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Introduction

As a center of learning, Skagit Valley College has the obligation to maintain conditions that are
conducive to freedom of inquiry and expression in the maximum degree, compatible with the orderly
conduct of its functions. For these purposes, Skagit Valley College is governed by regulations and
procedures that safeguard its functions and which, at the same time, protect the rights and freedoms
of all members of the academic community.

With admission to Skagit Valley College carries the presumption that each student will be a
responsible member of the academic community; thus when the student enrolls at Skagit VValley
College, s/he likewise assumes the obligation to observe the standards of conduct that are appropriate
to the pursuit of academic goals. Stated in general terms, the student has the obligation to:

« Maintain high standards of academic and professional honesty and integrity.

* Respectthe rights, privileges and property of other members of the academic community and
visitors to campus, refraining from actions that would interfere with the college’s functions or
endanger the health, safety, or welfare of other persons.

»  Comply with the rules and regulations of the college.

The following sections highlight some of the policies and procedures that are of particular importance
to you as a student. In the following pages, you will find:

Code Of STUARNE CONUUCL. .......curereerererrerereressesesesesesesesessssesssesssessssesssessssessssessssesssssssssssssessssssssssssssssssssnsnsnes 2

POlICY ON SHUAENT GHEVANCES.........ccvieecicetreetsee ettt ettt sessesssesssessnsens 13
Policy 0N Controlled SUDSTANCES...........ccueeiriereeieisesei et 16
Policies and Procedures for Students With DISDINIHES ... essesessessesesssnees 17
Policy 0N ANt-DISCHMINGLION..........cvueureureereaeeeesesressessesesessessessee s sessass s ses s ses e essesssees 26
POlicy 0N SEXUAI HAMASSIMENL...........coieceecirecteee ettt s e 32
Children 0N CamPUS PONCY ... ssises s sssees 36
PONCY ON SMOKING.......cucviecicicirecisee ettt s st se s ae et ae st a s bt nnas 36
POSHNG PONCY.......covreieieieieieteeeeii et 36
Educational RECOIAS PONCY .........c.cccurierrieirieisee ettt s s 37
PIAGIANSIN PONCY ......ooceieieieireieisee sttt 39
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WAC 132D-120-010

Title

This chapter shall be known as the code of student conduct of Skagit Valley College

WAC 132D-120-020
Definitions

As used in this chapter, the following words and phrases shall be defined as follows:

(1)

(2)

3)

(4)

()

(6)

(7)

"Academic dishonesty" means cheating, plagiarism, and other dishonesty relating to
academic work.

"Alcoholic beverages” are beer, wine, and hard liquor as defined in RCW 66.04.010(15)
as now law or hereafter amended.

The term "cheating" includes, but is not limited to:
(a) Use of any unauthorized assistance in taking quizzes, tests, or examinations;

(b) Dependence upon the aid of sources beyond those authorized by the instructor
in writing papers, preparing reports, solving problems, or carrying out other
assignments; or

(© The acquisition, without permission, of a test or other academic material
belonging to a member of the college faculty or staff.

"College" means Skagit Valley College, and any other community college centers or
facilities established within Community College District No. 4.

The term "college official" includes any person employed by the college or any member
of the college board of trustees, performing administrative or professional
responsibilities.

The term "college premises" includes all land, buildings, facilities, and other property in
the possession of, or owned, used, or controlled by the college (including adjacent
streets and sidewalks).

"Controlled substance" includes any illegal drug or substance as defined in Chapter
69.50 RCW as now law or hereafter amended.
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(8)

(9)
(10)

(11)

(12)

(13)
(14)

(15)

(16)

17)

(18)

(19)
(20)

"Demonstrations” shall mean any overt activity engaged in by one or more persons, the
object of which is to gain publicity, advocate a view, petition for a cause, or disseminate
information to any person, persons, or group of persons.

The director of student life is that person designated by the college president to be
responsible for the administration of the code of conduct.

"Faculty” includes any full-time or part-time academic employee of the district whose
assignment is one of a combination of instruction, counseling or library services.

A "judicial advisor" is a college official authorized on a case-by-case basis to impose
sanctions upon students found to have violated this code of conduct. The director of
student life will serve as the judicial advisor or may appoint another trained college
official to perform that function if s/he perceives that it would be in the best interest of
any of the parties involved in a case. A judicial advisor may serve as the sole member,
or one of the members, of a judicial body. Nothing shall prevent the director of student
life from authorizing the same judicial advisor to impose sanctions in all cases.

The term "judicial body" means any person or persons authorized to determine whether
a student has violated the code of conduct and to recommend imposition of sanctions.
Judicial bodies will be selected annually through the college's authorized committee
selection process.

The term "may" is used in the permissive sense.

The term "member of the college community” includes any person who is a student,
faculty member, college official, or any other person employed by the college. A
person's status in a particular situation shall be determined by a judicial advisor.

The term "organization" means any number of persons who have complied with the
formal requirements for college recognition.

The term "plagiarism" includes--but is not limited to--the use, by paraphrase or direct
guotation, of the published or unpublished work of another person, without full and clear
acknowledgment. It also includes the unacknowledged use of materials such as term
papers or other academic material prepared by a person other than the submitting
student.

The term "respondent” means any student accused of violating this code of conduct.

The term "sexual harassment" includes, but is not limited to, unwanted sexual advances;
requests for sexual favors; and other verbal and physical conduct that interferes with
learning, or creates a hostile or offensive environment for one of the parties.

The term "shall" is used in the imperative sense.

"Student," unless otherwise qualified, shall mean and include any person who is
registered for classes at the college. Persons who are not officially enrolled for a
particular term, but who have a continuing relationship with the college, are considered
"students.”

WAC 132D-120-030
Jurisdiction of the college

(1)

(2)

Scope. This code shall apply to every student whenever the student is present upon or
in any college premises, and whenever the student is present at or engaged in any
college-sponsored activity held on or in noncollege facilities.

Remedies not exclusive. The remedies provided for in this code are not exclusive.
Seeking or obtaining any remedies under this code is not intended to bar the college, the
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(3)

complainant, or any other person or entity from seeking or obtaining such other
remedies as may be available under other college policies, or in any other forum under
applicable civil or criminal law.

Trespass. The director of student life or his or her designee(s) shall have the authority
and power to prohibit the entry or withdraw the license or privilege of any person or
group of persons to enter into or remain in any college property or facility. Such power
and authority may be exercised to halt an event which is deemed to be unreasonably
disruptive of order or impedes the movement of persons or vehicles or which disrupts or
threatens to disrupt the ingress and/or egress of persons from facilities owned and/or
operated by the college. Any individual who disobeys a lawful order given by the
director of student life, or his or her designee(s), shall be subject to disciplinary action
and/or charges of criminal trespass.

WAC 132D-120-040
Disciplinary authority

(1)

(@)

(3)

Judicial bodies shall be selected annually via the standing committee selection process
and approved by the college president. The director of student life shall determine which
judicial body or judicial advisor shall be authorized to hear each case.

The director of student life may develop policies and procedures for the administration of
the judicial program and for the conduct of hearings which are consistent with the
provisions of the Skagit Valley College code of student conduct. Each complainant and
respondent shall be given a copy of any written procedural rules prior to any judicial
hearing.

Decisions made by a judicial body and/or judicial advisor shall be final, pending the
appeal process provided within this code.

WAC 132D-120-050
Violations

Any student found to have committed, or aided or abetted others to commit, any of the following
violations is subject to the disciplinary sanctions outlined in this chapter:

(1)

(@)

3)

(4)

(5)

Assault, reckless endangerment, physical abuse, harassment, coercion, and/or other
conduct which threatens or endangers the health or safety of any person.

Disorderly, lewd, indecent, or other behavior which breaches the peace, interferes with
the rights of others or which obstructs or disrupts teaching, research, administrative
functions, or other college-authorized activities.

Failure to comply with orders or directions of college officials or law enforcement officers
acting in performance of their duties, and/or failure to identify oneself to these persons
when requested to do so.

Participation in a campus demonstration or other activity which disrupts the normal
operations of the college and infringes on the rights of other members of the college
community; leading or inciting others to disrupt scheduled and/or normal activities within
any campus building or area; intentional obstruction which unreasonably interferes with
freedom of movement, either pedestrian or vehicular, on campus or at college-
sponsored activities.

Acts of dishonesty including, but not limited to, the following:
(@) Cheating, plagiarism, or other forms of academic dishonesty.

(b) Furnishing false information to any college official, faculty member, or office.
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(6)

(7)

(8)

(9)

(10)

(11)

(12)

(13)

(14)

(15)

(16)

(© Forgery, alteration, or misuse of any college document, record, or instrument of
identification.

(d) Tampering with the election of any college-recognized student organization.

Attempted or actual theft of, and/or damage to, property of the college or property of a
member of the college community or other personal or public property.

Failure to follow the reasonable instructions of faculty members, thereby infringing upon
the rights and privileges of other members of the college community.

Possession or unauthorized use of college equipment and supplies including, but not
limited to, converting college equipment or supplies for personal gain or use without
proper authority.

Abuse of the judicial system including, but not limited to:
(a) Failure to obey the summons of a judicial body or college official.
(b) Falsification, distortion, or misrepresentation of information before a judicial body.
(© Disruption of, or interference with, the orderly conduct of a judicial proceeding.
(d) Knowingly initiating a judicial proceeding without cause (i.e., filing a false

report).

(e) Attempting to discourage an individual's proper participation in, or use of, the
judicial system.

() Attempting to improperly influence the impartiality of a member of a judicial body
prior to, and/or during, the course of a judicial proceeding.

(9) Harassment (verbal or physical) and/or intimidation of a member of a judicial
body prior to, during, or after the course of a judicial proceeding.

(h) Failure to comply with the sanction(s) imposed under the code of conduct.

0] Influencing or attempting to influence another person to abuse the judicial
system.

Falsely setting off, or otherwise tampering with, any emergency safety equipment, alarm,
or other device established for the safety of individuals and/or college facilities.

Unlawful discrimination based on--but not limited to--race, ethnicity, national origin,
ancestry, creed, color, gender (including sexual harassment), marital/parental status,
sexual orientation, age, religion, and sensory, mental, or physical disability.

Refusal to provide positive identification (e.g., valid driver's license or state identification
card) in appropriate circumstances to any college employee in the lawful discharge of
that employee's duties.

Entering any administrative or other employee office or any locked or otherwise closed
college facility in any manner, at any time, without authority or permission of the college
employee or agent in charge thereof.

Smoking in college vehicles or on college premises outside of designated smoking
areas.

Use, possession, distribution, or being demonstrably under the influence of narcotics or
other controlled substances, except as expressly permitted by law.

Use, possession, distribution, or being under the influence of alcoholic beverages,
except as expressly permitted by law and college regulations.
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17)

(18)

(19)
(20)

Possession of firearms, explosives, other weapons, or dangerous chemicals on college
premises or at college-sponsored or supervised activities, unless approved by the
president of the college or his/her designee.

Theft or other abuse of computer time including, but not limited to:

(@) Unauthorized entry into a file to use, read, or change contents, or for any other
purpose.

(b) Unauthorized transfer of a file.
(© Unauthorized use of another individual's identification and/or passwords.

(d) Use of computing facilities to interfere with the work of another student or college
official.

(e) Use of computing facilities to send obscene or abusive messages.

Q) Use of computing facilities that interferes with normal operation of the college
computing system including, but not limited to, unsolicited e-mail.

Violation of other published college policies, rules or regulations.

Violation of federal, state, or local law on college premises or at college-sponsored or
supervised activities.

WAC 132D-120-060
Violation of law and college discipline

(1)

(@)

College disciplinary proceedings may be initiated against a student charged with
violation of a law that is also a violation of the code of student conduct. This would apply
if both violations result from the same factual situation, without regard to pending civil
litigation in court, or criminal arrest and prosecution. Proceedings under the code of
conduct may be carried out prior to, simultaneously with, or following civil or criminal
proceedings.

When a student is charged by federal, state, or local authorities with a violation of law,
the college may advise off-campus authorities of the existence of the code of student
conduct and of how such matters will be handled internally within the college community.
The college will cooperate fully with law enforcement and other agencies in the
enforcement of criminal law on campus and in the conditions imposed by criminal courts
for the rehabilitation of student violators. Individual students and staff members acting in
their personal capacities remain free to interact with governmental representatives as
they deem appropriate.

