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You have chosen one of the greatest colleges in the nation. We are the best
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WalletHub
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You are going to do GREAT!

Thank you for choosing to join our college. We are confident you will have
a successful time with us and we encourage you to take advantage of
everything we have to offer.
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REGISTRATION AND PAYMENT

REGISTRATION

To register online at lakeshore.edu, students should first go to the Current Students Hub
and click "MYLAKESHORE" to log in using their User ID and password. Once logged in, select
the MyLTC tile to access the registration tools. From there, students can choose classes and
complete the registration process. Alternatively, registration is also available in person at
the Student Affairs Welcome Center.

Students will need to complete the following steps to register for classes:

1. Identify the Necessary Classes
If a program student wishes to review the recommended sequence of courses along
with prerequisites and corequisites, they should consult the program information
sheet. To determine if a desired class has a co/prerequisite, they can visit one of the
following resources on the lakeshore.edu website.
a. Searchable class listing
b. Course descriptions on the program information sheets

c. MyLTC Shopping Cart

For assistance in choosing classes, speak with an Academic Counselor. To meet with
an Academic Counselor, please call 920.693.1366 or schedule an appointment online
through Navigate.

2. Find Class Information
To obtain essential information about each course to register for, students should
collect the following details:
a. ClassTitle
b. Class Number or Catalog Number

This information can be conveniently acquired through the online Find a Class search
feature, or on the Lakeshore website.

3. Register for Courses
Confirm the registration dates in MyLTC. Military service members will receive
priority registration in accordance with federal law. There are two easy options
to register for Lakeshore class(es):

a. Online Registration (Preferred)
1. Log in to MyLTC using the student ID number and password

provided. Online registration access is available 24/7.
1. Forgotthe password? Reset it at MyLTC.
2. The Chrome browser is recommended for online registration.

b. For additional information about MyLTC use the drop down to find the
informational brochure at https://lakeshore.edu/experience-lakeshore/academic-

resources/technologyln-Person
1. Hours: 7:30 am to 5:30 pm Monday-Thursday; 7:30 am to 3:30 pm Friday.




2.The Student Affairs Welcome Center is located on the lower level
of the Cedar Building.

3.For directions to Lakeshore, visit https://lakeshore.edu/about.

4. Pay Tuition
See Pay Tuition section in this handbook.

5. Print the Schedule
Find instructions on how to print the schedule from within MyLTC or
MYLAKESHORE at lakeshore.edu/how-to-apply/already-a-student- class/print.

6. Purchase Books
The Lakeshore Online Bookstore (eCampus) can be accessed via Lakeshore Online

Bookstore tile in MYLAKESHORE

CLASS ADDITIONS, TRANSFERS, & DROPS

Students may add, transfer, or drop classes either through their MyLTC account or in person
at the Student Affairs Welcome Center.

Adding Classes:
Students may add a class seven (7) days after the class starts. After (7) days, division approval
isrequired to register.

Dropping Classes:

Students may drop a class at any time before the last day of class. Students who drop a class
may be eligible for a refund according to the WTCS Refund Policy. Students are unable to
drop courses by telephone or email. Students who withdraw from a class at the time when
more than 60 percent of the class hours have elapsed will receive a grade of WF. Prior to
that time, the student will receive a grade of W.

Note: Students are advised to contact their Academic Counselor prior to dropping to
discuss potential impact on financial aid, refunds, and other educational impacts.

No Show Drops: students who are enrolled and do not start participation within the first
two weeks of the class start date may be administratively dropped from their class(es) due
to no show.

Students are responsible for officially dropping classes or withdrawing from campus for
the term. Stopping attendance in class does not constitute dropping a class or
withdrawing from a term. Lakeshore will only drop students from courses if the student
initiates a drop as described above or for no show participation. Class fee refunds are
issued in accordance with guidelines established by the Wisconsin Technical College
System. The refund amount received is based on a few factors, including when the drop
occurred and how much class meeting time has elapsed.



FEES

The fee structure is established and approved through the Wisconsin Technical College
System Administration and Board. Payment of fees is required to complete the admission
and pre-registration process. Please refer to the online fee schedule for current pricing.

e Program Fee: a program fee will be charged for all credit classes. Vocational
apprenticeship classes will be charged for each credit equivalent. The program fee
covers registration, class, and lab fees.

e Supplemental Fee: a supplemental fee is charged to part- and full-time students
taking credit classes. These monies help support graduation, student employment
service, Student Leadership Board, clubs, student leadership and development
activities, and student cultural and social events. Adult Education/English Language
instruction and 38.14 contracts are exempt from paying the supplemental fee.

e Material Fee: a material fee is charged for various materials used in a given course.

e Test Outs Fee: a student may attempt to test out of certain classes by taking an
examination. The cost is $50 per test out. The College Level Examination Program
(CLEP) total cost is $120.

Accuplacer Fee: Apprentice students required to take the Accuplacer will be charged
$25.

Background Information Disclosure Fees: This is required for students involved in
identified programs. The cost is $48.

Health Portal Fee: This fee is required for many healthcare and public safety programs
to track student immunizations and other healthcare statuses for clinical rotations.
The fee is typically $25.

e Drug Testing Fee: This fee applies to healthcare and public safety program students
who are participating in clinical rotations at a site that requires this test. The fee is
typically $45.

e Lakeshore Transcript Requests Fees: Official transcripts are $15 per transcript and
must be requested online. Unofficial transcripts have no fee and may be printed via
MyLTC.

e GED/HSED Transcript Requests: GED/HSED transcripts and credentials must be
requested from the State of Wisconsin Department of Public Instruction (official
bearer of the record); contact the department at 800.768.8886 or
dpi.wi.gov/ged/transcripts.

Accuplacer Test Result Transcript Requests Fee (for use at other colleges): A $10 fee
is charged for transcript requests made in writing, in person, by mail, email or fax.
Contact Testing Services at 920.693.1184 or testing@lakeshore.edu. Transcripts are
mailed within 48 hours. Accuplacer test results cannot be printed from MyLTC.

e Accident insurance is $4.50 per student/per term that is added to the student’s

account.

e Diploma reprint fee is $15.

e International Student Admission Processing fee is $100.

e Additional fees may apply.

FINANCIAL AID

Financial Aid services are in the Cedar Building at the Cleveland Campus. Financial Aid staff
are available to help students apply for financial aid and complete other financial aid
requirements. Lakeshore offers Title IV federal and state financial aid which includes grants,
loans, and work-study jobs, along with Veteran benefits to students who qualify. Students
wishing to receive financial aid must complete a Free Application for Federal Student Aid
(FAFSA) each academic year and complete additional Lakeshore Financial Aid forms and



provide documentation, as necessary. “The definition of an academic year for purposes of
distributing financial aid funds is 30 weeks of instruction and 24 semester credit hours. The
academic year consists of a fall term and a spring term. An 8-week summer term is also
available.”

Book Charges

Book charges to purchase required books and supplies are available to students with
pending financial aid in excess of tuition and fees for the semester. Book charges are only
valid at the Lakeshore Online Bookstore. Students are not required to purchase books and
supplies at the Lakeshore Online Bookstore and are not required to exercise the option to
utilize the book charge process. Book charges are typically capped at $900 with special
considerations occurring through the Lakeshore Financial Aid Office. Book charges are
available 3 weeks prior to the start of the term through the 10" week of the term.

Disbursement

Funds are paid 3 weeks into the academic semester for fall and spring, after July 1 for
summer semester, and weekly thereafter. A student must have begun participation in at
least one of their scheduled classes for financial aid to be paid. When financial aid is paid, it
is applied to their student account to pay for any existing charges. Any excess is released as
a refund via a paper check or direct deposit as directed by the student.

Eligibility

Generally, a student must meet the following eligibility criteria to receive financial aid: be
admitted to an eligible degree-seeking program at Lakeshore; be a citizen, permanent
resident of the United States, or other eligible non-citizen as detailed at fafsa.gov; have a
FAFSA with a successful citizenship match (by the Social Security Administration for U.S.
citizens or the United States Citizenship and Immigration Services in the Department of
Homeland Security for eligible non-citizens); maintain Satisfactory Academic Progress (SAP)
according to the SAP policy; be in compliance with Selective Service Registration, for state
aid only; have a high school diploma, HSED, or GED; be enrolled at least half-time for federal
and state funded financial aid programs (those less than half-time may only be eligible for
the Federal Pell grant); fill out all required documents to complete a financial aid file; only
take coursework necessary for the program being pursued; participate in coursework; and
complete any necessary applicable loan requirements.

Enrollment Level for Financial Aid

Students taking 12 or more credits are considered full-time; 9-11 credits are considered
hree-quarter time; 6-8 credits are considered halftime; and 1-5 credits are considered less
than halftime. Students may need to complete 16 to 18 credits each semester to graduate
on time.

Types of Financial Aid

Need-based awards offered include: Federal Pell Grant; Federal Supplemental Education
Opportunity Grant (SEOG); Direct Subsidized Student Loan; Federal Work Study; Wisconsin
Grant; Talent Incentive Program Grant (TIP); Fund for Wisconsin Scholars; Bureau of Indian
Affairs Grant; Wisconsin Indian Assistance Grant.

Non-need-based awards offered include: Direct Unsubsidized Student Loan; Additional
Unsubsidized Student Loan; Parent Plus Loan; Nursing Loans; Wisconsin Technical



Excellence Scholarship; Wisconsin Covenant Grant; Wisconsin Foundation Grant; and
Wisconsin Academic Excellence Scholarship.

Satisfactory Academic Progress (SAP)

The U.S. Department of Education requires financial aid recipients to maintain satisfactory
academic progress (SAP). SAP measures both qualitative (grade point average process) and
guantitative (pace and number of credits earned). All attempted undergraduate credits,
including repeated courses, withdrawals, and incomplete courses will be calculated in a
student’s SAP, regardless of whether financial aid has been received for these courses.

e Satisfactory Academic Progress will be calculated at the end of each academic
semester. Students are expected to receive a cumulative grade point average (GPA) of
at least 2.0 and complete at least 66.67% of their cumulative credits attempted to
remain in good standing.

e Pace Measure is based on the cumulative number of program credits attempted, not
to exceed 150 percent of credits required in the student’s program. Students in excess
of 150 percent may appeal and develop a maximum timeframe plan to continue
financial aid eligibility.

e Qualitative Measure is based on a student’s cumulative grade point average (GPA).
Students must maintain a cumulative GPA of 2.0 to remain in good standing.

e Quantitative Measure is based on the cumulative satisfactory completion of
cumulative attempted credits. Students must maintain a cumulative satisfactory
percentage of completion of 66.67% or higher to remain in good standing.

e Financial Aid Warning is when a student fails to meet either the qualitative or
quantitative measure, or both. The student is still eligible to receive financial aid while
on warning.

e Financial Aid Suspension is when a student fails to meet either the qualitative or
quantitative measure after the warning period. The student is no longer eligible to
receive financial aid.

e Appealing Financial Aid Suspension is when the student appeals to have financial aid
reinstated due to extenuating circumstances. Extenuating circumstances must be
outside of the student’s control, have documentation, and be explained in the Financial
Aid Appeal Form. All SAP appeals, supporting documentation and any academic plans
must be submitted to the Financial Aid Office by the last date of the current academic
year term. Failure to do so will result in students being ineligible for financial aid for
the term.

e Financial Aid Probation is when the student has an approved appeal. This allows the
student to receive another semester of financial aid.

e Financial Aid Academic Plan is when the student has an approved academic plan. This
allows the student to continue to receive financial aid as long as the academic plan
requirements are followed. Students must meet cumulative satisfactory academic
progress by term (versus cumulative) to remain in good standing. A full description of
the SAP policy can be found at lakeshore.edu/financial-aid/eligibility/satisfactory-
academic-progress.

Withdrawal

If a student receiving financial aid withdraws from all classes in a semester, the Financial
Aid Office is required to calculate any potential Return of Title IV funds (R2T4) to the
Department of Education. A student must complete 60% of a semester to avoid a R2T4. If
any financial aid is determined to be owed, the student will receive an email detailing the



amounts and instructions on how to make payments. In addition, a hold will be placed on
your account preventing future registration until the repayment balance is paid.

SCHOLARSHIPS

The Lakeshore College Foundation awards scholarships to help students cover the cost of
tuition, fees, and books. Scholarship opportunities vary, and selection criteria may include
financial need, academic achievement, program of study, community involvement, and
other donor-specified considerations.

Foundation scholarships are made possible through generous charitable contributions from
local foundations, businesses, alumni, and Lakeshore College employees who want to invest
in education and student affairs.

How to Apply

Scholarship applications and detailed information are available through MYLAKESHORE.
Enrolled students can access scholarships by logging into MYLAKESHORE, selecting the
AwardSpring icon, and signing in using their Lakeshore username and password. A single
application automatically matches students with all scholarships for which they are eligible.

The Foundation typically offers two scholarship application cycles each year:
e Spring application cycle for scholarships awarded for the fall semester
e Fall application cycle for scholarships awarded for the spring semester

Scholarships are available to new and returning Lakeshore students, including adult learners
and eligible high school students. Awards support students from a wide range of academic
programs and backgrounds.

