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ABOUT THIS HANDBOOK

Your Art Institute of York-Pennsylvania Student Handbook is a valuable resource as you
progress through your academic program. Your Handbook makes it easy to know where to
go for resources and information, and there are important sections including policies and
procedures you need to be aware of.

Take a few minutes to look through your Handbook. You’ll find it a interesting and handy reference.

OUR MISSION

The mission of The Art Institute of York — Pennsylvania is to provide a quality, collaborative
academic environment for individuals seeking creative careers through higher education.
Baccalaureate and Associate Degrees are competency based, incorporating traditional liberal
arts with hands-off instruction. Faculty use learning-centered methodologies that prepare
students for entry-level careers into the design, media arts, and fashion fields.

OUR PHILOSOPHY

The Art Institute of York — Pennsylvania courses stress practical, applied learning. Our hands-on
method of instruction deals with real workplace scenarios and the application of required skills.
Under the guidance of industry professionals, students learn by doing the types of tasks that
they will encounter in the workplace.

The staff and faculty of The Art Institute of York — Pennsylvania believe that it is our
responsibility to:

+ provide practical, hands-on career training.

+ teach social skills and good work habits as well as technical skills.

+ teach pertinent competencies and validate them regularly.

+ emphasize communication literacy through writing and presentation skills.
* provide equal opportunity for success based on performance.

* provide a supportive learning environment.

» reward student success.

+ prepare students in the classroom for the workplace.

* remember that our students and their future employers are our customers.

The staff and faculty of The Art Institute of York — Pennsylvania believe that it is the
student’s responsibility to:

» attend classes prepared to learn and apply new skills.

+ display strong social skills and good work habits, as well as work to acquire new
technical skills.

* be patient and persistent.

» desire a career in their chosen field.

+ treat fellow students, faculty, and staff with respect and dignity.

* polish communication literacy through writing and presentation skills.
+ focus on building a marketable portfolio.



MESSAGE FROM THE PRESIDENT

You enter school with your talents and career goals. The Art Institute of York-Pennsylvania
views our role as providing education services that help you to develop your potential.
An Art Institute education is not a process where we hand you skills and knowledge. It is an
interactive process where you take responsibility, apply your knowledge, and use all the tools
we provide our students.

Here, you learn from artists and professionals in a hands-on environment. You have the oppor-
tunity to make professional contacts and lifelong friends. On your part it means engaging fully,
attending all of your classes with eyes and mind wide open. Our goal is to encourage your
passion in the creative field you have chosen and to help you develop competencies that can
be applied in a related industry.

There’s a vibrant energy here. One that fuels a desire to do your best. You are supported by
a close and caring community bound by mutual respect for individuality and creativity. You
are also part of The Art Institutes system of schools, which enjoys a distinguished nationwide
reputation. An education from The Art Institute of York-Pennsylvania means something. We
have a reputation within the business community for graduates who are assets to the companies
who employ them.

We are here to make sure that your educational experience is the best it can be. Join us. Seek
us out. Tell us how we can help you achieve your highest aspirations.

Best wishes,

Tim Howard - President, The Art Institute of York-Pennsylvania



STATEMENT OF STUDENT COMMITMENT

I perceive myself as artistic and creative.

I believe in myself and am committed to the work I do.

I demonstrate ethics in the work I produce.

I possess clear career goals.

I choose to attend regularly and participate actively in learning activities.

GETTING THE MOST FROM YOUR EDUCATION

At The Art Institute of York-Pennsylvania, our role is to provide education services to help
you develop your potential. An education is not something we do to our students. Instead
it is a process where we learn and explore with you. We cannot simply hand you skills and
knowledge. You must be a full partner in this interactive learning process.

At The Art Institute of York-Pennsylvania, you become part of a vibrant, energetic learning com-
munity, where you are supported and encouraged to do your best. It’s a community where we
celebrate diversity. It’s a community bound by mutual respect for individuality and creativity.

Your responsibilities as a student of The Art Institute of York-Pennsylvania include:
*  Meeting deadlines

* Attending class

* Arriving on time

* Making use of faculty and staff

» Asking questions

* Getting involved

Reading and understanding the policies and this Student Handbook, the catalog, and any
policies subsequently provided to you, are also your responsibility.

The doors of our faculty and staff are open to you. If you have any questions, don’t hesitate to ask.



ACADEMIC CALENDAR

2009 TERM START/END DATES

2010 TERM START/END DATES

Quarter Start Date End Date Quarter Start Date End Date
Winter January 12 March 28 A‘Xj};’fzrm ! j}m{ggl I March27
Spring April 6 June 20 Spring April 5 June 19
Summer July 13 September 26 Midquarter May 13 June 19
Mid-quarter August 20 September 26 Summer July 12 September 25
Mid-quarter August 19 September 25
i St sorr, | FL | Oceberd Deconberts
HOLIDAY SCHEDULE
Holiday Schedule Timeframe 7/1/09 to 6/30/10
Holiday Description Date
Independence Day 07/03/09
Labor Day 09/07/09
Thanksgiving Day 11/26/09
Day after Thanksgiving 11/27/09
Christmas Eve 12/24/09
Christmas Day 12/25/09
New Years Eve 12/31/09
New Years Day 01/01/10
Martin Luther King’s Birthday 01/18/10
President’s Day 02/12/10
Good Friday 04/02/10
Memorial Day 05/31/10



HOURS

BUILDING HOURS
Monday-Thursday
Friday

Saturday
BOOKSTORE
Monday

Tuesday

Wednesday
Thursday

Friday

MARTIN LIBRARY
Monday-Thursday
Friday

IT
Monday-Thursday
Friday

ACADEMIC SUPPORT (OFFICE 210)
Monday

Tuesday

Thursday

ACADEMIC AFFAIRS (OFFICE 338, BUILDING 1407)
Monday-Friday

And by appointment

Registrar (office 345, building 1407)

Monday-Friday

Admissions (office 111)

Monday-Thursday

Friday

STUDENT AFFAIRS (OFFICE 218)

Monday-Friday

HOUSING (OFFICE 210)
Monday-Friday

CAREER SERVICES (OFFICE 205)
Monday-Friday
Evenings by appointment

STUDENT FINANCIAL SERVICES (OFFICE 111)
Monday-Thursday

Friday

Saturday

7:00 a.m.-10:00 p.m.
7:00 a.m.-5:00 p.m.
8:00 a.m.-4:00 p.m.

7:30 a.m.-7:00 p.m.
7:30 a.m.-4:30 p.m.
7:30 a.m.-7:00 p.m.
7:30 a.m.-7:00 p.m.
7:30 a.m.-3:30 p.m.

7:30 a.m.-8:00 p.m.
7:30 a.m.-5:00 p.m.

7:30 a.m.-10:00 p.m.
7:30 a.m.-5:00 p.m.

8:00 a.m.-4:30 p.m.
8:00 a.m.-4:30 p.m.
8:00 a.m.-4:30 p.m.

8:00 a.m.-5:00 p.m.

7:30 a.m.-4:30 p.m.

8:00 a.m.-8:00 p.m.
8:00 a.m.-5:00 p.m.

8:00 a.m.-5:00 p.m.

8:00 a.m.-5:00 p.m.

8:00 a.m.-5:00 p.m.
8:00 a.m.-8:00 p.m.

8:00 a.m.-5:00 p.m.
9:00 a.m.-1:00 p.m.

BUSINESS OFFICE (OFFICES 335,337,343 BUILDING 1407)

Monday-Friday
GALLERY HOURS
Monday-Thursday
Friday

Saturday
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8:00 a.m.-5:00 p.m.

9:00 a.m.-8:00 p.m.
9:00 a.m.-4:00 p.m.
9:00 a.m.-2:00 p.m.



IMPORTANT PHONE NUMBERS

Emergency

The Art Institute of York-
Pennsylvania

Academic Directors
Animation

Digital Arts

Fashion Marketing
General Academics
Graphic Design
Interior Design

Web Design

Academic Support
Admissions

Bookstore

Career Services

Dean of Academic Affairs
Library

President’s Office
Registrar

Student Financial Services
Student Affairs

Housing

Business Office
Gallery/Public Relations

Room 312
Room 312
Room 338
Room 332
Room 332
Room 338
Room 312

Room 210
Room 111
Room 125
Room 205
Room 338
Room 124
Room 205
Room 345
Room 111
Room 218
Room 210
Room 335,337,343
Room 328

911
717-755-2300
800-864-7725

x2636
x2636
x2618
x2615
x2612
x2613
x2636

x2662
x2511
x2125
x2641
x2661
x2124
x2506
x2671
x2563
x2644
x2517
x2562,2565,2563
x2545

MEMBERS OF THE EXECUTIVE COMMITTEE

President

Dean of Academic Affairs
Senior Director of
Admissions

Director of Administrative &
Financial Services

Director of Human
Resources

Director of Career Services
Dean of Student Affairs

Mr. Tim Howard
Ms. Marla J. Price

Ms. Diane Merino
Mr. Sanjiv Nayyar

Ms. Carolyn Lerew
Mr. William Gutshall
Ms. Laura Ryder

X2506
X2661

X2511

X2563

X2571
X2641
X2644



QUESTIONS? ANSWERS

Check on financial aid

Find a part-time job

Housing

Talk with someone about a personal
problem

Develop a professional résumé
Lost or found items

Find a tutor

Talk to someone about a class
Thinking about transferring

Need student I.D

Inquire about accommodations for a
disability

Need a copy of school transcript

Want to pay a school bill

Computer Issues

Injured on campus

Register for classes
Locate a doctor or dentist
Clubs or Student Government

Student Health Insurance

wWwWw.secure.visit-aci.com/ai

Activities and events on campus

Parking Permit
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Student Financial Services
Room 111

Career Services
Room 205
Student Affairs
Room 218

Student Affairs
Room 210

Student Affairs
Room 218

Career Services
Room 205

Student Affairs
Room 218

Academic Support
Room 210

Registrar
Room 345, 1407 Building

Registrar
Room 345, 1407 Building

Student Affairs
Room 218

Academic Support
Room 210

Registrar
Room 345, 1407 Building

Accounts Receivable
Room 337
IT Office/Room 105

Student Affairs
Room 218

Registrar
Room 345, 1407 building

Student Affairs
Room 218

Student Affairs
Room 218

Student Affairs
Room 218

Student Affairs
Room 218

Student Affairs
Room 218



ACCREDITATION/LICENSING

The Art Institute of York — Pennsylvania is accredited by the Accrediting Commission of
Career Schools and Colleges of Technology (ACCSCT), 2101 Wilson Boulevard, Suite 302,
Arlington, VA 22201, (703) 247-4212.

The Art Institute of York — Pennsylvania is authorized by the Pennsylvania Department of
Education to confer the Bachelor of Science degree and the Associate of Science degree to
graduates of approved programs. The Pennsylvania Department of Education can be reached
by writing to the Commonwealth of Pennsylvania, Department of Education Office of Post-
secondary and Higher Education, 333 Market Street, Harrisburg, PA 17126, or by telephone
at (717) 783-6788.

TRANSFER CREDIT
Contact the office of The Dean of Academic Affairs for all matters related to Transfer Credit
and Major Change.

TRANSFER OF CREDIT BETWEEN ART INSTITUTES
ASSOCIATE’S DEGREE GRADUATES TO BACHELOR’S DEGREE PROGRAM

A serious attempt will be made to insure that all Associate Degree credits earned by graduates of
an Art Institutes school will transfer to the same program at all Bachelors’ Degree Art Institutes
within the system. Such graduates will attain upper division status. However, differing state
and accrediting regulations may require additional courses at the Associate’s Degree level. If
the Associate Degree transferred by the graduate has been updated with the addition of new
competencies, the Dean of Academic Affairs has the discretionary authority to add a course(s)
at the Associate’s Degree level.

Associate’s Degree credits earned by graduates of an Art Institutes school for which there is no
corresponding Bachelor’s Degree, will be evaluated on a course-by-course basis for applicability
to the new program of study. Only those courses and credits required for graduation in the new
program of study will be accepted. All conditions in the following Associate’s Degree credits
to Associate’s/Bachelor’s Degree Program procedure apply.

TRANSCRIPTS

Official transcripts must be sent to the Admissions Office of the admitting Art Institutes school
prior to the class start. Transcripts submitted after the student’s first quarter of attendance at
The Art Institutes school may be considered for transfer credit, at the discretion of the Dean
of Academic Affairs.

ASSOCIATE’S DEGREE CREDITS TO ASSOCIATE'S/BACHELOR’S DEGREE PROGRAM

Associate’s Degree credits, with a grade of “C” or better, from an Art Institutes school, earned
by students who do not hold an Associate’s Degree will transfer to the same program at the
Associate’s Degree or Bachelor’s Degree level. Differing state and accrediting regulations may
require additional courses at the Associate’s Degree level. If the Associate Degree transferred
by the student has been updated with the addition of new competencies, the Dean of Academic
Affairs has the discretionary authority to add a course(s) at the Associate’s Degree level and/
or Bachelor’s Degree level.

TRANSCRIPTS

Official transcripts must be sent to the Admissions Office of the admitting Art Institutes school
prior to the class start. Transcripts submitted after the student’s first quarter of attendance at
an Art Institutes school may be considered for transfer credit, at the discretion of the Dean of
Academic Affairs.

COURSE DESCRIPTIONS

The official descriptions of the courses submitted for transfer credit must be comparable to the
coursework at an Art Institutes school. Official course descriptions from the sending college or a
college catalog will be used to determine comparability and must be received prior to the class start.

1"



LEVEL OF TRANSFER CREDITS

Only college-level credits (100 level course or equivalent) taken at an accredited institution
of higher education will be considered for transfer. No remedial courses will be considered.

GRADES OF TRANSFER CREDITS

Courses with an earned graded of “C” (2.0) or better will be considered for transfer credit.

COURSE PREREQUISITES AND SEQUENCE OF COURSES

Course prerequisites and course sequences are to be observed to assure appropriate student
skill development.

PROFICIENCY CREDIT

Official documents (CLEP or AP scores) related to transfer or proficiency credit must be received
by an Art Institutes school prior to the class start. No more than 25 percent of program credits
will be considered for any type of proficiency credit.

CLASS PROFICIENCY TEST

Requests for testing out of specific classes approved by the Institute must be made through
the Department Director prior to the class start. No more than 25 percent of program credits
will be considered for any type of proficiency credit.

PORTFOLIO REVIEW

Requests for portfolio review, and/or relevant work experience documented by appropriate
samples of work outcomes, references, and verification of employment must be received prior
to the class start.

ALLOWABLE TOTAL TRANSFER OF CREDIT

Students may be granted as much as 75 percent of the total program credits required for gradu-
ation. Students must earn in residency a minimum of 25 percent of the total program credits
required for graduation. Due to regulatory considerations, at some Art Institutes schools, the
minimum percentage of total program credits that must be earned in residency may vary from
the standard above.

TRANSFER OF DEGREES AND COURSE CREDIT FROM
COLLEGES AND UNIVERSITIES BEFORE MATRICULATION
AT AN ART INSTITUTE

TRANSCRIPTS

Official transcripts must be sent to the Admissions Office of the admitting Art Institutes school
prior to the class start. Transcripts submitted after the student’s first quarter of attendance at
an Art Institutes school may be considered for transfer credit, at the discretion of the Dean of
Academic Affairs.

COURSE DESCRIPTIONS

The official descriptions of the courses submitted for transfer credit must be comparable to the
coursework at an Art Institutes school. Official course descriptions from the sending college
or a college catalog will be used to determine comparability and must be received prior to
the class start.

LEVEL OF TRANSFER CREDITS

Only college-level credits (100 level course or equivalent) taken at an accredited institution
of higher education will be considered for transfer. No remedial courses will be considered.
GRADES OF TRANSFER CREDITS

Courses with earned graded of “C” (2.0) or better will be considered for transfer credit.

12



COURSE PREREQUISITES AND SEQUENCE OF COURSES

Course prerequisites and course sequences are to be observed to assure appropriate student
skill development.

PROFICIENCY CREDIT

Official documents (CLEP or AP scores) related to transfer or proficiency credit must be received
by an Art Institutes school prior to the class start. No more than 25 percent of program credits
will be considered for any type of proficiency credit.

CLASS PROFICIENCY TEST

Requests for testing out of specific classes approved by the Institute must be made through
the Department Director prior to the class start. No more than 25 percent of program credits
will be considered for any type of proficiency credit.

ALLOWABLE TOTAL TRANSFER OF CREDIT

Students may be granted as much as 75 percent of the total program credits required for gradu-
ation. Students must earn in residency a minimum of 25 percent of the total program credits
required for graduation. Due to regulatory considerations, at some Art Institutes schools, the
minimum percentage of total program credits that must be earned in residency may vary from
the standard above.