WAC 132D-120-070
Disciplinary proceedings

(1)

(2)

()

Complaints Any member of the college community may file a complaint against any
student for misconduct. Complaints shall be submitted within 90 days after the incident.
Complaints shall be prepared in writing and directed to the office of the judicial advisor.

Notice to accused student When a complaint is filed against a student, the judicial
advisor will, within five (5) school days, serve written notice on the accused student,
including a copy of the code of student conduct advising the student of the charges
against him or her.

Informal process The judicial advisor may, but is not required to, conduct an
investigation to determine the merit of the complaint and if it can be disposed of
informally by mutual consent of the parties involved. For adverse parties who agree to
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settle the complaint informally, the judicial advisor will facilitate communication between
the complainant(s) and the student(s) accused (respondent(s)). The judicial advisor will
determine the best means of conducting the informal process, the purpose of which is to
reach an agreement that is mutually satisfactory to the parties, if possible. Interim
sanctions may be imposed at any time during the informal process with good reason
(see interim sanctions section). If it is determined that the matter cannot be resolved by
mutual consent, a summary disciplinary conference will be initiated by the judicial
advisor.

4) Summary proceedings

(@)

(b)

Disposition After considering the evidence in the case and interviewing the
respondent in a summary hearing (if the respondent has appeared at the
scheduled conference), the judicial advisor may:

0] Terminate the proceeding exonerating the student(s);

(i) Dismiss the case after whatever counseling and advice the judicial
advisor deems appropriate; or

(iii) Impose any of the sanctions listed in this code.

The decision shall be in writing and shall be served on both the respondent and
the complainant.

Request for formal hearing. After the judicial advisor's decision, the
respondent and/or the complainant may request a formal hearing to challenge a
decision reached, or a sanction imposed by the judicial advisor pursuant to the
informal disciplinary hearing. Such requests shall be in writing and shall be
delivered to the director of student life or designated judicial advisor within five
(5) school days of the judicial advisor's decision. A time shall be set for a formal
hearing not less than five (5), nor more than 15, calendar days after the request
for a formal hearing. If there is good reason and the complainant(s) and the
respondent(s) agree, time limits for scheduling a hearing may be extended at the
discretion of the judicial advisor.

(5) Formal hearings Formal hearings shall be convened by the judicial advisor and
conducted by a judicial body according to the following guidelines:

(@)

(b)

(c)

(d)

(e)
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Hearings shall be conducted in private. Hearings will be chaired by the judicial
advisor.

The complainant(s) and the respondent(s) shall be expected to attend the formal
hearing. Admission of any person to the hearing shall be at the discretion of the
judicial advisor.

In hearings involving more than one accused student, the judicial advisor, at his
or her discretion, may permit separate hearings for each respondent.

The complainant and the respondent have the right to be assisted by any advisor
they choose, at their own expense. The advisor may be an attorney, but
advisors are not permitted to speak or participate directly in any hearing before a
judicial body, except as permitted by the judicial advisor. If the student chooses
to be advised by a licensed attorney in the state of Washington, s/he must notify
the judicial advisor at least five (5) working days prior to the hearing.

The complainant, the respondent and the judicial body shall have the right of
presenting witnesses and evidence, subject to the right of questioning by the
judicial body, the complainant or the respondent. The judicial advisor may limit
the scope and number of questions to witnesses.



(f)

9

(h)

()

(k)

Pertinent records, exhibits and written statements may be accepted for
consideration as evidence prior to, or during, a hearing by a judicial body at the
discretion of the judicial advisor.

All procedural questions are subject to the final decision of the judicial advisor.

After the hearing, the judicial body shall determine whether the student has
violated the code of conduct as charged.

The judicial body's determination shall be made on the basis of whether it is more
likely than not that the respondent violated the code of conduct.

If the judicial body determines that a student has violated the code of conduct,
the body will determine whether the sanction(s) imposed pursuant to the informal
disciplinary conference were appropriate for the violation of the code of conduct
that the student was found to have committed.

A judicial body may reduce or increase the sanctions imposed by the judicial
advisor pursuant to the informal disciplinary conference or remand the case to a
judicial advisor.

(6) There shall be a single verbatim record, such as a tape recording, of all hearings before
a judicial body. The record shall be the property of the college and shall be preserved
until the decision is final after the time for appeals has passed.

WAC 132D-120-080

Sanctions

D) The following sanctions may be imposed by the judicial advisor upon any student, group,
or organization found to have violated the code of conduct:

(@)

(b)

(€)
(d)
(e)

(f)
(9)

(h)
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Warning--A notice in writing to the student that the student has violated this code
and that further violation may result in additional disciplinary proceedings and
sanctions.

Probation--A written reprimand placing conditions upon the student's continued
attendance. Probation is for a designated period of time and includes the
probability of more severe disciplinary sanctions if the student is found to be
violating the code during the probationary period. Notice will be made in writing
and shall specify the period of probation and the conditions, such as limiting the
student's participation in extracurricular activities.

Loss of privileges--Denial of specified privileges for a designated period of time.
Fines--Fines may be imposed.

Restitution--Compensation for loss, damage, or injury. This may take the form of
appropriate service and/or monetary or material replacement.

Discretionary sanctions--Work assignments, service to the college, or other
related discretionary assignments.

Deactivation--(Applies to student groups or organizations). Loss of all privileges,
including college recognition, for a specified period of time.

College suspension--Separation of the student from the college for a definite
period of time, after which the student is eligible to return. Conditions for
readmission may be specified.



(2)
(3)

(4)

@ College expulsion--Permanent separation of the student from the college. There
shall be no refund of fees for the quarter in which the action is taken but fees
paid in advance for a subsequent quarter will be refunded.

More than one of the sanctions listed above may be imposed for any single violation.

Disciplinary sanctions shall not be made part of the student's permanent academic
record, but shall become part of the student's confidential record. Upon graduation and
application to the judicial advisor, the student's confidential record may be expunged of
disciplinary actions other than college suspension or expulsion, consistent with the
college's schedule of record disposition.

In each case in which a judicial body determines that a student has violated the code of
conduct, the sanction(s) shall be determined by the judicial advisor. In cases in which
persons other than, or in addition to, the judicial advisor have been authorized to serve
as the judicial body, the recommendation of all members of the judicial body shall be
considered by the judicial advisor in determining and imposing sanctions. The judicial
advisor is not limited to sanctions recommended by members of the judicial body.
Following the hearing, the judicial body and the judicial advisor shall advise the
respondent in writing of its determination and any sanction(s) imposed.

WAC 132D-120-090

Interim sanctions

In certain circumstances, the director of student , or designated judicial advisor, may impose
any of the above sanctions pending a hearing before, or decision by, a judicial body.

(1)

(2)

3)

(4)

()

Interim sanctions may be imposed only:

@) To ensure the safety and well-being of members of the college community or the
preservation of college property;

(b) To ensure the student's own physical or emotional safety and well-being; or

(© If the student poses a threat of disruption to, or interference with, the educational
process or other normal operations of the college.

Notice of interim sanctions will be made in writing and will state:

(a) The charges against the student, including reference to the provisions of this
code that were allegedly violated; and

(b) That the student charged has the right to an informal hearing before the judicial
advisor to challenge the interim sanctions.

If such a hearing is requested, it shall be held as soon as practicable after the interim
sanctions have been imposed. The judicial advisor will decide whether there is probable
cause to believe that continuation of the sanctions is necessary, and/or whether some
other disciplinary action is appropriate.

The judicial advisor may continue to enforce the interim sanctions if, following the
informal hearing, he or she finds that there is probable cause to believe that interim
sanctioning of that student is necessary for the safety of the student, other students, or
persons on college facilities, the educational process of the institution, or to restore order
to the campus. The result of the informal hearing will be given to the student in writing.

If sanctions are continued, the written notice shall stipulate the duration of the sanctions
and conditions under which they may be terminated.

Page 10 of 43



WAC 132D-120-100
Appeals

(2) Following a formal hearing, a decision reached by a judicial body, or a sanction imposed
by the judicial advisor, may be appealed by the respondent or complainant to the vice-
president of student services and student success within ten (10) school days of the date
of the written decision. Such appeals shall be in writing and shall be delivered to the
director of student life or designated judicial advisor. The notice of appeal is deemed
delivered on the date it is postmarked or the date it is hand-delivered to the office of the
director.

(2) Appeals shall be limited to review of the record of the formal hearing (see disciplinary
proceedings section) and supporting documents, except as required to explain the basis
of new evidence, for any of the following:

(a) To determine whether the formal hearing was conducted fairly in light of the
charges and evidence presented and in conformity with the prescribed
procedures, giving the complaining party a reasonable opportunity to prepare
and present evidence that the student code of conduct was violated, and giving
the respondent a reasonable opportunity to prepare and to present a rebuttal of
those allegations.

(b) To determine whether the decision reached regarding the respondent was based
on substantial evidence; that is, whether the facts in the case were sufficient to
establish the fact that a violation of the student code of conduct had occurred.

(© To determine whether the sanction(s) imposed were appropriate for the violation
committed.

(d) To consider new evidence, sufficient to alter a decision or other relevant facts not
brought out in the formal hearing, because such evidence and/or facts were not
known to the person appealing at the time of the original hearing.

3) The vice president of student services and student success may, upon review of the
case, reduce or increase the sanctions imposed by the judicial advisor or remand the
case to the judicial body and judicial advisor.

4) Final appeal Following an appeal to the vice president of student services and student
success, a decision reached by the vice president may be appealed by the respondent
or complainant to the college president within ten (10) school days of the date of the
written decision. Such appeals shall be in writing and shall be delivered to the director of
student life or designated judicial advisor. Appeals to the college president will be
conducted in the same manner as those made to the vice president of student services
and student success. The notice of appeal is deemed delivered on the date it is
postmarked or the date it is hand-delivered to the office of the director.

(5) The college president's decision shall be final.
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WAC 132D-120-110
Student rights

The following enumerated rights are guaranteed to each student within the limitations of
statutory law and college policy, which are deemed necessary to achieve the educational goals

of the college:

D Academic freedom:

(@)

(b)

(c)

(d)

Students are guaranteed the rights of free inquiry, expression, and assembly
upon and within college facilities that are generally open and available to the
public.

Students are free to pursue appropriate educational objectives from among the
college's curricula, programs, and services, subject to the limitations of RCW
28B.50.090 (3)(b).

Students shall be protected from academic evaluation that is arbitrary,
prejudiced, or capricious, but are responsible for meeting the standards of
academic performance established by each of their instructors.

Students have the right to a learning environment that is free from unlawful
discrimination, inappropriate and disrespectful conduct, and any and all
harassment, including sexual harassment.

(2) Due process:

(@)
(b)

(€)

The rights of students to be secure in their persons, quarters, papers, and effects
against unreasonable searches and seizures is guaranteed.

No disciplinary sanction may be imposed on any student without notice to the
accused of the nature of the charges.

A student accused of violating this code of student rights and responsibilities is
entitled, upon request, to procedural due process as set forth in this chapter.

3) Distribution and posting: Students may distribute or post printed or published material
subject to official procedures printed and available in the office of student life.

4) Off-campus speakers: Recognized student organizations shall have the right to invite
outside speakers to speak on campus subject to the availability of campus facilities,
funding, and compliance with the college procedures available in the office of student

life.

WAC 132D-120-120
Interpretation and revision

(2) Code interpretation. Any question of interpretation regarding the code of conduct shall
be referred to the director of student life or designee for final interpretation.

2 Code revision. The code of conduct shall be reviewed at least every five (5) years
under the direction of the director of student life.
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Student Grievance Policy

WAC 132D-120-230 Student grievances. The purpose of this section is to protect each
student's freedom of expression in the classroom; to protect each student against improper
disclosure of the students' views, beliefs and political associations; to protect each student from
improper, arbitrary or capricious academic evaluation as evidenced by the student's course grade;
and to afford each student reasonable protection against arbitrary or capricious actions taken
outside the classroom by other members of the college community.

Skagit Valley College is committed to protecting the rights and dignity of each individual
in the campus community. Therefore, the college will not tolerate discrimination of any kind, at
any level.