In addition to Lakeshore College Foundation scholarships, external scholarship
opportunities are also available through local organizations, unions, and community
groups in the Sheboygan and Manitowoc area.

For questions or assistance, contact the Foundation team at foundation@lakeshore.edu.

STUDENT EMPLOYMENT

Lakeshore College provides students with a variety of employment opportunities to help
manage educational costs, gain valuable work experience, and explore career interests.
These opportunities include both Federal Work-Study Program and Student Help positions.

The Federal Work Study Program is a need-based financial aid initiative that allows students
to work part-time, earning funds to help cover their college expenses. On-campus positions
are available on a first-come, first-served basis.

For students who don’t qualify for Federal Work Study, Lakeshore offers Student Help
positions. These provide students with the chance to earn income while gaining relevant
experience in their academic fields.

Both on-campus roles offer semi-monthly pay, require students to be enrolled in at least 6
credits, and maintain average grades while employed.



All available positions can be found on Lakeshore College’s career page in both English and
Spanish. If you’re interested in either Federal Work Study or Student Help roles, please
submit an application. For any questions or assistance, please reach out to the Human
Resources department at humanresources@lakeshore.edu or call 920-693-1158.

FINANCIAL COACHING

Lakeshore partners with community organizations to provide free financial coaching to
students. Coaching sessions assist students with developing customized spending plans and
specific financial goals. Students may schedule a coaching session by emailing
financial.coach@lakeshore.edu.

PAY TUITION

Lakeshore payment methods include cash, check, money order, credit card (Visa or
MasterCard), a completed Financial Aid Award, a third-party authorization, and the
Lakeshore payment plan. Refer to MyLTC for detailed payment plan options and dates.

Students anticipating expenses to be paid by an agency such as the Workforce Innovation
and Opportunity Act (WIOA), Trade Adjustment Act (TAA), Veterans Benefits, or
Department of Vocational Rehabilitation must provide an authorization form detailing the
course(s) and fees approved for payment.

Students who have not been awarded financial aid from Lakeshore’s Financial Aid Office
and elect to sign a payment plan agreement must follow the payment plan guidelines.
Students are required to pay a non-refundable participation fee at the time of signing up for
the payment plan unless the student chooses the auto-withdrawal option for payment.

Any unpaid balance is the responsibility of the student. It is the student’s responsibility to
ensure all applicable financial aid, third-party payments, and other outside payments are
applied to their account as expected. Balances not paid by the due date are subject to:
e Alate payment fee of $100 for failure to pay by the due date; $100 maximum per
semester.
e Referral to an outside collection agency and collection costs, and to the Tax
Refund Intercept Program or State Debt Collection.
e Not being able to register until balances are paid.

Up-to-date billing information is found within MyLTC.

Agency Assistance

Students who receive financial assistance through agencies such as the Bay Area Workforce
Development, Division of Vocational Rehabilitation, etc., should contact the Student Billing
staff in Student Affairs if they have questions. An authorization from the agency is needed to
charge tuition, books, fees, and supplies at the college. Some agency regulations require
strict and regular attendance. Students are responsible for any balances unpaid by the
agency.

Payment Options:
e Lakeshore accepts a variety of payment methods:
o Cash, check, credit cards (Visa or MasterCard), money order, and electronic
funds transfer
o Scholarships



Financial aid

Employer/Agency Funding. Authorization must be on file at the time of
registration, or an Agency Payment Agreement form must be completed.
Forms are available at Student Affairs.
o Payment plan
o Employee Reimbursement Payment Agreement (requires a payment of $50
per class, Lakeshore Employee Reimbursement form, and student’s
employer’s Human Resource policy per semester. Contact Student Billing for
more information.)
Registration on or after the stated tuition due date for a semester will require
immediate payment of tuition and fees.

Past Due Fees:

Past due fees owed to Lakeshore results in a hold placed on the student’s record,
prohibiting further services. The hold remains in effect until the financial obligation
has been satisfied.

o Students with outstanding balances will not be allowed to register.

o Lakeshore reserves the right to require upfront payment from a student for
future registrations.

o Past due balances may result in a referral to an outside collection agency and
collection costs, and to the Tax Refund Intercept Program or State Debt
Collection.

o Library resources, including equipment, if not returned to by due date, may
result in additional fees and collection efforts. After equipment is referred to
collections, it will be permanently disabled.

o If a returning student has gone to collection agency more than 2 times and
have cleared their balance, they will have a cash only hold. This will allow a
student to register if payment is made in full at the time of registration or
financial aid is put in place as anticipated on their account.

To view the account summary, visit MyLTC and click on "Student Center" and
"Finances."
Send communications to:

o Lakeshore College Attn: Student Billing 1290 North Avenue Cleveland WI

53015

REFUNDS
Class Refund

When a student drops a class, the amount of refund received is calculated in
accordance with the Wisconsin Technical College System refund schedule. That
schedule is based on a number of factors, including when the withdrawal occurred
and how much of the class meeting time has lapsed.

If students withdraw on or before the first day of class, they are entitled to a fee
refund equal to 100% of the fees.

If students withdraw before or at the time 10% of the course's potential hours of
instruction have been completed, they are entitled to a fee refund equal to 80% of
the fees.

If students withdraw after 10% but before more than 20% of the course's potential
hours of instruction have been completed, they are entitled to a fee refund equal to
60% of the fees.

If students withdraw after 20% of the course's potential hours of instruction have



been completed, they are not entitled to a fee refund.

e No refunds will be considered for advanced standing and test-out fees.

e Students seeking advanced standing in classes they want to enroll in or are enrolled
in need to complete testing out of the class within the first two weeks of the class
start date to receive a full class refund.

Note: If you received financial aid for the semester, a portion of that aid may need
to be repaid.

Refund Appeals

All refund appeals must be initiated by sending the completed Lakeshore College Request
for Refund Appeal with proper documentation to the Executive Director of Student Services
and Registrar no later than 42 calendar days from the end of the term.

A refund request made after the 42-day grace period will not be accepted and students will
be responsible for payment. Refunds for extenuating circumstances (situations outside of
students control) will be made at Lakeshore’s discretion.

Disputed Fee Assessment

Disputes regarding registration, withdrawals, and related fee assessments or refunds MUST
be brought to the attention of Student Billing and/or the Executive Director of Student
Services and Registrar during the semester in which the registration and related fee
assessment occurred. Lakeshore’s obligation to follow up on such disputes does not
extend beyond the term the disputed charges took place.

VETERANS SERVICES

Lakeshore College is approved by the State Approving Agency (SAA) at the Wisconsin
Department of Veterans Affairs (WDVA) for enrollment of those persons eligible to receive
federal Gl Bill® education benefits. The SAA approves specific programs offered at specific
locations for veterans and other eligible persons to receive federal veteran’s education
benefits under Title 38 of the U.S. Code. Please note: Students must complete and submit
necessary forms, including proof of eligibility for federal VA benefits and the Lakeshore
Veterans Education Benefits Request form, to initially receive state and/or federal benefits
and avoid late fees. Veterans continuing to receive federal benefits must complete the
Lakeshore Veterans Education Benefits Request form each semester. For more information,
contact the local County Veterans Service Officer or Lakeshore’s Financial Aid/Veterans
Office at veterans@Ilakeshore.edu or 920.693.1383.

Effective January 2020, the Harry W. Colmery Veterans Educational Assistance Act of 2017
(also known as the “Forever Gl Bill”), Section 107, requires Post-9/11 Gl Bill® monthly
housing payments to be calculated based on the location of attendance. Contact the School
Certifying Official for specific details.

Veteran students are also encouraged to take advantage of the on-campus Veteran’s
Lounge within the Cedar Building at the Cleveland Campus. A dedicated space to connect,
get questions answered about benefits and financial aid, and enjoy a quiet place to study.
It’s a supportive environment designed with student success in mind.

Veterans Standards of Progress Policy for Federal Benefits



To obtain federal veterans educational benefits, government regulations require students
to maintain satisfactory academic progress in the program that they are enrolled. Academic
suspension will be reported to the Veterans Administration, as officials at Lakeshore are
obligated to do so. Failure to meet satisfactory progress requirements will result in:

Semester GPA of 1.0 to 1.99: During the semester a veteran is on academic probation,
satisfactory progress with a 2.0 semester GPA must be achieved, or eligibility for benefits
for the following semester will be lost.

Semester GPA of .99 or lower: Veterans academic suspension. If a student earns less than
a 1.0 grade point average for any semester, they will lose their eligibility for veteran
benefits. If a student becomes ineligible for veteran benefits, they can re-establish
eligibility by seeking services through their Lakeshore Academic Counselor in order to
resolve academic or other problems and to establish a meaningful plan for successful
completion of their education or training. A specific request for resumption of veteran
benefits following an interruption due to unsatisfactory progress or conduct must be
filled out by the student and their Academic Counselor and submitted to the veterans
certifying official at Lakeshore to determine whether further payments of veterans’
educational assistance allowance should be authorized. This form will be mailed to the
student with notification of unsatisfactory progress. A student can re-establish eligibility
in this manner only one time. If the student is suspended a second time, they will need
to take six credits and pass with a 2.0 semester GPA or greater in one semester. A student
can then resume benefits the semester following this.

The law requires student payment for a course which is not used in computing graduation
requirements unless extenuating circumstances are shown. If a student does not meet
the required course grade, it can be retaken until required grade is obtained.

If the student feels there are extenuating circumstances, they should notify the Veterans
Administration of the circumstances. The Veterans Administration will then decide
regarding whether the extenuating circumstances are beyond the student’s control.

If the student does write to the Veterans Administration, explain the circumstances in
detail in order that a fair and just decision can be made. Be sure to include the Veterans
Administration file number associated to the case. Correspondence can be submitted by
postal mail or through an online request at https://ask.va.gov. If sending by mail, use the
address below.

Veterans Administration
Regional Office PO Box 4616
Buffalo, NY 14240-4616

Veterans Standards of Progress Policy for Wisconsin Gl Bill Benefits

As of January 1, 2014, a student must have at least a 2.0 cumulative GPA to qualify for
benefits. They will be responsible for any costs associated with attending classes if their
cumulative GPA is below 2.0. This will be a requirement for every semester.

If the student loses their WI GI Bill eligibility because of their GPA but later improves their
cumulative GPA to at least 2.0, they will be able to use the WI Gl Bill during the next
semester in which they enroll for classes.



ACCIDENT INSURANCE (Student mandatory)

All students enrolled in program courses will automatically be enrolled in the mandatory
student accident insurance program. This provides $50,000 of coverage at 100% if a student
isinjured in an accident while in the classroom, lab, clinical or intern site. The student is also
covered while participating in any college or club sponsored event, and while driving to and
from class or clinical/intern site. Students enrolled in distance learning, on-line, basic skills,
or adult and continuing education courses would not be covered. The cost for this insurance
is $4.50 per student per term and will be added to the student’s account. Students
requesting to waive this coverage must contact the Student Billing office. Printed copies of
all medical, vehicle and additional insurance must be presented to the Student Billing office
for possible waiver of Accident Insurance. To view personal coverage information, edit a
primary address, or generate an ID card, visit Gallagher Student Health and Special Risk.

If a student is involved in an incident, they must first file a claim with their student accident
insurance policy before requesting payment from the College.

1"
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ACADEMIC INFORMATION

GRADING

Grading communicates the student’s level of competence and/or proficiency at the end of
each class. The definition and grade point value of each is as follows.

Grade A

e “Advanced” for CBE courses

e Awarded 4 grade points per credit
e Included in GPA

Grade B

“Proficient” for CBE courses
Awarded 3 grade points per credit
Included in GPA

Grade C (Not issued for CBE courses)
e Awarded 2 grade points per credit
e Includedin GPA

Grade F

“Not Met” for CBE courses
Awarded 0 grade points per credit
Included in GPA

Grade P

e Pass

e Awarded 0 grade points per credit

e Notincluded in GPA

e Student achieved the competencies for the
class at the required proficiency level.

Grade N

e Non-graded

e Awarded 0 grade points per credit
e Notincluded in GPA

e Theclassis nota

graded/credit class.

Grade LF

e lapsedF

e Awarded 0 grade points per credit

e Includedin GPA

e AnICgrade that has not been changed to
another grade six weeks after the end of the

Grade WF

e Withdrawal F

e Awarded 0 grade points per credit
e Included in GPA

e Student withdrew from the

class at the time when more

semester than 60 percent of the class
hours had elapsed.
Grade W Grade TR
e  Withdrawal e Transfer

e Awarded 0 grade points per credit e Awarded 0 grade points per credit
e Notincluded in GPA e Notincluded in GPA
e Student withdrew from the class after the e Student achieved the
class had started but before 60 percent of competencies by some other
the class hours had elapsed. approach than completion of the
specific class at Lakeshore and has
received advanced standing.
Grade WE Grade R

e Withdrawal for extenuating circumstances

e Awarded 0 grade points per credit

e Notincluded in GPA

e Student withdrew from the class after it
had started due to extenuating
circumstances.

A previously failed course will
be changed to a final grade of
R after a student successfully
retakes and passes

Not included in GPA

13
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Grade TA Grade NS

e Transcripted audit (for high school students e No show
ONLY) e Indicates student registered for a
e Notincluded in GPA class but did not participate nor

drop the class
e Included in GPA

Common College-Wide Grading Scale

Due to accreditation requirements, certain program handbooks may follow different
grading scales from those below.

