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Navajo Technical College Logo

During spring 2007, NTC conducted a loogontest and opened it up to everyone to enter with the
exception of the Logo Committee members. The entries were reviewed and the final selection mac
by the NTC Board of Trustees and President. The winner was Ms. Jolene Nenibah Yazzie fror
Lupton, Arizana. Her interpretation of the logo is as follows:

This design is a part of the Navajo basket and the four winds. Another aspecttlodithe school

represents a different outlook on Navajo life and education and moving toward an era o
technology.
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The Navajo Technical Colleg&tudent Handbookets forth the official policies, regulations and
fees that apply to students attendi@vajo Technical CollegeNavajo Technical Collegeeserves

the right to change without notiemy of the requirements or regulations and fees published in this
handbook According to Title 15 Navajo Nation Codes, Chapter 13 81202 B, Navajo Technical
College is a nomrofit vocational technical educational institution of the Navajo Nation
government and is to be considered part of t he
Sovereign Immunity Act, 1 NNC855 seq.
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Message from the

Dean of Student Services

Dear Student:

Welcometo Navajo Technical College (NTC} 2" Century Collegeto pursue your higher educational
goals. In April 2010 the North Central AssociatiorHigher Learning @mmission made a successful
accreditatiorvisit and renewedT C §udl accreditationstatus As a fully accredited CollegéyTC courses
are eligible for transferto other colleges/universities NTC offers a variety of academic programs with
competentaculty, staff,and counselofadvisors to assist you.

Student Services Departmemprogramsinclude Residential Servicegsingle/marriedstudent housing);
Student TransportatioBervices;CampusSecurity Services Student Life and ActivitiegStudent Senate,
Intercollegiate/Intramural SportsChild Care Sefiees and referrals to external services to assist students.
Internal referrals include counseling services for academic counseling; Special Student Services (ADA
eligible students); Job, Careand Internship placement; and Substance Abuse PreventierCdimseling
services are under the Office of the Registrar. First Year students are also assigriest dear Counselor
and Advisor to ensure successful pograsgowanduearning@an a
certificaie and/or degree.

The Student Handbook contains valuable information about student life, academic programs, and ho
different Departments assist students. Used as a reference, your Student Handbook will guide you in areas
acadents student services,glent Code of Condudtudent disciplinary policies and procedures, and other
pertinent information. As a studeletadership developmeptoponentthe NTC Student Senate provides an
opportunity for students to become involved in the decigiaking proes&sat theCollege The Student
Senate Presideserves on the NTC Board of Trusteesa voting membeby virtue of his/her positionAll
students are encouragedparticipate in teir Senate divities, including Senateepresentatioboth on and

off- campus

The NTC Mission Statement is committed to quality educatind student achievementThe sudent
centered learning environmeeimphasiss f or emo st i conmmitrhneat toChighel lkeagning s
excellence As such, our goal is to nurture intellectual growthile integrating and maintainindpe Dine
Philosophy of Education includingi t s a h a k e e s, andSihakiraAs 8ugh, thel Gollegeffers this
unique opportaity to integrate K and other cultural attributes intbe $u d e rdaily Isarning experience

on campus. Lastlthe NTC Governing Board represents the five Navajo agencies, and considers the Navajo
Nation as its campu€ongratulations for selecting NTG pursue your higheducatiorendeavors.

Sincerely,

lZwrence saac, Jr., Ph.D.

Dean of Student Services
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Section 1: General Information

The Student Handbook provides you with information abdawajo Technical CollegesNTQ) services,
policies and procedures. It is dga conjunction withand is suplementary tpthe NTC Catalog. Used as a
referencethe Student Handbook will guide you in areasasfadents student services, student Code of
Conduct, Student disciplinary policies/procedures, and other pertinent information. Take the time to become
familiar with the Student Handbook. It will help you get the most out of gampusexperienceNavajo
Technical Collegereserves the right to change any provisions or requirements of tdenStdandbook

when such changes best serseglents andr the College

The information contained in this handbook applies to all studeh$@t These regulations apply primarily

to acts of misconduct occurring dlavajo Technical Collegpremisesand off the campus when the student

or studet organization maintains a student relationship VWIRC. NTC reservesthe right to sanction
currentlyenrolled students for violations of the Student Code of Conduct, even if said violations oecur off
campus.

The Diré Philosophy ofEducation is representative of the Holy People of the Bacthding existence on
Mother Earth and nurtured by Father Sky. TheéJiomeland is protected by tieur SacredMountains
(four directions) which embodies spirituality, intellect, planning] kie. The philosophy combines the best
of learning and knowledge of other societies with that ofé@inbenefit our future. Walking in beauty is
respect and living in harmony with the natural law. Accordingly, students will achieve their aspirations.

NTC Mission Statement, Vision, and Philosophy

Mission Statement

Navajo Technical College is committéal offering quality technical, vocational and academic degrees and
community education ia studenbriented, handen learning environmeritased orthe Diné Philosophy of
Education:NitsahdkeesNahétah,lina, Shasin

Vision

The vision ofNavajo Technical Collegis to educate Navajo individuals to utilize stafehe-art technology
and to enhance the desirable character traits of integritydliselfline, loyalty, and respect which give the
Navajo people hope, courage and resiliencselsal to their survival as a people, using the strengths
inherent in the Navajo cultural values and traditions.

Philosophy

Navajo Technical Collegbelieves that wery student has the innate dyiland intelligence to learn and
acquire technical skills. Students have knowledge about their abilities and skills to enhance their personal,
social, economic and cultural values. A disciplined learning environment, imitbvative and viable
communitybased academic and vocational curricula, will produce a competent, educated, -aelibself
participant of the Navajo Nation in the world of work.

Goals
The goals oNavajo Technical Collegare as follows:

A To quélify educatin, associate degrees, certificates, and community education

ATo provide students a higher learniagdnondiscriminatonyenvironment

A To serve as a catal WNavhoNation academi ¢ progress
A To establ i s btherisstitidns ohighsrtearprgg wi t h



Jurisdiction of Navajo TechnicalCollegeBoard of Trustees

The NTC Board of Trusteesis empowered and directed to review and approve all publications issued to
students and to periodically review and update therayaunt tothe Navajo Technical College Act of 2006;
amending 15 N.N.C. 88 12011209, as stated in the Navajo Nation Council Resolution Ci&38

Accreditation

Navajo Technical College is fully accredited by the North Central Association Higher Leaormpi§€sion
as of2006to the present

Commitment of NTC and Students

By enrolling as a studersit Navajo Technical Collegea person voluntarily asmes obligations of
performance and behavior reasonably imposed biNTi&Board ofTrustees

Parenta Notification 7 Disclosure of violation

The higher education amendments of 1998 (P.L-2/3f Sec. 952 o es n o't prohi bi't i a
higher education from disclosingo a parent or legal guardiarf a student, information regarding any
violation of any Federal, State, or local law, or of any rule or policy of the instituith@hyding those
governing the use or possession of alcohol or a controlled substance, regardless of whether that information
is contained in the student's education recafds,

(A) Thestudent is under the age of 21; and

(B) Theinstitution determines that the student has committed a disciplinary violaitbrrespecto

such use or possession. o

This appliesto not only the disclosureof violations of local, state, and deral laws but alsoto the
institutional policies and rules governing the usepossession of alcohol or controlled substances. The
purpose oNTC6 s p ar e nt apblicynisaotpiordtecaasdfdr campus community, promote academic
achievenent and promote student health.

Student Records and Confidentiality

Student records are maintadconfidentially in accordance with the Family Ediicaal Rights and Privacy

Act (FERPA) of 1974. Thi s | adwcdipnal cetoeds, establishbésehe pghti v a ¢
of students to inspect their records, and provides guidelines for the correction of inaccurate or misleading
records. FERPA applies to all schools that receive funds under the U.S. Department of Education.programs
Accordingly, NTC has adopted the following policies:

1. No document i n a st usdhalbe feleasgrwighoud thelst wd e nttrdasn sverr ii |
authorization unlesis the release is tdTC faculty and/orstaff who have an educational rest to
comply with a judgial courtorder, or for emergency health or safety purposes.

2. Before NTC can release information to employers or other institutions, the student must have a
signed Release of Information form on file.

3. The following informationc at egori zed by the | @dwmaybereldasti r ect o
wi t hout the studentds consent, unl ess the st uc
name, dates of attendanagraduation program(s) enrolled in (or graduated froegucatbnal
majors, awards and certificatesidvideotapes or photos of students participatin§TiC activities.

4. If a student does not wish to have this information releasestjugest for nowisclosure of directory
informationform must be submigtdtoth e R e g i ficé. Thés request rukt be subtei by the
student within the first two weeks of their first semester and is ualitithe student withdraws their
request for nowisclosure anfdr provides written authorization for the release of infation

5. Students have the right to examine their official file. Requests to examine stuntedsrsiould be
scheduld in advance withand performed undgthe supervision of the Registrar. The student must
submit a written request to the Registrai¢ating thedocumentghey wish to review



6. Students may submit a written request to the Registrar to amend a record that is inaccurate or
misleading. Students have the right to &leomplaint with the Family Policy Compliance Officer of
theU.S. Department of Education concerning alleged failurdsT® to comply with the Act.

Note: FERPA applies only to students who are actually enrolled

Section2: Students Rights and Responsibilities

Rights to Freedom of Inquiry:The Higher Learning Comission in its criteria and policies recognizes the
central importance of freedom of inquiry for studantan accredited institution of higher learning

The Board ofTrusteesalso recognizes the importance freedom of inquiry and of thencorporationof
research, creative work aadsignments, whicphromote autonomous critical thinking in supporting both the
academic and vocational development of studgtesolution CIT-FEB-606-05).

A commitment to freedorof expression and a support for research aedtive work is necessafygr NTC
to effectively partner with other colleges and universities in developing joint programs and working
arrangements in a variety of academic, vocational and community educati®n area

Rights to Expression:Students caifreely examine and exchange diverse ideas in an orderly manner inside
and outside of the classroom.

Rights of Association: Students can associate freely with others for purposes that do not infringe on the
rights of others.

Right to Education: Studens have access to excellent faculty, academic technology, classrooms, libraries,
and other resources necessary for the learning process.

Right to Learning Beyond Brmal Instruction: Students have accessawariety of activities beyond the
classroom, witch support intellectual and personal development.

Right to be Free from Discrimination Students can grectto participate fully in theNavajo Technical
Collegecommunity without discrimination as defined blavajo Nation law, applicable federand NTC
regulations.

Right to a Safe Environment Students can function in their daily activities without unreasonable concerns
for personal safety.

Right to Timely ResponseStudents have the right to expect prompt and courteous responsedsavajo
Technical Collegg s academic and administrative departments.

Right to a Grievance ProcessStudents have access to established procedures for respectfully presenting
and addressing their concerns/complainfdawajoTechnical College

Right to Privacy. A student has the right to privacgollege officials will not search students or their
personal property, includindut not limited to backpacks and vehicles, without reasonable grounds for
suspecting that the search will turn up evidebasel on probable cause and thheé tstudent has Miated
applicable laws of thBlavajo Nation Federal or State law.



Section 3:Admission & Registration

The Office of Student Enrollment and Student Records is staffed and managBitdxstar, who is alsthe
Registrar. The Departmeatverseesecruitment, admission, registration, financial aid andcthenseling
services

Navajo Technical Collegss a tribal college andhaintains an open admissgopolicy. Individuals of any

race, olor, creed, age, segexual orientatiorreligion, national origin, physical handicap, or married status
are welcome to apply. Admission is the process of applying and being accepted to NTC. Admission to NTC
does not ensure admission to a particular smwr program of studysome students may be required to
enroll ina prerequisite courdmefore taking other courses.

The Admi ssiondéds Office receives al throwltk nhies sReogni sftoral
Office. Upon final admision and registration, the Registrar maintains all individual student records. Services
offered through this office include:

Information concerning program offerings

Guidance and assistance through the admission process
Accuplacettest

Assistance with of€ial dropping, adding, or withdrawing from a class
Issuance of official transcripts

Transfer and review of credits

Graduation audit
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NOTE: Students who have an outstanding account with NTC shall be referred to the Business Office
(student billing) to reolve their outstanding debts. All outstandigpts tothe college shall be satisfied in
order for a former student to beadmitted. In addition no official and/or unofficial college transcript(s) will

be released to requesting parties, including thdestt, potential employers, and other institutions of higher
learning for a student who has an outstanding debt to the colfgleough readmission may be granted,
students who have an outstanding debt at the end of their studies wilk radlotved to participate in
graduationnor will they receive their certificate/degree until their debt is satisfiemmmencinghe Spring

2012 semesteradmission will require the following i an applicant with a high school transcript that
indicateshe/she did not pass the state competexams or receive an official high school diploma will be
referred to an Admission Interview Committee for approval.

Admission Criteria and Registration

Admission Requirements

The following documents must be receiiech t he Admi ssi onbs Office to be
NTC.

1. A completel and signed NTQ@\pplication for AdmissionPlease seechool academicalendar for
application deadline.
2. All Native American students are required to submit a Certificatachfuh Blood (CIB) or an official
record of enroliment that indicates mengyepwith a federdly recogiizedindian Tribe.
An official high school transcrigs requiredjndicating the student has passed the state competency
exams or anofficial General Education Development (GED) texdicatinga passing score of 45 or
higher in all subject areaf.the student does not produce any of these documents, he/she may utilize
the NTC Ability to Benefit Policy (see below for expddion of this programOR the student may
opt to take 6 credits of courses and pass with a C or better (the student will be responsible
for paymentfor the credit hours). Upon successtidmpletion of one of these optiothe



student will then be alwed to major in a program and become eligible to apply for student
financial aid. Home School students, see provisiorpage8.

3. For students who are transferring or have taken prior college cpthieef®mllowing documents are
required Official college transcripts from each college attended, indicating all courses taken
NTC Registrar may require a written description of each course takarder to evaluate its
equivalencyto NTC coursePhotocopies of courgkescription from cdégecatalogs aracceptable.

NOTE: CommerciaD r i vlécendeqCDL) requires additional documents which are:
T A valid New Mexi dfapplibantiisshetweénsthe lages ofit®4, eapplicant
must stow proof of completing a DUI Awareness class

Department of Transportationds physical exan
A copy of a driving record from the Department of Motor Vehicle Division

A copy of Birth Certificate

2 documents that show proof of physical restaeim New Mexico.
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When allof therequired documentsrer ecei ved and accepted by the Admi:
receive a letter of acceptance to NBudent enrollment statusiset er mi ned by t he st ude
for taking courses afiTC.

The Registered Nursing (RN) AAS program requires addal documents and prerequisit€dudents
shouldrefer to the college catalog andntact the Director of Nursing for more information.

NOTES. Placement Tests: All new students are required to take thembut test (ACCUPLACER to help
assess the studentds basic math and English skill:
based uportheir abilities. Student with low scores may be required to complete rensgulilgicoursework

prior to entering their chosen major. Transfer students who have successfully completed a college level
English and Mathcoursewith a C or better at another institution (as recorded amofficial transcript)

should see the Registrafhe first test is administeredwithout chargng the student.The studentvill be

assessed a fder any retestsiccording to the fee schedule in the catalog

Physical examination and proof of immunization (Rubélaasles, and Mumps) are required for certain
program majors.

Career Assessment: New students will be given a career assessment to help determine if they have selected a
field of study appropriate to their interest and skill§his assessment will not beed to force students to

study any particular course of studwther, it is administered to help the student think through the choices

they need to make concerning their major and eventual field of employment.

Admission for Students with Disabilite

NTC complies with the Americans with Disabilities Act (ADA) of 1990 and Section 504 of the
Rehabilitation Act of 1973 and is committed to make reasonable accommodations to meet the needs of
students with disabilities. No otherwise qualified applicantstudent will be denied admission or
discriminated against because of disability. Students are responsible -tdestffy and discuss their
disability and needs in order to receive reasonable accommodations. Any documentation provided by a
medical profesional or a state license diagnostician should be made available to the Special Needs
Counselor. Contac¢he Special Needs Counselor at (505) Z8638.

Ability to Benefit Policy

The purpose of the Ability to Benefit policytis ensure thahe college isn compliance with Federal Policy
for Public Institutions of Higher ¢arning who receive Title IV funds, Section 484 (d) of the HEA of 1965 as



amended (Title IV HEA programand the regulations the secretary promulgated to implement thinse

34 CFR part 668 subpart J. Students who lack a high school diploma or GED and want to enroll in college
may be eligible to do so if they pass a federally regulated Ability to Benefit (ATB) test. By passing the ATB
test the student will become eliggbfor provisionaladmission to NTC and academically eligible for federal
financial aid.

Statement oAbility to Benefit Policy and ProcedureStudents who are 18 years of age who want to enroll

in Navajo TechnicaCollegeand have not receivedhigh school diploma or a GED are required to complete

an academic skills assessment to determine Atsiity To Benefit from course work offered at the college

level. TheACCUPLACER e s t wi | | be given to assess ,shtanckent s 6
skills, arithmetic and elementary algebra

Upon completion of the academic skikssessment, theest resultsare reviewed and the appropriate
counselorawill discuss the results of the testiwgh the studentStudents that have achievdw tfollowing
minimum scores in all thregubject areasn a single testing experienogill be allowed provisional
admssionto NTC under Ability to Benefit (ATBand may simultaneously work toward obtaining a GED

To be moved from provisional to regulamaidsion status, a student must have a cumulative GPA of 2.0 at
the end of their first semester. I f the student
the student will be placed on financial and academic probation (see paged 26 for details) and will

remain at provisional admission statiddinimum scores are set lille U.S.Department of EducatioMhe

list of approved ATB testand passing scores for student to be eligible for financiglpaid66402 part VI)

are as follows:

ATB

Minimum Score Placement for NTC
Sentence Skills 60 English 98*
Reading Comprehension | 55 English 98
Arithmetic 34 Math 98*

*English 98and Math 98 areemedial/developmentaburses

Retest- Students who do not pass all threetises of the tet on the first try may retesfter 30 daysfor a
better score. They will be encouraged to study and will be referred to study sources for assistance.

Referral- A student who does not pass all three components of this test during timge ¢ession after the
retest will be referred tdl T C &dult Basic Education (GED)rogramto complete studies that exceed the
minimum requirements as outlined aboVley will be required to complete GED studespiivalent to two
grade levels atve the minimum required scores as definedJty. Department of Education requirements.
The fee to retest issted in the fee schedule of the catalog

Admission- Upon successfullyeceiving aGED certificate of completigrthe student can then la#fowed
regularadmissionto NTC, provided they meet all other admission requirements. The studéenisligible
to enroll in a program of study and apply for financial aid.