Students may follow the college policy on sexual harassment and/or may file complaints
with outside agencies, as referenced in WAC 132D-300-040(9). Students should determine the
time deadlines that apply to the filing of complaints with such outside agencies, as the college's
internal processing of student complaints may not recognize such time periods.

WAC 132D-120-240 Grievances excluded from this section. (1) A student may not use the
provisions of this section as the basis for filing a grievance based on the outcome of summary or
other disciplinary proceedings described in sections of the code of student conduct.

(2) Federal and state laws, rules and regulations, in addition to policies, regulations and
procedures adopted by the state board for community and technical colleges or the board of
trustees of Community College District No. 4 shall not be grievable matters. College personnel
actions are considered confidential. Results may not be made available for review.

WAC 132D-120-250 Grievance. If a student believes he or she has been unfairly treated by an
officer of the college, faculty member or a member of the college staff, the student may follow
the grievance procedures in the order outlined below. The student must initiate proceedings with
the college within thirty working days of the occurrence that gave rise to the grievance. The
college may choose to take appropriate corrective action at any time based on a student report
whether or not the student chooses to pursue the grievance process.

WAC 132D-120-260 Grievance procedure. (1) The grievance procedures set forth in this
section concern only those grievances that do not involve violation of Title IX of the Education
Amendments of 1972 (sex discrimination) or section 504 of the Rehabilitation Act of 1973
(disability discrimination).

(2) A student wishing to pursue a resolution to his or her concern may contact the office
where counseling services are provided. That office will serve as a source of information and
direction for grievants.

(3) A student shall contact the faculty or staff member with whom he or she has a
concern and attempt to resolve the matter through direct discussion. A student may ask a support
person to accompany him or her in this discussion.

(4) If direct discussion does not resolve the concern to the student's satisfaction, the
student shall take the matter to the faculty/staff member's immediate supervisor. The supervisor
shall attempt to resolve the matter promptly and fairly.

(5) If the issue is not resolved, the supervisor shall forward the complaint to the
appropriate administrator who shall meet with the student and, within three working days, write a
letter to the student involved, copied to the faculty or staff member involved that details the
resolution proposed.
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(6) The procedure outlined in steps one through four shall be completed in twenty
working days unless all parties agree to more time.

(7) The student shall be notified of this decision and shall also be informed of his or her
right to file a petition to have the grievance heard before the grievance review committee. The
student must submit this request to the office of the registrar within five days of his/her receipt of
the administrator's letter. Any student alleging a violation of Title X of the 1972 Education
Amendments concerning sexual harassment may avail himself or herself of the college's sexual
harassment policy.

WAC 132D-120-270 Grievance procedure--Sex and disability discrimination. (1) Any
student alleging a violation of Title IX of the Education Amendments of 1972 (sex
discrimination) or section 504 of the Rehabilitation Act of 1973 disability discrimination) shall,
as a first step in the grievance procedure, contact the Title 1X officer or disabled student services
coordinator. The student may contact the office where counseling services are provided for the
name and location of the Title IX officer or disabled student services coordinator. Any student
alleging a violation of Title IX of the 1972 Education Amendments concerning sexual
harassment by a college faculty or staff member may avail himself or herself of the college's
sexual harassment complaint procedures.

(2) The Title IX officer or disabled student services coordinator shall:

(a) Provide information about informal and formal options within and outside the college.

(b) Intervene, if requested by either party, in order to resolve the problem to the

satisfaction of all.

(3) If the Title IX officer or disabled student services coordinator is unable to resolve the

grievance, the student may request a hearing before the grievance review committee and

is entitled to all appeals beyond that committee.

(4) Consultations with the Title IX officer and the disabled student services coordinator

shall be strictly confidential.

WAC 132D-120-280 Grievance review committee procedures.
(1) Any grievance not resolved by an administrator or the Title IX officer or disabled student
services coordinator may be appealed to the grievance review committee for a hearing. The
grievant or respondent shall petition the committee by obtaining an official grievance form from
the office where counseling services are provided. That petition shall be made within five
working days of the notice of decision in the previous proceedings.

(2) When a petition for review is filed, the student shall either:

(a) Be assigned a process advisor by the college or choose an advisor of his/her own; or

(b) Waive his or her right to an advisor; or

(c) Notify the college of his or her retention of an attorney at least one week prior to a
scheduled grievance hearing. Where the student is accompanied by an attorney, the college may
be represented by an assistant attorney general.

(3) The student's completed official grievance form shall be distributed to all members of
the grievance review committee.

(4) The registrar shall chair the grievance review committee and its members shall be
chosen as follows:

(a) Two faculty members appointed by the vice-president of educational services; and

(b) Two students appointed by the president of the associated students of Skagit Valley
College; and

(c) Two classified staff members appointed by the classified staff designated leadership.
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(5) The grievance review committee may call any witnesses and hear any testimony
needed to reach a prompt, fair resolution of the grievance. The proceedings before the
committee shall not be considered a formal trial-type hearing.

(6) Within three working days of the conclusion of the hearing, the committee shall issue
a written recommendation. All parties shall receive a copy of this recommendation.

(7) In the case of instructional grievances, the committee's recommendations shall be sent
to the vice-president of educational services. In all other cases, the committee's
recommendations shall be forwarded to the vice-president responsible for the area in which the
faculty or staff member is employed. The appropriate vice-president shall, within five working
days, accept, modify, or reject the recommendations of the grievance review committee and
notify all parties.

WAC 132D-120-290 Final decision regarding the appeal procedure--Extra-institutional
appeals. (1) Where the student is not satisfied by the vice-president's decision, he or she may
appeal that decision to the president of the college provided that such appeal is made within five
working days of the student's receipt of notice of the decision.

(2) The president will review the record of the case prepared by the committee together
with any appeal statement and will deliver a written acceptance of the vice-president's decision
or directions as to what other course of action shall be taken, within ten instructional days after
receiving the appeal.

(3) This decision shall constitute final agency action by the college.

(4) A student who feels aggrieved by the institution's final decision, may petition for
judicial review of that decision according to the provisions of RCW 28B.19.150.

(5) For further review in sexual or disability discrimination cases, the grievant may send
appeals or inquiries to:

(@) U.S. Department of Education
Office for Civil Rights Region X
915 Second Avenue, Room 3310
Seattle, WA 98174
206-220-7900
(b) Washington State Human Rights Commission
Third Avenue
Seattle, Washington 98101
206-464-6500
(c) Department of Justice Civil Rights Division
1424 New York Avenue, Room 5041
Washington, D.C. 20005
202-307-0818 (TTD), or 800-514-0383 (voice)

WAC 132D-120-320 Administrative, faculty and staff grievances. Any administrator,
faculty member or staff member who is the subject of a student's grievance and who is
dissatisfied with the results of any level of the student grievance proceedings may file a
grievance under the appropriate grievance procedure established by Skagit Valley College.

WAC 132D-120-330 Prior rules. The rules contained within this chapter supersede all former
rules relating to student grievances

WAC 132D-120-350 Effective date of the rules of conduct. The rules contained within this
chapter shall become effective January 1, 2006.
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Policy on
Controlled Substances

Skagit Valley College is committed to providing effective, quality education for our community. In
support of this commitment, the College intends to provide a drug free, healthful, safe, and secure
environment.

Skagit Valley College recognizes drug dependency to be an illness and a major health problem. The
institution also distinguishes drug abuse as a potential health, safety and security problem. It is
imperative that Skagit Valley College assumes leadership in the prevention of substance abuse by
providing college personnel and students with education and resources.

Skagit Valley College will:

* Notify all employees through distribution of this policy that unlawful manufacture, distribution,
dispensing, possession or use of controlled substances is prohibited in the workplace.

 Advise and assist individuals within the college community seeking help with substance abuse
problems and provide information about worthwhile counseling, rehabilitation, and employee
assistance programs.

» Take appropriate personnel action against employees who sell, distribute, or use illegal drugs in
accordance with existing policy and state law. Failure to correct unsatisfactory job performance or
behavior, for whatever reason, will result in appropriate disciplinary action, including, when necessary,
termination.

» Reaffirm the State of Washington policy on alcoholism and drug dependency endorsed by Skagit
Valley College, effective November 1, 1992.

Therefore, the unlawful manufacture, distribution, dispensation, possession, or use of a controlled
substance in and on Skagit Valley College owned and controlled property, or while conducting college
business, is prohibited. Violation of this policy will result in disciplinary action being taken in accordance
with the Higher Education Personnel Board rules, bargaining unit agreements, tenure laws, or other
policies of the institution.
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Administrative Policy and Procedures
Students with Disabilities

I. Nondiscrimination Policy

It is the policy of Skagit Valley College not to discriminate on the basis of sex, disability, race, color,
national origin, or age in admission and access to or employment in its programs or activities as required
by Title 1X of the Educational Amendments of 1972, Section 504 of the Rehabilitation Act of 1973,
Title 1l of the Americans with Disabilities Act of 1990, Title VI of the Civil Rights Act of 1964, the Age
Discrimination Act and their implementing regulations.

I1. Scope and Procedure

Skagit Valley College is committed to providing academic adjustment and auxiliary aids and services to
students with qualifying disabilities. The purpose of this document is to identify the rights and
responsibilities of students under the Rehabilitation Act of 1973, Section 504; the Americans with
Disabilities Act of 1990; Title Il and the Washington State Laws of 1994, Chapter 105. Further, this
document establishes clear guidelines and procedures for seeking, and the responsibilities associated
with receiving, academic adjustments and auxiliary aids and services at Skagit Valley College.

To receive academic adjustment and auxiliary aids and services, a student is responsible for (1)
Identifying him/herself as a student with a disability and, (2) providing appropriate documentation
regarding the nature and extent of the disability and requesting accommodation in a timely manner.
Skagit Valley College will make those modifications to its programs and services that (1) are necessary
to ensure that they do not discriminate, or have the effect of discriminating, against a qualified student
with a disability, and (2) do not impose an undue burden on the college, or require a fundamental
alteration of essential program requirements.

A. Section 202 of the 1990 Americans with Disabilities Act states:
"No qualified individual with a disability shall, by reason of such disability, be excluded from the
participation in or be denied the benefits of the services programs or activities of any private entity,
or be subject to discrimination by any such entity."

B. Section 504 of the Rehabilitation Act of 1973 states:
"No otherwise qualified, handicapped individual in the United States shall solely, by reasons of
his/her handicap, be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any program or activity receiving federal financial assistance."

I11. Definitions

A. ""Academic adjustments and auxiliary aids and services," also referred to in this manual as
"accommodations," are those modifications to programs, policies, practices, and procedures that
enable a student with a qualifying disability an equal opportunity to access college programs and
services.

B. ""Student' is a person who has been accepted and registered at Skagit Valley College.

C. “Qualifying disability” is “a physical or mental impairment that substantially limits one or more
major life activities.” (Section 504, Rehabilitation Act of 1973)
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D. "Qualified student™ is one who, with or without academic adjustment or auxiliary aids and services,
meets the academic and technical standards required for admission to, participation in, and/or
fulfilling the essential requirements of college programs or activities. A "qualified student with a
disability" is the same as above, who has self-identified and provided appropriate documentation of
his/her disability to the office of Disability Support Services at Skagit Valley College. The
appropriateness of any documentation shall be determined by the individual designated as
Coordinator of Disability Support Services, or in the event of his/her absence, his/her designated
proxy.

E. ""Student with a disability"* is a student who (1) has a physical, mental or sensory impairment that
substantially limits one or more of his/her major life activities; (2) has a record of such an
impairment; (3) is perceived to have such an impairment, or; (4) has an abnormal condition that is
medically diagnosable.

F. ""Undue burden™ is defined as "significant difficulty or expense."

G. "Fundamental alteration™ is a modification that is so significant that it alters the essential nature of
the facilities, privileges, advantages, or programs and services offered by Skagit Valley College.

H. ""Program accessibility"* means that all programs, when viewed in their entirety, are accessible to
persons with a disability.

I. ""Core services' are those services listed in Washington State Laws of 1994, Chapter 105, that are
necessary to ensure that students with disabilities are accommodated while attending college.