Traditional (Non-CBE) CBE

A 90-100% Advanced A 90-100%
B 80-89% Proficient B 80-89%
C 70-79% Not Met F Below 80%

F Below 70%

The complete grading policy and procedure may be obtained in Student Affairs.
Grading Policy.

Courses forgiven under the Academic Forgiveness policy will be noted on the student
transcript with an * and are not included in GPA.

IC (Incompletes)

Students may be eligible to receive an “IC” grade in an undergraduate class where they have
completed at least 75% of the work for the course and at the discretion of faculty. The student
will then have additional time (up to six weeks), as agreed upon with the faculty, to
complete all remaining requirements for a valid grade found on the grading scale. The “IC”
grade changes to an “LF” grade six weeks after the last day of the term if there is no other
grade given or extension granted. Grades of “IC” are considered as attempted but not
completed when calculating percentage of completion for financial aid when determining
Satisfactory Academic Progress. The “IC” grade is not calculated into the non-financial aid
GPA until the grade has been changed.

R (Retake Class)

If a student retakes a course, the most recent grade is retained and the previous course
grade is changed to a grade of “R”. The most recent grade is used to calculate the grade
point average. All courses attempted will be shown on the permanent record, but the final
cumulative grade point average reflects only the most recent grade.

AU (Auditing a Class)

Students may enroll in a class without desiring a grade. This is called “auditing.” An auditing
student must register and pay the same fees as students enrolled for credit. The WTCS
withdrawal/refund policy will apply.

No credit is given for a class which is audited. Therefore, the audited class does not count
towards credit load or for financial aid. When auditing a class, students may not change
enrollment status at a later date to receive credit for that class. Students may, however,
retake the class as a regular student and receive credit upon successful completion of the




class.

To audit a class, the student must obtain written approval from the faculty of the class
before the end of the second week of that class. A Course Audit/Drop/Transfer form with the
faculty’s signature indicating the audit status must be returned to the Registrar’s Office for
processing.

A student may audit a course as part of an overall educational plan for self-improvement. A
student may not audit a course for the sole purpose of assisting another student
academically with the course.

Lakeshore reserves the right to restrict the auditing of certain classes.

ATTENDANCE

It is important that all students enrolled at Lakeshore attend classes regularly to receive the
maximum benefit from the educational opportunities provided. Students enrolled in online,
or CBE online courses will participate in regular meetings with faculty to discuss their
progress and any academic needs. These meetings can occur virtually or in-person. Students
are expected to abide by the attendance policy established by faculty as published in the
course syllabus.

Students who do not attend class sessions in accordance with the class attendance policy
and/or whose irregular attendance is negatively affecting achievement will be entered into
Lakeshore’s referral process to develop an appropriate plan for student success.

It is the student’s responsibility to drop a course if they start participation and no longer plan
to attend. The refund amount will be based on the Refund Policy outlined in this handbook.
Students may drop classes via their MyLTC account or in person at the Student Affairs
Welcome Center desk. Students are unable to drop classes by telephone or email.

Students who are enrolled and do not start participation within the first two weeks of class
may be administratively dropped per no show drops.

GRADUATION REQUIREMENTS

Students are required to submit an Application for Graduation to the Registrar’s Office one
semester prior to the anticipated graduation date. The Lakeshore College District Board will
confer associate degrees, technical certificates, and technical diplomas to students that
meet the following graduation requirements:

e Complete program of study with at least a program grade point average (GPA) of 2.0.

e Complete technical/occupational studies courses with a passing grade. Students and
staff are to refer to program handbooks, course prerequisites or program
curriculum for variations.

e All associate degree, technical diploma, and certificate students must complete at
least 25% of the technical/occupational studies courses at Lakeshore.

HONORS RECOGNITION

Lakeshore has academic honors recognition for continuing and graduating students.
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Honors Graduate

To receive Graduate Honors at the time of graduation, a student needs to earn a program
GPA of 3.500 to 3.999. Honors designations will appear on the student’s transcript after
graduating from a selected program.

Presidential Honors Graduate

To receive Presidential Honors at the time of graduation, a student needs to earn a
program GPA of 4.000. Honors cords will be awarded to graduates who earn Honors, and
an honors medallion will be awarded to graduates who earn Presidential Honors. Honor
cords and medallions may be worn during the graduation celebration event.

Dean’s List

Students that have 6 (six) or more semester credits and at least a semester GPA of 3.500
will qualify for the Dean’s list. Student names will be sent to the area newspapers for
publication at the end of the fall and spring terms.

Phi Theta Kappa Honor Society

Phi Theta Kappa (PTK) is an international honor society for two-year institutions. PTK
recognizes and encourages academic achievement and provides opportunities for individual
growth and development through participation in honors, leadership, service, and
fellowship activities. Students are invited to join when they have completed 12 or more
credits of associate degree coursework or six credits of technical diploma coursework and
overall, 3.50 cumulative GPA (counted from the past 5 years). The one-time lifetime
membership fee is $75.

Military Honor Cords

In recognition of military service to the United States of America, students who are
honorably discharged or currently serving in the U.S. military (active duty, National Guard,
or Reserves), or will be commissioned upon graduation, are given the opportunity to wear
a red, white, and blue honor cord. Current or former service members who choose to be
recognized at the ceremony may contact the Registrar’s Office at records@Ilakeshore.edu to
receive a military cord.

TRANSFER OF CREDITS TO LAKESHORE

Students may transfer credits taken at other postsecondary institutions to Lakeshore.
Credits will only be accepted under the following conditions:
e An official transcript must be requested by the student to be sent from the campus
where the student took the class(es).
e [f the official transcript is not mailed directly from the sending campus, it must be
delivered in an unopened, sealed envelope.
e The sending campus must have been regionally accredited at the time the class or
classes were taken.
e The student must have earned a grade of C or higher for credits to transfer.
e The student may be required to provide additional information such as course
descriptions or course syllabi, to complete the transfer process.

TRANSFER OF CREDITS TO OTHER POSTSECONDARY

INSTITUTIONS



Lakeshore credits transfer to a large number of other colleges and universities in Wisconsin
and across the country. To transfer credits to another institution, the student must request
an official transcript online on the Lakeshore website. Student records, including
transcripts, are confidential documents and will be only sent out upon an online request.

Credit transferability is determined by the receiving institution. Lakeshore’s Executive
Director of Student Services and Registrar will assist students with transferability concerns.

CALENDAR

Two semesters (fall and spring), and one 8-week summer session are offered. Selected
programs are offered at other dates. Commencement is held on campus twice a year, once
in fall and once in spring.

CREDIT FOR PRIOR LEARNING

Lakeshore recognizes its responsibility to provide advanced placement status to those
students with valid and credible learning experiences that have occurred outside our college
classrooms. Credit for Prior Learning may be granted for the following situations:

Transfer Credits:
1) Postsecondary credits earned at other Wisconsin Technical College System (WTCS)
colleges.
2) Postsecondary credits earned at non-WTCS colleges.
3) Credits earned by high school students.
4) Credits earned by completing a registered apprenticeship.

Other Non-College Education & Training*:
1) Subject area competency demonstrated by passing a district or national examination.
2) Previous work experience, military training, education or training, or other prior
learning demonstrated as comparable in content and rigor to a specific technical
college course or courses.

*Students seeking to earn credit for their prior learning from non-college education and
training (work/life experience) may be assessed for their prior learning through a prior
learning assessment. A prior learning assessment can be a test, portfolio, skills
demonstration, or combination of methods. Testing out of a course must be completed
within the first two weeks of the course. Not all courses have prior learning assessments;
students should contact the Registrar’s Office at 920-693-1888 or records@lakeshore.edu
for more information.

General Guidelines for Credit for Prior Learning:
Credit for prior learning must be applied toward a specific program at the College. Non-
program students are not eligible for advanced standing.
e The student must have earned a grade of 2.0 or better (on a 4.0 scale) in the course
being considered.
e The course being transferred must be generally equivalent in content and meet or
exceed the credit value of the Lakeshore course.
e Transfer credit may be awarded for up to 75% of the degree, diploma, or certificate
requirements. Students must complete a minimum of 25% of the
technical/occupational courses required to complete the degree or diploma at
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Lakeshore.

e Lakeshore reserves the right to place time limits on prior learning for which credit
may be granted based on technological changes specific to that field.

e Original transcripts from awarding institutions are required when transferring college
credits to Lakeshore.

e |[f the student chooses to be assessed for their prior learning in a currently enrolled
class, it must be completed within the first two weeks of the class and any refund due
to the student will follow WTCS refund policy for that specific class.

e Credits earned through prior learning assessments are not eligible for financial aid.
The student does not have to be enrolled in the course to complete a prior learning
assessment.

e If the student has been enrolled in the course for longer than two weeks or has been
enrolled in the same course at any point in the past, the student may not petition for
Credit for Prior Learning.

Exams are $50 and Portfolio and Skill Demonstrations are $90.
Credit for prior learning for previous work experience will include a $90 fee.

e Courses may be bundled so that only a single assessment fee is charged.

PREREQUISITES

Prerequisites for courses are designated in the course descriptions found on the program
sheet and the “Find a Class” link on the college website. Registration in a class requiring a
prerequisite is permitted by satisfying the prerequisite requirements or with permission of
the faculty. Information is available in the Student Services office. Courses may have a
specified minimum achievement level required in the prerequisite courses.

FACULTY ABSENCE/CLASS CANCELLATION

Faculty absences and subsequent class cancellations will be announced via text, email,
and/or phone call. Students should check their Lakeshore student email and Blackboard as
coursework may still be required. Communication will be updated as often as necessary
throughout the day. School closings are also posted on the campus website at
lakeshore.edu.

STUDENT GRADE APPEAL AND OTHER ACADEMIC
CONCERN PROCESS

Students may appeal a final grade, assignment grade, or other academic concern through
the following process. For grade appeals, students must initiate step one of the appeal
process within seven (7) business days following the submission of the grade. All appeal
steps must be communicated in writing or via email.

Step 1
The student must communicate with the faculty who assigned the grade to resolve the
concern. The faculty will respond within seven (7) business days.

Step 2

If not resolved, the student will submit a Grade Appeal form. The appeal form will be
submitted to the respective Division Dean or Associate Dean who will conduct a review of
the information presented by the student and respond with a decision within seven (7)
business days.




Step 3

The student may appeal the Dean’s decision to the Executive Director of Student Services
and Registrar by submitting a written document describing their specific concerns. The
Executive Director of Student Services and Registrar then reviews the appeal to determine
if it merits further consideration. If the matter does not warrant further consideration, the
matter will be considered closed. If further review is warranted, additional information will
be collected and provided, at the Executive Director of Student Services and Registrar’s
discretion, to either an Internal Investigation Committee or the Vice President of Academic
Affairs.

Step 4a

Internal Investigation Committee will consist of the Vice President of Student Affairs, a
student, a faculty member not associated with case, and a Dean not associated with that
division. The Executive Director of Student Services and Registrar will serve as an ex-officio
member. Students and staff involved will be notified of the decision within fifteen (15)
business days. The decision of the Internal Investigation Committee will be considered final
for the Lakeshore process.

Step 4b

The student may appeal the committee’s decision, in writing, to the Vice President of
Academic Affairs within ten (10) business days of the receipt of the committee’s decision.
The Vice President of Academic Affairs will meet with the student involved within ten (10)
business days. The decision of the Vice President of Academic Affairs will be considered final
for the Lakeshore process.

The College’s final decision may be appealed to the Wisconsin Technical College System
(WTCS).

SHARED PROGRAMS

Shared programs exist between Lakeshore and other Wisconsin Technical System Colleges.
Students are subject to the same grade and grade point average requirements for class
progression. All grades earned in program courses offered by Lakeshore or shared program
districts are calculated into the program GPA. Financial aid is available to those who qualify
and will be issued by the degree-granting college. Courses required within the shared
program are included in financial aid credit load.

ACADEMIC FORGIVENESS

Academic Forgiveness is an opportunity to omit the grade point average calculation of credit
courses taken during a period of time at Lakeshore. However, course grades will remain on
student transcript.

Current students or returning students who had a last undergraduate enroliment within the
last three calendar years may apply for academic forgiveness for one term of their choice.
Students can only apply once for academic forgiveness for one term.

Returning students who have not taken any undergraduate classes for a period of at least
three calendar years from the last semester of attendance may only apply once for
academic forgiveness for a maximum of three semesters of their choice.
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Students must be currently matriculated into a program and enrolled in undergraduate
classes. Previous grades will remain on the student’s academic record but will not be
calculated into their grade point average (GPA).

Financial aid funding and Satisfactory Academic Progress do not fall under the Academic
Forgiveness policy; enrollment/grade history will continue to be a factor when determining
financial aid eligibility.

Students must meet with their Academic Counselor to discuss the qualifying conditions for
academic forgiveness prior to submission. The counselor will help the student determine
whether repeating a course or forgiveness is their best option.

All course decisions approved for Academic Forgiveness are final and cannot be reversed. If
a student changes their program, credit forgiveness is not reversible, and they will need to
retake the course if it is required for the new program. Courses that are approved for
academic forgiveness will not be eligible to be used as a prerequisite or co- requisite for
another course.