Cumulative GPA- Once a student is accepted into NTC under Ability To BenéfitB), they will be
required to maintain a cumulative GPA of @.6r better to be eligible for financial aid. If a student falls
below a 2.0 GPA, the student will be placed on academic probation for one semester. If at the end of that
semest er stcumelatigetGiRAlig 20brdetter, he/she will be allowed to continue in their program.



If the cumulative GPA is not 200or better at the end of the semester for which the student has been placed
on academic probation, the student will be placed on agadrispension and will not be allowed to return

to NTC until he/she can improve his/her cumulative GPA t@ drObetter. The student will be allowed to
repeat only those courses that will improve his/her GPA. The student shall pay for any repeat©auoeses
the student 6s c @onbdita,tthe stedenGdamapglydor fhanbial aid and begin to take
additional courses required for his/her program.

Declaration of a Major
All students shall identify a major in a certificate or degreeganm unless theyare identified as Non
Degree/Certificatstudents

Definition:
1 Certificate/Degree StatusThose who have met the program placement requirements and
have officially declared the major (program of study) from which thiy to earn a
cettificate ordegree fronNTC.

9 Associate of Applied Science (AAS) Degréa AAS degree program prepares students to
enter either skilled or paraprofessional occupations or to upgrade workplace skills and
knowledge. An AAS program is not intended to transteab ac h el or, dtBougdegr e e
certain courses may be accepted at some institufldresexception to this rule is when an
AAS is used to enter a BAS program.

9 Assaociate of Science (AS) DegreeAn AS degree is an academic degree that prepares
studens for transfer to baccalaureate degree programs after their associate degree work is
completed or can be usedfiod placement in some fields of employment.

1 Bachelor of Applied Science (BAS) DegreeAn applied baccalaureate degree that gives
students tb knowledge, skills, values, and attributes expected of an educated and trained
professional in a technical field.

Change of Major

Any student who wishes to chanbis/hermajor after regigring will need to submit a Change of Major
form to the Registrar The student mape required to meet with the Career Counselor for a Career Interest
Profile. No changes shall be allowed after thstday toregiser deadline for that semestdf.granted after

the late Registration deadline, chasgé mgor shall be applied tothe following semester, if the program
allows admission during that semester

Enrollment Status

1. Regular Admission Students with placement scores that allow them to regisi€iGrievelcourses
or abovewill be admitted aRegular Admission status. Regular admission is intended for the student
seeking a degree or certificateNaEC. This includes students continuing from the previous semester
who are in figood standingo.

2. Provisional AdmissionStudents whare on Academic Probation or Suspension; or students who do
not have a high school diploma/transcript that indicate they have passed competencies required and
haveopted to take 6 credit hours of courses as stated in the admission requirements.

3. Transfer Sudent Any transfer studenfrom another community college, college, or university
seeking admissioto NTC who intends to work toward a degree or certificate fildéfC should
apply for regular admissiopplicants are required to submit official trangtsifrom all regionally
accredited colleges or universities. ,baensti mil e
acceptable as official transcriptdTC accepts transfer credibfc our ses t hat have a
better andf an equialent course is offered &TC. No specialtopic classes will be accepted for



transfer.Course credit, if giverwill be solely decided by the Registra8tudents are responsible for
providingcourse dexiptions from their previous college or university to aid in the proper evaluation
of credit.

4. Non-Degree/Certificag¢ Status: A studentwho doesnot wantto earn a degree or certificai®
classified as a nedegreécertificatestudentNon-degreécertificatestudents may request to change
to certificate/degree status and apply credits earnadrmilegree status by declaring a majdote
Nondegree status wil/ not satisfy eligibility r
benefits or otherfinancial aidassistance.

5. Concurrent Enrollmert: A student who is enrolled at NTC andalat another institute of higher
learningshould understand thanhancialaid will be determined by only one institution, but charged
by eachinstitution; studentsshould go to the financial aid offide obtain more informatioabout
concurrent enrollmdrand financial aid.

6. Dual Enrolliment A student currently enrolled in high school and enrolled in one or more courses at
NTC is considered to have dual enroliment

Re-admission

Former NTC students who have not attended for two consecutive semestersappist ior admission. The
student is responsible for providing all the admissions documents and may be required to retake the
placement test.

Students who were previously dismissed from NTC due to unsatisfactory academic performance, policy
violations, orunacceptable behaviomu s t submit a request for readmi ¢
Appropriate school administrators will consider such requests on dgasse basis.

Students with a previous history of substance abuse will be referred autdynatc the Counseling
department for evaluation. Students on Academic Probation will be referred to the Academic Caumaselor
will be required to sigmn Academic Contract. Students on Academic Suspension must submit a request for
readmisi on t o t he Re gdorsappravalvillde reférred te the Aaadamic Counselor and
placed on an Academic Contract.

Students who have an outstandiagcountwith NTC shall be referred to the Business Offi¢gudent
billing) to resolve theioutstanding debtll outstandingdebts tahe collegeshallbe satisfied in order for a
former student to be +admitted. Inaddition no official and/or unofficial college transcript(s) will be
released to requesting parties, including the studentntatemployers, and other institutions of higher
learningfor a student who has an outstanding debt to the coll&ggough readmission maye granted,
students who have an outstanding debt at the end of their studies will not be altopadidipate in
graduationnor will they receive their certificate/degree until their debt is satisfied.

NOTE: Students who attended NTC prior to 26ty be required to resubmit all documents and retake the
placement test.

Home Sclool Students

Students enrolled in a home school program may be accepted to NTC if they meet the requirements for
regular or provisional admission as previously stated. In addition, the home school educator must submit a
transcript or document that ligtse courses completed and grades earned by the student and also indicate the
date the student completed or graduated from the home school program.



Admission of Students Under 18 YeavsAge (Early Admission)

Under certain circumstancesitstanding high school students may be admitted to NTC prior to high school
graduation. All requests for early admission must be made directly to the Registrarthlpssgram or
classeghat the student wishes to enroll in aréculated with a local high school or school district.

The requirements for early admission are outlined below:

Interview with the Registrar

Written recommendation from the high school principal/counselor

Written letter of parental permission

High school transcript of work through previous semester with cumulative GPA as follows:

Juniori 3.5 minimum GPA required (or top ¥ of class)

Seniori 3.0 minimum GPA required (or top % of class)

Submission of completed plication for admission

Accuplacer test result

1 All Native American students are required to submit a Certificate of Indian Blood (CIB) or an
official record of enrollment that indicates membershiih a federally recogjzed Indian Tribe.

9 Signed NTC Dug Free Policy affidavit.
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No student below the junior level of high school will be admitted. If a student is accepted, he/she must
foll ow the same academic guidelines required of t|
classes taken &ITC and cannot enroll in more than twp) (classes without special permissidtarly

admission students are considered asmajorsarenot eligible for financial aidSuch studentgherefore

will be responsible for payment of tuition and fees.

Transfer from Other PosiSecondary Educational Institutions

Transfer Credit: College credits earned at regionally accredigidutions of higher learning are accepted.

Credits are not awarded for sectarian courses. Transfer credits are posted on the transcript after an official
evaluation is made of each transcript r eaxs efiagee d by
(except when program accreditation agencies limit the life of course work to less than ten years) are subject
to review prior to acceptance toward prerequisites and/or degree requirements in some program areas.
Transfer credit will be awardddr each course level 100 or above in which the student received a grade of
ACO or higher.

Military Credit Evaluation

Credit for military service and training may be granted based on recommendation of the American Council

of Educati onosudtGuamdeoft oEdtihea tEivaan a | Experiences 1in
policies. No credit is granted for Military Occupational Specialty (MOS). To apply for military ctieglit,

student mustomplete a request for military credit evaluation availdbe om t he Admi ssi on o
Office. This request should eturredwith a copy of the DD214 and a copy of any applicable training not

|l i sted on the DD214. For assistance, t he ffiteet er an ¢
505.786.4183.

Admission for Students with Disabilities

Students in postsecondary education are responsible tédeselify known disabilities by providing
disability documentation antthenrequesting accommodatiodssigned to help the student seed in their

studies The college does not provide special education versions, Individualized Education Programs,
specialized progress reports, etc. Primary and secondary schools are legally mandated to identify students
with disabilities and provide &ee and appropriate education for those students. Because of this, many
students with disabilities and their families think high school disability records automatically transfer to the
college along with academic recordad that colleges continue se®$ and accommodations as in high
school. This is not the case. In postsecondary edudagoresponsibility to identify a disability lies with
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the studentif they wish to request services and accommodations on the basissalbildy. Records
regarding disability do not automatically transfer from high school to college. Such records can only be
released or transferred with the written permission of the adult st(idesdases where the student is under

the age of 18, paremr guardian permission is also required). Under federal law, family members are not
provided access to student information regarding disabilities, accommodatonacademic progress.
Disability related information and documentation are tredtedsame as medical information and handled
under strict rules of confidentiality. Information is shared only on a limited basis within the college and then
only when there is a compelling reason for the individual seeking the information to have knosfledge
special aspect of this confidential information.

Family Educational Rights and Privacy Act of 1974 (FERP#$0 known as the Buckley Amendment,
provides faculty with free access to educational information in institutional files regarding stutients w

they are teaching, advisingr working with in amther capacityelated to the college Disability related

records are excluded from free access under FERPA. Also excluded from free access under FERPA are
inquiries external to the institution reldte t o a st u da acdademic pdogresa. b If tharet aye
guestionsabout disability laws, rules, or policies the NTC followisu may contact the Special Needs
Counselor at (505) 786138.

Denial or Cancellation of Admission

NTC reserves the righto deny or cancethe admissionandbr registration of any student who has
outstanding debt alTC, or whose attendance at the college would not be beneficial for the student or
college. Any person found to have knowingly and willfully made false stat#s, furnished any false
information and/or concealed any material informatisiti be subject to severe pernedtpursuant to tribal
stateand federatodes, and will be subject to expulsi®l C will not tolerate any such activity andfter a
thorowgh internal invedigation, will refer certain cases to the appropriate government agengyossible
prosecution.

Appeal Procedure

Any student denied admission may submit a written appeal letter to the Registrar within 30 tays of
deniedadmission.

Student Orientation

Studentorientation is conducted at the beginning of each semester, inclagjngther sessions offered by
NTC. The purpose for this is to inform studeraf NTC Policies and Procedurés order tohelp them
become acquainted with campus life addition to orientatiormini-workshopsare offereccoveringpolicies

and procedures affecting students, camanning and financial aid. Allnew and transfestudents are
expectedto attend student orientation. Returning students are encouraged to attend due to updated
information being presented. It is the sole responsibility of the student to become familiar with all
information regarding their status as a student at NTC.

All students argequired to participate in the following workshops and advisement:

1 Academic Advising All new and transfer students, and students with undeclared majors, are
required to see an ador before registering for classes.

1 NTC Alcohol/Drug Policy Workshop This session is intended to provide students with substance
abuse consequences and prevention education. At the conclusion of the session, studertsdevie
sign the DrugFree Scbol and Campug®olicy Certification form to document that they understood
and will comply with theNTC Drug-Free Campus Policy.

Note: This is an annual requirement for aléw and returningtudents.
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9 Financial Aid Application SessionThis session will present an overview of the various forms of
financial assistance available to students. Students will be provided with instruction/guidance on the
various application forms required and the financial aid process.

NOTE: All students (nevand returning) mustapply for financial aid prior to thebeginning of the
academic year or semester for which they plan to enroll.

1 Meal Plan: Students are required to complete a meal plan form indicating which meals they prefer.
Meal plan forms are availabtarough the Financial Aid Office. Efficiency Apartment students will
complete the meal plan form provided in the housing packet

Registration Procedures

Registration is the process of selecting courses, receiving a class schedutmpleting enrolimerat
Navajo Technical CollegeRegistration is held athe Crownpoint campusor Chinle Instructional Site
locationannouncedluring student orientation at the beginning of each semester.

9 Students admitted on regular status can register for coursestthrotigh e Re giisaithear 6 s o
Crownpoint or Chinle.

1 All students enrolling are assigned two advisors (faculty and counselor) to plan their schedules
Theseadvisors should algorovide guidance throughotith e s tacadeaic émdinsent.

1 A student registering for more tha6 credit hourqfull semester) and - 9 credit hoursdepending
on the length of thesummer ession)must obtain prior written permission from the Dean of
Instruction.

Add/Drop Procedures

Students wishig to drop individual classes or withdraw from NTC completely must do so by the official
deadline whi ch i s i nc lcaleddardThecalendails posted @nline etgvend.rsavajotech.edu.
Students are responsible for iafing a course drop, or they may be dropped by their instructor fer non
attendance. Such changes coul d,aadof refuntls. Students whd @ t 6 s
not officially dropped fr om arthecaurseStadentsiwhd officialyc ei v e
drop classes after the drop/add date are still responsible for payment of tuition and any other fees. Students
who are not officially dropped from a couraéier the Withdrawal deadline will receive @&l grade of

A WF o, AWPO, or . Btedentsistmuld ntakte sureaheyoffisially withdraw from any class they

do not intend to complete whether or not they are dropping before or after the withdrawal deadline. Failure
to withdraw can have negat consequences for their Grade Point Average, future financial aid, or ability to
transfer to another college or university.

Students wishing to add individual courses must do so by the official deadline. Any requests after the
deadline willnotbegrnt ed. Al | add/ drop changes must be compl

Cancelled Classes and Schedule Changes

NTC retains the right to cancel, reschedule, or combine courses, and to change instructors for any NTC
course. Classemay be cancelled ocombined after the first meeting if they do not attain minimum
enrollment. Classesancelled because aficlement weather will not be automatically rescheduled. The
instructor mayrequire students to attend anotbksstime as part of the cka s enak&up arrangements.
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Enrollment Withdrawal Procedures

I n the event a student cannot attend cleaspersiglitsy aft er
to withdraw from the college before the Enrollment Withdrawal deadiifitndrawal forms are available in

the Registraros Office. Students who withdraw afte
for any outstanding finandiaccountsWithdrawing past the Official Withdrawal date requires the instructor

to assign a gr ad ethatowill bdingikiéed,in thisWPuod eanscriffisFhie grade of F will

be counted aa failing gradewhich will be included in thealculation of the grade point average. Students

who do not officially withdraw by the drop/add deadline will be responsible for tuition and fees in
accordance to the Tuition Refund Policy.

Note: Faculty are not responsible for dropping students whwtattendclasses for which students have
enrolled

Completion ofCourses

Students are responsible for completion of all courses in which they are enrolled at the college. Changes in
enrollment, drops or withdrawals must be officially recordedcollege records. A student not following
proper course or withdrawal procedures may receive a failing gi@ielents who experience an illness or
family problems should consult by phone or in person with the Registrar or Assistant Registrar tchahsure t
they make arrangements that will not negatively affect their standing at NTC.

Section 4 Financial Aid

While the student is ultimately responsible for meeting educational costs, most NTC students receive some
source of student financial aid. Adte nt 6 s financi al need i s determinec
dependent of a parent, then his/ her parent s i ncoca
(which mayor may not be reportedon the income tax form). It is expectduat students who plan on

attending Navajo Technical College will be responsible for tuition and fees and other college expenses
incurred.

The number and amount of financial aid awards is subject to the availability of institutional, federal, and
tribal funds. The type of aid and the amount awarded is also determined by the status of the student,
established financial neesihd the aid they are eligible to receive. NTC complies with grant, tribal, and
federal policies and guidelines in reference to the typawards and grants received and also by the
regulations of the Department of Education in reference to Title IV funds.

Financial aid may come in the form of grants, scholarships,-atoidky prgrams or a combination thereof.
The financial assistancaost commonly obtained by NTC students comes through one or more of the
following programs:

The Federal Pell Grant (available-lime application)

The Navajo Nation Tribal Scholarship (availablelime application

The American Indian College Fund (ine application only)

The Federal Supplemental Educational Opportunity Grant (FSEOG)

The Federal WorStudy Program

Academic Competitiveness Grant (ACG)
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Often students qualify for assistance from more than one source of aid. Insuch cases u d etiohab s e d u
and living expenses may be completely covered through financial aid. If the financi@ressisbtained is

not sufficient to cover all school and living costs, the student may be eligible to obthier fassistance

through alternative sourcesch as:
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Navajo Nation Workforce Development

Tribal Chapter that the student is enrolled with.

Tribal or State Vocational Rehabilitation Offices

Tri bal or State Veterans6 Assistance Offices
Americorps

National Indian Youth Council
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The student may atsbe able to supplement their financial aid income by obtainingtipggtemployment
basedupon availability of funds. The NTC Career/Job Placement Counselor is available to assist students in
identifying and procuring work on or off campus.

Eligibility for financial assistance is based on a financial needs assessment. Factors considered in the
assessment include:
f Student ds expected family contribution (EFC) tc
1 Whether student is enrolled full or pairne.
T The previ ous yame (bésed omiocante ¢ak returas). i n ¢
T Studentdés status as a commuter or campus resi de

Students must apply for financial aid prior to the beginning of theemci year or semester for which they

plan to enroll. This will ensure the timely identificatigmmpcesig and disbursement of funds for which you

may be eligible. Application deadlines for financial assistance vary depending on the source of funding
thereforeit is crucial for the student to apply early. Stop by the Financial Aid Office toygpck Free
Application for Federal Student Aid (FAFSA) form. The Financial Aid Office is located in the
Empowerment Center, rooms 145 and 146. For more information, students may call the Financial Aid Office
at (505) 78e4183 or 4309.

NOTE: Studentén default with Financial Aighouldrefer to US Department of Education Policies and
Procedurein Section 19.

Notification of Financial Aid Award

Please note that the student is responsible to report all outside types of scholarships and fichicitie
aid office. If the student fails to do so, their financial aid will be delayed until all required documents of aid
are submitted

I f a student is in default of a itytecbetactaheir lender(stent | ¢
set up a payment plan to be removed from default status. Navajo Technical College does not participate in
federal student loans

Once the financial aid office receives and reviews the FAFSA application form, the stuldideat métified

of financial aid eligibility. If the financial aid office needs additional information or documentation during
the review and verification process, students will be notified via a Document Requirement Requdst form
is important that thetsdent followup on their application to ensure completion and correction of financial
aid documents to be eligible for any award.

NOTE: Students with nemajor status and students on Academic Suspension are not eligible for student
financial aid and wil be responsible to makgymaet; otherwise they will not be eligible to continue their
enrollment with NTC.

Montgomery Gl Bill

Navajo Technical College supports our Veterans who served by providing certificate and degree programs
approved i the VA. Veterans considering applying for Gl Bill benefits should go online to: gibill.va.gov to
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completeVA form 22-1990. The NTC Financial Aid Officer will then certify those courses that are on the
certificate or degree plaAny questions regding education benefits should be addressed to the call center

at 1-:800-983-0937. The New Mexico Higher Education Department State Approving Agency telephone
number is 18884424551T he Vet erandés <certi fying official is |
4183.

