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Academic Integrity  

 

Policy Title: Academic Integrity 
Policy Number: 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 
Last Reviewed: July 2022 

 
Background 
Academic integrity is the very heart of the educational enterprise.  In order to learn, students 
must think for themselves.  While it is acknowledged that learning occurs when one is exposed 
to the thoughts and words of others, it is expected that the student distinguishes the words and 
thoughts of others from his/her own.  Failure to make this distinction is considered an academic 
integrity violation. 
 
Purpose 
Northwest Tech is committed to the academic and ethical development of our students. We 
work to create an academic environment that is challenging, while upholding the core values of 
respect, honesty, and integrity. Administration, staff, and faculty will help students to 
understand these values, as they are fundamental to the student experience at Northwest Tech 
and future employment in the working world.  
 
Scope 
The academic integrity policy applies to courses offered on campus, online. Students in the 
Early College Programs (dual credit; Concurrent Enrollment; junior/senior option) may be 
subject to academic integrity policies in place in their high schools. 
 
Definitions 
“Attribution” Attribution refers to giving credit to the sources used in the learning process.  The 
way which a student would attribute words and thoughts to the proper sources is to provide a 
citation according to a published style guide (i.e. the APA or MLA style guide). 
 
“Intentional plagiarism” Intentional plagiarism is the act of knowingly using someone else’s 
words or thoughts without giving the other person proper credit.  Because it may be difficult to 
determine a student’s intentions, intentional plagiarism may be defined as plagiarism that 
occurs after the student has been instructed in plagiarism and given resources such as the 
Online Writing Lab (OWL) at the Purdue University website, and is therefore subject to 
disciplinary action.   
 
“Unintentional plagiarism” Unintentional plagiarism is the act of committing plagiarism 
without knowingly doing so.  Because it may be difficult to determine a student’s intentions, 
unintentional plagiarism may be defined as the student’s first incident of plagiarism and should 
be followed by instructional resources to assist students in learning how to appropriately cite 
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sources. Further, the student should be issued a warning that the next incident will be 
considered intentional plagiarism and will be subject to disciplinary action.   
 
“Source” A source is any information (published or unpublished; written document, website, or 
recorded item; visual, auditory, digital or textual) which a student has consulted during the 
learning process.  The student is obligated by academic integrity to attribute the sources used 
when submitting academic assignments, papers, exams or other learning activities. 
 
Policy 
It is the policy of Northwest Tech to uphold the highest standards of academic integrity, and to 
investigate, and if necessary, to implement disciplinary actions pertaining to any violations of 
academic integrity. 
 
Students who exhibit academic integrity demonstrate the following characteristics: 

• Submit work that is their own.  
• Appropriately identify the work of others when it is incorporated into his/her own work, 

including direct quotations, summaries and paraphrases.  
• Follow the instructions of the faculty with regard to permissible materials in the learning 

environment at the time of examinations/quizzes/assignments.  
• Follow instructions of the faculty with regard to leaving the examination room prior to 

the conclusion/submission of the exam/quiz/assignment 
• Follow instructions of the faculty regarding the submission of online work 
• Proceed during examinations/quizzes/assignments without any assistance and without 

communicating in any way with others while the examination/quiz/assignments are 
being conducted, unless permitted by the instructor.  

• Refrain from securing and/or distributing the content of any examination/quiz, without 
the permission of the instructor.  

Violations of the Academic Integrity Policy include, but are not limited to the following:  
• Plagiarism: An act or instance of using or closely imitating the language and thoughts of 

another author without authorization and the representation of that author’s work as 
one’s own, as by not crediting the original author. Examples would include, but are not 
limited to the following:  
o Quoting, paraphrasing or summarizing another’s work without appropriately 

acknowledging the source.  
o Using another’s content without acknowledging the source. 
o Submitting another’s work, purchased or otherwise obtained, as one’s own.  

