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NON-DISCRIMINATION STATEMENT

Casper College does not discriminate on the basis of race, color, national origin,
sex, age, or disability in admission or access to, or treatment in or employ-
ment in, its educational programs or activities. Inquiries concerning Title VI,
Title IX, and Section 504 may be referred to Casper College, Office of Human
Resources, Casper, Wyoming 82601, (307) 268-2634, or to the U.S. Department
of Education, Office of Civil Rights, Region VIII, 1244 Speer Boulevard, Suite
310, Denver, Colorado 80204-3582, (303)844-5695 or (303)844-3417. This
publication will be provided in an alternative format upon request.

ACCOMMODATIVE SERVICES

Persons needing accommodative services under the auspices of Section 504
of the Rehabilitation Act of 1973, as amended, and/or the Americans with
Disabilities Act of 1990, as amended, must provide documentation of eligibility
for services and advanced notification to Accommodative Services personnel
(268-2201) of their desire to receive services. Persons desiring service will
meet with personnel to review eligibility documentation, discuss the types of
services being requested and complete a required service agreement. Typically,
accommodative services require at least 72 hours of advanced planning prior to
implementation. However, when adaptive equipment or special services must be
ordered, a minimum of two weeks must be allowed.

Persons seeking additional information may contact the Counseling & Student
Development Office (307-268-2366; TDD 307-268-2559; http://www.caspercol-
lege.edu/students/help/accomodative/index.html) or review the Accommodative
Services procedure found in the college Policy & Procedures Manual located
in the Human Resources Office, the Vice President for Student Services Office
or the Casper College website (http://web.caspercollege.edu/hr/policymanual/
TOCALPHA .asp).



ACADEMICS

ACADEMIC POLICIES

Students are expected to understand the fundamental academic policies and
practices of the College in order to be successful. The following information is
important.

Grades and Grade Reporting

The grading system at Casper College
has 11 potential grade categories

A (excellent work); W (withdrawn from the course);
B (above average work); S (satisfactory work);

C (average work); U (unsatisfactory work);

D (below average work); X' (in progress work);

F (failing work); Au(auditing class).

[ (incomplete work);

Most classes are taken for “letter grades” (A thru F) while some courses may be
taken S/U. The I and X grades are used in special cases when coursework is not
complete at the end of the term. See the academic policies section of the catalog
for more details about the grading system.

Students receive grade reports at midterm and after finals. You can get your
grades through WebAdvisor (www.caspercollege.edu/students/). The midterm
grades indicate academic progress and are not a part of your permanent grade
record. The final grade reports reflect the grades that are posted to your perma-
nent grade record.

Grade Point Average (G.P.A.)

A college G.P.A. is calculated differently from the high school G.P.A. In college
A’s are worth 4 points; B’s are worth 3 points; C’s are worth 2 points; D’s are
worth 1 point and F’s are worth 0 points. Only these letter grades are used to
figure you G.P.A. To calculate your G.P.A. for these steps:

1. Multiply the number of credits a course is worth by the number of points the
grade is worth. So if you have a 3 credit course and earned a B grade in the
course, you would multiple 3 credits X 3 grade points (for the B) for a total
of 9 grade points for this one class.

2. Add up the total number of credits you have for the semester in graded

classes. So if you were enrolled in one 4 credit class, two 3 credit classes and
one 2 credit class, you would have a total of 12 credits.

3. Add up the total number of grade points you earned for the semester. So if
you received an A in your 2 credit class, a B in one of your 3 credit classes, a
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C in your other 3 credit class and a B in your 4 credit class, you would have
a total of 35 grade points.

4. Divide the total number of grade points earned by the total number of graded
credits. So 35 grade points divided by 12 credits equals a semester G.P.A.
of 2.917.

Withdrawal and Schedule Changes

There are two ways you may change the classes for which you have registered:
drop/add or complete withdrawal.

Dropping/adding a course is done in one of two ways:
1. A change form, which you pick up in the admissions office, AD 132;

2. WebAdvisor www.caspercollege.edu/students/. You cannot drop ALL courses
using WebAdvisor.

Specific course add and drop deadlines are listed in each semester schedule and
on line www.caspercollege.edu/1stop/

Completely withdrawing from the college can only be done on a complete with-
drawal form which may be picked up in the admission office AD 132.

Always discuss any class changes or withdrawal decisions with your academic
advisor, a faculty member or a counselor in the counseling and student devel-
opment office. These changes may impact your ability to transfer, your course
selections for future semesters, your eligibility for some college activities and
services, your health and car insurance, and your eligibility for scholarships and
other financial aid. Talk with your advisor and student services staff member
about these issues before you make your schedule change.

Casper College does NOT delete or cancel enrollment for nonattendance or
nonpayment.

Class Attendance

* The college expects you to attend all sessions of each class in which you
are enrolled.

* If you are called for jury duty or subpoenaed as a witness in a legal action,
contact the dean of students office and we will notify your instructors of the
situation.

* Students are encouraged to check with their individual instructors about
their specific policies about class attendance. Remember, however, exces-
sive absences will likely impact your course grade and your eligibility for
financial assistance.

* Due to federal financial aid regulations, faculty has been asked to report the
names of all students who have been irregular attendees or absent for several
consecutive class sessions to the dean of students office. If the dean’s office
receives your name from an instructor, you will be contacted to determine
your intentions as to your continuation in the class.
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* If you are ill or injured and unable to attend classes for two or more days,
contact the dean of students office (AD 112 or 268-2201) so that notice may
be given to your instructors. Be aware that this notification does not give
you an “excused absence” and your instructor may still request that you
furnish appropriate documentation of absences upon your return to class. If
you are uncertain about documentation, consult with the dean of student’s
office (AD 112).

Cancellation of Courses

Occasionally the college will cancel a course offering for a particular term. The
determination to cancel a credit course is usually related to low enrollment. The
vice president for academic affairs makes course cancellation decisions in con-
sultation with the division chair.

Probation and Suspension

When you are on probation, you are in jeopardy of losing some privileges, either
academic or social. When you are on suspension, you have had some privileges
revoked, either academic or social.

* You will be put on Academic Probation, if you have attended Casper College
one term and have attended no other colleges, and you attain less than a 1.5
grade point average. If you have attended Casper College more than one
term or previously attended any other colleges, you will be placed on aca-
demic probation if you attain less than a 2.0 grade point average. You will
be placed on Academic Suspension, if you fail to achieve “good academic
standing” after one semester’s academic probation or if you have repeatedly
violated academic ethics, such as cheating or plagiarism.

* Disciplinary Probation and Suspension may be imposed in accordance with
the student conduct and judicial code.

* Financial aid Probation and Suspension are imposed in accordance with the
rules and regulations governing the specific form of aid that you may be
receiving.

Academic Forgiveness Policy
Casper College has several alternatives for academic forgiveness.

1. If you are experiencing difficulty with any courses during the current term,
you have the course drop/add or the complete withdrawal options.

2. The definition of “good academic standing” is based on either the term or the
cumulative grade point average; thus allowing for redemption in one term
regardless of past record and avoiding penalty for one below par term in an
otherwise satisfactory academic record.

3. Casper College’s general requirements for graduation permit exclusion of
needless and unwanted courses in calculating the grade point average for
graduation.



4. A degree-seeking student may submit a petition to have a previous block of
Casper College courses (at least one semester but not more than four semes-
ters) removed from both the calculation of grade point average and degree
credit after completing a minimum of 24 semester hours with at least a 2.5
grade point average. This alternative is a one time only option and will not
remove any courses or grades from the permanent transcript record.

Disclosure Statement on Institutional Graduation/Completion Rate

Casper College provides the following information regarding institutional
graduation/completion rates, in compliance with the Higher Education Act of
1965. These rates reflect the completion status of students who enrolled during
the fall 2002 semester and for whom 150 percent of the normal time-to-comple-
tion has elapsed.

During the fall 2003 semester, 693 first time, full-time certificate or degree
seeking undergraduate students entered Casper College. After three years, as of
August 31, 2006, 29 percent of these students had graduated from, or completed
their programs from our institution. An additional 12 percent of this cohort
group has transferred to four-year institutions prior to completing their respec-
tive programs of study.

Questions related to our institutional graduation/ completion rate report should
be directed to:

Lynn Fletcher < Director of Institutional Research

Casper College

125 College Drive ¢ Casper, WY 82601
(307) 268-2211

STUDENT LEAVE: JURY & WITNESS DUTY

Purpose

Casper College recognizes the beneficial learning experience and civic duty
associated with jury duty and witness service. It is the intention of the college
that reasonable efforts be made to accommodate students in completing aca-
demic work missed while performing witness or jury duty.

Scope

This procedure applies to all full-time and part-time credit generating students
who are required by subpoena to appear as a witness or who receive a summons
for jury service.

Responsibility

Each student is responsible for the earliest possible notification of their
instructor(s) or the dean of students office of possible court date(s) which

6



conflict with their academic schedule. It is understood that jury selection is
not finalized until the day before a trial. As soon as possible after receiving a
summons, students should notify their instructors or the dean of students office
that they are part of a jury pool and must appear for the jury selection process.
Witness appearances rarely require more than one half day. In the unlikely event
that an on going witness appearance will result in a substantial absence from
the academic schedule, the affected instructor(s) should be notified as soon as
possible.

Procedure

Upon receiving notice of a court conflict, the instructor must consider alterna-
tives to accommodate the court appearance. Some alternatives which may be
considered include but are not limited to:

1. Scheduling the student into an alternate meeting time of the same class;

2. Providing accelerated, or extra tutorial work before the court appearance to
ensure that necessary subject material is covered;

3. Providing accelerated or extra tutorial work after the court appearance to
ensure that necessary subject material is covered.

Students may request additional assistance from the Vice President for Student
Services office in utilizing this procedure.

Students are reminded that the court system is sensitive to persons who can show
an undue hardship from performing jury duty. Generally being a college student
alone is not sufficient to create a hardship and does not justify a release from jury
duty. Finals week, however, may create an undue hardship and merit a release
from jury duty. The college encourages students to make known to the examin-
ing attorneys, during jury selection, any extenuating circumstances or hardships
that jury duty will cause related to the academic schedule.



FINANCIAL AID REMINDERS

Apply for financial aid early, and use the Free Application for
Federal Student Aid (FAFSA).

Available online at: www.fafsa.ed.gov

Check the current Casper College catalogue or visit the Financial
Aid Homepage’s (http://www.caspercollege.edu/finAid/) for
more extensive information on Student Financial Assistance and
scholarships.

Most financial aid awards are credited to your student account
before the beginning of the semester, but balance checks are not
available until the first day of class each term.

If you don’t want the Financial Aid offered to you reduced or
cancelled, be sure you are adequately enrolled by the “census
date.” The census is the 10th day of regularly scheduled class days
(5th in summer) each semester.

Most awards have specific requirements for receipt and retention.
Be sure you know about, and maintain, the required standards for
your award.

Don’t be caught with your grades down!

CAREER CENTER

The professional staff of the Career Center, located in AD 110, provides a wide
variety of employment-related services for students and alumni.

* Assistance in developing a career plan and amplifying your employability
skills

* Referral of applicants, arrangement of interviews and collection of resumes
for employers

* Resource room and resume lab: print materials, Internet searches, audio/
video tapes, and information on transfer schools, federal government career
opportunities, resume preparation, successful interviewing, communications
in the workplace, and employer data

* Students seeking work study/on-campus, part-time, full-time, summer or
career employment should register with the Center
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DIRECTORY INFORMATION

The College does not release directory information about students over the
phone. If a person comes to the Admissions and Student Records Office or the
Student Services Office and provides the Registrar or Vice President for Student
Services, or their designated representatives, with appropriate picture identifica-
tion, and identifies the purpose of his/her request, the following directory infor-
mation may be released: student name, local address, and local phone number.
Students wishing to have no directory information disclosed must notify the
Registrar, in writing, by the first day of class for the semester in which they do
not want the directory information released.

FAMILY EDUCATIONAL RIGHTS
AND PRIVACY ACT

Notification of Student Rights

The Family Educational Rights and Privacy Act (FERPA) assures students cer-
tain rights with respect to their education records.

(1) The right to inspect and review the student’s education records within 45
days of the day the College receives a written request for access.

Students should submit to the registrar, dean, head of the academic depart-
ment, or other appropriate official, written requests that identify the record(s)
they wish to inspect. The College official will make arrangements for access
and notify the student of the time and place where the records may be
inspected. If the records are not maintained by the College official to whom
the request was submitted, that official shall advise the student of the correct
official to whom the request should be addressed.

(2) The right to request the amendment of the student’s education records that
the student believes are inaccurate or misleading.

Students may ask the College to amend a record that they believe is inaccu-
rate or misleading. They should write the College official responsible for the
record, clearly identify the part of the record they want changed, and specify
why it is inaccurate or misleading.

If the College decides not to amend the record as requested by the student,
the College will notify the student of the decision and advise the student of
his or her right to a hearing regarding the request for amendment. Additional
information regarding the hearing procedures will be provided to the student
when notified of the right to a hearing.

(3) The right to consent to disclosure of personally identifiable information
contained in the student’s education records, except to the extent that FERPA
authorizes disclosure without consent.

One exception which permits disclosure without consent is disclosure to
school officials with legitimate educational interests. A school official is a
person employed by the College in an administrative, supervisory, academic
or research, or support staff position (including campus security personnel
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and health service staff); a person or company with whom the College has
contracted (such as an attorney, auditor or collection agent); a person serving
on the Board of Trustees; or a student serving on an official committee, such
as a disciplinary or grievance committee, or assisting another school official
in performing his or her tasks.
A school official has a legitimate educational interest if the official needs to
review an education record in order to fulfill his or her professional respon-
sibility.

(4) The right to file a complaint with the
US Department of Education concerning alleged failures by Casper College
to comply with the requirements of FERPA. The name and address of the
Office that administers FERPA are.

Family Policy Compliance Office  U.S. Department of Education
US Department of Education 1244 Speer Boulevard, Suite 310
600 Independence Avenue, SW Denver, Colorado 80204-3582
Washington, DC 20202-4605

ROBERTS COMMONS
FOOD SERVICE HOURS

Breakfast: Mondays thru Fridays 7:00 to 9:00 a.m.
Saturdays: 8:00 to 9:00 a.m.
Lunch: Mondays thru Fridays 11:00 a.m. to 1:00 p.m.
Brunch: Saturdays & Sunday 12:00 to 1:00 p.m.
Dinner: Mondays thru Thursdays 4:45 to 6:45 p.m.
Fridays: 4:45 to 6:00 p.m.
Saturdays & Sundays 5:00 to 6:00 p.m.