PORTFOLIO REVIEW

Requests for portfolio review, and/or relevant work experience documented by appropriate
samples of work outcomes, references, and verification of employment must be received prior
to the class start.

TRANSFER CREDIT AFTER MATRICULATION (CONCURRENT
ENROLLMENT OR RE-ENTRY TO THE INSTITUTION)
AT AN ART INSTITUTES SCHOOL

NOTE: Transfer credit after matriculation must be completed prior to the student’s
final term of study.

CONCURRENT ENROLLMENT: Requests for transfer of credit from accredited institutions
of higher education, for a course taken concurrently with an Art Institutes school full-time
schedule, after a student’s matriculation at an Art Institutes school may be made to the Dean
of Academic Affairs. Transfer Credit may be awarded if all other criteria for transfer of credit
are met, and if the institution permits concurrent enrollment.

APPROVAL NEEDED

Requests for concurrent enrollment in a course at another college or university while the student
is on full-time status at an Art Institutes school (according to the US Department of Education’s
definition of the term) must be approved by the General Education Director, the Department
Director, or the Dean of Academic Affairs prior to enrollment in the course.

FULL-TIME STATUS

The student must be enrolled full-time at an Art Institutes school at all times during the
concurrent enrollment at another college or university.

ONE COURSE LIMIT

Only one course per quarter in concurrent enrollment will be accepted.

GRADING

The concurrent enrollment course must be passed with a grade of “C” or better. The student’s
record at the Art Institute will reflect a “TR” grade. The grade will not be factored into the
GPA or the CGPA.
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COMPLETION DEADLINE

Credit will awarded for the course when documentation is produced that the course was
successfully completed.

DELAY OF GRADUATION

Concurrent enrollment course taken during the last quarter of an Art Institutes school enrollment
will in all probability delay graduation by one quarter.

TRANSCRIPTS

Official transcripts must be sent to the Dean of Academic Affairs upon successful completion
of the concurrent enrollment course.

TRANSFER CREDIT UPON RE-ENTRY TO THE INSTITUTION: Requests for transfer of
credit from accredited institutions of higher education, for a course taken while a student was
not in attendance at an Art Institutes school, but after a student’s initial matriculation at the
school may be made to the Dean of Academic Affairs. Transfer Credit may be awarded if all
other criteria for transfer of credit are met.

GRADING
The course(s) must be passed with a grade of “C” or better. The student’s record at an Art
Institutes school will reflect a “TR” grade. The grade will not be factored into the GPA or
the CGPA.

TIMELINESS OF COURSEWORK

Certain courses are time-sensitive with respect to the technology used in the course. Evaluation
of the appropriateness of transfer for these types of courses will be at the discretion of the
Dean of Academic Affairs.

CHANGE OF MAJOR WITHIN AN ART INSTITUTE

A student petitioning to transfer from one program to another within the Institute must obtain
approval from the Department Director of the department from which the student is transferring.
The student’s coursework and earned credits will be reviewed for applicability to the new
major. Only those credits required for graduation in the new major will be transferred to the
new program and counted toward graduation. Only one change of major is allowed per student.

TRANSFER OF CREDIT TO OTHER INSTITUTIONS

Art Institutes schools do not imply or guarantee that credits completed will be accepted by or
transfer into any other college, university, or institution. Each institution sets its own policies
regarding the acceptance of credit from other institutions. Students interested in transferring
credit earned at the Institute to another institution should contact the institution and request
their policies on credit transfer.

STUDENT RIGHT-TO-KNOW ACT

Information on graduation/completion rates for first-time, full-time students is available
through the Admissions Office. These rates are calculated according to guidelines in the
Student-Right-To-Know Act.
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CANCEL AND REFUND POLICY

The Art Institute of York — Pennsylvania is consistent with the State, Federal, and Accrediting
Commission requirements. Students who withdraw after the beginning of a term are responsible
for tuition earned by the school, based on the schedule below:

AMOUNT OF TERM COMPLETED TUITION OBLIGATION FOR TERM
During the first seven calendar days of term 10% due

After first week and through 25% of term 45% due

Over 25% through 50% of term 70% due

Over 50% through 100% of term Full tuition due

The termination date for refund calculation purposes is the last date of recorded attendance
of the student. The student is responsible for notifying the school of withdrawal. Refunds
are made within thirty (30) days from the last date of attendance. The refund policy applies
to students who voluntarily withdraw or are terminated by the school for failure to satisfy the
school’s standards of academic progress, conduct, or financial obligation.

A separate lease agreement and refund policy exists for students who lease housing arranged and
provided by The Art Institute of York — Pennsylvania. The Art Institute of York — Pennsylvania
reserves the right to apply any student payment, or any refund due to a student, to any student
financial account in arrears.

A separate equipment rental agreement with the Information Technology Department exists for
students who choose to sign out equipment for curriculum based projects where fees for late
return or costs for damages and/or replacement or equipment charges are incurred. The Art
Institute of York — Pennsylvania reserves the right to apply the charges to the students account.

The Art Institute of York — Pennsylvania reserves the right to terminate enrollment to a student
who fails to complete their financial obligations to the school as determined by their student
financial plan and who remains in arrears on their cash payment plans. Review of students
whose balances remain in arrears due to failing to complete any or all financial requirements
may be subject to financial termination. Notification of financial termination is made in the
form of a letter to the student.

MID-SESSION STARTS

In order to qualify for most types of financial aid, students beginning mid-session must register
for and maintain enrollment in a minimum of 6 credits during the first session of study. The
mid-session is approximately 5 2 weeks in duration. Students starting their first course of
study at the mid-session start date will follow the same refund policy as stated in the enrollment
agreement to include the Return of Federal Title IV Aid and Adjustment of Charges except that
it is based on the beginning and ending date of the mid-session. In accordance with school
policy, the school will earn tuition and fees for the mid-quarter as follows:

AMOUNT OF MID-SESSION COMPLETED TUITION OBLIGATION

Week One 25%
Weeks Two and Three 50%
Week Four 75%
After Week Four 100%

Students starting their first course of study at the mid-session start date will be given a four
(4) day drop/add period during which they can drop or change a class without penalty as long
as they do not drop out of school entirely. If they withdraw from school, the standard refund
policy will apply. If a student drops or adds one or more class(es), financial aid eligibility may
change. Students are advised to contact their Financial Aid Officer before dropping or adding a
class. This applies only to the mid-session starting student. Students who leave school during
the first three weeks of the mid-quarter session may return the starting kit and/or individual
components of the starting kit within 10 days of their last date of attendance of the mid-quarter.
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NON-PAYMENT OF CHARGES

Once enrollment ceases, and after all charges have been determined, the out of school student
will receive a statement of account. Any amounts due are expected to be paid in full. Non-
payment of tuition, housing, fees and/or charges due to The Art Institute of York — Pennsylvania
will result in collection proceedings.

We reserve the right to report your failure to pay the amount owed to one or more national
credit bureau organizations and withhold academic transcripts until all obligations to the
school are satisfied in full.

PAYMENT FOR REPEATED COURSE WORK

In the event that a student is required to repeat a course for any reason, financial aid may not
be applied to the repeated class. For more information, please see a Financial Aid Officer.

ACADEMIC POLICIES AND PROCEDURES

The faculty and staff at The Art Institute of York — Pennsylvania are committed to student
success and have established the following policies and guidelines to assist students through
their program of study. The education and training received at The Art Institute of York -
Pennsylvania is designed to prepare students for the workforce and it is expected that students
adhere to the policies as if they were established by an employer.

GRADUATION REQUIREMENTS

To qualify for graduation with either a Bachelor’s of Science or an Associate of Science Degree,
the student must meet the following criteria:

* Receive a passing grade or credit for all required course work

* Earn the minimum required credits for the program

» Earn a cumulative GPA of 2.0 or above by the end of their program

* Completion of the program in no more than 150% of total program credits

* Meet portfolio or other requirements, if applicable, and as outlined in the student handbook
+ Satisfy all financial obligations to the school

A cumulative GPA below a 2.0 at the completion of the program will result in no degree.

The Art Institute of York - Pennsylvania awards a Bachelor’s of Science Degree to graduates of
Media Arts & Animation, Graphic Design, Interior Design, Web Design & Interactive Media,
and Fashion and Retail Management. Associate of Science Degrees are awarded to graduates
of Graphic Design and Kitchen and Bath Design. It is the practice of The Art Institute of
York - Pennsylvania to round to the nearest tenth percent, GPA and CGPA calculations for the
purpose of determining academic progress. Also required for graduation are (for an Associate of
Science Degree) 104 - 115 quarter credits, and (for a Bachelor’s of Science Degree) 180 quarter
credits. No more than 50% of the total required credits for graduation may be transferred from
another institution. Transfer credits are not used to determine grade point average.
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GRADES

Letter grades are used to report academic performance. A numerical equivalent is used to
compute the student’s grade point average (GPA). Each instructor is responsible for calculating
course grades. Grading guidelines may be found on the course syllabus.

Letter Grade Percentage Value
A 93-100 4.00
A- 90-92 3.70
B+ 87-89 3.30
B 84-86 3.00
B- 80-83 2.70
C+ 77-79 2.30
C 74-76 2.00
C- 70-73 1.70
D+ 67-69 1.30
D 60-66 1.00
F 59 and below 0.00
W Withdrawal 0.00
TR Transfer Credit

I Incomplete

PR Proficiency

WF Withdrawal Failing

P Pass

SATISFACTORY ACADEMIC PROGRESS POLICY

Applicable to every student enrolled in a degree program, the Satisfactory Academic Progress
Policy ensures that students make satisfactory progress towards successful completion of their
academic programs. The evaluation points and milestones contained in the policy are meant
to identify problems for which actions of early intervention and/or remediation can be taken.
Most critical to this policy is a student’s ability to enroll in and complete courses in a consistent
manner. This ability is measured in two ways: cumulative grade-point-average (CGPA); and
incremental completion rate (ICR). Failure to complete courses successfully for any reason may
negatively affect academic progress. Failing courses or withdrawing from courses could result
in the loss of financial aid. In order for a student to graduate, the minimum requirements are a
CGPA of 2.0, and completion of the program in no more than 150% of total program credits.

MILESTONES AND EVALUATION POINTS FOR SATISFACTORY ACADEMIC
PROGRESS

Academic Standards for Degree Programs:

1. At the end of second quarter (or the fifth session for mid-session starts), students must

achieve a CGPA of 1.0 and an ICR 0f 33.33%. Anything below these milestones will result
in probation.

2. At the end of third quarter, students must attain a CGPA of 1.0 and an ICR of 33.33%.
Anything below these milestones will result in dismissal.

3. Atthe end of third quarter, students with a CGPA under 1.5, but at least 1.0 and/or an ICR
below 50%, but at least 33.33% will be placed on probation.
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At the end of sixth quarter, students must accomplish a CGPA of 2.0 and an ICR of 66.67%.
Anything below these milestones will result in dismissal.

While we are bound by Department of Education requirements that a student be dismissed
after his or her sixth quarter if the CGPA is below 2.0 and/or the ICR is below 66.67%, we
are allowed to place a student on probation in subsequent quarters if the CGPA falls below
2.0, but is at least 1.8, and/or the ICR falls below 66.67%, but is at least 60%. If the student
is put on probation, the student will have to attain both a CGPA of 2.0 and an ICR of 66.67%
at the end of the next evaluation point or be dismissed (note: evaluation points occur every
other quarter after sixth quarter). This can only happen once after sixth quarter.

At any evaluation point after sixth quarter, a student with a CGPA below 1.8 and/or an ICR
below 60% will be dismissed.

Students may not attempt more than 150% of the credits in their programs; anything in
excess of 150% of the credits will result in dismissal.

Failure to complete courses successfully, for any reason, may negatively affect academic
progress. Failing courses or withdrawing from courses could result in the loss of financial aid.

The process to appeal requires the student to request the opportunity to appeal a dismissal
in writing to the Dean of Academic Affairs or an Appeals Committee; the reason for the
appeal must be the result of mitigating circumstances; and documentation supporting a
claim of mitigating circumstances must be provided. If a student appeals and is denied the
appeal, he or she must remain out of school until one year after the quarter in which the
appeal was denied. The student can then request an additional appeal for reinstatement,
but would have to demonstrate accomplishments or changes that show a degree of post-
secondary school readiness that reliably predict success. The student would do this through
the reentry process. Should the student have his or her appeal denied a second time, the
student will be permanently dismissed from the school. If the student’s appeal is granted,
he or she will be placed on probation at the start of the term, and would be required to
attain CGPA and ICR milestones by the next evaluation point. Failure to do so will result
in a permanent dismissal.

Other Standards of Academic Progress:

Grades achieved in repeated classes will replace grades of ‘F’, “W’, or “WF’. Grades of ‘F’,"W’,
or ‘WF’ are included in the maximum allowable time frame and incremental completion rate
requirements. The grade ‘I’ indicates Incomplete and is calculated as if it is an ‘F’ until it is
changed to another grade. Students may also retake classes in which they received a passing
grade in order to improve their CGPA. However, a student cannot receive financial aid for
repeating courses in which a passing grade has already been earned.

1.
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Transfer credits from other post-secondary institutions are not calculated in the maximum
allowable credits or incremental completion rate requirements; however, transfer credits do
reduce the total number of credits that must be attempted within the program. Therefore,
the maximum number of attempted credits for a student with transfer credit is one and
one-half times the number of credits required to complete for graduation.

Grades for credits transferred from any post-secondary institution (including an Art Institutes
school) will be recorded as “TR” in the Student Information System and will not affect the
student’s CGPA.

Students wishing to transfer from one Art Institutes school to another may do so only if they
are in good standing at the sending school. Any student dismissed for academic progress
cannot transfer to another Art Institutes school until he or she has been reinstated at the
sending school and is deemed to be making satisfactory academic progress.

Students will be allowed only one change of program.

Courses taken in one program applicable to the second program shall be transferred with
the grade. If students have taken a course more than once, all grades pertinent to that
course shall apply to the second program. Grades earned in the original program shall
count towards the cumulative grade point average.



However, in cases in which a student has graduated from the school in one program then
subsequently begins work in a different program, grades used in the CGPA of the previous
program will not be applied to the student’s new program CGPA calculation. The grades
will be recorded as TR.

For ICR purposes only, those courses transferred will apply to the new program. The
maximum allowable timeframe shall be calculated as the total number of credits in the
program minus the number of credits applied to the new program X 1.5.

MILESTONES AND EVALUATION POINTS

Evaluation Point Milestones(CGPA and ICR) Required Action
Degree | End of Second Quarter | < 1.0 and/or 33.33% Probation
End of Third Quarter < 1.0 and/or 33.33% Dismissal

End of Third Quarter < 1.5 and/or 50%

> 1.0 and 33.33% Probation

End of Sixth Quarter*
And every other quarter | <2.0 and 66.67% Dismissal
thereafter

If a student’s CGPA falls below 2.0, but is at least 1.8 and/or the ICR is below 66.67% but at
least 60%, the student may be placed on probation one time after he or she has moved beyond
his or her sixth quarter. The student would then need to achieve the 2.0 and 66.67% milestones
at the next evaluation point or be dismissed.

*The school has the right to modify the Satisfactory Academic Progress policy at any time.

RE-ENTRY PROCESS

Any student who has left the school for any time period must go through the re-entry process.
Each student’s academic status must be reviewed before they can be considered for re-entry.
A new enrollment agreement must be signed upon re-entry.

INCOMPLETES

Students may experience extenuating circumstances that prevent the completion of assigned
course work by the required term deadline. These students may apply, in writing, to their
Instructor for an extension. If both the Instructor and Academic Director approve the extension,
a grade of “I” will appear on the student’s academic transcript. All required work must be
turned in to the student’s Instructor by the beginning of the next term or by the agreed upon
date. Once a final grade is calculated, the INC will be changed to a letter grade. If the work
is not turned in by the deadline established, the student will receive a failing grade and will
have to retake the course.

REPEATED COURSES

Each student must achieve at least a passing grade for each course in the curriculum. Failing a
course may add another term of study to the program. Tuition is charged for repeated classes;
financial aid is not available for repeated course. Both grades are recorded on the student’s
transcripts, but only the higher grade is used to compute the GPA.

ATTENDANCE

Classroom attendance is essential and is vital for students to develop strong and marketable
skills. A good attendance record at school is indicative of a good work ethic and will impress
a potential employer.