Tuition and Fees:
The estimated cost of attending NTC is as follows:

Cost One Semester One Semester Two Semesters Two Semester
w/CIB non-CIB w/CIB non-CIB
Tuition?
(Full time) $540 $108C $1080 $2160
Activity Fee $ 25 $ 25 $ 5 $50°
Technology Fee $ 35 $ 35 $ 70 $70
Total
$600 $1140 $1200 $2280

Outof-state tuition does not apply since tuition at NTC is dame whether or not a student is an enrolled
member of a federally recognized Indian tribe or not.

1

Enrolled members with a census humber or enroliment number (CIB) of a federally recognized tribe.
2

Non-enrolled members (no census number) or no enrollmenber.

3

Applies to FultTime and ABE students.

NOTE: Tuition for parttime students is calculated a45500credit hour for enrolled tribal members and
$90.00credit for norenrolled tribal members. Summer sessioniatie credit hour is caldated according
to the number of weeks plus one. Therefore tuition is based on numbertohéutredit hours.

Since books and supply costs vary from program to program and year to year, costs for books and supplies
are calculated separately from tuiticates but still apply as part of the total cost of attendance.

Commerci al Driverés License (CDL) Fees:
Course Tuition Cost $ 81000
$1,620002
NM State Driverds Exam $ 160.00
CDL License Transfer Fee $ 16.00
Examination Fee $ 5.00

Lab Fees: $100.00 perapplicablecourse(students should check individual course syllabi to determine
which courses require lab fees.

Efficiency Apartment Fees:

Administrative Operation Fee $1,140.00 per semester
$ 570.00 summer session
Security Deposit $ 150.00 (must be paid before occupancy)
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$ 500.00 per month
$1,140.00 summer session
$ 250.00 (must be paid before occupancy)

Student Family Housing:
Administrative Operation Fee
Security Deposit

NTC-Transportation Fee (M-F)
One way

Round Trip

Semester Fee

TransportatiorFeeis chargel in full with no returrs or prorate. Transportation route will not be changed

without approval by the Residential Manager.

Meals:
Breakfast and Dinnaare $5.00 per meal
Lunch is $6.00 per meal

Note: Students will sigiup for a meal plan with the Cafeteria during orientation week.

Childcare:
Full-Time Student:
First Child:

4 days per week

5 days per week

Each Additional Child:
4 days per week

5 days per week

PartTime Student:
Each Child:
4 days per week

5 days per week

Staff/Faculty/Community:

Full-Time (4 or more hours per day):
First Child:

Each Additional Child

PartTime (3 or less hours per day):
Each Child:

Miscellaneous Fees

Key Replacement

I.D. Card Replacement

Late Registration Fee

Official Transcripts (each 5-7 business days)
Official Transcripts (Rsh order 1 business day)
Accuplacer Retesting Fee

Tools/Uniforms/etc. varies by trade

State Nursing Examination
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$ 1.00per day
$ 2.00per day
$ 160.00per semester

$320.00 per semester
$160.00 summer session
$400.00 per semester
$200.00 summer session

$256.00 per semester
$128.00 summer session
$320.00 per semester
$160.00 summer session

$128.00 per semester
$ 64.00 summer session
$160.00 per semester
$ 80.00 summer session

$15.00 per day
$10.00 per day

$ 2.50 per hour

$ 10.00
$ 10.00
$ 25.00
$ 250
$ 10.00
$ 20.00
$300.00- $600.00
$100.00



Note: Fees are subject to change. Other lab fees not listed will vary per covesgiifed.

Financial Aid Satisfactory Academic Progress Policy

Satisfactory Academic Progress (SAP) is a measure of whether a student is progressing adequately toward
his/her completion of study at Navajo Technical College. All students are mkdoirmaintain SAP,
regardless of whether or not they receive financial aid. NTC has qualitative and quantitative measurements to
determine a studentoés SAP.

Qualitative Requirement:
Al | students must earn at | easAverage (GERA) at thevemd ciapeh wh i
academic year. The GPA scale is as follows: 4.00 = A; 3.00=B; 2.00=C; 1.00=D; 0.99 and below=F.

Quantitative Requirement:

Students may be funded up to a maximum time frame of 150% of the published length of the cextificate
degree program for which the student is enrolléstample: If a student enrolls in the Nursing Certificate
program, it takes 18 credit hours to complete the program. 18 x 150%=27 credit hours of eligibility.

All attempted credit hours at NTC, traasfcredits, and assessed credits will be counted toward the 150%
eligibility regardless of whether or not a student received Title IV federal student aid. In order to graduate
within the maximum time frame, a student must satisfactorily complete ablE#sbf their academic year
course work.

Satisfactory Academic Completion:
Satisfactory completion of Title IV means the student earns a passing grade of A, B, or C and maintains a
minimum satisfactory completion rate of 67% of their cumulative academiseaork.

Financial Aid Probation
Students who fail to maintain SAP will be placed on financial aid probation

Qualitative:

All students being placed on financial aid probation will receive a written notice indicating that they did not
achieve SAP basegpon their cumulative grade point average. Students placed on financial aid probation

will still be eligible to receive Title IV federal student aid. In order for a student to get off financial aid
probation, the student will have two semesters and onensusession to raise his/her cumulative GPA of

2.00 (ACO average) or better after being placed o1
be mandated tsignan academic contract with the academic counselor.

Quantitative:

If a student should fail to satisfactorily complete at least 67% of their academic year course work, the student
will also be placed on financial aid probation. The student will not lose their financial aid eligtnifitill

need to ensure they bringeih quantitative percentage up within the next two semesters. If not, then the
studentwill be placed on financial aid suspension.

Financial Aid Suspension

A student who fails to achieve SAP at the end of their allotted time of two semesters anchore session

will be placed on financial aid suspension and will receive written notification regarding the suspension. In
order for a student to get off financial aid suspension the student must raise his/her cumulative GPA to a 2.00
or above.
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Qualitative:

A student will be placed on financial aid suspension when he/she fails to get their cumulative grade point
average above a 2.00 GPA (ACO average) after their
placed on financial aid suspeosiwill be suspended from receiving Title IV federal student aid. A student

can get out of suspension by raising their cumul at

Quantitative:

If a student on financial aid probation should faik#adisfactorily complete at least 67% of their cumulative
course work after the allotted time of two semesters and one summer session, the student will be placed on a
financial aid/academic suspension. To regain eligibility, the student must bring theiitagivee percentage

up to 67% satisfactory completion of their cumulative course work.

Financial Aid Appeal

Students who are placed on financial aid probation or suspension may appeal their status to the Registrar
within 30 calendar days of the date bétletter. Once an appeal is received by the Registrar, a committee
selected by the Registrar wil/ review the appeal
and grade report for the term they are appealing will be evaluated. Aftew rélreecommittee will then

have five (05) working days to reach a decision ar
decision. The decision by the committee will be final.

Ineligible courses:

Ineligible courses will not be fundetut wi | | count toward the studentos
I neligible courses include those courses not | iste
not follow a regular semester or summer session schedule are also ineligietkefat student aid.

Incompletes or withdrawals:

A grade of I, IP, AU, W, WF, or WP is not acceptable for satisfactory completion of a course and could
affect a studentds SAP status by not meetinrg a c.
academic year course work.

Grade Points and the Grade Point Average (GPA)

Incomplete

An Al o6 may be issued when unforeseeable circumsta
from completing course requirements. Incomplete grades will nauti®rized when the student has failed

to complete course requirements or has earned a failing grade due to personal negligence. An incomplete
grade must be converted to a credit grade by satisfactorily completing the required assignments within the
adjuged deadline (arranged between the instructor and student). An incomplete grade not converted by this
ti me wil/| become a grade of AF. O A student does n
stated deadline.

In-Progress

In-Progressrefers to students who have met the institutional attendance requirements and have worked
continuously toward meeting the objective of the course, but will need to complete within the next semester
of the date the course was taken in order to completebpkttives of the course. If the IP grade is not

converted by the end of the semester that it is re
Audit

An AU is awarded for class participation and does not indicate proficiency in the subjeat iGaurse
credit is not included in the GPA or cumul ative GP
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Credit by Examination
Credit and grade is given upon completion of examination of a course that is challenged by the student. Pass
or Fail grale will be issued. No credit is earned.

Course Withdrawal
Used for student, instructor and/or administrative withdrawals from a course before the withdrawal deadline
date.

Withdrawal Failing
A grade of WF is given by an instructor for a course ¢hstiudent hawithdrawnfrom. Itindicates that the
student was failing the course at the time of withdrawal.

Withdrawal Passing
A grade of WP is given by an instructor for a course ghstiuident hawithdrawnfrom. It indicates that the
stuckent was passing the course at the time of withdrawal.

Pass/Fall

Some courses are graded on a pass/fail basis. Students performing at a satisfactory level will receive a grade
of AP6 which wildl not be i ncl ude drfoimmg satisfactodlyoiip ut at i
receive a grade of AFO0 which wildl be used in the c

will be indicated with (P/F) following the course description.

A studentds status f dectedfas @peatsadle tesiricampletes or wiahdradwalsn@yld b e
cause a student to exceed the 150% maximum time frame.

Changes in Major

Students are allowed to change their maiut must note that any changes do affect their eligibility for
federal student aidThe main part affected will be the credit hour eligibility as all credits that have been
attempted at the time of the change will be counted regardless of whether those credit hours were funded or
not. For example: If a student is majoring in a prograhat needs 33 credit hours to complete and has
attempted 28 credit hours then decides to enroll in a program that needs only 18 credit hours, his/her
eligibility would be exhausted because the stude
eligibility of 27 credits for the 18 credit hour program.

Remedial Courses
Navajo Technical College offers remedial courses in math and English. Generally these courses are

number ed 100 or | ower . These cour ses d or assozidte coun't
degree progr am. However, the credit hours from th
and will be factored into the studentodos 150% el i gi

Academic Competitiveness Grant (ACGRualitative requrement

The Higher Education Reconciliation Act (HERA) established the Academic Competitiveness Grant for
undergraduate students. The ACG grant is intended to encourage rigorous academic study in high school and
is designedto increase enrollment for majoli@ the physical, life, computer sciences, engineering,
technology, mathematics, and certain foreign languages.

The ACG has a set amount for each of the two award years. The students should contact the Financial Aid

Director for eligibility information ad the award amounts. This grant is different from other Title IV aid and
a student may receive up to two (2) ACG awards if eligible.
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9 One for the first academic year and
9 One for the second academic year.

These amounts may only be reduced in limited ongtancesAn example would be an instance desigted
prevent NTC from over awarding a student or if there is a nationwide reduction due to insufficient funds for
all eligible students in a given award year.

Grade Point Average

For an ACG, the stelnt 6s GPA i s checked only at the end of 1
includes all the grades in the payment period in which the student completes the first academic year,
determines whether a student can receive a se@argrant at all.

9 If a student has a GPA below 3.00 at the end of the first year, no improvement of his/her average to
above 3.0 will make him/her ineligible for any part of a seepear ACG.

1 Conversely, if his/her cumulative GPA is 3.00 or better at the end of theadiaslemic year, a
decline in his/her GPA will not make him/her ineligible for the seegeat ACG.

In the second academic year, for the first paymen
disbursement if final grades from the previous peri@dret yet available. If the grades, once posted, lower

t he student &s, th&erPMIC mest aancel e disbursement and return the money to the
Department of Education on behalf of the student.

SAP for Transfer Students

To determine ACG eligibilityfor a student who transfers between one and two academic years worth of
hours, NTC must calculate GPA using grades for courses accepted from any prior institution toward the
st ud e n teligible pka@ram. For a student who transfers hours that condésgethan one academic

year, the GPA is calculated using grades for all courses accepted into the eligible program and for courses
earned at NTC.

Return of Title IV Funds (Federal Student Aid) Policy due to withdrawals:

This policy applies to students whwithdraw (official, unofficially, or fail to return from a Leave of
Absence) or are dismissed from enrollment at Navajo Technical College. This policy is separate and distinct
from Navajo Technical Coll egeds refiandmpohi cgf @R
Title I'V Fundso for students affected by this pol
regulation.

Navajo Technical College has 45 days from the date that is determined when the student withdrew to return
all unearned funds for which it is responsible. NTC is required to notify the student if they owe a repayment
through a written notice.

The Return of Title IV Funds regulation does not
fundsearnedbythet udent i s not related to the studentds in

NTC is required to determine the earned and unearned Title IV federal student aid a student has earned as of
the date the student ceased attending or the amount of time the giddstend.

Withdrawalsi Official vs. Unofficial

A student who withdraws is one who either officially goes through the withdrawal process at Navajo
Techni cal Coll ege by obtaining a withdrawal form
signatures and then returns the form to the Registr
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initiated by instructor, counselor, or the Registrar) or has enroliment terminated due to a major violation of
NTC student policy.

A student withdrawal ate will be determined by using one of the following:

1T The date the student began NTCO0s official withi

withdraw; or
1 The midpoint of the period for a student who leaves without notifying the institotion;
T The studentodés | ast date of adlatedactiliynce at a doct

A student may rescind his/her official notification to withdraw by submitting a written statement that he/she
is continuing to participate in academicallated advity and intends on completing the period of
enrollment for which Title IV funds were or would be received. The rescission of withdrawal will be negated
if the student subsequently ceases to attend prior to the end of the period of enroliment whicthis als
payment period. The withdrawal date would then be the original date of withdrawal unless there is
acceptable documentation showing a later date of attendance at an acadeehatatlyactivity and NTC
chooses to use such date.

Navajo TechnicalCollg e 6s responsibilities in regard to the r

1 To provide studestinformation given in this policy;

1 To identify students who are affected by this policy and complete the Return of Title IV Funds
calculations for those students;

1 To retun any Title IV funds that are due to Title IV Federal Student Aid programs within 45 days
from the date NTC determines withdrawal (official and unofficial);

1 To notify the student of an overpayment within 30 days of the date NTC determines that the student
withdrew;

1 To notify the Department of Education of any overpayment that is owed by a student as a result of
the studentds withdrawal

The studentds responsibilities in regard to Return

1 To return to Title IV programs any fundiisbursed to the student for which the student was
determined to be ineligiblga the R2T4Return to Title IV)calculation.

1 To provide written notification of a withdrawal or go through the regular NTC withdrawal procedure

with the NTGceRegi strar és Of

To submit written notification of intent to rescind his/her withdrawal.

To submit either of these notifications (to withdraw or rescission of intent to withdraw) to the NTC

Registrards office.

9 To understand that any student who owes an overpaynmeler IR2T4 of unearned aid will be
ineligible for future funds until the overpayment has been resolved.

= =

Percentage of Earned Aid

The percentage of Title IV aid that is earned by the student is equal to the percentage of the payment period
or period of enrdinent that the student completed as determined in accordance with the R2T4 based on the
student 6s withdrawal (official/unofficial) date. 1
on a per diem basis (calendar days) up to the 60% of thesser. Title IV aid is considered as 100% earned

after that point in time.

In accordance with federal regulations, when Title IV aid is involved, the calculated amount of the R2T4
funds by NTC is returned in the following order:
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1 Federal Pell Grants
1 Academic Competitiveness Grants (ACG), and
1 Federals Supplemental Educational Opportunity Grants

Withdrawal before 60% of period of enroliment

Navajo Technical College must perform a R2T4 calculation to determine the amount of earned aid up
through 60% ineacper i od of enrol |l ment . NTC wi l |l uatien t he
schedule to determine the amount of Title IV funds the student earned at the time of withdrawal.

Withdrawal after 60% of period of enroliment

After the 60% point of the perioof enrollment, a student will have earned 100% of the Title IV funds the
student was scheduled to receive during the period of enroliment. If a student withdraws after the 60% point
of the period of enrollment, there are no unearned Title IV funds remgairlowever, NTC must still
determine the amount of aid a student has earned.

The calculation is determined as follows:

Stepl:Studentdés Title IV aid awarded or could have be
Step 2:Percentage of Title IV Aid returned
Enrolled days / total nunal of days in the semester = % earned Title IV aid
i Start date vs. scheduled end date vs. date of withdrawal
1 NTC may, for a student who withdraws without notification, enter 50% in box H of the R2T4 form
1 For official withdrawal, the institution would takdéeé completed days divided by total days in
payment period or period of enroliment = % earned
9 If this percentage is greater than 60% the student has earned a 100% of the aid.
91 [Ifitis less than 60%, NTC and/or the student may owe a refund.
Step 3: Amount ofTitle IV aid earned by the student
1 % of aid earned x amount of Title IV Aid Awarded = amount earned by student
Step 4: The Title IV aid to be disbursed or returned
Step 5: The amount of unearned Title IV aid from NTC
Step 6: Return of funds by NTC to Tle IV program(s)
Step 7:Initial amount of unearned Title IV aid due from the student
Step 8: Grant funds to be returned
Step 9:Return of grant funds by the student
Step 10: Post withdrawal disbursement tracking, if applicable

PostWithdrawal:

If a student did not receive all the Title IV funds that were earned, the student may be duendthmhstwal

di sbur sement . NTC may aut omat i c a-withgrawal sisbursermenttoor a
cover tuition, fees, and room and board fees. Fofa ot her school charges, NTC
permission to use the pesithdrawal disbursement. If the student does not give permission, the student will

be offered the funds. However, it may lthefundsito t he s

reduce that studentdés outstanding balance.

The amount of unearned Title IV grant funds that a student must return is called an overpayment. The
amount of a grant overpayment that a student must repay is half of the grant funds the statkect oe

was scheduled to receive. The student must make arrangements with NTC or the Department of Education to
return the unearned Title IV grant funds.

The requirements for Title IV program funds when a student withdraws are separate from anyatynd p

NTC has. Therefore, a student may still have an outstanding balance with NTC. NTC may also charge the
student for any Title IV program funds that NTC was required to return.
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The Regi strards Of fice <can pr ovi daedureh éor offitialiyd e n t
withdrawing from NTC.

Student Billing Policy on Student Financial Obligation and Graduation

A student, upon petitioning for graduation, must ensure that his/her student billing obligations are met. If an
outstanding student bill &ts, the student will not be able to participate in a graduation ceremony. This
important student responsibility must be monitored by the student who is solely responsible for paying or
fulfilling all financial obligations to the college prior to gradwati In absence of meeting this financial
obligation, official/unofficial college transcripts will not be provided to the student, potential employers,
and/or other institutions of higher learning until the financial obligation is met. Unmet financgrtabis

to the college will also prevent-eelmission to NTC until the outstanding debt is satisfactorily cleared.