PARENTAL NOTIFICATION FOR DRUG
& ALCOHOL VIOLATIONS

The Higher Education Act Amendments (HEA) of 1998 authorize the College
the option of contacting parents or legal guardians with the results of campus
disciplinary hearings if the student is less than 21 years of age and has been
found responsible for violating campus rules regarding the use or possession of
alcohol or a controlled substance. The College reserves the right to initiate such
contacts when it deems that the violation posed a significant health or safety risk
for the student and/or his/her peers.
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MOTOR VEHICLES

VEHICLE REGISTRATION: All students and employees who will

be operating motor vehicles on campus must register their vehicles in
the Student Services Office, AD 112.

REGULATIONS FOR OPERATING MOTOR

VEHICLES ON CAMPUS
(Reviewed: May 2006)

Introduction

The following are rules and regulations adopted by the college. These rules and
regulations supersede all previous rules and regulations.

Suggestions to improve the parking system and traffic flow on campus are wel-
come. Any suggestions should be made to the Director of Campus Security at
Casper College. The Campus Security Director’s Office is located in the College
Center, Room 124.

General Information

1. Casper College Security has the responsibility of patrolling the campus
and insuring that the provisions of the parking and traffic regulations are
observed.

2. These regulations apply to all persons who operate a motor vehicle or bicycle
on the streets, parking lots, and roadways owned by Casper College. (A
motor vehicle includes cars, trucks, motorcycles, quad runners, etc.)

3. Motor vehicle operators and permit holders agree to abide by these regula-

tions, including the imposition of penalties, monetary or otherwise, as herein
provided.

4. No parking will be permitted in the following areas:

a. Yellow curb zones.

b. Marked pedestrian crosswalks.

c. Handicapped spaces, unless proper permits are displayed.
d. Fire lanes.

e. Visitor and traveling employee zones unless with valid parking permit.

Handicapped space and fire lane parking regulations will be enforced 24-
hours a day, 7-days a week, and vehicles in violation may be ticketed,
or towed (see section 3) at the owner’s expense. Be aware that some
handicapped spaces are much wider than normal parking spaces in order
to accommodate wheelchair lifts, etc.

5. Speed limit on campus is 20 MPH on upper campus and 15 MPH on lower
campus.
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6. Pedestrians in crosswalks have the right of way at all times on property
owned by Casper College.

7. Casper College is not responsible for any accident or theft to privately owned
motor vehicles occurring while on College owned property. Persons using
any college street, parking lot, or roadway do so at their own risk.

8. All motor vehicle accidents occurring on the campus, where property damage
or injury occur, will be reported to the Campus Security who will report to
the Casper Police Department, as required by Wyoming statutes.

CEINTS

9. Parking privileges in “Visitor Parking”, “Casper College Vehicles Only”, and
“Traveling Employees” zones are restricted to those bona fide visitors, col-
lege vehicles (those vehicles displaying Casper College license plates), and
traveling employees (those with specialized temporary stickers displayed).
All other vehicles shall not park in these restricted parking zones.

10. Only parking permits authorized by these regulations and issued by Casper
College are acceptable. Such things as signs or decals made by or issued
by others, including dashboard signs, notes, or outdated decals, will not be
accepted and will not be recognized by Campus Security Officers.

11. These regulations anticipate certain possible violations by college owned
vehicles when necessary for college service personnel in the pursuit of
required duties. However, such violations by college vehicles shall not be a
precedent or an acceptable excuse for any other individuals to violate these
regulations.

12. Traffic violations of Casper City codes that occur on campus can be pros-
ecuted in the city courts.

13. Parking in areas outside of the college campus will be subjected to the codes
of the city of Casper.

14. Campus parking lots open to vehicles with "Residence Hall” or “CWT”
parking permits will be: all lots south of the Business Building; all lots sur-
rounding the Krampert Theatre on the north, south, east and west.

15. All persons who operate a motor vehicle on Casper College property are
expected to obey all Wyoming State statutes regarding motor vehicle opera-
tions.

16. Overnight camping is not permitted on the college campus.

Registration Procedures

1. Faculty and staff vehicle registration: Faculty and Staff will register all vehi-
cles to be used on Casper College campus in room 112 of the Administration
Building.

2. Student vehicle registration: At the time of registration, all students who will
be operating a motor vehicle on college owned property, must complete a
vehicle registration form and turn it in to room 112, Administration Building.
Each on-campus resident with a motor vehicle must have a current parking
permit displayed on it.
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3. During the school year, students, faculty, and staff should register newly
acquired motor vehicles before they are operated on campus. Students living
in campus housing must obtain a temporary permit before parking in the lots
near their residences.

Classification of Vehicle Parking Permits
1. Types of vehicle parking permits to be issued:

Residence Halls: To beissued to students who reside in campus residence halls.
These permits authorize parking only in the residence hall parking lots.
NOTE: Between 7 a.m. and 10 p.m., Monday through Friday, vehicles
with this permit may ONLY park in the residence hall lots or those areas
identified in the General Information Section's, Item 14.

Civic, Wheeler, Thorson (CWT): To be issued to students who reside in
Wheeler Terrace, Civic and Thorson Apartments. These permits autho-
rize parking only in the lot adjoining their individual housing area.
NOTE: Between 7 a.m. and 10 p.m., Monday through Friday, vehicles
with this permit may ONLY park in the Wheeler Terrace, Civic and
Thorson Apartments lots or those areas identified in the General
Information Section s, Item 14.

T.E. (Traveling Employee): To be issued each semester upon approval of
the Vice President for Academic Affairs to enable faculty and staff mem-
bers to park in designated areas throughout campus.

Handicapped: Handicapped permits are issued by the State of Wyoming.
However, they must be valid and properly displayed. Temporary handi-
capped permits are available through the Patient Relations Office at the
Wyoming Medical Center for those who require handicapped parking for
a brief period of time.

Temporary: Any on-campus resident having a registered vehicle, who plans
to operate a substitute vehicle for some reason (such as repair work) on
Casper College owned property, will be issued a temporary permit on
the day the vehicle is brought onto college owned property. Pick up the
Temporary permit in the Student Services Office, AD 112. The temporary
permit will not be valid for more than 10 consecutive days. A temporary
permit expires after the 10th day.

2. All Casper College parking permits, with the exception of the T.E. hanging
permits, are to be affixed to the lower left corner of the windshield (drivers
side), so as to be easily read from outside of the vehicle. Any vehicle on
college property that fails to have a parking sticker affixed properly, fails to
keep it affixed and visible in its intended manner and proper place shall be
considered in violation. (“Intended Manner” means applying the self-stick-
ing permit directly to the glass. The use of tape or other methods to attach
the permit is a violation of the regulations.)
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Violations and Penalties

1. Violations of campus parking regulations shall involve the following fines

. False information on any application or misuse $10.00
of a parking permit.

. Failure to register a motor vehicle or properly $10.00
display the parking permit.

. Parking in areas not covered by the proper $10.00
parking permit.

. Improper parking - parking in yellow curb $10.00
area, fire lanes, loading zones, etc., obstructing
a crosswalk, parking on sidewalk, and double
parking

. Handicapped violation. $100.00

F. Stop sign violation $30.00

. Careless driving or traffic violation. $30.00

2. Campus traffic and parking regulations shall be enforced by the Casper
College Campus Security Department and that department shall issue and
revoke permits in accordance with these regulations.

3. Any student or employee who repeatedly violates regulations or fails to pay
fines is subject to cancellation of his/her parking privileges for the dura-
tion of the semester. Vehicles may be towed from college property at the
owner’s expense. Vehicles may also be towed from college property at the
owner’s expense (1) after repeated warnings, or (2) violator continues to
park illegally.

4. The issuance of a citation for a violation does not preclude the issuance of
additional citations for the same or a similar violation on subsequent days
or on the same day.

Collection and Payment of Fines

1. Payment of violation fines. All payment of violation fines shall be made with-
in ten (10) school days after date of each violation. Payment of fines may be
made at room 103, Administration building between 8 a.m. and 5 p.m. daily.
Payment of all $10.00 fines within one day will be discounted 50%.

Failure to pay violations will result in action as defined in the “Miscellaneous”
section part 2 (Towing and Storage).

2. Collection of fines. Failure to pay required fines after written notice will
result in the following action:

A. Student transcripts will be held until all required violation fines are paid
in full.
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B. Upon the end of each semester, those students who have dropped out of
school, or are unable to continue, and fail to pay their fines will not be
allowed to re-enroll until the fine is paid.

C. Casper College employees are expected to pay their fine within a reason-
able period of time.

3. Contest. Persons who wish to contest their parking and/or traffic violations
must meet with the Director of Campus Security or his/her designated rep-
resentative, for an informal review of the matter within 5 school days from
the receipt of the ticket.

4. Appeal. An appeal of an unresolved contested violation must be filed within
30 working days of the date of the violation, or within 15 school days from
the date of the review by the Director of Campus Security, or his/her des-
ignated representative. The appeal must be filed in the Office of the Vice
President for Student Support Services. The appeal must be in writing and
contain the following information:

a. The name, address and phone number of the contesting person;
b. A concise description of the violation;

c. A complete statement of the actions taken;

d. A statement of the relief/solution sought.

After reviewing the case records and hearing the appeal, the Vice President
will give his written opinion to the person initiating the appeal within 5
school days of the conclusion of the review.

Miscellaneous

1. Liability. The person in whose name the vehicle is registered, or if the vehicle
is not properly registered, the person who has legal ownership of the vehicle
shall be liable for all violations attached to the vehicle and is subject to any
and all fines resulting from the violation(s).

2. Towing and storage.

A. All vehicles towed from college property will be impounded by a con-
tracted towing company and will be held in their yard until the violation
fine(s) and impound fees are paid.

B. Any vehicle may be towed at the owner’s expense after any or all of the
following:

1. Accumulating a record of five (5) or more violations within
a semester;

2. Receiving a “Warning of Tow” ticket;
3. Blocking a crosswalk, driveway or parking in a fire lane.

C. The vehicle owner or operator will be charged for any response fee in the
event that a towing company has been contracted, even if the vehicle has
been moved prior to the response.
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D. Vehicles that give the appearance of being abandoned will not be permit-
ted on college property. Any vehicle apparently abandoned (left unat-
tended for more than two (2) school days), will be considered to be dead
in storage. If, after attempting to contact the registered owner, the unat-
tended vehicle remains in an abandoned state for two (2) school days, the
vehicle may be towed at the owner’s expense.

ACCIDENT REPORTING

If you are involved in a vehicle or personal injury accident on campus,

report the accident immediately to the Campus Security Department
[2688]. The responding officer will summon necessary medical or
law enforcement personnel and take a report. The officer’s report will
include identifying information on all persons involved in the accident,
a description of the events surrounding the accident, statements of infor-
mation provided by all accident participants and witnesses, and actions
taken by the responding officer. If you are involved in a personal injury
accident (for example, slip and fall, etc.) on campus and do not call the
Campus Security Department, you must contact the Vice President of
Student Services Office to complete an Accident Report Form.

STUDENTS ARE EXPECTED TO HAVE
THEIR OWN HEALTH AND PROPERTY
INSURANCE

The College’s insurance policy does not cover students’ personal health or
property damage/loss claims, unless College negligence can be proven. Those
individuals not covered through a family or personal health and or property
insurance plan may wish to purchase a student sickness and accident insurance
plan offered through the Student Health Service. For more information visit
www.caspercollege.edu/students/help/health/. Students not living with their
parents may wish to purchase renter’s insurance or check with their family’s
homeowner’s insurance to determine if added coverage is necessary.
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SEXUAL ASSAULT

Casper College Policy 2101:17 [Sexual Assaults]
Adopted: March, 1995

The College expects all visitors and members of the campus community to
behave with civility, dignity and respect toward others. The College believes all
forms of sexual assault and all gender-based violence against persons to be rep-
rehensible and condemns such acts. Since acts of sexual assault which occur on
college campus are often under-reported, particularly when occurring between
acquaintances, the College will take reasonable action to provide preventive
education about the various forms of sexual assault. The College will also:

1. Take reasonable action to provide security services on campus;

2. Provide victims of sexual assault with support from campus and/or commu-
nity victim advocacy;

3. Ensure that the parties involved have access to medical treatment, psycho-
logical services and judicial/legal processes;

4. Provide a campus disciplinary system through which the College can enforce
civil and responsible conduct on campus.

Additionally, the College will take any further actions as may be required by
existing governmental regulations pursuant to campus crime, safety or security
legislation.

STATEMENT ON SEXUAL HARASSMENT

Reviewed: April 2006

Casper College affirms that its students, faculty and staff have a right to be
free from sexual harassment by any member of the college community. For the
purposes of this statement, sexual harassment is defined as, but not limited to,
unwelcome sexual advances, requests for sexual favors, or other verbal or physi-
cal conduct of a sexual nature.

Any student in the college community who is experiencing sexual harassment
in their classes, campus living environment, campus activities programs or work
setting may seek assistance in resolving the situation through the Vice President
for Student Services (AD 112, 2210) or the Affirmative Action Officer (AD 151,
2634). A complete description of the resolution process may be found in the
Casper College Policy Manual [Index #: 1400:04:01], which may be reviewed
in either of the aforementioned offices. Additionally, students may seek reso-
lution through the Student Conduct and Judicial Code or, if concerned about
harassment from an employee, through the Student Grievance procedure [Index
#2101:01:08].
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PROCEDURE FOR HANDLING INCIDENTS
OF ALLEGED SEXUAL ASSAULT

Reviewed: May 2007

SCOPE

This procedure pertains to actions of college officials while implementing the
various aspects of the College’s Sexual Assault policy.

RESPONSIBILITY

The Vice Presidents and Director of Human Resources are responsible for ensur-
ing compliance with this procedure.

DEFINITIONS

Campus disciplinary system: This involves, but is not limited to, the systems
referred to through the several campus grievance procedures, the Student
Grievance procedure, the residence hall disciplinary system and the Student
Conduct & Judicial Code.

College official: Those persons employed by the College who perform adminis-
trative or professional responsibilities, regardless of employment classification.