Poor attendance and tardiness are not acceptable in the workplace; students are expected
to attend every class. Attendance is monitored daily and cumulative attendance history is
transferred to the Graduate Services office and may be made available to potential employers.
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A student who misses two (2) classes will be placed on attendance probation. A student who
misses three (3) classes will be withdrawn from the course for the remainder of the term
and will have to retake and repay for the course when it is offered again (not all courses are
available every term).

A student may appeal this decision:

* The appeal must be made in writing, accompanied by any documentation, to the Dean of
Academic Affairs.

» Student will be required to meet with the Dean.

* The appeal will then be reviewed by the Dean and/or the President of The Art Institute of
York - Pennsylvania.

» During this process, student is expected to attend all classes, including the one under appeal.

Step by step instructions for appeal may be obtained from an instructor, Academic Director,
or the Registrar.

* Any course repeated due to a poor attendance record must be repeated as soon as possible
and financial aid may not be applied to the repeated course.

» It is the student’s responsibility to make up all missed class work; failure to do so will
affect the student’s course grade.

CONSECUTIVE ABSENTEEISM

A student will be considered withdrawn from the program if they are absent fourteen consecutive
calendar days without notifying the registrar. Students suspended for this reason may appeal
their suspension to the Dean of Academic Affairs within three days after notification.

DEADLINES

Meeting deadlines is important to success in the business world. Consequently, great importance
is placed on the timely submittal of assignments. Assignments are due at the beginning of
class unless specifically stipulated differently by the Instructor. Work not submitted at that
time may be considered late by the Instructor. Instructors may designate certain projects as
“no late” projects.

MAKE-UP TESTS

Make-up tests will be offered at the discretion of the Instructor. It is the responsibility of the
student to arrange for making up missed tests or assignments. If a student fails to do so, an
F/0 will be recorded.

REGISTRAR’S OFFICE

The Registrar maintains all academic records and files for students at The Art Institute of
York - Pennsylvania. The Registrar assists students with scheduling, issues relating to grades
and attendance, and transcripts. The Registrar’s Office is open during regular school hours or
by appointment. It is important to get to know the Registrar and how to interact with the office.

TRANSCRIPT REQUEST PROCEDURES

An official transcript may be requested, in writing, to the Registrar by providing the
following information:

* Name used while enrolled at The Art Institute of York — Pennsylvania

*  Current address and telephone number

* Social Security number

+ Date of birth

» Last date of attendance

* Program of study

* Address where transcript should be sent

+ Signature

Transcripts will not be released without a signature. Unofficial transcripts can be obtained at no

charge. Official transcripts are subject to a $5.00 fee and a check or money order must be made pay-
able to The Art Institute of York — Pennsylvania. Cash must be paid directly to the Business Office.
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VERIFICATION OF ENROLLMENT

From time to time students may need their enrollment information sent to outside parties for
insurance, lease approval, scholarship eligibility, etc. Any requests for verification of enrollment
beyond the basic directory information outlined below, must be made in writing and signed
by the student to the Registrar. The Registrar will verify future enrollment information only
after the student has registered for courses and has been cleared by the Business Office. There
is no fee for this service.

STUDENT DIRECTORY INFORMATION

The Art Institute of York — Pennsylvania generally will release certain directory information
pertaining to students upon request pursuant to FERPA regulations. This information could
include some or all of the following data: student name, address(es), telephone listing, email
address, program, dates of attendance, credential earned, post graduation employer and job
title, participation in activities and recognition received, and the most recent previous secondary
and postsecondary educational institution attended by the student.

If the school should not release any or all of this information, the student must inform the
Registrar in writing.

REGISTRATION OF CLASSES
REGISTRATION

Students are informed, in advance, of the registration period. Students will register in person.
Students who do not register for classes by the registration deadline given will incur a $50
late registration fee.

DROP/ADD POLICY

Any student, who wishes to drop a course, must do so within the first (6) business days of the
new term or the course will appear on the final transcript as a “withdrawal.” To withdraw from
a course, the student must complete a form and have it signed by the Instructor and Academic
Director. The student may not withdraw from a course after week nine. Any student who
wishes to add a course or make any other changes must do so within the first six (6) business
days of the new term. All students must follow the approved schedule given to them. Only
the Dean of Academic Affairs and the Registrar handle changes in class schedules.

MID-QUARTER SESSION DROP/ADD POLICY

Students who begin coursework at the mid-quarter start date have the first four (4) calendar
days to add or drop courses.

LEAVE OF ABSENCE POLICY

The Art Institute of York — Pennsylvania does not offer students the option of taking a leave
of absence from school at this time. All students who wish to interrupt their schooling must
complete a student withdrawal form.

FULL-TIME STUDENTS

A student must be registered for at least 12 credits by the end of the drop/add period to qualify
as a full-time student.

STUDENT AFFAIRS

The Student Affairs Department provides support to students needing assistance in or out
of school, coordinates the student government, student activities, and provides resources to
students to help them be successful while attending school.

STUDENT ASSISTANCE PROGRAMS

Academic Advising

Students who are experiencing problems with their class or course work are encouraged to
speak to their Instructor, Academic Director, and/or make an appointment with the Academic
Support office.
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Faculty Advising

The Art Institute of York — Pennsylvania is committed to helping the students succeed in
school. Each student may be assigned to a Faculty Advisor who provides program support
and assistance if needed.

Student Support Services

The Art Institute of York — Pennsylvania staff is committed to providing students with the
support necessary to concentrate on their studies. Students who are in need of non-academic
services are encouraged to speak to the Dean of Student Affairs. Where appropriate, referrals
are made to health care or social service agencies for additional assistance.

Services for Students with Disabilities

The Art Institute of York - Pennsylvania provides accommodations to qualified students with
disabilities. The Student Affairs office assists qualified students with disabilities in acquiring
reasonable and appropriate accommodations and in supporting their success at The Art Institute
of York — Pennsylvania.

The Art Institute of York — Pennsylvania is committed to providing qualified students with a
disability an equal opportunity to access the benefits, rights and privileges of school services,
programs and activities in compliance with The American with Disabilities Act and Section
504 of the Rehabilitation Act of 1973.

Students who believe they are in need of accommodations should contact the Student Affairs
office, room 210. If you have a concern or complaint in this regard, please contact the Dean of
Student Affairs in Room 218, telephone number (717)755-2300. Complaints will be handled
in accordance with the school’s Student Grievance Procedure for Internal Complaints of
Discrimination and Harassment.

Campus Toolkit

The Art Institute of York — Pennsylvania is interested in hearing from students directly. Accord-
ingly, the Campus Toolkit program is used by the students to identify areas of stress and discomfort
that may affect their education. The program and support coaches work together with the students
to make the time spent at The Art Institute of York — Pennsylvania as successful as possible.
Housing

The Art Institute of York — Pennsylvania offers school-sponsored housing within walking
distance of the school. The complex is a co-educational facility. Each unit in the complex
houses either four male or female students, not both. School-sponsored housing offers on-site
resident assistants and professional staff to provide advice and guidance. Each unit is fully
furnished. Living in school-sponsored housing provides opportunities to get involved in
all aspects of the school experience. For information on student housing please contact the
Director of Residential Life and Housing or the Admissions Office.

Student Organizations

Students may get involved with professional organizations such as ASID (American Society
of Interior Designers), NKBA (National Kitchen and Bath Association), and the Central
Pennsylvania chapter of AIGA (American Institute of Graphic Arts). The school also has a
chapter of the Alpha Beta Kappa (ABK), a national honor society that promotes and rewards
personal integrity and academic excellence. Students maintaining a 3.5 cumulative GPA
or higher at the end of the fifth term will be considered for induction into ABK during the
graduation ceremony. The Art Institute of York — Pennsylvania offers leadership opportunities
for students through participation in the student government.

Student Clubs

Student and professional organizations are an excellent way for you to grow personally and
professionally, as well as to get involved in the decision making process at The Art Institute
of York-Pennsylvania. These organizations are excellent forums for asking questions, making
suggestions, and interacting with other students, faculty and staff. For more information about
student clubs please see Student Affairs. Clubs/Organizations are required to complete a total
of 40 hours of community service work per club, per quarter with Springettsbury Township
events, projects or organizations - or - with the city of York events, projects or organizations.
Example: 10 Club Members working 4-hours each = 40-hours of Community Service.
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Student Government

The Student Government is comprised of student leaders in their second term or higher that hold a
GPA of 2.0 or greater. Building on their leadership skills, the Student Government is instrumental
in resolving issues, developing ideas and initiatives, as well as voicing concerns of the students.

Student Ambassadors

The role of The Art Institute of York-Pennsylvania Student Ambassador combines both leader-
ship and service. As a member of a highly respected student organization, Student Ambassadors
assist new students in their adjustment to the school during New Student Orientation and serve
as hosts to important visitors. If you are interested, you may apply if you:

¢ have a 2.5 minimum GPA

¢ are enrolled in 9 or more credit hours each term; and

» are in your 2nd term of student or above

Applications are available in the Student Affairs Office. Student Ambassadors attend periodic
training meetings to prepare for upcoming events and to gain the skills needed for this important
responsibility. If you’re interested, contact the Office of Student Affairs.

Scholarship Information

* The Art Institute of York — Pennsylvania sponsors the Jackie Hirneisen Scholarship. Recipients
for this scholarship are selected according to the following criteria: Applicants must be currently
enrolled in an Associate or Bachelor’s Degree program at The Art Institute of York — Pennsylvania
and recipients will be chosen by the school Scholarship Committee and selections will be forwarded
to the EDMC Education Foundation Scholarship Committee for final approval. Recipients will be
chosen from complete applications submitted by eligible students based on the following criteria:
Financial Need: defined as direct cost of attendance minus financial aid for which the student
is eligible for the coming academic year.

Academic Performance/Potential: as indicated on transcripts, letter(s) of recommendation,
and personal essay.

Terms of Award — EDMC Education Foundation requires that all students comply with terms
of the award offered at the time of their acceptance of the scholarship.

The EDMC Education Foundation is a non-profit corporation that was created in 2002 to raise
scholarship funding to assist enrolled and prospective students in realizing their academic and career
goals. Scholarship candidates are evaluated annually by The Art Institute of York - Pennsylvania
Scholarship Committee based on financial need or merit. Information about applying for scholarships
granted through the EDMC Education Foundation is available in the Admissions and Education
offices. Annual awards vary in amounts and are available by contacting the Education Department.

Student Identification Cards

Student ID cards will be provided to each student during their first term at The Art Institute of
York-Pennsylvania. For questions regarding a Student ID card contact the Office of Student Affairs.

Student Health Insurance

Information concerning health insurance is available form the Student Affairs Office. Informa-
tion can also be found on-line at https://secure.visit-aci.com/ai

COMMUNITY SERVICE

The Art Institute of York-Pennsylvania’s commitment to the community also provides you with
opportunities to apply your skills creating projects for area non-profit organizations. Frequently,
this work is later included in portfolios or on resumes to demonstrate experience in working
with clients. These efforts have benefited the Make-A-Wish Foundation, NASA, Habitat for
Humanity, Working Against Violence Everywhere (WAVE), the Harrisburg Housing Authority,
the American Red Cross, the American Cancer Society, Muscular Dystrophy Association, First
Night York, Olivia’s House, and a variety of United Way agencies.

For more information and to view a listing of companies that have employed The Art Institute
of York-Pennsylvania graduates, stop into the Career Services Oftfice or visit the school website.
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ENJOYING SOUTH CENTRAL PENNSYLVANIA

The Art Institute of York-Pennsylvania is located in a community of international manufacturing
power. Unique museums, sprawling countryside, open-air markets, and factory plants are all part
of'the distinctive makeup of York County. Located in South Central Pennsylvania, York is within
driving distance to Baltimore, Washington, Lancaster, Gettysburg, Philadelphia, and New York.

Recreational opportunities are available each season of the year to include horseback riding,
hiking, golfing, snow tubing and biking. There are also many annual events that are part
of the York County culture: the Street Rod Nationals, York Fair, York Bike Fest, and York
Halloween Parade, to name a few.

For sports enthusiasts, in less than 35 minutes you can see the Baltimore Ravens, the Orioles,
the Hershey Bears and the Harrisburg Senators. There’s never a shortage of weekend destina-
tions for a taste of city life at a lesser price. To find out more about what’s happening in York,
visit www.yorkpa.org.

Area Restaurants

Area Restaurants Address Phone number
Appleby’s Market Street @ Northern Avenue 717-755-8681
Big Apple Bagels 1021 Haines Road 717-755-9930
gﬁjﬁf&ﬁne’s Restaurant & Sports »5 ¢ Georee Strect 717-848-3866
Damon’s Grill 1401 Roosevelt Avenue 717-764-7060
El Serrano Mexican Restaurant 3410 E. Market Street 717-757-4963
Ginmiya Chinese & Japanese Food 2524 Eastern Boulevard 717-755-2577
Isaac’s Deli 2960 Whiteford Road 717-751-0515
Mack’s Ice Cream 1305 Mt. Rose Avenue 717-843-8854
Marino’s Pizza & Pasta House 3595 E. Market Street 717-757-2659
Olive Garden Restaurant 1340 Kenneth Road 717-845-2264
Outback Steakhouse 2496 E. Market Street 717-757-4363
Panera Bread 2801 E. Market Street 717-751-0202
Red Lobster 2555 E. Market Street 717-757-6624
Round the Clock Diner 222 Arsenal Road 717-848-5344
Scotto’s Bistro 205 Pauline Drive 717-741-1102
Texas Roadhouse 1510 Mt. Zion Road 717-600-1441
White Rose Bar & Grill 48 N. Beaver Street 717-848-5369
Wings To Go 3925 E. Market Street 717-755-0440
Transportation

The Dean of Student Affairs can help assist students with transportation problems by providing
information about bus service and by facilitating car pools and ride sharing.

24



Library and Reference Services

In association with the Martin Library of York County, The Art Institute of York — Pennsylvania
houses a 1,536 square foot library on the first floor of the school. In addition to general
reference books, the library houses titles specifically related to programs offered at the school.
Eight PC workstations with direct access to the Internet and to Martin’s Library main holdings
catalog are available for students. Open every weekday, the library features full-time staffing,
inter-library loan, CD-Rom reference material, and PC based business software for use by
students and the public.

In addition to the library, each program has additional resource areas that contain materials
specific to that course of study. For example the Interior Design resource room has catalogs
of furniture manufacturers, and a wide selection of fabric samples used for window treatments,
wall covering or upholstery, tile samples, paint swatches, etc. The Fashion Marketing resource
area includes commercial sewing machines, mannequins, and materials used for visual
merchandising as well as industry specific publications.

Personal Property

The Art Institute of York-Pennsylvania is not responsible for the loss or damage of any student’s
personal property. We encourage you to take measures to safeguard your property including
placing your name on valuable items.

Non-Fraternization Policy

Due to the inherently unequal relationship that exists between faculty or staff members and
students and the possibility of unequal treatment, sexual or close social relationships between
faculty or staff members and students are prohibited.

Posters, Flyers and Banners

The Art Institute of York-Pennsylvania provides bulletin boards for student use. Students my
place posters and flyers which are in good taste on these bulletin boards with approval from
the Office of Student Affairs

Career Services

The Art Institute of York — Pennsylvania maintains a Career Services Office for eligible
students and graduates to assist in their career development and job search. Every effort is
made by the Career Services Office to support students as they work to achieve their goal of
getting a job in their chosen field. The assistance process begins at Orientation when the Career
Services staff informs both parents and students of the importance of preparing for the future.
It continues throughout the students’ tenure as core competencies in professional development
are integrated into the General Academics curriculum and delivered in the classroom by the
Career Services staff.

The department assists students throughout their education to acquire volunteer opportuni-
ties, part-time jobs, and freelance opportunities, and culminates with the senior seminar and
portfolio events. Graduate employment information is posted throughout The Art Institute of
York — Pennsylvania. Students electing to use this service must read and agree to the terms
of the school’s Career Services Guidelines, and this is made available to students at the start
of their last academic term.

Although The Art Institute of York — Pennsylvania does not guarantee employment, we take a
very active role in the job search process. Preparation for placement is an on-going process.
Graduates and employers frequently make classroom presentations about career choices and
the job search process.

In the final term, all students take a Senior Seminar course tailored to their career filed. This
course reinforces the job search process, helps prepare students for interviewing and portfolio
presentations, and assists in resume development. Student skills are showcased to area
employers at portfolio and fashion shows as well as to faculty review panels.
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The Art Institute of York — Pennsylvania’s commitment to the community also provides students
with opportunities to apply their skills creating projects for area non-profit organizations.
Frequently this work is later included in portfolios or on resumes to demonstrate experience
in working with clients. These efforts have benefited the Make-A-Wish-Foundation, NASA,
Habitat for Humanity, Working Against Violence Everywhere (WAVE), the Harrisburg Muscular
Dystrophy Association, First Night York, Olivia’s House, and a variety of United Way agencies.