• Cheating on Examinations/Quizzes/Assignments: Examples would include, but are not 
limited to the following:  
o Using another’s work,  
o Bringing to the learning environment materials that are not permitted by the 

instructor,  
o Communicating with another student(s),  
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o Receiving any kind of assistance including, but not limited to, assistance from 
electronic devices  

o Obtaining or disseminating the content of an examination/quiz/assignment without 
the permission of the instructor.  

• Facilitating Academic Dishonesty: Knowingly allowing another student to utilize, copy, 
or cheat from one’s own examination/quiz/assignment.  

• Unauthorized Collaboration: Sharing information or aiding another person during an 
examination or in preparing academic work without prior authorization of instructor.  

• Fabrication is the use of invented information or the falsification of research or other 
findings in an academic exercise. Examples include, but are not limited to:  
o Fabricating a citation for a research paper or other project.  
o Changing a graded examination, paper, homework assignment, or other project and 

re-submitting it to the instructor to claim an error in grading.  
• Other forms of dishonest academic conduct include any actions by which one seeks an 

unfair academic advantage over others. Examples include, but are not limited to:  
o Destroying or altering the academic work of another student.  
o Lying about or otherwise misrepresenting the work of another student.  
o Selling or giving away all or part of an unadministered test including answers to an 

unadministered test.  
o Bribing any other person to obtain an unadministered test or any information about 

the test.  
o Entering a building or office for the purpose of obtaining an unadministered test.  
o Continuing to work on an examination or project after the time specified for the 

student has elapsed.  
o Entering a building or office for the purpose of changing a grade in a grade book, on 

a test, or on other work for which a grade is given.  
o Changing, altering, or being an accessory to the changing and/or altering of a grade 

in a grade book, on a test, a “change of grade” form, an electronic record, or other 
official academic record of the University that relates to grades. 

 
 
Procedures 
To ensure a fair and timely resolution to any academic integrity violation allegations, the 
following procedure shall be followed.  

1. Faculty notifies the student of the suspicion of academic dishonesty and schedules an 
appointment with the student to discuss the matter in person, by phone, or via email as 
soon as reasonably possible.  

2. During this meeting between faculty and student, faculty reviews information collected 
by the faculty member and information given by the student to determine if a violation 
of academic integrity occurred.  

a. If the Faculty determines the incident is unintentional plagiarism, Faculty will 
provide the Plagiarism Review assignment for the student to complete in the 
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Learning Management System (Moodle). This incident shall be reported to the 
Dean of Student Advancement but no disciplinary action will be taken. 

b. If the faculty member confirms the integrity violation was intentional, the 
“Violation of Academic Integrity Policy Report” will be completed by the faculty 
member, signed by the student, and sent to the Dean of Student Advancement.  

3. Dean of Student Advancement will log the “Academic Integrity Report” into the 
student’s permanent record and will give official notice to the student via email of the 
consequence based on the number of offenses in the student’s record. 

Sanctions. 
Consequences for violating the Academic Integrity Policy are intended as corrective actions, but 
are progressive in nature if violations continue. Each academic integrity violation, and 
accompanying consequence, will apply across all courses taken during the student’s enrollment.   
 

1. First incident: considered “unintentional plagiarism.” The student will complete the 
Plagiarism Review assignment and faculty will submit a report to the Dean of Student 
Advancement for inclusion in the student’s file 

2. Second Incident: The student will receive a zero “0” on the assignment/quiz/test in 
question.  

3. Third Incident: The student will fail the course in which the incident occurs, and will 
receive an “XF” on their permanent academic transcript. The “XF” indicates they have 
failed a course due to an academic integrity violation.  

4. Fourth Incident: Because the student has been trained on academic integrity, and given 
two additional disciplinary actions, the college retains the right to administratively 
withdraw the student from all Northwest Tech courses for the remainder of the 
semester. (Refer to the section in this catalog pertaining to the consequences of 
administrative withdrawal.) If the student wishes to return to the college, the student 
must pursue the institutional readmission process (refer to the section in this catalog 
pertaining to readmission).  