Preventive education: Those efforts (verbal, visual, auditory, written, etc.)
directed to inform or educate people (individually or in groups) about the defini-
tion of sexual assault, associated laws and legal processes, campus disciplinary
processes, rights of persons victimized and accused, precautions which a person
may take to avoid a sexual assault, and ways to react if a sexual assault occurs.

Security services: Those college departments charged with the enforcement of
campus policy/rules/regulations as well as those departments charged with the
maintenance of campus buildings and grounds. Those federal, state, and local
law enforcement agencies which may have jurisdiction on campus are also part
of the campus security services.

PROCEDURE:

1. The College will regularly publish information about the campus sexual
assault policy and procedures, and campus disciplinary processes. This infor-
mation will be published in such official College publications as the Student
Handbook and Residence Hall Handbook.

2. The College will routinely use a variety of resources and delivery modali-
ties to conduct presentations which address the issues of sexual assault on
college campuses. Topics may include, but are not limited to: defining what
constitutes a sexual assault; reviewing the procedures for reporting a sexual
assault on campus and in the community; identifying the various campus and
community resources available to assist victims of sexual assault; instruct-
ing persons about precautions which can be taken to minimize or avoid high
risk sexual assault situations; demonstrating ways that a person may respond
if a sexual assault is occurring; describing the security services available to
members of the campus community.
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3. When a sexual assault is reported to a College official who is not governed by
recognized standards of confidentiality, a report must be filed [by the person
receiving the report] with the Campus Security Department. The Campus
Security Officer taking the initial report shall follow the department’s opera-
tional practice, Handling Sexual Assaults.

In addition, when a report of a sexual assault is received, the College will:

a. Ensure that the Vice President for Student Services is informed of the
sexual assault incident;

b. Ensure that the victim of the sexual assault is provided with access to
appropriate medical services;

c. Obtain advocacy services for the victim of the sexual assault from a
member of the Casper College Counseling and Student Development
Service and/or a community resource person (i.e., a licensed profes-
sional counselor or volunteer, trained to assist victims of sexual assault)
as soon as possible, but no longer than 24 hours, after the receipt of the
initial report;

d. Ensure that the victim of the sexual assault is provided with the opportu-
nity to receive counseling and/or psychological services from a member
of the Casper College Counseling and Student Development Service
or a community resource person (i.e., a licensed professional therapist,
pastoral counselor or counselor employed by a sexual assault victims
assistance program or recognized mental health provider);

e. Ensure that the victim of the sexual assault is informed of her/his options
to notify local law enforcement authorities and is encouraged to use
College and community advocacy systems to file a report with local law
enforcement authorities;

f. Ensure that the victim of the sexual assault has the opportunity to have
reasonable changes made in her/his academic and on-campus living
environments to maximize her/his personal safety and minimize contact
with the person accused of the sexual assault, if known;

g. Ensure that the victim of the sexual assault is informed about the campus
disciplinary procedures, possible outcomes of those disciplinary proce-
dures and the final outcome of any disciplinary procedure resulting from
the sexual assault of which she/he was a victim;

h. Ensure that the personal safety and emotional well-being of a person
accused of making a sexual assault are appropriately protected and that
reasonable effort is used to inform the person of appropriate services and
campus procedures available to him/ her;

i. Ensure that a specific College official is designated, on a case-by-case
basis, to be the official College spokesperson.
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NOTICE ON WYOMING SEXUAL OFFENDERS REGISTRY

Casper College provides the following information regarding convicted sexual
oftenders living in Natrona County. This information is provided in compliance
with the Higher Education Act of 1965, as amended. The material presented
on the following website is maintained by law enforcement agencies within
the State of Wyoming and is not the property of Casper College. The website
address is: http://attorneygeneral.state.wy.us/dci/so/counties/so_natrona.html .

For further information about the data contained on this site, please contact the

Department of Criminal Investigation.
316 West 22nd Street *« Cheyenne 82002

Ph. (307) 777-7181 < Fax: (307) 777-7252
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DRUG FREE CAMPUS

PARENTAL NOTIFICATION FOR DRUG & ALCOHOL
VIOLATIONS

The Higher Education Act Amendments (HEA) of 1998 authorize the College
the option of contacting parents or legal guardians with the results of campus
disciplinary hearings if the student is less than 21 years of age and has been
found responsible for violating campus rules regarding the use or possession of
alcohol or a controlled substance. The College reserves the right to initiate such
contacts when it deems that the violation posed a significant health or safety risk
for the student and/or his/her peers.

DRUG FREE CAMPUS POLICY STATEMENT
Revised: May 2006

Since substance abuse is one of our primary concerns relative to the health and
well being of the Casper College community, all of its members -- students,
faculty, administrators and other staff members -- share a responsibility to
exemplify high standards of professional and personal conduct and to protect its
environment. Everyone should be aware that any member who is involved with
illegal drug and alcohol use and/or abuse may be subject to prosecution and pun-
ishment by civil authorities and to disciplinary proceedings by the College. The
College’s interest in disciplining offenders is not punitive; rather it is focused
on establishing clear limits of conduct within this community. Therefore, Casper
College is committed to having a campus free of illegal drug and alcohol use
and/or abuse. This statement has been developed to provide a comprehensive
overview of the health risks, treatment resources and legal implications related
to alcohol and other drug use.

HEALTH RISKS OF DRUG AND ALCOHOL USE

The use of drugs (prescription and illegal controlled substances) and alcohol can
cause physical harm and create physical and emotional dependence. The table
(Drug Health Risks) shows some of the health risks associated with drug and
alcohol use.

TREATMENT AND REFERRAL OPTIONS

Students and employees who would like to discuss their use of alcohol and
other chemicals may make an appointment with a professional counselor in the
Counseling and Student Development Service or may contact the Three Trails
Employee & Family Assistance Program for further referral. The Counseling
and Student Development Service, in conjunction with the Addiction Specialist
instructional program, provides strong psycho-educational programming each
semester. Outreach programming encouraging responsible decision-making
concerning the use or non-use of alcoholic beverages and addressing the pro-
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cess of recovering from addictive behaviors is offered. Aftercare counseling for
maintaining recovery is also available. Those who voluntarily avail themselves
of campus services shall be assured that applicable professional standards of
confidentiality will be observed.

Local resources for assessment and treatment can be found through the Central
Wyoming Counseling Center’s New Horizon, Reflections or New Direction
facilities, the Wyoming Medical Center, the Wyoming Behavioral Institute, the
Living Well clinic, Wyoming Recovery, LLC, Stepping Stones, Prairie Institute,
local physicians and licensed addiction therapists. Additional resource referrals
outside of the community may also be made.

Local twelve-step groups (Alcoholics Anonymous, AL-ANON, Drugs
Anonymous, Overeaters Anonymous, etc.) are available for support for sub-
stance abusers and those associated with them.

CIVIL AND CAMPUS LEGAL/DISCIPLINE SANCTIONS

Students and employees are responsible, as citizens, for knowing about and
complying with the provisions of US, Wyoming and Casper laws and ordinances
which make it a crime to possess, sell, deliver or manufacture those illicit drugs,
collectively designated as controlled substances, and alcohol (see the table:
Civil & Criminal Consequences for Use & Distribution of Alcohol & Illegal
Drugs). Any member of the College community who violates the law is subject
both to punishment by the civil authorities and to disciplinary proceedings by
the College.

It is not “double jeopardy” for both the civil authorities and the College to
proceed against and punish/discipline a person for the same specified conduct.
The College will initiate its own disciplinary proceedings against a student or
College employee when the alleged conduct is deemed to affect the interests of
the College.

The proceedings by the College will be conducted in accordance with procedural
safeguards applicable to disciplinary actions for students or College employees.
However, when a student or College employee has been charged by the College
with a violation of policies concerning illicit drugs or alcohol, he or she may
be suspended from enrollment or employment before initiation or completion
of regular disciplinary proceedings if, assuming the significant substantiation
of the allegations, the President, or the President’s designee, concludes that the
person’s continued presence within the College community would constitute a
clear and present danger to the health or welfare of members of the College com-
munity. If such a suspension is imposed, an appropriate hearing of the charges
against the suspended person shall be held as promptly as possible.

The penalties imposed by the College may range from written warnings with
written probationary status to expulsions from enrollment and termination from
employment. However, the following minimum penalties shall be imposed for
the particular offense described:
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* TRAFFICKING IN ILLEGAL DRUGS

a. For the illegal manufacture, sale or delivery, or possession with intent

b.

to manufacture, sell or deliver, of any controlled substance identified as
Schedule I & II in the US Comprehensive Drug Abuse and Control Act
of 1970, excluding marijuana and THC derivatives (including, but not
limited to heroin, mescaline, peyote, psilocybin, LSD, opium, cocaine or
cocaine derivatives, amphetamines, mehtaqualone, pentobarbital, DMT/
DMT; or illegally obtained prescription psychoactives) any student shall
be suspended and any College employee shall be discharged.

For a first offense involving the illegal manufacture, sale or delivery, or
possession with intent to manufacture, sell or deliver, of any controlled
substance identified as Schedule III or IV in the US Comprehensive Drug
Abuse and Control Act of 1970, and including marijuana and THC deriv-
atives (including, but not limited to barbiturates, narcotic preparations,
paragoric, PCP, barbital, chloral hydrate, phenobarbital) the minimum
penalty for any student shall be probation for one academic year and for
any College employee an unpaid leave of absence. For a second offense,
any students shall be suspended for at least one semester and any College
employee shall be terminated.

* JLLEGAL POSSESSION OF DRUGS

a. For first offenses involving the illegal possession of any controlled

substance identified in Schedule I & II in the US Comprehensive Drug
Abuse and Control Act of 1970, the minimum penalty for any student
shall be probation for a period equivalent to one semester and for any
College employee an unpaid leave of absence.

b. For a first offense involving the illegal possession of any controlled sub-

stance listed in Schedules III through V in the US Comprehensive Drug
Abuse and Control Act of 1970, the minimum penalty shall be probation
for a period to be determined on a case-by-case basis. A person subject
to this probation must agree to participate in a drug education and/or
counseling program, consent to regular drug testing and/or accept such
other conditions and restrictions as the President, or the President’s des-
ignee, may deem appropriate. Refusal or failure to abide by the terms of
the probation shall result in suspension of enrollment for students and
termination of employment for College employees.

. For subsequent offenses involving the illegal possession of controlled

substances, progressively more severe penalties shall be imposed, includ-
ing expulsion and termination of employment.

* ALCOHOL

a. For offenses involving illegal possession or consumption of alcohol (to

possess, attempt to purchase, or purchase to sell or give malt beverages,
unfortified wine, fortified wine, spirituous liquors or mixed beverages
to anyone under twenty-one years old; or to drive or be on the Casper
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College campus while legally under the influence of alcohol or any other
illegal drug; or to possess any alcohol beverage on the College campus,
or to operate any College vehicle or machinery while using or legally
under the influence of alcohol or any illegal drug) a progressive penalty
system based on the type of infraction and the circumstances involved
will be administered. Penalties may be a written warning, probation, sus-
pension, and/or voluntary community service, and, in the case of students
living in campus housing, removal from their campus housing system.
Involvement in an alcohol education course or program and/or counsel-
ing program may also be offered to a student or College employee in lieu

of, or in conjunction with, disciplinary action.

In cases where a College employee is convicted of a criminal drug statute viola-
tion occurring within the workplace, the Director of Human Resources shall be
notified, by the employee, no later than five days after such a conviction. The
College shall commence disciplinary action against such an employee within
thirty days of the notice of the conviction.

CIVIL AND CRIMINAL CONSEQUENCES FOR USE AND
DISTRIBUTION OF ALCOHOL AND ILLEGAL DRUGS
Revised: May 2007

Drug Offenses
Local Laws
Offense: Use, Possession or Sale of Controlled Substances (Casper City
Ord. 60-87)
Sanction: Up to $750.00 fine and/or 6 months in jail.
Offense: Driving Under the Influence (Casper City Ord. 44-87)
Sanction: Up to $750.00 fine and/or 6 months in jail.
Offense: Driving under the influence (Casper City Ord. 10.52.030)
Sanction: Up to $750.00 fine and 6 months in jail.
State Laws
Offense: Delivery of, or possession with intent to deliver, drug
:paraphernalia (W.S. 35-7-1056)
Sanction: Up to $750.00 fine and/or 6 months in jail.
Offense: Delivery of drug paraphernalia to a minor (W.S. 35-7-1057)
Sanction: Up to $2,500.00 fine and/or 5 years in jail.
Offense: Possession, manufacture or delivery of controlled substances
(W.S. 35-7-1031)
Sanction: Up to $25,000.00 fine and/or 20 years in jail, depending upon the

type of substance. (Double penalties for second offenders.)
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Offense:

Distribution by person over 18 years of age to person under 18
years of age and three years younger (W.S. 35-76-1036)

Sanction: Up to double the penalties of W.S. 35-7-1031.

Offense: Driving under the influence (W.S. 31-5-233)

Sanction: Up to $750.00 fine and/or 6 months in jail and/or revocation of
driver’s license. (More severe penalties for repeat offenders and
those causing bodily injury.)

Offense: Using or being under the influence of controlled substances
(W.S. 35-7-1039)

Sanction: Up to $100.00 fine and/or 90 days in jail. (Double penalties for
second offenders.)

Offense: Possession or cultivation of marijuana, peyote or opium (W.S.

35-7-1040)

Sanction: Up to $1,000.00 fine and/or 90 days in jail. (Double penalties for
second offenders.)

Offense:  Permitting house parties where minors are present
(W.S. 6-4-406)

Sanction: Up to $750.00 fine and/or 6 months in jail.

Federal Laws

Offense:  Simple possession of controlled substances (21 USCS 844)

Sanction: Up to $5,000.00 fine and/or 1 year in jail. (More severe penalties

for repeat offenders.)

Offense: Distribution to person under 21 years of age, near or in schools

and employment or use of person under 18 years of age in drug
operations (21USCS 845)

Sanction: Up to $30,000.00 fine and/or life imprisonment.

Offense: Manufacture, distribution or possession with intent to distribute
controlled substances or counterfeit controlled substances
(21 USCS 841)

Sanction: Up to $2,000,000.00 fine and/or 40 years imprisonment.