APPEAL PROCESS

Students that are denied forgiveness for a course or courses may appeal that decision to
the Vice President of Student Affairs.
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RIGHTS & RESPONSIBILITIES

Please note, individual program handbooks may detail policies that are required for
specific programs and may supersede general college policies.

STUDENT CODE OF CONDUCT

Nonacademic Misconduct

Nonacademic Conduct Subject to Disciplinary Action. Lakeshore may discipline a student
for engaging in, attempting to engage in, or assisting others to engage in any of the following
types of nonacademic misconduct:

A.

zzr

Aiding or Abetting. Aiding, abetting, or procuring another person to violate any
provision of the Student Code of Conduct.

Alcohol. Use, possession, presence, manufacture, distribution, or being under the
influence of alcoholic beverages except as expressly permitted by law and College
policy.

Arson. Individuals are prohibited from intentionally setting fires unless such action is
part of a bona fide academic lesson or experience.

Bullying and Cyberbullying. Deliberate or intentional behavior, including behavior
conducted on computers, cell phones, and other electronic devices, using words or
actions, intended to cause fear, intimidation or harm. Bullying and cyberbullying may
be repeated behavior and involve an imbalance of power.

Dangerous Conduct. Conduct that endangers or threatens the health or safety of
oneself or another person.

Disorderly Conduct. No person may engage in violent, abusive, indecent, profane,
boisterous, unreasonably loud, or otherwise disorderly conduct under circumstances
in which the conduct tends to cause or provoke a disturbance, in college buildings or
on college lands.

Drugs. Manufacturing, distribution, possession, use or being under the influence of
any drug or controlled substance or being in possession of drug paraphernalia or
equipment used to manufacture, grow, or distribute drugs or controlled substances.
Failure to Comply. Failure to comply with the directions of College officials or law
enforcement officers acting in performance of their duties and/or failure to identify
oneself to these persons when requested to do so; refusal or failure to leave premises
because of conduct prescribed by this code.

False Information. Acts of dishonesty, including but not limited to the following:
Furnishing false information to the College, any College official, faculty member or
office.

Fire Alarms and Safety Equipment. Tampering with fire alarms or safety equipment
is prohibited. This is including, but is not limited to, fire hydrants, fire hoses,
extinguishers, AED’s, and fire alarm pull stations.

Forgery or Falsification. Unauthorized possession of or fraudulent creation,
alteration, or misuse of any college or other governmental document, record, key,
electronic device, or identification.

Harassment. Conduct defined in s. 947.013, Stats.

. Hazing. Conduct defined in s. 948.51, Stats.

Misuse of Computing Resources. Conduct that involves any of the following:
e Failure to comply with laws, license agreements, and contracts
governing college computer network, software and hardware use
e Use of college computing resources for unauthorized commercial
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purposes or personal gain

e Failure to protect a personal password or college-authorized account.

e Breach of computer security, invasion of privacy, or unauthorized access

e Other violations of Lakeshore’s Computer Use Policy for College

Students

Noncompliance with Disciplinary Sanctions. Conduct that violates a sanction,
requirement, or restriction imposed in connection with previous disciplinary action.
Retaliatory Acts. A persons may not commit any adverse action against a person
because they have reported harassment, filed a complaint, acted as a witness in the
complaint or conduct ostracizing the person, pressuring the person to drop the
complaint, providing false or misleading information, or engaging in conduct that may
reasonably be perceived to affect adversely that person’s educational, living, or work
environment. Further violations include threatening, intimidating, or coercing the
person, otherwise discriminating against any person for exercising their rights or
responsibilities under this policy.
Serious and Repeated Violations of Municipal Law. Serious and repeated off-campus
violations of municipal law.
Sexual Assault. Conduct defined in s. 940.225, Stats.
Stalking. Conduct defined in s. 940.32, Stats.
Theft. Attempted or actual theft of College property or the property of others.
Unauthorized Entry or Use. Unauthorized entry into or use of College buildings and
grounds, including roofs, ledges, balconies; unauthorized erection or use on College
property of any structures including but not limited to tents, huts, gazebos, shelters,
platforms, and public address systems.
Unauthorized Recording. Any unauthorized use of electronic or other devices to
make an audio or video record of any person while on College premises without
his/her prior knowledge, or without his/her effective consent when such a recording
is likely to cause injury or distress. This includes, but is not limited to, surreptitiously
taking pictures of another person.

. Unauthorized Use of or Damage to Property. Unauthorized possession of, use of,

tampering with, damage to, or destruction of College property or the property of
others.

Violation of Criminal Law. Conduct that constitutes a criminal offense as defined by
state or federal law.

Violation of College Rules. Conduct that violates any published college rules,
regulations, or policies, including provisions contained in college contracts with
students including program handbooks.

Weapons or Dangerous Items. Possession or use of firearms, explosives, dangerous
chemicals, or other dangerous weapons or instruments on College premises or use of
any such item unless part of an approved academic activity (This includes but is not
limited to BB guns, Airsoft guns, Mace, switchblades and knives, or swords with
blades over four inches).

Disciplinary Procedure:

A.

Process. The Executive Director of Student Services and Registrar may proceed in
accordance with this section to impose, subject to hearing and appeal rights, one or
more of the disciplinary sanctions listed under “disciplinary sanctions.”

Conference with Student. When the Executive Director of Student Services and
Registrar concludes that proceedings under this section are warranted, the Executive
Director of Student Services and Registrar shall promptly contact the student in



person, by telephone, or by electronic mail to offer to discuss the matter with the
student. The purpose of this discussion is to permit the Executive Director of Student
Services and Registrar to review with the student the basis for his or her belief that
the student engaged in non-academic misconduct, and to afford the student an
opportunity to respond. If the student does not respond to the Executive Director of
Student Services and Registrar’s offer to discuss the matter, the Executive Director of
Student Services and Registrar may proceed to make a determination on the basis of
the available information.

Determination by the Investigating Officer that No Disciplinary Sanction is
Warranted. If, as a result of a discussion or review of available information, the
Executive Director of Student Services and Registrar determines that non-academic
misconduct did not in fact occur, or that no disciplinary sanction is warranted under
the circumstances, the matter will be considered resolved without the necessity for
further action.

Process Following Determination by the Executive Director of Student Services and
Registrar that Nonacademic Misconduct Occurred.

1. If, as a result of a discussion or review of available information, the
Executive Director of Student Services and Registrar determines that non-
academic misconduct did occur and that one or more of the disciplinary
sanctions listed under should be recommended, the Executive Director of
Student Services and Registrar shall prepare a written report which shall
contain all of the following:

a. A description of the alleged misconduct.

b. A description of all information available to the college regarding the
alleged misconduct. Such information shall be available to the
student upon request, except as may be precluded by applicable
state or federal law.

c. Specification of the sanction to be imposed.

d. Notice of the student's right to an appeal.

e. A copy of this code of conduct and of the institutional procedures
adopted to implement this section.

2. The written report shall be delivered to the student.

3. Astudent who receives a written report under this section has the right to
appeal, as described in the following section, to contest the determination
that non-academic misconduct occurred, the choice of disciplinary
sanctions, or both.

a. Where the disciplinary sanction sought is one of those listed (1) to
(8), and if the student desires a hearing, the student shall file a
written request with the Executive Director of Student Services and
Registrar within 10 days of the date the written report is delivered
to the student. If the student does not request a hearing within this
period, the determination of nonacademic misconduct shall be
regarded as final, and the disciplinary sanction sought shall be
imposed.

b. Where the disciplinary sanction sought is one of those listed (9) to
(10), the Executive Director of Student Services and Registrar shall
forward a copy of the written report under to the Vice President of
Student Affairs. The Vice President for Student Affairs shall, upon
receipt of the written report, proceed to schedule a hearing on the
matter. A hearing shall be conducted unless the student waives, in
writing, the right to such a hearing.
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Hearing:

A. A student who requests an appeal hearing, or for whom a hearing is required, shall
have the right to decide whether the matter will be heard by the Vice President of
Student Affairs or a hearing committee. If the student does not request a hearing, the
matter will be heard by the Vice President of Student Affairs.

B. If a student requests a hearing, or a hearing is required to be scheduled due to the
sanction being sought, the Vice President of Student Affairs shall take the necessary
steps to convene the hearing and shall schedule it within 15 days of receipt of the
request or written report. The hearing shall be conducted within 45 days of receipt of
the request or written report, unless a different time period has been mutually agreed
upon by the student and the Executive Director of Student Services and Registrar.

C. Nolessthan 5 days in advance of the hearing, the Vice President of Student Affairs or
hearing committee shall obtain from the Executive Director of Student Services and
Registrar, in writing, a full explanation of the facts upon which the determination of
misconduct was based, and shall provide the student with access to or copies of the
Executive Director of Student Services and Registrar explanation, together with any
other materials provided to the Vice President of Student Affairs or hearing
committee by the Executive Director of Student Services and Registrar.

D. The hearing shall be conducted in accordance with the following guidance and
requirements:

1. The hearing process shall further the educational purposes and be
reflective of the college’s commitment to student dignity, equity, and non-
discrimination. The process need not conform to state or federal rules of
criminal or civil procedure.

2. The student shall have the right to question adverse witnesses, the right
to present information and witnesses, the right to be heard on his or her
own behalf, and the right to be accompanied by an advisor of the student's
choice. The advisor may be a lawyer. The advisor may counsel the student,
but may not directly question adverse witnesses, present information, or
witnesses, or speak on behalf of the student except at the discretion of
the hearing examiner or committee. In accordance with the educational
purposes of the hearing, the student is expected to respond on his or her
own behalf to questions asked of him or her during the hearing.

3. The Vice President of Student Affairs or hearing committee:

a. Shall admit information that has reasonable value in proving
the facts, but may exclude immaterial, irrelevant, or unduly
repetitious testimony.

Shall observe recognized legal privileges (confidentiality).
May take reasonable steps to maintain order, and to adopt
procedures for the questioning of a witness appropriate to
the circumstances of that witness's testimony, provided,
however, whatever procedure is adopted, the student is
allowed to effectively question the witness.

4. The Vice President of Student Affairs or hearing committee shall make
a record of the hearing. The record shall include a verbatim record of
the testimony, which may be a sound recording, and a file of the
exhibits offered at the hearing. The student charged with misconduct
may access the record, upon the student's request.

5. The hearing examiner or committee shall prepare written findings of fact
and a written statement of its decision based upon the record of the



10.

11.

hearing.
The Vice President of Student Affairs or hearing committee's finding of
nonacademic misconduct shall be based on one of the following standards
of evidence:
a. Clear and convincing evidence, when the sanction to be imposed
is listed in Disciplinary Sanctions (A) (9) to (10).
b. A preponderance of the evidence, when the sanction to be
imposed is listed in Disciplinary Sanctions (A) (1) to (8).
c. A preponderance of the evidence, regardless of the sanction to
be imposed, in all cases of sexual harassment and sexual assault.
The Vice President of Student Affairs or hearing committee may impose
one or more of the disciplinary sanctions listed (1) to (8) that differs from
the recommendation of the Executive Director of Student Services and
Registrar. Disciplinary sanctions listed (9) to (10) may not be imposed
unless previously recommended by the Executive Director of Student
Services and Registrar.
The hearing shall be conducted by the Vice President of Student Affairs or
hearing committee, and the college's case against the student shall be
presented by the Executive Director of Student Services and Registrar or
his or her designee.
The decision of the Vice President of Student Affairs or hearing committee
shall be prepared within 14 days of the hearing and delivered to the
student. The decision shall become final within 14 days of the date on the
written decision unless an appeal to the College President is taken.
If a party fails to appear at a scheduled hearing and to proceed, the Vice
President of Student Affairs or hearing committee may either dismiss the
case or, based upon the information provided, find that the student
committed the misconduct alleged and assign sanction.
Disciplinary hearings are subject to the Wisconsin open meetings law and
may be closed if the student whose case is being heard requests a closed
hearing or if the hearing examiner or committee determines that it is
necessary to hold a closed hearing, as permitted under the Wisconsin open
meetings law. Deliberations of the committee shall be held in closed
session, in accordance with s. 19.85, Stats. As such, proper notice and
other applicable rules shall be followed.

Appeal to the College President:
Where the sanction prescribed by the hearing examiner or committee is one of those
listed in Disciplinary Sanctions (1) to (10), the student may appeal to the College
President within 14 days of the date of the written decision to review the decision
of the hearing examiner or committee, based upon the record. In such a case, the
College President has 30 days from receipt of the student's appeal to respond and
shall sustain the decision of the nonacademic misconduct hearing examiner or
committee unless the College President finds any of the following:

The information in the record does not support the findings or decision of

the hearing examiner or committee.

Appropriate procedures were not followed by the nonacademic misconduct

hearing examiner or committee and material prejudice to the student

resulted.

The decision was based on factors proscribed by state or federal law.

1.

25



26

B. If the President makes a finding, the President may return the matter for
consideration by a different hearing examiner or hearing committee or may invoke
an appropriate remedy of his or her own.

Discretionary Appeal to the Wisconsin Technical College System Board: The decision of
the college shall be final, except that the WTCS board may, at its discretion, grant a review
upon the record.

