions will
be made on HIV- or AIDS-infected persons in their use of the cafeteria, snack shop, gymnasium, fitness center,
recreational areas, or other campus facilities.

Residential housing

Decisions about housing students with HIV infection will be made on a case-by-case basis. It may be recommended
that students who are immuno-suppressed be assigned private rooms to protect their health.

Immunizations

Required immunizations will be considered on a case-by-case basis for students with HIV infections.

HIV antibody testing

HIV antibody testing will be offered to students free of charge at the Combined Health District of Montgomery
County, 117 S. Main St., Dayton. Call (937) 225-4550. General questions about HIV testing and AIDS can be
answered by the infection control nurse at Kettering Health Main Campus, AIDS Foundation Miami Valley, or the
Combined Health District of Montgomery County.

Confidentiality of information

The College does not maintain medical records of students except in relation to immunization status, emergency
contacts, and medical release forms submitted by the student to the College. Other medical records of students may
be kept in appropriate Medical Center departments where students may have received health care. Unauthorized
disclosure of confidential medical information is prohibited except in specific life-threatening situations. No person,
group, agency, insurer, or employer will be provided with any medical information without the prior consent of the
student.

OCCUPATIONAL EXPOSURE TO BLOOD-BORNE PATHOGENS

Avoiding blood exposure is the primary way to prevent transmission of hepatitis B virus (HBV), hepatitis C virus
(HCV), and human immunodeficiency virus (HIV) in health care settings. Kettering College is committed to
providing a safe and healthy clinical environment for students. In pursuit of this endeavor, what follows is an
exposure control plan (ECP) for blood-borne pathogens in accordance with Occupational Safety and Health
Administration (OSHA) and Kettering Medical Center standards. This plan includes exposure determination;
methods for implementation and control; hepatitis B vaccination requirement; procedure for post-exposure
evaluation and follow-up; administration of post-exposure evaluation and follow-up; procedures for evaluating the
circumstances surrounding the exposure incident; and assignment of responsibilities for exposure follow-up.
Exposure control plan

The faculty member in charge of the course in which a student is enrolled is responsible for the implementation of

the ECP. The student health coordinator will maintain, review, and update the ECP at least annually and whenever
necessary to include new or modified tasks and procedures.
A. Exposure determination

All students in clinical rotations are considered at risk for exposure. An exposure is defined as a
percutaneous injury (e.g., a needle stick or cut with a sharp object) or contact of mucous membrane or non-
intact skin (e.g., exposed skin that is chapped, abraded, or afflicted with dermatitis) with blood tissue or other
body fluids that are potentially infectious. In addition to blood and body fluids containing visible blood, the
following are considered potentially infectious: semen, vaginal secretions, cerebrospinal fluid, synovial fluid,
pleural fluid, peritoneal fluid, pericardial fluid, and amniotic fluid. Feces, nasal secretions, saliva, sputum,
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sweat, tears, urine, and vomitus are not considered potentially infectious for blood-borne pathogens unless
they contain blood.

B. Methods of implementation and control

1. All students are taught universal precautions in the programs that require clinical/laboratory learning.
Training in the use of personal protective equipment (PPE) is provided in the College clinical programs.
Personal protective equipment is provided in laboratory settings and in clinical sites. The types of PPE
will be based on the clinical laboratory setting. In the event of exposure to blood-borne pathogens, first
aid and follow-up care are vital. A card describing essential first aid measures and follow-up care is
issued to all students during orientation to the clinical program. (See responsibilities for exposure
follow-up.) All students in clinical/laboratory settings must observe the following precautions:

a.

b.
C.
d

Wash hands immediately or as soon as feasible after removal of gloves or another PPE.
Remove PPE after it becomes contaminated and before leaving the work area.
Dispose of used PPE in appropriate containers designated by the clinical/laboratory setting.

Wear appropriate gloves when it can be reasonably anticipated that there may be hand contact with
blood or blood pathogens or when handling or touching contaminated items or surfaces; replace
gloves if torn, punctured, or contaminated, or if their ability to function as a barrier is compromised.

Never wash or decontaminate disposable gloves for reuse.

Wear appropriate face and eye protection when splashes, sprays, spatters, or droplets of blood or
blood-borne pathogen fluids pose a hazard or risk for exposure to the eye, nose, or mouth.

Wear gowns when there is a risk of blood contamination to clothing.

Remove immediately or as soon as feasible any garment contaminated by blood or blood-borne
pathogen fluid, in such a way as to avoid contact with the outer surface.

2. All students who are at risk of exposure receive training on the epidemiology, symptoms, and
transmission of blood-borne pathogen diseases. In addition, the training program covers, at a minimum,
the following elements:

a.
b.
C.

i
j.

An explanation of the OSHA blood-borne pathogens standard.
A copy of the ECP in the Student Handbook.

An explanation of methods to recognize tasks and other activities that may involve exposure to
blood and blood-borne pathogen fluids, including what constitutes an exposure incident.

An explanation of the use and limitations of PPE.
An explanation of the basis for PPE selection.

Information on the appropriate actions to take and people to contact in an emergency involving
blood-borne pathogen exposure.

An explanation of the procedure to follow if an exposure incident occurs, including the method of
reporting the incident and the medical follow-up that will be made available.

Information on the post-exposure evaluation and follow-up that the College requires following an
exposure incident.

Orientation to new clinical/laboratory experiences.

An opportunity for interactive questions and answers with the person conducting the training
session.

3. Yearly educational review of blood-borne pathogens is mandatory for all students in clinical programs.

Hepatitis B vaccination

All students are required to begin hepatitis B vaccination series upon entry into clinical experiences, and
complete the series once enrolled.
D. Post-exposure evaluation and follow-up
1. Should an exposure incident occur, the student must promptly contact the faculty in charge of the
clinical/laboratory setting following the initial first aid (clean the wound, flush eyes or other mucous
membrane, etc.).
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The exposed student should be managed initially according to the occupational blood-borne exposure
policy of the institution where the exposure occurred.

The blood-borne pathogen disease status (e.g., HIV, hepatitis B and/or C) of the source patient involved
in the exposure may provide valuable information for appropriate follow-up care of the exposed student.
The student must make a formal written request to the clinical agency for source patient testing to occur
and for disclosure of the test results.

Students exposed to blood-borne pathogens on clinical rotations should go immediately or as soon as
possible to the nearest health care facility for treatment. Note: It is recommended that post-exposure
evaluation and follow-up care be initiated within two hours of the exposure.

Administration of post-exposure evaluation and follow-up

a. The clinical/laboratory faculty is responsible for notifying the student health coordinator at (937)
395-8601, as soon as possible, but not later than 72 hours following the initial evaluation.

b. Copies of all records must be confidentially transmitted (not e-mailed or faxed) as soon as possible.

c. Students residing in the Dayton, Ohio, area should go to their primary health provider or U.S.
Health Works Medical Group within 48 hours of exposure for appropriate follow-up care, including
educational and medical support.

U.S. Health Works Medical Group
2023 Springboro West

Dayton, OH 45342

Phone: (937) 293-7770

d. The student must present evidence of personal health insurance, which every student is required to
maintain, at the time of evaluation by the emergency department/health care facility. The initial
emergency evaluation is the financial responsibility of the student. In the event the student is unable
to pay the full cost of exposure treatment, the student should contact the student health coordinator
to request additional financial assistance. The student health coordinator can be contacted at (937)
395-8601 .

E. Procedures for evaluating the circumstances surrounding an exposure incident

1

The student health coordinator will review the circumstances of all reported exposure incidents to

determine the need for follow-up and evaluate the need for changes in policy, practice, or education.

The student health coordinator will record all percutaneous injuries from contaminated sharps in a

sharps injury log, which is kept in a secured electronic filing system

a. The coordinator reviews this log periodically as part of the annual evaluation of the program; the
log is maintained for at least five years following the end of the calendar year in which the exposure
occurred.

b. Information from the log that is used for reporting to other individuals must have any personal
identifiers removed from the report.

c. Changes in the policy and procedure of the ECP may be made based on the evaluation of each
exposure incident.

F. Responsibilities for exposure follow-up

1

Student responsibilities
a. Institute first aid measures immediately following exposure.

1. Wounds and skin sites that have been in contact with blood or body fluids should be washed
with soap and water.

2. Eyes and other mucous membranes should be flushed with water.
3. Use of antiseptics for wound care is not contraindicated.

4. Application of caustic agents (e.g., bleach) or the injection of antiseptics or disinfectants into
the wound is not recommended.

b. Contact the clinical faculty in charge of the clinical setting.

c. Notify the person responsible at the clinical agency (i.e., preceptor, supervisor, infection control
specialist, etc.)
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d. Follow institutional protocol for post-exposure evaluation and follow-up care. If institutional
protocol is unknown, student should go immediately to nearest health care facility for treatment.
(Post-exposure evaluation and follow-up care should be initiated within two hours following the
exposure.)

e. If desired, make a formal written request to the clinical agency for source patient testing to occur
and to receive disclosure of test results.

f. Maintain contact with clinical facility and/or KETTERING COLLEGE clinical faculty through final
resolution of exposure incident.

g. Must contact Student Health Coordinator for paperwork needed to fill out.
Clinical faculty will:
a. Ensure appropriate orientation to new clinical/laboratory experiences.
b. Educate/review with students regarding exposure control plan, including:
1. Universal precautions and OSHA blood-borne pathogens standard
2. Selection, use, and limits of personal protective equipment
3. Immediate follow-up actions and contacts to be made in the event of exposure.

c. Make follow-up contact with the clinical agency and Kettering College student health coordinator
regarding appropriate follow-up measures.

The student health coordinator will:

Interpret ECP to faculty and/or students, as requested

Update programs/clinical coordinators of exposure to blood-borne pathogens policy
Review exposure incidents to determine need for follow-up

Maintain sharps injury log

Evaluate the need for changes in policy, practice, or education, as warranted

Draft policy updates

Trouble-shoot individual situations as needed.

@ "o oo o

STUDENT HEALTH COORDINATOR

The Student Health Coordinator creates policies and processes in collaboration with key stakeholders to ensure
student health. This occurs in several ways:

Housing any necessary medical paperwork for students, i.e., medical exemptions, vaccines, etc.
Works with clinical coordinators to ensure institutional safety and health

Leads campus during campus wide health issues

Helps students if a health issue occurs, i.e., needle sticks, etc.

To contact the Student Health Coordinator, call 937-395-8601. .

POLICIES AND PROCEDURES

PETS, SERVICE ANIMALS, AND EMOTIONAL SUPPORT ANIMALS

Kettering College supports the use of service animals and emotional support animals on campus by individuals with
disabilities in appropriate circumstances and in accordance with this policy. Those with questions about the use of
service animals or emotional support animals should refer to this policy and/or contact the Director of
Accommodations and Disability Services. The purpose of this policy is to outline the College’s expectations and
requirements pertaining to pets, service animals, and emotional support animals for students at the College.

The entire policy and definitions of the differences between service and emotional support animals is available at
https://kc.edu/wp-content/uploads/2024/08/Service-Animal-and-ESA-Policy.pdf.
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STUDENT INFORMATION

At the time of registration, each student is required to provide his or her full name as desired for college records and
correspondence. If, due to marriage or other legal circumstances, the student’s name is changed, the student must
submit an updated Social Security card to the registrar’s office. It is the student’s responsibility to inform the
registrar’s office of other changes, such as address or telephone number.

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with respect to their
education records. A student is defined as any person who attends or who has attended Kettering College. These
rights include:

1.

The right to inspect and review the student's education records within 45 days of the day the College receives a
request for access. A student should submit to the Registrar a written request that identifies the record(s) the
student wishes to inspect. The Registrar will set-up arrangements for access and notify the student of the time
and place where the records may be inspected. If the records are not maintained by the College official to whom
the request was submitted, that official shall advise the student of the correct official to whom the request
should be addressed.

Kettering College reserves the right to refuse inspection of the following records:

Financial statements of the student’s parents.

Letters or statements of recommendation for which the student has waived his or her right of access.
Records referring to a denial of acceptance to the College.

Records not included in the FERPA definition of education records.

5. Records placed on file prior to Jan. 1, 1975.

A student who requests more than one page from his or her file will be charged $1 per page.
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The right to request the amendment of the student’s education records that the student believes is inaccurate,
misleading, or otherwise in violation of the student’s privacy rights under FERPA.