(More severe penalties for repeat offenders, those causing the
death of another person or distributing to a person under 21 years
of ages.)
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Alcohol Offenses

Local Laws
Offense:

Sanction:

Offense:

Sanction:

Offense:

Sanction:

Offense:

Possession of alcohol by minors (Casper City Ord. 5.08.370)
Up to $750.00 fine and/or 6 months in jail.

Consumption, actual possession, or constructive possession
of alcoholic liquor or malt beverages by minors (Casper City
Ord. 5.08.370)

Up to $750.00 fine and/or 6 months in jail.

Public intoxication for minors (Casper City Ord. 5.08.370);
public intoxication for all others (Casper City Ord. 5.08.450)

Up to $750.00 fine and/or 6 months in jail.

Consumption from or possession of an open container in public

(Casper City Ord. 5.08.420)

Sanction:

Offense:

Up to $750.00 fine and/or 6 months in jail.

Consumption from or possession of an open container while

operating a motor vehicle (Casper City Ord. 5.08.420)

Sanction:

Offense:

Sanction:

Offense:

Sanction:

State Laws
Offense:

Sanction:

Offense:

Sanction:

Offense:

Sanction:

Offense:

Up to $750.00 fine and/or 6 months in jail.

Driving under the influence (Casper City Ord. 10.52.030)
Up to $750.00 fine and/or 6 months in jail.

Delivery of alcohol to a minor (Casper City Ord. 5.08.360)
Up to $750.00 fine and/or 6 months in jail.

Defrauding drug and alcohol screening tests (W.S. 6-3-614)

Up to $750.00 fine and/or 6 months in jail. (More severe
penalties for second offenders)

Skiing while impaired (W.S. 6-9-301)
Up to $750.00 fine and/or 20 days in jail.

Delivery or sale of alcohol to minors (W.S. 12-6-101)
Up to $750.00 fine and/or 6 months in jail.

Transportation or possession of alcohol with intent to deliver to
minors in motor vehicles (W.S. 12-6-102)
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Sanction:

Offense:

Sanction:

Offense:

Sanction:

Offense:

Sanction:

Offense:

Sanction:

Offense:

Sanction:

Offense:

Sanction:

Offense:

Sanction:

Offense:

Sanction:

Up to $1,000.00 fine and/or! year in jail. (More severe penalties
for second offenders.)

Purchase of alcohol using false ID (W.S. 12-6-101c)
Up to $750.00 fine and/or 6 months in jail.

Minor in dispensing room (W.S. 12-5-203a)
Up to $750.00 fine and/or 6 months in jail.

Minor in possession of alcohol (W.S. 12-6-101b)
Up to $750.00 fine and/or 6 months in jail.

Driving under the influence (W.S. 31-5-233)
Same as DUI for drug charges.

Consumption and possession of alcoholic beverages in opened
containers by operator of vehicle (W.S. 31-5-235)

Up to $750 fine and/or 6 months in jail.

Aggravated homicide by vehicle (W.S. 6-2-106bi)
Up to $10,000.00 fine and/or 20 years imprisonment and/or
revocation of driver’s license.

Operating a watercraft under the influence (W.S. 41-13-206)
Same as DUI for drug charges.

Unlawful operation of vehicle by youthful driver with detectable
alcohol concentration (W.S. 31-5-234)

Person younger then 21 years of age with 0.02% alcohol
concentration results in license suspension or denial.
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STUDENT CONDUCT CODE

STUDENT CONDUCT AND CAMPUS

DISCIPLINE POLICY
(Effective May, 1995)

Casper College students are expected to treat others with the civility, dignity
and respect which recognizes the innate value of all human beings reflects the
student’s commitment to obtaining an education and meets the legal and cam-
pus standards of conduct imposed by federal, state and local laws and college
policies, rules and regulations. Specific student behavior standards and student
disciplinary procedures will be established and publicized by the college. The
student disciplinary procedures should afford students due process while ensur-
ing that sanctions taken under their auspices are sufficiently firm and education-
ally based so as to serve as a deterrent for future conduct violations.

All student disciplinary sanctions which involve the expulsion [i.e., the perma-
nent separation of a student from the college] of a student can only be imple-
mented by the president or acting president of the college.

CASPER COLLEGE STUDENT CONDUCT AND

JUDICIAL CODE
(Revised: April 2006)
(Effective Date: August 1, 2001)

Preamble

Casper College is an institution of higher learning whose purposes are described
in the mission and institutional purposes sections of the Casper College Catalog.
To achieve the purposes of the College both students and faculty need a climate
which nurtures academic and personal freedom and integrity. It is the respon-
sibility of all members of the College community to be active participants in
securing this climate. This Student Conduct and Judicial Code is promulgated
so Casper College students may know the expectations for their behavior and be
assured that their constitutional rights shall be protected.

Article I: Definitions

1. The term “Administrative Hearing Officer” means a College official autho-
rized on a case-by-case basis by the Vice President for Student Services to
investigate alleged violations of the Student Conduct and Judicial Code,
to administratively dispose of any cases, by mutual consent of all parties
involved, and to impose sanctions upon students found to have violated the
Student Conduct and Judicial Code. The Vice President for Student Services
may serve, or authorize another College official to serve, simultaneously as
an administrative hearing officer and the sole member or one of the members
of a disciplinary hearing board. Nothing shall prevent the Vice President for
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Student Services from authorizing the same administrative hearing officer to
impose sanctions in all cases.

2. The Term “Appellate Review Board” means any person or persons autho-
rized by the Vice President for Student Services to consider an appeal of a
disciplinary hearing board’s determination that a student has responsibility
for violating a section of the Student Conduct and Judicial Code or an appeal
related to the sanctions imposed by the administrative hearing officer.

3. The term “cheating” includes, but is not limited to: (1) use of any unauthor-
ized assistance in taking quizzes, tests or examinations; (2) dependence
upon the aid of sources beyond those authorized by the instructor in writing
papers, preparing reports, solving problems or carrying out other assign-
ments; or (3) the acquisition, without permission, of tests or other academic
material belonging to a member of the College faculty or staff.

4. The term “College” means Casper College, aka Casper Community College.

5. The term “College official” includes any person employed by the College,
performing administrative or professional responsibilities.

6. 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).

7. The term “disciplinary body” means any person or persons authorized by the
Vice President for Student Services to serve as an administrative hearing
officer, a member of a disciplinary hearing board, or a member of an appel-
late review board.

8. The term “faculty member” means any person hired by the College to conduct
activities found in the faculty job description.

9. The term “hazing” includes, but is not limited to, an act which endangers the
mental or physical health or safety of a student or which destroys or removes
public or private property.

10. The term “interim suspension” means that a specific suspension has been
imposed on a person prior to a formal disciplinary hearing so as to ensure the
health and safety of the members of the College community.

11. The term “may” is used in the permissive sense.

12. 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. The Registrar and/or Director of Human Resources for the
College shall determine a person’s status in a particular situation.

13. The term “organization” means any number of persons who have complied
with the formal requirements for College recognition.

14. The term “plagiarism” includes, but is not limited to, the use, by paraphrase
or direct quotation, of the published or unpublished work of another person
without full and clear acknowledgment. It also includes the unacknowledged
use of materials prepared by another person or agency engaged in the selling
of papers or other academic materials.
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15. The term “policy” is defined as the written regulations of the College
as found in, but not limited to, the Student Conduct and Judicial Code,
Residence Hall Terms and Conditions of Occupancy, College catalog, the
College Policy Manual and such procedural statements as may be developed
to implement institutional policies.

16. The term “sexual assault” includes, but is not limited to, [ 1] unwanted touch-
ing of a sexual nature; [2] unwanted touching which produces sexual arousal,
gratification or abuse; [3] intrusion of any object into a person’s genital or
anal opening, when these acts are engaged in while a subject is physically
helpless, mentally incapacitated, submitting due to physical harm or abuse
or threat of harm or abuse, or while the subject has verbally refused consent
to engage in these actions.

17. The term “sexual harassment” includes, but is not limited to, [1] unwanted
and unwelcome conversation, behavior, displays or references to a person’s
sexuality, sexual orientation or gender or to sexual activity in such a manner
as to create a sexually intimidating, hostile or offensive work, educational
or living environment; [2] an attempt to coerce an unwilling person into a
sexual relationship; [3] subjecting a person to unwanted sexual attention
within the context of a relationship in which there is a formal or informal
power differential; [4] punishing a refusal to comply with or respond to
unwanted sexual attention and/or advances.

18. The term “shall” is used in the imperative sense.

19. The term “student” includes all persons enrolled for courses through the
College, whether enrolled as degree-seeking, non-degree-seeking, full-time,
part-time, credit, non-credit, distance education, customized training, con-
tinuing education or community service students, in addition to those who
are enrolled through post secondary educational institutions other than
Casper College and who attend classes at or reside in Casper College facili-
ties. Persons who are not officially enrolled for a particular term but who
have a continuing relationship with the College are considered “students”
for the purposes of this Code.

20. The Vice President for Student Services is that person designated by the
College President to be responsible for the administration of the Student
Conduct and Judicial Code.

21. The term “working day” means the days that the College’s administrative
offices are open.

Article II: Judicial Authority

1. Under the auspices of the student conduct and campus discipline policy,
adopted by the Casper College Board of Trustees, the President has desig-
nated the Vice President for Student Services as the person responsible for
developing and implementing standards and procedures addressing student
conduct and campus discipline issues.

33



2. The Vice President for Student Services shall determine the composition of
judicial bodies and Appellate Boards and determine which disciplinary hear-
ing board, administrative hearing officer and Appellate Review Board shall
be authorized to hear each case.

3. The Vice President for Student Services in conjunction with the Judicial
Officer shall develop policies for the administration of the judicial program
and procedural rules for the conduct of disciplinary hearings that are consis-
tent with provisions of the Student Conduct and Judicial Code.

4. Decisions as to Code violations made by a disciplinary hearing board shall
be final. If an appeal is submitted, in accordance with Article IV, Section D,
the Vice President for Student Services may implement or hold in abeyance
the imposed sanctions while the appeals process proceeds.

5. A disciplinary body may be designated as arbiter of disputes within the
student community in cases that do not involve a violation of the Student
Conduct and Judicial Code. All parties must agree to arbitration, and to be
bound by the decision with no right of appeal.

Article III: Proscribed Conduct
A. Jurisdiction of the College

1. The College jurisdiction and disciplinary system will primarily focus on
conduct which occurs during College activities, classes and events or
occurs on College premises.

2. In exceptional circumstances, the College jurisdiction and disciplinary
procedures may encompass students whose off-campus personal con-
duct endangers the physical health and/or safety of College employees,
adversely affects the College community and/or the pursuit of its objec-
tives. Each off-campus complaint that is filed will be evaluated within the
totality of situational circumstances to determine:

1) Whether the situation is a case of “exceptional circumstances”, and

2) Whether the use of the campus disciplinary system will have any
significant impact to protect the individual(s) and/or the campus
community.

B. Conduct -- Rules and Regulations
Any student found to have committed the following misconduct is subject to the
disciplinary sanctions outlined in Article IV:
1. Acts of dishonesty, including but not limited to:
a. Cheating, plagiarism or other forms of academic dishonesty.

b. Furnishing false information to any College official, faculty member
or office.

c. Forgery, alteration or misuse of any College document, record or
instrument of identification.

d. Tampering with the election of any recognized student organization.
e. Violations of copyright legislation.
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2. Disruption or obstruction of teaching, research, administration,
disciplinary proceedings, other College activities, including its
public-service functions on or off campus or other authorized
non-College activities, when the act occurs on College premises.

3. Fighting, verbal abuse, threats, intimidation, harassment, coercion and/or
other conduct that threatens, endangers or creates a climate of fear for the
health or safety of a person.

4. Sexual harassment, sexual assault and violence based upon a person’s
sexual orientation that endangers or creates a climate of fear for the
health or safety of a person.

5. Attempted or actual theft of services or attempted or actual theft of and/or
damage to property of the College, any public entity, a member of the
College community or other personal property.

6. Hazing for the purpose of initiation, admission into, affiliation with, or as
a condition for continued membership in, a team, group or organization.

7. Failure to comply with the directions of College officials, campus secu-
rity officers or law enforcement officers acting in the performance of
their duties, and/or behavior which demonstrates disrespect for College
officials, campus security officers or law enforcement officers acting in
the performance of their duties and/or failure to identify oneself to these
persons when requested to do so.

8. Unauthorized possession, duplication or use of keys to any College
premises or unauthorized entry to or use of College premises.

9. Violation of published College policies, rules or regulations.

10. Violation of federal, state, or local laws on College premises or at
College sponsored or supervised activities.

11. Manufacture, use, possession, or distribution of narcotic or other
controlled substances, except as expressly permitted by law.

12. Conspire to manufacture, use, possess, or distribute narcotic or other
controlled substances, except as expressly permitted by law.

13. Public intoxication or use, possession or distribution of alcoholic
beverages on College premises.

14. Conspire to manufacture, use, possess or distribute alcoholic beverages,
except as permitted by the law and College regulations.

15. Illegal or unauthorized possession of firearms, explosives, other
dangerous weapons or dangerous chemicals on College premises.

16. Participation in a campus demonstration 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.
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17.

18.
19.

20.

21.

22.

Obstruction of the free flow of pedestrian or vehicular traftic on College
premises or at College sponsored or supervised activities.

Breach of the peace or conduct that is disorderly, lewd, or indecent.

Aiding, abetting, or procuring another person to breach the peace on College

premises or at functions sponsored by, or participated in by, the College.
Theft or other abuse of computer account privileges, equipment,

software, network resources or time, including but not limited to:

a. Unauthorized entry into an account, file or network, to use, read, or
change the contents, or for any other purpose.

b. Unauthorized transfer or copying of accounts, programs or files.

¢. Unauthorized use of another individual’s account, identification and
password.

d. Use of computing facilities to interfere with the work of another
student, faculty member, College official or computer network
operations.

e. Use of computing facilities to send obscene, abusive or threatening
messages.

f. Use of computing facilities to interfere with normal operation of the
College or network computing system.
Abuse or misuse of the campus telephone or telecommunications
systems, including but not limited to:

a. Unauthorized use of another person’s telephone equipment, access
identification numbers, billing cards or phone number.

b. Making obscene, abusive or harassing contact through this type of
equipment.

c. Unauthorized access to telecommunications cable systems.

d. Unauthorized recording from or copyright infringements on
telecommunications systems.