Settlement: The procedures set forth in this chapter allow the college and a student to enter
into a settlement agreement regarding the alleged misconduct, after proper notice has
been given. Any such agreement and its terms shall be in writing and signed by the student
and the Executive Director of Student Services and Registrar or Vice President of Student
Affairs. The case is concluded when a copy of the signed agreement is delivered to the
student.

Effect of Discipline Within the Institution: A student who, at the time of commencement,
is subject to a continuing disciplinary sanction or unresolved disciplinary charges as a result
of a report, shall not be awarded a degree during the pendency of the sanction or
disciplinary proceeding.

Petition for Restoration of Rights After Suspension or Expulsion: For both academic and
non-academic misconduct: An individual who has been suspended may petition to have his
or her student status, rights, and privileges restored before the suspension has expired by
its own terms.

An individual who has been expelled may petition for readmission after a minimum of two
years from the date of expulsion. The petition shall be in writing and directed to the College
President. The College President shall make the readmission decision.

Emergency Suspension:

A. The College President may impose an emergency suspension on a student, pending
final institutional action on a report of nonacademic misconduct, in accordance with
the procedures of this section.

B. The College President may impose an emergency suspension on a student when all
of the following conditions are met:

1. The Executive Director of Student Services and Registrar has made a
reasonable attempt to offer the student the opportunity for discussion,
either in person or by telephone.

2. The Executive Director of Student Services and Registrar recommends a
sanction of suspension or expulsion.

3. The College President concludes, based on the available information, that
the misconduct likely occurred and that the student's continued presence on
campus meets one or more of the following conditions:

a. Would constitute a potential for serious harm to the student.

b. Would constitute a potential for serious harm to others.

c. Would pose a threat of serious disruption of college-run or college-
authorized activities.

d. Would constitute a potential for serious damage to college facilities
or property.

C. If the College President determines that an emergency suspension is warranted



under sub. (B), he or she shall promptly have written notification of the emergency
suspension delivered to the student. The College President's decision to impose an
emergency suspension shall be effective immediately when delivered to the student
and is final.

D. Where an emergency suspension is imposed, the hearing on the underlying
allegations of misconduct shall be held, either on or outside of college lands, within
21 days of the imposition of the emergency suspension, unless the student agrees to
a later date.

E. An emergency suspension imposed in accordance with this section shall be in effect
until the decision in the hearing on the underlying charges pursuant to is rendered
or the College President rescinds the emergency suspension. In no case shall an
emergency suspension remain in effect for longer than 30 days unless the student
agrees to a longer period.

If the College President determines that none of the conditions specified above are
present, but that misconduct may have occurred, the case shall proceed in accordance
with published disciplinary procedure.

Potential Reponses to Student Nonacademic Misconduct:

Disciplinary Sanctions:

A. The disciplinary sanctions that may be imposed for non-academic misconduct, upon
conclusion of the disciplinary process, are any of the following:
1. A written reprimand.

Denial of specified college privileges.

Payment of restitution.

Educational or service sanctions, including community service.

Disciplinary probation.

Imposition of reasonable terms and conditions on continued student status.

Removal from a course in progress.

Enrollment restrictions on a course or program.

. Suspension from the college.

10. Expulsion from the college.

B. One or more of the aforementioned disciplinary sanctions may be imposed for
an incident of non-academic misconduct.

C. Disciplinary sanctions shall not include the termination or revocation of student
financial aid; however, this shall not be interpreted as precluding the individual
operation of rules or standards governing eligibility for student financial aid under
which the imposition of a disciplinary sanction could result in disqualification of a
student for financial aid.

D. Suspension and expulsion:

1. A student who has been suspended or expelled from the college will forfeit
any payment that has been made on their student account. The individual
will be responsible for making payment on any outstanding account balance.

2. The individual will receive a final grade for enrolled class(es) based on
current points earned out of total possible points at the time of suspension
or expulsion.

3. Duringthe suspension and expulsion period, the individual is prohibited from
being on college campuses, events, and activities. Any individual found to be
in violation of this may result in a trespass action, if necessary.
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a. A petition process is available for those with a need to be on campus
or attend college related events and activities during this period. The
petition must be sent in writing and pre-approved by the Vice
President of Student Affairs or Executive Director of Student Services
and Registrar.

Academic Misconduct

Academic misconduct subject to disciplinary action:
A. The definition of academic misconduct is an act in which a student:

1. Seeksto claim credit for the work or efforts of another without authorization
or citation;
Uses unauthorized materials or fabricated data in any academic exercise;
Forges or falsifies academic documents or records;
Intentionally impedes or damages the academic work of others;
Engages in conduct aimed at making false representation of a student's
academic performance; or

6. Assists other students in any of these acts.

Examples of academic misconduct include, but are not limited to: cheating on an
examination; collaborating with others in work to be presented, contrary to the
stated rules of the course; submitting a paper or assignment as one's own work
when a part or all of the paper or assighnment is the work of another including Al
generated content; submitting a paper or assignment that contains ideas or research
of others without appropriately identifying the sources of those ideas; stealing
examinations or course materials; submitting, if contrary to the rules of a course,
work previously presented in another course; tampering with the laboratory
experiment or computer program of another student; knowingly and intentionally
assisting another student in any of the above, including assistance in an arrangement
whereby any work, classroom performance, examination or other activity is
submitted or performed by a person other than the student under whose name
the work is submitted or performed.
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Disciplinary Sanctions:
A. The following are the disciplinary sanctions that may be imposed for academic
misconduct.
1. Anoral reprimand;
A written reprimand presented only to the student;
An assignment to repeat the work, to be graded on its merit;
A lower or failing grade on the particular assignment or test;
A lower grade in the course;
A failing grade in the course;
Removal of the student from the course in progress;
A written reprimand to be included in the student's disciplinary file;
. Removal from their academic program of study;
10. Disciplinary probation; or
11. Suspension or expulsion from the college.
B. One or more of the disciplinary sanctions listed in sub. (A) may be imposed for an
incident of academic misconduct.
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Disciplinary Sanction Imposed at the Discretion of the Faculty:

A. Where faculty concludes that a student enrolled in one of his or her courses has
engaged in academic misconduct in the course, the faculty will follow the following
procedure to impose a sanction listed in (A) (1) through (6).

1. Conference with student. When faculty concludes that proceedings under
this section are warranted, the faculty shall promptly offer to discuss the
matter with the student. The purpose of this discussion is to permit the
faculty to review with the student the basis for his or her belief that the
student engaged in academic misconduct, and to afford the student an
opportunity to respond.

2. Determination by the faculty that no academic misconduct occurred. If, as a
result of the discussion, the faculty determines that academic misconduct
did not in fact occur or that no disciplinary sanction is warranted under the
circumstances, the matter will be considered resolved without the necessity
for further action or a written report.

3. Determination by the faculty that academic misconduct occurred.

a. If, asaresult of the discussion, the faculty determines that academic
misconduct did occur, the faculty shall prepare a written report
informing the student, which shall contain the following:

1. Adescription of the misconduct;
2. Specification of the sanction recommended;

b. The written report shall be emailed to the student via their
campus email account.

c. The faculty will submit a CARE report for academic misconduct and
include the written report sent to student in step i.

d. The Executive Director of Student Services and Registrar will
reach out to the student to provide the following:

1. Notice of the student’s right to appeal the decision to the
Division Dean; and

2. A copy of the institutional procedures adopted to
implement this section.

e. Astudentwho receives a disciplinary sanction under this section has
the right to appeal the decision of the faculty to the Division Dean
to contest the determination that academic misconduct occurred,
or the disciplinary sanction imposed, or both. If the student desires
to appeal, the student must file a written request with the Division
Dean within 10 days of personal delivery or mailing of the written
report. If the student does not request a hearing within this period,
the determination of academic misconduct shall be regarded as
final, and the disciplinary sanction recommended shall be imposed.

B. Where faculty concludes that a student enrolled in one of his or her courses has
engaged in academic misconduct in the course, the faculty will follow the following
procedure to impose a sanction listed in (A) (7) through (8):

1. The faculty will proceed as above but will also send a copy of the report to the
Division Dean.

2. The faculty will inform the student that, because of the recommended
sanction, the case will be heard, and a decision rendered by the Dean.

3. The Dean will review the information provided by the faculty and will meet
with the student to discuss the case.

4. |If, as a result of the discussion, the Dean determines that academic
misconduct did not in fact occur or that no disciplinary sanction is warranted
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under the circumstances, the matter will be considered resolved without the
necessity for further action.
5. |If the Dean determines that misconduct has occurred, the Dean will:

a. Determine the appropriate sanction(s) for the offense. The sanction
can be any listed in (A) (1) through (8). If the Dean determines that
the appropriate sanction, is one listed in (A) (9) through (10), they will
referthe matterto the Vice President of Academic Affairs as outlined
below.

b. Inform the student of their decision via their campus email account.

C. A student who receives a disciplinary sanction under this section has the right to

appeal the decision of the Dean to the Vice President of Academic Affairs to contest
the determination that academic misconduct occurred, or the disciplinary sanction
imposed, or both. If the student desires to appeal, the student must file a written
request with the Vice President of Academic Affairs within 10 days of personal or
email delivery or mailing of the written report. If the student does not request a
hearing within this period, the determination of academic misconduct shall be
regarded as final, and the disciplinary sanction recommended shall be imposed.
Where faculty concludes that a student enrolled in one of his or her courses has
engaged in academic misconduct in the course, and the faculty or the Division Dean
has determined that a sanction listed in (A) (9) through (10) is warranted, the
following procedure will be followed:

1. The faculty/Dean will proceed as above but will also send a copy of the report
to the Vice President of Academic Affairs.

2. The faculty/Dean will inform the student that, because of the recommended
sanction, the case will be heard, and a decision rendered by the Vice
President of Academic Affairs.

3. The Vice President of Academic Affairs will review the information provided
by the faculty/Dean and will meet with the student to discuss the case.

4. If, as a result of the discussion, the Vice President of Academic Affairs
determines that academic misconduct did not in fact occur or that no
disciplinary sanction is warranted under the circumstances, the matter will
be considered resolved without the necessity for further action.

5. If the Vice President of Academic Affairs determines that misconduct
has occurred, the Vice President will:

a. Determine the appropriate sanction(s) for the offense. The sanction
can be any listed in (A) (1) through (10). If the Vice President
determines that the appropriate sanction is (A) (11), suspension or
expulsion from the college, the Vice-President will present the case
to the College President who will review the case and either
confirm the recommended sanction or remand the case back to the
Vice President for further review.

b. Inform the student of their decision via their campus email account

6. A student who receives a disciplinary sanction listed in (A) (1) through (11)
under this section has the right to appeal the decision of the Vice President
of Academic Affairs to contest the determination that academic misconduct
occurred, or the disciplinary sanction imposed, or both, to the academic
misconduct hearing committee. The request for a hearing must be
submitted to the Vice President of Student Affairs within 10 days of personal
delivery or mailing of the written report. The Vice President of Student Affairs
shall take the necessary steps to convene the hearing and shall schedule it
within 15 days of receipt of the request. The hearing shall be conducted



within 45 days of receipt of the request unless a different time period has
been mutually agreed upon by the student and the College. If the student
does not request an appeal hearing within this period, the determination of
academic misconduct shall be regarded as final, and the disciplinary sanction
recommended shall be imposed.

Hearing:

A. If a student requests a hearing, the Vice President for Student Affairs will take the
necessary steps to convene the academic misconduct hearing committee and shall
schedule the hearing within 10 days of receipt of the request or written report,
unless a different time period is mutually agreed upon between the college and the
student.

B. Reasonably in advance of the hearing, the committee shall obtain from the faculty
or investigating officer, in writing, a full explanation of the facts upon which the
determination of misconduct was based and shall provide a copy of the Academic
Misconduct section of the Student Code of Conduct to the student.

C. The hearing before the academic misconduct hearing committee shall be conducted
in accordance with the following requirements:

1. The student shall have the right to question adverse witnesses, the right
to present evidence and witnesses, and to be heard on his or her own behalf,
and the right to be accompanied by a representative of his or her choice.

2. The hearing committee shall not be bound by common law or statutory rules
of evidence and may admit evidence having reasonable probative value, but
shall exclude immaterial, irrelevant, or unduly repetitious testimony, and
shall give effect to recognized legal privileges.

3. The hearing committee shall make a record of the hearing. The record shall
include a verbatim record of the testimony, which may be a sound recording,
and a file of the exhibits offered at the hearing. Any party to the hearing may
obtain copies of the record at his or her own expense. Upon a showing of
indigency and legal need, a party may be provided a copy of the verbatim
record of the testimony without charge.

4. The hearing committee shall prepare written findings of fact and a written
statement of its decision based upon the record of the hearing.

5. The hearing committee may find academic misconduct and impose a
sanction of suspension or expulsion only if the proof of such misconduct is
clear and convincing. In other cases, a finding of misconduct must be based
on a preponderance of credible evidence.

6. The hearing committee may impose a disciplinary sanction that differs from
the recommendation of the faculty or investigating officer.

7. The faculty or the investigating officer or both may be witnesses at the
hearing conducted by the committee, but do not have responsibility for
conducting the hearing.

8. The decision of the hearing committee shall be served upon the student
either by personal delivery or by first class United States mail and shall
become final within 10 days of service.