IV. Responsibilities of the College

Skagit Valley College shall:

A. Comply with Section 504 of the Rehabilitation Act of 1973; Section 202 of the Americans with
Disabilities Act of 1990, as amended; and Washington State Laws of 1994,

B. Notify students of the college's policy of nondiscrimination on the basis of disability and of steps the
student may take if he/she believes discrimination has taken place. These steps shall include
explanation of both informal and formal grievance procedures. Notice of formal grievance
procedures shall include the phone numbers of the United States Department of Education, U.S.
Office of Civil Rights, and the Washington State Human Rights Commission.

C. Make available to all students, information on the services available to students with disabilities, and
location of the program office or offices designated by the College to coordinate such services. At
Skagit Valley College, this office is Disability Support Services.

D. Work with the student, faculty, and staff on an individual basis, to determine the appropriate
accommodation for each qualified student with a disability.

E. Protect the confidentiality of information regarding the nature and extent of the documented
disability.

F. Maintain the academic integrity of its programs.

G. Not make pre-admission inquiry as to whether an applicant has a disability, except as provided by
law.

H. Require specific documentation from the student's physician and/or other or qualified professional(s),
to verify the disability and to identify specific academic adjustments and/or auxiliary aids and
services which may be necessary, based on the nature of the disability.
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V. Student Rights and Responsibilities

To ensure that needed accommodations are provided in a timely manner, the student shall:

A. Self-identify with the office of Disability Support Services and participate in an initial intake process
with the Coordinator of Disability Support Services, or his/her designated proxy.

B. Provide timely notice and documentation of the nature and extent of his/her disability, and the
accommodation requested, to the office of Disability Support Services. Certain accommodations,
such as interpreters or taped books, may require considerable time to arrange. Requests for
accommodation, whenever possible, should be received by the college six (6) weeks prior to the
beginning of the quarter for which the request is made. Lack of advance notice may delay the
availability of an accommodation.

C. Provide such additional documentation regarding the nature and extent of his/her disability as the
college may require to determine appropriate accommodation. Such documentation may include, but
is not limited to medical reports, identification of tests administered, test results, description of the
covered disability, and recommended accommodations.

D. Provide a signed Release of Information form to the office of Disability Support Services, which
allows for the communication and exchange of information between staff and other schools and
agencies involved in the student's development and provision of accommodation.

E. Follow the procedures and guidelines established by the office of Disability Support Services.

F. Promptly notify the office of Disability Support Services of any problems encountered in receiving
the agreed-upon accommodations.

V1. Responsibilities of Disability Support Services

The office of Disability Support Services is responsible for the coordination of services to qualified

students with disabilities, who may require academic adjustments and/or auxiliary aids and services.

A. The office of Disability Support Services is committed to a reasonable approach in the identification
of students with disabilities, which includes listing of location and information on Disability Support
Services in all major college publications and all electronic means of communication pursuant to
Section 508 of the Rehabilitation Act of 1973 as amended.

B. The office of Disability Support Services will keep a confidential file on each student who provides
documentation on his/her disability. This file may contain an intake form, contact notes, release of
information form, medical/psychological information, academic records, achievement test results,
Letters of Accommodation, and other pertinent information. This file will be kept as long as the
student is enrolled at Skagit Valley College, and for seven (7) years thereafter.

C. The office of Disability Support Services will assist and advise each qualified student with a
disability, who requests accommodation under this policy, in developing a plan, which identifies
academic adjustments and auxiliary aids and services appropriate for the student, and will ensure
that the agreed-upon accommodations are provided.

VII. Academic Adjustments and Auxiliary Aids and Services

The process of selecting academic adjustments and auxiliary aids and services for each qualified student
with a disability shall be made on an individual basis, appropriate to the nature and extent of the
student's disability. Disability Support Services reserves the right to determine the type and manner in
which an academic adjustment and auxiliary aid will be provided. Academic adjustments and auxiliary
aids and services are made available after assessing the needs of a student and determining those factors
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of disability, which might cause interference with a student's academic progress. Services are
determined based upon individual need and may consist of one or more of the following examples:

e (ASL) Interpreter e Extended time for testing
e Use of assistive technology e Reader for testing

e Classroom access e Scribe for testing

¢ Note taking assistance e Braille

e Early access registration e Large print

e Taped texts e Orientation to campus

Disability Support Services does not coordinate or fund the use of personal aides or attendants. Aides or
attendants provide direct personal assistance or care. For students with disabilities on campus and in the
classroom, this might include, but may not be limited to assisting with personal care, hygiene, safety;
administering medications; assisting with mobility; providing transportation; monitoring medical
equipment; etc.

Disability Support Services does not coordinate or fund the use of facilitated communication, nor
recognize its use for entry-assessment, classroom testing, or in the evaluation of student learning.

VI11. Service Animals on Campus

In accordance with the Americans with Disabilities Act (ADA), service animals are permitted in college
facilities. Service animals are animals trained to assist people with disabilities in the activities of daily
living. The (ADA) definition of service animals is:

". .. any animal individually trained to do work or perform tasks for the benefit of an

individual with a disability, including, but not limited to, guiding individuals with impaired

vision, alerting individuals who are hearing impaired to intruders or sounds, providing

minimal protection or rescue work, pulling a wheelchair, or fetching dropped items."

A. Definitions

1. Owner/Handler: A person with a service animal.

2. Service Animal: Any animal individually trained to do work or perform tasks for the benefit of a
person with a disability. Service animals are usually dogs; however, a few other animals have been
presented as service animals.

3. Pet: A domestic animal kept for pleasure or companionship. Pets are not permitted in college
facilities. Permission may be granted by an instructor, dean, or other college administrator for a pet
to be in a campus facility for a specific reason at a specific time.

B. Requirements of Service Animals and Their Owners/Handlers

1. Under Control of Owner/Handler: The owner/handler must be in full control of the animal at all
times. The care and supervision of a service animal is solely the responsibility of its
owner/handler.

2. Leash: The animal must be on a leash at all times. A 'leash’ means a cord, rope, thong, or chain not
more than eight feet in length by which the animal is controlled by the person handling it."

3. Licensing and Tags: Service animals must be licensed and immunized according to local
ordinances Samples of these ordinances follow: “Dogs four months old or older shall be
vaccinated against rabies;" "all license tags issued shall be securely fastened to a collar or other
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like harness which shall be worn by the animal at all times when off the premises of the licensed
owner."

C. Responsibilities of Faculty, Staff, and Students

1. Allow a service animal to accompany the owner/handler on campus, except where service animals
are specifically prohibited.

2. Do not feed, pet, or deliberately startle a service animal.

3. Do not separate or attempt to separate a handler from his or her animal.

D. An Owner/Handler May Be Asked to Remove an Animal because of:

1. Disruption: An owner/handler may be asked to remove an animal from college facilities that is
unruly or disruptive. If the improper behavior occurs repeatedly, the owner/handler may be told
not to bring the animal into any college facility until the owner/handler has taken significant steps
to mitigate the behavior.

2. 11l Health: Service animals that are ill should not be taken into public areas. An owner/handler with
an ill animal may be asked to leave college facilities.

IX. Requests for Substitution of Program/Degree Requirements

Skagit Valley College recognizes that certain disabilities may preclude a student from successfully
completing a specific course requirement for a degree, even with appropriate accommodation. In those
cases, the college will consider course substitutions when they do not compromise the integrity of the
academic program. Under the Americans with Disabilities Act, the college is not required to waive or
substitute essential requirements of a student's program of instruction. Therefore, every student enrolled
in a degree program must meet the essential requirements of that program. In the case of substitution
requests, the college understands that any such substitution must not weaken the curriculum, but rather
expand the opportunities available.

Skagit Valley College also recognizes that altered methods of course delivery and/or the use of
accommaodation will enable most students with disabilities to successfully complete course
requirements, except in unusual circumstances. Therefore, students are encouraged to attempt successful
completion of the required course and/ or prerequisites with accommodation. Course substitution may be
requested with the following procedures:

Course Substitutions For Students with Disabilities Procedure

A. Skagit Valley College may grant conditional course substitutions for degree or certificate
requirements to a qualified student with a disability.

B. Course substitutions will be approved only when such substitution is consistent with the essential degree
requirements.

C. Requests for substitution for a required course shall be considered only when a qualified student with
a disability has demonstrated that, even with academic adjustments and auxiliary aids/services
provided by the college, he or she is unable to successfully complete the course solely because of
his/her disability.
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D. All requests for course substitution shall be submitted to the Coordinator of Disability Support
Services in a timely manner, and shall include the following information:

1. A description of the accommaodations previously provided to the student for the course.

2. An explanation of the relationship of the student’s disability to the lack of success in completing the
course.

3. The proposed substitute course, if known.

4. A statement by the student that he/she has made a good faith effort to complete the required
course with appropriate accommaodations.

5. A statement from a medical, psychological, or learning disabilities specialist who works in the
field of the disability which makes this request for substitution necessary.

6. A release signed by the student, authorizing the department chair, appropriate dean or associate
dean, and vice president of Educational Services to review the documentation on the student’s
disability and to contact the evaluating doctor, psychologist, or learning disabilities specialist.

E. The Coordinator of Disability Support Services shall forward the request, with documentation, to the
appropriate Department Chair. On approval the request will be submitted to the appropriate Dean.
On approval the request will be submitted to the Vice President of Educational Services. Upon
obtaining necessary approvals, the course substitution will be allowed. If approval at any level is
denied, the student may appeal the decision to the Grievance Review Committee.

X. Process for Receiving Academic Adjustments and Auxiliary Aids and Services

A. The student must complete an intake interview with the Coordinator of Disability Support Services or
his/her designated proxy.

B. The student must sign a release form and provide the office of Disability Support Services with
documentation of disability that verifies the need for receiving academic adjustments and auxiliary
aids and services. This information is confidential and will be kept on file by Disability Support
Services.

Procedure for Documentation of Disability:

Students who are seeking support services from Skagit Valley College on the basis of a diagnosed
disability may be required to submit documentation to verify eligibility. Documentation of a disability
must originate from a professional diagnostician. Information may be necessary from physicians,
psychologists, psychiatrists, audiologists, nurse practitioners, etc. This information may be obtained
through third-party sources, such as schools, vocational rehabilitation agencies, Veterans
Administration, etc.

This information shall be kept in a confidential file in the Disability Support Services office and will
only be used to develop appropriate accommodations and in supporting a student's progress at Skagit
Valley College. The responsibility and cost for providing professional documentation shall be borne by
the student.

Temporary Disability, which may cause interference in a student's ability to participate in programs,
services and activities for an extended period of time, will be treated on an individual basis. The policy
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for documenting a temporary disability will apply in the same manner as that for a permanent disability,
and the information will have to be current in order to support the request for accommodation.

The Coordinator of Disability Support Services and/or other support staff will provide the student with
information regarding academic adjustments and auxiliary aids and services.
XI. Acceptable Disability Documentation Guidelines

Guidelines for Documentation of physical disability:

Written statement from a "qualified medical professional™ which includes --

1. a description of the "nature and extent" of the disability/disabilities,

2. information about what tests and/or records were used to make the diagnosis,

3. information about what effect the disability/disabilities has/have on the student's ability to access
the educational process, and any limitations or special needs which should be addressed in the
housing placement process,

4. information about medications prescribed and the side effects of these medications ( if needed for
identification of appropriate accommodations.)

Guidelines for Documentation of auditory/hearing impairment:

Audiogram and audiology report from a "qualified medical professional™ which includes information
about the extent of the hearing loss and prescribed adaptive equipment (hearing aids, FM system, etc.).
Audiology report must include the diagnosing professional’s interpretation of the audiogram.

Guidelines for Documentation of visual impairment:

Results of visual examination from a "qualified medical professional™ which include correctable visual
acuity and the diagnosing professional’s interpretation of examination results.

Guidelines for Documentation of Learning Disability:

Students who are seeking support services from Skagit Valley College on the basis of a diagnosed
learning disability are required to submit documentation to verify eligibility. Documentation of learning
disability consists of the provision of professional testing and evaluation with test report, which reflects
the individual's present (adult) level of information processing, as well as present (adult) achievement
level. The cost and responsibility for providing this professional assessment shall be borne by the
student. The following guidelines are provided in the interest of assuring that evaluation reports are
appropriate to document eligibility.