Abuse of the Judicial System, including but not limited to:

a. Failure to obey the summons of a disciplinary body or College
official.

b. Falsification, distortion, or misrepresentation of information before a
disciplinary body.

c. Disruption or interference with the orderly conduct of a disciplinary
proceeding.

d. Institution of a disciplinary proceeding knowingly without cause.

e. Harassing, intimidating, threatening and/or in any way attempting
to discourage an individual’s proper participation in, or use of, the
judicial system.

f. Attempting to influence the impartiality of a member of a disciplin-
ary body prior to, and/or during the course of, the disciplinary
proceeding.

g. Harassment (verbal or physical) and/or intimidation of a member
of disciplinary body prior to, during, and/or after a disciplinary
proceeding.
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h. Failure to comply with the sanction(s) imposed under the Student
Conduct and Judicial Code.

i. Influencing or attempting to influence another person to commit an
abuse of the judicial system.

C. Violation of Law and College Discipline

1. If a student is cited and/or arrested for an off-campus violation of fed-
eral, state, or local laws, but not with any other violation of this Code,
disciplinary action may be taken and sanctions imposed for personal
conduct which has endangered the physical health or safety of College
employees, adversely affected the College community and/or disrupted
the pursuit of its objectives. If the Vice President for Student Services
determines that the health and safety of the College community, and/or
its individual members’ can be protected through the use of the campus
disciplinary system, he/she will authorize that campus disciplinary action
be undertaken without regard to the pendency of civil litigation and/or
criminal justice system proceedings.

2. College disciplinary proceedings may be instituted against a student
charged with violation of a law that is also a violation of this Student
Conduct and Judicial Code without regard to the pendency of civil litiga-
tion in court or criminal arrest and prosecution. Proceedings under this
Student Conduct and Judicial Code may be carried out prior to, simulta-
neously with, or following civil or criminal proceedings off-campus.

3. When a student is charged by federal, state, or local authorities with a
violation of law, the College will not request or agree to special consid-
eration for that individual because of his or her status as a student. If the
alleged offense is also the subject of a proceeding before a disciplinary
body under the Student Conduct and Judicial Code, however, the College
may advise off-campus authorities of the existence of the Student
Conduct and Judicial Code and of how such matters will be handled
internally within the College community. The College will cooperate
fully with law enforcement and other agencies on the enforcement of
criminal law on campus and in the conditions imposed by criminal courts
for the rehabilitation of student violators. Individual students and faculty
members, acting in their personal capacities, remain free to interact with
governmental representatives as they deem appropriate

D. Rights of Students

1. Nondiscrimination -- There shall be no discrimination within the College
community against any student, or applicant for admission, based upon
race, religion, national origin, gender, sexual orientation, age, or disabil-
ity. This same policy applies to all recognized student organizations.

2. Student Educational Records -- Student educational records shall be main-
tained only by authorized College officials, and released to College offi-
cials only when there is a legitimate need. In non-emergency situations,
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student educational records shall be released only with prior written
consent of the student concerned. For the purposes of this Code student
educational records will include, but are not limited to: (a) academic
transcripts and grade records, (b) disciplinary proceedings transcripts, (c)
medical conditions and treatment records, (d) counseling and psychiatric
treatment records, (e) financial aid data, (f) attendance records. These
records may be maintained in separate files and shall be retained for
reasonable periods of time and then may be destroyed. Please see Casper
College Procedure # 2200:20:01 for a more detailed explanation of the
College’s Family Educational Rights and Privacy Act procedures.

3. Academic Rights -- A student shall have the right, regardless of the
instructional delivery modality, to:
a. Be informed of course requirements through a written syllabus;

b. Be evaluated solely on the basis of his or her academic performance as
required by an instructor as part of a course;

c. Experience reasonable, free and open discussion, inquiry, and
expression, both in the classroom and in student/instructor confer-
ences;

o

. Experience competent instruction and academic advisement;

[¢]

. Take exception, in a scholarly manner, to the data or views presented
and reserve judgment about matters of opinion;

f. Expect protection against an instructor’s improper disclosure of a
student’s views, beliefs, and political associations which may surface
as a result of the instructor’s teaching or advising;

g. Expect protection, through established procedures, against prejudiced
or capricious evaluation;

s

Expect protection from sexual harassment in the educational
environment.

4. Students shall have the right to freedom of speech and assembly, subject to
clearly stated guidelines regarding time, place and manner, as described
in Casper College Policy #3900:50:02 (Use of Facilities for Solicitations,
Literature Distribution & Demonstrations). It is understood that they will
exercise these freedoms in such a manner as to be considered civil and
respectful of others in the Casper College and larger community. It is
further understood that the College retains the right to be informed about
the scheduling of guest speakers so as to insure that the event may take
place in an orderly fashion and is conducted in a manner appropriate for
an academic community. These rights do not include protection from
liable and slander.

Article IV: Judicial Policies and Procedures
A. Charges and Hearings

1. Any member of the College community may file a complaint against
a student for misconduct under this Conduct and Judicial Code. Any
student wishing to file a misconduct complaint against a Casper College
employee should use the Student Grievance procedure, which is pre-
sented in this Handbook.
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2. All allegations and complaints brought under this Conduct and Judicial
Code shall be prepared in writing and given to the Vice President for
Student Service or the Associate Dean of Students. Any allegations or
complaints should be submitted as soon as possible after the event takes
place or is discovered, but no longer than 10 working days. The College
will have up to 10 working days in which to conduct an inquiry into
the allegation(s) or complaint(s) and make a determination as to how to
proceed.

3. At the conclusion of the inquiry the administrative hearing officer shall
determine if the written complaints or allegations have “sufficient foun-
dation to go forward”.

a. If they are found “not to have sufficient foundation to go forward””

the complaining and the accused parties will be notified and the
allegation(s) or complaint(s) will be dismissed.

b. If they are found “to have sufficient foundation to go forward”, the
administrative hearing officer shall prepare a written statement
of charges and options for disciplinary actions for the accused
student(s).

c. If the administrative hearing officer is unable to make a determina-
tion about the “sufficiency of the foundation to go forward” with the
complaint(s) or allegation(s), the hearing officer may require that the

case be referred to a disciplinary hearing body.

4. If the accused student(s) opt to dispose of the charges administratively
by mutual consent, the accused student(s) are assuming responsibility
for the charges. Sanctions assigned after such a disposition shall be final
and there shall be no subsequent appeal proceedings. If the charges can-
not be disposed of by mutual consent, the administrative hearing officer
may later serve in the same matter as the disciplinary hearing board or
member thereof.

5. If the accused student(s) request a hearing before a disciplinary hearing
board, a hearing time shall be set, not less than three (3) nor more than
ten (10) working days after the accused student(s) has chosen the hearing
option. The administrative hearing officer, upon agreement by all, may
alter the time frame for the scheduling of hearings.

6. When the accused student(s) request a hearing, the Vice President for
Student Services, or designee, will appoint a disciplinary hearing board
from benefited Casper College employees and/or degree-seeking stu-
dents who will receive training relative to hearing procedures prior to
serving on the disciplinary hearing board.

7. Hearings shall be conducted by a disciplinary hearing board according to
the following guidelines:

a. Hearings normally shall be conducted in private.

b. Admission of any person to the hearing shall be at the discretion of
the disciplinary hearing board chair. Additionally, the board chair
will remind all participants and information providers that they are
expected to present information in an accurate and truthful manner.
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c. In hearings involving more than one accused student, the chairperson
of the disciplinary hearing board may permit the hearings concerning
each student to be conducted separately.

d. The complainant and the accused have the right to be present through-
out the hearing, but not during those times that the disciplinary hear-
ing board may convene an executive session for the purposes of con-
sultation or deliberation. Each party may be assisted by any member
of the College community, who may attend the hearing as a support
person. [When the accused student has been officially charged with a
violation of local, state or federal law, for the same event(s) for which
the disciplinary hearing is being convened, then the accused student
may elect to have an attorney serve as the support person, at his/her
own expense. If an accused student is seeking to use an attorney as a
support person, the attorney must meet with the disciplinary hearing
board chair or the Vice President for Student Services prior to the
hearing so that the hearing procedure may be reviewed.]

e. The complainant and the accused are responsible for presenting their
own cases and, therefore, support persons are not permitted to speak
or to participate directly in any hearing before a disciplinary hearing
board, unless either the complainant or the accused are not able, due
to disabling conditions or injuries, to present their own case. Any
request that a support person be allowed to present the case for either
the complainant or the accused must be submitted in writing, with
appropriate supporting documentation, at least 24 hours prior to the
beginning of the hearing. The request will be reviewed and a deter-
mination made about the support person’s participation prior to the
beginning of the hearing. If it is decided that a support person may
participate in the hearing, then both support persons may participate
in the hearing process.

f. The complainant, the accused and the hearing board shall have the
privilege of presenting information providers, who may be subject to
questioning by the disciplinary hearing board.

g. Pertinent records, exhibits and written statements may be accepted as
information for consideration by a disciplinary hearing board at the
discretion of the chairperson.

h. All procedural questions are subject to the final decision of the chair-
person of the disciplinary hearing board.

i. After the hearing, the disciplinary hearing board shall determine (by
majority vote if the disciplinary hearing board consists of more than
one person) whether “it is more likely than not” that the student has
responsibility for violating each section of the Student Conduct and
Judicial Code with which the student has been charged.

j- The disciplinary hearing board’s determination shall be made on the
basis of whether “it is more likely than not” that the accused student
is responsible for violating the Student Conduct and Judicial Code.

8. The disciplinary hearing board shall maintain a tape-recorded record of its
proceedings. The record shall not include the deliberations of the disci-
plinary hearing board in which the information is weighed and a decision
is made as to whether “it is more likely than not” that the accused student
has responsibility for the alleged violation of the Code. The record shall
be the property of the College. The accused student may request a copy
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of the tape, for use during his/her preparation of her/his appeal. It must
be returned to the College with the appeal information.

9. Except in the case of a student charged with failing to obey the sum-
mons of a disciplinary hearing board or College official, no student
may be found to have responsibility for violating the Student Conduct
and Judicial Code solely because the student failed to appear before a
disciplinary hearing board. In all cases, the information in support of the
charges shall be presented and considered.

10. All records pertaining to disciplinary actions other than College
Expulsion or College Suspension and Residence Hall Suspension, which
have conditions of re-admissions attached, shall be maintained for three
(3) years after the last conduct violation. College Expulsion will be
noted on the student’s transcript and records related to the action will be
maintained for five (5) years. Records related to College Suspensions and
Residence Hall Suspensions, which have conditions for re-admissions
attached, shall be maintained for five years after the action has been taken
or, if the suspension is for a period longer than five years, for one (1) year
past the time that the suspension is lifted.

B. Sanctions

1. The following sanctions may be imposed upon a student found to have
responsibility for violating the Student Conduct and Judicial Code:

a. Warning -- A notice in writing to the student that the student is violating
or has violated institutional regulations.

b. Probation -- A written reprimand for violation of specified regulations.
Probation is for a designated period of time and includes the prob-
ability of more severe disciplinary sanctions if the student is found
to be violating any institutional regulation(s) during the probationary
period.

c. Loss of Privileges -- Denial of specified privileges for a designated
period of time.

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

e. Discretionary Sanctions -- Attendance at educational and/or training
seminars/ workshops/ presentations, work assignments, service to the
College or other related discretionary assignments (such assignments
must have the prior approval of the administrative hearing officer).

f. Residence Hall Suspension -- Separation of the student from the resi-
dence halls for a definite period of time, after which the student is
eligible to return. Conditions for readmission may be specified.

g. Residence Hall Expulsion -- Permanent separation of the student from
the residence halls.

h. 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.

i. College Expulsion -- Permanent separation of the student from the
College.
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2. The administrative hearing officer handling the administrative, mutual
resolution agreement or referring the case to a disciplinary hearing
board is the person responsible for developing and imposing disciplinary
sanction(s) after a student has either accepted, or been found more likely
than not, to have responsibility for a violation of the Conduct and Judicial
Code standards. When developing sanctions, the administrative hearing
officer shall consider all previous disciplinary violations and sanctions
applied to the student. More than one of the sanctions listed above may
be imposed for any single violation.

3. The administrative hearing officer imposing sanction(s) may suspend an
imposed sanction. This means that the imposed sanction(s) is held in
abeyance and not enforced, unless the student is charged with another
violation of the Conduct and Judicial Code. If a student is subsequently
charged with another violation of the Conduct and Judicial Code, the
suspended sanction shall be immediately implemented.

4. Other than College expulsion, disciplinary sanctions shall not be made
part of the student’s permanent academic record, but shall become part
of the record of disciplinary proceedings. After three years, without
additional disciplinary proceedings against the student, the disciplin-
ary proceedings record against the student may be expunged, with the
exceptions of residence hall expulsion, College expulsion or those cases
where a student is required to document rehabilitation or completion of a
restitution or other requirement prior to being re-admitted to the College
or campus housing.

5. Every campus group and organization has the responsibility to take all
reasonable steps to ensure that their collective and individual conduct
is not in violation of College rules and regulations and/or federal, state
and local laws. The following sanctions may be imposed upon campus
groups or organizations:

a. Those sanctions listed in Section B 1, a through e.
b. Deactivation -- Loss of all privileges, including College recognition,
for a specified period of time.

6. In each case in which a disciplinary hearing board determines that a
student has responsibility for violating the Student Conduct and Judicial
Code, the sanction(s) shall be determined and imposed by an administra-
tive hearing officer, with the exception of College expulsion that must
have approval from the College President. In cases in which persons
other than or in addition to the administrative hearing officer have been
authorized to serve as the disciplinary hearing board, the administrative
hearing officer shall consider their recommendation(s) in determining
and imposing sanctions. The administrative hearing officer is not lim-
ited to sanctions recommended by members of the disciplinary hearing
board. However, if the administrative hearing officer chooses to vary
from the sanctioning recommendations of the disciplinary hearing board,
the administrative hearing officer shall prepare a document, for inclu-
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sion with the disciplinary hearing proceedings file, which outlines that
rationale for the sanction(s) that were imposed. Following the hearing,
the administrative hearing officer shall advise the accused in writing of
the hearing board’s determination of responsibility and of the sanction(s)
imposed, if any.

7. In cases in which a student is found responsible for a code violation
related to a sexual offense and/or an act of violence against people, the
complainant shall also be informed, in writing, of the determination
of the disciplinary hearing board and the sanction(s) imposed, if any.
Additionally, the complainant shall be advised that the information pro-
vided to them is private and not meant for public disclosure.