Cost of Attendance

Cost of attendance is a budget amount wused by NTC
has an unmet nde Students can receive neeased financial aid not to exceed the cost of attendance. NTC
has three budget amounts for students:

1. Students residing in the efficiency apartments.
2. Students residing in the family apartments.
3. Students who live off capus.

Students who receive nebdsed scholarships totaling more than their cost of attendance may have funds
returned to a funding agency after an updated financial need analysis has been provided to the funding
source(s). The student would be considecedave been oveawarded. Funds are returned in the following
order:

1. Office of Navajo Nation Scholarship and Financial Assistance.
2. Navajo Department of Workforce Development.

3. Other tribal programs.

4. Other aid (state or local)

Refund Palicy

Students who officially withdraw or drop courses may be entitled to a full or partial refund. Any refunds due
the student will be processed by the NTC Finance Office. Refund checks will be mailed to the student once
processed. Students should check with Hinance Office to confirm their mailing addresses. Refunds
amounts are calculated according to the following guidelines:

Tuition and Course Fee Refunds/Credits
Tuition and course fees wildl be r ef und efdlowmg cred
schedule which is based upon the regular semester schedule:

1 100% refund before instruction begins
1 80% refund 17 14 calendar days

1 60% refund 157 21 calendar days

1  40% refund 227 28 calendar days

1 20% refund 297 35 calendar ds

1 0% refundi after the 38 calendar day

Summer school refund will be determined according to the number of weeks in the summer session.
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Residential, meal plan refunds/credits
The studentdés administrative fee for residenti al
to the residential handbook for more detailscontact the residential manager.

Book store refunds or credits

Books and accompanying disks or workbooks may be returned if the student provides a completed, official
add or drop form showing proof of withdrawal. Items must be returned in goodyorabicondition in order

to receive any refund.

Financial Aid Information

For general information about the Free Application for Student Financial Aid (FASFA), or to obtain federal
student aid publications, call this toll free numideB00-4-FED-AID (1-800-433-3243)

To check on the processing of your federal student financial aid application, or to request a copy of your
Student Aid Report (SARtall: 1-319-337-5665(this is not a toll free number)

Financial Aid Websites

The Student Guie http://studetaid.ed.gov/students/publications/student_guide/index.htn
FASFA on the Web http:/www.fafsa.ed.gov/

Federal Student Aid http://studentaid.ed.gov/PORTALSWebApp/students/english/index.js
American Indian College http://collegefund.org

Fund

The FAFSA shool code for Navajo Technical Collegedis5119

To speak with a financial aid officer on campus, please call the Financial Aid Offi€s0&t7B6-4183 or 1
505-786-4309 or go to rooms 145/146 in the Empowerment Center.

SECTION 5: ACADEMIC REGULA TIONS

Academic Integrity

The integrity of an academic program rests on the principle that the grades awarded to students reflect only
their own individual efforts and achievement. Students are required to perform the work specified by the
instructor and i@ responsible for the content of work submitted such as papers, reports, and examinations.

Credits and Credit Hours

There are specific academic requirements for each career program whether the program results in a
certificate or a degree. Exact crelddturs required are specified in each career program listed in this catalog
and in the general education requirements.

Credits Granted for Hours Completed

A completed semester hour represents a minimum of eight hundred (800) minutes per credit par. semeste
One lab semester hour represents a minimum of one thousand sixteen hundred (1600) minutes per credit per
semester. One credit hour is awarded for 150 minutes of contact in a shop session per week.

English/Math Placement
All new students are requirdado t ake t he ACCUPLACER pl acement test
Math and English skills in order to place students in the appropriate coursédseel ortheir abilities.
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Students with low scores may be required to complete rainsttidies coursework prior to entering their

chosen major. Transfer students who have successfully completed English and Math courses comparable to
those required by their certificatel/l degreedoprogr ar
an official transcript) may receive credit for that coungek. They should complete a Course Transfer form

and submitt to the Registrar for review.

Catalog under Which to Student May Graduate

Students who have been admitted should follow thal@atgraduation requirements in effect at the time of
their initial enrol |l ment unl ess they have fisteppe
students are expected to follow the requirements for completion of the degree. To nthentzdtalog

rights, students must remain in continuous attendance. Continuous attendance is defined as attendance in at
least one course at NTC for one semester in any one calendar year. Students may choose to qualify for
graduation under the requiremerih effect either: at the initial enrollment or during subsequent terms of
continuous enrollment.

Note: Students who have been academically disqualified may lose continuous attendance rights.

Attendance Policy

Students are expected to regularly attelctlasses for which they are registered. A percentage of the
studentds grade wil/|l be based on class attendance
attendance may be considerably more due to the nature of the course work aratl ragiginments.

Consult with each instructor and/or check the course syllabus for specific attendanceneagsireAbsence

from class, regardless of the reason, does not relieve the student of his/her responsibility to complete all
course work by the equi red deadl i nes. Further mor e, it i s
handouts, and any other information covered when absent from class and to arrange to make-clpsany in
assignments or tests if permitted by the instructor. Incompleiissing assignments will necessarily affect

the student's grades. Instructors will report excessive and/or unexplained absences to the Counseling
department for investigation and potential intetigan In some programs instructors mdyop students

from the class after 3 absences unless prior arrangements are made with the instructor to makang work
the instructor deems any excuse acceptable. Drops can only occur, however, if this policy is reflected in the
course syllabus.

Early Alert Program

The Early Alert Program is overseen by the Counseling departnientoordinates with the faculty. The

Early Alert Program focuses on students who are experiencing difficulties such as excessive absences and/or
tardiness, low test/quiz and assignmerdres, incomplete homework or makip exams, at risk of being
dropped from class, inappropriate placement at course level, and need of basic skills. Faculty will identify
students and submit a referral notice to the academic counselor. The academi@ceouhsEnsult with

the student to provide appropriate early intervention and reasonable accommodation to help the student.

Early Alert procedures for absences and other academic referrals:

1. Instructor will make the referral on the Early Alert Refefaaim directly to the Counselor.
2. The Counselor will notify and meet with the student concerning the referral and appropriate
intervention. At times the counselor will schedule a meeting with the student and the instructor
to address any issues.
3. In the casef absences, the student will complete the Student Absence Report form and obtain
the instructor(s) signature to resume class attendance. It will be the decision of the instructor as
to whether the absence is excused or not for his/her class.
4. Excessive Abances (excessive absence without notification by the student):
a. Counselor is notified by the Instructor of the excessive absence. Student is officially notified
by the Counselorés office to respond by t hi
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Instructor will be asked to submit amstructor Initiated Withdrawal on the student and
indicate last day of attendance. Instructor will then submit a grade of a W, WF, WP, or F.
This grade will be on the transcript.
b. If the student responds, a meeting isdhslth the student, a counselor, and the instructor or
the Dean of Instruction to make an appropriate decision.
Decisions may consist of dismissal or voluntary withdrawal from class/NTC or require a signed attendance
contract with stipulation to resumeretiment

Classification of Student
The following are standards for the academic classification of students:

1 FreshmanA student who has complet8@ or lesredits alNTC.,

9 SophomoreA student who has completed 360 credits atNTC.

9 Junior: A student who has completed 690 credits at NTC.

1 Senior:A student who has completed 91 or more csatiNTC
Plagiarism

Students are expected to assume the responsibility for providing original work in their courses without
plagiarizing. According tohte fifth edition of the MLA Handbook for Writers of Research Papers, "to use
another person's ideas or expressions in your writing without acknowledging the source is to plagiarize. A
writer who fails to give appropriate acknowledgment when repeatingnerstvording or particularly apt

term, paraphrasing another's argument, or presenting another's line of thinking is guilty of plagihem"
academic writing assignments that require the use of outside sources generally are not intended to teach
studelts to assemble a collection of ideas and quotes, but rather to synthesize the ideas they find elsewhere in
order to construct new knowledge for themselves.

This process requires a higher level of thinking than some students may have been trainggetomangda
inexperienced writers may be sorely tempted to copy wording they feel inadequate to improve or even
restate. Plagiarism is a serious issue that violates most people's sense of property rights, honest
representatiorand fairness (Resolution GHEB-605-05).

Deliberate plagiarism centers on the issue of intent. If students deliberately claim another's language, ideas,
or other intellectual or creative work as their own, they are engaged in a form of intellectual theft. This is not
tolerated in aademic, business, and professional communities, and confirmed instances of plagiarism
usually result in serious consequences. Similarly, submitting the work of another person or submitting a
paper purchased from another person or agency is a clear dagentbnal plagiarism for which students

will be subject to the severest penalties.

Unintentional plagiarism often results from misunderstanding conventional documentation, oversight, or
inattentive scholarship. Unintentional plagiarism can includeeftirgy to give authors credit for their ideas,
transcribing from poor notes, and even omitting relevant punctuation marks.

Selfplagiarism occurs when students submit papers presented for another course, whether for the English
department or another depraent or school. Students may submit papers for more than one course only if all
instructors involved grant permission for such simultaneous or recycled submissions.

Penalties for plagiarism may range from failure for the particular assignment te figituthe course. In
accordance with the academic grievance procedures oNa@hajo Technical Collegecases of plagiarism
will be addressed first by the instructor. Any appeals by the student should follow the procedurdsi@ the
Student Handbook forrgde appeals.
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Students can avoid plagiarizing by taking careful notes during the research process and by following these
general principles when incorporating outside sources into their writing:

The exact language of another person (whether a sirgjiedtive word, phrase, sentenceparagraph) must
be identified as a direct quotation and must be provided with a specific acknowledgment of the source of the
guoted manner.

Paraphrases and summaries of the language and ideas of another personchaeady lvestated in
the author's own words, not those of the original source, and must be provided with a specific
acknowledgment of the source of the paraphrased or summarized matter.

All visual media, including graphs, tables, illustrations, raw datalio and digital material, are
covered by the notion of intellectual property and, like print sources, must be provided with a
specific acknowledgment of the source. Sources must be acknowledged using the systematic
documentation method required by thetinctor for specific assignments and courses. As a general
rule, when in doubt, provide acknowledgment for all borrowed material.

Different disciplines use different documentation methods; therefore, students should consult
instructors about the correase of the appropriate documentation style. Additional resources and
guidance in the correct use of sources can be obtained from the English falTIf. at

Copyright Guidelines

Introduction

It is the policy of theNavajo Technical Collegt respect th rights of copyright owners and to follow the
Copyright Act, 17 U.S.C. § 101 et seq. TNEC copyright guidelines present theol | ege6s posi
regarding use of copyrighted works. Copyright law is complex and still unsettled on many issues, especially

in the educational arena. Thaidelines should keefine studentsvithin the law, butNTC is not responsible

for any individuafs complianceor lack thereofwvith the law. Every person who usle3 C resources should

abide by theseuidelines. Failure to followthe guidelines may create individual liability for copyright
infringement(Resolution CITFEB-605-05).

Guidelines in a Nutshell

The guidelines are designed to hé\d C faculty, staff and students abide by copyright laws and to inform
them of their righd and responsibilities under copyright law. Tdedelines provide direction for using
potentially copyrighted materials in general and in specific mediagdidelines, in a nutshell, teach:

Not all educational uses are "fair uses." Whether a propasedualifies as a fair use depends upon
the facts of the case. Fair use is discussed in detail in the Fair Use section of the Guidelines.

Public domain works are available for all to use without restriction. Public domain works include

older works or wdks created by the Federal Government. Unless a work was published before 1923,
you should presume it is copyrighted. If it was published after March 1, 1989, it is almost certainly
copyrighted. A detailed description of public domain works is set fortherPublic Domain section

of the Guidelines.

If the material is copyrighted and the use is not a fair use, you must obtain permission to use the
material. Some contact information and a form for obtaining permission are set forth below.

When dealing wth issues of attribution, destruction or other changes to works of visual arts, the
artist's moral rights may also need to be cleared.
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Use of NTC Resources

NTC resources may only be used to reproduce or otherwise use copyrighted material as perreittée: und
guidelinesand in accordance with the Navajo Technical College Computer and Network Usage #olicy
copy of which is attached to this Handbod¥TC resources are broadly defined to include photocopiers,
computer terminals and servers. Examples sd#suthat may fall outside trguidelines include copying
software without permission, file swapping over the Internet, and photoco¥itg specifically prohibits

the use oNTC computing resources to infringe copyrights or other intellectual propehtgrig

What is copyright?

Copyright is a protection afforded under federal law for various types of creative works. A work is
copyrightable if it is an original work of authorship fixed in a tangible medium of expression. Copyrightable
works include literay, musical or dramatic works; motion pictures and other audiovisual works;
choreographic works and pantomimes; sound recordings; and architectural works.

The owner of a copyright in a particular work has the exclusive right to copy, display, perforinuidist

and create a derivative version of the work. Generally, then, this means that you may not do things like
duplicate, show or perform a copyrighted work unless it is expressly allowed under the Copyright Act or you
have the prior permission of thepywight holder.

A copyright exists in a work at the time it becomes fixed in some tangible medium of expression. Neither
registration of the copyright with the federal government nor a copyright notice on the work itself is required
for copyright protectin.

What is copyright infringement?

Generally, copyright infringement occurs when you copy, display, perform, distribute or create a derivative
version of a copyrightable work either without the permission of the copyright holder or when such activity
is not otherwise allowed under an exception provided by federal copyright law. The penalties for
infringement include significant damagpstentially in excess of $100,000 for each work infringed.

How does copyright law affect information | obtain off the tarnet?

Copyright law covers works in both traditional and new media, including digital media. Copyrightable
materials are often available on the Internet without any indication of their copyrighted status. As a rule of
thumb, you should assume that evihityy) you find on the Internet is copyrighted, unless otherwise labeled.
Even popular activities, such as file swapping or copying software or pictures from the Internet, may be
copyright infringement and should be avoided.

The Digital Millennium CopyrightAct, which Congress enacted in 2000, affords greater protection for
copyright holders of digital works. Generally, then, even if a work appears solely in a digital form, it is likely
subject to copyright law protections.

New technology has made many d¢rea works widely available through the Internet. For example, the
technology known as Peer to Peer (P2P) allows for the transmission of music, videos, movies, software,
video games and other materials, most of which is subject to copyright protection.

Remember that a copyright exists in a work at the time it becomes fixed in some tangible medium of
expression. That means that an image you have downloaded from the Internet, as well as a video or musical
performance, is almost certainly subject to copyrigiotection. When you download these works, transfer
them to a disk or other medium, or send them to a friend, you are infringing on the rights of the copyright
holder. Trafficking in such material without the permission of the copyright holder, theategiaopyright

law. This includes unauthorized music file sharing over the Internet.
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According to a statement recently issued by representatives of the motion picture, recording and songwriting
industries, uploading and downloading copyrighted works theinternet is theft: "It is no different from
walking into the campus bookstore and in a clandestine manner walking out with a textbook without paying
for it."

Why is it important for a student to be aware of copyright law?

The Copyright infringement isexpressly prohibited by the US Copyright Act. Anyone who infringes
another's copyright in a creative work is subject to liabéibhd could be required to pay large sums in
damages. In addition, as the law clearly prohibits copyright infringement, asingollege resourcesich

as photocopiers, desktop and laptop computers, printers, central computing facilitieardacait college

wide networks, Internet access, or electronic fwithe purpose of infringing a copyright in any work may

be groundsfor student discipline. The Board dfrusteesof the Navajo Technical Collegell students,
faculty and staff to comply with the provisions of the Copyright Act of 1976 pertaining to photocopying of
printed materials, copying of computer software and \ajgog. Moreover, thé&NTC Board of Trustees
prohibits students, faculty and staff from the use of software, graphics, photographs, or any other tangible
form of expression that would violate or infringe any copyright or similar legally recognized pnotettio
intellectual property rights. The Board also prohibits transmitting, storing, or receiving data, or otherwise
using computing resources in a manner that would constitute a violation of state or federal law.

A member of the NTGadministration, facultystaff or student body who violates these policies can be
disciplined by theNTC Board of Trusteesor its designated administrative officers. This discipline could
include failure to pass an assignment or a course, suspension, expulsion or dismissal.

Does copyright law allow me to download files from a college web site?

Thanks to recent changes to copyright law, colleges and universities are allowed to transmit copyrighted
images, recordings, and other materials over the Internet in connection witlcelistaming offerings.

These changes allow for the performance of-dk@matic literary works or musical works, as well as the
display of "reasonable and limited portions" of any work, in an amount comparable to that typically
displayed in a live classroosetting. Use of the works must, however, be "an integral part" of the distance
learning class session, and available solely to students enrolled in the class. In addition, the transmission of
the copyrighted works must be under the direction or actuargispn of an instructor. Even though the
college does not hold the copyright to these works, or even have the express permission of the copyright
holder, they may be delivered over the Internet to students in distance learning ¢lasdast that théaw
authorizes such use of copyrighted materials, though, does not allow a student in these classes to freely
download, copy, or Hransmit the works. They are intended solely for use by the institution in connection
with distance instruction; any othesauwould likely constitute a violation of copyright law.

If you have any questions about these guidelines, feel free to discuss them with your instructor, your
department chair, and tiNTC Information Technology staff or with the Dean of Instruction.

Final Examinations

Final examinations are given at the end of each semester. Students mugitdicakiexaminations during

the scheduled time period. Students who fail to take final examinations may receive a failing grade and
jeopardize their academic status.

Honors and Awards

The Honors List recognizes academic excellence on a semester to semester basis. The student must be
enrolled full time in a certificate or degree pragn, have completed 12 or more credit hours, received no
grades of Al o0 or Al P60, have no violations of any N
in good academic standing. Honor s Li enfirmedbyltie be d
Dean of Instruction.
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Presidential Honor List: Students must achieve a cumulative grade point average of 4.00.

Deands Honor List (formerly known as Distingui
achieve cumulative grade point aveza8)50 to 3.99.

Deandés Honorable Mention List: Students must e

Graduation Honors

At the graduation ceremony, students who have achieved a cumulative GPA of 4.00 will be recognized with
a blue honor cord and steitks who have achieved a GPA of 3.50 to 3.99 will be recognized with a gold
honor cord. The following award is open to all fifhe students.

American Indian Higher Education Consortium Student Congress Outstanding Student of the
Year: A student is nonimated based on his/her academic and personal achievements within the
guidelines provided by the American Indian Higher Education Consortium (AIHEC). This student
represents NTC at the national level and is eligible to receive a monetary award. Tieatrecip
also recognized at and patrticipates in the NTC graduation ceremony.

The Financial Aid Office is responsible to receive all nomination packets and ghbemito the President
for review and final selection.