Discretionary Appeal to the Wisconsin Technical College System Board: The decision of
the college shall be final, except that the WTCS board may, at its discretion, grant a review
upon the record.

Settlement: The procedures set forth in this chapter do not preclude a student from
agreeing that academic misconduct occurred and to the imposition of a sanction, after
proper notice has been given.
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Right to Petition for Readmission: A student who has been expelled may petition for
readmission, and a student who has been suspended may petition for readmission prior to
the expiration of the suspension period. The petition for readmission must be in writing and
directed to the president of the institution from which the student was suspended or
expelled. The petition may not be filed before the expiration of one year from the date of
the final determination in expulsion cases, or before the expiration of one-half of the
suspension period in suspension cases.

COMPLAINTS

Complaints are related to federal and state laws that define an individual’s legal rights.
Lakeshore recognizes two categories of complaints:

e Harassment/Discrimination Complaints (Equal Educational Opportunity)

e Sexual Harassment/Misconduct Complaints (Title IX)

HARASSMENT OR DISCRIMINATION

Federal and state laws including, but not limited to, Title VI, Title Il of the Americans with
Disabilities Act, Section 504 of the Rehabilitation Act, and Title IX, prohibit harassment
and discrimination.

Harassment is when someone’s speech or actions are severe, pervasive, or targeted in a
way that hinders a student’s ability to get an education, significantly harms their well-being,
substantially interferes with their rights, or intimidates the student because of their identity.
Harassment can happen on its own or alongside other forms of discrimination.

Discrimination is when a person or an organization limits a student’s equal education
opportunities based on their membership in a protected class as defined by federal and
state laws.

Retaliation is an act or series of acts that punish a student for asserting their right to be free
from discrimination and harassment.

All student complaints alleging harassment, discrimination, or retaliation shall be reported
to the Executive Director of Student Services and Registrar located in the Student Affairs
Division at Lakeshore. All employee complaints shall be reported to the Executive Director
of Human Resources, located in the Human Resources Department at Lakeshore College.

Upon receiving a formal complaint, Lakeshore will take prompt action to investigate the
complaint and take corrective action to eliminate the discrimination.

Complaints for harassment/discrimination contact information: 920.693.1858 (TTY
711) or chou.yang@lakeshore.edu.

SEXUAL HARASSMENT

Title IX is a federal law that prohibits sexual harassment in educational programs. Sexual
harassment is a broad term that includes the traditional definition of sexual harassment,
sexual violence, and any other sex-based misconduct including relationship violence. Sexual
harassment includes, but is not limited to, the following: sexual harassment, stalking, sexual
assault, domestic violence, hostile environment, and other act of sexual violence.




All sexual harassment and misconduct shall be reported to the Title IX Deputy Coordinator
(Executive Director of Student Services and Registrar) as soon as possible. The Title IX
Deputy Coordinator is located in the Student Affairs Division at Lakeshore College, 1290
North Avenue, Cleveland, WI 53015.

Upon receiving a formal complaint, Lakeshore College will take prompt action to eliminate
the sexual harassment or misconduct, prevent its recurrence, and address its effects.

https://cm.maxient.com/reportingform.php?LakeshoreTC&Ilayout id=3

Prohibition of Sexual Harassment under Title IX Policy

CONCERNS

Students are encouraged to use the following procedure to report concerns. A concern is
any written expression of dissatisfaction about the College that is not a complaint. For
example, harassment/discrimination (EEO) and sexual harassment/ misconduct
complaints (Title 1X). Concerns may involve a Lakeshore faculty or staff member,
administrator, another student, facilities, services, etc. To submit a concern about the
campus please complete a Questions, Concerns and Suggestions form located at:
cm.maxient.com/reportingform.php?LakeshoreTC&layout id=6.

Student concerns will be addressed via the following procedure:

Step 1

Student completes and submits the Questions, Concerns and Suggestions form. The
form is available online at
cm.maxient.com/reportingform.php?LakeshoreTC&layout id=6.

Step 2

The Executive Director of Student Services and Registrar will contact the student to gather
any information regarding the concern that has been raised. The Executive Director of
Student Services and Registrar will also make every attempt to meet with the other
party/parties related to the shared concern to gather additional information.

Step 3

The Executive Director of Student Services and Registrar will attempt to resolve the concern
by scheduling a meeting with the parties involved, if necessary. Executive Director of
Student Services and Registrar will serve as a neutral third party during this meeting which
is designed to follow a process to resolve the concern informally. The goal of the mediation
process is to provide a resolution to the concern that is acceptable to both parties. If a
meeting is deemed to not be necessary, the Executive Director of Student Services and
Registrar will relay the concern and all related information to the individual or campus office
that is best positioned to address and resolve the concern.

Step 4

If the mediation meeting fails to resolve the matter, it will be referred to one of two Vice
Presidents for a final decision. If instructional in nature, the Vice President of Academic
Affairs would be the final step in the process. If the matter involves anything other than
instruction concerns, the Vice President of Student Affairs would be the final step in the
process.
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CARE TEAM

The CARE (Concern, Assessment, Response, and Evaluation) Team serves the Lakeshore
community by evaluating and responding to disruptive, troubling, or threatening behaviors
brought to the attention of the team. As a part of this work the team also seeks to help
identify members of the Lakeshore community who are in need of support, guidance, or
other intervention and to refer them to appropriate campus and community resources. This
interdisciplinary team provides a centralized system for faculty, staff, students, and parents
to refer high-risk student situations. The ultimate objective is to assist students and our
community to move from a state of distress and increased risk to a condition of safety and
security.

The CARE Team works together to:

e Address concerns of students’ well-being or behavior that may be harmful to
oneself, others, or is disruptive or threatening.

e Regularly monitor, review, and appropriately respond to reports received via email,
incident reports or other regarding potentially harmful, threatening, or disruptive
student behavior.

e Triage all notifications of student behavior concerns to identify threat level and/or
appropriate action.

e Provide outreach, consultation, appropriate assessment, and/or referral for issues
related to concerning student behaviors.

e (Create a unified reporting and tracking system that allows the CARE Team to observe
patterns of behavior and document the discussion, intervention, and recommended
plan for identified students.

Anyone can refer a student to the CARE Team via the online CARE referral form, or
https://cm.maxient.com/reportingform.php?LakeshoreTC&layout id=2

Lakeshore employees, students, family members, and others who believe a student might
benefit from additional resources and support. Referrals are reviewed during normal
business hours and are not monitored after hours, on weekends, or during official college
holidays. For emergencies or urgent situations involving immediate risk or threat to safety,
security, or health, please call 911.

COMPUTER-USE POLICY FOR COLLEGE STUDENTS

The computing and telecommunicating networks, computing equipment, and computing
resources of Lakeshore College (hereinafter “College”) are owned by the College. The
College’s technical resources are provided for the benefit of the College and its employees
and students. These resources are provided for use in the pursuit of College business or
College education. Use of College technical resources is a privilege, not a right, as such, the
following rules and regulations apply to all users. Additional procedures may be adopted by
various divisions/departments to meet specific administrative or academic needs. Any
adopted requirements must be in compliance with applicable federal and state laws, and
this policy.

Regulatory Limitations
Without prior notice, the College may monitor use of the equipment and networking
structures and all systems for legitimate academic, administrative, and business reasons,
including:

A. To ensure the security and operating performance of systems and networks.



B. To ensure appropriate academic and school related use of equipment/materials.
C. To enforce College policies.

Monitoring includes the right of the College to access messages and files which have been
deleted but not fully erased from systems. Legitimate academic, administrative, or business
reasons include, but are not limited to, the right to inspect the contents of electronic
messages or files in the course of an investigation prompted by evidence of violation of a
College policy or as necessary to locate substantive information which is not readily
available through other means. The contents of electronic communications files and
records obtained for legitimate academic, administrative, or business needs may be
disclosed within the College District, without the permission of student, to those with an
essential need to know, as well as to law enforcement and regulatory agencies.

Notwithstanding the right of the College to view, retrieve, and read any and all electronic
messages, records, or files within College systems; electronic messages, records, and files
must otherwise be treated as confidential by students and accessed only by the author or
intended recipient. Students may not attempt to gain access to another person's electronic
messages, records, or files without authorization or the permission of the person.

A. The College reserves the right to limit access to all equipment, networks, and
resources when federal or state laws or College policies are violated, or when
College contractual obligations or College operations may be impeded. The College
may authorize confidential passwords or other secure entry identification; however,
students are to have no expectation of privacy in the material sent or received by
them over the College computing systems or networks. While general content
review will ordinarily not be undertaken, monitoring of this material may occur for
the reasons specified above. Computer passwords are not and are not intended as a
guarantee of confidentiality or privacy. Students may not use a password, access a
file, or retrieve any stored information unless authorized to do so.

B. Each individual user is responsible for the proper use of his/her assigned account,
including password security. Users must not share computer accounts or disclose
access information to unauthorized persons.

C. The College has the right to monitor and/or restrict material located on all college
owned computing devices (computer, laptop, tablet PC, smartphone, etc.) whether
or not such computers are attached or able to connect to campus networks. The
College strictly prohibits the use of personal computing devices on the College's
secure network.

D. All material prepared and used for purposes and posted to or sent over College
computing and other telecommunicating equipment, systems, or networks must be
accurate and must correctly identify the author and receiver.

E. No person shall make copies or distribute copyrighted material (e.g., software,
database files, documentation, articles, graphic files, music, movies, and
downloaded information) through the email system or by any other means unless
you have written permission from the author of those materials. lllegal copies of
software may not be run on any District computer. The Technology Services staff will
take the necessary action to prevent violations of this requirement. Students are
responsible for any and all liability resulting from violation of this prohibition. Failure
to comply with this rule may result in disciplinary action by the college as well as
legal action by the copyright owner.

F. The College is not responsible for the loss of data or interference with files which
may occur in the course of maintenance of networks or equipment.

G. The College is not responsible for lost or deleted files which have been saved on
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any type of media.

Permissible Use

Students are required to adhere to this policy and any related College rules, regulations,
and procedures for work produced on computing equipment, systems, and networks.
Students may access these technologies for academic, administrative, and school related
uses, if the following restrictions are followed:

A.

B.
C.

The use is lawful under federal or state law.

The use is not prohibited by the College or institutional policies.

The use does not damage or overload College computing equipment or systems, or
otherwise harm or

negatively impact the systems’ performance.

The use does not conflict with copyright or trademark law.

The use does not result in commercial gain or private profit (other than as allowable
under College intellectual property policies).

The use does not state or imply College sponsorship or endorsement.

The use does not violate state or federal laws or College policies against race or sex
discrimination, including, but not limited to, racial slurs, gender specific comments,
comments on sexual orientation, or sexual harassment.

The use does not involve unauthorized passwords, identifying data, or any other action

that attempts to circumvent, disable, or overload system security, or in any way
attempts to gain unauthorized access.
The use does not involve activities which interfere with or disrupt network users,
services, or equipment, to include, but not limited to:

1. Distribution of unsolicited advertising or mass mailings;

2. Propagation of computer worms or viruses; and

3. Downloading and/or running any destructive or disruptive programs on

College computer systems.

The use does not involve accessing or attempting to access by “hacking” or any other
unauthorized entry, materials, information, resources, communication devices, or
the files of other users, which the student reasonably understands to be restricted to
persons other than the student. Intentional interception of any electronic
communication is considered unauthorized access and may violate the Electronic
Communications Privacy Act.
The use does not involve in any manner disabling or inactivating virus scanning
software or restrictive filters.

lllegal Activity

A.

Any illegal use of the network, or its use in support of such activities, is strictly
prohibited.

Illegal activities are defined as a violation of local, state, and/or federal laws.

The submission, publication, or transmission of information or data of any type for
the purpose of planning, preparing, or engaging in criminal activity of any type is
strictly prohibited.

College officials will report actual or suspected criminal conduct to law enforcement
authorities.

Viewing or Distributing Obscene or Pornographic Materials

A.
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information systems or using any College District computing and telecommunicating
networks, equipment, or computing resources to include, but not limited to, any
sites, materials, messages, or files, which:
1. Contain adult oriented or pornographic images, written materials, or
discussions;
2. Are restricted to adults or persons age 21 or over because of adult oriented
sexual or violent content
3. Contain sexually explicit images or materials of any type, to include images
of the human body which depict nudity or sexual excitement, as well as
actual or simulated sexual acts. Conduct of this character is not and will not
be recognized as appropriate or authorized use of College computing
equipment, information systems, and networks for personal, academic,
administrative, or business purposes.
B. Violation of this section, paragraph A will result in disciplinary action as stated under
“Suspension of Privileges by Executive Director of Student Services”.

Suspension of Privileges by Executive Director of Student

Services and Registrar
A. The College's Vice President of Student Affairs or the College’s Manager of
Technology may suspend a student’s access privileges for as long as necessary to
protect the College’s computing resources. As soon as practicable following the
suspension, the Executive Director of Student Services and Registrar must take the
following actions:

1. The student must be provided with notice of the computing resources
suspension and the reasons for it.

The student must be given an opportunity to meet with the Executive Director

of Student Services to discuss the suspension if the student requests it.