8. In cases in which a student is found responsible for a code violation
related to an act of violence against people, the Vice President for Student
Services may disclose the final results of the disciplinary proceedings.
This information would include: the name of the student, the code viola-
tion for which the person was found responsible and the elements of the
sanction imposed.

C. Interim Sanctions

In certain circumstances, the Vice President for Student Services, or a designee,
may impose College, activity or residence hall sanctions, up to and including
suspension, prior to a hearing before a disciplinary hearing board or an agree-
ment for administrative resolution.

1. Interim sanctions may be imposed only: a) to ensure the safety and
well-being of members of the College community or preservation of
College property; b) to ensure the student’s own physical or emotional
safety and well-being; or c) if the student poses a definite threat of dis-
ruption of or interference with the normal operations of the College.

2. During the interim sanctions, students may be denied access to the resi-
dence halls, College activities/functions and/or to the campus (including
classes) and/or all other College activities or privileges for which the
student might otherwise be eligible, as the Vice President for Student
Services or the administrative hearing officer may determine to be
appropriate.

3. Unless otherwise agreed to by the interimly suspended student and the
Vice President for Student Services or designated administrative hearing
officer, a disciplinary hearing board shall be convened within 3 working
days to hear the charges pending against the student. The interim suspen-
sion will remain in place until the disciplinary hearing board has made a
finding and the administrative hearing officer has imposed sanction(s).

D. Appeals

1. A decision reached by the disciplinary hearing board and the sanction(s)
imposed by the administrative hearing officer may be appealed by the
accused student(s) or the complainant(s) to an Appellate Review Board
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within five (5) working days of the decision. Such appeals shall be on the
Disciplinary Hearing Appeals form, shall contain any relevant support-
ing documentation, and shall be delivered to the administrative hearing
officer or his or her designee.

2. An appeal may only be filed for one or more of the following purposes:

a. To determine whether the original hearing was conducted fairly in light
of the charges and information presented, and in reasonable confor-
mity with prescribed procedures such that the complaining party had
a reasonable opportunity to prepare and present information that the
Student Conduct and Judicial Code was violated, and such that the
accused student had a reasonable opportunity to prepare and to pres-
ent a rebuttal of those allegations.

b. To determine whether the decision reached regarding the accused
student was based on an adequate amount of information, that is,
whether the facts of the case were sufficient to establish that “it was
more likely than not” that a violation of the Student Conduct and judi-
cial Code occurred and that the accused student was responsible.

c. To determine whether the sanction(s) imposed were appropriate for
the violation of the Student Conduct and Judicial Code for which the
student was found responsible.

d. To consider new information, sufficient to alter a decision, or other
relevant facts not brought out in the original hearing, because the
person appealing did not know such information and/or facts at the
time of the original hearing.

3. Except, as deemed appropriate by the chair of the Appellate Review

Board, to explain the basis of new information, the Appellate Review
Board will not conduct a hearing in which information is gathered ver-
bally. The board is simply to conduct a review of the process and materi-
als presented to the original hearing board and determine whether the
appeal is to be upheld or denied.

4. The Vice President for Student Services, or appropriate designee, shall

5.

appoint and conduct procedural training for an Appellate Review Board
that has been selected from benefited Casper College employees and/or
degree-seeking students. The board shall be composed of not more
than five members and shall have the latitude to determine the process
by which it will review the information related to the disciplinary pro-
ceedings. However, following deliberations the board shall determine
by majority vote (if more than one person is on the Board) whether to
uphold or deny each basis for the appeal. The board chair will prepare a
written communication which shall include a declaration as to whether or
not each basis of the appeal was upheld or denied and a brief description
of the board’s rationale for each action. This document shall be submitted
to the Vice President for Student Services and included in the disciplinary
proceedings file.

If an Appellate Review Board upholds an Article IV, Section D,
Paragraphs 2(a), 2(b) or 2(d) appeal, the matter shall be remanded to the
original disciplinary hearing board for re-opening of the hearing to allow
reconsideration of the original determination.
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6. If an Appellate Review Board upholds an Article IV, Section D, Paragraph
2(c) appeal, which has been submitted by the student found responsible
for a Code violation, the case shall be remanded to, the Vice President
for Student Services for review of the sanctions. Upon review of the case,
the Vice President may leave the sanction(s) unchanged or may reduce,
but not increase, the sanctions imposed by the original administrative
hearing officer.

7. If an appeal related to Article IV, Section D, Paragraph 2(c), which has
been submitted by the complaining student(s), is upheld by the Appellate
Review Board, the case shall be remanded to the Vice President
for Student Services, who may, upon review of the case, leave the
sanction(s) unchanged, or may reduce or increase the sanctions imposed
by the original administrative hearing officer, or remand the case to the
original disciplinary hearing board for a re-hearing.

Article V: Interpretation and Revision

A. Any question of interpretation regarding the Student Conduct and Judicial
Code shall be referred to the Vice President for Student Services or his or her
designee for final determination.

B. The Student Conduct and Judicial Code shall be reviewed at least every three
years under the direction of the Vice President for Student Services.
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STUDENT GRIEVANCES

EXPRESSION OF STUDENT CONCERNS STATEMENT:
AN INVITATION TO DIALOG

Purpose:

This statement is to identify the processes through which students may express
their concerns, voice complaints and/or seek resolution of conflicts involving the
operations and/or employees of Casper College.

Statement:

Given that one of the standard objectives of higher education is to encour-
age responsible citizenship through open discussion and the use of effective
problem solving strategies, Casper College seeks to improve its operational
and employee effectiveness by informing students about how they may enter
into a responsible dialog to address issues, express concerns and/or resolve
conflicts with institutional procedures or employee actions. Students have three
recognized ways in which they may open a dialog about their area of concern:
(1) speak directly with the employee most directly involved with the issue; (2)
consult with appropriate supervisory level personnel who oversee the employee
or topic involved with the issue; (3) use the relevant established complaint or
grievance procedures. Although students are not required to begin at any given
point within this feedback/resolution model, it has been our experience that the
more directly the students address their issue, concern or conflict with the person
most specifically involved, the more quickly the issue, concern or conflict can
be heard, reviewed and/or resolved.

If students are uncertain as to who, or how, they should begin to address their
issue, concern or conflict, they are encouraged to talk with their academic advi-
sor, the information center in the Admissions Office or the Vice President of
Student Services for advice on where and/or how to begin their dialog.

STUDENT GRIEVANCES PROCEDURE
Revision Date: June 4, 1997
Reviewed: May 2007

Scope

This procedure pertains to all grievances brought by students against employees
of Casper College.

Responsibility

The Director of Human Resources and the Vice Presidents are responsible for
insuring compliance with this procedure.

Procedure

When a student has a grievance against a Casper College employee, arising
from actions other than those taken under recognized student disciplinary pro-
cedures, the following procedural sequence needs to be used in processing the
grievance.
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Receiving Grievances Phase:

1. Students wanting to grieve about the actions of specific College employee(s)
need to consult with a the appropriate person from one of the following
offices within twenty (20) working days from the date of the occurrence: the
Office of the Dean of Students, the Office of the Vice President for Academic
Affairs, the Office of the appropriate Division Chair, the Office of Human
Resources, the Office of the Vice President for Administrative Services, the
Office of the Assistant Vice President in charge of Physical Plant.

2. During the initial interview the person receiving the report will ask the stu-
dent to complete a Student Grievance Form and gather information as to
the nature of the grievance, the identity of the employee(s) involved and the
actions taken, thus far, by the student(s) to resolve the grievance.

3. The person receiving the report will alert the student(s) as to the various
channels available to her/him for an informal resolution prior to proceeding
with a of the grievance. These aforementioned various channels include, but
are not limited to: (for faculty) direct discussion with the identified faculty
member, discussion with the appropriate Division Chair, discussion with the
Vice President of Academic Affairs, or his/her designee; or (for non-teach-
ing professional or classified staff employees) direct discussion with the
identified employee, discussion with the appropriate immediate supervisor,
discussion with the appropriate administrative level supervisor.

Assessing Grievances Phase:

1. The person receiving the report will have ten (10) working days to conduct
an administrative inquiry to determine if the grievance has merit. If , as the
result of the administrative inquiry, it is determined the person receiving the
report determines that the grievance does not appear to have merit, and the
student filing the grievance does not object, then the proceedings are termi-
nated. However, if the grieving student disagrees with the determination of
“no merit”, then, within 5 working days, the student may request, in writing,
that the President, or his/her designee, review the grievance and the informa-
tion gathered through the administrative inquiry. The President, or his/her
designee, will have five (5) working days to make a determination as to the
necessity to proceed further with the grievance process.

2. The person receiving the Student Grievance Form report will maintain a
record of facts related to the grievance and any administrative inquiry,
including, but not limited to: the name of the grieving student(s), a record
of the student(s) actions, a record of their own actions following the receipt
of the grievance, a list of the persons interviewed during the administrative
inquiry and the involvement of any administrative supervisory personnel, as
well as any non-campus resources accessed during the inquiry. This record is
to be considered private information, i.e., shared only with those people who
have an established need to know, and is to be maintained accurately.

Informal Resolution Phase:

1. If, after inquiry, the student’s grievance is deemed to have merit, the student(s),
the employee(s) and the person who received the Student Grievance Form
report will meet within 5 working days to determine potential informal reso-
lution alternatives.
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. If appropriate resolution alternatives are developed, they will be presented

to all principles involved within three (3) working days. After one alterna-
tive has been agreed upon by all involved parties, a notice of resolution
acceptance will be prepared by the appropriate administrative personnel and
signed by the grieving student and the College employee(s) involved. Final
agreement and implementation of the resolution will be documented by the
administrative supervisory personnel.

Formal Hearing Phase:

1.

If no informal resolution of the grievance is possible, the grieving student(s)
may make a formal written request within three (3) working days to the
person receiving the grievance that a formal hearing body be appointed by
a Vice President who has been minimally involved with the process up to
this point.

2. The appointed Vice President will institute a hearing body of at least five per-

sons. Two people will be chosen by the grieving student(s); two people will
be chosen by the identified employee(s) and one person will be chosen by the
appointed Vice President. All members of the hearing body must be currently
enrolled students and/or Casper College benefited employees. The appointed
Vice President will convene the hearing body within five (5) working days
and facilitate the selection of a body chair.

. The hearing body’s meetings will be conducted according to the following

guidelines:
a. Hearings will normally be conducted in private;

b. Admissions to the hearing shall be at the discretion of the hearing body
chair;
c. The board chair will remind all participants and information providers

that they are expected to present information in an accurate and truthful
manner.

d. The grieving student(s) and the identified employee(s) may be assisted by
any advisor they choose, provided they give prior notice and identity, of
the advisor’s presence and identity to the hearing board; however, both
parties are responsible for presenting their own case and the advisor(s)
are not permitted to speak of participate directly in the hearing body’s
meetings;

e. The grieving student(s) and identified employee(s) may present witnesses,
subject to the right of cross examination;

f. Members of the hearing body have the right to ask clarifying questions
of the grieving student(s), the identified employee(s) and witness about
presented information;

g. All procedural questions are subjected to final decision by the hearing
body chair;

h. After hearing and reviewing the pertinent information the members of
the hearing body shall develop a resolution for the grievance and the
resolution shall be adopted by three of the five appointed hearing body
members;
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1. The hearing body shall maintain a tape recording of its proceedings. No
record shall be maintained for resolution development and subsequent
vote for adoption. The tape recording of the proceedings shall be the
College’s. The grievant and/or the employee against whom the grievance
has been filled may request copies of the tape, at their own expense, to
be made by the College.

4. Once a resolution for the grievance has been adopted, the hearing body chair
will present the resolution to the parties involved. The grieving student(s)
and the identified employee(s) will have two (2) working days to accept or
reject the resolution proposal. Upon acceptance by both parties the matter
will be forwarded to the convening Vice President, who, after consultation
with the College’s legal counsel, will finalize the agreement.

5. If the grieving student(s) and/or identified employee(s) reject(s) the proposed
resolution, the rejection must be contained in a written and signed statement
which rejects the proposed resolution, describes the rationale for the rejec-
tion and requests a review by the President.

6. If a proposed resolution is rejected, a copy of the proposed resolution, the
written rejection statement, a copy of the transcript from the proceedings
and any other pertinent information received by the hearing body shall be
forwarded to the President or his/her designee. Within ten (10) working days
the President, or his/her designee, shall, after consultation with the College’s
legal counsel, submit a final resolution proposal which will be implemented
to ensure that the institution is in compliance with any legal and/or legisla-
tive mandates.
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STUDENT GOVERNMENT

CONSTITUTION OF THE STUDENTS OF CASPER
COLLEGE AND THE AFFILIATED INSTITUTIONS

We the Students of Casper College and affiliated institutions, seeking to provide
an effective organization which will coordinate student activities and advance
the welfare of all the students, and recognizing that such an organization is
necessary in building an institution of greater quality, do ordain and establish
this constitution.

Article I: Name, Purpose and Membership

Section A: The name of this organization shall be the “Associated Students
of Casper College and Affiliated Institutions”, here after referred to as the
“ASCC”.

Section B: The purpose of this organization shall be to serve as the agency to
recognize student organizations, coordinate student activities, and advance
the welfare of all students.

Section C: All credit generating students of Casper College and students of
Affiliated Institutions become members of the ASCC upon registration and
payment of per credit student fees to Casper College.

Section D: The governing powers of the ASCC shall be vested in the Student
Senate. The Student Senate is a representative body of the ASCC and will be
referred to as Student Senate.

Article II: Student Senate: Organizational Structure

Section A: The elected membership of the Student Senate shall be composed
of the following:

1. The President of the Student Senate (to be voted on by all Casper College
students)

2. The Vice President of the Student Senate (to be voted on by all Casper
College Students)

3. The Treasurer of the Student Senate (to be voted on by all Casper College
students)

4. The Secretary of the Student Senate (to be voted on by all Casper College
students)

5. The Chairperson of the Casper College Student Activities Board (to be
voted on by all Casper College students)

6. The Public Relations Coordinator of the Student Senate (to be voted on
by all Casper College Students)

7. Freshmen Class Representatives: A Freshman representative may not
have completed 30 or more semester credit hours. There shall be four
Freshmen Representatives (to be voted on by all full-time Casper College
freshmen students).