For more information and to view a listing of companies that have employed The Art Institute
of York — Pennsylvania graduates, stop into the Career Services Office or visit the website.
The office is open during regular school hours and is available off hours, by appointment.

Student Financial Services

We realize that preparing for school can be a very complicated and sometimes stressful
experience. That is why The Art Institute of York-Pennsylvania provides Financial Planning
to assist students and their families in the preparation for attending classes. Financial planning
is one of the most important steps of every student’s admission into The Art Institute of York-
Pennsylvania. Students will meet with a financial aid planner to establish an individualized
strategy to cover all educational expenses associated with attendance, including tuition, books
and supplies, laptop computer, if required, and housing for those students who do not live
within commuting distance. Our financial aid planners are available to answer questions, and
assist you with the completion of a financial aid application.

For specific information on funding your education, contact the Student Financial Services
at 717-755-2300.

General Policies and Procedures

The school reserves the right to change any provision, offering, policy, or requirement at any
time within the student’s period of study without prior notice. Such changes will not affect
the integrity or continuity of programs offered. The Art Institute of York — Pennsylvania also
reserves the right to make other changes in administration, faculty, or any other school activity or
schedule without prior notice. Changes will be posted in the commons area and through email.

Class Breaks

Students on break from class may choose to 1) stay in the classroom 2) go to the student lounge
or 3) go outside. To avoid disruptions to other classes, students should respect that classes may
be in session and students should not wait at the door until ten minutes prior to the start of class.

Class Size

The typical class size is less than 25. However, classes may vary in size from six to a maximum
of 42 for certain lecture classes.

Credit Conversion and Period of Instruction

To convert clock hours into quarter credit hours, The Art Institute of York — Pennsylvania uses
a conversion formula of 15 to 1 for lecture time and 30 to 1 for studio work. A clock hour is
defined as a 50-minute instructional period. Most students take 5 courses per quarter. Each
quarter is 11 weeks in length. The Bachelor’s programs are normally completed in 12 quarters
or 132 classroom weeks. The Associate’s programs are normally completed in 7 quarters or 77
classroom weeks. Part-time scheduling can be arranged. However, not all courses are offered
each semester. Courses may be offered in a different sequence.
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CODE OF CONDUCT POLICY
I. STUDENT CONDUCT POLICY

The Art Institute of York — Pennsylvania recognizes its students as responsible and dedicated
men and women who are preparing for career employment. An integral part of their career and
professional development is the expectation that they conduct themselves during the education
process in the same manner as will be expected in all employment situations.

As members, The Art Institute of York — Pennsylvania students have responsibilities and
duties commensurate with their rights and privileges. In this policy, The Art Institute of York
— Pennsylvania provides guidance to students regarding those standards of student conduct
and behavior that it considers essential to its educational mission. This policy also provides
guidance regarding the types of conduct that infringe upon the fulfillment of The Art Institute
of York — Pennsylvania mission.

Any student who is found to have violated the student conduct policy is subject to disciplinary
sanctions up to and including suspension or permanent dismissal, as further described below.

Il. ELEMENTS/VIOLATIONS

The following is a list of behaviors that violate The Art Institute of York — Pennsylvania
Student Conduct Policy; although not exhaustive, this list provides examples of unacceptable
student behaviors.

1. Persistent or gross acts of willful disobedience or defiance toward school personnel.
2. Assault, battery, or any other form of physical abuse of a student or school employee.
3. Fighting.

4. Verbal abuse of a student or school employee.

5

Conveyance of threats by any means of communication including, but not limited to, threats
of physical abuse and threats to damage or destroy school property or the property of other
students or school employees.

6. Any conduct that threatens the health or safety of one’s own self or another individual.
Threats to commit self-harm and/ or actual incidents of self-harm by any student are a
violation of this code.

7. Harassment by any means of any individual, including coercion and personal abuse.
Harassment includes but is not limited to, written or verbal acts or uses of technology,
which have the effect of harassing or intimidating a person.

8. Any form of unwanted sexual attention or unwanted sexual contact.

9. Violations by guest of a student on school property. Students are responsible for the actions
of their guests.

10. Theft, attempted theft, vandalism/damage, or defacing of school property or the property
of another student, faculty or staff member.

11. Interference with the normal operations of the school (i.e., disruption of teaching and
administrative functions, disciplinary procedures, pedestrian or vehicular traffic, or other
school activities).

12. Use of cell phones and pagers during scheduled classroom times.
13. Unauthorized entry into, or use of, school facilities.
14. Forgery, falsification, alteration or misuse of school documents, records or identification.

15. Dishonesty, including but not limited to cheating, plagiarism, or knowingly supplying false
information or deceiving the school and/or its officials.

16. Disorderly, lewd, indecent, or obscene conduct. This would include but is not limited to
any type of clothing or materials worn or brought onto the premises by any student or guest
deemed to be lewd, indecent or obscene as determined by school officials.

17. Extortion.
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18.

19.
20.

21.

22.

23.
24.
25.

26.

27.

28.

29.

30.

31.
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Violation of school safety regulations, including but not limited to setting fires, tampering
with fire safety and/or fire-fighting equipment, failure to exit during fire drill, turning in
false fire alarms and bomb threats.

Breach of peace on school property or at any school-sponsored or supervised program.

Use, sale, possession or distribution of illegal or controlled substances, drug or drug
paraphernalia on school property, or at any function sponsored or supervised by the school.
Being under the influence of illegal or controlled substances on school property, or at any
school function is also prohibited.

Use, sale, possession or distribution of alcoholic beverages on school property or at any
function sponsored or supervised by the school. Being under the influence of alcohol on
school property or at any school function is also prohibited.

Possession or use of firearms, explosives, dangerous chemicals, or other weapons on school
property or at school sponsored functions.

Smoking in classrooms or other school buildings or areas unless designated as a smoking area.
Failure to satisfy school financial obligations.

Failure to comply with direction of school officials, faculty, staff or security officers who
are acting in the performance of their duties.

Failure to identify oneself when on school property or at a school-sponsored or supervised
functions, upon request of school official acting in the performance of his/her duties.

Violation of federal, state or local laws and school rules and regulations on school property
or at school sanctioned or school sponsored functions.

Any form of “hazing” and any act that endangers the safety of a student, or that destroys or
removes public or private property, for the purpose of initiation, admission into, affiliation
with, or as a condition for continued membership in a group or organization. “Hazing”
includes any method of initiation or pre-initiation into a student club or any pastime or
amusement engaged in with respect to such a club that causes, or is likely to cause, bodily
danger, physical harm, or personal degradation or disgrace resulting in physical or mental
harm, to any student or other person attending the school.

Any in-school or off-campus act considered inappropriate or as an example of mis-
conduct that adversely affects the interests of The Art Institute of York - Pennsylvania
and/or its reputation.

Any violation of the student housing contract, rules and regulations and/or the school-
sponsored housing student handbook.

Any violation of the institutions policies on the responsible use of technology including
but not limited to:

- The theft or abuse of computer, email, Internet or Intranet resources.

- Unauthorized entry into a file, to use, read, or change the contents, of for any other purpose.
- Unauthorized transfer of a file.

- Unauthorized downloading of copyrighted materials in violation of law.

- Unauthorized use of another individual’s identification and/or password.

- Use of computing facilities to interfere with the work of another student, faculty member,
or school official.

- Use of computing facilities to send obscene or abusive messages.

- Use of computing facilities to interfere with normal operation of the school’s
computing system.



32. Abuse of The Art Institute of York — Pennsylvania disciplinary system, including but not
limited to:

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

- Falsification, distortion, or misrepresentation of information before a disciplinary body
or school official.

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

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

- Verbal or physical harassment and/or intimidation of a member of a disciplinary body
prior to, during, and/or after the disciplinary proceeding.

- Failure to comply with the sanction(s) imposed under the student conduct policy.
- Influencing or attempting to influence another person to commit an abuse of the
disciplinary system.
33. Harassment based on sex, race, color, national origin, religion, sexual orientation, age,
disability or any other criteria protected by state, federal or local law.

I1l. DISCIPLINARY PROCEDURES
Complaint

a.) Any member of The Art Institute of York — Pennsylvania i.e. faculty, staff, student, may file
a complaint against any student for misconduct or for otherwise being in violation of The
Art Institute of York — Pennsylvania policies. The complaint shall be prepared in writing
and directed to the Dean of Student Affairs and/or the Hearing Committee. Complaints
should be submitted as soon as possible after the alleged violation occurred.

b.) The Dean of Student Affairs and/or the Hearing Committee shall review and investigate the
complaint to determine if the allegations have merit, to identify violations of the student
conduct policy, and to impose sanctions for such violations.

c.) Unless otherwise provided by law, The Art Institute of York — Pennsylvania generally will
not disclose the name of the person making the complaint to the accused “STUDENT”
unless it determines in its sole discretion that the circumstances warrant it.

Notification and Adjudication

a.) Within a reasonable period of time after the complaint is received, the Dean of Student
Affairs or the Hearing Committee Chairperson will notify the STUDENT of the complaint
and the alleged violation of the student conduct policy. This notification may be in written
form or through oral communication. The STUDENT will meet with the Dean of Student
Affairs and/or the Hearing Committee to discuss the complaint and alleged violation. The
Dean of Student Affairs and/or the Hearing Committee will render and communicate the
decision to the STUDENT.

b.) Ifa good faith effort has been made to contact the STUDENT to discuss the alleged viola-
tion and the STUDENT fails to appear for the meeting, the Dean of Student Affairs and/
or the Hearing Committee may make a determination of violations of The Art Institute of
York — Pennsylvania policies on the basis of the information available, and impose sanctions
for such violations. This decision shall be communicated to the STUDENT.

c¢.) The Dean of Student Affairs and/or the Hearing Committee determination shall be made on
the basis of whether it is more likely than not that the STUDENT violated a rule, regulation
or policy of The Art Institute of York — Pennsylvania.
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Procedures Regarding Student Dismissals

When the Administration proposes to dismiss/expel a student from The Art Institute of York —
Pennsylvania, the following procedures should apply unless the student elects to forego them.

a) The charges against the student shall be presented to the STUDENT in written form,
including the time, place and nature of the alleged offense(s). A time shall be set for a
hearing not less than two nor more than fifteen calendar days after the STUDENT has
been notified of the charges and his/her proposed dismissal from school. Maximum time
limits for scheduling of hearings may be extended at the discretion of the Dean of Student
Affairs and/or the Hearing Committee.

b) Hearings shall be conducted by the Dean of Student A ffairs and/or the “Hearing Committee”
according to the following guidelines:

a. Hearings normally shall be conducted in private.

b. Admission of any person to the hearing shall be at the discretion of the Dean of Student
Affairs and/or the Hearing Committee.

c. In hearings involving more than one STUDENT, the Hearing Committee, in
their collective discretion, may permit the hearing concerning each student to be
conducted separately.

d. The complaining party (which may be a member of the Administration) and the
STUDENT may present witnesses at the hearing. Those witnesses may be questioned
by the Hearing Committee.

e. Pertinent records, exhibits and written statements may be accepted as evidence for
consideration by the Hearing Committee at his/her discretion.

f. All procedural questions are subject to the final decision of the Hearing Committee

i.  After the hearing, the Hearing Committee shall determine whether the STUDENT
has violated the rules, regulations or policies that the STUDENT is charged with
violating. The Hearing Committee will issue a written determination. If the
Hearing Committee determines that a violation has occurred, the Hearing Com-
mittee determination will also address whether dismissal from The Art Institute of
York — Pennsylvania is an appropriate sanction for the offense(s).

ii. The Hearing Committee determination shall be made on the basis of whether it
is more likely than not that the STUDENT violated a rule, regulation or policy of
The Art Institute of York — Pennsylvania.

iii. The Hearing Committee shall provide the STUDENT with a copy of the determina-
tion, including information regarding the student’s right of appeal.

Interim Suspension

The Art Institute of York - Pennsylvania may immediately remove or suspend a student from
school and/or school-sponsored housing without applying or exhausting these procedures
when, in The Art Institute of York — Pennsylvania’s sole judgment, the student poses a threat
of harm to himself, to others, or to property of The Art Institute of York — Pennsylvania or a
member of The Art Institute of York — Pennsylvania

During the interim suspension, students shall be denied access to school-sponsored housing and/
or to the school (including classes, labs, library) and/or all other school activities or privileges
for which the student might otherwise be eligible, as the Dean of Student Affairs or designee
may determine to be appropriate.

Student Involvement in Conduct Proceedings

At the discretion of the President, Dean of Student Affairs or his/her delegate, students of
The Art Institute of York — Pennsylvania may participate in the adjudication of disciplinary
proceedings including hearings and appeals.
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Violations of Law

If a student is charged with a violation of federal, state or local laws or regulations occurring
away from the school, disciplinary action may be instituted and sanctions imposed against the
student when the school has a reasonable belief that the health, safety or welfare of The Art
Institute of York — Pennsylvania community is threatened. Disciplinary procedures may be
instituted against a student charged with violation of a law that is also a violation of the student
conduct policy. Proceedings under this policy may be carried out prior to, simultaneously with,
or following civil or criminal proceedings off campus. The Art Institute of York — Pennsylvania
will cooperate fully with law enforcement and other agencies in the enforcement of criminal
laws on school property.

Search of Student’s Property

The Art Institute of York — Pennsylvania reserves the right to search the contents of students’
personal property or belongings when there is reasonable suspicion on the part of The Art
Institute of York — Pennsylvania staff that a serious risk to the health, safety and welfare of
students, and/or the school community exists. This includes but is not limited to vehicles brought
onto property leased, owned or controlled by the school, backpacks, portfolios and clothing.
This policy also applies to student property in school-sponsored housing.

IV. SANCTIONS

The Art Institute of York — Pennsylvania may impose sanctions for violations of the student
conduct policy. The type of sanction imposed may vary depending upon the seriousness of
the violation(s). The Art Institute of York - Pennsylvania reserves the right to immediately
impose the most severe sanction if circumstances merit.

Although not exhaustive, the following list represents the types of sanctions that may be imposed
upon any student or student organization found to have violated the student conduct policy:

1. Warning: A notice in writing that a student has failed to meet some aspect of the school’s
standards and expectations.

2. Probation: Probation is used for repeated violations or a specific violation of a serious
nature. The Dean of Student Affairs or his/her delegate defines the terms of probation.

3. Removal from Sponsored Housing (if applicable): The student will be immediately
dismissed from school-sponsored housing. The student will be required to vacate the
premises according to the terms of the sanction.

4. Suspension: Separation of the student from the school for a pre-determined period of time.
The student may be able to return to school once specified conditions for readmission
are met. The student may not attend classes, visit school-sponsored housing, use school
facilities, participate in or attend school activities, or be employed by the school during
his/her suspension.

5. Expulsion: The student will be expelled from The Art Institute of York — Pennsylvania
immediately. The student will not be permitted to continue his or her studies at the
school and may not return to the school or to school-sponsored housing at any time or
for any reason.

6. Restitution: Compensation for loss or damage to property leased, owned or controlled by
the school. This may take the form of monetary or material replacement.

7. Discretionary Sanctions: The student will be required to complete an educational service,
attend counseling, or have restricted privileges.

The above list is only a general guideline. Some sanctions may be omitted, and other sanctions
not listed above may be used.
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V. APPEAL PROCEDURES
Students wishing to appeal a disciplinary decision may do so in the following manner:

* The student must obey the terms of the decision pending the outcome of the appeal, i.e.,
a student who has been suspended from school may not be on school property, a student
dismissed from school-sponsored housing must leave in accordance with the directions
indicated in the decision.

* The student must write a letter of appeal, addressed to the Dean of Academic Affairs and
the President of The Art Institute of York — Pennsylvania or his/her delegate. This letter
will give the student the opportunity to indicate his/her position on the decision. It must
detail all bases for the appeal. It must be delivered to the Dean and the President or his/
her delegate within seven calendar days following the student’s receipt of the decision.

* The President or his/her delegate shall appoint a committee to review appeals *(Appeals
Committee), and make a recommendation regarding disposition of the appeal. This com-
mittee will be comprised of staff members not involved in making the initial disciplinary
decision. The student making the appeal and the person bringing the charges may be
provided an opportunity to address the committee in person. The student may be accom-
panied by one person (family member, friend, etc) as an observer. The student may not be
accompanied by an attorney. The committee may prohibit from attending or remove any
person who disrupts the proceedings of the committee. The committee shall determine all
matters relating to the conduct of the hearing including, for example, relevancy of evidence,
duration of the hearing or any part thereof, procedures, the weight to be given any evidence.