2. Following the meeting, the student must be notified that the student may
appeal to the Executive Director of Student Services and Registrar’s
immediate supervisor if the student is dissatisfied with the outcome of the
meeting.

B. The Executive Director of Student Services and Registrar may suspend computing
privileges as a disciplinary sanction following adjudication under the student
code of conduct.

Violation of Policy
A. Any violation of this policy will be considered “misconduct” under the College’s
Student Code of Conduct (13) Misuse of Computing Resources. Violations should be
reported as provided under the Code.
B. Violations of federal or state law may be referred for criminal or civil
prosecution.

Application of Public Records Law

All information created or received for work purposes and contained in College computing
equipment files, servers, or electronic mail (email) depositories are public records owned
by the college and are available to the public unless an exception to the Wisconsin Public
Records Law applies. This information may be purged and destroyed only in accordance
with the College records retention schedule.
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EQUAL OPPORTUNITY

Lakeshore College does not discriminate against protected classes, including but not
limited to race, color, national origin, religion, sex, or gender —including sexual orientation,
gender identity, gender expression, disability or age in employment, admissions, or its
programs or activities. To handle inquiries regarding Lakeshore’s nondiscrimination policies,
contact the Vice President of Student Affairs Tanya Boman for students at 920.693.1858,
tanya.boman@I|akeshore.edu or the Human Resources and Benefits Manager Debbie
Sosnosky for staff/others at 920.693.1163, debbie.sosnosky@Ilakeshore.edu. Lakeshore
College, 1290 North Avenue, Cleveland, WI 53015. (TTY 711) Lakeshore Equal Opportunity
Statement

STANDARD OF EVIDENCE

Lakeshore uses the preponderance of evidence standard in all matters involving students.
This includes student code of conduct (academic and non-academic), Title IX, and equity
cases. The preponderance of evidence standard is defined as such that a party has shown
that its version of facts, causes, damages, and fault is more likely than not to be the correct
version.

ACCESS TO STUDENT RECORDS - FERPA

Student Records Confidentiality Notice

The Family Educational Rights and Privacy Act (also known as FERPA or the Buckley
Amendment) affords students certain rights with respect to their education records. They
are:

e Theright to inspect and review the student’s educational records within 45 days from
the day the college receives a request for access. The student should submit written
requests that identify the record(s) they wish to inspect to the Registrar’s Office or
the Executive Director of Student Services and Registrar.

e The right to request the amendment of the student’s education records that the
student believes is inaccurate or misleading. They should write to the Executive
Director of Student Services and Registrar and clearly identify the part of the record
they want changed and specify why it is inaccurate or misleading.

e The right to consent to disclosures of personally identifiable information contained in
the student’s educational records, except to the extent that FERPA authorizes
disclosure without consent.

e The right to refuse to permit the college to designate disclosure of personally
identifiable information about the student as directory information which is not
subject to restrictions on disclosure.

The following information is designated directory information: name, city and state of
residence, field(s) of study, current enrollment status, dates of attendance, degrees
received, honors and awards received (including selection to a dean’s list or honorary
organization), and photos and videos of students for use in college presentations/displays,
news releases, publications, and websites.

Students who do not wish to have their designated directory information disclosed must
complete the Instruction to Withhold the Release of Directory Information form.

Students may consent to the release of non-directory information by submitting a form for
Authorization to Release Non-Directory Information.



Under sections 99.31(a) and 99.34 of Title 34 of the Code of Federal Regulations, applying
the Family Educational Rights and Privacy Act, should a Lakeshore student seek to enroll in
another college or university to complete a course or degree, Lakeshore may share
personally identifiable data with that college or university’s education officials without the
student’s prior approval. Lakeshore may also share personally identifiable information with
college officials who have a legitimate educational interest.

Officials of the college are defined as:
e Persons employed by the school in an administrative, supervisory, academic,
research, or staff position.
e Persons serving on school governing bodies.
e Persons employed by or under contract to the college to perform a specific task,
such as an attorney or auditor.
e An official has legitimate educational interest if they need to:
o Perform duties specified in their job description or under terms of
contractual agreement.
o Provide campus services related to a student such as advising, financial aid,
and counseling.
o Conduct tasks related to a student's education or campus discipline.

Lakeshore maintains a record of all releases of student records. Students may forward
questions concerning FERPA or request to view a copy of what was shared with other
colleges by contacting the Executive Director of Student Services and Registrar at
920.693.1733. Student data information may be used by the college under allowed
exceptions in accordance with the respective laws.

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

Family Policy Compliance Office
US Department of Education
600 Independence Avenue, S.W.
Washington, DC 20202-4605

For more information on FERPA, please visit the website for the Department of Education at
ed.gov.

ACADEMIC FREEDOM

The college as an institution will remain neutral on partisan political matters. The neutral
position is maintained to encourage an environment where faculty, students, and
employees can express individual points of view and to insulate the college from undue
political influence or pressure.

Faculty at Lakeshore are entitled to freedom in the classroom in discussing their course
competency and outcomes, but they should be careful not to introduce into their teaching
controversial matter which has no relation to their course competency and outcomes.
Faculty members are expected to educate students to think for themselves, and to facilitate
access to relevant materials that they need to form their own opinions. Faculty members are
expected to present information fairly, and to set forth justly divergent opinions that arise
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out of the academic process and professionalism.

Examples of individual conduct that is not protected under the Academic Freedom Policy
are as follows, but not limited to: threats or verbal harassment directed toward any member
of the college community; disorderly conduct on college property or at any college-
sponsored function in a manner that disturbs the privacy of other individuals and/or the
instructional program; violation of college regulations or policies; and violation of any
federal, state, or local criminal law either on campus or at any college sponsored activity.

MILITARY SERVICE MEMBER
SPECIALCIRCUMSTANCES READMISSION &
REFUND POLICY

Students who serve in the National Guard, Reserves, or Active Duty stationed locally who are
ordered into active military service in the Armed Forces of the United States or who are
requested to work for the federal or state government during a national emergency, limited
national emergency, or state emergency are provided priority readmission upon their
return. Individuals in these circumstances will be eligible for 100% refund of tuition and fees
for the current term.

Students who are forced to withdraw from classes due to the activation of a close family
member (father, mother, stepfather, stepmother, spouse or life-partner) are provided
priority readmission upon their return. Individuals in these circumstances will be eligible to
submit a refund appeal request citing military activation as the extenuating circumstance.
This appeal, if granted, may result in a 100% refund of tuition and fees.

Individuals seeking a refund of tuition and fees are required to provide a copy of the
activation orders to the campus Executive Director of Student Services and Registrar.

Students who choose to stay enrolled and/or complete their coursework may do so in
consultation and with permission from their faculty.

SOLOMON ACT

Congress in 1996 enacted a series of laws that address Military Recruiting and Reserve
Officers’ Training Corp (ROTC) Program Access to Students of Higher Education (commonly
referred to as the “Solomon Amendment”). Under these laws, colleges must give recruiters
access to their campuses and provide them with lists containing “student recruiting
information” in order to help military recruiters meet congressionally mandated
recruitment numbers. The Solomon Amendment overrides FERPA and gives the military the
right to receive data designated as “student recruiting information.” If an institution or its
sub elements does not comply, the entire institution risks losing certain federal funds.

CRIME AWARENESS & CAMPUS SECURITY
(CLERY ACT)

Lakeshore is committed to maintaining a safe and secure environment on campus. As part
of the Crime Awareness and Campus Security Act of 1990, the college provides complete
information about security awareness, crime prevention, crime reporting, crime
statistics, and other related policies. This information is communicated annually to
students and staff, through the Annual Security Report.



Hazing is prohibited under both federal law (Clery Act) and state law. Hazing includes any
act that endangers the mental or physical health or safety of a student or others for the
purpose of initiation, affiliation, or continued membership in a group or organization.
Incidents of hazing must be reported and may result in institutional discipline as well as
criminal prosecution.

MINORS ON CAMPUS POLICY

The scope of this policy includes minors on campus who are either unaccompanied or
accompanied by an adult. This policy does not include minors on campus who are
participating in an educational offering or course/program-related needs. This policy does
not apply to the Lakeshore’s Child Care Center.

Minors on campus in general

To protect the safety of minor visitors and to avoid disruptive behavior, minors
accompanying employees, students, or visitors must be under the constant supervision of
their responsible adult while on college property or on the site of any approved off-campus
class or other college events. Employees of the College cannot take supervisory
responsibility for any unattended minors. Minors are not permitted to be left unattended
in any College facility at any time or left alone with an adult that has not accompanied the
minor to campus.

The College assumes no responsibility or liability for minors on College property or on the
site of any approved off- campus class or other college events, nor for any accidents or
injuries to minors occurring on College property.

Employees, students, or visitors who bring minors to the College are responsible for all
aspects of the minor’s behavior, including the minor’s safety, and are financially responsible
for any damages caused by the minor.

Minors are encouraged to come to campus for college-sanctioned activities specifically
scheduled and designed for their benefit.

Exceptional circumstances (applicable to employees and

students only)

Minors may be brought into a particular workplace or classroom setting, in exceptional
circumstances, if prior written approval is granted by an authorized Lakeshore
representative. The Lakeshore employee or student is still responsible for the minor’s
safety, behavior, and are financially responsible for any damage caused by the minor.

NON-REGISTERED INDIVIDUALS IN THE
CLASSROOM

To preserve the integrity of the educational environment, non-registered individuals are not
allowed in Lakeshore classrooms, labs, shops, or designated testing areas, except when the
non-registered individuals are part of the instructional activities. Exceptions may be made
in cases of emergencies and with prior approval from the Dean or their delegate.
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FREEDOM OF EXPRESSION

Freedom of thought, inquiry, speech, and lawful assembly are fundamental rights of all
persons. These rights include the freedom to express opinions; to hear, express and debate
various views, no matter how unpopular; and to voice criticism. Free speech is uniquely
important to Lakeshore as it brings about a free interchange of ideas integral to the
College’s fundamental mission of teaching, research, and public service.

The College encourages students to present ideas, express their individuality and culture,
and be open to thoughts or lifestyles that differ from their own. The College expects all
students will present themselves in a respectful manner that does not endanger, threaten,
or infringe on the rights of others. The College also expects students will not conduct
themselves in a manner that will infringe on another individual’s education or the mission
of the College. Students that fail to meet these expectations can be referred to the Student
Conduct Process.

POLITICAL ACTIVITIES ON COLLEGE PREMISES

The care, control, and management of the campus of the Lakeshore, at all locations, is
vested within the College District Board and Office of the College President. The Colleges’
Political Activities policy can be found here.

HAZARDOUS WASTE & CHEMICAL EXPOSURE

Some classes, such as chemistry and physics, may present the possibility for exposure to
substances which have the potential for health hazards. Faculty teaching such a class will
include in the class syllabus specific information pertaining to potential exposure and
appropriate safety information will be presented to reduce the risk.

Any persons present near chemicals (including hazardous waste) should realize that they
are voluntarily exposing themselves to these substances. Precautions, such as changing
routes so as not to pass near the hazardous exposure areas or delaying enrolling or not
enrolling in a class, may be necessary. These precautions are especially important for people
with sensitive medical conditions which could make exposure to the substance mentioned
above especially dangerous. Women who are in their first trimester of pregnancy should
avoid exposure.

Any time the potential exists for exposure to substances; protective clothing will be
required.

EDUCATION CONDUCTED ACROSS STATE LINES
(NC-SARA)

Lakeshore College participates in the National Council for State Authorization Reciprocity
Agreement (NC-SARA). As a member of NC-SARA, any current or former student of a
distance education program offered by Lakeshore College may file a complaint with
Wisconsin’s Distance Learning Authorization Board (DLAB) for Lakeshore College distance
education activity conducted across state lines under specific and limited circumstances.
Students must work through the Lakeshore College complaint process before filing a
complaint with Wisconsin’s DLAB. For more information on the types of complaints handled
by DLAB, steps to be taken before filing a complaint with DLAB, and the process to file a
complaint with the DLAB, see Wisconsin’s Distance Learning Authorization Board’s student
complaint process located at https://heab.state.wi.us/dlab/students.html.




ALCOHOL POLICY FOR LAKESHORE STUDENTS

Lakeshore recognizes that the misuse and abuse of alcohol and other chemicals is a serious
health problem affecting every aspect of human life. On-campus use or possession of
alcohol is prohibited.

Lakeshore and the Wisconsin Technical College System Board policy forbid the expenditure
of student activity fees for alcoholic beverages. These expenditures include the activity fee
transfers that are allocated to student organizations each semester. All college-sponsored
activities (using tax dollars and/or activity fees) must be open to all students regardless of
age. Alcoholic beverages are also forbidden at off-campus college-sponsored activities. The
consumption of alcoholic beverages is prohibited during the scheduled time of an
educational field trip. The advertising of alcoholic beverages is prohibited on college
property and in college publications.

An exception to this policy may be granted for approved instructional purposes in which the
possession or consumption of alcohol is an essential part of a supervised educational
activity. Such activities must be part of an official College course or program, receive prior
written approval from the appropriate Dean or Vice President, and be conducted under
direct faculty supervision in a controlled environment in compliance with all applicable laws.