Guidelines for Documentation of Learning Disability:
The documentation must:
1. Be prepared by a professional qualified to diagnose learning disability. This might include,
but not be limited to a licensed neuropsychologist, psychologist, or school psychologist.
2. Be comprehensive. One test alone is not acceptable for the purpose of diagnosis. The test report
shall include a DSM-IVR (or subsequent edition) notation based on intake interview and testing
results. Minimally, areas to be addressed must include, but not be limited to:
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a) Aptitude. Testing must have been administered at the adult learning level. The Wechsler
Adult Intelligence Scale-Revised (WAIS-R) with sub-test scores is preferred. In lieu of a
WAIS-R (or subsequent WAIS), two Wechsler Intelligence Scale for Children-111
(WISC-III) tests correlated within 15 1Q points of each other may be acceptable.

b) Achievement. Current levels of functioning in reading, mathematics, and written language
are required. The Woodcock-Johnson Psycho-educational Battery-Revised is preferred.
The WRAT-R and the WRAT-I1I (Wide Range Achievement Test) are NOT
comprehensive measures of achievement and therefore are not appropriate for
documentation purposes.

c¢) Information Processing. Specific areas of information processing (e.g., short and long
term memory; auditory and visual perception/processing; processing speed) must be
assessed.

3. Be current. Testing must have been administered at the adult learning level. Since assessment
constitutes the basis for determining academic adjustments and auxiliary aids and services, it is
in a student's best interest to provide recent and appropriate documentation to serve as the basis
for decision-making about a student's needs for accommodation in an academically competitive
environment.

4. Present clear and specific evidence, which identifies a specific learning disability and reflects
the individual's present (adult) level of functioning. That is, processing and intelligence, as well
as achievement in written expression, writing mechanics and vocabulary, grammar and spelling,
reading comprehension and rate. Note: individual "learning styles," "learning differences,"” or
"learning problems™ in and of themselves do not constitute a learning disability.

5. Include in the report, the exact instruments used and procedures followed to assess the
learning disability. Report shall include test results (including sub-test score data); a written
interpretation of the results by the professional doing the evaluation; name, title, and professional
credentials of the evaluator; and date(s) of testing.

6. Provide sufficient data to support the request for the particular academic adjustments and
auxiliary aids and services. Requests that are not supported by documentation may not be
provided without additional adequate verification.

Guidelines for Documentation of attention deficit/attention deficit-hyperactivity disorders:

Statement from a "qualified professional” (physician, psychologist, or psychiatrist) which confirms
diagnosis of ADD/ADHD and provides information about the diagnostic procedures used, the student’s
“functional limitations” in an educational setting, and medications prescribed/side effects of those
medications ( if needed for identification of appropriate accommodations.)

Guidelines for Documentation of psychological disability:

Statement from a "qualified medical professional” (i.e., psychologist, psychiatrist) which includes:
1. A description of the ""nature and extent' of the disability/disabilities,
2. Information about what tests and/or records were used to make the diagnosis,
3. Information about what effect(s) the disability/disabilities has/have on the student's ability to
access the educational process,
4. Information about what, if any, medications are prescribed and the side effects of those
medications, (if needed for identification of appropriate accommodations.)
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XII. Process for Complaint Resolution

A. Grievance Procedure for Denial of Academic Adjustments and Auxiliary Aids and Services
by a Faculty Member

Any student alleging a violation of section 504 of the Rehabilitation Act of 1973 or the ADA shall,
as a first step in the grievance procedure, contact the Disability Support Services office. The student
may contact the Counseling Office for contact information.
(1) The Disability Support Services office shall:
(@) Provide information about informal and formal options within and without the college.
(b) Intervene, if requested by either party, in order to resolve a complaint to the satisfaction

of all parties. If the Disability Support Services office is unable to resolve the grievance,
the student may request a hearing with the Dean of Student Services

(2) Any grievance not resolved by the Disability Support Services or the Dean of Student
Services office may be appealed to the grievance review committee for a hearing. The
grievant or respondent shall petition the committee by obtaining an official grievance
form from the counseling office. That petition shall be made within five (5) working days
of the notice of decision in any or all previous proceedings.

(3) Consultations with the Disability Support Services office shall be strictly confidential.

B. Grievance Procedure for Discrimination based on disability.

A student who feels that s/he is being discriminated against on the basis of his/her disability shall be
referred to the existing anti-discrimination policy.

C. Outside Remedies:
The right of a person to the prompt and equitable resolution of a complaint shall not be impaired by
the person’s pursuit of other remedies such as the filing of a complaint with the responsible State or
Federal agencies. Use of this complaint process is not a prerequisite to pursuing other remedies from
State and Federal agencies. These agencies are:

Washington State Human Rights Commission

U.S. Department of Education
Office for Civil Rights Region 10

Department of Justice Civil Rights Division

This process does not bestow rights or obligations not provided by applicable laws.

Page 25 of 43



Policy on
Anti-Discrimination

Preamble

In March of 1992, the Skagit Valley College Board of Trustees adopted the Dignity Statement Relating
to An Environment of Equity. This statement said in part, “A most important policy of the Board of
Trustees of Skagit Valley College is to provide a workplace in which all individuals can achieve success
in a climate of equality for all people. Equity must be the guiding principle in all college matters.
Because the college seeks diversity in all of its services and relationships, the dignity and rights of all
people involved must be respected and preserved.”

As an academically-centered community, Skagit Valley College highly values and respects diversity as
a necessary foundation for a healthy learning and working community. A stable, positive, and collegial
environment is prerequisite to the success of its members.

Adverse treatment on the basis of group or categorical membership has no value or place in the
mission of Skagit Valley College. Fostering and developing values that promote open-mindedness,
awareness, sensitivity, and respect for differences are encouraged and will be supported.

Employees, students, visitors, vendors, and agents of the college must adhere to the following policy.
Responsibility for achieving a nondiscriminatory academic and working environment lies with each
member of the college community.

Policy

It is the policy of Skagit Valley College to prohibit discrimination on the basis of race, ethnicity, national
origin, ancestry, creed, color, gender, marital/parental status, sexual orientation, age, religion, and
sensory, mental, or physical disability. In recognition of the fact that discrimination in any form is in
violation of the mission and purpose of Skagit Valley College, the following federal guidelines will be
applied to issues of discrimination: Title IX of the 1972 Education Amendments and Chapter 49.60
RCW (which prohibits discrimination on the basis of race, color, religion, national origin, or sex); Title
VIl of the Civil Rights Act of 1964; the rehabilitation act of 1973; Title VI of the Civil Rights Act of 1964;
The Vocational Education Act of 1963-1976; and the Americans with Disabilities Act. For the purposes
of this policy, discrimination is defined as (1) exclusionary forms of conduct, (2) creation of an intolerant
environment, and (3) malicious harassment.

*Sex discrimination in the form of sexual harassment is covered under Skagit Valley College’s Sexual
Harassment Policy.

* An exclusionary form of conduct is any disparate treatment of, or adverse impact on, an individual(s)
by a person(s) or a structure(s) that excludes and denies access to participation in services, programs
and activities of the college. Some types of differential treatment, such as separate toilets and locker
room facilities for men and women are considered socially acceptable.

+ Creation of an intolerant environment is the result of the willful or intentional conduct of an individual
or group of individuals who engage in threats, expressions (either verbal or nonverbal), physical
abuse, or harassment that threatens or endangers the health, safety, or welfare of a member of the
college community. An intolerant environment is also likely to provoke or cause an immediate breach
of the peace and interfere with an individual’s ability to effectively pursue his or her education or
otherwise participate fully in college programs and activities.

» Malicious harassment is conduct or behavior that is maliciously and intentionally committed because
of the claimant’s race, ethnicity, national origin, ancestry, creed, color, gender, marital/parental status,
sexual orientation, age, religion, or sensory, mental, or physical disability. This conduct may include
injury to the claimant or another person, damage or destruction of the property of the claimant or
another person, or threats to a specific person or group of persons, which places that person, or
members of the specific group of persons, in reasonable fear of harm to themselves or their property.
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In this policy, “claimant” is defined as the individual bringing forth the complaint; “respondent” is defined
as the individual to whom the claim is directed.

If any provision of this policy is adjudged by a court to be unconstitutional or otherwise illegal, the
remaining provisions shall continue in effect.

Skagit Valley College will investigate allegations of discrimination, which may include but is not limited
to, the following:

(A) The conduct of a faculty member in a faculty-student relationship.

(B) The conduct of an individual in the paid employment of the district who may grant or withhold
benefits to students and employees.

(C) The conduct of any college employee in a supervisory position.
(D) The conduct between fellow employees of the college.
(E) The conduct of college agents.

(F) The conduct of employees when it occurs related to college-sanctioned activities, on or off
campus, and/or hampers the educational or college work environment.

(G) The conduct of non-employees when it occurs related to college-sanctioned activities, on or off
campus, and/or hampers the educational or college work environment.

(H) The conduct of students in daily classes and college-sanctioned activities, on or off campus.

Procedures

When a person believes that she/he has been discriminated against, the claimant may contact one of
the district’'s ombudspersons. Faculty and staff, if requested, shall assist the claimant in contacting an
ombudsperson. The ombudsperson will provide the claimant with procedures and suggestions to
enable him/her to resolve the problem or to initiate the appropriate informal or formal complaint
process. All complaints shall be initiated no later than 180 days from the most recent incident.
However, if a claimant can demonstrate exceptional circumstances to the appropriate designated
college officer, the 180-day reporting period limit may be waived.

The district shall have a total of two ombudspersons who shall be chosen from the protected
classifications related in this policy and shall be appointed for both the Mount Vernon and Whidbey
campuses. Appointment will be by the president, on the advice of the vice president of Educational
Services, the dean responsible for student grievances, the dean of Whidbey Campus (for Whidbey
personnel), the president of the Skagit Valley College Education Association, the president of the
Classified Staff Association, and the president of the Associated Students of Skagit Valley College.
Appointment shall be for staggered three-year terms.

Ombudspersons shall report directly to the vice president of Educational Services, who shall be directly
responsible for the implementation of this policy. The ombudspersons shall be responsible for
receiving complaints and advising the cultural pluralism committee regarding educational efforts
needed on critical discrimination issues. The ombudspersons will make every effort to ensure that
neutrality is maintained throughout the process. For the purpose of this policy, the ombudsperson will
act solely as a resource person and mediator and specifically will not act as an advocate for either
party.

The college will carry out any investigation in such a way as to protect the rights of both the claimant
and the respondent. The college recognizes that in some circumstances a change of environment may
be appropriate during the investigation. If the respondent is the affirmative action officer, an
ombudsperson will perform the affirmative action officer’s responsibilities throughout the process.
Confidentiality shall be maintained to the extent allowed by law.
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Advising Process

In the event that an individual feels he or she has been the victim of discrimination, the individual may
discuss the matter with an ombudsperson. The responsibility of the ombudsperson is to inform the
individual of the policy and procedures regarding anti-discrimination. The advising process itself is
designed to promote free and open discussion between the individual seeking information and the
ombudsperson.

If an individual feels that he or she has a warranted complaint, that person may choose to proceed to
the mediation process or directly to the formal process, Step One.

At the conclusion of the advising process, the ombudsperson will generate an incident report. If the
ombudsperson finds the complaint without merit, he/she will not generate a report nor notify the
respondent. The identity of individuals involved will not be designated on the report and no record of
the advising conversation will be kept. The incident reports will be forwarded to the affirmative action
officer to be used to record the number and types of incidents. The college will ensure the privacy of all
individuals in the generation and maintenance of incident reports.

Mediation

When an ombudsperson receives an informal complaint of discrimination, either verbally or in writing,
he/she shall discuss the informal complaint with the respondent within three (3) working days. The
purpose of the mediation process is to encourage both parties to communicate, in an attempt to resolve
the conflict. If a meeting occurs during this phase, both the claimant and the respondent may bring a
support person. If the informal complaint appears valid, the ombudsperson shall complete a written
report together with the informal complaint and any action taken including the nature of the resolution, if
one is reached. This report shall be forwarded to the claimant, respondent, and the affirmative action
officer. The affirmative action officer will keep the report confidential for five (5) years from the date of
final decision on the complaint, after which time it is destroyed.

The mediation process shall be completed within 30 working days of receipt of the informal complaint
by the ombudsperson. If a satisfactory resolution is reached, the claimant and respondent will
acknowledge resolution in writing to the ombudsperson who will forward a copy of the acknowledgment
to the affirmative action officer.