* The committee will report back to the Dean and the President or his/her delegate with its
recommendation following its review of the appeal. The Dean and the President or his/
her delegate will render a written decision on the appeal within thirty calendar days from
receipt of the appeal and communicate same promptly to the student.

CHEATING/PLAGIARISM

Cheating is considered a serious conduct offense. Stealing or “lifting” design ideas from
the computer environment is prohibited. Any student must be prepared to reproduce work
upon request by the Instructor. Images and text may not be copied from other publications,
including the Internet, unless approved by the Instructor (in accordance with educational
copyright protection).

When a student’s academic dishonesty is documented for the first time, the Academic Review
Committee will take the following action depending on the circumstances of the case:

First infraction - academic probation and/or an F/0 for the course.

Second infraction - dismissal from The Art Institute of York - Pennsylvania in accordance
with the student conduct procedures noted above.

COMPUTER USAGE

Students must comply with the computer usage policies set by the Information Technology
Office. Copies of the Computer Lab Usage Policy and Handbook are distributed in classes
and the information is also available on our web site.

CORRESPONDENCE

All correspondence from the school will be mailed to the billing address. This includes grade
transcripts and attendance notices. It is the student’s responsibility to notify the Registrar of
changes to their mailing address.

DRESS CODE

Because students are working with art supplies in studio settings, the school does not require
you to wear business attire. Students are expected to display good judgment and may not wear
any attire with words or images that are offensive to others. School staff may ask students to
leave school if they are not properly attired.

Students must wear shoes and shirts at all times. Professional attire is required for some
presentations and interviews.
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DRUG-FREE POLICY

The Art Institute of York — Pennsylvania, in compliance with the federal Drug-Free Schools and
Communities Act Amendment of 1989, prohibits the unlawful use, passions, sale or distribution
of alcohol, narcotics, and dangerous or illegal drugs on The Art Institute of York - Pennsylvania
property or at any school sponsored event. The complete policy may be found at the end of
this Handbook.

ELEVATOR

The Art Institute of York - Pennsylvania offers elevator service and students should understand
that it has limited capacity and service priority should be reserved for those who have a need
for it because of injury, illness, or disability.

EMERGENCIES

Students are expected to become familiar with emergency evacuation routes and procedures.
All cases of illness or injury should be reported promptly to a staff member. The Art Institute of
York — Pennsylvania reserves the right to call a physician or refer a student for medical assistance
if deemed appropriate. Any expense incurred will be the sole responsibility of the student.

SCHOOL CLOSINGS AND INCLEMENT WEATHER

In preparing students for a professional environment, The Art Institute of York — Pennsylvania
will hold class in the event of inclement weather unless area roads are impassable. Information
about school cancellation or delay will be available on the website and will also be broadcast
on WARM 103.3, 105.7, WSBA 910-am, and WGAL TV Channel 8. These stations will be
contacted by 6 a.m. whenever possible. An announcement will be posted on the school’s
telephone message system. If an announcement is made, it will be for either a closed or
delayed designation. No announcement will be made if the school is operating under a normal
schedule. The Art Institute of York — Pennsylvania’s delayed schedule will begin at 10 a.m.,
reducing each class hour to 45 minutes. It will be announced as two-hour delay. Students not
in attendance will be marked absent, but are encouraged to stay at home if the roads in their
area are too dangerous for safe travel.

VOICEMAIL: 717-755-2300 or 1-800-864-7725

WEBSITE: http://tech.aiy.aii.edu

If your class runs from: On a revised schedule it will run from:
8:00-10:00 10:00-11:30
8:00-12:00 10:00-1:00
9:00-12:00 10:45-1:00
10:00-12:00 11:30-1:00
11:00-1:00 12:30-2:00
1:00-2:00 Lunch Hour
1:00-3:00 2:00-3:00
1:00-4:00 2:00-4:15
1:00-5:00 2:00-5:00
3:00-5:00 3:30-5:00
4:00-6:00 4:15-6:00
4:00-7:00 4:15-7:00
4:00-8:00 4:15-8:00

*Classes starting at 5:00 or after run as usually scheduled
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FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT

The Family Educational Rights and Privacy Act of 1974, as amended (“FERPA”) sets out
requirements designed to afford students certain rights with respect to their education records.
In addition, it puts limits on what information The Art Institute of York - Pennsylvania may
disclose to third parties without receiving prior written consent from the student.

PROCEDURE TO INSPECT EDUCATION RECORDS

Students have the right under FERPA to inspect and review their education records. A student
who wishes to inspect and review his/her records should submit a written request to the Registrar.
The request should identify as precisely as possible the records the student wishes to inspect.
If the requested records are subject to inspection and review by the student, arrangements
for access will be made within a reasonable period of time but in no case more than 45 days
after the request was made, and the student will be notified of the time and place where the
records may be inspected. The school may require the presence of a school official during the
inspection and review of a student’s records.

Certain limitations exist on a student’s right to inspect and review their own education records.
Those limitations include, for example, the following: (i) financial information submitted by
parents; (ii) confidential letters and recommendations placed in their files prior to January 1,
1975; (iii) confidential letters and recommendations placed in their files after January 1, 1975
to which the student has waived his or her right to inspect and review and that are related to
the student’s admission, application for employment or job placement, or receipt of honors.
In addition, the term “education record” does not include certain types of records such as, by
way of example, records of instructional, supervisory, administrative, and certain educational
personnel that are in the sole possession of the maker thereof, and are not accessible or revealed
to any other individual except a substitute.

When a record contains personally identifiable information about more than one student, the
student may inspect and review only the information that relates to him/her personally.

DISCLOSURE OF EDUCATIONAL RECORDS

The Art Institute of York - Pennsylvania generally will not permit disclosure of personally

identifiable information from the records of a student without prior written consent of the

student. Personally identifiable information is disclosed (some items are mandatory, some
discretionary) from the records of a student without that student’s prior written consent to the
following individuals or institutions or in the following circumstances:
1. To The Art Institute of York - Pennsylvania officials who have been determined by the
school to have legitimate educational interests in the records. A school official is
a. aperson employed by the school or its corporate parent in an administrative, supervisory,
academic or research, or support staff position. This includes, but is not limited to human
resources and accounting staff for purposes of the tuition reimbursement plan; or

b. a person employed by or under contract to the school to perform specific tasks, such
as an auditor, consultant, or attorney, a person on the Board of Trustees, or a student
serving on an official committee or assisting another school official.
Any school official who needs information about a student in the course of performing
instructional, supervisory, advisory, or administrative duties for The Art Institute of
York - Pennsylvania has a legitimate educational interest.

2. To certain officials of the United States Department of Education, the Comptroller General of
the United States, the Attorney General of the United States, and state and local educational
authorities in connection with state or federally supported educational programs.

3. In connection with the student’s request for, or receipt of, financial aid necessary to
determine the eligibility, amounts or conditions of financial aid, or to enforce the terms
and conditions of the aid.

4. To organizations conducting certain studies for or on behalf of the school.

To accrediting commissions or state licensing or regulatory bodies to carry out their functions.

6. To parents of a dependent student, as defined in Section 152 of the Internal Revenue Code.

e
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7. To comply with a judicial order or lawfully issued subpoena.

8. To appropriate parties in health or safety emergencies. To officials of another school in
which a student seeks or intends to enroll.

9. To an alleged victim of a crime of violence or a nonforcible sexual offense, the final results
of the disciplinary proceedings conducted by the school against the alleged perpetrator of
that crime or offense with respect to that crime or offense.

10. To persons in addition to the victim of a crime of violence or nonforcible sexual offense, the
final results of the disciplinary proceedings described in paragraph 10 above, but only if the
school has determined that a student is the perpetrator of a crime of violence or non-forcible
sexual offense, and with respect to the allegation made against him or her, the student has
committed a violation of the institution’s rules or policies. (The school, in such instances,
may only disclose the name of the perpetrator -- not the name of any other student, including
a victim or witness -- without the prior written consent of the other student(s)).

11. To a parent regarding the student’s violation of any federal, state, or local law or of any rules
or policy of the school governing the use or possession of alcohol or a controlled substance if
the school determines that the student has committed a disciplinary violation with respect to
that use or possession, and the student is under 21 at the time of the disclosure to the parent.

12. Directory information (see Section IV below).

13. Student Recruiting Information as requested by the U.S. Military. Student recruiting
information includes ONLY: name, address, telephone listing, age or date of birth, class
level, academic major, place of birth, degrees received and most recent educational institution
attended. It does not include and The Art Institute of York - Pennsylvania will not provide:
social security numbers, race, ethnicity, nationality, GPA, grades, low performing student
lists, religious affiliation, students with loans in default, veteran’s status, students no longer
enrolled. Students who opt out of the directory also opt out of student recruiting information.

RECORD OF REQUESTS FOR DISCLOSURE

Except with respect to those requests made by the student themselves, those disclosures made with
the written consent of the student, or to requests by or disclosures to The Art Institute of York -
Pennsylvania officials with legitimate educational interests and disclosures of directory information
(or other exceptions described in the applicable regulations), The Art Institute of York - Pennsylvania
will maintain a record indicating the parties who have requested or obtained personally identifiable
information from a student’s education records and the legitimate interests those parties had in
requesting or obtaining the information. This record may be inspected by the student.

DIRECTORY INFORMATION
The Art Institute of York - Pennsylvania designates the following information as directory
information. (Directory information is personally identifiable information which may be
disclosed without the student’s consent):
1. Student’s name

Address: Local, email and website

Telephone number (local)

Date and place of birth

Program of study

Participation in officially recognized activities

Dates of attendance

Degrees and certificates awarded

Most recent previously attended school
. Photograph of the student, if available
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. Enrollment status (i.e., enrolled, continuing, future enrolled student, reentry, leave of
absence, etc.)

. Student honors and awards received.
. The height and weight of athletic team members

—
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Notice of these categories and of the right of an individual in attendance at The Art Institute
of York - Pennsylvania to request that his/her directory information be kept confidential will
be given to the student annually. Students may request nondisclosure of student directory
information by specifying nondisclosure, in writing, to the Office of the Registrar, The Art
Institute of York - Pennsylvania, 1409 Williams Road, York, PA 17402. Failure to request
nondisclosure of directory information will result in routine disclosure of one or more of the
above-designated categories of personally identifiable directory information.

CORRECTION OF EDUCATIONAL RECORDS

Students have the right under FERPA to ask to have records corrected which they believe are
inaccurate, misleading, or in violation of their privacy rights. The following are the procedures
for the correction of records:

1. A student must ask the Registrar to amend a record. As part of the request, the student
should identify the part of the record they want to have changed and specify why they
believe it to be inaccurate, misleading, or in violation of his/her privacy rights.

2. The Art Institute of York - Pennsylvania may either amend the record or decide not to amend
the record. If it decides not to amend the record, it will notify the student of its decision
and advise the student of the right to a hearing to challenge the information believed to be
inaccurate, misleading, or in violation of the student’s privacy rights.

3. Uponrequest, The Art Institute of York - Pennsylvania will arrange for a hearing and notify
the student reasonably in advance of the date, place, and time of the hearing. The hearing
will be conducted by an individual who does not have a direct interest in the outcome of
the hearing. That individual may be an official of The Art Institute of York - Pennsylvania.
The student shall be afforded a forum for the opportunity to present evidence relevant to
the issues raised in the original request to amend the student’s education records. The
student may be assisted by other people, including an attorney.

4. The Art Institute of York - Pennsylvania will prepare a written decision based solely on the
evidence presented at the hearing. The decision will include a summary of the evidence,
and the reasons for the decision.

5. If, as a result of the hearing, The Art Institute of York - Pennsylvania decides that the
information is inaccurate, misleading, or otherwise in violation of the privacy rights of
the student, it will (a) amend the record accordingly; and (b) inform the student of the
amendment in writing.

6. If, as a result of the hearing, The Art Institute of York - Pennsylvania decides that the
information in the education record is not inaccurate, misleading, or otherwise in violation of
the privacy rights of the student, it shall inform the student of the right to place a statement
in the record commenting on the contested information in the record or stating why he or
she disagrees with the decision of the school.

7. Ifastatement is placed in the education records of a student under paragraph 6 above, The
Art Institute of York - Pennsylvania will:

a. maintain the statement with the contested part of the record for as long as the record
is maintained; and

b. disclose the statement whenever it discloses the portion of the record to which the
statement relates.

STUDENT RIGHT TO FILE COMPLAINT

A student has the right to file a complaint with the United States Department of Educa-
tion concerning alleged failures by The Art Institute of York - Pennsylvania to comply
with the requirements of FERPA. The name and address of the governmental office that
administers FERPA is:

Family Policy Compliance Office

United States Department of Education

400 Maryland Avenue, S.W.

Washington, DC 20202-4605
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COMPLAINT POLICY

If you have a complaint or problem you are encouraged to follow the Student Complaint Procedure.

1. You should discuss complaints with the individual(s) within the appropriate department.
Initial discussion should be with the person most knowledgeable of the issues involved or
with immediate decision-making responsibility.

2. If you feel that the complaint has not been fully addressed, a written account should be
submitted to the Dean of Student Affairs if related to non-academic issues or to the Dean
of Academic Affairs for academic issues. The written account should indicate your name,
phone number, and ID# and discuss the steps you have taken to remedy the situation.

3. The appropriate The Art Institute of York-Pennsylvania staff member or department will be
notified of the complaint. A follow-up meeting with you and the Dean of Student Affairs
and/or the Dean of Academic Affairs will be held within ten school days of the date of the
written complaint in an effort to resolve the issue.

4. Ifyou are not satisfied with the results, you may file an appeal with the President’s Office.
The appeal should be in writing and contain your name and phone number. You should
summarize the steps you have taken to remedy the situation and indicate why the results
are not satisfactory. You will hear the results of the appeal within ten class days from the
date the appeal is received.

5. If you follow this complaint procedure and still feel dissatisfied with the results you may
send a written copy of the complaint to:

Accrediting Commission for Career Schools and Schools of Technology
2101 Wilson Blvd. Suite 302

Arlington, VA 22201

(703) 247-4212

Or

Pennsylvania Department of Education
333 Market Street

Harrisburg, PA 17126-0333

(717) 787-3787

FIELD TRIPS

Students are asked to pay for all exhibits and events relating to school field trips. Faculty
members must accompany student groups at all times when on field trips to major cities.
Students are required to sign a field trip waiver/release form prior to going on a field trip,
exempting The Art Institute of York — Pennsylvania from any liability resulting from a school
field trip. Students who do not attend a class filed trip will be marked absent for the time out
of the applicable class(es) unless their absence from the field trip is approved by the Dean of
Academic Affairs.

FOOD/BEVERAGES

A vending area with microwaves is located in the student commons. Food is permitted in that
area and outside of the building only. Beverages may be allowed in the classroom subject to
the discretion of the Instructor. Students are expected to leave classrooms clean of all cans
and wrappers. No food and drink may be taken into any computer lab or library at any time
for any reason.

GRADUATION CEREMONY

A student must have satisfactorily completed all program requirements to participate in the
graduation ceremony. The Career Services Department staff plan these ceremonies and students
are notified of the arrangements at the start of the final term. Information relating to graduation
gowns and degrees will be provided at this time.

LIBRARY FINES

Library fines must be paid each term before grades are distributed. Any library books that are
not returned will be charged to the student’s account at a current replacement rate for the same
book or one deemed comparable by the library staff.
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LOST PROPERTY
Lost items may be claimed in the Student Affairs Office.

MUSIC, CELL PHONES, PAGERS, AND TELEPHONE CALLS

Students may not play music in the classroom or commons without headphones. The use of a
portable music player may be permitted at the discretion of the Instructor. The volume must
be kept to a reasonable level as determined by the Instructor. Cell phones and pagers must
not be audible in the classroom or commons and must be placed on vibrate. Students may not
leave the classroom to answer a cell phone call or pager.

Students will be called out of class to the telephone for emergencies only. Students who
anticipate frequent telephone calls are encouraged to purchase pagers. Telephones for school
use are available in the admissions office.

PARKING

The Art Institute of York-Pennsylvania parking policy as set forth formalizes campus parking
procedures and privileges for students, employees and visitors. This policy will serve to keep
traffic lanes clear to the building and throughout the parking lot in order to facilitate deliveries
and emergency responses. Registration of vehicles parked on campus and explicit designation
of parking areas will permit greater accountability for vehicles on site and promote a level of
security and safety.