Students found to be in violation of the academic integrity policy have the right to appeal the 
process. The basis of the appeal is limited to:  

• Failure to notify student of allegation  
• Failure to provide student the opportunity to discuss the allegation  
• Failure to follow the published academic integrity procedure  
• Other specific errors or omissions that may have influenced the outcome  

Students who wish to appeal should refer to the Grievance Policy, starting with Step 4. (Refer 
to the section in this catalog pertaining to the Grievance Policy.) 
 
[return to this section’s Table of Contents] 
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Accommodations 

 

Policy Title: Accommodations for Students with Disabilities 
Policy Number: 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 
Last Reviewed: July 2022 

 
Background 
Pursuant to Section 504 of the Rehabilitation Act, and the Americans with Disabilities Act, 
Northwest Tech seeks to provide reasonable accommodations for students with disabilities to 
ensure an accessible learning environment. 
 
Purpose 
The purpose of this policy is to ensure an accessible learning environment for students with 
disabilities and to outline the procedures necessary for students to request accommodations.  
This policy also stipulates the responsibility of the student to complete the intake process in a 
timely manner so that reasonable accommodations can be provided before the student 
experiences academic difficulties. 
 
Scope 
The scope of this policy covers learning experiences as described on course syllabi for all 
students on the Northwest Tech campus and other venues affiliated with Northwest Tech 
academic programs. 
 
Definitions 
“Disability” The Americans with Disabilities Act (ADA) defines a person with a disability as one 
who has a mental or physical impairment that substantially limits one or more major life 
activity.  This includes individuals who have a record of such an impairment and/or those who 
are regarded as having a disability. 
 
“Documentation” Documentations refers to legal or medical reports that verify an individual’s 
disability and/or an individual’s IEP or IPE.  Northwest Tech asks that students who request 
accommodations provide documentation of the disability in order to help ascertain reasonable 
accommodations. 
 
“IEP” The Individualized Education Plan is a document created by public schools receiving 
federal funding to outline the personalized learning needs for a student with a disability. 
Students are responsible for requesting the IEP from their high schools. 
 
“IPE” The Individual Plan for Employment is a document created by Vocational Rehabilitation 
services outlining an individual’s vocational goal and the services to be provided to reach that 
goal. Students are responsible for providing the IPE for the intake process. 
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“Intake Process” The intake process refers to the two steps that are required for the college to 
determine reasonable accommodations for the student: (1) submission of the Disability 
Services Student Intake Form and (2) participation in the intake appointment with the Dean of 
Academic Advancement. 
 
“Reasonable Accommodation” A reasonable accommodation is any change to the classroom 
environment or teaching/learning process) that allows a student with a disability to perform 
the academic activities necessary to succeed in the program of study. The Dean of Academic 
Advancement is charged with determining what constitutes a reasonable accommodation on a 
case-by-case basis for students who request accommodations. 
 
“Timely manner”. Timely manner refers to when the student notifies the Dean of Academic 
Advancement of the request for accommodations:  upon applying for admission, or upon first 
enrollment, or at the beginning of the semester.  Failure to disclose the disability and request 
accommodations at these key times may result in academic difficulties and poor grades.  
Northwest Tech recognizes the importance of being proactive to help the student achieve 
success. 
 
Policy Statement 
It is the policy of Northwest Tech to provide and coordinate services for students with 
disabilities in order to reasonably accommodate their disabilities and to promote equal access 
to educational opportunities.  If a student with a disability does not request an accommodation 
in writing, Northwest Tech is not obligated to provide one and cannot be held responsible for 
the student’s academic performance. 
 
Procedures 
The first step in the process is for the student to request assistance.  Current and prospective 
students are encouraged to complete the Disability Services Student Intake Form on the 
NWKTC website:  https://nwktc.wufoo.com/forms/disability-services-student-intake-form/ 
 
Upon receipt of the Disability Services Student Intake Form, students will be contacted by the 
Dean of Academic Advancement to set up an intake appointment to discuss the 
accommodations requested.  It is the responsibility of the student requesting the 
accommodation to have current documentation from an appropriate diagnostician (e.g., 
physician, psychologist, or past educational organization; the IEP or the IPE) regarding the 
nature of his or her disability and the need for any requested academic adjustment or auxiliary 
aids. The college may request a separate evaluation at the college’s expense.  
 