A student who wishes to ask the College to amend a record should write the appropriate College official
responsible for the record, clearly identify the part of the record the student wants changed and specify why it
should be changed.

If the College decides not to amend the record as requested, the College will notify the student in writing of the
decision and the student’s right to a hearing regarding the request for amendment. Additional information
regarding the hearing procedures will be provided to the student when notified of the right to a hearing.

The right to provide written consent before the College discloses personally identifiable information from the
student's education records, except to the extent that FERPA authorizes disclosure without consent. The receipt
of a written request to release an education record via fax satisfies this requirement of FERPA.

The College discloses education records without a student’s prior written consent under the FERPA exception
for disclosure to school officials with legitimate educational interests. A school official is a person employed by
the College in an administrative, supervisory, academic or research, or support staff position (including law en-
forcement unit personnel and health staff); a person or company with whom the College has contracted as its
agent to provide a service instead of using College employees or officials (such as an attorney, auditor, or
collection agent); a person serving on the Board of Directors; or a student serving on an official committee or
assisting another school official in performing his or her tasks.

A school official has a legitimate educational interest if the official needs to review an education record to fulfill
his or her professional responsibilities for the College.

Upon request, the College may also disclose education records without consent to officials of another school in
which a student seeks or intends to enroll. The College will make a reasonable attempt to notify each student of
these disclosures.

The right to file a complaint with the U.S. Department of Education concerning alleged failures by the College
to comply with the requirements of FERPA. The name and address of the Office that administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education
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400 Maryland Avenue, SW
Washington, DC20202-5901

Public Notification of Directory Information

FERPA defines “directory information” as information contained in an education record of a student “that would not
generally be considered harmful or an invasion of privacy.” Specifically, directory information includes but is not
limited to the student’s name, address, telephone listing, electronic mail address, photograph, date and place of birth,
major field of study, dates of attendance, grade level, enroliment status (undergraduate or graduate, full-time or part-
time), degrees, honors and awards received, and the most recent educational agency or institution attended. A school
official may disclose directory information from education records without prior consent only after giving notice to
students of its directory information policy and providing eligible students with an opportunity to opt out of having
their directory information disclosed.

Students may block the public disclosure of directory information by notifying the records office in writing.
Students should consider very carefully the consequences of a decision to withhold directory information. A non-
disclosure block will call for Kettering College to not release any or all this directory information; thus, any future
requests for such information from non-institutional persons or organizations will be refused.

Kettering College will honor a student’s request to withhold directory information but cannot assume responsibility
to contact a student for subsequent permission to release this information. Regardless of the effect upon the student,
the College assumes no liability because of honoring the student’s instructions that such information be withheld.
Although initial request may be filed at any time, requests for non-disclosure will be honored by the College until
removed in writing by the student.

Disclosure to Parents

When a student turns 18 years old or enters a post-secondary institution at any age, all rights afforded to parents
under FERPA transfer to the student. However, in certain circumstances, FERPA also allows schools to share
information with parents without student consent. For example:

e  Schools may disclose education records to parents if a student is dependent for income tax purposes. Parents
must produce a copy of the most recent federal income tax form showing that the student was claimed as a
dependent.

e Schools may disclose education records to parents if a health or safety emergency involves their son or
daughter.

e Schools may inform parents if the student who is younger than 21 has violated any law or school policy
concerning the use of possession of alcohol or a controlled substance.

e A school official may share information or a concern with a student’s parents that is based on the official’s
personal knowledge or observation of a student and that is not based on information contained in an education
record.

Disclosure of Student Information to Family Members

In educating students to become healthcare professionals, Kettering College believes that the varied experiences of
the academic environment (e.g., registration, financial arrangements, scheduling and advising, clinical and
classroom learning) provide opportunity for students to develop skills in professionally solving problems in new and
unfamiliar situations. It is for this reason that we strongly encourage students to be responsible for their academic
affairs. On occasions when a student desires the involvement of a family member (i.e., parent, spouse) to resolve a
concern, the student must provide specific and written consent to the College in order for college personnel, at their
discretion, to disclose knowledge of the student’s academic experience and/or record to the individual(s). The
College expects the student to be the primary communicator and advocate for his/her affairs, with the family
member serving in an assistive role when requested by the student. Even with the student’s permission, the College
may but is not obligated to involve a third party. Written requests for release of information under FERPA
guidelines are for specific consent for disclosure to a third party concerning one issue. The college does not support
a policy where a student is able to sign a blanket statement releasing all FERPA information to a third party.
Students seeking FERPA release may see the Registrar or the Financial Aid office for financial releases.
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Transcripts, Posting of Grades, and Personal Checks

Kettering College reserves the right to deny transcripts requested for other institutions or copies of records not
required to be made available by FERPA in either of the following situations:

1. The student is indebted financially to the College.

2. There is an unresolved disciplinary action against the student.

The public posting of grades either by the student’s name, institutional student identification number, or Social
Security number (including any portion) is a violation of FERPA. Even with names obscured, numeric student
identifiers are considered personally identifiable information. The posting of grades will be by using code words or
randomly assigned numbers (either given by faculty or chosen by students) that only the instructor and individual
student know. The order of posting will not be alphabetical.

Personal checks submitted for any fees or tuition will have the student identification number written on them. If a
student prefers not to have his or her identification number on a personal check, payment should be made by
cashier’s check, money order, or cash. College staff will write student identification numbers on checks where a
student has not done so already.

DISABILITY SERVICES

General Information

Kettering College is committed to providing students with disabilities equal access to all programs, services,
activities, and facilities in accordance with Section 504 of the Rehabilitation Act of 1973, the Americans with
Disabilities Act (ADA) of 1990, and the ADA Amendments Act (ADAAA) of 2008.

Guidelines to Receive Accommodations

1. Contact the Director of Disability Services to schedule an appointment and self-identify the need for
accommodations. Please email Disability.Services@my.kc.edu or call 937-395-8601 ext. 55646 to make
an appointment.

2. Provide evidence-based, professional documentation to the Director of Disability Services from a licensed
healthcare professional or properly credentialed professional that assesses and diagnoses the disability.

Documentation from an appropriate professional must be on official letterhead and sent to the Director of
Disability Services with:

e diagnosis of disability /disabilities

e documentation related to how the disability impacts a major life function

e the accommodations requested related to the stated disability

Documentation should be current, dated within 5 years. If needed, additional documentation may be
requested by the Director of Disability Services.

Send documentation to:
Emily Cowell
Director of Disability Services
Kettering College
3737 Southern Bivd
Kettering, OH 45429
emily.cowell@kc.edu

Each student who applies to the Office of Disability Services for accommodations is evaluated on an individual
basis, and all disability-related information is kept confidential. If a student qualifies for academic accommodations,
the Director of Disability Services will notify faculty of the accommodations needed.
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Provisional or temporary disability accommodations may be approved for students for the remaining portion of the
semester they are enrolled in, should they provide adequate proof, as deemed acceptable by Kettering College,
showing they are actively engaging in a diagnostic process with a medical provider that would delay receipt of
documentation by 30 days or more or other extenuating circumstances exist. Any changes to existing
accommodations require new documentation from a licensed healthcare professional.

Disability Accommodation Appeal Process

If a student has been denied a disability accommodation request, the student has the right to appeal such decisions.
The student should first meet with the Director of Disability services for resolution. If resolution is not met, the
student should next initiate a formal academic appeal.

Should the student disagree with the decision of these parties, the student has the right to appeal with the Office of
Civil Rights (OCR). To file a complaint, fill out the electronic form that can be found at www.ada.gov/complaint/

To view the Kettering College Disability Assistance Policy in its entirety, visit the Kettering College website at:
https://kc.edu/about/hea-student-consumer-information/disability-assistance-policy/

TECHNICAL STANDARDS AND ABILITIES

Completion of the degree at Kettering College signifies the graduate is prepared for practice in his or her prospective
field by meeting the technical standard requirements. Technical standards, as distinguished from academic
standards, refer to the physical, cognitive, and behavioral abilities required for satisfactory completion of the
curriculum. The essential required abilities include motor, sensory, communicative, intellectual, behavioral, and
social aspects.

Several standards are common to all programs. These are listed below, followed by specific requirements of each
program. The student must have the ability to:

Think critically, with sound judgment, emotional stability, maturity, empathy, and physical and mental stamina.
Learn and function in a wide variety of didactic and clinical settings.

Communicate effectively, both verbally and in writing, using appropriate grammar, spelling, and vocabulary.
Immediately comprehend and respond to auditory instructions or requests.

Think clearly and act calmly in stressful situations.

Perform up to a 12-hour clinical experience in a single 24-hour period.

Work cooperatively, preserving relationships with other members of the health care team.

Perform fine and gross motor skills with both hands.

. Apply adequate pressure to stop bleeding.

10. Perform CPR.

In addition to the above criteria, the following are specific to the programs listed:
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Diagnostic medical sonography students must have the ability to:
1. Distinguish audible Doppler signals.

2. Fully use arms, hands, and wrists to simultaneously hold a transducer and input data on a sonographic control
panel.

Adequately view sonograms, including identifying 16 shades of gray and color distinctions.

Organize and accurately perform the individual steps in a sonographic examination in the proper sequence.
See and function in semi-dark settings.

Sit and stand for long periods of time.

Push/pull equipment and lift-transfer patients.
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Nursing students must have the ability to:

1.

Take an accurate health history and perform physical assessments using necessary sensory, auditory, and visual
acuity.

Process and professionally communicate information with accuracy in a timely manner.

Understand and apply ethical standards for health care.

Demonstrate cognitive abilities necessary to master relevant content in arts, sciences and clinical courses at a
level deemed appropriate by the faculty.

Demonstrate emotional stability at a level necessary to deliver professional, safe, competent care in all settings.
Assist in accomplishing safe transfer of patients from bed to chair or stretcher and return to bed.

Physician assistant students must have the ability to:

1. Take a medical history and perform a physical examination with the necessary level of sensory, auditory, and

visual acuity.

2. Discern skin, subcutaneous masses, muscles, joints, lymph nodes, and intra-abdominal organs.

3. Process and communicate information on the patient’s status with accuracy in a timely manner for appropriate
interaction with physician, supervisors, and other members of the health care team.

4. Understand and apply ethical standards for health care.

5. Demonstrate cognitive abilities necessary to master relevant content in basic science and clinical courses at a
level deemed appropriate by the faculty.

6. Demonstrate emotional stability at a level necessary to deliver sound patient care in all settings and to interact

with the interdisciplinary health care teams.

Radiologic sciences and imaging students must have the ability to: (These need to be maintained throughout the
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entire program)

Push and operate portable imaging equipment.

Perform and assist with bed/wheelchair/stretcher/x-ray table transfers.
Reach and operate equipment up to 6 feet above the floor.

Hear conversations, use the telephone effectively, and process and clearly communicate information in a timely
manner to the patient, visitors, and other members of the health care team.

Perform clinical tasks efficiently so patient safety is not compromised.
Stand, walk, push, pull, squat.
Lift, carry, and balance up to 50 pounds.

Respiratory care students must have the ability to:
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Stand, sit, walk, push, pull, squat.

Lift and/or carry up to 50 pounds.

Reach in forward, lateral, and overhead motions.

Climb stairs.

Distinguish distance, colors, objects, persons.

Perform close paperwork.

Demonstrate depth perception.

Hear conversations, monitor equipment, perform auscultation, use telephone, and distinguish background noise.
Distinguish between sharp/dull and hot/cold.

. Process and communicate information on the patient’s status with accuracy in a timely manner for appropriate

interaction with physician, supervisors, and other members of the health care team.