Overview

Parking in the campus lot is on a first-come, first-serve basis for commuter students and
employees. The number of parking spaces is limited, and due to the limited spaces, students
living in school-sponsored housing are not permitted to park at the main school buildings.
School-sponsored housing students provide the school with their vehicle information and are
issued a housing parking permit not, an on campus parking permit. There are reserved spaces
for handicapped individuals, visitors and employees. Students are restricted from parking
in these reserved areas . A hangtag is required in order to park in the campus lot. There is
no fee for the first hangtag, which is issued once a vehicle is registered. The Art Institute of
York-Pennsylvania is not responsible for any damage done to vehicles resulting from parking
on the campus lot or being towed off of the lot. Students and employees are advised not to
leave valuables in their vehicle.

Vehicle Registration

When a student enrolls at The Art Institute of York-Pennsylvania they will be required to
register all vehicles they will be using for transportation to school. The information required
for registration per vehicle is as follows:

First Name Last Name

Home Phone Cell Phone

Permanent Address Temporary Address (while in school)
Vehicle Make Vehicle Model

Vehicle Year Vehicle Color

License Plate Number State vehicle is registered in

Students and employees will receive one The Art Institute of York-Pennsylvania hangtag. The
hangtag must display from the rear-view mirror of the registered vehicle being parked on the
campus lot. The side of the tag with the school name must display to the windshield. Vehicles
that are parked on campus grounds that do not have the Art Institute of York-Pennsylvania
hangtag will have their license plate number checked against the registered vehicle database
and visitor logs. If the vehicle is not registered, an appropriate parking citation will be issued.

If a student or employee changes vehicles while attending or employed at The Art Institute of
York-Pennsylvania, it is their responsibility to update all vehicle information with the Dean
of Student Affairs.
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Visitor Parking and Registration

All visitors will be asked to log their vehicle identification information upon arrival in Admis-
sions, the Library or the school store.

Handicapped Parking

Improper parking in handicapped spaces will result in fines from a $50 minimum to a $200
maximum amount as posted at these locations by Pennsylvania Law.

Fire Lane Parking

Vehicle parking in the fire lane will be permitted up to 5 minutes for the purpose of pick-up or
delivery of passengers or items. Ongoing exceptions to this parking limit are for vending and rental
equipment services. Occasional exceptions pertain to equipment and furniture order deliveries.
Citations and Fines

Parking lot monitors will enforce the parking policy. Any vehicle that is found in violation of

one or more parking regulations will be issued a citation. There will be NO warnings and all
citations are final. Citations will apply for any of the following violations:

* Students and employees who park outside of the designated parking areas including the
fire lanes, areas next to or on the grass.

» Students and employees who park in handicapped or visitor spaces.

* Students who park in the employee parking area.

* Students and employees who have invalid or expired hangtags.

» Students and employees who park a vehicle in the school lot without a hangtag.

Violation and Replacement Tag Fees

»  All parking violations will be in the amount of $25.00 per citation.

» All parking violations in conjunction with failing to have the Art Institute of York-Pennsylvania
hangtag displayed on the rear view mirror will be in the amount of $35.00 per citation.

»  All parking violations in the Handicapped spaces will be in the range of $50.00-$200.00.

* Replacement tags will be issued at a cost of $5.00 each for students and employees.

Replacement Tags

Students may purchase additional hang tags at a cost of $5.00. Please see the Business Office

to make payment for an additional tag.

Payments

The Business Office located in building 1407 will receive copies of all issued citations. Payments

for citations and replacement/additional tags must be made in the Business Office. These fines

can be paid via a credit balance per the student ledger account, cash, check or credit card.

The Business Office has no authority to reduce or expunge any fees as all citations are final.

Please Note:

All fines and replacement tag costs are legal debts and must be paid in full. For the student,

failure to make payment will result in a parking charge billed to their account balance. Employ-
ees who neglect the payment terms will be reported to Human Resources for further action.

Overflow School Parking

When the campus lot is full, students and employees may park at the Faith Missionary
Church directly across the street from the 1407 building. Additional parking is available at the
Springettsbury Township Park located across the street and in proximity to the west entrance
door of the school building.

No parking under any circumstances is permitted in the St. Onge & Co. parking lot located
directly across the street from the Art Institute of York-Pennsylvania Campus parking lot.
Violators will be subject to towing and all related costs per St. Onge & Co. policy.

The Art Institute of York-Pennsylvania is not responsible for any damage done to vehicles
resulting from parking on or being towed from the off campus lots. Students and employees
are advised not to leave valuables in their vehicle while parking on these lots as well.
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1407 Building

Only employees of The Art Institute of York-Pennsylvania and York Technical Institute are per-
mitted to park in the respective 1407 parking spaces. All The Art Institute of York-Pennsylvania
employee vehicles must have a hangtag displayed when parking in this lot. The Art Institute of
York-Pennsylvania employees using the 1407 lot will be subject to the parking policy as stated.

Overnight Campus Parking

Prior notification to the Dean of Student Affairs, the receptionist, or the President is
required for any vehicle that must remain on the campus lot overnight due to mechanical
or other circumstances.

Reserved Rights

The Art Institute of York-Pennsylvania reserves the right to tow or boot vehicles at the expense
of the owner in enforcing the parking policy as stated. Any expenses incurred or damages to
the vehicle as a result of the tow or boot will be the sole responsibility of the vehicle owner.

The Art Institute of York-Pennsylvania reserves the right to prosecute persons found using the
campus parking lot in a reckless or abusive manner.

The Art Institute of York-Pennsylvania reserves the right to make changes and/or revisions to
the policies set forth in this document at any time without prior notice.

SMOKING

In order to accommodate both sides of the smoking issue, students must smoke out of doors
in the rear of the building or on the first floor at the far end of the computer wing (not outside
of'the library or main doors). All areas must be kept clean from cigarette butts. This privilege
may be revoked at any time.

STUDENT ARTWORK

Material submitted for class projects must meet commercial guidelines appropriate to businesses
in the Central PA area and be appropriate for portfolio and consumer presentation. Artwork
may not include profanity, occult, horror, religious, or obscene subject matter. Work handed in,
despite the Instructor’s objection, may receive a grade of F/Zero, at the Instructor’s discretion.
The Art Institute of York — Pennsylvania reserves the right to use student artwork produced
for school assignments for exhibit publication in the catalog, view book, brochures, and other
related material, with student permission. The original artwork will be returned. Students may
also choose to donate work for permanent exhibition in the school or permit a photograph to
be taken for school publications.

VISITORS
Visitors are not permitted in the classroom without prior approval of Instructors. All visitors
must register with the front desk.

SECURITY POLICY AND STATISTICS

In compliance with the Student Right-to-Know and Campus Security Act of 1990, as amended in
1998, the campus crime statistics are posted on the School’s web site and are issued to students
annually. The complete security policy may be found at the end of this catalog.

GALLERIES

Student artwork is proudly displayed in the Gallery and throughout the School. Itis used to demon-
strate the students’ achievement and the nature of their work to prospective employers and students.
The Community Gallery is used for special exhibits, visiting artists, and other shows of interest
to students and community.

SUPPLY STORE

The School Store is located in the building and is open Monday through Friday to provide
students with supplies, reference books, and other materials. Supplies are routinely priced
below suggested retail prices. The store also carries The Art Institute of York — Pennsylvania
apparel and accessories.
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HARRASSMENT POLICY
NO HARASSMENT

The Art Institute of York — Pennsylvania is committed to providing workplaces and learning
environments that are free from harassment on the basis of any protected classification including,
but not limited to race, sex, gender, color, religion, sexual orientation, age, national origin,
disability, medical condition, marital status, veteran status or on any other basis protected
by law. Such conduct is unprofessional, unproductive, illegal, and generally considered bad
for business. Consequently, all conduct of this nature is expressly prohibited, regardless of
whether it violates any law.

DEFINITION OF SEXUAL HARASSMENT

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, or other
verbal or physical conduct of a sexual nature where:

a. Submission to such conduct is an explicit or implicit term or condition of a person’s status
in a course, program or activity or in admission, or in an academic decision;

b. Submission to or rejection of such conduct is used as a basis for an academic decision; or

Such conduct has the purpose or effect of unreasonably interfering with an individual’s
work or academic performance or creating an intimidating, hostile, or offensive work or
educational environment.

Examples of sexual harassment include, but are not limited to: unwanted sexual advances;
demands for sexual favors in exchange for favorable treatment; verbal abuse of a sexual nature;
graphic commentary about an individual’s body, sexual prowess, or sexual deficiencies; leering;
whistling; touching; pinching; assault; coerced sexual acts; suggestive, insulting or obscene
comments or gestures; stalking; and displaying sexually suggestible objects or pictures. The
Art Institute of York — Pennsylvania prohibits all conduct of this nature whether or not such
conduct violates any applicable laws.

OTHER FORMS OF HARASSMENT

Verbal abuse, insulting comments and gestures, and other harassing conduct are also forbidden
under this policy when directed at an individual because of his or her race, color, sex, sexual
orientation, familial status, age, religion, ethnic origin, or disability. It is the responsibility
of each employee and each student to conduct him or herself in a professional manner at all
times and to refrain from such harassment.

COMPLAINT PROCEDURE

Students who feel they have been harassed should follow the Student Grievance Procedure
for Internal Complaints of harassment or discrimination. Promptly after learning of such
alleged conduct, The Art Institute of York — Pennsylvania will conduct an investigation for
the purpose of determining whether prohibited harassment has occurred. Efforts will be made
to ensure confidentiality to the extent consistent with the goal of conducting an appropriate
investigation. Students who initiate or participate in such investigations in good faith will be
protected against school-related retaliation. If an investigation confirms the allegations, The
Art Institute of York — Pennsylvania will take prompt corrective action, which may include
discipline, up to and including immediate dismissal.

COMPLAINT PROCEDURE

Persons seeking to resolve problems or complaints should first contact the person or persons
with whom they have the conflict. If unresolved, the person seeking to resolve the problem
should contact the next appropriate individual, in writing: if the conflict is with a fellow student,
this would be the Instructor. Ifthe conflict is with the Instructor, this would be the Department
Head. If the conflict is with a member of The Art Institute of York — Pennsylvania staff, this
would be the supervisor.
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Unresolved complaints should be referred to the Dean of Academic Affairs, the Senior Director
of Admissions, or another member of the Executive Committee. Students who feel that a
complaint has not been adequately addressed should contact, in writing, the President of The
Art Institute of York — Pennsylvania.

Students who feel that the President of The Art Institute of York — Pennsylvania has not
adequately addressed the complaint, the student may consider contacting The Art Institute of
York - Pennsylvania’s accrediting agency ACCSCT or the Department of Education.

Please direct such inquiries to:

Pennsylvania Department of Education
333 Market Street

Harrisburg, PA 17126-0333
(717)787-3787

Schools accredited by the Accrediting Commission of Career Schools and Colleges of Technol-
ogy must have a procedure and operational plan handling student complaints. If a student does
not feel that the school has adequately addressed a complaint or concern, the student may
consider contacting the Accrediting Commission. All complaints considered by the Commis-
sion must be in written form, with permission from the complainant(s) for the Commission
to forward a copy of the complaint to the school for a response. The complainant(s) will be
kept informed as the status of the complaint as well as the final resolution by the Commission.

Please direct all inquiries to:

Accrediting Commission of Career Schools & Colleges of Technology
2101 Wilson Boulevard. / Suite 302

Arlington, VA 22201

(703)247-4212

A copy of the Commission’s Complaint form is available at the school and may be obtained
by contacting the President of The Art Institute of York — Pennsylvania.

ANTI-HAZING POLICY

Hazing involving The Art Institute of York — Pennsylvania students or student groups is
strictly prohibited. Hazing is defined as any action or situation that recklessly or intentionally
endangers the mental or physical health or safety of a student for the purpose of initiation or
admission into or affiliation with any club or organization operating under the sanction of an
institution of higher education.

For purposes of this definition, any activity as described in this definition that the initiation or
admission into or affiliation with a club or organization is directly or indirectly conditioned
shall be presumed to be “forced” activity, the willingness of an individual to participate in such
activity notwithstanding. This policy is applicable to all students and members of a student
club or organization at The Art Institute of York — Pennsylvania. Every student and member
of a student club or organization is responsible for complying with this policy.

Individuals and/or student clubs that force, require, and/or endorse violations will be held
directly responsible through the School’s student conduct process and if appropriate, through
local authorities, which may pursue criminal action. Students who wish to make a complaint
under this policy should contact the Dean of Student Affairs located at 1409 Williams Road,
York, PA 17402. The negligence or consent of a student or any assumption of risk by the
student is not a defense to an action brought pursuant to this policy. Student club activities or
programs must not interfere with the rights and activities of others and should always reflect
the best interests of the members of the organization it represents and the School community
as a whole. In all cases of alleged violations of this policy, faculty and staff advisors and the
national/international headquarters, if applicable, of any organization will be notified.
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STUDENT GRIEVANCE PROCEDURE FOR INTERNAL COMPLAINTS OF
DISCRIMINATION AND HARASSMENT

The Art Institute of York — Pennsylvania does not discriminate or harass on the basis of race,
color, national origin, sex, gender, sexual orientation, disability, age, religion or any other
characteristic protected by state, local or federal law, in our programs and activities. The fol-
lowing person has been designated to handle inquiries and coordinate the school’s compliance
efforts regarding the non-discrimination policy: Director of Human Resources.

Students who believe they have been subjected to discrimination or harassment in violation of
this policy should follow the procedure outlined below. This complaint procedure is intended
to provide a fair, prompt and reliable determination about whether The Art Institute of York
- Pennsylvania non-discrimination policy has been violated.

1. Complainants are encouraged to file a complaint as soon as possible after an alleged
incident of discrimination has occurred. Any student who chooses to file a discrimination
complaint should do so with the Dean of Student Affairs, 1409 Williams Road, 755-2300 or
for academic matters with the Dean of Academic Affairs, 1407 Williams Road, 755-2300.
The complaint should be presented in writing and it should describe the alleged incident(s)
and any corrective action sought. The complaint should be signed by the complainant. In
most cases, the person accused of discrimination will be notified of the complaint by the
Dean of Student Affairs or the Dean of Academic Affairs.

2. The person accused of discrimination will have fourteen calendar days to respond to the
complaint in writing. The signed written response should be submitted to the Dean of
Student Affairs or Dean of Academic Affairs.

3. The Dean of Student Affairs or Dean of Academic Affairs will investigate the allegations.
Both the complainant and the accused will have the opportunity to meet and discuss the
allegations with the investigator and may offer any witnesses in support of their position
to the investigator during the course of the investigation. A student may be accompanied
during investigation meetings and discussions by one person (family member, friend,
etc.) who can act as an observer, provide emotional support, and/or assist the student in
understanding and cooperating in the investigation. The observer may not be an attorney,
unless otherwise required by local law. The investigator may prohibit from attending or
remove any person who disrupts the investigation in the investigator’s sole discretion.

4. The Dean of Student Affairs or the Dean of Academic Affairs will determine whether
a violation of The Art Institute of York — Pennsylvania non-discrimination policy has
occurred. The Dean of Student Affairs or the Dean of Academic Affairs will issue a written
determination as promptly as practicable. If the Dean of Student Affairs or the Dean of
Academic Affairs determines that the policy has been violated, the Dean of Student Affairs
or the Dean of Academic Affairs will also recommend corrective action.

5. The decision of the Dean of Student Affairs or the Dean of Academic Affairs may be
appealed by petitioning the President’s Office of The Art Institute of York — Pennsylvania.
The written appeal must be made within twenty calendar days of receipt of the determination
letter from the Dean of Student Affairs or the Dean of Academic Affairs. The President, or
his designee, will render a written decision on the appeal within thirty calendar days from
receipt of the appeal. The President’s decision shall be final.

6. Matters involving general student complaints will be addressed according to the Student
Complaint Procedures, a copy of which can be found in the Student Handbook.

For more information about your rights under the federal laws prohibiting discrimination,

please contact the Office for Civil Rights at the U.S. Department of Education or visit the

website at http://www.ed.gov/ocr.
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ARBITRATION

You and The Art Institute of York - Pennsylvania agree that any dispute or claim between you
and The Art Institute of York — Pennsylvania (or any company affiliated with The Art Institute
of York — Pennsylvania, or any of its officers, directors, trustees, employees or agents) arising
out of or relating to this enrollment agreement or, absent such agreement, your enrollment or
attendance at The Art Institute of York — Pennsylvania, whether such dispute arises before,
during, or after your attendance and whether the dispute is based on contract, tort, statute, or
otherwise, shall be, at your or The Art Institute of York — Pennsylvania’s election, submitted
to and resolved by individual binding arbitration pursuant to the terms described herein.