Graduation
To be eligible for graduatio and patrticipation in commencement exercise, students must meet the
requirements for a degree or certificate as spelled out above, plus the following:

1 File a completed graduation petition and degree checklist with the Office of Student Enrollment and
Rewmrds prior to the deadline. The Registrar wi
recommend eligibility for graduation according to curriculum requirements as stated in the catalog.
Forms are availabl e at ratuateon petdianimaytbe accepted after tiei ¢ e .
deadline subject to approval by the Registrar. Petitions are evaluated by the Registrar and
Department Chairs, and approved by the Dean of Instruction.

1 Pay in full all outstanding accounts to the college. filhncial obligations must be cleared or the
student will not be allowed to participate in the graduation ceremony.

1 Return all checked out materials to the library.

T Complete the coll egeds graduate student survey.

Issue of Degree or Certificate

Certificateo f f i nal approval for a degree or certificate
end of the semester when all requirements have been completed and final grades certified. Degree and
certificate documents are mailed to students appratdély one month after the semester concludes when all

final grades are certified and all financial records are cleared. Students must have a cumulative grade point
average of 2.00 or above and must meet all minimum course grade requirements as isehfertiatalog

for the specific degree or certificate sought. For further information contact the Registrar at (5053786

Note: Students with outstanding accounts will not be awarded their official transcript, certificate or
degree/hood until payemt is complete.

Graduation Regalia

Appropriate college cap and gown are required for the commencement exercise. Traditional attire may be
worn under the gown and is encouraged. The cap and gown signifies the completion of a college degree or
certificaie program
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Student Academic Standing

The academic progress of all enrolled students will be reviewed at the end of each gnaalih@pe ofthe
semester). A cumulativ&PA of 2.00 or greater is considered satisfactory progress toward a certificate or
degreeard/or tobe eligible to graduate

Satisfactory Academic Standing

Students must maintain a cumulative Grade Point Average (GPA)®b2dieater to remain isatisfactory
academic mnding

Academic Probation

Academicprobation is a condition oftudentacademicstanding for students who fail to maintain a@®.0

cumul ative GPA by t he e cunulaiveGRAIs4.89ordaowattheenddfthe a st |
semesterthat student will be placed atademicprobation for the following sem&s and will also be

placed onfinancialaid probation The Registrar will notify the student in writing that he/she is placed on
academicprobation and refer to @unselor A probationary ontract will be develped toinclude mandatory

counseling and toting. If the studentaiseshis/hercumulative GPA to a 2Mor aboveby the end of the

semester, he/she will be removed from academic probation &iathe following semester

NOTE: Transfer students who were academigprobation at another instition may be admitted to
NTC. Student(syvill be placed on probationary status and a probationary contract will be
completed that icludes mandatory counseling and tutoring.

Academic Suspension

If the student does not meet thenimum cumulative GPA of 2Mby the end of the semester while on
academigprobation he/shewill be placed oracademicsuspension for the following semestee/she will be
ineligible for any financial aidThe Registrar will notify the student in writithat he or she is ated on
academic suspensi@and ineligible for student financial aitie/shewill remain on suspension unther
cumulative GPA is raigkto 2.00 or above.

Right to Appeal

Students wishing to appeal academic probation or suspensgirdmeo in writing to th&egistrarwithin 30
(thirty) calendadays from the date of the notification. TRegistrarwill review and repl with a decision
within ten (1Q working days of receiving the appeal. If the student does not agree wiRetigrard s
decision, the studentay petition theDean of Instructiorwithin ten (10 working days of the postmark of
the letter. TheDeanwill review the documents and reply with a dam withinten (1Q working days of
receiving the appeal. Thgeard s cisibe is the final decision.

NOTE: Student Financial Aid Probation and Suspension Appeal procedure is explained in the Financial Aid
Policy section of this handbook.

Grading Standards

The letter grade of A, B, C, and D indicate passing grades. A gfadehowever, is not traferable to
another school, nor does it allow the student to progress to the next level course in that sulgesiTa@ea
A grade of incomplete (l) isonverted to a pointalue letter grade upon the completion of the requireck
or projectsassigned by the instructdsy the end of the following semestestherwise the (1) will
automatically be converted to an F
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Grading Systen
The followinglettergrades and grade points are used Bt

Letter

Grade Percentages Description Grade Points
A 90- 100% Excellent 4
B 8071 89.9 % Above Average 3
C 701 79.9 % Average 2
D 6071 69.9 % Below Average 1
F Less than 60% Failure 0
I Incomplete(No Credit) 0
IP In Progress (No Credit) 0
W Withdrawal 0
AU Audit 0
CR Credit by Examination 0
WF Withdraw Failing 0
WP Withdraw Passing 0
P/F Pass/Fail 0

Grade Points and the Grade Point Avera@@PA)

Incomplete
Anflomay be issued when unforeseeable circument ances
from completing course requirements. Incomplete grades will not be authorized when the student has failed
to complete course requirements or leasneda failing grade due to personal negligené@ incomplete

grade must be converted to a credit gragesatisfactorily completing the required assignraevithin the
adjusted deadline (arranged between the instructor and stadeht following semesterAn incomplete

grade not converted by this time will become a graddFof A student does not have teregister for the

course if completed within the stated deadline.

In-Progress

In-Progress refers to students who have met the institutional attendance requirements and have worked
continuously toward meeting the objective of the coursehasitwork hatwill need tobe completel before

the midterm of the next semester of the date the course was taken in order to complete all objectives of the
course. A student does not have to reregister for the course if completed within the stated tfethelilie.
grade i s not converted by the end of the semester
issued

Audit

Grade recorded for completion of enrollment in an audited course; no credit is &anmasl.are available at

t he Registrardés Office.

Credit by Examination
Credit and grade is given upon completion of examination of a cdwasestchallenged by the studeRass
or Fail grade will be issuetllo credit is earned

CourseWithdrawal

Used for student, instructor aod administrative withdrawals from a course or frddTC after the
withdrawal deadline date.
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Withdrawal Failing
A grade of WFis given by an instructor for a courtieat was withdrawmndindicakesthat the student was
failing the course at the time of withdrawal.

Withdrawal Passing
A grade of WPis given by an instructor foa course that was withdravamdindicakesthat the student was
passing the course at the time of withdrawal.

Pass/Fail

Some courses are graded on a pass/fail basis. Students performing at a satisfactory level will receive a grade
of APO6 which wildl not be i nStudemtd modperiorming shtisfactordywil ut at i
receive a grade of AFO0O which wil!/ be used in the c

will be indicated with (P/F) following the course description.

Grade Changes

All discussions regaidg grade changes should be directed to the instructor of the course in question. If there
is a grading error, the instructor must submit a grade change to the Dean of Instruction for approval. The
Dean of Instruction will forward the approved Grade Clediogm to the Registrar who will record the grade
and update the studentds transcriopt.

Grade Appeal

Students who believe they have received a grade in error should informally meet witlstthetan to

determine if a clerical error has occurrédthe instructor has erred in submitting the grade, the instructor
will correct the grade with the Registerdos office.
office, the instructor should request that the grade be corrected. If dismusgih the instructor do not

resolve the issue, and the student believes he/she has a justifiable gradédefgieashouldubmit aGrade
Appealform. Any appeal of a gradeyba student must be initiated no later than the end of the semester
following the semester in which the grade was awarded. Summer session grades must be appealed before the
end of the fall semester following the summer cl as

The formal grade appeal steps are as follows:

1. The studehmust submit &radeAppealform to theDean of Instruction

2. TheDean of Instructiomvill review the appeal and assign a person to investigate.

3. Theassignederson will requesh cqy of the syllabusnddocumentation pertaining to attendance
andgradeand a copy GrhdeAppealfost udent 6 s

4. Atfter investigation, thassignegerson will submit a report to tlizean of Instructiorthe findings.

5. The Dean of Instructiorwill make a final decision. A report of the final decision will be placed in
thes udent 6s master file | ocated in the Registrar

6. The student will be notified of the decision.

Petition for Course Substitution

All students are expected to satisfy all NTC certificate and degree requirements. However, under certain
circumstancs, substitutions for required courses may be necessary and appropriate. To initiate a course
substituti on, students should complete the ACourse
Registrards office. Thiesgifsotrrmarcéasn obfef iocbet.ai ned fr on
Repeat Course Processing

When a student has completed a course two or more times, each course enrollment and all grades will appear
on the studentédés transcript. This applies tppb cour
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for the following: topics, internship, and cooperative educational courses, and when course abbreviations an
numbers change as a result of new programs and/or program rev&imhants who are repeating courses

t hat had a gr ade bedigbla Drfinaacial aill Bsgistawde brifl haveoto pay for the
course(s) on their own.

Grade Forgiveness Policy

NTCO6 &rade Brgivenesdolicy permits a student to repeat a course and to have the grade for the repeated
course computed in his/h&PA in place of the original grade, providing theregpata de i s A CO or
If the grade for the course that is repeated 1is
repeated course shall be calculated into the GPA. Normally, dpagigeness only applies to a specific

course that a student chooses to repeat. The grade forgiveness policy does not apply to a course taken on a
AWO or AWFO grade basis. I n unusual citosubstihiget ances
acoursethathas been previously approved by the college dearis on file in the Office of the Registrar.

Any student who wishes to utilize the grade forgiveness policy must do the following:
1. Complete a AGrade For gi v etmedfice offhe Bagistrar) for Baclr mo ( a\
course to be repeated.
2. Adhere to the following conditions:

a) A limitation of applying grade forgiveness to thid€C courses with no more than one
repeat per course. (Financial Aid will be allowed for one repeatquese only)

b) With prior approval of the Dean of Instruction, a course different from a course on the
approved list may be substituted in the following cases:

1. The substitute course is a change in prefix, number, hours, or title, but not a
substantive changa content from the original course.
2. The substitute course replaces a course no longer offered insthation.

C) The repeated course must be taken under the standard grading systean(fthe latest
grade must be C or higher. Grades of W or Whateermitted.

d Al'l grades shall remain on the s
annotated with ARO to indicate t
original grade is not computed in the GPA.

NOTE: TheNTCGrade Fagiveness Policy applies only to coursegyinally taken aNTCandrepeated at
NTC.

tudent
hat t h

Enrollment Withdrawal Procedures
In the event a student cannot attend cl asses after
to withdraw from he college before the Enrollment Withdrawal deadline. Withdrawal Forms are available

in the Registrarés Office. Students who withdra
responsible for any outstanding financial accounts. Withdrawingipasiensus date requires the instructor
to assign a grade of AWO0, AWF0o, AWPO or AFO. Thos

WF and F will be counted as failing grades which will be included in the calculation of the grade point
avaage. Students who do not officially withdraw by the drop/add deadline will be responsible for tuition
and fees in accordance to the Tuition Refund Policy.

Note: Facultyis not responsible for dropping students who do not attend.

Completion of Student Gurses

Students are responsible for completion of all courses in which they are enrolled at the college. Changes in
enrollment, drops or withdrawals must be officially recorded on college records. A student not following
proper course or withdrawal pratres may receive a failing grade.
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Graduation Requirements

Students enrolled in an officialTC certificate or degree program must complete an Application for
Graduatonand submit to the Registraros Offi ceOffitey t he
(notification is also displayed around campus and electronically sent to all instructors anéysditfation

forms are availableatt h e Re gi s tAlt femandas obligdtidné must.be cleared by mam of the
semesterfrom which the stulent is graduatingr the student will not be allowed to participate in the
graduation ceremony

Degree Program$ Associate of Applied Science (A.A.20)d Bachelor of Applied Science (B.A.S.)

Students enrolled as degree candidates in one oetireeprograms will receive their degree if they pass all

of the required coursework, including general education requirements, maintain a cumulative GPA of 2.00 or
better, and have satisfied any outstanding debt to the coBegecollege catalog for @eral Education and
Program descriptions.

Certificate Programs

Upon successful completion of a specific career program, students will receive a certificate if they have
passed all the required coursework, including general education requirements, ediataimulative GPA

of 2.00 or better, and have satisfied any outstanding debt to the c@egeaollege catalog for General
Education and Program descriptions.

Advisement

All certificate and degree track students are urged to consult an advisor fegfistering for classes. New

or undecided students may see the Title Il Academic Advisor or Counselor. Students already in a degree or
certificate program may see their assigned advisor.

Schedule of Classes

The Schedule of Classes is an official publici on of the Registraroés Office
schedule |Iists the semesterés course offerings, da
of classes for upo-date information each semester.

Internship

Some programs require an internship where students have the opportunity to apply practiegbeufc
skills in an actualwork situation in cooperation withusinesses in thgrivate and publicector. Students
enrolled in these programs must complete their inképr® qualify for graduation. The studeamust meet
with the Internship Advisoland Instructorto begin the process of smiiting documents andfficially
registering forthecoursgi t h t he Regi straro6és Office

Honors and Awards

Toward the end of the sobl year, students who have maintained a cumulative GPA of 3.00 or above are
recognized for theiachievement. The candidates must be enrolled full time in a certificate or degree
program, have no violations of afyTC policies, have maintained class attance, and be in good
academicstandingAward recipiens will be determindby t he Regi strards office a
of Instruction.

Presidential Award: Eligible students receive the Presidential Award with a cumulative GPA of

3.98 to 4.00.

Distinguished Academic Scholar Award: Eligible students receive the Distinguished Academic
Scholar Award with a cumulative GPA of 3.50 to 3.97.

Honorable Mention Scholar Award: Eligible students receive the Honorable Mention Scholar
Award with a cumulative GPA of 3.00 to 3.49.
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The following award is open to all fulime students. The Financial Aid Office is responsible to receive all
nomination packets and submit to the President for review and final selection.

American Indian Higher Education Consortium Student Congress Outstanding Student of

the Year: A student is nominated based on his/her academic and personal achievements within the
guidelines provided by the American Indian Higher Education Consof#lREC). This student
represent®NTC at the national levednd is eligible to receive a monetary awdrde recipient is also
recognizedatand participates in thdTC graduation ceremony.

Graduation Honors: At the graduation ceremony, students wiawe achieved a cumulative
GPA of 3.98 to 4.00 will be recognized with a blue hatand andstudents who have achieved a
GPA of 3.50t0 3.97 will be recognized withgold honor cord.

Section 6: StudentSupport Programs

Navgo Technical Collegehas a number oflifferent programsestablishedio supplement the needs of
students These programs amverseen byarious directors and deansAny concerns, suggestions or
guestions in refrence to services prowd for students may be addressed to the Dean of Student Services
Dean of Instruction, athe Registraror call (505) 786410Q

Academic Advisemem and Counseling

The academic counselor evaluates stu@dniities and interests to develop realistic academic and career
goals. This includes educational planning, choosing a major, planning for certificate and associate degrees
and planning strategse for academic success. The academic counselor provides academic support
workshops. The academic counselor provides Accuplacer placement test interpretation for appropriate
placement in math and English courses. Personal counseling includes mental twadttling that is
available by a licensed mental health counselothéncollege environment. This includes diagnosis and
treatment of mental disorders and counseling techniques in stress management, cognitive restructuring,
suicide prevention, increasirsglf-esteem, social skills, and conflict resolution. For more information, call
(505) 78-4328.

Special Needs Counseling

Accommodations for students with physical, mental, learning, visual, speedtearing disabilities are
available in accordance withe ADA Law of 1990 and Section 504 Rehabilitation Act of 1973.  Students
are responsible for seifentification in discussing their disability needs. To receive reasonable
accommodation; they must register with the Office of Special Student Seatidthe beginning of the
semesterand makethis declaration. Any documentation provided by a medical professional or a state
license diagnostician or a High School Transition Plan should be made available to the Special Needs
Counselor at beginninof the semester. Types of accommodatiostide: On campus accommodations
such as registration assistance, orientation to campus, and referral to resourcetassrdom
accommodations includ@ote taking, extended timte complete workdifferentformat of materials, tape
recorder, magnifiers for reading, keyboardad oneonone tutoring. Technologies are available in screen
readers an®ragonDaturally speakingContact he Special Needs Counsehi(505) 7864138.

SubstanceAbuse PreventionSpecialist

The SAP Specialisprovides substance abuse assessment/evaluation and screening; individual, family, and
group therapy; and stress managat. The program approaches counseling usiedlavajo cultural values

of ke (kinship),makes referral to oftampus resources when appropriate, provides health information to stu
dents and families through presentations on issues and provides prevention strategies that address current
issues such as chemical dependency, suicide, schoabullycgnd various forms of abusHTC offers
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Substance Abuse Prevention and Counseling to all enrolled students. The Services are designed to help
students meet the daily challenges of student Titee Specialistprovides classroorhased prevention

educaton programinhedt educati on, which is designed to incre
and drug abuse.

Career, Job Placementand Internship

The Career and Job Placement Counselor works with students to develop their own individpati@cal

or educational plan to become independent anesaéfitient. Career & Job Placement program will engage
students in an interactive process that builds-lgedfvledge, job searckkills, resume writingskills,
interviewing skills,the skill tocomplete job applicatianand help to developn employment portfolio. Job
placement services are available for students seeking employment opportunities throughout the country as
well as summer employment vacancies. Current students are eligibéfioal to employers. Students are
responsible for completing the job placement application and interview process. The Career and Job
Placement Program strives to empower every student to become an active partner veltpnéat of

his/her career gé&

The Internship Program can provide students with the opportunity to develop knowledge and skills necessary
for success in a career or continued education. Assist students euitbateer by on the job experience or a
research based learning environment and guide students in selecting a specific career path and/or in choosing
a college to complete educational goal s. Sket.engt he
An internship wild.l enhance studentés future opport
about an internship in your field of study. Contact 505/2881

Title 11l Advisor and Counselor

The Title Ill Program has been develdge strengthen the retention rate, to improve operational efficiencies
and enrollmentat NTC andto improvethec o | | lergreednscollege success at bdtie Crownpoint and

Chinle campuseshy assisting undeprepared high school students succaeda higher rate at Navajo
Technical College through the successful implementation of an intense First Year Experience program. A
new integrated student record and financial information system (Jenzabar) is to be fully implemented to
improve operationalficiencies, communication and performance of the administration, faculty and staff.
Also, the development of an endowment funéhtendedto help stabilize the lonterm financial aspects of

the college. The fulfillment of these goals will strengthee ihstitution, meet the needs of the student
population and better serve the communities and regions surrounding the Navajo Technical College. They
are located in Mod. # 4.

Child Care Services

NTC Child Care Services is located rmast of the NTC Cafeteria. The Center provides a nurturing
environment t hat encourages the devel opme-chid of tt
interactions. Childcare services are available from 8:00 a.m. to 5:00 p.m., Monday thriniagh While

parents attend NTC classes. The Center admits children dginfielland partime students as a priority.

However, if slots are available, children of ABE students, staff, and faculty may be accepted. A fee is
charged for all participants dnis listed in the Tuition and Fees section of this handbook and all other
information in the Child Care Services Manual.