After meeting with the student to discuss the request, the student’s history and experiences, 
and the documentation provided by the student, the Dean of Academic Advancement will 
respond by granting or denying the request of assistance.  
 
Upon granting the request, the Dean of Academic Advancement will: 

https://nwktc.wufoo.com/forms/disability-services-student-intake-form/
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● Prepare a written document which specifically lists how the college will provide the 
accommodations to the student with the disability.  

● Forward a copy of the written document to the student  
● If the student is working with the Vocational Rehabilitation office, and has indicated the 

name of the Vocational Rehabilitation officer on the FERPA waiver form, the Dean of 
Academic Advancement may forward the written document of accommodation to the 
designated officer. 

● Forward a written notice of specific accommodations and adjustments to the faculty who 
teach the student and to other relevant staff members who may be included in providing 
accommodations to the student (i.e. testing center staff; tutoring staff; etc.) 

 
Upon denial of the request, the Dean of Academic Advancement will:  
● Prepare a written document explaining the reason(s) for denying the request  
● Forward that recommendation to the college President for a final decision by the President 

within 10 college days.  
● Upon final decision of the college President, meet with the student to inform him/her of the 

President’s decision and give a copy of the above-mentioned document to the student.  
● Explain to the student that if they do not agree with the President’s decision, the option to 

appeal is available to them by following the Student Grievance Procedure beginning with 
Step 6.  

 
[return to this section’s Table of Contents] 

Appeals Procedure  

 
Policy Title: Appeals Procedure Policy 
Policy Number: 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 
Last Reviewed: June 2022 

 
Background 
Students who have followed the complaint/conflict resolution process without satisfaction may 
advance their complaint through this appeals procedure.   
 
Additionally, students who have been found to be in violation of school policies (Code of 
Student Conduct; Academic Integrity Policy; Satisfactory Academic Progress; etc.) may wish to 
appeal the decision/finding.  Northwest Tech aims to provide clear information regarding its 
procedures for students to appeal administrative decisions/findings. 
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Purpose 
The purpose of this policy is to provide due process for students who wish to appeal a 
decision/finding. 
 
Scope 
The scope of the policy covers complaints/conflicts which were not resolved to the student’s 
satisfaction through the complaint/conflict resolution process.   
 
Additionally, this policy covers student appeals for all disciplinary proceedings and 
decisions/findings. 
 
 
Policy Statement 
It is the policy of Northwest Tech to provide due process for students who wish to appeal 
administrative decisions regarding policy violations, as well as for complaint/conflict resolution 
processes. 
 
Procedures 
The student who wishes to appeal an administrative decision is directed to use the procedure 
outlined below.  
 
First Step: The student must prepare a written statement of the nature of the appeal.   
A. This statement should be a formal letter (students may google how to format a business 

letter) that includes a factual account of the initial incident or situation, including dates, 
times, witnesses, previous attempts to resolve the issue, and other relevant information.   

B. The letter must also clearly state the basis for the appeal (i.e. were the procedures not 
applied appropriately, policies not followed, relevant evidence was not considered, etc.).   

C. In the case of student disciplinary or academic issues, the letter must include how the 
student intends to change behavior and improve performance to avoid future violations of 
college policy. 

D. Students may include documents or other evidence that bolster the case. 
E. Students shall proofread the letter to ensure that it contains proper grammar, spelling, 

punctuation (as if submitting an essay for English class).  This attention to detail indicates a 
serious commitment to the cause and an ability to communicate responsibly and 
professionally. 

F. Submit letter to the Dean of Student Advancement within three (3) days of the 
administrative decision you are appealing. While the letter is to be written as a formal 
letter, it may be sent via email. 