Physician Assistant technical standards for graduate students:
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The mission of the Kettering College PA program is to provide, in a Christian environment, the academic and
clinical experience necessary to develop competent, empathetic professional health care providers who are dedicated
to lifelong learning. In order to become a competent PA health care provider, the student, in addition to meeting
academic and other entry requirements, must be able to demonstrate skills in the areas described below:

e  Observation/Sensation:

Students must be able to acquire information in all didactic and clinical settings through a variety of sources to
include, but not limited to oral presentation, written material, visual media, and live
presentations/demonstrations. Students must possess function of visual, tactile, auditory senses in order to
perform necessary skills for physical examination.

e Communication:

Students must be able to effectively communicate, both verbally and in writing, at a level consistent with
graduate level work using proper English grammar, spelling, and vocabulary which is needed both for patient
evaluation and documentation. Additionally, students must communicate in a professional manner to all
patients and their families, peers, and other members of a health care team.

e Intellectual-Conceptual Abilities:

Students must be able to think critically, with sound judgment, to understand, assess and solve clinical
problems. This includes the ability to collect, organize, prioritize reason, analyze, integrate, learn, and retain
information, often in a limited time frame. Students must also be able to comprehend two and three-
dimensional structures and understand spatial relationships of structures.

e Motor Functions:

Students must possess the necessary motor skills to perform a physical examination, maneuver instruments or
diagnostic tools, and perform medical procedures. Students must have the physical capabilities, strength and
stamina to sit, stand, and move within classroom, laboratory and clinical areas including, but not limited to
examination rooms, treatment rooms, and the surgical suite for long periods of time.

e Behavioral/Social Aspects:

Students must demonstrate psychological and emotional stability at a level necessary to deliver sound patient
care in all settings and to interact with the interdisciplinary health care teams. The student must be able to
tolerate physical, emotional, and intellectual stress during the educational period while responding appropriately
and professionally and tolerate physically taxing workloads.

Occupational Therapy Doctorate Program essential student functions:

Please review and understand if a student is in need of any accommodations, the student must secure a physician
note to submit to Academic Support in order to get the appropriate accommodations necessary for successful
fieldwork completion.

e Cognitive/Judgment Demands:

The successful occupational therapy student demonstrates a high level of alertness and is responsive during
classroom and fieldwork experiences. Students are responsible for integrating information presented in courses,
which is delivered in the form of lectures, demonstrations, lab experiences, and written material. Students must
have the cognitive ability to master relevant content in coursework, as well as fieldwork experiences. These
skills include the ability to comprehend, memorize, analyze, and synthesize information. Students need to
develop reasoning and decision-making skills related to the practice of occupational therapy.

e Physical/Sensory Motor Demands:
Students must possess the motor functions needed to manipulate tools and handle clients. The motor capacities
include the physical strength and coordination to safely handle and move patients, to perform medical

procedures, and/ or to direct clients in various practice settings. Students must have hearing and/or visual acuity
sufficient to respond independently to an emergency, signaled by a change in an individual’s appearance, pulse,
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blood pressure, an individual’s verbal, non-verbal, or physical communication of distress, and/ or environmental
event. Students must have the capacity to attend and actively participate in all lecture and laboratory
coursework, including fieldwork experiences.

e Communication Demands:

Effective communication is critical for students to develop relationships with faculty, fieldwork educators,
fellow students, coworkers, clients and others. Students must be able to gather, comprehend, use and
disseminate information effectively, efficiently, and in accordance with professional standards. Students are
required to communicate in the English language at a level consistent with competent professional practice.
Students are expected to use grammar and vocabulary proficiently. Students must display emotional maturity to
interact respectfully with individuals of diverse ages, diagnoses, cultures and socioeconomic backgrounds. The
student must be capable of responsive, empathetic listening to establish rapport in a way that promotes openness
on issues of concern and sensitivity. Students must demonstrate appropriate interactions with others
consistently. They should also be able to observe, recognize, and understand non-verbal communication.

* Professional Behaviors and Responsibilities:

The Kettering College OTD Program values exceptional professional skills and endeavors to hold all faculty,
staff, and students to the highest levels of professionalism as ambassadors for the profession of occupational
therapy and the Kettering Health Network brand of care. These professional skills and behaviors are
demonstrated by students’ interactions with faculty and staff throughout their entire enrollment in the program.
This is comprehensive and includes all interactions; face-to-face, virtual, phone conversations, and
communications via e-mail.

Students are expected to demonstrate professional behaviors and attitudes during participation in classroom and
fieldwork settings. This includes but is not limited to commitment to learn, interpersonal skills, communication
skills, effective use of time and resources, use of constructive feedback, responsibility, and stress management.
Students must be able to give and receive feedback. Responsiveness to feedback from faculty, fieldwork
educators, and peers is essential for success. Students must be able to adapt to changing environments, display
flexibility, and function in the face of uncertainties and stresses which are inherent in the educational process as
well as fieldwork or clinical settings.

e Classroom/Lab Requirements:

(These lists are not intended to be exhaustive, but represents typical requirements)
Squat, Balance, Reach Above Shoulder Level, Push, Pull, Carry, Use Grasp and Dexterity, Use senses,
Attend classes approximately 32+ hours per week. In an average academic day, a student must: Sit 2-5
hours, Walk, Travel, Stand 1-4 hours.

e Clinical Fieldwork Experience Portion:

o Adhere to the technical standards of the specific site which may have additional standards beyond
the Kettering College Occupational Therapy curriculum.

o Students must demonstrate knowledge of, commitment, and compliance with the Occupational
Therapy Code of Ethics and Ethics Standards (2015).

o Students will demonstrate adherence to policies of the college, the occupational therapy program
and fieldwork sites. This includes a wide range of topics, such as professional dress and
attendance.

o Students also must handle the stresses of an intensive academic and clinical professional program
by demonstrating effective coping and time management skills. Students will take initiative to
direct their own learning. They need to work cooperatively and collaboratively with other students
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on assigned projects and participate willingly in a supervisory process involving evaluation of
abilities and skills. Students must attend class on time and possess organization skills and stamina
for performing required tasks and assignments within allotted time frames.

The Occupational Therapy Doctoral student is considered a health-care professional. Behaviors at all times should
show respect to faculty, preceptors, patients, and peers by:
e Respectfully communicating to all individuals
e Remaining attentive
e Arriving promptly, thereby not disturbing class
e Observing all policies and procedures of the OTD Program
e  Cell phones should be turned off during clinical rotation and silenced during classroom times
e  Obtaining consent from faculty before utilizing audio and video equipment
e Seeking and following supervisory input in the care of all patients
e Addressing concerns and conflict directly with those involved.
e Being responsible for their own education, students are expected to address their progress and concerns in a
professional manner. This includes meetings with faculty, administrators, and fieldwork supervisors. A
professional manner does not include having a friend or family member present or as part of academic
meetings. The OTD program limits discussion of academic or any other student issues to ONLY the student and
college employee(s) involved. Additional persons will not be allowed to be present or engage in the discussion.
The exception to this is during formal appeals or grievance proceedings (see The Kettering College Bulletin for
more information on appeals or grievances).

e Demonstrating profession skills as all times in KC classrooms, campus, and clinical settings.

STUDENT CODE OF CONDUCT

Kettering College is committed to maintaining and nurturing a campus culture that accepts all individuals. It is the
responsibility of the student to act in a civil and respectful manner towards other students, faculty, and staff. All
students are expected to follow and abide by the student code of conduct and to uphold the highest levels of
professionalism, civility, and respect towards all members of the campus community.

The college also subscribes to Christian and professional standards of conduct. An atmosphere of professional
integrity can be successfully preserved only when students, faculty, and staff unite in mutually supportive acts of
trust and assistance. These individuals share equally the obligation to create a community united in promoting and
maintaining an honorable learning environment on campus, online, and in the clinical setting.

Maintenance of the standards of professional conduct and the successful administration of this policy depend on the
cooperation of the entire College community. Dissemination of the policy and standards of professional conduct to
all parties will ensure that all members of the community are informed. It is always the responsibility of each
member of the College community to model ethical and professional conduct and to hold others accountable to these
policies for the greater good of the community. Refer to your specific program student handbook for additional
criteria.

POLICIES AND STANDARDS
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Kettering College is committed to providing and maintaining a safe and welcoming environments for all students,
faculty, and staff. As a Christian college, we uphold the standard that we are all created in God’s image and should
treat all with love and respect.

The following actions committed on or off campus against any member of Kettering College is strictly prohibited:

1.
2.
3.

Assault: An intentional verbal or physical attack that places a person in harm
Abuse: Treating with regular or repeated cruelty or violence

Bullying: Any unwanted act or mistreatment of someone vulnerable by someone stronger or more
powerful. This can include, but is not limited to, any physical, mental, or emotional abuse or mistreatment
that happens face-to-face, online, or other settings. Please refer to the Anti-Discrimination, Harassment,
and Bullying Policy.

Hazing: Any act or behavior that humiliates, degrades, abuses, or endangers any person, regardless of their
willingness to participate in, join, or maintain status in a group. Examples of hazing include, but are not
limited to, physical abuse, forced consumption of alcohol or drugs, sleep deprivation, isolation, physical
harm, and humiliation. In accordance with Ohio Law SB 123, also known as Collin’s Law, Kettering
College strictly prohibits hazing. Please refer to the Anti-Hazing Policy.

Harassment: Any verbal, nonverbal or physical conduct designed to threaten, intimidate, or coerce another
person. This could include:

a. Verbal: refer to the Anti-Discrimination, Harassment, and Bullying Policy.
b.  Nonverbal: refer to the Anti-Discrimination, Harassment, and Bullying Policy.
c. Sexual: refer to the Sexual Misconduct Policy.

Discrimination: Any behavior affecting the education environment or workplace that results in the terms
and conditions of a faculty or staff member’s employment, or a student’s enrollment being adversely
affected due to that person’s national origin, race, color, religion, age, gender, genetic information, sexual
orientation, pregnancy, disability, gender identity, military, veteran status, or other protected status. Please
refer to the Anti-Discrimination, Harassment, and Bullying Policy.

Sexual Misconduct: Refer to the Sexual Misconduct Policy.

ANTI-DISCRMINATION, HARASSMENT, AND BULLYING POLICY

PURPOSE: To state the college’s policy of the prohibition of discrimination, harassment, and bullying and
retaliation for reporting such incidents.

DEFINITION OF TERMS IN THIS POLICY:

1

Discrimination: Any behavior affecting the education environment or workplace that results in the terms
and conditions of a faculty or staff member’s employment, or a student’s enrollment being adversely
affected due to that person’s national origin, race, color, religion, age, gender, genetic information, sexual
orientation, pregnancy, disability, gender identity, military, veteran status, or other protected status.
Harassment: Any verbal, nonverbal, or physical conduct designed to threaten, intimidate, or coerce a
faculty, staff, student, or guest of Kettering College.

Bullying: Any unwanted act or mistreatment of someone vulnerable by someone stronger or more
powerful. This can include, but is not limited to, any physical, mental, or emotional abuse or mistreatment
that happens face-to-face, online, or other settings.

Retaliation: A behavior that takes an adverse action against an individual as a consequence of reporting,
for expressing an intent to report, for assisting another faculty, staff, or student in an effort to report
discrimination, harassment, and/or bullying, or for testifying or assisting in a legal proceeding involving
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discriminatory, harassment, or bullying conduct in violation of this Policy. An adverse action may include,
but is not limited to, discipline, termination, demotion, suspension, or expulsion.

POLICY DETAILS:

Kettering College is committed to maintaining a campus environment free of all forms of harassment,
discrimination, and bullying. This includes all college and Kettering Health premises as well as any college events
and can extend to conduct outside of the college where Kettering College determines that such conduct may
materially affect those attending or working at the college.

Kettering College strictly prohibits all acts and forms of discrimination, harassment, and bullying. As a faith-based
institution, Kettering College upholds the belief that each person is a child of God and should be treated with love
and respect. It is the responsibility of the entire college community to uphold the highest standards of integrity and
to prevent these unacceptable behaviors.

All Kettering College faculty, staff, and students should report any incident of discrimination, harassment, and
bullying. In the case of an interaction between a student and a faculty/staff member that demonstrates defiance of
good citizenship on part of the student and that constitutes discrimination, harassment or bullying, the behavior will
be reported. It is the responsibility of the entire college community to ensure the campus is safe and free of such
behavior.