Formal Complaint — Step One

In the event that the mediation process does not occur or does not resolve the conflict to the
satisfaction of both parties, the following process will be used:

(A) If the claimant decides to pursue the complaint, he/she shall file a formal complaint in  writing with
the ombudsperson within 10 working days of the conclusion of the mediation process or within 180
days of the event itself for those claimants who have elected to bypass the mediation process.

This formal complaint must state the times, dates, places, and circumstances surrounding the
allegations. The ombudsperson will forward a copy of the formal complaint to the respondent
within five (5) working days. In turn, the respondent shall forward a written response concerning
the formal complaint to the ombudsperson within five (5) working days of receiving the written
formal complaint. The ombudsperson shall forward all information to the affirmative action officer in
a timely manner. Materials shall be forwarded without a response if a timely response is not
received.

¢ The affirmative action officer may also begin the formal complaint, Step One process against
any alleged offender who has had repeated claims filed against him or her after the person has
had an opportunity to respond in an informal manner. This will be done in collaboration with the
ombudsperson.

¢ If the affirmative action officer finds that the factual allegations of the formal complaint do not
present a prima facie case of discrimination, as defined under this policy (see pages 1 and 2),
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he/she shall dismiss the complaint. In making this decision, the affirmative action officer should
assume that the facts alleged in the complaint are true.

° If the affirmative action officer finds the complaint to be false and malicious, he/she shall
dismiss the complaint. The affirmative action officer will notify the ombudsperson why the
complaint has been dismissed and the ombudsperson shall file that information with the
incident report. In addition to dismissing the complaint, the affirmative action officer will refer
the claimant to the designated college officer for possible disciplinary action.

(B) Within five (5) working days of receiving materials from the ombudsperson, the affirmative action
officer will review all information received and check for completeness and detail. Any concerns about
procedure and documentation will be discussed with the ombudsperson, with a possible request for
clarification from claimant and/or respondent.

(B.1) Within the same five (5) working day period, the affirmative action officer will forward
documentation to the appropriate authority (as listed below), who will speak informally with
the respondent.

Respondent Appropriate Authority

Faculty Associate Dean or Dean, depending upon reporting relationships
Classified Director/Associate Dean/Dean, depending on reporting relationships
Administrator Immediate supervisor

Student Associate Dean of Counseling and Career Services

President Chair of Board of Trustees

Visitor, Vendor, Agent Vice President, Administrative & Business Services

The affirmative action officer shall also provide a copy of the written formal complaint and the
respondent’s response to:

Respondent Receives Copy

Faculty Vice President, Educational Services

Classified Appropriate Dean

Administrator President

Student Dean responsible for student grievances

President Chair of Board of Trustees

Visitor, Vendor, Agent Vice President, Administrative & Business Services

The ombudsperson shall keep a written record of all actions taken in an effort to resolve the formal
complaint. If resolution is reached, the ombudsperson shall complete a written report of this resolution
and submit copies to all parties involved.

(C) If resolution is not reached and the parties have not engaged in mediation, joint mediation will now
take place. The mediation session will include both parties involved in the formal complaint and a
support person or representative for each of them. The ombudsperson and the affirmative action
officer will also be present (except when the affirmative action officer is the initiator of the
complaint in which case the dean responsible for student grievances will serve). An
ombudsperson will facilitate this session where both parties will hear each other describe the
events they believe have taken place. If resolution is not reached, the case will now proceed to
Formal Complaint; Step Two.

(C.2) If a resolution is achieved, the ombudsperson shall complete a written report and submit
copies to all parties involved. The claimant and respondent will acknowledge the
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resolution in writing. Documents involved in the case will be kept confidential by the
affirmative action officer for five (5) years, after which time this information will be
destroyed.

(D) The entire Formal Complaint, Step One, procedure will be completed within 30 working days.

Formal Complaint — Step 2

If the complaint has not been dismissed and a satisfactory resolution is not achieved through Formal
Complaint, Step 1, a team will be formed to conduct a fact-finding investigation as follows:

(1) The affirmative action officer (except when the affirmative action officer is the initiator, claimant, or
respondent of the complaint, in which case the dean responsible for student grievances will
serve).

(2) A member of the standing grievance committee selected by the claimant.
(3) A member of the standing grievance committee selected by the respondent.
(4) Inthe case of presidential involvement, a member of the Board of Trustees.

The team will hear evidence and argument from all parties. In conducting a fact-finding hearing, it is
important to recognize that many times potential witnesses will not be available to testify at the time of
the hearing. This is particularly true for former students of this institution. Alleged acts of discrimination
will often arise in settings where there may be no other direct withesses besides the claimant and the
respondent. Evidence which may be available from former complainants, or others, who are no longer
available to testify is likely to be helpful to the fact-finding team in weighing the credibility of the
witnesses and in evaluating alleged acts of discrimination. Liberal admissibility of evidence at the fact-
finding hearing is, therefore, anticipated and encouraged with the exception of information offered
during the mediation process for the purpose of resolving the complaint. Evidence admitted should be
accorded whatever weight is deemed appropriate under the circumstances by the fact-finding team.

Within 15 days of the completion of Formal Complaint, Step 2, the team will be charged with submitting
a report outlining their findings to the designated college officer.

The appropriate designated college officer shall be:

(A) The vice president, Educational Services, when the claimant is an employee of the college or when
a student is complaining against an employee. When a student is involved, the dean responsible for
student grievances will join the vice president in determining appropriate action; however, the vice
president, Educational Services, will assume the ultimate responsibility in seeing the process to
conclusion.

(B) The dean responsible for student grievances when the claimant is a student complaining against
another student.

(C)Vice president, Educational Services, or the dean responsible for student grievances, the
designated college officer shall be the president.

(D)In the event the respondent is the president, the designated college officer shall be the chair of the
Board of Trustees.
Disciplinary/Further Action

Where discrimination has been determined to have occurred, based on the results of the fact-finding
team’s report, the designated college officer will determine appropriate action, which may include:

A. Findings placed in personnel or student file
B. Reprimand

C. Suspension

D. Dismissal
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In cases of suspension or employment termination, existing procedures for students, faculty,
administrative, or classified staff shall be followed. Administrators, paraprofessionals, and other college
employees and agents shall be subject to discipline as deemed appropriate by the designated college
officer. The affirmative action officer shall be responsible for ensuring that disciplinary actions are
complied with and will report back to the designated college officer.

If the fact-finding team determines that discrimination has not occurred and that the claim is false and
malicious, the claimant shall be referred to the designated college officer for possible disciplinary
action.

Repeat Offenses

When an informal or formal complaint is made against someone who has been found in the past five (5)
years to have been in violation of the anti-discrimination policy, the initial procedures of this policy will
commence. However, disciplinary measures chosen for repeat offenders will take into account the
repeated lack of compliance by the offender and should be moved to the next level of disciplinary
action.

External Options

At any point during these proceedings, the claimant may file concurrently with an outside agency.
Claimants are encouraged to use the internal complaint procedures first. Students may file complaints
with the Office of Civil Rights, U.S. Dept of Education, 2901 Third Ave, M/S 106, Seattle, WA 98121.
Employees may file complaints with the Equal Employment Opportunity Commission (EEOC), 1321
Second Avenue, 7th Floor, Arcade Plaza, Seattle, WA 98101, or the Human Rights Commission, 1515
Second Avenue, Columbia Building, Suite 400, Seattle, WA 98101.

An ombudsperson is available on campus for information and confidential inquires. Please contact:

Mount Vernon Campus Ombudsperson

Tina Schaffner ...................... (360) 416-7796
2405 East College Way
Mount Vernon, WA 98273-5899

Whidbey Island Campus Ombudsperson

Louis LaBombard ................. (360) 679-5338
1900 SE Pioneer Way
Oak Harbor, WA 98277-3099

Section 504 Officer

Sue Williamson .................... (360) 416-7679
2405 East College Way
Mount Vernon, WA 98273-5899

Title Il Compliance Officer

Eric Anderson .........ccccee..... (360) 416-7818
2405 East College Way
Mount Vernon, WA 98273-5899

Title IX Compliance Officer

Gary Knutzen .........ccccevvneee. (360) 416-7714
2405 East College Way
Mount Vernon, WA 98273
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Policy on Sexual Harassment

Adopted by the
Board of Trustees 7/11/94

Sexual harassment is an illegal activity and will not be tolerated at Skagit Valley College. Therefore, it
shall be the policy of Skagit Valley College that harassment directed at any individual or group on the
basis of gender, marital status, or sexual orientation is in violation of the mission and purpose of Skagit
Valley College and shall not be condoned. Any employee or student who feels that she/he has been
sexually harassed is encouraged to deal with the situation as outlined in the following procedure.

In recognition of the fact that sex discrimination in the form of sexual harassment is a violation of
Section 703, Title VII of the Civil Rights Act of 1964, Title IX of the 1972 Education Amendments, and
Chapter 49.60 RCW, which prohibits discrimination on the basis of race, color, religion, national origin,
or sex, Skagit Valley College hereby declares that sexual harassment of students and/or staff by any
member of the district community will not be tolerated.

For purposes of this policy, sexual harassment will be defined as any behavior or action, either physical
or verbal, which is sexual in nature, is uninvited, unwanted, or non-reciprocal, and:

(A) Submission to sexual harassment is either an implicit or explicit condition of employment or
educational opportunity.

(B) Submission to, or rejection of, sexual harassment is used as a basis for employment or
educational decisions.

(C) Sexual harassment has the purpose or effect of negatively interfering with the individual’s work or
educational performance, or of creating an intimidating, hostile, or offensive work or educational
environment.

Sexual harassment may include, but is not limited to, the following:
(A) Unwelcome or repeated sexual advances.

(B) Offensive, disparaging remarks about one’s gender, marital status, sexual orientation, or
appearance.

(C) Jokes about gender-specific traits.

(D) Remarks about one’s physical appearance which imply sexual interest.
(E) Subtle pressure for sexual activity, including sexual propositions.

(F) Unnecessary brushes or touches, including pinching, patting, or grabbing.
(G) Displayed offensive sexual graffiti, gestures, cartoons, or materials.

(H) Sexual innuendos or obscene gestures.

()  Written communications with sexual overtones.

(J) Sexually offensive remarks disguised as humor.

(K) Unwanted gifts, staring, leering, or unwanted attention.

Skagit Valley College will investigate allegations of sexual harassment which may include, but is not
limited to, the following:

(A) The conduct of a faculty member in a faculty-student relationship.

(B) The conduct of an individual in the paid employment of the district who may grant or withhold
benefits to students and employees.

(C) The conduct of any college supervisory employee.
(D) The conduct between fellow employees of the college.
(E) The conduct of college agents.

(F) The conduct of employees when it occurs related to college-sanctioned activities, on or off
campus, and/or hampers the educational or college work environment.
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(G) The conduct of non-employees when it occurs related to college-sanctioned activities, on or off
campus, and/or hampers the educational or college work environment.

(H)The conduct of students in daily classes and activities.

In-District Procedural Guidelines

When a person believes that she/he has been sexually harassed, the claimant may contact one of the
district's ombudspersons. Faculty and staff shall assist the claimant in contacting an ombudsperson.
The ombudsperson will provide the claimant with procedures and suggestions to enable the claimant to
resolve the problem or to initiate the appropriate complaint process. All complaints shall be initiated no
later than 180 days from the most recent incident.

The district shall have four ombudspersons: a female and male shall be appointed for both the Mount
Vernon and Whidbey campuses. Appointment will be by the president, on the advice of the vice
president, Educational Services, the dean for Administrative and Student Services, the dean of
Whidbey Campus (for Whidbey personnel), the president of the SVCEA, the president of the CSA, and
the president of ASSVC. Appointment shall be for staggered three-year terms.

Ombudspersons shall report directly to the vice president of Educational Services, who shall be directly
responsible for the implementation of this policy. The ombudspersons shall be responsible for
receiving complaints, for receiving and giving training to all members of the college community on
sexual harassment as directed by the vice president of Educational Services, and for conducting
awareness activities for all college groups. They will be assisted in their efforts by the affirmative action
officer. The college will carry out any investigation in such a way as to protect the rights of both the
claimant and the respondent. The college recognizes that in some circumstances a change of
environment may be appropriate during the investigation. If during the mediation process the
ombudsperson deems the complaint to be without merit, it shall be immediately dismissed. Further, if
the ombudsperson finds the complaint to be false and malicious, the claimant shall be referred to the
designated college officer. Maximum confidentiality and support for both parties shall be maintained at
each step of the procedure.