Parents who qualify for Child Care Services must attend a Child Care Mandatory Orientation, sign and
comply with the Child Care Sewes contract. A Child Care Manual will be distributed during the
orientation. Parents who do not comply with the Procedures according to the Child Care Manual will have
their childcare services terminated.
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The Center is closed on weekends, holidays lamediks, according to the school calendar. For specific
information, qualification requirement, or an application for enrollment call (505%738.

The Center charges a flat rate per semester (Fall/Spring/Summer). A Financial Aid Cost Expenditure
Statement should be included in the Child Care Application (per child). Before services are provided,
acceptable payment arrangements must be made by the parent or student. That is the method of payment
must be provided to the Child Care management, inclyatiygnent source and/or prior arrangements made

with Financial Aid or Financial Services with verification (proof of prior payment plan and authorization).
Parent may be referred to Navajo Nation Child Care Development Fund Program to apply for assistance
pay for services.

There is a second Child Care Center located on campus. The Child Care Development Fund (FFDF)
Program supports opportunities for parents and families to obtahsusitiiency through employment,
educational goals, development ofbjcskills, and other programs, such as TANF and Workforce
Development. An eligible parent must reside on or near the Navajo Nation or béimdudtudent pursing

education and undergraduate or graduate degree/certificate or attendingranjoly progam. The
requirement age is from 12 years of age or younger at 3 yrs. old. The eligible parents/guardian must be
physically reside within the same household where gross monthly income does not exceed the income
eligibility criteria for the household ung i z e . Laura Daniel s, Program Sup
Center, telephone (505) 72835Child Care Center

StudentHousing

Residential housing is available to NTC full time students residing beyond the 60 miles radius from
Crownpoint, New Mexo. Students wishing to reside in student housing shoulthcothe Residential
Manager to apply for housing. A student must complete an application and meet all requirements to qualify
for student housing. The following documents must be attached:

Comgete Residential Application
Letter of Admission

Government or State ID
Security Deposit receipt

E R ]

It is the studentsd responsibility to ini#4i7ate th
regarding any question about this process.

Office hours are from 8:00 am to 5:00 pm, Monday thru Friday. The Residential Handbook complies with
and is used in accordance with Navajo Technical College regulations and distributed to students whose
applications are approvefln orientation is conducted ey semester/session to the residents.

Transportation

Transportation for students commuting to and from some areas is available on a daily basis when school is in
session. This service is available only for educational purposes to registered studdartsn @he not

allowed to be transported in any NTC vehicle due to liability concerns. For safety and liability purposes,
NTC abides by Navajo Nation and applicable federal and state transportation laws.

NOTE: Students are responsible for arranging th&iwn transportation for personal business.

Student Life and Activities

The Student Activities Coordinator oversees a majority of the student activities on campus and participates in
all Student Senate meetings and activities. The coordinator chaperomaskexaiangements for ofite
activities. The Student Activities Coordinator also organizes with the Student Senate activities such as
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dances, bingos, cookouts, family fun nights and other activities. The Coordinator oversees all sports program
during fall and spring semester. The Coordinator is responsible for all recreational equipment (equipment
can be checkedut with aNTC ID Card). All NTC planned recreational activities must be submitted to the
Student Activities Coordinator and Dean of Studgenvices for prior approval.

Student Organizations

American Indian Science and Engineering Society (AISES)

AISES is a nationally recognized organization for vocatieethnical students. Membership opportunities
are available to fultime students, all levels and in all trades. For AISES membership and affiliation with
the locaINTC Student Chapter, contact the AISES advisors.

Skills USA

Skills USA is a club sponsored by instructors interestedrimpting their programsSkills provide an
excellent opportunity for students to develop leadership capabilities and otherwise enhance their oc
cupational training. Students are encouraged to participate in Skills USA. For further information, contact
your instructor.

Student Senate

The Student Senate is @pportunity for students to learn and to develop leadership skills. The Student
Senate and Senators are elected by the student body earlyttierfiatj semester of each ye@he Student

Senate represents the whole student body orpusinit facilitdes communication among students, and
between the students ahNd C faculty, staff, and administration. General communication (i.e., suggestions,
requests. complaints etc.) from the student body to the school administration should be funnel through the
Stucent Senate and the Dean of @&tot Services. The Student Senate also netwveith other student
governments and clubs at postsecondary schools in theTdnisaaffords the Senate members a broader
perspective on student government issues, policies anmgures and enabl®STC to keep current with

events at other schools that share our same concerns. The Student Senate is involved in the establishment and
support of other student clubBhe Student Senate President upon induction becomes a membeNdCthe

Board of Trustees.

NOTE: All elected officers and senators must befintle students in good academic stagdatNTC,

Student Clubs

In order to establish a club, a charter must first be submitted to the Student Senate for approval. The charter
shauld include:

The purpose and Plan of Operation;

The bylaws and rules;

A list of elected officers and duties (class schedule/grades as needed);
A list of proposed activities for the school year;

Names of sponsors and/or advisoldTC faculty or staff memér).

=A =4 =8 -8 =9

Club Regulations/Violations

The Student Senate and/or the administration reserve the right to revoke the charter of any club whose
members knowingly violaleNTC and/or charter policies. Any club that becomes inactive for a period of
two months willbe referedto the Stdent Senate for dissolution. Upon dissolution by the Student Senate,
any remaining club funds witransferto the Student Senate general account tatitized by other clubs.

NTC clubs are expected to have a Club representativaeprat each Senate meeting. All on/off campus

club activities require approval of tié¢TC President. Club funds will be withdrawn through the Dean of
Student Services or Student Senate President per a written request and with signatures of club édvisor an
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club treasurer. All clubs must submit minutes and expendigperts tothe Student Senaten a monthly
basis.

Sports Program

Although NTC does not have a gymnasium, basketball and volleyball are popular sports activities for
students. Games with locablleges such as Dine College and SIPI are arranged during the fall and spring
semester.

Intercollegiate Sports Program

1 Rodeo ProgramStudents compete during the fall/spring semester through the Grand GRegion
under the National Intercollegiate & Association (NIRA)If interested contacthe Activity
Coordinator

1 Cross CountryStudents compete during the fall semester through Divisioh Region 5 (New
Mexico and Texas) under the Natiodahior College Athletic Association (NJCAA).

AnnualActivities Red Ribbon Week, Cultural Week, Skills Fest, Super Bowl @agk Family Fun Night,
Student Awards, etc.

Some other activities planned for each semester include (but are not limited to) softball games, dances,
cookouts, volleyball games, dery, family fun nights, and holidaglated activities. For answers to any
guestions or to express a desire to get involved in one of the established sports, go to the Student Activity
Office located in the Student Services Department, second floasntaat the coordinator by phone at (505)
786-4311.

Section 7: Campus Resources

Student Identification Number
NTC assigns a Student ID number upon admission to the colle§tudent ID is required when purchasing
books, meals, library services, transportation, campus security purposes; and for other student activities.

Bookstore

The College Bookstore maintains a complete inventory of college textlamokschool supplies including
notebooks, pens, pencils, and folders. In addition, the Bookstore carries a variety of promotional items and
clothing, as well as a small snack bar. Bookstore hours are Mdneidgay, 8:00 a.mi 12:00 p.m. & 1:00

p.m.i 4:00 p.m. The NTC Bookstore is located in Modular Building 16.

Food Services

The cafeteria provides meals to the campus community, and is open in accordance with the school calendar.
All guests, faculty and staff pay for their meals. All students are djixr fill out a meal plan form or pay
on their own. Students who eat in the Cafeteria must show their NTC ID Cards.

Cafeteria Behavior and Conduct

Studentds code of ¢ onduNote: Amyipérdon umder the influencecoéadcobalt a | |
drugs will not be served and may lose their privilege to eat in the cafeteria.
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Monday thru Friday

Breakfast 6:45 ami 8:00 am
Lunch 11:00 pmi 1:00 pm
Dinner 5:00 pmi 6:00 pm
Saturday & Sunday

Brunch 11:00 ami 12:30 pm
Dinner 4:00 pmi 4:30 pm

Instructional Services

The faculty members dfiTC and thelLibrary staffare a part of the instructional team overseen by the Dean
of Instruction. If there are any problems, concerns or questions regarding instruction, contact the Dean of
Instructionin the Administration Buding at (505) 7864113.

Library

The Pete V. Domenici Library is conveniently located onNR€ campus. It contains a broad collection of
books, reference materials, technical journals and periodicals. These resources @edoaganaccessed
throudh an electronic card catalog system. In addition, the library maintains dromiecatabase that
allows access to over 250,000 ftékt journals, periodicaland newspaper articles. The library is also a part
of an interlibrary loan service, allowims t u d acoessdtes resources available at libraries throughout the
state of New Mexico. The library is open evenings and weekends during the academic year.

Tutorial Services

Tutoring is available to all studenits the STEM lab The The laboffers tutoring services and genenase
computers. The facilities may be used simply as a quiet place to work on homework assignments. Hours of
operation vary from semester to semesbert include some afternoons and evenings. Specific hours are
posted on thergrance door and oposting boards throughout the camplise Tutorial Servicds also a

source of emplayent for students qualified for the weskudy program

Distance Learning

NTCbs goal is to expand access ddaoandrcongnongy memledngs ofat i or
the Navajo Nation and others through electronically offetaedses Distance leaiing and online teaching
technology will be used to provide relevant and timely coursework, information and trainingatocerthe
learningexperience by removing the barriers of both time and place. Once the distance eduogt#on sro

fully implemented, students can enroll at Nf@m off-campus computer labs or at home.

Continuing Education

Continuing Education at Navajo Technical CoHlagffers courses throughout the year during usually during
the evening, weekend special sessions, and summer sessions and meetings. Creditradd ooarses are
offered for academic, professional, and personal development. Courses are intendedetoestighe
established educational programs but also to addresses professional and personal advancement.

Not all courses are offered every setaesind course offerings are continually being changedatgd, and
revised for each semester.
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Adult Basic Education/GED

Navajo Technical Coll egebs Adult Basic Education
build basic academic skilland/or prepare to take the GED Test: improving reading, developing math
computation and problem solving, and enhancing English writing.

Anyone eighteen years of age or older is welco®tidents seventeen (17) years of age may enroll with
release from their parent/guardian and their local school district.

Intereste adults may register and start class ANYTIME, since the ABE Program operateswehand is

open entry, open exitWhen registering, students are asked to take a diagnostic assessment, so they can be
provided lessons appropriate to their nedekll and spring classes run for eight weeks, allowing students to
progress rapidly through materials.

For information or registration visit the ABE Office on the Navajo Technical Colheggcall 505786
4125.

Extension Services

The mission ofNavajo Technical Colleg&xtension Service is to assist individuals amnmunities in
making informed decisions through research and experigamed Educational programs, to improve
agriculture and natural resources, to ioye capabilities of individuals and families, to aid communities in
developing and adaptinp changing conditions, and to provide developmental opportunities for youth.
ExtensionStaff is employed to plan, conduct, and evaluate these programs.

This comnunity-based Extension program at Navajo Technical College maintains close coordination and
cooperation with New Mexico State University Cooperative Extension Service to provide clientele with
educational programs in the four Cooperative Extension Servogggm areas of Agriculture and Natural
Resources, Family Health and Wellbeing, Community Resddegelopment, and-# Youth Development

Extension programs and activities in the region of Navajo Technical College are based on identified needs of
clientde. Needs assessment involves working with advisory committees, key leaders, and partnering
organizations; analyzing soeezonomic data; consulting with tribal and county government; collaborative
planning with 1994 landrant colleges located in NortimeNew Mexico; and other appropriate assessment
procedures.

The Extension Services office is located on the South Campus near the corner of State Bitfharay
Navajo Route 9. Contact can be made byirggab05786-4165.

Chinle Instructional Site

Navajo Technical College continues serving the Navajo Nation by expanding its educational offerings to
Chinle AZ. The Chinlelnstructional Sites located in Chinle, Arizona in northeastern part of the state and
on the Navajo NationThe programs at the Chinlastructional Siteare designed to serve those students
from the rural areas and surrounding communities of ChiAldzona, to provide a neresidential
opportunity to partake of higher education endeavors. This is an important development in establishing
healthy community relations

Library and research services at the Chimistructional Siteis primarily supporté by electronic means
(Internet connectivity between the Main Campus at Crownpoint) but future development of a full library
containing printed and other media resourcesisine C oinhediajeeplarss.

Information and enrollment procedures can be acquired by visiting the Qistlectional Siteat 201 East
Navajo Route 7, or by calling 927 45764.
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Section8: Other Information

NTC CampusClosure

When NTC is to call a delay or closure due to inclement weather, the following individuals will assess
weather conditions, and take the following steps:

Step 1: The van drivers who start their routes at 5:00 a.ml lvél able to make an assessment of road
conditions, and to contact the local Navajo Police Department for verification of adverse weather conditions.
Upon verification, they are to proceed to the next step.

Step 2: The Dean of Student Services will bedmhed immediately and is authorized to call a one or two
hour school delay. In the event of a school closure ordagifdelay; see Step 3.

Step 3: The Security Guard or Van Driver will check if the President on campus to determine a school
closure or hti-day delay. If the President is not on campus, the line of authority is as follows:

a. Dean of Student Services
b. Dean of Instruction

The individual calling the College operations delay or closure will contact the following:
KTNN-Window Rock 660 AM, KGAK 130 AM, KXTC 99.9and TVstationss KOAT, KOB, KRQE
In the evenbf school closure, makep day(s) will be scheduled.

Computer Services

Students using computers HTC are expected to follow thdlavajo Technical College Computerdan
Network Usage 8licy, a copy of which is attached to this Handbolrk using NTC e-mail, the Internet
Services, or any Institute software or hardware, theesiudoes so with the understanding that this
technology ha been provided bMTC and is the property dfITC reserves the right to review and monitor
the use of hardware and software belonging to the school or personal equipment utilized on school premises.
Such rights include the auditing of documents sent,ivedeor viewed through the Internet andnail.
Students have no right to privacy regarding materials stored, kept, sent, or receNé€ dvardware or
software or personal equipment maintained on school premises. Students are not to print, displagddownl
or send any sexually explicit images, weges or jokes or to visit chat rooms, message boards, or other
forums where sexually explicit, offensive or illegal issues are discussed. Violators will be subject te discipli
nary action, including possibtiismissal. For the protection/privacy of individual students and thisT Gf,
students are advised not to share passwords or provide computer access to unauthorized irtivithrats.

are subject to the NTC Computer and Network Usage Policy.

NOTE: Stuents who vandalize or misuse theft ofany NTC property and equipment will be subject to
disciplinary action and/or including dismissal froRTC and possibly subject to prosecution with the Navajo
Nation Courts, to include restitution with NTC

Cellular Telephones
Students are required to turn off all cell phones while in the classroom or labs.

Mail Services

Students may useTC's mail serviceMail will be distributed to sudents in the Efficiency Apartments and
Student Family Housing after 3:00 pm. Students may use the following address:
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(Student Name)
Student Family Apt # ___ or Efficiency Apt# ___
C/O Navajo Technical College
P.O. Box 918
Crownpoint, New Mexico 87313

Telephone Services

Personal long distance calls for bona fide emergencies may be allowed through the coufisetor®ther

wise, students are to use the pay phones. Phone earde qurchased from the Accounting classroom or

the Business Office (Dine Empowerment Building). There is a pay telephone located in the cafeteria lobby
available during business hours

Lost and Found

Lost and found items are tw@dinto the Security Offie, located in ModulaBuilding 2. Items are held until
claimed by the owner or until the end of the academic year when they will be donated-poofiton
organization.

Academic Achievement

Study Tips

Being a student &MITC can be very demanding, espegialthen there are other responsibilities (i.e. taking
care of a family member, being a parent, maintaining a job, etc.). Time managskitisrdre part of
succeeding as a student and will help students keep up with all their responsibilitereby impoving
their chances of success. Here are some tips designed to help students succeed:

1 Keep up with your studies each day; if you put off your studies, it is much more difficult to catch up.

9 Study at the same time each day, having a set routine, will ina&sier to learn materials.

9 Study difficult and/or boring subjects first; students who study while alert get better grades.

1 Break up assignments into smaller pieces, and take breaks while reading or studying large amounts
of information. Memory is enmged when learning information in portions.

1 Make sure the people around you respect your study time. Learning information is more effective
with fewer distractions.

9 Limit distractions. Students learn more when staying on task.

9 Study in the same place wnder the same conditions everyddnaving a routine is good.

9 Study in the library it is quiet, comfortable, and has many resources.

1 Make use of your time by reviewing notes before and after class.

1 As you read, ask yourself questions about the matétihen you finish a section or a chapter,
review what you have read.

1 If you become frustrated, take a break or look over other subjects.

f Take advantage of instructorés office hours, ar

guestions if ya already have a good relationship with them.

9 Study with others, in groups, or with partners, and compare notes. Students who can work as a team
receive much better grades.

1 Eat healthy, exercise regularly, and sleep regularly, stress is reduced, andl yeal w&and think
much better.
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Overcoming Test Anxiety

1
T
1

Eat healthy, exercise regularly, and get regular sleep. This will help eliminate stress and anxiety
better than anything else. If you feel better, you will certainly do better on a test.

Practie relaxing yourself breathe deeply or take a few deep breaths think positively and believe in
yourself. Take a moment to imagine a relaxing situation.

Study regularly and prepare for tests. Last minute cramming and procrastinating are usually
ineffective

Talk to your teacher regularly, and tell your instructor when you are nervous. Their job is to help
you and will often provide useful information.

Take advantage of campus counselors. They are trained to help, and will often find simple and easy
solutions to problems of stress or anxiety.

Ask questions before a test, and speak with other students.

If you are concerned or confused about something, ask your instructor to review the material that
will be on the test. Most instructors are happy to help yalerstand confusing material and usually

have tips or give clues.

Make up your own test to cover the material. Mtests are very effective and usually more difficult

than the actual exam.

If you are afraid or hesitant to talk to an instructor, bringassthate or friend with you. Some
instructors seem difficult to approach, but are usually eager to help you when asked.

Be on time or early for the test. Sometimes you are able to get questions answered before an exam
begins.

Listen carefully to all verdl instructions and read the test instructions carefully. If you are not sure

of something, ask the instructor.

Read the entire test before starting. Sometimes answers to problems can be found in other questions,
and knowing what the whole test coversussb stress.

Do the easiest, shortest questions first if you are unsure.

Do not waste time pondering difficult questions. Go on to other questions and come back to the
tough ones later. You may find the answer within another question.

When you are stuckmoa problem, think of (and jot down) all the words related to what is
being asked.

When you get the test results, review and be sure you know the correct responses to the
items you missed. You may see them again on another test.