Examples of discrimination, harassment, and bullying could include, but are not limited to:

e Verbal harassment- includes, but is not limited to, comments that are offensive or unwelcome,
including epithets, slurs, stereotyping, and jokes regarding a person’s national origin, race, color,
religion, age, gender, genetic information, sexual orientation, pregnancy, disability, gender identity,
military, veteran status, or other protected status.

e Nonverbal harassment- includes, but is not limited to, distribution, display, or discussion of any written
or graphic material that ridicules, denigrates, insults, belittles, or shows hostility, aversion, or
disrespect toward an individual or group because of national origin, race, color, religion, age, gender,
genetic information, sexual orientation, pregnancy, disability, gender identity, military, veteran status,
or other protected status.

e Verbal Sexual Harassment: includes innuendos, suggestive comments, jokes of a sexual nature, sexual
propositions, lewd remarks, and threats; requests for any type of sexual favor, and verbal abuse or
“kidding” that is sexual in nature and unwelcome. Some examples may include:

o demanding or requesting sexual favors from subordinates or coworkers, including threatening or
insinuating, either explicitly or implicitly, that an employee’s refusal to submit to sexual advances
will adversely affect his/her employment, evaluation, wage, advancement, assigned duties,
benefits, or any other aspect of employment.

o negative, obscene, demeaning, or offensive comments, jokes, or suggestions about another
employee’s gender or gender orientation.

o Nonverbal Sexual Harassment: includes the distribution or display of any written or graphic material,
including calendars, posters, and cartoons that are sexually suggestive or show hostility toward an
individual or group because of sex; suggestive or insulting sounds; leering; staring; whistling; obscene
gestures; content in letters, notes, e-mails, photos, text messages, internet postings; or other forms of
communication that are sexual in nature and offensive. Some examples may include:
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o displaying nude or sexually suggestive objects or pictures, cartoons, posters, or magazines.
o sending emails containing sexually suggestive videos, photos, sounds, or cartoons.

e  Physical Sexual Harassment: includes unwelcome, unwanted physical contact, including touching,
tickling, pinching, patting, brushing up against, hugging, cornering, kissing, fondling, and forced
sexual intercourse or assault.

Please refer to the Sexual Misconduct Policy and the Kettering Health Harassment, Discrimination, and
Retaliation Free Workplace Policy for additional information on sexual harassment.

o Discrimination- includes placing limits on opportunities, derogatory comments, issuing discipline, not
promoting an employee, or not admitting, passing, or graduating a student based on certain protected status
(list is under Discrimination in the Definition of Terms).

e Bullying:

o Physical bullying:
= Hitting
= Kicking
= Pinching
= Spitting
= Tripping
= Pushing
= Stealing

o Verbal Bullying:
= Teasing

= Name-Calling
= Inappropriate sexual comments and innuendos
= Threatening to cause harm
o Social Bullying:
= Purposefully leaving someone out
= Encouraging others to disassociate with a person
= Spreading rumors
= Embarrassing or shaming
o Hazing (refer to the KC Anti-Hazing Policy at https://kc.edu/wp-
content/uploads/2023/03/Kettering-College-Anti-Hazing-Policy.pdf )
e Retaliation- refer to the definition above.

PROCEDURE

Reporting:

The following actions should be taken to report an incident:

e For employee-only incidents, a report should be made to KH Main Campus Human Resources personnel
(refer to the KH Harassment, Discrimination, and Retaliation Free Workplace Policy).
e For student-only incidents, a report should be made in any of the following ways:
o Fill out an incident report at www.kc.edu/incidentreportform
o Report directly to the Associate Dean of Students (unless it is a Sexual Harassment incident,
which should be reported directly to the Title IX Coordinator)
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e  For incidents taking place between a student and a faculty/staff member, a report should be made in any of
the following ways:

o When a student is reporting:
=  Fill out an incident report at www.kc.edu/incidentreportform; or
= Report directly to the Associate Dean of Students

o When a faculty/staff member is reporting:
=  Fill out an incident report at www.kc.edu/incidentreportform; or
= Report directly to employee’s supervisor AND the Associate Dean of Students

Investigation and Disciplinary Actions/Sanctions:

1. The Associate Dean of Students shall be responsible for the investigation of all allegations including
students, except for sexual misconduct and hazing (please refer to the Sexual Misconduct and Anti-Hazing
policies). The investigation, conducted by the Associate Dean of Students or a designee, will include:

a. Review and clarification of allegations

b. Discovery and fact finding

c. Interviews of all parties involved

d. Consulting with other necessary individuals, such as witnesses, supervisors, and HR personnel

2. Disciplinary actions/sanctions for student-only incidents will be ruled on and delivered by the Associate
Dean of Students. The actions/sanctions will include one or more of the following (refer to the Code of
Conduct in the Student Handbook for complete list):

a. Educational sanctions; or

b.  Withholding of diplomas or transcripts pending compliance with the rules or payment of fines; or

c. The revocation of permission for an organization to operate on campus or to otherwise operate
under the recognition or sanction of the institution; or

d. The imposition of probation, suspension, or expulsion.

3. Investigation and disciplinary actions for employee-only incidents will be handled by Kettering Health
Main Campus Human Resources

All students may appeal the decision of the Associate Dean of Students. Please refer to the Non-Academic Appeal
Policy for details.

ANTI-HAZING POLICY

PURPOSE: To state the college’s implementation of Collin’s Law: The Ohio Anti-Hazing Act. This policy
includes the prohibition of hazing.

DEFINITION OF TERMS IN THIS POLICY:

1. Hazing: Any act or behavior that humiliates, degrades, abuses, or endangers any person, regardless of their
willingness to participate in, join, or maintain status in a group. Examples of hazing include, but are not
limited to, physical abuse, forced consumption of alcohol or drugs, sleep deprivation, isolation, physical
harm, and humiliation.

2. Code of Conduct: Expectations and responsibilities of students and employees regarding how to conduct
oneself and how to interact with others.

3. Collin’s Law: Ohio Revised Code § 2903.31(C)(1) states “No person shall recklessly participate in the
hazing of another when the hazing includes coerced consumption of alcohol or drugs of abuse resulting in
serious physical harm to the other person.” Institutions in Ohio are required by law to immediately report
any hazing incident to the local authorities.

POLICY DETAILS:
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As a member of the Kettering College community, each student, faculty, and staff member share the responsibility
of building and maintaining an environment of safety and respect for others. It is critical to the success of the
institution and each individual that the campus is free of hazing. It is not only against institutional policy, but it is
against the law. Collin’s Law requires that the institution immediately report any incidents of hazing to local
authorities and disclose the incident on the institutional website.

Kettering College strictly prohibits and condemns all acts and forms of hazing. Prevention of hazing is the
responsibility of the entire college community.

Examples could include, but are not limited to:

e Forced or coerced physical activity unrelated to any constructive event that is intended to or creates a
foreseeable risk of physical, psychological, or emotional harm.

e Paddling, striking, beating, pushing, shoving, immobilizing, or inappropriately restraining an individual.

e Forced or coerced consumption of alcohol, drugs, foods, or other substances.

e Forced or coerced activities that are inappropriate, disruptive, illegal, publicly indecent, or morally
degrading.

e Abduction or forced relocation of an individual.

PROCEDURE

Reporting Hazing:

All Kettering College employees (including part-time employees, volunteers, and student workers) acting in
an official capacity are mandated reporters and must report acts of hazing to law enforcement. Kettering
College students should also report any incidents of hazing. In the occurrence of a suspected or known hazing
incident, these steps should be followed:

All college faculty and staff are required to immediately report the suspicion or knowledge of a hazing
incident to:

a) Kettering Health Police at 937.395.5095; and

b) The law enforcement agency in the county in which the victim of hazing resides or in which the
hazing is occurring or has occurred; and

c) The Dean of Student Success in person or by filling out an incident report on the college website

All parents and students are encouraged to immediately report the suspicion or knowledge of a hazing
incident to:

a) Kettering Health Police at 937.395.5095; and/or
b) The law enforcement agency in the county in which the victim of hazing resides or in which the
hazing is occurring or has occurred; and/or

c) The Dean of Student Success in person or by filling out an incident report on the college website.
Students, parents, and members of the community may report suspected incidents anonymously by filling out
the incident report on the college website. The Dean of Students and Ombuds will investigate and determine
if state and institutional violations have occurred.
Disciplinary Actions and Sanctions:

Hazing is a serious offense, and therefore, is subject to the most severe disciplinary action as set forth in the
Student Handbook. The following sanctions could occur:

Criminal sanctions:
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(1) Participating in hazing. Pursuant to Ohio Revised Code § 2903.31, a person who recklessly participates in the
hazing of another commits a misdemeanor of the second degree. If the hazing includes coerced consumption of
alcohol or drugs of abuse resulting in serious physical harm to the other person, the criminal penalty is increased to a
felony of the third degree.

(2) Permitting hazing. Pursuant to Ohio Revised Code § 2903.31, an administrator, employee, faculty member,
teacher, consultant, alum, or volunteer of any organization who recklessly permits the hazing of any person
associated with the organization commits a misdemeanor of the second degree. When the hazing includes coerced
consumption of alcohol or drugs of abuse resulting in serious physical harm to that person, the criminal penalty is
increased to a felony of the third degree.

(3) Failure to report hazing. Pursuant to Ohio Revised Code § 2903.311, an administrator, employee, faculty
member, teacher, consultant, alum, or volunteer of any organization who is acting in an official and professional
capacity who recklessly fails to immediately report the knowledge of hazing to a law enforcement agency in the
county in which the victim of hazing resides or in which the hazing is occurring or has occurred commits a
misdemeanor of the fourth degree. When the hazing causes serious physical harm, the criminal penalty is increased
to a misdemeanor of the first degree.

College sanctions:

(1) The Dean of Student Success, or designee, shall coordinate the investigation of all hazing allegations.
(2) Appropriate penalties for a violation of the anti-hazing policy shall be based on the severity of the violation and
may include any of the following:

(a) Educational sanctions; or
(b) Withholding of diplomas or transcripts pending compliance with the rules or payment of fines; or
(c) The revocation of permission for an organization to operate on campus or to otherwise operate under the
recognition or sanction of the institution; or
(d) The imposition of probation, suspension, or expulsion.

CODE OF CONDUCT VIOLATIONS AND SANCTIONS

Section 1: Violations of academic integrity

Violations of academic integrity may occur on multiple levels. Violations of academic integrity include but are not
limited to:

1. Cheating: Cheating is the unauthorized and/or unacknowledged use of materials, information, or study aids, or
any content generated by artificial intelligence (Al) programs, such as ChatGPT and many other such programs,
in any academic exercise. The use of books, notes, calculators, electronic devices, and conversation with others
may be restricted or forbidden in certain academic exercises such as testing. Similarly, students must not request
others (including commercial term paper companies and Al sources) to conduct research or prepare any work
for them, nor may they submit identical work or portions thereof for credit in more than one course without
prior approval of the instructor.

2. Fabrication: Fabrication is the falsification, lying, or invention of any information or citation in an academic
exercise or clinical setting. “Invented” information, whether from the student themselves or via Al, may not be
used in any laboratory experiment or academic or clinical exercise without authorization from the instructor. It
is improper, for example, to analyze one sample in an experiment and covertly “invent” data based on that
single experiment for several more required analyses. The student must also acknowledge reliance upon the
actual source from which cited information was obtained.

3. Facilitating academic dishonesty: Students who knowingly or negligently allow their work to be used by other
students or who otherwise aid others in academic dishonesty are violating academic integrity. Such students are
as guilty of intellectual dishonesty as the student who receives the material, even though they may not
themselves benefit academically from that dishonesty.

4. Plagiarism: Plagiarism is the representation of the words or ideas of another as one’s own in any academic
exercise. To avoid plagiarism, every direct quotation must be identified by quotation marks or by appropriate
indentation and must be properly cited in the text or in a footnote. Acknowledgment is required when material
from another source stored in print, electronic, or other medium is paraphrased or summarized in whole or in
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part in one’s own words. This includes text and other media generated by Al without attribution. To
acknowledge a paraphrase properly, one might state: “to paraphrase Plato’s comment...” and conclude with a
notation identifying the exact reference. A notation acknowledging only a directly quoted statement does not
suffice to notify the reader of any preceding or succeeding paraphrased material. Information which is common
knowledge such as names of leaders of prominent nations, basic scientific laws, etc., need not be cited;
however, all facts or information obtained in reading or research that are not common knowledge among
students in the course must be acknowledged. APA has been adopted as the documentation style of the college
and should be reference for all questions about proper documentation of sources. If an academic program is
using another documentation style, students should follow the requirements for that style. Failure to cite sources
constitutes plagiarism. Plagiarism can, in some cases, be a subtle issue. Any questions about what constitutes
plagiarism should be discussed with the instructor of the course.