Advising Process

In the event that an individual feels he or she has been the victim of sexual harassment, the individual
may discuss the matter with an ombudsperson on campus. The responsibility of the ombudsperson is
to inform the individual of the policy and procedures about sexual harassment. The advising process
itself is designed to promote free and open discussions between the individual seeking information and
the advisor. An incident report will be generated to record the number of the different types of incidents
reported in a given year. The incident reports will be forwarded to the affirmative action officer to be
used for tracking purposes only. Names of individuals involved will not be designated on the incident
report and no record of the advising conversations will be kept. The college will ensure the privacy of
all individuals involved in a sexual harassment case. If an individual feels that he or she has a
warranted complaint, that individual may choose to proceed to the mediation process or directly to the
Formal Process, Step 1.

Mediation

When an ombudsperson receives a complaint, either verbally or in writing, of sexual harassment,
he/she shall discuss the complaint with the respondent within three (3) working days. Such complaints
may come from an individual who was the target of the action, or a third party. The purpose of the
mediation process is to encourage both parties to communicate in an attempt to resolve the conflict. If
a meeting occurs during this phase, both the claimant and the respondent may bring a support person.
If the complaint appears valid, the ombudsperson shall complete a written report, including the
complaint and any action taken and the nature of the resolution (if one is reached). This report shall be
forwarded to the claimant respondent, and the affirmative action officer (AAO), who will keep itin a
confidential manner for five (5) years.
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The mediation process shall be completed within 30 working days of receipt of complaint by the
ombudsperson. If a satisfactory resolution is reached, the claimant and respondent will acknowledge
resolution in writing.

Formal Complaint — Step 1

In the event that the mediation process does not occur or does not resolve the conflict to the
satisfaction of both parties, the following process will be used:

(A)

(B)

(©

(D)

The claimant, within ten (10) working days of the conclusion of the mediation process or the event
itself, shall file a written complaint with the ombudsperson stating the times, dates, places, and
circumstances surrounding the allegations. The ombudsperson will forward a copy of the
complaint to the respondent within five (5) working days. In turn, the respondent shall submit a
written response concerning the complaint to the ombudsperson within five (5) working days of
receiving the written complaint. Within three (3) working days of the complaint, the
ombudsperson will forward all information to the AAO, whether or not a response has been
received.

The affirmative action officer may also file a formal complaint about any alleged offender who has
had repeated claims filed against them. This will be done in collaboration with the receiving
ombudspersons.

Within five (5) working days of receiving materials from the ombudsperson, the affirmative action
officer will review all forms received and check for completeness and detail. Any concerns about
procedure and forms will be discussed with the overseeing ombudsperson and corrections made.

(B.1) Within the same 5 working day period, the affirmative action officer will then forward
appropriate forms received by the ombudsperson to the appropriate supervisor, who will
speak informally with the respondent. The affirmative action officer shall also provide a
copy of the written complaint and the respondent’s response to:

* The vice president of Educational Services, when the respondent is faculty.
* Dean responsible for student grievances, if respondent is a student.

* Appropriate dean, when respondent is classified staff.

* President, when the respondent is an administrator.

* Chair of Board of Trustees, if respondent is the president.

The ombudsperson shall keep a written record of all actions taken in an effort to resolve the
complaint. If resolution is reached, the ombudsperson shall complete a written report of this
resolution and submit copies to all parties involved.

If a resolution has not been reached and the parties were not able to mediate together under
Section 2820.10, joint mediation will now take place. The mediation session will include both
parties involved in the complaint and a representative for each of them. The ombudsperson and
the affirmative action officer will also be present. While the parties may not want to speak to each
other, in this session they will hear each other describe the events they believed to have taken
place through the facilitation of the ombudsperson. If no resolution is agreed to, the case will now
proceed to 2830.00.

(C.1) If a resolution can be achieved, the ombudsperson shall complete a written report of this
resolution and submit copies to all parties involved. The claimant and respondent will
acknowledge resolution in writing. Forms involved in the case will be kept by the
affirmative action officer in a confidential manner for five (5) years, after which time this
information will be destroyed.

The entire formal complaint procedure, Step 1, will be completed within 30 working days.
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Formal Complaint—Step 2

If no satisfactory resolution can be achieved through formal complaint, Step 1, a team will be formed to
conduct a fact-finding investigation as follows:

(1) The affirmative action officer.

(2) A member of the standing grievance committee selected by the claimant.
(3) A member of the standing grievance committee selected by the respondent.
(4) Inthe case of presidential involvement, a member of the Board of Trustees.

The team will hear findings from all parties. Within 15 days of the completion of formal complaint, Step
1, the team will be charged with submitting a decision to the designated college officer.

The appropriate designated college officer shall be:

(A) The vice president of Educational Services when the claimant of infractions of this policy is an
employee of the college or when a student is complaining against an employee. When a
student is involved, the dean responsible for student grievances will co-chair the investigation.
However, the vice president of Educational Services will assume the ultimate responsibility to
see the process to conclusion.

(B) The dean responsible for student grievances when the claimant of infractions of this policy is a
student complaining against another student.

© In the event the respondent is the vice president of Educational Services or the dean
responsible for student grievances, the designated college officer shall be the president. In the
event the respondent is the president, the designated college officer shall be the chairman of
the Board of Trustees.

Appropriate Disciplinary Action
Should the team unanimously find discrimination in the form of sexual harassment, the result will be

immediate and appropriate action, as determined by the designated college officer, which may include,
but is not limited to, the following order of actions:

(A) Findings placed in personnel or student file

(B) Reprimand

© Suspension

(D) Dismissal

In cases of suspension or employment termination, existing procedures for students, administrative,
faculty, or classified staff shall be followed. Administrators, paraprofessionals, vendors, and other
college employees and agents shall be subject to discipline as deemed appropriate by the panel and

the designated college officer. The affirmative action officer shall be responsible for ensuring that
disciplinary actions are carried out.

Repeated Offenses

When a complaint is made against someone who has been found in the past to have been in violation
of the sexual harassment policy, the normal procedure will commence. Disciplinary measures chosen
for repeat offenders should take into account the repeated lack of compliance by the offender and
should be moved to the next level.

Non-District Options

At any point during these proceedings, the claimant may file concurrently with an outside agency.
Claimants are encouraged to use the internal complaint procedures first. Students may file complaints
with the Office of Civil Rights, U.S. Dept of Education, 2901 Third Ave, M/S 106, Seattle, WA 98121.
Employees may file complaints with the Equal Employment Opportunity Commission (EEOC), 1321
Second Avenue, 7th Floor, Arcade Plaza, Seattle, WA 98101, or the Human Rights Commission, 1515
Second Avenue, Columbia Bldg. Suite 400, Seattle, WA 98101.
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An ombudsperson is available on campus for information and confidential inquires. Please contact:

Mount Vernon Campus Whidbey Island Campus
Nancy Anderson................... (360) 416-7615 Louis LaBombard ................. (360) 679-5338
JIM IOy, (360) 416-7684 Sue Jensen............c.coeeee (360) 679-5329

Affirmative Action Officer
Sue Williamson...........cc........ (360) 416-7679

Children on Campus Policy

In general, children are not permitted on campus unless they are directly supervised by a parent or
responsible adult officially enrolled in classes, or directly involved in an instructional process. In no
case, even if accompanied by a parent or other adult, are children permitted in classrooms, labs, shops,
or any area where potential hazards exist, with the exception of children directly involved in the
instructional process (e.g., Even Start).

Individuals who bring children to campus are responsible for their supervision at all times; leaving
children unattended in public areas such as the student lounge or cafeteria does not meet this
supervision standard. College officials will contact parents or other parties responsible for children left
unattended on campus, and inform them that children must be properly supervised while on campus.
Individuals who bring children to campus and refuse to abide by these guidelines will be referred to
security or college officials and are subject to student discipline.

Policy on Smoking

It is the intent of the College, as an educational institution, to follow state regulations and, as a
long-range goal, to discourage smoking on the College campuses. The intent of this policy is to
minimize the health hazards of those who choose not to smoke.

Procedure Relating to Smoking

A. All tobacco products are prohibited on campus except in designated areas.

B. Violations of the smoking policy may be referred to the college security office for enforcement.
Students and employees who violate this policy and the Washington Clean Indoor Air Act and state
revisions are subject to reprimand and disciplinary proceedings according to appropriate policy.

Posting Policy for SVC Campuses & Centers

Policy for Posting at Campuses and Centers in Common Places

The Office of Student Life has the responsibility to ensure that materials to be posted for viewing by the
general public are not defaming, demeaning, or derogatory. This includes, but is not limited to, materials
containing offensive language, racial epithets, or sexually explicit items. Should the Office of Student
Life receive complaints about any posted materials, the materials may be removed. The Office of
Student Life will determine appropriate procedures and locations for posting.

Procedure for Removal of Posted Materials

Materials must be removed once an event/activity is over; the event/activity coordinator is responsible for
removal of materials. If materials are not removed in a timely manner, posting privileges may be
suspended. Election materials must be removed within 48 hours after elections are over.

Policy for Posting in Campuses and Centers Classrooms

Posting in classrooms shall be done only on designated bulletin boards with the permission of a faculty
member or dean/vice president. No material shall be posted on classroom walls, doors, or windows.
The posting of all private advertising materials, including magazine and travel information, shall be
prohibited.
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Students Records Policy

Approved by the Executive Committee on November 13, 2002 and by the President 12/10/02

|Access To Student Records Procedure

A

Information contained in the student record will not be released without written consent of the student
with the exception of directory information. Prospective employers, creditors, parents, or other interested
parties must obtain a signed release from the student and submit it to the Registrar at the time of the
request.

Directory information that may be released without written consent of the student includes name,
enrollment status, E-mail address, home town/city, photo, honors athletics-related information,
certificates or degrees received, dates of attendance, major field of study and athletic program
information. Directory information may not be released without the express permission of the Registrar
or his/her designee(s).

A parent wishing to obtain information from these educational records or to grant consent for the release
of these records without consent of the student must submit an affidavit stating that the student is a
dependent for income tax purposes.

The Registrar, or his/her designee(s), may disclose in writing to the Financial Aid Officer, personally
identifiable information from the educational records of a student without the written consent of the
eligible student if the disclosure is in connection with financial aid for which a student has applied, or
received, for such purposes as:

1 To determine the eligibility of the student for financial aid;

2 To determine the amount of the financial aid;

3. To determine the conditions which will be imposed regarding the financial aid; and/or
4 To enforce the terms and conditions of the financial aid.

The Registrar, or his/her designee may disclose personally identifiable information from the educational
record of a student without the written consent of the student, to comply with a judicial order or lawfully
issued subpoena. Reasonable effort must be made to notify the student of the order or subpoena in
advance of compliance, unless the information is required for a criminal investigation, or the judicial
order or subpoena states that this not be done.

Information obtained during professional medical and psychological treatment or counseling will be
released by the professional only in accordance with the ethics of his/her profession; provided that the
records can be personally reviewed by a physician or other appropriate professional of the student’s
choice.

Where required for the performance of responsibilities to the College, faculty and staff may obtain the
following information on the basis of need to know without the consent of the student involved:

Academic record and status.

Reports of academic and other campus misconduct, including disciplinary action.
Results of counseling other than professional medical or psychological.

National origin and ethnic background.

Standard test data regarding individual tests for decision about an individual.
Student-produced papers for class assignments.

Financial information including delinquencies, etc.
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11.

12.

Evaluation materials about a student, with the consent of the author of the evaluation.
Determination of student eligibility for athletic participation.

College disciplinary and investigating authorities may have access to all of the information in 1 -
9 above if it is required in the performance of their duties.

Recognized college student organizations, such as scholastic and service honoraries, may obtain
information relating to a student’s academic record and status.

In special circumstances, qualified research personnel may be permitted access to information
contained in a student’s records where the student’s name will not accompany the data.

Students may inspect and review their own educational records at the College with some exceptions. The
College is not required to permit a student to inspect and review the following records:

1.
2.