ACCOMODATION SERVICES

Partners with students to develop plans that ensure equal access to programs, services, and
activities at Lakeshore. Students with disabilities are eligible for reasonable
accommodations as outlined by the Americans with Disabilities Act and the Rehabilitation
Act. Students who are pregnant or parenting a newborn are eligible for reasonable
accommodations as outlined by Title IX of the Educational Amendments of 1972.
Accommodations are voluntary, confidential, and outcome neutral. To contact
Accommodation Services either email as@lakeshore.edu or call 920-693-1120.

FOSTERING YOUR FUTURE

Fostering your future provides enhanced support to meet the unique needs of students who
are or have been foster youth.

LANGUAGE ACCESS

Provides individual assistance to support students adjusting to college courses in English
through support that focuses on English skills and course content. Services include one-on-
one and small group study sessions, individualized assistance and resources, text to speech,
note-taking, and testing support. Lakeshore also provides limited interpretation for
meetings with advisors, Academic Counselors, financial aid, and other services.

ACCOMMODATIONS FOR RELIGIOUS BELIEFS

In accordance with Wisconsin Statues of 38.04(16) Ch 14, the Civil Rights Act of 1964, and
Title 1V, students with sincerely held religious beliefs may request reasonable
accommodations for attendance, academic work, and/or examinations to observe religious
holidays or services or to preform religious requirements. Students must submit the
Accommodation for Religious Belief Request form at least five (5) business days prior to the
dates accommodations are requested. It is strongly recommended that requests be
submitted earlier. Accommodations staff will communicate the accommodation
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determination to the student and faculty. Religious Accommodation plans are valid for one
(1) semester and should include all dates impacted during the time frame.

Accommodations for Religious Beliefs contact information: 920.693.1120 (TTY 711) or
nicole.yang@lakeshore.edu.

ANIMALS ON CAMPUS

Lakeshore recognizes several categories of animals on campus, including service animals,
emotional support animals, therapy animals, and animals used for educational
programming. Each category has specific definitions, requirements, and permissions, under
applicable laws and college policy.

For detailed definitions, requirements, approval process and responsibilities for each
category please refer to the full Animals on Campus Policy or contact Accommodations
Manager Nicole Yang at Contact information: 920.693.1120 (711) or
nicole.yang@lakeshore.edu.

PARKING REGULATIONS

Students are responsible for understanding and following all campus parking regulations
while on Lakeshore College property. By parking on campus, individuals agree to comply
with all posted rules and guidelines.

Student responsibilities

e Students are responsible for the safety and security of their vehicles and their
contents while parked on campus. The registered owner of a vehicle is responsible
for any violations associated with that vehicle.

e Vehicles must be parked only in designated parking spaces. Parking in roadways,
building approaches, lawns, sidewalks, or marked walkways is not permitted.

e Students are expected to follow all posted traffic patterns and marked routes within
parking lots, including lots 6 and 7 to support campus safety.

e Bicycles should be secured only in designated racks located near Aspen (Al),
Nierode (N2), Cedar (C8 and C12), and Elm (E1), as well as at the Sheboygan and
Manitowoc campuses (seasonal availability may apply).

e Accessible parking spaces are reserved for individuals with valid permits issued
through the DMV. Students must ensure proper authorization before using these
spaces.

Enforcement and Penalties

Students are responsible for complying with all parking regulations enforced under the
Village of Cleveland Ordinance and the State of Wisconsin Statutes. Failure to comply may
result in fines in accordance with local and state traffic schedules.

Link to Lakeshore College Cleveland Campus map: https://lakeshore.edu/about/campus-
locations- maps-hours

TOBACCO AND SMOKE FREE CAMPUS POLICY

Students share responsibility in maintaining a healthy, safe, and clean campus environment
by following the Tobacco and Smoke Free Campus Policy.
Student responsibilities

e The use of tobacco, smoking, and vapor products including cigarettes, cigars, pipes,



electronic cigarettes, vaporizers, water pipes, and smokeless tobacco is prohibited
on all Lakeshore College property, including buildings and grounds.

Students may only use these products within their personal vehicles. However, all
waste must be properly disposed of. Littering of cigarette butts or tobacco-related
materials on campus grounds is not permitted.

Students are expected to respect this policy and contribute to a campus
environment that supports the health and well-being of the entire community.
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GENERAL COLLEGE INFORMATION

STUDENT AFFAIRS WELCOME CENTER

Student Affairs Welcome Center is designed to streamline customer service for a variety of
needs. Staff are available on our Cleveland Campus, during business hours. Students can
visit Student Affairs for assistance with the following items or services:

e Register, change, and drop classes

e Make payments

e Billing questions
Schedule appointments with Academic Counselors and other Student Affairs staff
Obtain student photo ID card/program badge
Student lockers
Add money to student printing accounts
Sign up for student activities and promotional events and purchase event and
movie tickets
Drop off and pick up lost and found items
e Vending machine refunds

MYLAKESHORE

MYLAKESHORE is a website that provides centralized access to commonly used applications
you may need such as Blackboard, Lakeshore email, MyLTC, Navigate, Password Reset Tool,
and Technology Help Desk. The website can be accessed at https://gotoltc.edu/experience-
Itc/student-resources.

MyLTC
MyLTC is a website that provides access to information, tools, and applications students
need to participate as a member of the college community. Students can do the following
and more:
e View financial aid to do list items
e Enroll and drop classes
e View demographic information
e View and print unofficial transcripts
e View and pay tuition
e Apply for, view, and accept financial aid
e View and print grades
e View and print class schedule
e Search class offerings
Print enrollment verification
Add/update emergency contacts
e Update address and phone numbers
o (students are expected to keep this information current)

EMAIL

Anyone who fully completes the admissions requirements or registers for an undergraduate
or extended education course is automatically provided with a Lakeshore email account.

The student email is: full last name + last 5 numbers of the student’s ID. (For example, the



email address for Lenny Zen, ID #12345678, would be zen45678 @lakeshore.edu). Email is
the official mode of communication to students at Lakeshore. Therefore, it is important
that students check their student email daily.

Students will receive essential information in their email inbox such as registration dates,
graduation information, financial aid, special events, course information from faculty and
much more. Visit [akeshore.edu and login to MYLAKESHORE to access the Lakeshore email
account through Microsoft Office Outlook 365.

Email accounts of students will be deleted 126 days after the term end date if they don’t re-
register for classes. Communications will be sent prior to the end of the term to remind
students to transfer personal data.

PREFERRED & LEGAL NAME

A student’s legal name is the name that is listed on official college documents including, but
not limited to, transcripts, certificates, and diplomas. Students who wish to use a preferred
name on campus may request that Student Affairs staff add their preferred name to their
student record at Lakeshore.

Students with preferred names:

e will be listed by their preferred name in the student directory.

e will use their preferred name when setting up a username and password for the
Lakeshore network and email.

e will be known by their preferred name by the Lakeshore Help Desk.

e MUST contact Student Billing to ensure that all refunds are processed according
to their preference before any refunds are issued.

Please note that preferred names are not related to legal or official name changes. Students
who wish to change their legal name should submit the Official Name Change Form which
is available at Student Affairs or online at Official Name Change Form.

SCHOOL CLOSING

On a rare occasion, a situation may arise affecting closing of one or more campuses. (Ex:
power outage, waterline break, lock down, cybersecurity issue, bomb threat, etc.). In these
cases, the Incident Management Team will alert students and employees. For more
information, see the Unscheduled Building Closure Policy.

Students or faculty who are assigned to clinical experiences and employees who are
providing contracted services in business and industry will conform to the closure status of
those institutions regardless of any other announcements made concerning the closing of
the College.

SEVERE WEATHER

Tornado and severe weather drills are conducted periodically during the school year by the
Incident Management Team. In the event of a thunderstorm, high winds, tornadoes, etc.,
an announcement will be made. Occupants will be notified that this is a tornado watch, or
a tornado or severe weather warning. Updates will be provided as available.

Students should become familiar with the Tornado/Severe Weather refuge instructions
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posted in each classroom. Once in the designated refuge area, remain there until notified
by safety/security personnel that it is safe to leave. Students are encouraged not to leave
the campus while these conditions exist.

ADULT EDUCATIONAL AND ENGLISH LANGUAGE
LEARNERS PROGRAMMING

Lakeshore offers programs to prepare adults to earn a high school credential, enter a
college program, and/or enter employment. Instruction is provided in the areas of reading,
writing, math, social studies, science, civics, career and employability education, and English
Language Learning (ELL). The course of study is determined through goal setting and
working closely with an Academic Counselor and faculty to create an individualized plan of
education.

Specific Programming Includes:

e Adult Education is designed for individuals who want to review, learn, or improve
academic skills in reading, writing, math, and digital literacy. The curriculum offers
students the opportunity to meet personal needs for additional education, training
and/or employment.

e GED/HSED programming prepares adult students to earn a high school credential,
such as the General Education Development (GED) certificate or the High School
Equivalency Diploma (HSED). To earn a GED, students must successfully complete a
Career Awareness course and four academic exams:

o Reasoning through Language Arts
o Mathematical Reasoning

o Science

o Social Studies

e The HSED credential requires successful completion of the four GED exams PLUS the
following:

o Health (exam or coursework)
o Employability Skills course

e Alternative HSED programming is also available. A competency-based, structured
class option allows students to earn the HSED without taking the GED exams. This is
for individuals who can, in a classroom setting, demonstrate mastery of skills
expected of Wisconsin high school graduates, but who would be unable to
demonstrate those competencies in a formal, timed, testing environment. This
credentialing opportunity also requires a state-mandated civics test.

e All high school credentialing opportunities also require a state mandated civics test in
addition to the above criteria.

e The English Language Learning (ELL) program is designed to provide non-English and
limited- English speaking students coursework in Reading, Writing, Listening, and
Speaking the English language.

e Career and employability courses are offered to explore interests, skills, and goals for
employment. Resume writing, interviewing skills, digital literacy, and other skills to
obtain and retain employment are stressed.

e Lakeshore support services are offered; these include:

o Academic Counselors are available to assist with career planning, program
enrollment support, and selection. Academic Counselors can also work with
students on college admissions steps.

o Student support, such as accommodation services, educational support
services, and academic support.



ACCIDENTS/FIRST AID/EMERGENCY CARE

All accidents occurring on college property are to be reported immediately to a Lakeshore
staff member. Incident report forms are to be completed within 24 hours. Students who
carry personal or student accident insurance are expected to file a claim with their
insurance provider prior to requesting any payment or assistance from the college. To
report an accident:

https://cm.maxient.com/reportingform.php?LakeshoreTC&layout id=11.

EVACUATION DRILLS

Emergency evacuation drills will be conducted periodically during the school year by the
Incident Management Team. Anytime the fire alarm is sounded, it should be treated as a
real emergency. Each classroom has emergency evacuation instructions and routes posted.
Students should become familiar with this information to ensure a swift but safe evacuation
from the building. All people are required to leave the building, stand clear of all exits, and
remain outside until notified by safety/security personnel that it is safe to re-enter the
building.
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4 5 6
" 12 13

 Spring Term Begins
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Martin Luther King, Jr. Day

25 26 2]
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Groundhog Day
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* Spring Break - No Classes » Spring Break - No Classes » Spring Break - No Classes
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Student Resources & Professional Development 28 25262
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" 12 13 14
Daylight Saving Time Begins
18 19 20 21
First Day of Spring
25 26 21 28
Good Friday Easter
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April 202] LAKESHORE

MONDAY TUESDAY WEDNESDAY

5 6 )
12 13 14
19 20 2

Passover (Begins at sundown)

26 2] 28
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Cinco de Mayo
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17 18 19
24 25 26
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152



APRIL JUNE
LEARN alila 27 N 2027

T F S
LEAD 45876 810 6 7 8 5101112
. SUCCEED 161020 2122 23 24 20 21 25 23 24 28 28
Student Resources & Professional Development 2526 27 28 29 30 27 28 29 30
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6 1 8 9
* Graduation Mother’s Day
13 14 15 16
20 21 2 23
21 28 29 30
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Student Involvement =
Student Success

Student Leadership Board & Student Organizations

Success

e Student success is directly linked to student involvement.

* |nvolved students are more likely to graduate.

e [nvolvement outside the classroom reinforces learning inside the classroom.

e Active participation in student organizations increases positive interactions with faculty,
staff, and peers.

Networking

e Getting involved is a great way to become an active member in the campus community.
e Student involvement helps you create a more personalized college experience.

e Being involved provides opportunities to enrich your campus and community.

Benefits

e Build your resume.

e Discover your passions and strengths.

e Meet new people and make friends.

e Strengthen your networking and communication skills.

¢ Rise to the top of the candidate pool; employers hire people who embrace teamwork
and get things done!

For information about how to get involved in Lakeshore’s Student Leadership Board
student organizations, email studentlifeslb@lakeshore.edu .

LEARN LAKESHORE
LEAD COLLEGE

M succeep

Student Resources & Professional Development STUDENT LEADERSHIP BOARD




Here to Help

Student resources to help you succeed

Academic Resources

e Academic Success and Tutoring
e Library

e Technology Support

e Testing Services & More

Paying for College
e Financial Aid

e Payment Options

e Scholarships

e Student Employment & More

Student Involvement

e Student Leadership Board
e Student Organizations & More

Personal Support

e Career Services

e Child Care Center

e Counseling Services

e StudentSHARE & More