 
Second Step: Dean of Student Advancement Review. The Dean of Student Advancement will 
review the appeal letter and will adjudicate the case within ten (10) business days. The Dean of 
Student Advancement will provide a written response (email message) to the student regarding 
the decision.   
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If the student is still unsatisfied with this decision, the student may proceed to the third step.  
The appeal letter and other appropriate documentation (including Dean of Student 
Advancement correspondence) must be submitted to the Dean of Academic Advancement 
either in person or by email.  
 
Third Step: Dean of Academic Advancement Review. The Dean of Academic Advancement will 
review the entire case and then adjudicate the appeal in writing within ten (10) business days 
and supply a copy of the adjudication to student (through email) and to the Office of the 
President.  
 
Fourth Step: Presidential Review. Should the student deem it necessary he or she may appeal 
in writing the decision of the Dean of Academic Advancement to the Office of the President. 
This must also be done in writing and filed within ten (10) business days. The President shall 
respond within ten (10) days and may do so by meeting with parties involved or by written 
response.  
 
Fifth Step: Student Welfare Committee Review. Should the student desire to appeal the 
President’s decision, the student may submit a signed written statement of appeal within ten 
(10) business days to the Board Clerk (in the Office of the President). The Clerk will then notify 
the Chairperson of the Student Welfare Committee. The Student Welfare Committee 
Chairperson will then arrange to review the case prior to the next regularly scheduled board 
meeting. The Board Clerk will notify all parties concerned of the decision of the Student Welfare 
Committee within ten (10) business days from the hearing.  
 
Sixth Step (Final Step): Area Board of Control. Should the student desire to appeal the decision 
of the Student Welfare Committee to the Area Board of Control, the student may submit a 
signed written statement of appeal within ten (10) business days to the Board Clerk. The Clerk 
will then notify the Chairperson of the Area Board of Control. The Board Chairperson will then 
arrange to review the case at the next regularly scheduled board meeting. The Board Clerk will 
notify all parties concerned of the decision of the Area Board of Controls within ten (10) 
business days from the hearing. This is the final decision; no further appeals may be made. 
 
[return to this section’s Table of Contents] 
 

Attendance 

 

Policy Title: Attendance Policy 
Policy Number: xxx 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 
Last Reviewed: July 2022 
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Background 
Several accreditation bodies and/or certifications explicitly state the number of clock hours 
required for eligibility to test or eligibility to be licensed.  Excessive absences impact the 
student’s eligibility for certification and/or licensure in some programs.   Tardiness and absence 
also impact student learning and skill development in general.   
 
Further, members of each program’s advisory boards have indicated that excessive 
tardiness/absence from work is a soft skill that needs to be developed in the training 
environment/classrooms at Northwest Tech.  Because employees typically earn two weeks of 
vacation time per year as a new employee, Northwest Tech has established the threshold 
number of 35 clock hours of attendance in one semester (the equivalent of one week vacation) 
as the criterion for dismissing students for excessive absences. 
 
Purpose 
The purpose of this policy is to establish a maximum number of clock hours that a student may 
miss before being dismissed from the program of study. 
 
Scope 
This policy applies to career and technical programs of study; however, attendance in general 
education courses should be reported to the program instructors as part of the cumulative 
hours missed.  While the maximum number of hours is consistent across campus, each program 
of study may develop their own formula for accounting for student tardiness and absence. 
 
Attendance (participation) in online classes is not covered by this policy. 
 
Definitions 
“Absence” An absence refers to the fact that the student is not present in class, regardless of 
the reason. 
 
“Attendance report” The attendance report is a form developed by Northwest Tech that 
instructors complete and submit to the Dean of Student Advancement to report student 
absences. 
 
“Dismissal” Dismissal refers to the act of administratively withdrawing a student from school. 
(Refer to the section in this catalog pertaining to administrative withdrawal.)  Dismissal from 
college impacts a student’s eligibility for federal financial aid, scholarships, athletic 
participation; and termination of the student housing contract without refund. 
 