3.

Financial records and statements of his/her parents or any information contained therein;
Confidential letters and confidential statements of recommendation which were placed in the
educational records of a student prior to January 1, 1975; and

Confidential letters and confidential statements of recommendation which were placed in the
educational records of the student after January 1, 1975:

a) respecting admission to an educational institution;
b) respecting an application for employment; and
C) respecting the receipt of an honor or honorary recognition; provided, that the student has

waived his/her right to inspect and review those letters and statements of
recommendation.
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SKAGIT VALLEY COLLEGE
PLAGIARISM POLICY
Effective Fall 2007

Sections in text boxes are to be included in course syllabi

Introduction

As an institution of higher learning, we expect all students to be honest and to behave with integrity—
that is, to do their own work without unauthorized assistance. Although students’ behavior is monitored
at some level while they are here, to be successful students they must demand integrity from themselves
during their time here and later in their lives. In addition, they should help to establish honesty as a
value that characterizes the education of all students at SVC. Each and every student determines the
academic climate of the college.

Skagit Valley College is committed to respecting the intellectual property rights of our faculty and
students and the rights of colleagues and other experts outside of the college community. Therefore, it is
of the utmost importance that our plagiarism policy protects these rights and educates all members of the
SVC community regarding proper citations of the words and ideas of others.

Plagiarism
Definition

Plagiarism is presenting as one’s own, intentionally or not, someone else’s words, ideas, conclusions,
images, or data, without specific acknowledgment. This includes, but is not limited to presenting the
source’s language without quotation marks (with or without citation); paraphrased language that is not
cited; and/or language that is cited, but insufficiently paraphrased.

If students have questions about citation, acknowledgement, paraphrasing, or specific course standards
related to plagiarism, they should consult with their instructor BEFORE submitting assignments that
may contain questionable material.

Examples of plagiarism

Original source:

Bird, Kai, and Martin J. Sherwin. "J. Robert Oppenheimer: the Silencing of Dissent." Chronicle of
Higher Education 51.32 (2005): B11-B12. Academic Search Premiere. EBSCOhost. Skagit
Valley Coll. Lib., Mount Vernon. 21 February 2007. http://search.ebscohost.com.

Plagiarized language—whether quoted without credit or inadequately paraphrased—is rendered in blue,
both in original and in student’s writing.

Sample 1: Plagiarismd lifts language without quoting

Original:
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Even as Oppenheimer cautioned against any drastic response, legislators on Capitol Hill began speaking
of measures to counter the Soviet achievement. Within days the Truman administration endorsed a
proposal by the Joint Chiefs of Staff for increasing the production of nuclear weapons (Kai and Sherwin
B11).

Student:

Plans were being made to increase the production of nuclear weapons even as Oppenheimer cautioned
against any drastic response (Kai and Sherwin B11).

Sample 2: Plagiarism--improper paraphrasing of words and syntax
Original:

On August 29, 1949, the Soviet Union secretly exploded an atomic bomb_at an isolated testing site in
Kazakhstan. Initially President Truman—who once told Oppenheimer that the Soviets would “never”
get an atomic bomb—didn’t believe the evidence (B11).

Student:

According to Kai and Sherwin, the Soviet Union exploded an atomic bomb in secret in Kazakhstan on
August 29, 1949. The explosion took place at a remote testing site. At first President Truman refused to
believe the evidence; in fact, he had previously assured Oppenheimer that he did not believe the Soviets
would ever get an atomic bomb (B11).

Sample 3: Plagiarism--s t r i ngs together poor paraphrasing an
block of text.

Original:

On August 29, 1949, the Soviet Union secretly exploded an atomic bomb at an isolated testing site in
Kazakhstan. Initially President Truman—who once told Oppenheimer that the Soviets would “never”
get an atomic bomb—didn’t believe the evidence.

Oppenheimer had never thought that the American monopoly would last long. Now he hoped the
existence of a Soviet bomb would persuade Truman to renew the efforts he, Oppenheimer, had initiated
in 1946 to internationalize control over all nuclear technology. But he also feared the administration
might overreact; he had heard talk of preventive war in some quarters.

Even as Oppenheimer cautioned against any drastic response, legislators on Capitol Hill began speaking
of measures to counter the Soviet achievement. Within days the Truman administration endorsed a
proposal by the Joint Chiefs of Staff for increasing the production of nuclear weapons. That was just the
beginning. Strauss sent Truman a memorandum arguing that U.S. military superiority over the Soviets
would inevitably diminish. Borrowing language from physics, he suggested that American could only
regain its absolute advantage with a “quantum jump” in technology. The nation needed a crash program
to develop the super-thermonuclear weapon.

In 1949 Oppenheimer was still serving as chairman of the Atomic Energy Commission’s General
Advisory Committee. In October the committee unanimously recommended—on the basis of technical,
military, political, and moral considerations—against a crash program to build the Super Bomb.
Oppenheimer and his colleagues wanted to seize upon the Soviet breakthrough as an opportunity to
reopen arms-control negotiations rather than to accelerate the nuclear buildup. Their suggestion was that
the Truman administration propose a new arms-control initiative to establish a commitment that neither
the United States nor the Soviet Union would build a hydrogen bomb (Kai and Sherwin B11).
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Student:

Kai and Sherwin note that when the Soviet Union secretly exploded an atom bomb in Kazakhstan in
August of 1949, Oppenheimer hoped that President Truman would renew efforts (initiated by
Oppenheimer) to make control of nuclear technology an international effort. But because he also thought
the administration might overreact, he cautioned against a severe response. Unfortunately, it didn’t
work. The Truman administration almost immediately agreed to a proposal to increase production of
nuclear weapons—and that was only the beginning. Some were pushing for development of a super-
thermonuclear weapon. Oppenheimer at that time was chairman of the General Advisory Committee of
the Atomic Energy Commission, and the committee suggested that Truman propose a new arms control
initiative that would lead to both the U.S. and the Soviet Union agreeing that neither would build a
hydrogen bomb (B11).

Sample 4: Not plagiarism. While the paraphrase includes some of the specific details from the
original source, the content is written in the words of the writer.

Original:

On August 29, 1949, the Soviet Union secretly exploded an atomic bomb_at an isolated testing site in
Kazakhstan. Initially President Truman—who once told Oppenheimer that the Soviets would “never”
get an atomic bomb—didn’t believe the evidence (Kai and Sherwin B11).

Student:

President Truman did not at first accept evidence of the Soviets’ explosion of an atom bomb in
Kazakhstan on August 29, 1949 (Kai and Sherwin B11).

Sample 5: Not plagiarism0 sufficiently summarizes original without lifting language or syntax
Original:

On August 29, 1949, the Soviet Union secretly exploded an atomic bomb at an isolated testing site in
Kazakhstan. Initially President Truman—who once told Oppenheimer that the Soviets would “never”
get an atomic bomb—didn’t believe the evidence. Oppenheimer had never thought that the American
monopoly would last long. Now he hoped the existence of a Soviet bomb would persuade Truman to
renew the efforts he, Oppenheimer, had initiated in 1946 to internationalize control over all nuclear
technology. But he also feared the administration might overreact; he had heard talk of preventive war in
some quarters.

Even as Oppenheimer cautioned against any drastic response, legislators on Capitol Hill began speaking
of measures to counter the Soviet achievement. Within days the Truman administration endorsed a
proposal by the Joint Chiefs of Staff for increasing the production of nuclear weapons. That was just the
beginning. Strauss sent Truman a memorandum arguing that U.S. military superiority over the Soviets
would inevitably diminish. Borrowing language from physics, he suggested that American could only
regain its absolute advantage with a “quantum jump” in technology. The nation needed a crash program
to develop the super-thermonuclear weapon.

In 1949 Oppenheimer was still serving as chairman of the Atomic Energy Commission’s General
Advisory Committee. In October the committee unanimously recommended—on the basis of technical,
military, political, and moral considerations—against a crash program to build the Super Bomb.
Oppenheimer and his colleagues wanted to seize upon the Soviet breakthrough as an opportunity to
reopen arms-control negotiations rather than to accelerate the nuclear buildup. Their suggestion was that

Page 41 of 43



the Truman administration propose a new arms-control initiative to establish a commitment that neither
the United States nor the Soviet Union would build a hydrogen bomb (Bird and Sherwin B11)

Student:

Kai and Sherwin explain that after the Soviet Union exploded an atomic bomb in August of 1949,
Oppenheimer hoped that Truman would be encouraged to make international control of nuclear
technology a priority. Instead, an American plan was developed to step up nuclear technology in the
United States in order to respond to the Soviet threat. The Atomic Energy Commission—Oppenheimer
was chairman of its General Advisory Committee—recommended the Truman administration use the
development of the Soviet bomb to further arms-control negotiations (B11).

Detecting Plagiarism

While the growth of information and its accessibility via the Internet has arguably made it easier for
students to plagiarize, it also makes it easier for educators to detect plagiarism. Students, who are
tempted to use others’ work as their own or copy phrases or ideas as their own should be aware that if
they find a web site from which to steal words and ideas, their instructors can also find it.

It doesn’t take a lot of time to discover a plagiarized document. One of the easiest methods to detect
plagiarism is to cut and paste suspected passages from a paper into common search engines. This
produces a list of source material that can be compared against the student’s work to ensure it was
produced fairly. In addition, many instructors share collected lists of websites that provide
downloadable college papers. Those websites are often linked to a growing industry that produces anti-
plagiarism software available for purchase. Furthermore, there are dozens of free software applications
that instructors can download and use to detect plagiarism.

Although detection of plagiarism can be useful in stemming its use by students, the best approach is for
students to be educated about the negative impact of plagiarism and why it is wrong.
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Consequences

If it is determined that a student plagiarized any portion of an assignment, s/he can receive a failing
grade for the assignment. S/he will fail the course in which the plagiarism occurred if the course
instructor determines that the plagiarism is repeated or serious in nature. In these cases, a student has
the right to appeal the course grade via the student grievance process. Since plagiarism is a violation of
the Code of Student Conduct, all incidents of plagiarism on which an instructor takes action are reported
to the office responsible for student discipline. The college may take disciplinary action in addition to
any academic penalty assigned by instructors. If a student is found responsible for repeated or serious
plagiarism offenses, s’he may be suspended or expelled from the college in accordance with the Code of
Student Conduct, WAC 132D-120-080. Disciplinary decisions may be appealed via the disciplinary
appeals process described in the Code of Student Conduct, WAC 132D-120-230 [include hyperlink].
The Skagit Valley College policy on plagiarism can be seen online at http://www.skagit.edu/plagiarism.

Faculty Procedures

When an instructor determines that a student has plagiarized an assignment, s’he will contact the student
to discuss the situation if at all possible and allow the student to present his/her perspective on the case.
It is not mandatory for student and instructor to meet in subsequent occurrences of plagiarism during the
quarter if the student has been warned. The instructor will also contact the student conduct office on
campus. The instructor may invite the student conduct administrator to join in the meeting with the
student and/or the administrator may hold a separate disciplinary conference with the student. The
instructor will determine how to grade the assignment and/or the course in keeping with the policies
outlined in the course syllabus. Instructors are to grade course assignments in light of work completed
during the current quarter only. The student conduct administrator will decide what, if any, college
disciplinary action will be taken.

CITATION GUIDES

American Psychological Association. Publication Manual of the American Psychological
Association. 5" ed. Washington: American Psychological Association, 2001.

The Chicago Manual of Style. 15" ed. Chicago: The University of Chicago Press, 2003.

Coghill, Anne M., and Lorrin R Garson, eds. The ACS Style Guide: Effective Communication of

Scientific Information. 3™ ed. Washington: American Chemical Society, 2006.

Gibaldi, Joseph. MLA Handbook for Writers of Research Papers. 6™ ed. New York: The Modern

Language Association of America, 2003.

Style Manual Committee, Council of Science Editors. Scientific Style and Format: the CSE Manual for
Authors, Editors, and Publishers. 7" ed. Reston: The Rockefeller University Press, 2006.
Walker, Janice R., and Todd Taylor. The Columbia Guide to Online Style. 2" ed. New York: Columbia

University Press, 2006.

SVC Library Plagiarism Web Site http://library.skagit.edu/ht plagiarism.html
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