8. Sophomore Class Representatives: A Sophomore representative may not
have completed fewer than 30 semester credit hours nor more than 59

50



semester credit hours, and must not have been awarded an Associates
Degree from Casper College prior to the full semester in which they are
elected to serve. There shall be four Sophomore Representatives (to be
voted on by all full-time Casper College sophomore students).

9. Part-time Student Representative: There may be a part-time student
representative appointed by the Student Senate President and approved
by the Executive Council. The part-time student representative must be
currently enrolled in Casper College and/or an affiliated institution and is
exempt from Article III, Section A concerning semester credit hours.

Section B: Affiliated Institution Representatives

1. Campus Coordinators of Affiliated Institutions (those institutions which
require students to pay fees to Casper College) may submit a list of
nominees for Representation to the Executive Council, which will make
recommendations for final selection by the Student Senate.

2. An Affiliated Institution Representative may not have completed fewer
than 60 semester credit hours nor have received a bachelor’s degree from
any accredited institution. There may be a maximum of one representa-
tive from each affiliated institution.

Section C: The duties and powers of the Student Senate shall consist of the fol-
lowing when deemed appropriate.

1. To recommend administrative action on policies concerning the general
welfare of the ASCC.

2. To dispense funds to organizations recognized by the Student Senate.

3. To give official recognition to all student organizations without national
affiliation and to approve their constitutions on a yearly basis.

4. To forward recommendations of approval or disapproval of any national
organization seeking campus affiliation to the Dean of Students office.

5. To work in conjunction with the Student Activities Board to provide and
coordinate student activities.

6. To provide for an annual review of the Student Senate Constitution and
Bylaws.

Section D: The membership of the Student Senate shall have rights and respon-
sibilities as follows:

1. To have control over the petty cash fund. With a maximum of $50.
2. To have Administrative power over items that affect the ASCC.
3. To have the right to speak and to vote during meetings.
a. In the case of a tie vote, the President shall cast the deciding vote.
4. To have the sole right of impeachment of all Student Senate members.

Section E: The total membership of the Student Senate of the ASCC shall not
Exceed 22 members nor be less than 10 members.

Section F: All questions concerning the interpretation of the Constitution
& Bylaws shall be decided by a two-thirds majority vote of the Student
Senate.

Section G: The Executive Council
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1. The membership of the Executive Council shall consist of the following:
a. President of the Student Senate
b. Vice President of the Student Senate
c. Treasurer of the Student Senate
d. Secretary of the Student Senate
e. Chairperson of the Casper College Student Activities Board

2. The Executive Council has the right to meet and make decisions for the
Student Senate in those situations when immediate action is required, a
special meeting cannot be called, and/or it is at least two
weeks until the next regularly scheduled Student Senate meeting. The
Executive Council must inform the Student Senate of its action(s) at the
next regularly scheduled Student Senate meeting.

Section H: The ASCC Student Senate will have two College Staff Advisors.

1. The advisors will be the Vice President of Student Services and one other
advisor from the faculty or staff of Casper College.

2. The faculty or staff advisor will be elected by the Student Senate and will
have no limits on the number of terms s’he may serve.

3. The advisors will serve as consultants on college procedures, Student
Senate operations and other functions as requested by the Student
Senate.

Article III: Qualifications and Elections of Members of Student Senate

Section A: Any candidate for ASCC office must be in good standing with the
election board and the Dean of Students.

1. Student Senate members must have a cumulative GPA of 2.00 on a 4.0
scale and carry a full-time academic load (12 semester hours).

2. Student Senate members must adhere to the Casper College Conduct and
Judicial code. If a member is found responsible for violating the Casper
College Conduct and Judicial code standards and placed on disciplinary
probation, then the Executive Council must review the situation and
determine if the member may maintain their position (refer to the Bylaws
of the Student Government, Article VI, Section D).

Section B: All ballot applications for Student Senate offices shall be filed with
the Election Board for approval.

Section C: All elections for Student Senate offices shall be by written or elec-
tronic ballot.

Section D: Elections shall be set by majority vote of the Student Senate. The
Election Board shall give ASCC two weeks notice prior to the date of the
election.

Section E: With the exception of the Student Senate president, the Election
Board shall consist of the elected members of the Student Senate and one
Faculty or Administration sponsor. Said board shall organize the ASCC
Elections.

Section F: Elected officers and members, except Freshman Representatives,
shall be elected in the Spring Semesters.
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Section G: In the spring election, only students enrolled as freshman at that time
vote for sophomore representatives for the following year. Only students
enrolled as sophomores vote for junior representatives for the following
year. Only students enrolled as juniors vote for senior representatives for
the following year. All students except seniors enrolled at the time of the
election may vote for Executive Branch members. In the Fall election only
those students enrolled as Freshman at that time may vote for freshman
representatives.

Section H: In case of a tie, a run-off election shall be held between the tied
candidates one week after the general election.

Section I: Failure to comply with the provisions in this article constitutes auto-
matic disqualification from holding an elected office.

Article IV: Meetings of the Student Senate

Section A: Meetings of the Student Senate shall be held on a weekly basis. The
time and day shall be determined each spring semester by the newly elected
Student Senate members. Special meetings may be called if (a) decided by
three-quarters of the Student Senate, at a regular meeting, (b) decided by a
majority vote of the Executive Council. Official business may be conducted
when a quorum (half of the current Student Senate members plus one) is
present.

Section B: A notice of a special meeting must be served to each member by the
Secretary of the Student Senate 24 hours in advance of said meeting. Special
meetings may be held without notice at anytime the entire membership is
present.

Section C: Members of the Student Senate who are absent for six or more regu-
lar meetings per semester will be required to resign their position.

Section D: Procedure for all Student Senate meetings shall be set in the By
Laws of the ASCC. The “Revised Robert’s Rules of Order” shall be the final
authority in case of Parliamentary disputes.

ARTICLE V: Amendments to the ASCC Constitution

Section A: Amendments to the constitution may be adopted as amended by a
two-thirds majority of the votes cast by ballot at any election of the ASCC,
provided that notice of such an amendment was made public to the ASCC at
least two weeks prior to said election.

1. The Student Senate, by a two-thirds majority vote may initiate an amend-
ment to this constitution.

2. The Student Senate shall hold an annual review of the ASCC Constitution
and recommend any necessary changes.

3. All ASCC members may vote on amendments to this Constitution.

Revision Adopted: April 2005
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BY-LAWS OF STUDENT SENATE

ARTICLE I: Terms of Office
Section A: Terms of Elected Members of the Student Senate.

1. The terms of each Student Senate member shall commence at the last meet-
ing of the academic year after the general election in the spring.

2. Freshmen Class Representatives will be elected in the fall.

3. The term of each Student Senate member shall expire at the last meeting
of the academic year after the general election in the spring.

Section B: Simultaneous Terms Office

1. Student Senate Executive Officer may not hold an executive office in any
ASCC recognized student organization.

Section C: Terms of Non-Elected Student Senate Members

1. Non-elected Student Senate members will serve the same term as elected
members.

Article II: Duties and Powers of the Executive Officers
of the Student Senate

Section A: Office of the President
1. To carry-out the policies of the Student Senate.
2. To make recommendations to the Senate regarding the ASCC budget.
3. To be the official representative of the ASCC at all times.

4. To present items of student concern to the Student Senate and to recom-
mend action.

5. To nominate students to fill existing vacancies in the Student Senate in the
event of resignation or ineligibility.

6. To officiate at all meetings of the ASCC President’s Council.

7. To prepare and publish an agenda for each meeting in conjunction with
Student Senate Secretary.

8. May appoint a member of the Student Senate/student body to act as
Parliamentarian, who is a non-voting member of the Student Senate, but
may serve as a voting member of any Student Senate committee.

9. The ASCC President shall preside at all meetings of the ASCC Student
Senate and/or shall appoint chairs to
preside at the meetings; shall have speaking privileges; and is entitled to
a vote in cases of tie situations, except for veto overrides.

10. To keep informed of the progress of all committees that are under the
jurisdiction of the Constitution of the Student Senate.

11. To form any ad hoc or standing committees that the President deems
necessary and to appoint a chairperson and members.

12. To draft a projected budget for the current year by the second regular
meeting of the fall semester.
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Section B: Office of the Vice President of the Student Senate.

1. To succeed to the office of President of the Student Senate if the latter
becomes ineligible.

2. To carry out the policies of the Student Senate.
3. To present items of concern to the Senate and recommend action.

4. To keep informed of the progress of committee that are under the jurisdic-
tion of the Constitution of the ASCC.

5. To serve as Vice President on the ASCC President’s Council.

6. The Vice President shall have the power to transact the duties of the
President, should the President be absent.

7. Shall be ex-officio member of all committees.
Section C: Office of the Secretary

1. To keep and preserve an accurate record of all proceedings of all Student
Senate meetings and to maintain the files.

\9)

. To compile and preserve an accurate record of all legislation and/or
resolutions passed by the Student Senate.

W

. To serve as Secretary during the meetings of the ASCC Presidents’ Council.

4. To prepare all internal correspondence for the ASCC and the ASCC
Student Senate.

5. To carry out the policies of the Student Senate.
6. To present items of student concern to the Senate and to recommend action.

7. To work in conjunction with the ASCC President to prepare and publish
an agenda for each meeting of the Student Senate.

8. To inform other members of the Student Senate of special meetings when
necessary at least 24 hours in advance of said meeting.

Nel

. To maintain a current list of all recognized student organizations on the
Casper College Campus.

a. The Secretary shall notify the ASCC President when a voting member
of the Senate is a member of an organization that is requesting Student
Senate funds before said vote so as to comply with the conflict of
interest clause, as defined in Article V Section D of the By-laws.

Section D: Office of the Treasurer
1. To chair the Finance (Budget) Committee.

2. To keep record of all receipts, appropriation, and expenditures of the
Student Senate.

. To carry out the policies of the Student Senate.
. To present items of student concern to the Senate and recommend action.

. To serve on the ASCC Presidents’ Council.

AN L bW

. To investigate all budget requests submitted to the Student Senate and to
verify that they comply with the rules and regulations regarding the
disbursement of student funds.

7. To assist the President with developing the Student Senate budget.
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Section E: Student Activities Board Chairperson
1. To represent the interests of the Student Activities Board.
2. To carry out the policies of the Student Senate.
3. To present items of student concern to the Senate and to recommend action.
4. To give a report of Student Activities Board functions at the Senate meetings.
5. To serve on the ASCC Presidents’ Council.

Section F: Public Relations Coordinator
1. To chair the Public Relations Committee.
2. To present items of student concern to the Senate and to recommend action.
3. To become the official external spokesman for the Senate.

4. To strive to inform the people of the campus community of business of
the Senate.

5. To prepare all public correspondence on behalf of the Senate.
6. To carry out the policies of the Senate.

7. To maintain a historical record of the Senate activities on a yearly basis.

Article III: Student Senate
Section A: Responsibilities of Student Senate members:
1. To represent the interests of the student members of the ASCC.
2. To carry out the policies of the Student Senate.
3. To present items of Student concerns to the Senate and to recommend action.
4. To have the power to exercise a vote in all Senate and Committee meetings.
5. Each individual representative shall serve on at least one committee of ASCC.
Section B: Membership vacancies

1. Should the ASCC President resign, withdraw from Casper College or an
Affiliated Institution, or otherwise become ineligible according to the
prerequisites listed in the Constitution, the position shall be filled by the
Vice President.

2. Should the ASCC President and Vice President resign, withdraw from
Casper College or an Affiliated Institution, or otherwise become ineli-
gible, according to the prerequisites listed in the Constitution, a special
election shall be called to fill the vacancies. During the interim the
remaining Executive Officers shall select one of their members to pre-
side.

3. Should any other member of the Student Senate, with the exception of
the President, resign, withdraw from Casper College or an Affiliated
Institution, or otherwise become ineligible their position shall be filled
by appointment by the President with a two-thirds majority approval of
the Senate.

a. Except for the Student Activities Board Chairperson who will be
appointed by that organization with the majority approval of the
Student Senate.
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Article IV: ASCC Student Senate Finances

Section A: No funding will be granted until the Student Senate has established
its projected budget and budget request guidelines for the current academic
year.

Section B: No funding will be granted until:
1. Student Senate has received its current semester student fee allocation or
2. Student Senate has sufficient funds on hand to fund the request(s) or

3. Until the Freshmen Representatives have been elected so that the whole
Student Senate will be acting upon the fund request(s).

Section C: Funding for Student Organizations

1. No newly formed student organization can receive approval of funding
requests until four weeks after they have been initially recognized.

2. Student organizations that were recognized during the previous academic year
will not be granted fund requests until they have submitted a current constitu-
tion, list of officers, and the name of the current employee sponsor.

3. Student Organizations recognized the previous academic year will not be
subject to the four week waiting period provided that they have met all
recognized organization criteria for the current semester.

Section D: An itemized request form shall be completed and presented to the
budget committee when a recognized organization is requesting appropria-
tions, at least two weeks prior to the date that the funds are needed.

1. The request form shall be developed by the Student Senate Treasurer and
approved by a majority vote of the Student Senate.

2. Budget Request forms must be completed in their entirety before being
submitted to the Budget Committee for consideration.

3. An organizational representative, who is not a Student Senate member,
must be present at the meeting of the Student Senate when their organi-
zation’s request for funds is referred to the Budget committee.

4. When the request is presented to the Senate, an organizational representa-
tive must also be present at that meeting.

5. To receive budget appropriations, an organization must have a current
constitution, list of officers filed with the Student Senate, and an account
in the Accounting and Financial Management Office.

6. A detailed account of all expenditures and a written evaluation of how the
appropriation was spent must be submitted to the Student Senate within two
weeks following the activity for which the funds were made available.

a. Failure to comply with the above subsection will automatically dis-
qualify said organization from receiving any more funds for that
academic year.

Section E: Requests for funding will also be considered from the following

1. Institutional Entities which may include but are not limited to:
Departmentally Sponsored Activities, College Sponsored Organizations
that are supported from a current college budget, and Ad Hoc College
Sponsored Organizations.

57



2. Community Entities which may include but are not limited to: Charitable
Organizations and Civic Organizations/Causes in support of the Mission
Statement of Casper College.