“Excused absence” Each program may determine how to define an excused absence and 
whether to include these absences in their reports. Examples of excused absences may include:  
attending professional conferences related to the program; participating in athletic events as an 
active member of the team; illness; family emergency; etc. 
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“Hour out” Hour out refers to dismissal from college when a student exceeds 35 clock hours of 
absences. 
 
“Leave of absence” The leave of absence refers to an extended absence from school due to 
prolonged illness, hospitalization, family emergencies, or other life events that require the 
student to miss several days or weeks of school.   
 
“Tardiness” Tardiness refers to arriving to class after the official start time.  Each program of 
study and general education faculty may establish their own guidelines for what constitutes 
tardiness and how to account for tardiness in the attendance report. 
 
“Unexcused absence” Each program may determine how to define an unexcused absence and 
whether to include these absences in their reports.  Examples of unexcused absences may 
include:  oversleeping; being dismissed from class for behavioral issues; failure to provide 
documentation for an absence; etc. 
 
 
Policy Statement 
It is the policy of Northwest Tech to track student tardiness and absences in campus-based 
classes as they accrue to 35 hours per semester.  Upon reaching 35 hours of absence from 
classes in one semester, students will be dismissed from college. (Refer to the section of this 
catalog pertaining to administrative withdrawal.)  Each semester, students will start with 0 
hours of absence, regardless of the cumulation of absences in the previous semester.  
 
Procedures 
Instructors in each program of study are responsible for defining “tardiness,” “excused 
absence,” and “unexcused absence.”  These definitions should be included in the program 
handbook. 
 
Instructors in each program should review the attendance policy at the beginning of each 
semester with their students. Further, instructors should ask students to sign an 
acknowledgment document indicating the student’s awareness of, and agreement to comply 
with, the attendance policy.  Instructors also should explain the process for students to 
complete absence reports. 
 
Instructors collect absence reports and record student attendance on a daily basis so that they 
may complete the “Attendance/Academic Alert” form and have a conference with the student 
at the appropriate intervals. 
 
Instructors are asked to notify and confer with students as the students’ absences approach 
30%, 60% and 90% of the 35 hours allowed for absence in one semester.  Thus, when a student 
accumulates 10.5 hours (30%) of absence, the first conference should occur during which both 
the student and the instructor sign the attendance report form.  Subsequent conferences and 
documentation should occur at 21 hours (60%) and 31.5 hours (90%). 
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Instructors are asked to notify the Dean of Student Advancement when a student reaches the 
60% interval and the 90% interval. 
 
Upon reaching the 90% interval, the Dean of Student Advancement will ask the student to 
attend a conference to discuss the ramifications of being dismissed from college due to this 
“hour out” policy.   
 
When a student reaches the 35-clock-hour threshold, the instructor should immediately notify 
the Dean of Student Advancement.  The Dean of Student Advancement will initiate an 
administrative withdrawal for that student, which will include:  

• Preparing official notification to the student which explains the expectations for 
resolving any outstanding balances in the business office; returning college-owned 
items; determining whether student has paid for tools and other supplies that may be 
on the billing account; terminating the housing contract; and provides options for 
student appeal and/or eligibility or re-admission in future semesters;  

• notifying the Registrar so that the student’s academic transcript will record grades of 
“W” for each class in the semester;  

• notifying the business office so that the student’s billing account and financial aid 
records will be adjusted accordingly;  

• notifying the Athletic Director if the student is an athlete so that eligibility for 
participation will be adjusted accordingly;  

• notifying the Housing Director if the student has a housing contract so that 
arrangements can be made for the student to vacate the premises by the date specified. 