5. Denying others access to information or material: It is a violation of academic integrity to deny others access
to scholarly resources or to deliberately impede the progress of another student or scholar. Examples of offenses
of this type include giving other students false or misleading information; making library material unavailable
to others by stealing or defacing books or journals or by deliberately misplacing or destroying reserve materials;
or altering computer files that belong to another.

Section 2: Violations of research integrity

Kettering College has a responsibility for ensuring that research conducted by students abides by accepted standards
of conduct and ethics. To do this, the College uses the following criteria, taken directly from the University of
Leeds/Trinity and All Saints Code:
http://www.leedstrinity.ac.uk/Key%20Documents/Research%20Conduct%20and%20Ethics%20Code.pdf

. The issues of ethical obligations with respect to research conduct and design relates primarily, but not
exclusively, to research that involves the use of live subjects, human and animal. Appropriate consideration and
action are required in the following areas:

A. Consent: The consent of all participants in research must be obtained before research commences. This
consent must be informed, in that it should be based on full and accurate information about the nature of
the research and its aims, the nature of the experience the subject will have as part of the research, and the
nature of any publication or other disclosure of personal details. It should be real, in that special attention
must be given to particular groups such as children or adults with understanding impairments to ensure that
their consent is based on full understanding of its implications. It should be freely given; in that it should
not be induced by financial reward or by pressures derived from circumstances in which the researchers
may be deemed to have some form of authority over the subjects. Consent may need to be renewed where
research takes place over an extended period.

B. Deception: Full information must be provided to participants where at all possible, and methods involving
deception only adopted where it has been established that no alternatives exist. In those cases, where the
nature of the research requires some degree of intentional deception of the participants, proper consultation
as to the appropriateness of the research method and the risks to the subjects must take place.

C. Confidentiality: All information and material of an individual and personal nature collected or generated
in the course of research should be treated as confidential. Wherever possible, reporting of research should
proceed based on the anonymity of subjects. Where this is not possible, participants should be warned of
this, generally before the research begins, and always at the earliest possible moment, and their formal
written consent to any breach of confidentiality and anonymity obtained.

D. Protection: All research must proceed on the basis that there is an overriding responsibility to protect
participants from physical and mental harm. In addition to assessments prior to and during the research to
ensure that participants are not being placed under greater risk than would normally be the case in everyday
life, procedures must be put in place to ensure that participants can contact researchers with respect to
concerns about harm which might arise after the research has been completed.

E. Debriefing and withdrawal: In all research involving the knowing participation of subjects, once data has
been collected participants should be provided with information relating to the conduct of the research and
its findings. Where necessary, participants should receive a debriefing before they leave the research
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setting. The right of participants in research to withdraw from the research at any point, irrespective of
whether any payment or other inducement has been offered to them, should be made clear at the outset of
their involvement. This right to withdraw must include the right to withdraw any consent previously given
for the use of data already collected, etc.
Legal obligations and constraints on aspects of research design, conduct, reporting, and publication exist in
several areas:

A. Copyright and intellectual rights: Due care must be taken in exploiting existing data sets and other
source materials, published or unpublished, to ensure that requirements relating to intellectual property and
copyright are observed, notwithstanding provisions for “fair use.”

B. Defamation: Where research deals with living individuals, reporting of research in oral or written form
needs to consider the need to avoid slander or libel.

C. Discrimination: Full consideration must be given to the avoidance of illegal discrimination, including with
respect to race, gender, disability, and age. (Responsibilities relating to some of these areas are detailed in
relevant College policies.)

D. Data protection: Data protection legislation establishes wide-ranging obligations on individuals and
institutions with respect to the obtaining, storage, use, and publication of personal information.

E. Health and safety: Participants in research, either as investigators, assistants, or subjects, must have a
healthy and safe environment.

Section 3: Violations of clinical integrity

Students are expected to follow the code of ethics of their chosen careers or professions. Violations of clinical
integrity are considered level three and level four due to their serious nature and their potential to endanger patient
well-being. Violations of clinical integrity include but are not limited to:

1.
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Falsification or fabrication of any clinical data related to patient care, to include clinical logs and any clinical
written assignment.

Violating any patient right or inappropriately accessing patient records.

Impersonation of health care personnel or misrepresenting oneself as a licensed medical professional rather than
a student.

Violating universal precautions.

Willfully endangering a patient.

Unauthorized removal or use of medication from clinical site.
Failure to follow the requirements of the clinical agency.
Falsification of clinical hours.

Section 4: Violations of professional integrity

It is a violation of professional integrity to engage in the following behaviors on campus, in clinical settings, or
when representing oneself as a Kettering College student. Violations of professional integrity include but are not
limited to:

1.
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Using profane language.

Possessing or displaying obscene literature.

Accessing or trafficking obscene or pornographic material.

Misusing and/or abusing facility computers.

Gambling.

Distributing, selling, possessing, and/or using alcohol or illegal drugs.

Using tobacco.

Acts of arson, creating a fire hazard, or committing acts that could damage College or clinical property.
Damaging property and vandalism.
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10. Engaging in disruptive behavior, disorderly conduct, or fighting.

11. Possessing or using firearms or other weapons, including knives or blades.

12. Physical injury, intimidation, and/or harassment.

13. Assisting or encouraging another person to commit an act that violates the College standards of conduct.
14. Engaging in behaviors that may be deemed inappropriate sexual behaviors.

15. Intentionally slandering or libeling another member of the College community.
16. Bullying.

17. Hazing.

18. Discrimination.

19. Sexual Misconduct.

20. Assault.

Reporting violations of integrity

Violations of academic integrity should be reported using the academic incident report available through the College
registrar’s office or through the shared drive (stored under faculty and staff public registrar’s forms). This form may
be used to document any suspected violation of academic integrity as well as other reportable issues of inappropriate
classroom behavior. Once the form is completed by the faculty member, he/she should review the occurrence and its
possible consequences with the student. This should be done as soon as possible after the incident and should be
reported as clearly and objectively as possible.

Under no circumstance should the form be submitted without the student’s express notification. The offending
student should be given the opportunity to review and sign the report before it is filed through the College registrar.
Student disagreement may be filed through the institution’s normal grievance channels. Once filed by the registrar’s
office, the report will be placed in the offending student’s formal educational record. If no other integrity issues
arise, the report will be expunged upon the student’s graduation from the College.

Violations of professional integrity that are outside of academics should be reported to the Dean of Students and/or
the Title IX Coordinator. The Dean and/or Coordinator will investigate and has the authority to make a disciplinary
decision. The student may appeal the decision. For clarification on non-academic appeals, refer to the Non-
Academic Appeals Policy and the Sexual Misconduct Policy.

The use of documentation for issues of academic and/or behavioral integrity ensures that a reasonable history of
misconduct on the part of the student is available should the student be found delinquent in the future. Faculty must
be accountable for reporting occurrences of inappropriate academic behavior as well as for informing the offending
student of the infraction, its potential consequences, and why the offense is considered academically inappropriate.

Levels of violations and sanctions

Any violation of professional conduct is a serious offense and is therefore subject to appropriate penalties.
Violations at Kettering College are classified into four levels. Each level of violation has a corresponding set of
sanctions. Since adherence to a code of conduct can be seen as a function of socialization into the group whose
norms are reflected in such a code, culpability may be assessed differentially for those with more and less
experience as members of the academic community; thus, violations of professional integrity by experienced
students may be penalized more severely than violations by first-semester, first-year students. Examples are cited
below for each level of violation. These examples, too, are illustrations and are not to be considered all-inclusive.

Level-one violations: Level-one violations may occur because of inexperience or lack of knowledge in cases where
this knowledge would be reasonably expected. These violations are likely to involve a small fraction of the total
course work, are not extensive, and/or occur on a minor assignment. This level of violation is reserved for first-time
minor infractions. Examples:

1. Working with another student on a laboratory or other homework assignment when such work is prohibited.
2. Failure to cite or give proper acknowledgment in an extremely limited section of an assignment.
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Recommended sanctions (one or more may be chosen):

Eal o

5.

Required to attend a non-credit workshop or seminar on ethics or related subjects.
Assigned a paper or research project on a relevant topic.

Given a make-up assignment at a more difficult level than the original assignment.
Asked to redo the assignment with limited credit given.

Directed to do community service.

A written record of the violation will be filed. If no other infractions occur, the student record will be expunged
upon graduation.

Level-two violations: Level-two violations are characterized by dishonesty of a more serious character or that
which affects a more significant aspect or portion of the course work or a repeated level-one offense. The following
are examples:

1.
2.

Quoting directly or paraphrasing, to a moderate extent, without acknowledging the source.

Submitting the same work or major portions thereof to satisfy the requirements of more than one course without
permission from the instructor.

Using data or interpretative material for a laboratory report without acknowledging the sources or the
collaborators. All contributors to preparation of data and/or to writing the report must be named.

Receiving assistance from others, such as research, statistical, computer programming, or field data collection
that constitutes an essential element in a paper, examination, project, or other undertaking without
acknowledging such assistance.

Recommended sanctions (one or more may be chosen):

1.

2.
3.
4.

A recommendation to the instructor that no credit be given for the original assignment and the course grade to
be lowered to a minimum passing score.

One-year academic probation.
Required attendance in a non-credit workshop or seminar on ethics or related subjects.
Failure in the course.

A written record of the violation will be filed. If no other infractions occur, the student record will be expunged
upon graduation.

Level-three violations: Level-three violations include dishonesty that affects a major or essential portion of work
done to meet course requirements, or repeated level-one or level-two offenses. All clinical violations are considered
at level three or four depending on the severity of the offense. Examples:
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Cheating on examinations.

Plagiarizing major portions of a written assignment.

Acting to facilitate copying during an exam.

Using prohibited materials, e.g., books, notes, or calculators, during an examination.

Collaborating before an exam to develop methods of exchanging information and implementation thereof.
Altering answer sheets for the purposes of regrading.

Acquiring or distributing an examination from an unauthorized source prior to the examination.
Presenting the work of another as one’s own.

Using a purchased term paper or other material.

. Removing posted or reserved material or preventing other students from having access to it.

. Fabricating data by inventing or deliberately altering material; this includes citing sources that are not sources.
. Using unethical or improper means of acquiring data.

13.

Any violations of research conduct.

Recommended sanctions (one or more may be chosen):

1.

Academic/clinical probation.

34



2. Failure of course and/or removal from clinical site.

3. One-semester suspension from program of study, which may result in deceleration of one year from the
program of study based on progression requirements.

4. One-semester suspension from Kettering College.

A written record of the violation will be filed. If no other infractions occur, the student record will be expunged
upon graduation.

Level-four violations: Level-four violations represent the most serious breaches of intellectual and ethical integrity.
Repeated level-two or level-three violations constitute a level-four offense. Examples of level-four violations
include:

1. All infractions committed after return from suspension for a previous violation of professional conduct.

2. Infractions in ways similar to criminal activity (such as forging a grade form, stealing an examination from a
professor or from a college office; buying an examination or paper; or falsifying a transcript to secure entry into
the College or change the record of work done at the College).

3. Having a substitute take an examination or taking an examination for someone else.

4. Fabrication of evidence, falsification of data, quoting directly or paraphrasing without acknowledging the
source, and/or presenting the ideas of another as one’s own in a senior capstone/project, in a scholarly article
submitted for publication, or in other work represented as one’s own as a student.

Endangering or threatening faculty, staff, or students.
Endangering patients.

Sexual harassment.

Stocking.

Hazing.

10. Bullying.

11. Assault.
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Typical sanction may include:

1. Dismissal from program of study.

2. Suspension and/or expulsion from the College.

3. Notation of “academic disciplinary separation” placed in a student’s file and remaining permanently.
4. Restitution for damages.

STUDENT APPEALS

ACADEMIC APPEALS

Student may appeal how academic decisions are processed and decided.

DEFINITION OF TERMS

4. Academic Decision: a decision made by a course instructor or College academic official regarding such
things as a grade on an assignment or in a course; academic standing; or eligibility to participate in an
academic program or to receive an academic honor, certificate, or degree.