3. At least one month prior to the date of the even for which funds are being
requested the organization should provide a grant proposal to the Student
Senate to include:

a. Purpose of the event

b. Request for Student Senate Funds

c. Other resources available to the entity
d. A budget for the entire event

4. All grant proposals from the above noted entities must be submitted to
the Budget Committee for review and recommendation to the Student
Senate.

5. At least two-thirds of a quorum (refer to Article IV, Section A of the ASCC
Constitution) must vote to approve these grant proposals.

Section F: The Student Senate reserves the right to withhold payment of any
requests presented to it when those requests are deemed inappropriate.

Section G: Conflict of Interest Clause

1. An Student Senate member, who is a member of a recognized student
organization that is requesting any form of funding by the Student Senate
shall abstain from voting on said action, due to a conflict of interest. The
Student Senate Secretary shall register the vote of abstention in the offi-
cial minutes of that meeting.

Article V: Standing Committees
Section A: The Budget Committee:
1. Shall be chaired by the Student Senate Treasurer.

2. Shall recommend to the Student Senate the awarding of appropriate funds
to recognized organizations and other entities requesting funds.

3. Shall develop budget guidelines for entities requesting funds which will
then be sent to the Student Senate for approval.

Section B: The Campus Enhancement Committee: Shall recommend to The
Student Senate ways in which to improve the physical environment on the
Casper College Campus.

Section C: The Elections Board:

1. Location(s) and time of the election shall be left to the discretion of the
Elections Board in accordance with the ASCC Constitution.

2. Shall be responsible for the preparation, conduct, and evaluation of
Student Senate elections which may include:

a. Solicitation of candidates

b. Election publicity

c. Election campaign guidelines
d. Ballot application forms

e. Poll-sitter training
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f. Election challenge guidelines

g. Vote tabulation

h. Distribution of election results
Section D: The Constitution Committee:

1. Shall recommend to the Student Senate on the acceptance or denial of a
student organization’s constitution and also recommend to the Student
Senate on the acceptance or denial of a National
Association requesting affiliation on campus (For National Associations
refer to Article II, Section B (4) of the ASCC Constitution).

2. Shall review and recommend to the Student Senate any changes that are
needed in the ASCC Constitution or The By-laws on an annual basis.

Section E: The Public Relations Committee:
1. Shall be chaired by the Public Relations Coordinator.
2. Handle all publicity needs of the Senate.
3. Collaborate with college publications, the College Publications Board, and
the College Relations Office.
Article VI: Executive Council Duties, Rights, Responsibilities, and Powers

Section A: Shall implement all actions passed by the Student Senate and inter-
pret said motions.

Section B: Shall make payments of any Student Senate bills and or other
expenses that it deems necessary.

1. The vote required to allot said funds is a simple majority.

Section C: Shall investigate any items that will affect student welfare and rec-
ommend any necessary action to the appropriate organization.

Section D: Impeachment Trials for all Student Senate Officials.

1. Articles of impeachment can be brought against any member of the Student
Senate by any other member of the Student Senate with just cause.

2. The Executive Council shall adjudicate said issue.

3. The required vote to impeach a member must be a two-thirds majority in
favor of impeachment.

4. If the articles of impeachment are brought against or by a member of the

Executive Council then that person shall
lose their right to vote and to speak unless they are called upon to speak
by members of the Executive Council.

5. If the above subsection is enacted then the Senate shall appoint someone
to act in their place.

Article VII: Recognition of Student Organizations

Section A: To become an active recognized student organization the most recent
copy of the organization’s constitution, a list of the current officers, and the
name of the current employee sponsor must be submitted to the Senate.
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Section B: Benefits of being a recognized organization may include the ability
to:

1. Reserve campus facilities free of charge
2. Conduct fundraising activities on campus
3. Request use of campus vehicles

4. Sponsor/cosponsor activities/special events on campus in coordination
with the Student Activities Board

5. Although a recognized organization is required to send a representative to
an ASCC Student Senate meeting once per semester, it is recommended
that organizations have a representative present at least one meeting per
month

6. Request assistance (e.g. financial assistance, publicity, coordination, etc.)
from the Student Senate

Section C: Communication Requirement

1. Recognized student organizations are required to provide feedback on
their activities to the ASCC Student Senate on a periodic basis as defined
by the existing Student Senate.

2. No recognized student organization is eligible to submit a request for
Student Senate funding if acceptable feedback has not been provided
to the Student Senate. The level of “acceptable feedback” is left to the
discretion of the current Student Senate to define.

Article VIII: Amendments to By-laws

Section A: Any Student Senator may propose amendments to the By-laws. All
the proposals are then referred to the Constitution Committee for review and
recommendation.

Section B: Amendments to the By-laws may be adopted as amended by a two-
thirds majority of the vote of the full Student Senate.

Section C: No By-law amendment shall take effect until the start of the semester
following its adoption and publication in an official copy of the By-laws.

Revision Adopted: April 2005
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SECURITY REPORTS

ANNUAL CAMPUS SECURITY REPORT
Revised May 2008

In accordance with Federal Law PL 101-542 Title 1I, Crime Awareness and
Campus Security Act, as amended, the following information is made available
to students, employees, and applicants.

Mission Statement

The mission of the Casper College Campus Security Department is: to provide
a reasonable level of safety for College employees, students, and guests, to pro-
vide a reasonable level of security for College property and facilities, to provide
trained security officers to enforce Casper College rules and regulations, and to
make reports/referrals to appropriate law enforcement and emergency response
agencies in the area.

Policies, Procedures and Practices

The Security Department’s standard operating practices manual is available for
review in the Director of Security’s office (CE 124). Material covered in this
departmental manual address discipline within the department, officer appear-
ance and general conduct, use of departmental equipment, interactions with
law enforcement agencies, report writing practices, and practices for respond-
ing to incidents of alleged sexual assault.

Personnel Classifications

Director of Security: The head of the Campus Security Department is trained in
law enforcement/security operations; is responsible for departmental leadership
with respect to role definition on campus, officer selection and training pro-
grams, development of liaison with area law enforcement/security organizations
and intra-campus collaboration; makes recommendations about the College’s
safety and security needs.

Security Officer: These are the personnel who are responsible for maintaining
the order on campus and providing security for College personnel, facilities and
property. Their training includes, but is not limited to, departmental practices,
college policies, the campus conduct codes, interpersonal communication tech-
niques, crisis intervention and stress management skills, first aid, report writing,
use of departmental equipment, patrol and building security check procedures
and conflict management.

Emergencies and Crime Reporting

It is the campus community’s obligation and duty to report all emergencies and
crimes that occur on the Casper College campus. This can be done by calling
Campus Security (268-2688) , the Student Services Office (268-2201), or the
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community emergency line (9-911). The agency receiving your call will respond
and/or forward your notification to the appropriate agencies on a case-by-case
basis. This action will be taken to expedite contact between you, the Campus
Security, the personnel involved in the emergency and local law enforcement or
emergency response agencies.

Institution’s Response

Routinely, a responding Security Officer will complete a Campus Security
Report form. When circumstances dictate, the reporting person will be directed
as to further steps regarding the incident. With a more serious incident, the offi-
cer will stabilize the scene; call for medical help if needed; collect information;
call appropriate agencies for law enforcement help in apprehending a perpetrator
or investigating a crime, and call the appropriate College officials. The Director
of Campus Security will review all departmental reports. An assessment will
be made to determine if individuals involved will need follow-up assistance.
Completed departmental reports will be forwarded to the Vice President for
Student Services who, in conjunction with appropriate college personnel, will
determine if any additional follow-up and/or disciplinary actions need to be
taken by the College or local law enforcement agencies.

Campus Facilities: Access & Securtiy

General Campus Facilities: The Casper College Security Department patrols
campus facilities 24 hours daily, 7 days per week. Access to facilities by the
public is limited to days when classes are in session, except when special
arrangements are made with the Campus Facilities Office. Generally, campus
facilities will be unlocked at 6:00 a.m. or prior to the start of a special function
and will be locked by the Campus Security by 11:00 p.m. or the time specified
on the reservation slip.

The Campus Security Officer (s) on duty when the buildings are not open to the
public, i.e., all night shifts and weekend shifts will inspect all facilities. Building
inspections include doors, windows, lighting, etc. Keys for campus facilities are
issued through the Physical Plant to authorized personnel.

Housing: Campus Security Officers are responsible for the continued monitor-
ing of the campus housing facilities and their adjacent parking lots. A portion
of each Security Officer’s duty shift time will be spent in the housing areas
(Wheeler Terrace, Civic Apartments, and Thorson Apartments as well as the
residence halls). Residence hall hours and times of operation are specified in the
residence hall contract and terms and conditions materials.

Access to campus housing facilities will typically be made through Casper
College Housing Office personnel. Campus Security Officers will allow access
to housing facilities only in accordance with the directions of housing office
personnel.
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Enforcement Authority

The Campus Security Officers have the dual tasks of monitoring and enforcing
college rules and regulations as well as creating a supportive service environ-
ment for students, campus employees, and visitors. The Campus Security
Officers are not sworn peace officers and cannot enforce city, state or federal
laws. They have a responsibility to observe and report violations of law to the
appropriate law enforcement agencies and complete the necessary documenta-
tion in accordance with departmental practices.

Relationship with Local Law Enforcement Agencies

The Campus Security Department maintains a working interaction with the
county sheriff’s office, local police departments, and local highway patrol units.
This is intended to facilitate inter-agency cooperation in the areas of investi-
gation, enforcement, and other matters as may be appropriate. The Campus
Security Department maintains contact with the local law enforcement dispatch
center to allow for inter-agency communication by individual officers. Finally,
the Department obtains vehicle license and registration information from the
Natrona County Treasurers’ Office to assist with the College’s vehicle registra-
tion program.

Drug, Alcohol, Sexual Assault, Crime prevention and
Safety Education Programs

The Campus Security Department regularly makes presentations on and distrib-
utes materials on campus security issues and crime prevention. Residence hall
student assistants receive training on safety/security issues, sexual assault and
sexual harassment policies, first aid guidelines, and information about Campus
Security Department operations through a special orientation preceding fall
semester. Additional programming in these areas is offered through the various
associate degree programs; the Security Department and various student organi-
zations passive education (posters, fliers, brochures, etc.) literature; lectures and
seminars through the Counseling and Student Development Center, Housing
Office, Student Senate, Student Activities Board, campus committees, Student
Health Service and various administrative offices on campus; multi-media pre-
sentations through the Counseling and Student Development Center and campus
media services, and student internships with campus and local health and law
enforcement agencies. New student orientation and the college studies course
(HMDV 1000) typically contain information on drug, alcohol, sexual assault and
campus security/safety topic areas.

Reports and Statistics

The Campus Security Department makes daily reports to the Vice President for
Student Services of incidents/offenses that have occurred during the preceding
day. A cumulative incident log form is posted in the Campus Security Office and
the Student Services Office. The Department, in conjunction with various offices
in Student Services and the Casper Police Department, maintains crime statis-
tics as required by the Federal Law PL 101-542 Title II, Crime Awareness and
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Campus Security Act, as amended. Categorical summaries of Campus Security
departmental reports are also included with these statistics. Departmental reports
are maintained for the five most recent years.

A summary record of on-campus arrests for liquor law, drug law, and weapons
possession violations is maintained by the Campus Security Department.

Off Campus Facilities

Any criminal activity at any off campus function is dealt with by local law
enforcement agency(ies), with a report to be maintained by Campus Security
when the responding agency notifies the Campus Security Department. Any
report and/or investigation is initiated and handled by local authority(ies)/
agency(ies). Under certain circumstances campus disciplinary action may be
taken in accordance with the campus conduct and disciplinary code

Possesion, Use, and Sale of Alcoholic Beverages, Illegal Drugs, & Weapons

Campus Security may report any persons, regardless of age, in accordance
with College policies governing alcohol, illegal drugs and weapons. When the
situation warrants, the Security Officer(s) will request the assistance of local
law enforcement agencies to enforce all federal, state and local laws governing
the use and sale of alcoholic beverages, illegal drugs and weapons.

Campus judicial procedures and sanctions for drug and alcohol violations are
outlined in the Drug Free Campus Statement and the Student Conduct and
Judicial Code. Proceeding with the campus judicial process does not preclude
additional prosecution through criminal and/or civil court systems.
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Campus Incident Reports

Incident 2005 2006 2007
Alcohol Incidents 30 30 33
Assaults 4 2 1

Bomb Threat

o
o

O Nel
(o)}
w

Burglary or Attempt

N
w
puity
N
w

Computer Misuse

Disturbance

O
~N
—_

wn
N

Domestic Incidents

Drug Incidents

w
w
[«3) L RN

Indecent Exposure 0 0

False Fire Alarms 21 149*

Fight 0 1 3
Fire Alarms 21 149 268
Fires 3 1 0
Firearms Violations 1 1 1
Harassment 3 1 2
Grand Larceny 3 3 5
Petty Larceny 24 17 25
Medical Assists 26 33 29
Obscene Phone Calls 2 0 0
Peeping Tom (0] 0 0
Prank Calls 0 1 0
Property Damage 12 19 40
Suspicious Activity 42 1 1
Traffic Accidents 33 28 27
Traffic Complaint 5 2 4
Vandalism 9 6 5
Other 32 31 16

* Same as “Fire Alarms” category
to be dropped next year
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CASPER COLLEGE
STUDENT GRIEVANCE FILING FORM

Your Name
Your Local Address

Phone Number(s)

Home Work

Nature or your grievance
Please describe in specific detail what has caused you to grieve the employee
Include dates and times of the alleged events in the statement
Use additional pages if necessary

If others are affected by this grievance, please list their names and any contact
information you may know

Please identify the employee(s) you wish to grieve

Identify any persons who witnessed the action(s) resulting in this grievance

Describe what an acceptable resolution would be for you

Signature of person filing this Student Grievance Form Date
Signature of person receiving this form Date
Reviewed May 2007
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CASPER COLLEGE
DISCIPLINARY HEARING APPEALS REQUEST FORM

Submitted / /

Date

Your Name

Your Local Address

Phone Number

Home Work
Basis for appeal:
_ Article IV, Section D, Paragraph 2 (a)
_____Article IV, Section D, Paragraph 2 (b)
_ Article IV, Section D, Paragraph 2 (c)
_ Article IV, Section D, Paragraph 2 (d)

Attach any necessary supporting documentation

Signature of person initiating the appeal

Signature of person receiving this form

Date & Time form received

73