Section9: Campus Safety ard Security

The mission of theNTC Security Department is to provide the best possible security measures for the
protection of its students, faculty, staffsitorsandNTC property The Campus Security Officers may be
reached at 505/786175 or 505/406924.

Role of theNTC Campus Security

NTC Campus Securitprovides security services to th&fC community with the focus on preserving an
environment where you catudylive and work safely. CampuSecuritypersonnel patrol thBITC campus
and areavailabk 24 hours a dayear roum. Security personnelenforce all campus laws, regulations,
ordinances, angolicies, and issue citations as necessary for parking and moving violatieswvork with
the Navajo Nation, County, Statand Federal Law Enforceme@fficers.
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Fire and Alarm Safety
NTC buildingshavefire andburglar alarmsNTC holds random fire drills

Note Tampering with the fire alarms or smoke detectors is a violation of Federal law. Those who do so will
be prosecuted accordingly.

Parking/Transportation

Parking areas for students are located adjacent to the efficiency apartments, family housing complex and
classrooms. All vehicles must be registered V@thdent Services, under Transportation ServiSasdents

will beissua parking pernts after registering their vehicléndividuals operating automobiles in an unsafe
manner that endanger human lives or property or transporting illegal substances or other illegal activity will
be banned fronNTC campus for the duration of the school ydara vehicle is towed, it will be at the
owner 80s expense.

The Navajo Nation has incorporated portions of the New Mexico Vehicle Code as Navajo Law. As a result,
all students who operate a vehicle within tHR€C campus must comply with the New Mexico Mbpt
Vehicle CodeandNTC Traffic Rules and Regulation&ll vehicle owness musthave proof of registration,

and auto liability insurance in the vehicle at all times.

Guests and Visitors

Visitors are welcomeTo insure safety and to receive appropriatestasce all isitors need to check in at

the Administration Building with the receptionist. Children are not permitted in the classrooms and
laboratories during class hoursisifors shouldnot interrupt students when classare irsessionMessages
maybe left withthe frontoffice or Student Services department.

Pets/Animals

No pets are allowed irither NTC buildings or NTC vehicles except for assistive animals needed as a
reasonable accommodation by a disabled individdalnot feed straydogs

Crime Statistics

The NTC Security Department reports crime statistics in order to keep track of campus violations. Listed
below are statistics of crime &MT'C campus.

Type of Incidents Summer Fall Spring | Summer | Fall Spring | Summer
2009 2009 2010 2010 2010 2011 2011

Alcohol Violations 7 110 62 9 88 95 2
Drug Violations 1 8 18 1 2 24 0
Destruction 1 3 7 4 14 9 3
property/theft

Assault/ Battery 0 8 2 1 9 8 1
DWI 0 0 0 0 0 0 0
Threats 0 1 0 0 0 1 0
Rape 0 0 0 0 0 0 0
Suicidal 0 0 0 0 0 0 0
Other 5 4 35 17 56 52 2
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Tips for Student Safety
The following tips are ways you can protect yourself heNTat:

Walk cautiously Be alert to your surroundings.

Use well lit routes. Avoid short cuts through isolated and dark areas.

Lock all car doors and clos#l indows when leaving your vehicle unattended.

Have keys ready when you approach your vehicle. Check the vehicle foensthefore getting in.

Lock the doors immediately after getting into your eéhi

Hangup immediately if you receive an obsceakphone call.

Do not carry or keep large sums of money in your office, residential room, apartment, study area or
vehicle. Lock your room doors or apartment every time you leave, and make stogvsvare lock.

7. If you are a victim of a crime, or see asyspicious behavior or activityitness a crime, seek
immediate assistance and/or call the police.

PN
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Crisis Intervention

Navajo TechnicaCollegerecognizes the need for crisis intervention Hredestablishmerdf aprotocol as a
prevention measure in hdlimg any personal crisiCounselors are available to assist those in need of
personal crisis intervention assistance by calling 505433®.

Purpose

A student is in state of crisis when personal difficulties and/or situations can lead to emotiaduitinst

These problems can be prevented and treated with help. Counselors, residential staff, Security, the Dean of
Student Services and Dean oftiuction are all available to provide assistance and intervention. Proper
procedures and referrals are danted confidentidy to ensure quality care for the student.

Definition
Crisis is perceived as an event or situation of
normal coping ability.

Reporting Procedures

Trained NTC personnel @ aware of the protocol of interv@am and referral for any crisis on campus.
Therefore, any staff, faculty or student who suspects or becomes aware of a possible threat or danger must
report this information to a Counselor, Residential Staff, SecubiBan of Student Services, Dean of
Instruction or Human Resources. Proper foHggvand intervention will be initiated.

Fire Drills and Fire Alarms
In case of Fire call the Navajo Police Department atZ@® inany emergency.

Fire drills: Participaion in fire drills is mandatory for all students and staff as scheduled. Abide by fire
alarm regulations, and follow the posted evacuation plan. All alatiinbe treated as if an actual fire exists.

Alarms Smoke detectors and fire alarms are ifstiain all NTC facilities. Any person who is aware of a
fire or other emergencshouldactivate the alarm.

Fire Hazards Smoking or burning is prohibited in all buildings on campus. Burning means either an open

flame or smolderingncluding, but is notlimited to cigarettes, cigars, candles, incense, plants/herbs, pipes
and grills.
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Evacuation procedures
1. Quickly close all doors and windows.
2. Close the door as you leave the room. Residential students need not worry if the door is locked or
whether thg have their keysstaff will open the doors afterards.
3. Quickly leave the building no running. Once outside, go upwind away from the building about 100
feet and wait for further instructioRRefer to the fire evacuation plan post in each buildorgnore
directions.

Emergency Management Response Plan

The NTC Emergency Management Response Plan (EMRP) provides specific directions and guidance on
how the Campus community will cope with extreme emergencies such as incidents associated with a
Campus lokdown or catastrophic situations whereby a higher order of importance and/or urgency occurs.
As such,coordinationof activities isdependent upon effective team communication and efficiehbg

NTC EMRP was approved by the NTC Board of Trustees and ingpleed in August 2007.

Law Enforcement

The NavajoNation Police Department will be call for assistance, whameededThe local Navajo Nation
Police telephone nuper is (505) 78&€050.

Medical Emergency, lliness, Health Care

Crownpoint Indian Health $e¢ice is available for emergency ambulance service, cal5284;or call the
Navajo Police Department at 7A2050. The PHS/IHS is available to all Native Americans for services. For
general health care, ndtative Americans will need to see a private gibian.

Section D: Student Code of Conduct

Studentsshall adhere to théNavajo Technical Collegpolicies and procedures set forth in this Haoak.

The information is provided to assist students in understanding their responsibilities as callegis situis

also important that they derstand what consequences may be encountered if a student itl&les
policies. Overall, the Student Code of Conduct is a guide for students while enrdE@.at

The principles of student conduarte basedon treating others with respect and courtesy, being conscious of
others, and ultimately acting responsible. As an institute of higher leahilitgjs committed as well as
required to maintain a safe learning and working environment for all. As a higliainlg institute, specific
expectations including acting mature and responsible exemplify student empowerment while demonstrating
mutual respect of others.

Any student found to have committed the following misconduct is subject to the disciplinanomssncti
outlinedasfollows:

1 Attempted or actualheft, malicious destruction, damageandalism ofNavajo Technical
Collegepropertyor anypersonal property dhe staffor community.

9 Discrimination against any student, ftaor community member othe Navajo Technical
College.

1 Harassment in any form that injures, threatens, humiliates, or demeans any member of the
Navajo Technical Colleger community.

1 Inflicting or threatening to inflict bodily or emotional harm, whetldene intentionally or by
failure to exercise reasonable care, including threat or action in retaliation for making allegations
of misconduct.
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1 Misuse of anyNavajo Technical Collegeomputer resources in a manner for which they are not
intended is strictiyprohibited, including the production or duplication of pornographic materials.
Additionally, the misuse of technology licensures or contracts is strictly prohibited, and is cause
for disciplinary action.

1 Interference or disruption of the learning, reskaedministrative or disciplinary procedures or
other activities authorized to take place on campus.

1 Unauthorized entry (Breaking/Entry) intdavajo Technical Collegeroperty or failities for
illegal purposes or in such a manner that is detrimentdéht@jo TechnicaCollege

1 Any falsification, brgery, fraud (including computer fraud), alteration, or misus&laifajo
Technical Collegglocuments, recordsr instruments of identification.

1 Possession of firearms, explosives, or other dangerous weapovadesials within or upon the
NTC grounds, buildings, or any other campus facilit®@TE: This policy shall not apply to
any Law Enforcement, or others authorized by the head of the Campus Security or designee.

1 Consumption, possession, or distributmrillegal drugs or alcoholic beverages is a violation of

theNTC Drug-Free Campus Policy.

Violation of any policy included under Section 12 and Section 13 of this Handbook.

Academic dishonesty as outlined in the instructional policies, including plagjaciseang,

fabrication and falsification, multiple submissions, misuse of academic materials, and complicity

in academic dishonesty.

= =4

NOTE: Violations of the Navajo Nation Criminal Code such as assault, battery, theft, destruction, en

dangement, fraud, harassment, sexual assault, robbery, stalking, threat, or trespassing are all prohibited
and shall be referred to the appropriate law enforcement agency. NTC has the option of filing criminal
charges with the Navajo Natighr osecut or 6 s Of fi ce

Section1l: Disciplinary Sanctions for Misconduct

The following disciplinary sanctions will apply in accordance with the degree or severity of the misconduct.

Restricted StatusStudent is restricted from school sponsored social activities and sheds and may be
removed fronNTC campus housing and converted to commuter status to pursue educational endeavors.

Warning ProbationWhile a student is on temporary vmémg probationfurther violations by a student may
result in additional disciplingr action for the remainder of the semestetud&nt will be referred for
alcohol/drug counseling or an alcohol/drug ediocaprogram, academic counseling and advising, or any
other resources appropriate to each case

Disciplinary Probation A temporary tatus of a student, not to exceed one year, during which further
violations may result in suspension or expulsion. The conditions listed above under Warning Pro@ation
be imposed, or the student shall be removed from disciplinary probation when tsedhpgoiod expires.

SuspensionA decision of suspension terminates student as a registered student for a period up to one year
and prohibits the student from attending classes or beilr@premises. A student living in an Efficiency
Apartment shalhave 12 hours to vacate the premises and a student in a Family Apaghahvtacate the
premises within 24 hours of receipt of the notice that the penalty of suspension has been iNpPd&ed.
Students residing in Efficiency and Family Apartments shefiér to the Residential Policies and
Procedures.

ExpulsionnA deci si on that terminates the studentds stat

time with no future redmission.NOTE: Any lifethreatening situation will call for immediatescort off
NTCpremises.
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Section12: Policies and Procedures

Students, staff and faculty share the responsibility for maintaining an appropriate, orderigglearn
environment. Expectations provided include classroom and out of classroom behaviorn kotd off
campus. These policies and procedures have a broad intent and apply generally.

Subsection12.1: N.T.C. Weapons Policyi Zero Tolerance

To secure safety of thidTC campus, students and employees, any student found to be itioviafthe

NTC weapors policy will be immediatelyremoved frorNTC campusand procedures will begin according

to the Digiplinary Procedures. The student will be informed verbally what rule(s) have been violated, what
facts constitute the violatiahatjustify the reme a | and the studentds right to
Police Department will be naotified.

Policy
NTC Weapons Policy prohibits the possession, custody and use of weapdisCoproperty by any
individual, with the exception of recognized Law Enfament Officers.

Definition

Weapons are defined as any item whose primary use is to cause death or injury. A weapon includes but is not
limited to firearms knives martial arts weaponry of any kingmmuniion, other dangerous weapons,
substances or matals bombs or explosives, and inceadi devices.

Violation

Any use or having in oneds possession or conceal in
offensive or combative objeds prohibit. Weapons of any type are subject tofiszation. Rooms, personal
belongings and vehicles are also subjedbe search in accordance wiNTC policies and Navajo Nation

Law.

Reporting and Investigation

All reports of weapon policy violationare subject to the Complaint Reporting proceslget forth in this
student harnlgook. All documented reports shall be submitted to the Dean of Student Services within one
workday Investigation shall be conduct by a person selected by the Presitént.of

Action

Upon the finaldeterminationthat a sudent has violated thBITC Weapons policy, the student will be
expelled from the school permanentlfthe investigation concludes that the student has not violated the
weapons policy, disciplinary actianay be warranted aset forth inSection 11 (Displinary Sanctions for
Misconduct) otthis Student Handbook.

Subsection 12.2: Alcohol and Drug Policy

NTCPolicy

NTC Drug-Free Campus Policy prohibits the unlawful and unauthorized use, posses#oproduction,
and delivery of anyllicit drug, or alcoholic beverages on school pises or other school locations. Should a
student violate the Drug Free Policy, any of the sanctions listed under Sgétlolisciplinary Sanctions
for Misconductwill be enforced.

Controlled SubstareAct

Federal law requires thAITC provide information about federal penalties and sanctions of illegal trafficking
and possessn of a Controlled SubstancBTC complies with the Drudgrree School and Campuses Act,
commonly known as Part 86 of EDGAR (3K Part 86).
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Drug - Free Policy Review
A bi-annual review of the Alcohol and Drug Policy will be conducted to determine itdieéf@ess, to
implement change as needed, and to ensure that disciplinary sanctionsestemmdnenforced.

Definition

AnSchool premi ses, or other school | ocati ons0o mean
vehicle used to transport students to and from school activii®g;off-campus school sponsored or
approved activities, event or function; or duringy period of time school employees are supervising
students on behalf of the school or otherwise engaged in school business.

Violation

A student is in violatiomf this policyif he/she participates in the unlawful and unauthorized use, goses

sale production and/or delivery of any illegal drug and/or alcoholNJrC premises and other school

|l ocati ons. This also includes Abeing under the inf
an illegal drug or alcoholA student who isinder the influence or intoxiead on campuwiill be reported to

the law eforcement andNTC Campus Security will be immediatelgontacted.

Reporting

All reports of violationsof this policy shall be made according to the Complaint Reporting procedetes

forth in this student handbook. All reports shall be documented and submitted to the Dean of Student
Services within onavorkday Parental Notification will be made imediately to the parents of a student
under the age of8l (See Parental Notifidan)

Investigation
The Dean of Student Services shall investigate the report according to the ComptaininBegrocedures
set forth in the student handbook.

Action

Complaint procedures will be conducted according to the student handbook amddtdre afforded due
process $ee Section 14 - Due Process and Sectiatb - Complaints Regarding Student Behavior;
Procedures)

Health Risks Associated with Use of Illicit Drugs andAlbeise of Alcohol

Alcohol and other drug abuse on campus poses a serious threat to the health and welfate, atdiffcand
students. It impairs work and academic performance, jeopardizes safety dmengedif other students and
members of the gemal public, and conflicts with the responsibility Mavajo Technical Collegm foster a
healthy environment for the pursuit of education and trainFa. complete information, contact the
Substance Abus@ourselor

Subsection12.3: Search and SeizurdPolicy

TheNTC Board of Trusteegecogniing the neessityof conducting searches and seizures time to time
in order to enforce school policy and maintain a safe andfdeegcampusadoptsthefollowing policy:

When probable cause has been disfadd and a student is involved] C Security and designated personnel
have the authority to temporarily detain the individual umtdwenforcement officer arrives.
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Definition of Probable Cause: Designathid C officials must have knowledge of facéd circumstances
sufficient to form areasonabléelief that first, a violation was probably committeshd secondthat the
student or students probably perpetrated the acts constituting the violation.

NTC properties (lockers, desks, furniture, studantily housing, efficiency apartment, storage facilities and
parking lot) and campus groundanbe searched by school officials in the interest of school safety, health

and welfareof students, staff and communisanitation enforcement of discipline, enforcement of school
regulaions. The school officials can contact law enforcement for issuance of a warrant, unless there is a rea
son to believe the student is a danger to self and others. Canine units are an extension of law enforcement
and are sybct to the same restrictions as law enforcement officers.

Basis of Probable Cause:
1. What one can see, hear, smell or otherwise detect with natural sense.
2. The designatedNTC official does not have to be absolutely certain something wrongful has
occurredjust that a reasonable person may think it could have occurred or is occurring.
3. The desigatedNTC official can have probable caubasedon an informanwho must ke able to
providea probable causeason based on the natural senses to be reliable.

NOTE: Any student found in violatioof Navajo Nation law Federallaw or applicableNew MexicoState

law will be referred to the appropriate law enforcement agency for prosecution. If the student is allowed to
return to school, the student may be subjedutther disciplinary actionunder Section 11 (Disciplinary
Sactions for Misconduct)

Authority to Enter Rooms:

Residential staff or other desigadtNTC officials may enter roomr several legal reasons as described
below. These officials will knock befe entering, as a courtesy, and identify themselves. It shall not be a
defense in disciplinary proceedings if a student does not hear the knock.

Probable causmeanghata violation has occurred.

Emergencies such as fire drills

Pre-announced health asadfety checks

Maintenance requested by the student, orapreunced maintenance work or Jarenounced
request by staff for maintenance work.

5. To accompaya police officer whdas a search or arrest warrant.

PN P

General Procedures for Room/Apartm@ampusSearch:

Residential staff and desigtedNTC officials have authority to search a room or apartment when there is
probable cause¢hat a violation has occued, when there is a violatiofigr scheduled inspectionsr to
determine the location of a repair job.

1. NTCresidential staff or other designatdd C officials should use prudent judgment in each case to

determine if Security should be present. Upon émgeiif occupants are present, the occupaunst

be informed of the intent to search the room or apartment

The article/item must be defined before a search begdjiesalcohol, drugs, weapons, etc.)

After beginning the searchny illegal subtance or contrabandn f p | aedven if unrekated, t@

the original incidentan be seized and included in the incident report.

4. Lockers, deskd\TC furniture, student family housing and efficiency apartments, and similar storage
facilities located orNTC campus, are school property and remain at all times undeotiteol of
the school, and subject to inspection. Persons using such facilities are expeasstinhefull
responsibility for the security of their lockers and desks and similar storaljigefacA search may

wnN
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be conducted by school officials for any reasons at any time, without notice and without consent, in
accordance with this policy, to insure the safety and health of stutienty, and staff.

5. An incident report will be written bthe residential staff and/or the designdt€lC, who conducts
the search.

6. NONTCof fi ci al will search a studentods peromonal
the five senses, to believe a studentdmadlegal substance or contrabiesubject to confiscation in
the closed container, belongings, etc.

7. A courteous, notthreatening request to search thesed container, belongings, ettay be done. If
the student refuses and there is no probable cause, a Sealtaiotbe conducted.