5. Academic Appeal: Verbal or, in more formal circumstances, written communication from a student that
identifies an academic decision with which the student disagrees; a specific request for how to resolve the
disagreement; and a rationale for the request.

6. Academic Appeals Panel: An entity comprising the permanent members of the Kettering College
Appeals Committee and typically two additional faculty members empowered to advise an academic dean
on a student academic appeal.
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7. Bad Faith: Acting in an intentionally dishonest way by not fulfilling legal or contractual obligations or by
otherwise misleading another.

8. Post: An academic decision may be posted in several ways such as the return of a graded assignment or
exam; the posting of a score in the College Learning Management System (LMS); the response to a request
for variance; the posting of course grades on the College website, campus LMS or other information system
the College uses to communicate grades to students; or the delivery of a certified letter.

9. School Day: a business day during the academic term, excluding holidays when classes are canceled.

POLICY DETAILS

Academic decisions, including grade assignments made by instructors, are final unless an affected student
demonstrates that:

1. A mistake was made in making the decision, such as a miscalculation of a point total

2. The decision was made by misinterpreting or inconsistently applying a college policy, including course
policies set forth in a course syllabus

3. The decision was made in an unfairly discriminatory manner or a manner that clearly reflects bad faith or
incompetence on the part of the decision-maker; or

4. The decision-maker did not account for relevant information or extraordinary circumstances that ought to
have been considered in making the decision and that warrant an exception to the decision in a case.

A student who wishes to appeal an academic decision must do so within fifteen school days after the decision is
posted. Nothing in this policy prohibits a student and the instructor and/or chair from resolving a concern or a
complaint informally. However, in order for a student to participate in academic appeals process at Kettering
College the student must follow the procedure outlined below. Beyond the initial conferences described below an
appeal must be in writing and should note which specific reason(s), as outlined above, the student claims in support
of the appeal for an alteration of the earlier decision. The student should attach all available supporting
documentation and should, if appropriate, identify persons who can provide evidence relevant to the appeal. The
procedure provided here will be used, including adherence to all relevant dates and timeframes, unless an academic
dean provides written authorization of modifications.

PROCEDURE

Steps for appealing a decision initially made by an instructor regarding a particular course:

1. Meet with the Instructor: The student shall first discuss the academic decision with the instructor in an
informal conference immediately after its occurrence, but no later than fifteen school days after the
decision is posted.

2. Appeal to the Chair: If the student is dissatisfied with the results of Step One, he/she may submit a written
appeal to the department chair and/or program director whose department and/or program offers the
particular course within fifteen school days of the initial posting of the original academic decision. The
department chair and/or program director, in consultation with the instructor, shall reply in writing within
fifteen school days of receipt of the written appeal and shall state and affirm the decision, modify the
decision, or overturn the decision based on information received subsequent to the conference described in
Step One. This reply will be reported to all persons currently involved— the student and the instructor—
and will be filed in the permanent files of the department and/or program.

3. Appeal to the Dean: If the student is dissatisfied with the results of Step Two, he/she may submit a written
appeal of the decision from Step Two, within fifteen school days of receipt of the written decision of Step
Two, to the office of the academic dean. The academic dean who oversees the course where the appeal
originated will ordinarily adjudicate the appeal. The dean may decide the case directly or may decide to
convene an academic appeals panel, as described below, to review the appeal and advise the dean on its
merit. If the dean is directly involved in the course or believes that some other conflict of interest prevents
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the dean from deciding the appeal impartially, that dean may refer the case to an alternate academic dean
colleague. The alternate academic dean colleague will always convene an academic appeals panel as
described below.

o Direct Adjudication of the Appeal by the Dean: If a panel is not convened and the dean
adjudicates the case directly, the dean shall reply in writing within fifteen school days of receiving
the appeal and shall state the decision of Step Two and affirm, modify, or overturn the decision.

o Adjudication with Advice from an Academic Appeals Panel: If the appeals panel is convened
to review the appeal and advise the dean on its merit, the panel will comprise, in addition to the
permanent members of the panel, two faculty members: one chosen by the student, and one chosen
by the instructor. The appeal shall be considered at a meeting of the appointed panel. This shall be
commenced within fifteen school days following receipt of the appeal by the dean. The panel shall
report its findings and any recommendations to the dean within fifteen school days of its initial
meeting. The dean shall reply to the student in writing within fifteen school days of receiving the
panel’s report and shall state the decision of Step Two and affirm, modify, or overturn the
decision.

The decision of the dean is final. The reply generated in either situation will be reported to all persons currently
involved—the student, the instructor, the department chair and/or program director, the dean, and, if convened, the
panel members. The reply must also be reported to other campus entities as appropriate (e.g., the registrar). This
reply will be filed in the permanent files of the department and/or program and the office of the dean.

Steps for appealing a decision initially made by a program chair/director, including a college administrator such as
the registrar, the director of academic support, etc.:

1.

Step One — Meet with the Chair: The student shall first discuss the academic decision with the relevant
College administrator (e.g., the program chair/director) in an informal conference immediately after its
occurrence, but no later than fifteen school days after the decision is posted.

Step Two — Appeal to the Dean: If the student is dissatisfied with the results of Step One, he/she may
submit a written appeal of the decision from Step One, within fifteen school days of receipt of the written
decision of Step One, to the office of the academic dean. The dean may decide the case directly or may
decide to convene an academic appeals panel, as described below, to review the appeal and advise the dean
on its merit. If the relevant dean is directly involved in the initial decision or believes that some other
conflict of interest prevents the dean from deciding the appeal impartially, that dean may refer the case to
an alternate academic dean colleague. The alternate academic dean colleague will always convene an
academic appeals panel as described below.

o Direct Adjudication of the Appeal by the Dean: If a panel is not convened, the academic dean shall
reply in writing within fifteen school days of the receipt of the appeal and shall state the decision of
Step One and affirm, modify, or overturn the decision.

o Adjudication with Advice from an Academic Appeals Panel: If the appeals panel is convened, the
panel will comprise, in addition to the permanent panel members, two faculty members: one chosen by
the student, and one chosen by the relevant college administrator (e.g., the program chair/director). The
appeal shall be considered at a meeting of the appointed panel. This shall be commenced within fifteen
school days following receipt of the appeal by the academic dean. The panel shall report its findings
and any recommendations to the dean within fifteen school days of its initial meeting. The academic
dean shall reply to the student in writing within fifteen school days of the receipt of the panel’s report
and shall state the decision of Step One and affirm, modify, or overturn the decision.

The decision of the academic dean is final. The reply generated in either situation will be reported to all persons
currently involved—the student, other College officials involved in the case, and, if convened, the panel members.
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The reply must also be reported to other campus entities as appropriate (e.g., the Records Office and the Office of
Student Life). This reply will be filed in the permanent files of the office of the academic dean.

NON-ACADEMIC APPEALS

Student may appeal how non-academic decisions are processed and decided.

DEFINITION OF TERMS IN THIS POLICY:

1

7.

Non-Academic Decision: A decision made by a college employee or administrator regarding non-
academic policy and operations. Examples include financial refunds, admission/readmission, credit
evaluations, code of conduct and integrity, and citizenship decisions.

Non-Academic Appeal: Written communication from a student that identifies a non-academic decision
with which a student disagrees; a specific request for how to resolve the disagreement; and a rationale for
the request.

Citizenship Committee: An entity comprising designated members chaired by the Associate Dean of
Student Success and typically made up of four to five faculty and staff members responsible for making
citizenship decisions. Ad hoc faculty are also consulted when academic information is necessary. The
Citizenship Committee handles code of conduct and integrity decisions.

Student Services Appeals Committee: An entity comprising designated members chaired by the College
Registrar and typically made up of four to five faculty and staff members. Ad hoc faculty are also consulted
when academic information is necessary. The Student Services Appeals Committee handles student
records, financial, and services decisions.

Bad Faith: Acting in an intentionally dishonest way by not fulfilling legal or contractual obligations or by
otherwise misleading another.

Post: A non-academic decision may be posted in several ways such as email, phone call, or the delivery of
a certified letter.

School Day: A business day during the academic term, excluding holidays when classes are cancelled.

POLICY DETAILS:

Non-academic policy decisions are final unless an affected student demonstrates that one of the following:

A mistake was made in making the decision, such as a miscalculation of a tuition refund

The decision was made by misinterpreting or inconsistently applying a college policy, including college
policies set forth in the Academic Bulletin, Student Handbook, or the college website

The decision was made in an unfairly or discriminatory manner or in a manner that clearly reflects bad
faith; or

The decision-maker did not account for relevant information or extraordinary circumstances that ought to
have been considered in making the decision and that warrant an exception to the decision in a particular
case.

A list of examples for appeal can be found online at www.kc.edu/non-academicappeals. Please note that Title IX
appeals should follow the process outlined in the Sexual Misconduct Policy. Applicants with admissions appeals will
appeal to the Admissions Committee.

PROCEDURE:

A student wanting to appeal a non-academic policy decision will take the following steps:

a.  Submit information needed on the Non-Academic Appeal Form (www.kc.edu/non-
academicappeals):
i. Decision the student is appealing
ii. Reason for the appeal and/or extenuating circumstances the student has experienced that
necessitated the non-academic appeal request
iii. Requested resolution to the appeal
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b. Depending on the appeal, the Student Services Appeal Committee or Citizenship Committee will
review the appeal. The committee chair will reply in writing within seven school days of the
receipt of the appeal form and shall state and affirm the decision, modify the decision, or overturn
the decision. This reply will be reported to all persons currently involved— the student and
necessary College personnel—and will be filed in the student information system, necessary
offices in Student Services, and the Office of the Dean of Student Success.

c. If the student is not satisfied with the decision of the committee, he/she may write a written appeal
to the Dean of Student Success within seven school days of receipt of written decision. The dean
may decide the case directly or may decide to convene a non-academic appeals panel, as described
below, to review the appeal and advise the dean on its merit. The following options of
adjudication are:

o Direct Adjudication of the Appeal by the Dean: If a panel is not convened and the
dean adjudicates the case directly, the dean shall reply in writing within seven school
days of receiving the appeal and shall state the decision of the Non-Academic Appeals
Committee and affirm, modify, or overturn the decision.

o Adjudication with Advice from a Non-Academic Appeals Panel: If the appeals panel
is convened to review the appeal and advise the dean on its merit, the panel will
comprise, in addition to the permanent members of the panel, two faculty or staff
members: one chosen by the student, and one chosen by the chair of the specific Non-
Academic Appeals Committee from the appeal decision. The appeal shall be considered
at a meeting of the appointed panel. This shall be commenced within seven school days
following receipt of the appeal by the dean. The panel shall report its findings and any
recommendations to the dean within seven school days of its initial meeting. The dean
shall reply to the student in writing within seven school days of receiving the panel’s
report and shall state the decision of Non-Academic Appeals Committee and affirm,
modify, or overturn the decision.

The decision of the Dean of Student Success is final. The reply generated in either situation will be reported to all
persons currently involved—the student, other College officials involved in the case, and, if convened, the panel
members. The reply must also be reported to necessary College personnel. This reply will be filed in the permanent
files of the Office of the Dean of Student Success.

NON-TRADITIONAL CLINICAL ASSIGNMENT POLICY

The goal of this policy is to define and set parameters for the use of non-traditional clinical assignments at Kettering
College.

Non-traditional clinical assignments are any clinical or practicum activity required/assigned or requested that falls
on non-teaching days. These include Sabbath (Saturdays), Sundays and official College recesses or holidays.
Policy

It is the policy of the College to assign student clinical experiences to regular College hours of operation. These
hours may vary from program to program and may include evening and weekend duties. In keeping with our
Seventh-day Adventist/Christian heritage and to stay consistent with the Kettering Health Network Sabbath
observance policy (HU-03), which promotes weekly spiritual reflection and a day of rest, Kettering College
encourages students of all faiths to refrain from using their day of Sabbath as a scheduled clinical day. The College
also recognizes that programs may require make-up clinical assignments. Frequently, the traditional College days
are not sufficient for these required days. To that end, and with the approval of the appropriate program and clinical
site officials, students with required make-up time may request this on either Saturday or Sunday. Scheduling both
days of the weekend is not appropriate in these non-routine situations. These make-up hours also may be scheduled
during official College recesses with the same approving officials as mentioned above.