If you decide to initiate arbitration, you may select either, JAMS or the National Arbitration
Forum (“NAF”) to serve as the arbitration administrator pursuant to its rules of procedure. If
The Art Institute of York - Pennsylvania intends to initiate arbitration, it will notify you in writing
by regular mail at your latest address on file with The Art Institute of York — Pennsylvania and
you will have 20 days from the date of the letter to select one of these organizations as the
administrator. If you fail to select an administrator within that 20-day period, The Art Institute
of York — Pennsylvania will select one.

The Art Institute of York — Pennsylvania agrees that it will not elect to arbitrate any individual
claim of less than $5,000 that you bring in small claims court (or in a similar court of limited
jurisdiction subject to expedited procedures). If that claim is transferred or appealed to a dif-
ferent court, however, or if your claim exceeds $5,000, The Art Institute of York — Pennsylvania
reserves the right to elect arbitration and, if it does so, you agree that the matter will be resolved
by binding arbitration pursuant to the terms of this Section.

IF EITHER YOU OR The Art Institute of York — Pennsylvania CHOOSES ARBITRATION,
NEITHER PARTY WILL HAVE THE RIGHT TO A JURY TRIAL, TO ENGAGE IN DIS-
COVERY, EXCEPT AS PROVIDED IN THE APPLICABLE ARBITRATION RULES, OR
OTHERWISE TO LITIGATE THE DISPUTE OR CLAIM IN ANY COURT (OTHER THAN
IN SMALL CLAIMS OR SIMILAR COURT, AS SET FORTH IN THE PRECEDING PARA-
GRAPH, OR INAN ACTION TO ENFORCE THE ARBITRATOR’S AWARD). FURTHER,
YOU WILL NOT HAVE THE RIGHT TO PARTICIPATE AS A REPRESENTATIVE OR
MEMBER OF ANY CLASS OF CLAIMANTS PERTAINING TO ANY CLAIM SUBJECT
TO ARBITRATION. THE ARBITRATOR’S DECISION WILL BE FINAL AND BINDING.
OTHER RIGHTS THAT YOU OR The Art Institute of York — Pennsylvania WOULD HAVE
IN COURT ALSO MAY NOT BE AVAILABLE IN ARBITRATION.

The arbitrator shall have no authority to arbitrate claims on a class action basis, and claims
brought by or against you may not be joined or consolidated with claims brought by or against
any other person. Any arbitration hearing shall take place in the federal judicial district in
which you reside. Upon your written request, The Art Institute of York — Pennsylvania will
pay the filing fees charged by the arbitration administrator, up to a maximum of $3,500 per
claim. Each party will bear the expense of its own attorneys, experts and witnesses, regardless
of which party prevails, unless applicable law or this Agreement gives a right to recover any
of those fees from the other party. If the arbitrator determines that any claim or defense is
frivolous or wrongfully intended to oppress the other party, the arbitrator may award sanctions
in the form of fees and expenses reasonably incurred by the other party (including arbitration
administration fees, arbitrators’ fees, and attorney, expert and witness fees), to the extent such
fees and expenses could be imposed under Rule 11 of the Federal Rules of Civil Procedure.
The Federal Arbitration Act (“FAA”), 9 U.S.C. §§ 1, et seq., shall govern this arbitration provi-
sion. This arbitration provision shall survive the termination of your relationship with The Art
Institute of York — Pennsylvania. If you have a question about the arbitration administrators
mentioned above, you can contact them as follows: JAMS, 45 Broadway, 28th Floor, New
York, NY, 10006, www.jamsadr.com, 800-352-5267; National Arbitration Forum, P.O. Box
50191, Minneapolis, MN, 55405, www.arb-forum.com, 800-474-2371.

The above supersedes any inconsistent arbitration provision published in any other document.
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INSTITUTIONAL POLICIES

The Art Institute of York — Pennsylvania provides a wide variety of support services to its
students in order to assist them in completing their educational programs and reaching their
career goals. Every student is encouraged to take advantage of these support services.

CRIME AWARENESS AND CAMPUS SECURITY POLICY

The Art Institute of York — Pennsylvania and staff are concerned that every student enjoys a
safe, secure stay at The Art Institute of York — Pennsylvania. Crime awareness and campus
security are matters for which every student must take personal responsibility.

The Art Institute of York — Pennsylvania policies strictly prohibit the possession of weapons
and the illegal use of alcohol, controlled substances and drugs on the campus. Violation of
these rules or participation in criminal acts of any kind may result in prompt disciplinary
action including expulsion.

Pursuant to the Crime Awareness and Campus Security Act of 1990, the Campus Security Policy
and Report is available to prospective students upon request to the Dean of Student Affairs.
The report discusses, among other things, the importance of prompt reporting of crimes to
school officials and local police; campus security procedures aimed at encouraging students
and employees to be responsible for their own security and the security of others; counseling
and other assistance available from The Art Institute of York — Pennsylvania to any student
who may be the victim of a crime. No later than October 1 of each year, current students and
employees receive the annual Crime Awareness and Campus Security Report, which includes
statistics for the prior three calendar years.

Information about this policy is available in the Student Affairs office.

CAMPUS SAFETY

THE ART INSTITUTE OF YORK- PENNSYLVANIA
JEANNE CLERY DISCLOSURE OF CAMPUS SECURITY POLICY AND CAMPUS
CRIME STATISTICS REPORT
JUNE, 2009

INTRODUCTION

The Art Institute of York-Pennsylvania is providing the following information to all of its
employees and students as part of The Art Institute of York-Pennsylvania’s commitment to
safety and security pursuant to the requirements of the federal Jeanne Clery Disclosure of
Campus Security Policy and Campus Crime Statistics Act. If you should have questions about
any of the information provided in this Report, please contact the President, Tim Howard at
1409 Williams Road, York, PA 17402 717-755-2300.

. CAMPUS SECURITY AND CRIME PREVENTION POLICY

The Art Institute’s Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Report are distributed to every student and employee on an annual basis and are
available to prospective employees and students at their request. Employees receive a copy in
their mailboxes. The report is distributed to all students through the catalog and email.

REPORTING CRIMES AND EMERGENCIES

A safe environment is everyone’s responsibility. Students, faculty and staff are encouraged
to report all criminal acts, suspicious activities or emergencies promptly and have the right
to report these matters confidentially. Victims or witnesses to a crime are encouraged to file
a report of the incident. Reports can be filed on a voluntary, confidential basis for inclusion
in the annual disclosure of crime statistics by contacting the Dean of Student Affairs. Reports
are kept in a secure location in the office of the Dean of Student Affairs. Names of victims or
witnesses are not disclosed in the crime report. It is the policy of The Art Institute of York that
all criminal acts or other emergencies be properly documented and reported to local authorities
as required by law.
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Students and employees should promptly report all criminal actions and emergencies occurring
on or around The Art Institute’s facilities to the Dean of Student Affairs, Laura Ryder, or the
Director of Human Resources, Carolyn Lerew, either in person or by calling ext. 2644 for Ms.
Ryder or ext. 2571 for Ms. Lerew. If the Dean of Student Affairs and the Director of Human
Resources are not available, you may contact the President Tim Howard by calling ext. 2501
and the Springettsbury Police Department by dialing 911 for an emergency or York County
Police for non- emergencies by dialing 854-5571.

All criminal activity is documented by the completion of an Incident Report and is reported to
local police agencies and the Dean of Student Affairs. Criminal activity might include, but is
not limited to, burglary, motor vehicle theft, aggravated assault, robbery, sexual offense, hate
crimes, gender crimes or murder.

In the event of fire or medical emergencies, staff and employees should contact the Police by
dialing 911 and then notify the Dean of Student Affairs and the Director of Human Resources
if an employee is involved.

POLICIES FOR PREPARING THE ANNUAL DISCLOSURE OF CRIMINAL
STATISTICS

All incidents are reported and documented on the Incident Report, which is sent to the Dean
of Student Affairs. Reports are kept in a secure location in the office of the Dean of Student
Affairs. The annual crime report is prepared by gathering campus crime statistics and data
from local and state police and sheriff departments and other relevant information by Laura
Ryder, Dean of Student Affairs.

SECURITY AND ACCESS TO THE INSTITUTE

It is the policy of The Art Institute of York that access to all campus facilities, including housing
facilities, be limited to authorized personnel, students and invited visitors. All visitors are sub-
ject to The Art Institute’s policies and conduct codes. Students and employees are responsible
for the conduct of their guests at all times. Students, staff and faculty are required to have
their school issued identification on their person at all times prepared to show it when asked.

ACCESS TO ACADEMIC BUILDINGS

Access to facilities, which are either academic or administrative in nature, is granted without
immediate restriction during normal operating hours. The facilities are locked by officers after
hours, and then reopened in the morning for academic and administrative purposes.

All exterior lighting and landscaping are kept in good order. The parking lot lights and building
entrance lights are kept on from dusk to 2 a.m. everyday. Fixtures are regularly checked for
burned out lamps. The hedges and shrubs around the building and in the parking areas are
regularly trimmed by the groundskeeper. The sidewalks and means of egress are kept clear of
obstructions and are well lighted.

CAMPUS LAW ENFORCEMENTS

A safe environment is everyone’s responsibility. Each student, faculty and staff member should
follow security policies and procedures to ensure the safest possible environment. They are
encouraged to report all criminal acts or other emergencies promptly and accurately to the Dean of
Student Affairs. The Student Affairs department will have incident/accident reports for completion
by those who witness or are informed of any criminal activity occurring at The Art Institute .

The student or employee host should share responsibility for the lawful and appropriate
behavior of visitors.

Along with security personnel provided by a local outside agency individuals employed in certain
positions at the School represent The Art Institute’s security. These individuals are the Evening
Supervisor, Director of Facilities and the Security Personnel for the School. They are the campus
security officers although this is not their primary duty. They are instructed to enforce campus
security policies. These employees do not have the authority to arrest but will have the authority
to evict unauthorized persons from the campus premises and will notify local law enforcement
by dialing 911 for all actual or suspected criminal activities, including trespassing.
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RELATIONSHIPS WITH LOCAL AND STATE POLICE

The Art Institute of York is located in Springettsbury Township with in the County of York,
Pennsylvania. The Art Institute of York maintains a close working relationship with the
Springettsbury Police department with periodic contact initiated by The Art Institute of York
personnel to ensure that the school is aware of criminal offenses and arrests occurring on or near
the campus so that they can be properly reported, and if necessary, provide for timely warning
reports on crimes that represent a continuing threat. Timely warning reports are provided.

PROGRAMS TO INFORM STUDENTS AND EMPLOYEES ABOUT CAMPUS
SECURITY

All new Art Institute of York employees and students are instructed on crime awareness
and prevention during Orientation and New Hire Orientation, and Training Programs,
during which they are encouraged to be responsible for their security and that of others.
The orientation program includes a description of campus security policies and procedures,
suggestions on how to avoid becoming a crime victim, and procedures for reporting any
criminal activity or emergency.

The Art Institute of York also provides occasional in-service programs for students and college
personnel designed to heighten awareness of crime and its prevention. In addition to the annual
campus security report, students and staff are notified of specific security concerns as they
arise throughout the year.

Students are requested to review the School’s website at;
http://www.artinstitutes.edu/york/pdfs/sercurity _report.pdf where the Campus Statistics Act
and the School’s catalog for information regarding the Student Conduct Policy can be found.
Employees are requested to review the Employee Handbook where information regarding
Standards of Conduct and Safety can be found.

PROGRAMS TO INFORM STUDENTS AND EMPLOYEES ABOUT THE
PREVENTION OF CRIMES

The Art Institute of York provides occasional in-service programs for students, faculty and staff
designed to heighten awareness of crime and its prevention. The Student Affairs and Human
Resources departments sponsor these in-service programs. In the event The Art Institute ,
working with local police, determine that a particular criminal offense continues to be a threat
to the campus community, it will notify the campus community by bulletin board notices,
notices read by instructors in classrooms and notices in the student newsletter.

OFF-CAMPUS STUDENT ORGANIZATIONS

At the present time, The Art Institute of York does not have any off-campus student organizations.

DRUG AND ALCOHOL POLICIES

In keeping with section 120(a) through (d) of The Higher Education Act of 1965, as amended,
including the Drug-Free Schools and Communities Amendments of 1989 (Public Law 101-226),
a “Drug Free Schools and Campuses” publication, the Drug Prevention Policy, is provided to
all The Art Institute of York faculty and staff annually.

Pursuant to federal and state drug laws, students are prohibited from the unlawful manufacture,
distribution, possession, sale or use of illicit/illegal drugs. The Art Institute of York also enforces
state laws regarding underage drinking. This prohibition applies while on the property of the
school or when participating in any institutional activity. Students or employees who violate
this policy will be subject to disciplinary action up to, and including, expulsion from school
or termination of employment.
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PROGRAMS AND PROCEDURES REGARDING SEXUAL ASSAULT

Educational information promoting the awareness of rape, acquaintance rape, and other sex

offenses is available in Student Affairs. Brochures on sexual assault issues are available in

the Student Affairs office as well as the rest rooms and the student information board located
in the open work space. Should a student be sexually assaulted, it is the student(s) option to
notify the appropriate law enforcement authorities, including on-campus authorities and local
police. At the student’s request, the Dean of Student Affairs, the Executive Committee or other

The Art Institute of York officials will assist in notifying the proper authorities. Victims of

sexual assault or rape should follow these recommended steps:

* (o to a safe place following the attack.

* Do not shower, bathe or destroy any of the clothing you were wearing at the time of the attack.

* (o to a hospital emergency room for medical care.

* Make sure you are evaluated for the risk of pregnancy and venereal disease. (A medical
examination is the only way to ensure you are not injured and it could provide valuable
evidence should you decide to prosecute.)

*  Call someone to be with you, you should not be alone.

It is also recommended that victims call the Victim Assistance Center at 1-800-422-3204 or
854-3131 and R.A.LLN.N (Rape, abuse and incest hotline) 1-800-656-HOPE. It is open 24
hours a day and their counselors can help answer medical and emotional questions at any
hour and in complete confidence. Reporting the rape to the police is up to the victim, but it
is important to remember that reporting a rape is not the same as prosecuting a rape. Victims
are strongly encouraged to call the police and report the rape. If the victim requests, The Art
Institute of York will assist in identifying off-campus counseling or mental health services.
After any campus sexual assaults are reported, the victims of such crimes have the right to
request that The Art Institute of York personnel take steps or actions reasonably feasible to
prevent any unnecessary or unwanted contact or proximity with alleged assailants, including
relocation in housing, if applicable or the transfer of classes.

Other rape crisis centers or mental health agencies available to assist a victim of sexual
offenses include:

WellSpan Student Assistance program

ACCESS-York, Homeless Student Initiative Program

CONTACT York, Crisis Intervention

FIRST (free information & referral system teleline)

DISCIPLINARY ACTION AND SANCTIONS

On-campus disciplinary procedures against students will be in accordance with The Art Institute’s
published Student Conduct Policy. Both the accuser and the accused are entitled to have others
present during a disciplinary proceeding. Both will be informed of the outcome of any campus
disciplinary proceeding. For this purpose, the outcome of a disciplinary proceeding means only
The Art Institute of York has the final determination with respect to the alleged sexual offense and
any sanction that is imposed against the accused. Sanctions, which may be imposed following
a final determination of a disciplinary proceeding regarding rape, acquaintance rape, or other
forcible or non-forcible sex offenses, may include warning, probation, suspension or dismissal.

INFORMATION REGARDING REGISTERED SEX OFFENDERS

Students and staff may obtain information about registered sex offenders who are present on
campus by logging onto the national website at http://www.psp2.state.pa.us/SVP/index.html
and conducting a search by county.

IMMEDIATE EMERGANCY RESPONSE

In the case of an emergency situation students and staff at The Art Institute of York would be
notified via email and public announcement of an emergency situation. The Art Institute of
York currently has in place a crisis plan that would be implemented in an emergency situa-
tion. Information regarding the crisis plan can be obtained by seeing the Director of Human
Resources or Dean of Student Affairs.
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CRIME STATISTICS

Ai The Art Institute of York is providing the following information to all of its employees
and students as part of the Academy’s commitment to safety and security and pursuant to the
requirements of the Jeanne Clery Disclosure of Campus Security Policy and Campus Statistics
Act. All the incident report forms and local police reports are gathered annually for inclusion
in the Jeanne Clery Disclosure of Campus Security Policy and Campus Statistics Act.

Set forth in the attached document are the statistics available to the Institute concerning the
occurrence on the Institute’s campus, which were reported to local police agencies. The
second box below sets forth available statistics concerning the number of criminal offenses in
relation to hate crimes on the Institute’s campus, non-campus buildings and property, and public
property. Finally, in the third box arrests and “referrals for campus disciplinary action,” for
liquor law violations, drug law violations, and illegal weapons possession are listed. Victims
or witnesses may report crimes on a voluntary, confidential basis for inclusion in the annual
disclosure of crime statistics.

