College Requirements
1. College Requirements and Information

· The College District prohibits discrimination, including harassment, against an applicant’s race, color, national origin, religion, gender, gender identity, gender expression, sexual orientation, age, marital status, disability, veteran status, or limited English proficiency, or any other basis prohibited by law.  The College District respects the legal rights of each person to work and learn in an environment that is free from unlawful sexual discrimination, including sexual harassment and sexual violence, or any other basis prohibited by law.  
· As per Section 504 of the Federal Rehabilitation Act of 1973, as amended, the District designates the Assistant Director of Human Resources as the contact person.  The Americans with Disabilities Act of 1990 coordinator is the Executive Director of Human Resources.  Deaf Students, please contact Disability Services.

· Tyler Junior College complies with the Family Education Rights and Privacy Act (FERPA). The privacy of student records is maintained in accordance with the provisions of this act.

2. Drop/Withdrawal from a Course(s)
· Professor Initiated
· Faculty may drop students from a course(s) with a grade of “F” if the student has unexcused absences totaling 10% or more of the total contact hours for the course and, if in the judgment of the professor, the student cannot complete the course successfully.  
· A professor seeking to drop a student from a course(s) for disciplinary reasons should follow the Student Code of Conduct Process detailed in the Student Handbook.
· Student Initiated*
· A student may initiate a drop from a course(s) or withdrawal from the College for any reason if the student has not been dropped from the course(s) for unexcused absences.  A student wishing to drop a course(s) or withdraw from the College must complete the Tyler Junior College Class Change Form.  It is recommended that the form be signed by the professor or the appropriate department chair.  Students should be aware that dropping a course may affect scholarships and/or financial aid.  In some cases, the student may have to pay money back.  Contact Financial Aid to see how a drop may affect your aid status.    
· Forms are available in the Advising Office, Dean’s Office, and Registrar’s Office.  The student will receive a grade of “W” for a course if a College Class Change Form is submitted to the Registrar’s Office by 5 p.m. the last day of the 14th week of classes during a 16-week semester, the 10th week of a 12-week session, the 7th week of an 8-week session, or on the 15th day of any summer session.
· Students should consult the Registrar’s Office for drop/withdrawal dates during special sessions.  Students will receive a failing grade (F) if they have not met minimum course requirements for a passing grade and have not been dropped/withdrawn from a course(s) by the above deadlines.
· *Special admission programs may have additional requirements for attendance/withdrawal.  Please consult with the department chair for specifics.
3.  Student Handbook Policies

· Policies that relate to student academic conduct and success are found in the Student Handbook. These include, but are not limited to, the following points.
· Intellectual Property Policy:  The College encourages the development, writing, invention, and production of intellectual property.  Intellectual property is defined as intellectual and creative works that can be copyrighted or patented, such as, but not limited to, literary, dramatic, musical and artistic works; computer software; multimedia presentations; and inventions.  A student owns all rights to intellectual property created without College support.  When College support is provided, the College and the student may enter into an agreement for joint ownership, sharing of royalties, or reimbursement to the College for its costs and support.  Unless a written agreement exists between the student and the College, the College retains portfolio rights to works that may result from student assignments.  Issues or disputes between the College and students regarding intellectual property should be directed to the Provost & Vice President for Academic and Student Affairs who will identify the best approach to resolving the issue. 

· Academic Integrity:  Academic integrity is the pursuit of scholarly activity in an open, honest and responsible manner.  Academic integrity is a basic guiding principle for all academic activity at Tyler Junior College, and all members of the College community are expected to act in accordance with this principle.  Consistent with this expectation, the College states that all students should act with personal integrity, respect other students’ dignity, rights and property, and help establish and maintain an environment in which all can succeed.  Most academic integrity violations follow the Student Code of Conduct disciplinary sanctions as outlined in Article IV.  Academic integrity violations resulting in probation or dismissal from a program follow the Academic Grievance policy FLD (REGULATION).  

· Academic integrity violations include, but are not limited to:

· Plagiarism

· Cheating

· Collusion

· Fabrication, falsification and misrepresentation

· Multiple submissions

· Abuse of academic materials

· Complicity

· Students at Tyler Junior College assume an obligation to conduct themselves in a manner compatible with the College’s function as an educational institution.  Classroom Etiquette and the Student Code of Conduct are found in the Student Handbook

· Regular class attendance is fundamental for the success of the student; therefore, a student must report promptly and regularly to all classes.  See the Student Handbook under “Administrative Policies.”
4.  Board Policy Manual
· Tyler Junior College maintains and adheres to policies approved by the Board of Trustees, located in the Board Policy Manual.
·  Relevant sections can be found in ACADEMIC ACHIEVEMENT: GRADING AND CREDIT LDU-2011.06 EGA (REGULATION)-X
· Excused Absences:  Students who will be absent from class for the observance of a religious holiday are responsible for informing their professors prior to the holiday. (Texas Education Code 51.911)

·  A student who will be absent from class due to participation in a College-sponsored or -approved activity is responsible for informing faculty one week prior to the absence by providing written notification prepared by the activity’s faculty sponsor or coach. 

·  A student is responsible for arranging to make up any coursework missed due to an absence for any reason. A student who is absent due to an official religious observance or a College District-sponsored or -approved activity, and who has appropriately informed the faculty prior to the event, is entitled to make up missed coursework. In other cases, the professor will determine whether a student will be allowed to complete makeup work and the time and nature of the makeup work. 

· Incomplete Policy:  The conditional grade of "I" (incomplete) may be given to a student for emergency situations only and requires the approval of the professor, the appropriate department chair and/or program director and the appropriate dean.  An "I" due to illness or other unavoidable circumstances may be given by using the “Incomplete Request” form.    Students must complete the course(s) within 30 days after the beginning of the following semester or a grade of F will be given.

· Withdrawal Policy:  The student will receive a grade of "W" for a course if a withdrawal form is submitted to the registrar's office by 5:00 p.m. the last day of the 14th week of classes during a 16-week semester, the 10THweek of a 12-week session, the 7th week of an eight-week session, or the 15th day of any summer session. Students should consult the registrar's office for withdrawal dates during special sessions. 

·  Students will receive a failing grade (F) if they have not met minimum course requirements for a passing grade and have not submitted a withdrawal form or been withdrawn from a course by the above deadlines.  Instructional deans may approve exceptions.

·  Faculty may withdraw a student from a course with an “F” grade if the student has unexcused absences totaling ten percent or more of the total contact hours for the course, or if in the judgment of the professor, the student cannot complete the course successfully. 
·  Faculty seeking to withdraw a student from a course for disciplinary reasons should comply with the Student Discipline Policy at FM (REGULATION). 
·  A student who has been withdrawn from a course may be reinstated only with the approval of the professor and department chair.  The student must initiate the reinstatement within seven calendar days of the official withdrawal date.

5. Campus Emergency Response       

· A Crisis Management Team exists for the purpose of responding to emergencies.  Emergency procedures will be broadcast by intercom through office phones, on Apache Alert (You can get emergency alerts and other campus information sent as text messages to your cell phone, wireless PDA or pager by signing up through Apache Access. 
· Phone Numbers:

      TJC Emergency Phone:  903-510-2222

      TJC General Phone: 903-510-2200

      TJC Weather Phone: 903-510-3000 (for information on College

       closure)
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