SMOKING

Kettering College acknowledges its responsibility to maintain a safe and healthful campus environment. Smoking
presents serious health hazards for both smokers and non-smokers. Smoking is the No. 1 preventable cause of
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disease and death in the United States today. In addition, it is a fire hazard. In keeping with the College health
philosophy, all College and Medical Center facilities, premises, and adjacent neighborhood areas are designated
smoke-free.

Policy guidelines
Smoking is prohibited on the campus and in adjacent neighborhood areas at all times. Areas of enforcement include:
1. Allinterior areas of the College and Medical Center.
2. All exterior areas of College and Medical Center property, including parking lots and parking garages.
3. All curb and street areas adjacent to the College and Medical Center, including the bus stops and the church
property.

Enforcement

The successful administration of this policy requires thoughtfulness, consideration, and cooperation by both smokers
and non-smokers. Students or visitors smoking in prohibited areas should first be informed of the smoking policy
guidelines and asked to stop smoking. Security officers, College administrators, faculty, staff, or students may
initiate this request. Persons refusing to comply or individuals who repeatedly violate the policy should be referred
to the Dean for Enroliment Management.

Students who violate the smoking policy may receive disciplinary action, including suspension and/or dismissal
from the College.

Because of the increased risk of fire that smoking presents, students who smoke in any residence facility operated by
the College will be subject to immediate dismissal from residence living. Non-dormitory students and guests
discovered smoking in any residence facility operated by the College will lose visiting privileges.

SUBSTANCE ABUSE POLICY

Kettering College has a strong commitment to providing a Christian learning environment for students. Consistent
with that spirit and intention, each student has a responsibility to learn to deliver patient care in a safe and
conscientious manner. In order to fulfill this commitment, students must be able to attend class and
clinical/laboratories at the highest level of health, which includes no use of physical and/or mind-altering substances.

Possession use and/or being under the influence of alcohol or illicit drugs are prohibited on campus or during
college sponsored events including events that occur during school breaks, such as mission trips. Violations will
result in disciplinary action. According to the Ohio Revised Code Section 2925.11, any individuals who knowingly
make, obtain, possess, use, or sell controlled substances are subject to legal penalties.

Because alcohol and illicit drugs can adversely affect a student’s health, well-being, and academic performance,
Kettering College reserves the right to test and discipline students suspected of being under the influence of alcohol
or illicit drugs. In accordance with an individual’s right to privacy, confidentiality and limited access to all records
will be maintained.

Decisions about disciplinary sanctions shall depend upon the severity of the incident and the repetitive nature of the
problem. Disciplinary sanctions may include but are not limited to:

Barring student from class or clinical attendance, resulting in an unexcused absence.

Suspension from school.

Dismissal from school.

Referral to or requirement of counsel for assessment.

Referral for drug testing.

Referral to or requirement of substance abuse rehabilitation program.

. Notification of parents if the student is younger than 21.

Kettering College shall not assume financial responsibility for comprehensive, long-term assistance at substance
abuse rehabilitation centers.

As a result of the Anti-Drug Abuse Act of 1988, a court of law may suspend or terminate an individual’s eligibility
for federal benefits, including student financial assistance, if convicted of certain drug offenses.
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SUBSTANCE ABUSE PROCEDURE

All students are required to read and understand the above-described substance abuse policy and sign a statement-of-
compliance form, which is kept on file in the admissions office. If an instructor has reason to believe or receives a
report that a student may be under the influence of a chemical substance or is impaired, and if it is determined that
further investigation is warranted, the instructor will follow the procedure approved by the College for such
situations. After signing a non-negotiable consent form, the student will be administered a fitness-for-
clinical/laboratory test and be suspended from school pending the results of the alcohol or drug screen. Failure to
comply may result in dismissal from the College. After the drug screen has been completed in the pre-admission
testing laboratory and after all of the appropriate paperwork has been completed, the instructor and the employee
health nurse or instructor’s supervisor will make appropriate arrangements to safely transport the student to his or
her home. The employee health nurse manager will contact the student as soon as the results are available. The
report is retained in the student’s medical file.

If a positive test result is reported, a confirmation test will be performed. If positive results are confirmed for the
presence of alcohol, a controlled substance, or other unauthorized substance, the student will be subject to discipline
measures outlined by the College Administrative Council. He or she also must agree to either receive treatment in an
authorized facility, if appropriate, or sign a re-entry agreement determined by administrative council. There is no
guarantee of making up class and/or clinical/laboratory time.

If a negative test result is reported, the employee health nurse and/or instructor shall evaluate whether the student
should return to his or her regular assignment. The instructor may require the student to obtain physician
consultation as identified in the restrictive health policy. If the student is released to return to school, the student will
be permitted to make up missed class/clinical/laboratory time.

SEXUAL MISCONDUCT POLICY

l. Introduction

Title IX protects those at Kettering College (“College”) from being discriminated against on the basis of sex. Sex
discrimination is a serious offense, and it includes discrimination on the basis of pregnancy, gender identity, and
failure to conform to stereotypical notions of femininity and masculinity. Sexual harassment is a form of sex
discrimination. The board of directors and the administration of the College are determined to provide an
educational experience free from sex discrimination, including sexual harassment. Sex discrimination and sexual
harassment are reprehensible and unacceptable and will not be tolerated on the College campus or at clinical sites.
Such conduct would undermine the ideals and principles of the College.

The Kettering College Title IX Policy in its entirety, along with the Kettering College Pregnancy Disclosure Policy,
can be found on the Title IX page of the Kettering College website:

https://kc.edu/campus-resources/title-ix/

I1. Scope

This policy applies to administrators, faculty, and other College employees; students; applicants for employment;
customers; third-party contractors; and all other persons that participate in the College’s educational programs and
activities, including third-party visitors on campus (the “College Community”). This policy prohibits sex
discrimination and sexual harassment when the complainant and alleged perpetrate are members of the same or
opposite sex, and it applies regardless of national origin, immigration status, or citizenship status. The College’s
prohibition on sex discrimination and sexual harassment extends to all aspects of its educational programs and
activities, including, but not limited to, admissions, employment, academics, clinicals, housing, and student services.

The College has jurisdiction over Title IX-related complaints regarding conduct that occurred on campus, during
or at an official College program or activity (regardless of location), or off campus when the conduct goes against
our student code of conduct or could create a hostile environment on campus. The College will investigate all
complaints made under this policy and, if necessary, take action to prevent the recurrence of sex discrimination and
remedy its effects.
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I1.  Title IX Statement

It is the policy of the College to comply with Title IX of the Education Amendments of 1972 and its implementing
regulations, which prohibit discrimination based on sex in the College’s educational programs and activities. Title
1X and its implementing regulations also prohibit retaliation for asserting claims of sex discrimination. The College
has designated the following Title 1X Coordinator to coordinate its compliance with Title IX and to receive inquiries
regarding Title 1X, including complaints of sex discrimination and sexual harassment:

Emily Cowell

Title IX Coordinator

Director of Disability Services
(937) 395-8601 x55646

Emily.cowell@kc.edu

It is the responsibility of the Title 1X Coordinator to: (1) receive complaints under this policy; (2) coordinate
dissemination of information and education and training programs; (3) assist members of the College Community
in understanding that sex discrimination and sexual harassment are prohibited by this policy; (4) ensure that
investigators are trained to respond to and investigate complaints of sex discrimination and sexual harassment; (5)
ensure that employees and students are aware of the procedures for reporting and addressing complaints of sex
discrimination and sexual harassment; and (6) to implement the Complaint Resolution Procedures or to designate
appropriate persons for implementing the Complaint Resolution Procedures.

A person may also file a complaint of sex discrimination with the United States Department of Education’s Office
for Civil Rights regarding an alleged violation of  Title IX by visiting
wwwz2.ed.gov/about/offices/list/ocr/complaintintro.html or by calling 1-800-421-3481.

V. Special Procedure Concerning Complaints Against the President, Title IX Coordinator, or College
Official Outranking the Title 1X Coordinator

If a complaint involves alleged conduct on the part of the President, the Board of Directors will designate the
Investigating Officer. Based on the information gathered by the investigation, the Board of Directors will prepare
and issue the written report determining the complaint. The determination of the Board of Directors is final and not
subject to appeal.
If a complaint involves alleged conduct on the part of the Title IX Coordinator or a College official that outranks the
Title IX Coordinator, the President will designate the Investigating Officer. Based on the information gathered by
the investigation, the President will prepare and issue the written report determining the complaint. The
determination of the President is final and not subject to appeal.

INFORMATION TECHNOLOGY

Technology plays a significant role in learning and healthcare today. You will find it in the classroom, in the
laboratory, by the bedside, and in offices and clinical sites. Kettering College embraces the integration of technology
in our programs for enhanced learning. It is important that our students equip themselves with the technology tools
they will need for success.

ARTIFICIAL INTELLIGENCE

As new technologies emerge, academic institutions must determine their role in the academic experience and their
potential applications in the professional setting.

Artificial intelligence (Al) tools (like ChatGPT) offer both the potential to help students in their academic and
professional endeavors and to deprive students of a full academic experience by having Al do their work for them.

42



Students must therefore approach their academic work with honesty and integrity and seek guidance from their
instructors regarding the use of such tools (OpenAl, 2023).

Use of Al in college courses where appropriate is encouraged but is at the department or program’s discretion. If
undefined by the department or program, then it is at the instructor's discretion. Faculty need the flexibility to design
their courses to meet the learning outcomes of a course while also suiting their teaching style. Instructors should
provide guidelines or expectations regarding the use of Al in their courses and students should respect the
boundaries set by their instructors, using Al tools responsibly, so they can benefit from the many advantages Al can
offer in their education (Open Al, 2023).

Additionally, whenever Al generated content is incorporated into one’s work, it must be properly documented using
an appropriate documentation style, just as any other content must be.

Reference:
OpenAl. (2023). ChatGPT (May 15 version) [Large language model]. https://chat.openai.com/chat

TECHNOLOGY REQUIREMENTS FOR STUDENTS

e Personal Computers:

o Students should have a desktop or laptop computer with an up-to-date version of macOS or Windows.
NOTE: Chromebooks, tablets, or smartphones are not recommended because these devices may not be
capable of meeting all course requirements.

e Required Software:

o Students can use Microsoft Office, LibreOffice or OpenOffice. However, assignments should be
submitted only in Microsoft Office compatible formats. Students should always check with their
instructors concerning acceptable formats before submitting assignments.

e Required Hardware:
o Students need to have access to a web camera, microphone and speakers or headphones.

e  Supported Web Browsers

o Students are encouraged to use the Chrome web browser; however, Edge, Firefox and Safari are
additional browser options supported.

e Internet Connection

e Students should have a reliable Internet Service Provider with speeds suitable for streaming video and accessing
large files.

IT HELP DESK

Students may contact the HelpDesk for assistance with computer problems.

e Call (937) 203-8303

e E-mail: Helpdesk@kc.edu

e  Stop by the Learning Commons. The HelpDesk is staffed during normal business hours.
e SMS Text Msg: (937) 203-8303
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E-MAIL

Your Kettering College e-mail account is where you receive all official communication from the College, including
messages from your professors. Getting there

1. To access a Kettering College e-mail account:
2. Navigate to http:/my.kc.edu (do NOT use “www”—it will not work if you do!).
3. Enter your email address as the user ID. Your username is your first name and last name separated with a

period. Do not include suffixes such as 111, 2nd or Jr.
4.  For example, Charles Kettering’s username is Charles.Kettering
5. Not sure what your username is? Call or Text the IT Help Desk at (937) 203-8303 or at Helpdesk@kc.edu

6. Auser’sinitial password is Your last name + your birth year + @KC. For example, Charles Kettering’s
password is Kettering1876 @KCYou will be required to change this password on your first login. When you
change your password, you should use a “strong” password that you know you can remember. A strong
password is at least eight characters long with a mix of uppercase/lowercase letters, numbers, and special
characters such as! #$%"&*. Note: a password cannot be looked up, so it is important to remember it!

7. Once you finish setting up your security preferences, you will be required to enter the scrambled letter
puzzle a couple of times as a last security measure and you are in.