Al BRADLEY ACADEMY FOR THE VISUAL ARTS

The following statistics show the total criminal offenses, hate crimes and arrests/referrals for
campus disciplinary action that occurred on the Institute’s campus, non-campus buildings &
property and public property.

CRIME STATISTICS The following statistics are provided for your information in
compliance with the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act. Set forth below are statistics available to the Institute concerning the occurrence
of criminal offenses in the listed categories which were reported to campus security officials
or local police agencies
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DRUG-FREE WORKPLACE AND CAMPUS

The use of illegal drugs and the abuse of alcohol on the campus of The Art Institute of York
— Pennsylvania or in facilities are prohibited by school regulations and are incompatible with
The Art Institute of York — Pennsylvania goal of providing a healthy educational environment
for students, faculty, staff and guests. The following information is provided in compliance
with the Drug-Free Schools and Communities Act Amendments of 1989.

EFFECTS OF DRUGS AND ALCOHOL

Although individuals often use drugs and alcohol to achieve a variety of effects on mind and
body that are found to be temporarily useful or pleasurable, drugs can be highly addictive and
injurious. A person can pay a price in terms of his or her physical, emotional, and social health.

This price can be paid in a number of ways. The risk of contracting sexually transmitted
diseases, including AIDS, is increased through unwanted or unprotected sex when one is under
the influence of drugs or alcohol. Drugs can be the trigger for violent crime. Economic and
legal problems usually follow directly when one tries to support a drug habit by resorting to
crime. The dependence, illness, loss of job, and loss of family or friends that can result from
drug or alcohol use and abuse can be tragic.

In keeping with the mission of The Art Institute of York — Pennsylvania and the requirements
of state and federal law, Bradley has adopted this program to ensure a drug-free campus and
workplace and to prevent the use of controlled substances and the abuse of alcohol.

HEALTH RISKS ASSOCIATED WITH THE USE OF ALCOHOL
Short Term Risks

* Increased risks of accidents and injuries

* Alcohol-related traffic accidents (the leading cause of death for teens)
* Alcohol slows reaction time, decreases muscle coordination, and impairs vision
» Fatal overdose

* Unconsciousness or blackout

* Death by aspiration of vomit

¢ Nausea

*  Qastritis

Long-Term Risks

» Increased blood pressure

* Increased risk of heart attack

* Brain damage resulting in permanent psychosis

* Cancer of the mouth, esophagus or stomach

» Liver damage (cirrhosis, alcohol hepatitis, cancer)

* Ulcers and Gastritis

* Pancreatitis

* Birth defects

* In males — testicular atrophy and breast enlargement

* In females — increased risk of breast cancer

* Prolonged, excessive drinking can shorten life span by ten to twelve years.
HEALTH RISKS ASSOCIATED WITH THE USE OF DRUGS
Amphetamines (Speed, Uppers)

*  Malnutrition

» Hallucinations

* Dependence, psychological and sometimes physical
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Deliriants (Aerosols, Lighter Fluid, Paint Thinner)

* Permanent damage to lungs, brain, liver, bone marrow

* Loss of coordination, confusion, hallucinations

* Overdose causing convulsions, death

Depressants (Barbiturates, Tranquilizers, Methaqualone)

» Confusion, depression, loss of coordination

» Dependence, physical and psychological

* Coma, death (caused by overdose)

* Can be lethal when combined with alcohol

Hallucinogens (LSD, PCP, DMT, STP, Mescaline)

» Hallucinations, panic, irrational behaviors (which can lead to increased risk of accidents,
injuries)

* Tolerance overdose leading to convulsions, coma, death

* Possible birth defects in children of LSD users

Intravenous Drug Use

* Places one at risk for HIV infection (the virus causing AIDS) when needles are shared

Marijuana and Hashish

*  Chronic bronchitis

* Decreased vital capacity

* Increased risk of lung cancer

* In men lower levels of testosterone and increase in abnormal sperm count

Stimulants (Cocaine)

+ Painful nosebleeds and nasal erosion

* Intense "downs" that result in physical and/or emotional discomfort

» Tolerance and physical dependence can develop

Narcotics (Heroin, Morphine, Codeine, Opium)

*  Malnutrition

* Hepatitis

* Loss of judgment and self-control leading to increased risk of accidents, injuries

+ Dependence

* Overdose leading to convulsions, coma, death

SANCTIONS

The Art Institute of York — Pennsylvania in all of its actions, seeks to uphold local, state and

federal laws. Insofar as permitted by these laws, The Art Institute of York — Pennsylvania will

apply sanctions that could lead to a student being fined, suspended or expelled or an employee

being disciplined, suspended or dismissed for violation of the standards of conduct. Students and

employees may also be referred for prosecution. Disciplinary sanctions may include the comple-
tion of an appropriate rehabilitation program, at the student or employee’s expense, if necessary.
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ALCOHOL LEGAL SANCTIONS*

Possession or attempt to purchase alcohol by a person under the age of 21 (first offense).
Typical penalty: $100 fine; six (6) months probation; 100 hours community service
Maximum penalty: Sixty (60) days jail; $500 fine

Using a false driver’s license I.D. or allowing someone to use your driver’s license for an

I.D. (First offense).

Typical penalty: $100 fine; six (6) months probation; 100 hours community service
Maximum penalty: Sixty (60) days jail; $500 fine
Providing alcohol to a person under the age of 21 (first offense)
Typical penalty: $500 fine, possible probation
Maximum penalty: Sixty (60) days jail; $500 fine
*These and all information is subject to change based on local law enforcement standards.
CONVICTIONS FOR DRUG-RELATED OFFENSES

Any student convicted of any drug-related criminal statute must notify the Dean of Student
Affairs, in writing, no later than five (5) days after such conviction regardless of where the
offense occurred. This is because under federal and state laws, any student convicted of a drug-
related felony offense must be denied all federal and state assistance, including Pell Grants.
However, a criminal conviction shall not be necessary to find that a student has violated these
standards of conduct, and The Art Institute of York — Pennsylvania need not, and ordinarily
will not, defer its own actions and sanctions pending the outcome of any criminal proceeding.

DANGER SIGNALS INDICATING A DRUG OR ALCOHOL PROBLEM

Following is a listing of classic danger signals that may indicate the presence of a drug or
alcohol problem:

* abrupt changes in mood or attitude

» decreased efficiency at work or at school

» frequent absences, tardiness, and/or early departures

 relationship problems with family, friends, and co-workers

* unusual outbursts of anger and hostility

» social withdrawal

COUNSELING

If you observe any of these changes in yourself or another student, you are encouraged to talk
with the Dean of Student Affairs.

Abuse of alcohol or drugs can lead to dependency and addiction, with serious consequences for
personal health and overall quality of life. There are drug and alcohol counseling, treatment,
and rehabilitation facilities available in our area where students and employees may seek
advice and treatment.

YORK AREA RESOURCES

There are also organizations that may be contacted for help such as The York/Adams Drug &
Alcohol Program Hotline (1-800-441-2025) and the Underage Substance Abuse Program Hotline
(717-843-8204). The National Institute on Drug Abuse Hotline (1-800-662-4357) is available from
8:00 a.m. to 2:00 a.m., Monday through Friday and from 11:00 a.m. to 2:00 a.m. on weekends.

EXECUTIVE COMMITTEE

The Art Institute of York-Pennsylvania’ Executive Committee consists of a seven member
board including Tim Howard, President; Marla Price, Dean of Academic Affairs; Diane
Merino, Senior Director of Admissions; William Gutshall, Director of Career Services; Sanjiv
Nayyar, Director of Administrative and Financial Services; Carolyn Lerew, Director of Human
Resources, Laura Ryder, Dean of Student Affairs. All members are located at 1409 Williams
Road, York, PA 17402.
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ADMINISTRATION

Tim Howard, President
MS Candidate, Business, Argosy University, Online
BA, Broadcast Journalism, Marshall University, WV

Angela Anderson, Director of Public Relations
BA, Foreign Language, Moravian College, PA

Allen Brenner, Academic Director, Fashion & Retail Management
BA Candidate, Humanities, Thomas Edison State College, NJ
Coursework in Fine Arts, West Chester State University, PA

Cheryl Bristol, Remediation Specialist
MS, Education, State University of New York, NY
BA, Elementary Education, State University of New York, NY

Jennifer Crawmer, Director of Institutional Effectiveness
MBA Candidate, Organizational Psychology and Development,
American Intercontinental University, Online

BFA, Drawing, Kutztown University, PA

William Guntrum, Academic Director, Media Arts & Animation, Web Design & Interactive Media
MFA, Painting, New York Academy of Art, NY
BS, Biology, Lebanon Valley College, PA

William Gutshall, Director of Career Services
MS, Organizational Communications, Shippensburg University, PA
BA, Communications, Shippensburg University, PA

Jeffrey Haase, Director of Facilities
AS, Mechanical Engineering, York College of Pennsylvania, PA

Frank Hallett, Director of Information Technology
BS, Communication, Clarion University of Pennsylvania, PA

Roxann Harris, Registrar

MBA, Administration, South University, GA

BS, Business Administration, Central Pennsylvania College, PA
ASB, Business Management, Yorktowne Business Institute, PA

Sally Hawthorne, Faculty Development Director

MA Candidate, Humanities, California State University, CA
M. Ed, Art Education, Millersville University, PA

BA, Art and Education, DePauw University, IN

Dominique Jordon-Tosh, Assistant Academic Director, Web Design & Interactive Media
MFA Candidate, Computer Arts New Media, Academy of Art University, CA
BA, Visual & Performing Art, University of Maryland Baltimore Campus, MD
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Edward Kabhler, Academic Director, Graphic Design

MFA Candidate, Graphic Design, Marywood University, PA
BS, Graphic Design, The Art Institute of Pittsburgh, PA
Diploma, Illustration, York Academy of Arts, PA

Dusti Kottke, Director of Housing
MS Candidate, Counseling, Argosy University, VA
BS, Criminal Justice, Shippensburg University, PA

Carolyn Lerew, Director of Human Resources

MA, Organizational Leadership, Gonzaga University, WA

SPHR, Senior Professional in Human Resources certification, HR Certification Institute
BA, Fashion Marketing, Marymount University, VA

Keith McCleary, Academic Director, Interior Design, Kitchen & Bath
MS, Interior Architectural Design, Marywood University, PA
BS, Graphic Design, Maryland Institute, College of Art, MD

Diane C. Merino, Senior Director of Admissions
Diploma, Business, Bradford School, PA
College credits, Pennsylvania State University, PA

Marla Price, Dean of Academic Affairs

Doctorial Candidate, Organizational Leadership, Argosy University, IL
M Ed, Education, American Intercontinental University, IL

BA, Education, Drury University, MO

Carrie Reich, Librarian
MLS, Library Science, Clarion University, PA
BA, English, Messiah College, PA

Laura Ryder, Dean of Student Affairs

MS, Counselor Education and Guidance Counseling certification, McDaniel College, MD
BS, Applied Behavioral Science, Pennsylvania State University, PA

AS, Human Development and Family Studies, Pennsylvania State University, PA

Catherine Sowers, Director of Accounting
BS, Accounting, York College of Pennsylvania, PA
AS, Business Management, York College of Pennsylvania, PA

Karel Valken, Director of Student Financial Services
BS, Marketing and Management, LaSalle University, PA

Sanjiv Nayyar, Director of Administrative and Financial Services
MBA, Finance, University of Virginia, VA
BS, Business, Dav College, India

Patricia Yontosh, Academic Director, General Academics
MA, English Literature, Millersville University, PA
BA, English Literature, Pennsylvania State University, PA
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FACULTY

Gregory Beecher

MA Candidate, Interior Design, Savannah College of Art and Design, GA
BFA, Interior Design, Fashion Institute of Technology, NY

Full-time Instructor, Interior Design, Kitchen & Bath

Ora Bentz

MA Candidate, Interior Architectural Design, Marywood University, PA
BS, Art Education, East Carolina State University, NC

Full-time Instructor, Interior Design, Kitchen & Bath

Robert Buchanan

MFA, Illustration, Syracuse University, NY
BFA, Illustration, University of the Arts, PA
Full-time Instructor, Graphic Design

Donovan Douglas

MFA, Animation & Visual Effects, Academy of Art University, CA
BS, Communication Television/Film, James Madison University, VA
Full-time Instructor, Media Arts & Animation

Matthew Feeser

MA, Speech Communications, University of Maryland, MD
BS, Communication Studies, Towson State University, MD
Full-time Instructor, General Education

Alex George

M Ed, Art Education, Mansfield University, PA
BS, Art Education, Mansfield University, PA
Full-time Instructor, Graphic Design

Michele Goodwin

MS, Psychology, Argosy University, VA

BS, Psychology, York College of Pennsylvania, PA
Full-time Instructor, General Education

Eber Gordon

MFA Candidate, Marywood University, PA

BS, Graphic Design, The Art Institute of Pittsburgh, PA

Diploma, Design & Illustration, The Ivy School of Professional Art and Design, PA
Full-time Instructor, Graphic Design

Darren Jordan

MFA, Printmaking, Tyler School of Art, PA
BFA, Printmaking, Kutztown University, PA
Full-time Instructor, Media Arts & Animation

Mark Kroh

MS Candidate, Information Systems & Technology, South University, GA
Diploma, Web Design, The Art Institute of Pittsburgh, PA

BA, Art History, Bucknell University, PA

Full-time Instructor, Web Design & Interactive Media
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Lisa Lopez

MA, Museum Studies & Textiles, Fashion Institute of Technology, NY
BS, Textile & Apparel Design, University of Texas-Austin, TX
Full-time Instructor, Fashion & Retail Management

Patricia Macomber

M Ed., Guidance Counseling, George Mason University, VA

BA, Theater & Government, The College of William and Mary, VA
Full-time Instructor, General Education

Kimberly Morrison

MA, Interior Architectural Design, Marywood University, PA
BS, Interior Design, Indiana University of Pennsylvania, PA
NCIDQ and NKBA Certification

Full-time Instructor, Interior Design, Kitchen & Bath

Thomas Notarangelo

BA Candidate, Graphic Design, York College of Pennsylvania, PA
AD, Communications Design, Antonelli Institute of Art, PA
Full-time Instructor, Graphic Design

Roger Petersen

BA, Graphic Design, Thomas Edison State College, NJ
Instruction Certification, Commercial Art, Temple University, PA
Diploma, Illustration, Layton School of Art, WI

Full-time Instructor, Web Design & Interactive Media

George Rutledge

MA, English, Kutztown University, PA
BS, Psychology, Ursinus College, PA
Full-time Instructor, General Education

Philip Smith

MFA, Hand Weaving & Textile Design, Rochester Institute of Technology, NY
BS, Art Education, Indiana University of Pennsylvania, PA

Full-time Instructor, Interior Design, Kitchen & Bath

Shane Stehman

BS Candidate, Multimedia Design, The Art Institute of Pittsburgh, PA
AST, Multimedia Design, Bradley Academy for the Visual Arts, PA
AST, Graphic Design, The Art Center of Tucson, AZ

Full-time Instructor, Web Design & Interactive Media

John Stephan

MFA, Computer Art, Design & 3D Animation, Savannah College of Art and Design, GA
BA, Media Studies, State University of New York, NY

Full-time Instructor, Media Arts & Animation

Lareé Waltemyer

MA Candidate, Business Communication in Entrepreneurship, Jones International University, Online
BS, Fashion Merchandising, Pennsylvania University, PA

Full-time Instructor, Fashion & Retail Management

MFA Candidate, Academy of Art University, CA
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Justin Akers
Ashley Althouse
Clara Anderson
Edgar Askey
Linda Askey
Tara Baltozer
Marilyn Border
Michelle Brillhart
Lindsay Briggs
Emily Bucher
Julie Camasi
Megan Ciganek
Brett Curry
Steven Daggs
Susan Doll

Lori Fry

David Gottschall
Rae Jean Gracey
Justin Hoffman
Lucinda Jacoby
Kelly Jones
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STAFF

Katerina Karimi
Jack Koicuba
Leslie Lauer
Rene Lopez
Ann Ness
Steven Neumyer
Jamie Pickel
Leslie Poper
Trisha Rego
Brent Rinehart
Casey Schmehl
Deborah Shenton
Melanie Shoff

Audrey Stankiewicz

Kayla Stough
Susan Swartz
Nicole Tolman
Kathryn Winter
Charlotte Winters
Dorothy Yuska



