THE PHILADELPHIA CENTER

STUDENT POLICIES AND PROCEDURES

Adapted from Hope College Student Handbook

The Philadelphia Center is managed by Hope College and enrolled students receive credit from Hope College. During their semester of attendance, Hope College guidelines govern student policies and procedures.

HOUSING POLICY

Student Rights and Responsibilities

· The right to privacy and freedom from undue interference and noise

· The right to free access to your apartment/room without pressure or intimidation from your roommate

· The right to reasonable and cooperative use of shared equipment and materials.

· The right to be free from any unnecessary emotional distress, discrimination, or harassment (physical, sexual, verbal, etc.)

· Above stated rights are included in the general right to be free from a hostile living environment. A “hostile living environment” is defined as a situation wherein one or more individuals in a living unit intentionally creates tension between house/apartment mates, making the residential environment unfavorable for personal, academic, and/or physical reasons.

· Students have the right and responsibility in the aforementioned situations to initiate a complaint either verbally and or in writing with the appropriate Philadelphia Center faculty or staff.

Violations and Sanctions 

· Once a student has initiated a complaint with either a faculty or staff member, either verbally or in writing, the student who is alleged to have violated the housing policy will be interviewed by a review committee for a complete overview of the situation.

· If a student is found to have violated the policy, sanctions will be imposed at the discretion of the review committee, ranging from restitution to suspension from the program, depending on the severity of the offense.

ACADEMIC INTEGRITY

Expectations and Requirements

· Students are prohibited from giving, offering, or receiving aid on examinations, papers, and/or projects other than that specifically allowed by the professor/instructor.
· Students are prohibited from knowingly representing the work of others as their own.  This includes, but is not limited to, plagiarism. Plagiarism is defined in Diana Hacker’s A Writer’s Reference (the official writing handbook of Hope College) as 1) failing to cite quotations and borrowed ideas; 2) failing to enclose borrowed language in quotation marks; 3) failing to put summaries and paraphrases in your own words.
· Students must not falsify or fabricate data.  This has particular application to research.
· Students are prohibited from engaging in conduct that destroys another person’s work or hinders another in his/her academic endeavors.
Violations and Sanctions

· If a faculty member suspects a violation of academic integrity guidelines, the faculty member should meet privately and informally with the student within one week of discovery of the alleged offense to discuss suspicion and inform the student of options. The options are as follows:
1. If a student has an acceptable explanation, the faculty member will close the case with no written record or further action.
2. If the case is not resolved, the faculty member may impose a sanction.  The penalty imposed should reflect the seriousness of the violation.  The faculty member may assign a failing grade in the event (test, paper, presentation) or for the course.  Sanctions for minor violations may include downgrading the work or assigning additional work for the project in question. If a sanction has been imposed, the student has the right to file a written appeal (with a copy to the faculty member) to the Review Committee within one week after the student is notified of the sanction.  The Review Committee has the right to ask for further written or verbal clarification from the student and/or the faculty member. The Review Committee will issue a written opinion promptly.
SEXUAL HARASSMENT

Definition

· Sexual harassment is a form of discrimination. It includes any inappropriate or unwanted conduct of a sexual nature, which has a negative effect on the educational process, internship or program environment.  As such, it violates Title VII of the United States Civil Rights Act, the Michigan Elliott-Lassen Civil Rights Act, and the Pennsylvania Human Rights Act.
· Sexual harassment includes the following categories:
1. Hostile environment which includes a) Generalized sexist remarks or sexist behavior which are demeaning remarks or actions serving no scholarly, artistic, or educational purposes and which are directed at individuals or groups because of their gender or sexual orientation; b) Sexually offensive remarks or behavior which are lewd, obscene, or sexually suggestive remarks or actions serving no scholarly, artistic, or educational purpose, which would be found offensive by a reasonable person in that situation; c) Sexual assaults which includes sexual advances that are accompanied by actual or threatened physical violence, as specified in the criminal sexual conduct statutes of the states of Michigan and Pennsylvania.
Violations and Sanctions

· The complainant should make an informal complaint to a faculty or staff member. Every effort at maintaining confidentiality will be made in order to protect the reputation and integrity of all the individuals involved. The informal process then will proceed to mediation involving the complainant, the alleged harasser, and the faculty advisor or staff member.  The purpose of this process is primarily to educate and improve the relationship between the two people.
· Administrative Review involves the Review Committee meeting with the complainant and the alleged harasser separately in order to understand their perspective. The Review Committee decides on the validity of the complaint and recommends sanctions, if any. If necessary to adequately resolve the issue, the Review Committee may require a subsequent hearing wherein both the complainant and harasser, and witnesses, if any, can testify during the same hearing.
COMPUTER USAGE 

Responsibilities

The Philadelphia Center is committed to providing the resources and support necessary to 

encourage effective use of program computer facilities. Use of these facilities and 

network is a privilege, not a right. This privilege is embodied in the responsible use of 

resources.  Users should note that the following activities may be in direct or indirect 

violation of local, state, and/or federal laws:  illegal access, libel, copyright violation, 

harassment, negligence, misuse, privacy violation, fraud, and/or theft.

GENERAL POLICIES

· All students are responsible for their conduct both within and beyond the confines of the program. Violations of local, state, and/or federal laws and statutes by any student will be considered violations of program policies. The program reserves the right to impose additional sanctions in addition to those imposed by governmental judicial proceedings.  The program does not provide legal advice or retain legal counsel on behalf of a student, but it stands ready to serve in a supportive role to students in difficulty.
REVIEW COMMITTEE COMPOSTION

· The Review Committee shall consist of the Director, one faculty member, one staff member and the program attorney.
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SIGNATURE PAGE:

My signature below indicates that I have read and understand the policies and procedures of The Philadelphia Center.

_______________________________

Student Signature

_______________________________

Print name

PLEASE RETURN TO STEVE BROOKS, PROGRAM DIRECTOR