Questions or problems? Call the IT Help Desk at (937) 203-8303 or at Helpdesk@kc.edu

GOOGLE DRIVE

Every Kettering College e-mail account comes with a Google Drive account which enables you to store your files on
the Internet and access them from anywhere you have an Internet connection. You can access your Google Drive by
clicking on the Drive link at the top of your screen after logging into your email account. Be sure to take some time
and explore how to create new documents, as many of your instructors will require you to use Canvas, the College’s
Learning Management System, and Google Drive is linked to Canvas.

STUDENT PORTAL

The Kettering College student portal is at. https://kmoportal.jenzabarcloud.com/ics Through it, students can:
e View grades and transcripts

See the course catalog and schedule

Register for classes

Determine progress toward a degree

View billing statements

Pay bills with credit cards

Look up financial aid awards
e Update personal information

Your username is your KCS Number + @ketteringhealth.org.

For example, Charles Kettering’s username is KCS4010000@Kketteringhealth.org
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Password
Your initial password is your last name + your birth year + @KC
For example, Charles Kettering’s password is Kettering1876 @KC

CANVAS

Canvas is the name of Kettering College’s Learning Management System (LMS). Many courses use Canvas for
communication, grade posting, material delivery, and testing. Canvas is accessible from off campus by navigating to
https://canvas.kc.edu (do not use “www” with this).

Your username is your email address. If logging in for the first time, click the “Forgot Password” link and follow
the instructions.

WHERE ARE CAMPUS COMPUTERS AVAILABLE?
Computers are available in the Learning Commons (hours of operations are listed under Library Services) and have
the following usability:

1. Internet access

2. Microsoft Office

3. Various programs that your professor may use in your courses.

4. Duplex printing in both black and white and color (charged per page).

Note: The computers do not have CD/DVD drives. Students must save work to an external resource such as your
Google Drive or a USB flash drive.

Students may also access:
1. OhioLINK: This resource allows you to borrow materials from most Ohio college and university libraries.
2. Databases (more than 80) such as:
Academic Search Complete
CINAHL (Cumulative Index to Nursing and Allied Health Literature)
Cochrane Library
LexisNexis
MEDLINE
f.  Sigma Theta Tau International Nursing Library
3. Internet
4. Microsoft Office
Some academic departments also have computer systems in their labs for use by instructors and program students.

©® oo o

STUDENT E-MAIL POLICY

Kettering College provides its computer systems and e-mail access for academic and administrative purposes.
Access to these systems is a privilege, and every user is expected to use good judgment when using the e-mail
system. The College e-mail system is considered an official means of communication, and all members of the
campus community are expected to check their e-mail on a regular basis.

The e-mail messages express the views of the individual author and may not reflect the views or opinions of the
College as a whole.

Improper use
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The College e-mail system should not be used to send messages containing material that is fraudulent, harassing,
sexually explicit, profane (including slang or abbreviated profanity), obscene, intimidating, defaming, or otherwise
unlawful or inappropriate. Violations of this nature are considered very severe; any offense will be handled swiftly
and to the fullest extent allowed under college policy, including, where appropriate, academic dismissal, termination
of employment, and civil or criminal action. Matters requiring sanctions will be handled in the following manner:

Students will be referred to the Dean of Students. Broadcast messages or proper use of the “DL” lists

The College provides staff and faculty the ability to send messages to the entire campus community using a public
distribution list (one of the “DL” lists). These types of messages are also called broadcast messages. These lists are
not available to outside organizations. Organizations should contact the Director of Marketing.

Students may not send broadcast messages. Any student organization wishing to send a broadcast message should
contact their faculty sponsor.

Privacy

E-mail users should exercise extreme caution in using e-mail to communicate confidential or sensitive matters and
should not assume that e-mail is private and confidential. It is especially important that users be careful in
sending messages only to their intended recipient(s).

The College respects the privacy of users. It does not normally inspect, monitor, or disclose electronic messages
without the user’s consent. However, users should realize the following:

e The IT department might need to observe certain transactional information in order to ensure proper
functioning of the system. During these situations, IT staff may inadvertently see the contents of your e-
mail messages.

e Ifthere is a reason to believe that the account has been used in violation of the College’s policies and/or of
the law, contents of the e-mail may be inspected and/or disclosed without the prior consent of the user.

E-mail security

Students are responsible for the use and security of their e-mail accounts. Users should also exercise extreme caution
in sending confidential and sensitive matters and should take particular care when using the "reply"” command

during e-mail correspondence. Users should be aware that any e-mail utilizing College-owned computer and
network resources may be disclosed under college policies and state and federal laws and regulations.

Redirecting of electronic messages

Users who redirect their official College e-mail address to another address may do so at their own risk. The College
will not be responsible for handling of e-mail by outside vendors or service providers. The loss of e-mail during
redirection does not absolve a student from responsibilities associated with communication sent to an official
College e-mail address.

Expectations regarding student use of e-mail

Students are expected to check their official e-mail addresses frequently enough to stay current with the College
communications. The College recommends checking e-mail daily since certain communication may be time critical.

Each student is assigned a college e-mail account. Faculty and administration use e-mail to communicate with
students, and official notices will be provided by e-mail to the student’s account. Students are deemed to have
knowledge of all communications sent from the faculty and the administration to their college e-mail accounts. A
student’s failure to obtain notice from the College, administrators, faculty and staff, due to failure to check, read,
forward, or maintain a college e-mail account, will not be accepted as a defense for any student’s failure to act or
respond in a timely manner.

Faculty use of e-mail

Faculty will determine how e-mail is used in their classes and can require students to check their e-mail on a specific
or more frequent basis.

Personal electronic communications
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Students may bring their own personal electronic devices (cell phones, personal digital devices, cameras, etc.,) into
the College and other KHN facilities; however, the use of these must not violate patient and employee rights to
privacy, such as taking photos, copying images or information, storing photos or other information on electronic
storage devices, or passing images and information on to others, even if that information has been deleted afterward.
Using personal electronic devices must not interfere with network business, operations, patient care, patient or
employee rights, or work requirements. Students who use personal electronic devices to violate KHN Protected
Health Information policies, FERPA policies, or the privacy rights of patients or others will be subject to corrective
action up to and including dismissal. Patient information may only be released when protocols established in the
Marketing and Communications Policy MC-KHN Communication/Media Protocols have been followed.

Social networking and personal expression

Social media are defined as “forms of electronic communication (as Web sites for social networking and
microblogging) through which users create online communities to share information, ideas, personal messages, and
other content (as videos)” (Merriam-Webster.com, 2013). Examples include, but are not limited, to sites such as
Instagram, YouTube, Facebook, Ozone, Weibo, X, Reddit, Pinterest, RankMyProfessor, SnapChat, TikTok, and
LinkedIn.

As students, you will want to respect yourself, Kettering College, and Kettering Health in a professional, fair,
accurate, and legal manner, while protecting the brand and reputation of these institutions. When publishing
information on social media sites, it is important that you remain cognizant that information may be public for
anyone to see and can be traced back to you as an individual. Since social media typically enables two-way
communications with your audience, you have less control about how materials you post will be used by others.

Use caution to appropriately set privacy settings within each type of social media, including settings that require you
to approve everything that is posted by others on your social media presence (e.g., Facebook “wall”, X “feed”, etc.)

When engaging within social media, Kettering College Students shall:
e  Accept full, sole legal and ethical responsibility for anything they post.

o Adhere to all applicable Kettering College and Kettering Health academic integrity, privacy, and
confidentiality policies.

e  Protect confidential, sensitive, and proprietary information.
e Observe HIPAA, HITECH, and FERPA law at all times.
e Respect copyright, fair use, and intellectual property rights of others.

e Be aware of their own presence in social medial forums and ensure that their profile and related contents
reflect the way that they wish to print themselves to faculty, colleagues, clients, and potential employers.

Recognize that they have a duty to report objectionable posts or posts that include false or concerning information
about Kettering College and/or Kettering Health , or posts that would implicate law or regulation

When engaging within social media, Kettering College Students shall not:

e Post confidential or proprietary information about tKettering Health, College, faculty, staff, students,
clinical facilities, patients/clients, or others with whom one has contact in the role of a Kettering College
student. Even if information shared electronically does not name a patient specifically, the posting could be
in violation of HIPAA law or civil/criminal law, as there may be enough detail within the post to positively
identify the patient or person who is the subject of the post.

e Post illegal, inappropriate, harassing, discriminatory, and/or defamatory posts in any social media forum,
whether as an identified user, or under a pseudonym.

e Use any Kettering College or Kettering Health logos or graphics.
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e  Record Kettering College faculty, staff, or other students for personal and social media use without the
express written permission of each individual.

e Record any patient/client, family member, or clinical agency staff members.

e Represent one as speaking for an individual or group within Kettering College or Kettering Health , or as a
voice for the College or Kettering Health itself.

e Students who share, or participate in sharing, confidential or unprofessional information in social media
forums do so at the risk of disciplinary action, and:

o Will be subject to HIPAA, HITECH, and FERPA law procedures, guidelines, and consequences at all
times.

e May be subject to liability if individual postings are deemed defamatory, harassing, or in violation of any
other applicable law.

ACCEPTABLE USE POLICY

Anyone who uses Kettering College’s computer resources accepts full responsibility and liability for their actions
and must:

1. Abide by all local, state, and federal copyright laws as well as Kettering College and Kettering Health
Internet and computer policies.

Respect the rights, privacy, and property of others.
Not use, download, or post obscene, abusive, offensive, or sexually explicit material.
Avoid public criticism of others; this includes both personal and institutional denunciation.
Not access inappropriate or illegal materials.
Not vandalize or misuse institutional property.

7. Refrain from activities for personal or commercial financial gain.
Failure to comply may result in the loss of computer privileges or other disciplinary action.
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Peer-to-Peer file sharing

Peer-to-peer (P2P) is a way for users to share files. Instead of going to a website and downloading a file directly,
users can collect parts of the desired file from a group of peers who have the file. P2P technology is not illegal;
however, it has made it too easy for people to share content illegally.

The online file sharing of copyrighted material is against the law and can result in an individual's loss of access to
the campus network or other disciplinary action. Be careful not to install or use any file sharing software such as
BitTorrent or LimeWire, which execute commands that can place your computer at risk.

In addition, groups protecting the copyrighted works of movie and music artists have been contacting colleges to
identify and contact those who download illegal works. If brought through legal channels, these students could face
civil or criminal penalties for violating federal copyright laws.

Copyright

Never infringe upon someone else’s copyright. It is a violation of college policy and federal law to participate in
copyright infringement. Copyrighted materials include, but are not limited to, computer software, audio and video
recordings, photographs, electronic books, and written material. If you share movies or music that you did not
create, you may be infringing on another’s copyright. Consequences of copyright infringement can include
disciplinary actions by the college. In addition, copyright owners or their representatives may sue persons who
infringe on another’s copyright in federal courts.
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Copyright infringement is the act of exercising, without permission or legal authority, one or more of the exclusive
rights granted to the copyright owner under section 106 of the Copyright Act (Title 17 of the United States Code).
These rights include the right to reproduce or distribute a copyrighted work. In the file-sharing context,
downloading or uploading substantial parts of a copyrighted work without authority constitutes an infringement.

Penalties for copyright infringement include civil and criminal penalties. In general, anyone found liable for civil
copyright infringement may be ordered to pay either actual damages or "statutory” damages affixed at not less than
$750 and not more than $30,000 per work infringed. For "willful" infringement, a court may award up to $150,000
per work infringed. A court can, in its discretion, also assess costs and attorneys' fees. For details, see Title 17,
United States Code, Sections 504, 505.

Willful copyright infringement can also result in criminal penalties, including imprisonment of up to five years and
fines of up to $250,000 per offense.

For more information, please see the Web site of the U.S. Copyright Office at www.copyright.gov, especially their
FAQ's at http://www.copyright.gov/help/fag.

Finding Legal Content

There are numerous legal sources for online movies, music, photographs, books, software and other intellectual
property. Major labels, indie labels, solo artists, movie and TV studios, and many others distribute on the Web. A
fairly comprehensive list of legal alternatives can be found at http://www.educause.edu/legalcontent.

Kettering College does not recommend the use of a particular service, nor does it warrant that a service is compliant
with the Digital Millennium Copyright Act (DMCA). You are responsible for reading and understanding service
agreements and for complying with the law.
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