8. Canine units or a task force may be requested to tour the campus for general inspection and to
enforce theNTC Drug-Free Campus policy. Should any suspicious parapherild@gal substances
or contraband b#und, it will render probal® cause foNTC to allow the law enforcement to take
legal action according to the law.

General Procedures for Vehicle Search

1. Persons are permitted to park on school premises as a matter of privilege, not of right. The
collegeretains the authority tooniduct routine patrols of school parking lots and inspections of
the exteriors of vehicles on school property. Such patrols and inspections may be conducted
without notice and without consent. In the course of such examination, if the desibii&ed
officials notice a clear violation, the official may prepare an incident report according to existing
procedures.

2. DesignatedNTCof fi ci al s wi || not search a student s
there is probable cause. The interiors of vehictesahool property may be inspected whenever
probable cause has been established that contraband is within such a vehicle. Any contraband
found will be held until a law enforcement officer arrives.

3. A designated\NTC Official may obtain verbal consent for ahicle search. He/she may make a
reasonable attempt to locate a student during the hours of8ladn pm by goi ng to
room and knocking to see if he/she is there for the purpose of obtaining cdhsestudent
refuses to conserd,searchshall not be conducteddowever, it shall be priméacial evidence of
a violation (i.e.,confiscationis not necessary) if discernible parapiatia, or opened cans with
clear odor of alcohol are detected, or unopened ¢a®s © other unopened bottles with visible
amounts of liquid are in plain view in the vehicle as observed by the official. (An open, visible
bee can lying on its side or a bottle containing liguid is not primafacial evidence for a
violation.) Thedesignéed NTC official may confiscate the offending material observed in plain
view if the window is openedr if the student gives consent to open the vehicle.

Consent by a student is limited to the area consented to beesarch

The scope of the search is inetareas of the vehicle only where alcohol or drugs or other

contraband could reasonglile found. Examples are: a glos@mpartmentunder the seats, truck

or in the trunk

6. No consent for a search will bequested unless there is probable cause foretirels Examples
are: Odor of alcohol emanating from the vehicle; clear view of beer can or other alcohol
container; clear view of apparent drugs or drug paraphernalia; and open container of liquid
smelling of alcohol.

7. Anincident report will be written othe owner of the vehicle, plus occupants, evéhe§ arenot
consuming.
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Subsection 12.4: Smoking/Tobacco Use Policy

Policy: The use of tobacco products (smoke or smokeless) inNAry school faility or vehicle is
prohibited. Individuals who smoke are gaired to use designated outdoor smoking areas and to utilize
appropriate receptacles for disposal dfaoco byproducts An excegion is made fotobacco productased
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for ceremonial evest In such casg the user shall make a written request to tkarDof Student Services
for a written approvalExample: sweet grass rope to be used during talking circle).

Reporting: Reports of studentsgiolating this policyshall be made according to the CompldR#porting
procedures in the student handbook (Sem@aint Procedures).

Investigation:The Dean of Student Services shall investigate each complaint or report.
Action: Disciplinary procedures and due process will be followed as set forth in the studdsadiand

Subsection 12.5: Sexual Harassment Poty

General: It is the policy ofthe Navajo TechnicalCollegeto maintain an academic and work environment

free of sexual harassment for students, faculty, and staff. Sexual Harassment diminishes individual self
respect, impedes equamployment, educatial opportunities and equal access to freedom of Institutional
inquiry. Sexual harassmentis a barriertéfull 1 i ng t he I nstitutedoNavaj@ucat i
Technical Collegavill not tolerate Sexual Harassnten

Definition: Sexual harms ment i s defined as fAunwel c o meots,axie x ual
other verbal or physical conduct of a sexual nature when:

1. Submi ssion to such is made either eRQglgymentcor t|l y a
academic advaeenent

2. Submission to or rejection of such conduct by an individual is used as the basigpfoyreemt
decisions or academic decisions affecting such individual

3. Such conduct has purpose of effect of unr eas
acalemic performances or creating an intimidating, hostile, or offensiveingortr academic
environment.

Enforcement and Penalties for Violationgo secure safety of tidTC campus, students aminployees,
any student found to be in Vaion of the sexal harassment poliayay be temporarily removed froMiTC
immediately and procedures will begin acéogdto the Disciplinary Procedures. The student will be
informed verbally what rule(s) have been violated, what facts constitute the violation afydipastemoval
and the studentbés right to a hearing.

Reporting: A student who feels that he/she has been sexually harassed involving another student should
contact the Dean of Student Services in 8tadent Services Building 189Aelephone 505/786104

Sexual harassment matters concerning a student aw@iCaemployeewill be reportedto the Human
Resources office in the administration building, telephone 5054786 or 4109.

Investigation: The Dean of Student Services will investigate the repodrdotg to the ComplainReport
ing procedures set forth in the student handbook.

Action: Complaint procedures will befollowed as provide irthis student handbookf the complaint
involves aNTC employee, the Human Resource office will conduct thestigation according to tHeTC
Employee handbook.

Confidentiality: All parties involved in any aspect of this process will act at all times to preserve the
confidentiality of these proceedings. Information will be shared with those individuals whoahave
legitimate and operational need to be informed, and to the extent that it is necessary to maintain the
effectiveness of this process.
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Subsection 12.6: Student/Staff Relationships (Fraternization)

Interactions between employees and students at Naeajinical College are guided by mutual trust,
confidence, and professional ethics. Professional employee/student relationships have a power differential
and relatimships carryisks of conflict of interest, breach of trust, abuse of power and breachfeggiomal
ethics.

Policy: Fraternizing witha studentby staff, facultyor otheremployees oNTC is prohibitedwhenever the
employee has a professional position of authority with respect to the student in such matters as managing a
department or servicare or in otherwise evaluating, supervising, or advising a student as part of a college
program.NTC is committed to creating and maintaining a comityuin which students and employees can

learn and work together. It attempts to enhance productivitydeaw on the diversity of its members by
disallowing all forms of dismpectful conductShould a consensual relationship develop, or appear likely to
develop, while the employee is in a position of authority, the employee and/or the student shateeain
position of authority.

Definition: Fraternization is defined amn employeeof NTC (staff, faculty or otheNTC employee)
associating with a student or students on intimate teRasition of authority includes, but may not be
limited to situatims in which the employee makes or is responsible for an evaluation of a student for
admission, coursework, promotion, financial aid, research funding, suspension, expulsion, or other
discipline.

Violation: A student who is reported for fraternization Iwhle subject to investigation by the Dean of
Student Services. The employee involved will be reported to the Human Resource office.

Reporting: All reports of student fraternization shall b@ade according to the Complaint Reporting
procedures set fortim the student handbook. All reports Nt C employees will be referred to the Human
Resource office.

Falsification: Any false reports will be considered a violation of the student code of corfdhecDeanof
Student Servicewill take appropriate actioregarding false repat

Investigation: The Dean of Student Services will investigate the report according to the ConReaint
ing procedures set forth in the student handbook. All reports that inN@I€eemployees will be referred to
the Human Rsource office to conduct an investigation.

Action: Disciplinary procedures will be conducted according to the student handbook and thevsifilent
afforded due process.

Confidentiality Due to the nature of the incident, confidentiality shall toietyy adhered to by all persons
involved. The identity of all individuals involved shall be kept strictly in confidence, as well as the
investigation.

Section13: Other Prohibited Conduct

Navajo Technical Collegerants to provide a safe and healthyrhétag environment. Faculty, staff and other
enployees, as well as studentsNfC, should be able to perform their professional delegated and assigned
duties without intderence, obstruction or physical danger. Students shall honor and respectiamzbedet
faculty, staff and students from being detracted in their learning environment.

Violations of the Navajo Nation Criminal Code such as assault, battery, theft, destructiangenment,
fraud, harassment, sexual assault, robbery, stalking, ttnespassing are prohibited and shall be referred to

54



the appropriate law enforcement. Alleged violations may also be dealt with iagctwrdheNTC Policy and
Procedures through the Complaint Reporting and Disciplinary procedures set forth in therstodbook.

Intimidation: Intimidation is any willful conduct which creates a fear of bodily harmd whichis disruptive

to the educational process and/or verbally abusBtedents shall not intimidate other students, faculty,
administration or othertaff.

Littering: Littering or throwing of refuse or garbage in an inappropriate manneNTd® campus is
prohibited.

Loitering: Loitering is excessive or aimless delay within or in the immediate perimeter of the campus by
unauthorized persons or duritignes not regular to the normal busines®®fC, and is prohibited.

Misuse ofNTC Property and EquipmentMisuse ofNTC equipment is a violation of the Code @bnduct
and may subject the individual to disciplinary action.

Public Display of Excessiveffaction Culturally, public display of excessive affectit discouraged,;
therefore, in keeping with this expectation, students, staff and guests are respfumsitbeducing
themselves in a mature mreer. Inappropriate behaviosuch asexcessive hgging, kissing, and touching
while in public aregis not permitted on campus addringNTC-sponsored activities.

Personal Hygiene Personal cleanliness is very important for a healthy and pleasant leanmingnment.
Students are encouraged to talgpropriate care of their personal hygiene on a daily basis. Students should
wear clean clothing and appropriate attire for classes and social gatherings on campus.

Other: Conduct identified as prohibited conduct in M€&C catalog, memorandums, and puis ofNTC or
violations of the Navajo Nation Criminal Code are not tolerated.

Section14: Due Process

Students can expect discipline to be implemented through established procedures containing all elements of
due process for the adjudication of chargasd the opportunity for continuedTC involvement (as
appropriate) until the infraction is resolved.

Notice: A student who is alleged to have violated a policy or other regulations or code of condiTe® of

shall receive a written notice of chargeshivita reasonable period of time prior to any hearing. Notice of
charges shall include reference to the regulations allegedly violated, the facts alleged to constitute the
violation, and notice of access to all statements of all persons which addrelsarfeeand to those parts of

the studentds school record which wil!/ be consider

Hearing: A student shall be entitled tofair and impartiahearingprior to the imposition o&nydisciplinary

action absent the agal existence of an emergengiyuation, which seriously and immediately endangers the
health,and safety of the student or others. In an emergency situation, the official may impose disciplinary
action not to exceed a temporary suspension, but shalldiately thereafter report in writing the facts (not
conclusions}hat give rise to the emergencyrhe studenshall be affoded a hearing, whichfully comports

with due process as set forth herein, as soon as practicable thereafter.

RepresentationA student who is alleged to have violated a policy has a right to have presenhaathmey

the studentdés parent (s) or guardi an(s), or their
attorney fees are to be the responsibility of the student.
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Confrontation: A student who is alleged to have violated a policy has the right to produce and to have
produced witnesses on the studentdés behalf and to

Records: The student has a right to review recogdirof the hearings of disciplinary actions, including
written findings of fact and conclusion# all cases of disciplinary action

Appeal: The student has a right to administrative review and appropriate appeal.

Non selincrimination: The student shianot be compelled to testify against himself/herself. A studdrd

is alleged to have violated a policy has the right to have the allegations of misconduct and information
pertaining thereto expunged fr om tehtas fosirtdmalochave 6 s s ¢
committed a violation oRTC Code of Conduct policies and rules

Sedion 15: Complaints Regarding Student Behavior;Procedures

Reporting of Complaint or Violation

Complaintspertaining to the student behavioust be submitted in writing using the Incident Report Form
and must be ghed. Anonymous (unsigned) complaints will not be accepted and considered. The written
complaint must be submitted to the Dean of Student Services within one working daynefdéet causing

the complaintThe Dean of Student Services determines ifelievalidity to the complaint and whether the
complaint alleges a violation of tié¢TC Student Code of Conduct and/or other policy within the Student
Handbook. If the Dean of Student Services determines there is no validity to thiicbmor the complat

does not allege a violation of the Student Code of Conduct or other policy, the Dean will provide written
notice of his decision to the complainant. The contents of the complaint and identity of all parties shall be
kept confidential.

Notice of Violdion

If the Dean of Student Services determines that there is validity to the complaint and plentaiteges a

violation of the Code of Conduct or other policy within the Student Handbook, the Deasigneeshall

initiate the disciplinary procedsy providing written notice of the complaint/violation to the individual(s)
involved within four(4) working days of the filing of the Incident Report. The notice shall indicate the
alleged violation of th& TC Student Code of Conduct and/or other poligthin the StudenHandbook, the
procedures to be foll owiedg darhde tshewdethadentrdsghrni gho
person of their choice. The written notice will notify the student of the pending issue, procedures to be
followed and schedule for a hearing as provided for determination. Additiottadystudent can be
represented by a person of their choice.

AdministrativeActionregardingComplaints/Violations

After official notification to all partiesthe Dean of Student &vices will prepare aeport, whichshould
include factualfindings, whichsupport the belief that a violation of policiescared and the range of
sanctions, whiclmay appropriately be imposed. The accused student will have the opportunity to tihheet wi
the Dean prior to hearing and may respond to the dikegal he Dean of Student Services may resolve the
case by application of administrativetiaas, or refer it to the Judicial Committee for a hearing at the request
of the student. If not emlved administratively, it will be referred automatically to the Judicial Committee.

Judicial Committee
Committee CompositionThe Judicial Committee is composed of six members, including three students, one

community member not associated Wi C, one fa&ulty member, and one staff member. The members of
the Committee shall be randomly selected by the Dean of Student Services from a pool of volunteers and
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shall serve for the school year beginning with the fall semester. At the beginning of the schabéy@aan
of Student Services shall seek volunteers for each member category.

Procedures

1. The Judicial Committee shall select a chairperson from among its members.

2. Four committee members shall constitute a quorum. If a faculty member is involved iledged a
incident, the quorum of the Committee must include a faculty member. If a staff member was
involved in the alleged incident, the quorum of the Committee must include a staff member.

3. Prehearing Preparation:

a. The Dean of Student Services shall previd all partiesa copy of the complaintyritten
notice of the hearing date, time and location, and of the hearing procedures.
b. The student shall be informed in writing that he/she may submit a written statement,
may present evidence in support of /hisr position,and may invite witnesses tdestify on
his/her behalindquestion a witngs who appears against him/her.
c. If the student elects not to attend the hearing, the complaint will be reviewed as scheduled on
the basis of the information availalzled a decision made.

4. The student must be given the hearing procedures before the hearing. The Dean of Student
Services provides the Judicial Committee and student with relevant documents, and exdddade
to prepare for the hearing.

5. Administrative Actions Available to the Judicial Committee:

a. Dismissal of the case.
b. Determination of Violation but No Disciplinary Sanctions Imposed.
c. Determination of Violation and Imposition of a Disciplinary Sanction.

6. Due consideration should be giventomdte nt 6 s n e e d s ;iacluding miiigatinganthis t a n c ¢
aggravating factors.

7. The Judicial Committee shall issue a written decision based upon the evidence presented by the
parties at the hearing within 5 working days after the hearing. Acopyofthen@ot t ee 6s deci
shall be provided to the parties.

Judicial Committee Determination, Notification and Records:

The Dean of Student Servicehall notify in writing the studentand the complainant of the Judicial
Committe® slecision. The Department &tudent Serviceshall maintain a record of the incident and
proceedings. The record shall include copies of all correspondence related to the incident, all documents and
evidence used during the hearing, and the recording of the hearing. The Judmrmaitt€e decision
becomes part of t IDecisisntmadd byrthte dusliciabGommittedmall f i | e .

Section 16: Student Complaints Regarding Conduct of NTC Representatives;
Procedures

NTC representatives and students always strive to wetktagether. Occasionally, students may encounter
difficult situations withNTC representatives (faculty, staff, and administirs). Students arencouraged to

discuss these difficulties with the person involved. At the onset of a complaint, an infsovess would

include a review and preparation period for student and others addressing the complaint(s) to mediate the
problem as follows:

Head of Department receives the complaint.
Process the complaint within 48 hours for Department Head to perf@emnpark.
Student referred to Counseling Department.
Resolve conflict with all involved individuals.

PwdE
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5. Other resources available include instructional departments (directors and deans) and advising and

counseling services.

If difficulty is not resolved infomally with the parties listed above, the student may pursue the following
formal complaint process:

2.

3.

If a determination is made that the complaint is meritorious, the Dean of Student Services will,
within 5 days of receipt, propose a resolution and nttiéyparties.

If the proposed resolution is acceptable to all parties, they shall so indicate in writing and the matter
shall closed.

If the proposed resolution is not acceptable to all parties, either party may request further review by
the President of NC.

The Presidernghall make a final decisionithin 3 days of receipt of the complaint

Not hing within the Student Handbook shal/l be
legal action as deemed necessary.
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Phone Numbers

Emergency Phone Numbers

Crownpoint Police Department Dispatch 786-2050/2051
New Mexico State Police (505) 8639353
Crownpoint Indian Hedlit Service Hospital 7865291
Local Ambulance 7866218
Crownpoint Indian Health Service (Outpatient) 7866270
Gallup Indian Medical Center (505) 7221165
Crownpoint Fire Department 786-7385
New Mexico Poison Control & Drug Inform. Ctr. (800) 4326866
National Poison Control & Drug Inform. Ctr. (800) 2221222
Continental Divide Electri€Company:

Gallup Office (505) 8633611

Grants Office (505) 2856656

Emergency (After hours & Holidays) (877) 7755211
NTC Administration Front Desk 786-4100

Crownpoint Community Phone Numbers

Bashas 7865814
Navajo Nation Tribal Utility 786-5566
NTUA Power Outage/Gas Leaks/Water Breaks (800) 5285011
Ikard & Newsome Crownpoint Office 7865359
Ikard & Newsome Propane Services (800) 4426453
Crownpoint Child Abuse Center 7862303
Navgo Nation Social Services 7862215

NTC Campus Phone Numbers

Admi ssionds Cl erk 786-4107
ABE/GED Office 786-4125and 4160
Book Store 786-4371
Cafeteria 7864128
Childcare 7864122

Chief Finan@l Officer 7864114
Counselingbepartment 786-4138/4181/4328103
Data Assessment Director 7864111

Dean of Instruction 7864113

Dean of Student Services 786-4104
Financial Services Administrative Assistant 7864184

Human Resource Office 786-4110and 4109
Instructional Department Administrative Assistant 7864101

IT Department 7864193

Librarian 786-4300
Maintenance Department 7864188
Maintenance Supervisor 7864187

NSF Coordinator 7864197
President 7864112
President 6 sAsAslamii ni strati v 7864151
Recruiter 786-4182

59



Registrar

Registrards Assistant
Stem Lab/Tutoring

Student Financial Aid Office

Title Il Counselor/Advisor

Veterinarian Office

Efficiency Apartment # 1

Efficiency Apartment # 2

Family Housing

Emegency/Security

Chinle Instructional Site
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7864180

786-4326

7864166

786-4309 and 4183
7864337 and 4333
786-4150

7864175

7865960

786-5960
5757407079

9286745764