 
[return to this section’s Table of Contents] 

Authentication of Online Students 

 

Policy Title: Authentication of Online Students 
Policy Number: 
Responsible Division: Academic Advancement  
Board Approval Date: 01/01/2010 
Last Reviewed: July 2022 

 
Background 
Institutions accredited by the Higher Learning Commission (HLC) are required to submit a 
Federal Compliance report which includes policies/procedures regarding the verification of 
student identify for distance learning classes per Federal Requirement 34 CFR §602.17(g) which 
states that colleges must have processes in place that establish that a student who is enrolled in 
online courses is the same student who is academically engaging in the program.   
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Purpose 
Because the online learning environment does not provide a way for students and instructors 
to interact in person, it may be possible for academic integrity violations to occur.  The purpose 
of this policy is to take measures to establish that students who submit work in online classes 
are actually the students who are enrolled in the online class. 
 
Scope 
This policy applies to online courses only. 
 
Definitions 
“Learning Management System (LMS)” A Learning Management System is a software 
application designated for instructional activities.  The LMS is a secure application requiring a 
password and log-in credentials.  Instructors develop and store instructional materials in the 
LMS; students can access the materials and submit assignments or take exams in the LMS 
environment. 
 
“Moodle” Moodle is the Learning Management System (LMS) that Northwest Tech uses for the 
purpose of developing courses and tracking student performance in classes. 
 
Policy Statement 
It is the policy of Northwest Tech to authenticate the identity of students who are enrolled in 
online classes.  NT has identified the following as acceptable methods of identity verification:  

2. An individual secure login and password,  
3. Proctored activities, and/or  
4. Other technologies or practices that are effective in verifying student identification.  

Procedures 

1. Upon admission to NWKTC, students are issued a user name and password, which is 
required to be used each time a student participates in coursework online.  

2. Students are instructed to change passwords on a regular basis to help maintain student 
security.  

3. Students are instructed that sharing their login credentials (username and password) is 
prohibited and such action is subject to the academic integrity policy. 

4. Students are required to authenticate each time they log into Moodle or proctored 
exams to minimize the possibility of academic dishonesty.  

5. In-person activities that require identity authentication are verified by NT employees 
personally familiar with the students.  

6. NT relies upon the high school employees to verify that students who complete the 
Early College Program courses are indeed the students who enroll in the classes.  

7. All methods of verifying student identity in distance education must protect the privacy 
of student information.  

8. Faculty members are encouraged to design courses that support academic integrity.  
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9. Other practices to authenticate students in online courses: 

a. Require students to record (video) assignments for submission 
b. Require FaceTime, Skype or Zoom conferences periodically with students to discuss 

assignments/exams/papers 
c. Initiate contact with student through email or phone call to discuss 

assignments/exams/papers 

[return to this section’s Table of Contents] 

Complaints and Conflict Resolution 

 

Policy Title: Complaints and Conflict Resolution Policy 
Policy Number: 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 
Last Reviewed: June 2022 

 
Background 
Students who have issues, concerns, or complaints regarding academics, student life, finances, 
facilities, or employees are encouraged to seek resolution in a manner that edifies all involved.   
 
NT aims to educate students on the proper channels to follow regarding resolution of conflict 
and complaints, so that students learn that it is not advisable to “go to the top” without first 
addressing the personnel at the appropriate level. 
 
NT also aims to empower employees to resolve conflicts or complaints that relate to their area 
of responsibility. 
 
Purpose 
The purpose of this policy is to provide a process for students who wish to register a complaint 
and/or to seek conflict resolution for campus-based issues.  A secondary purpose is to educate 
students about going through the proper channels of a complaint process so that personnel at 
the appropriate levels are involved in the resolution. 
 
Scope 
The scope of this procedure covers all aspects of the student’s experience on campus (housing, 
dining, facilities, classroom, athletics, academics, and interactions with employees).  
 
This policy does not cover appeals regarding administrative withdrawal decisions.  
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This policy does not cover sexual assault/harassment incidents (refer to the section in this 
catalog pertaining to sexual assault and harassment). 
 
Policy Statement 
It is the policy of Northwest Tech to be responsive to student complaints and to provide an 
opportunity for appropriate personnel to participate in the conflict resolution process.  
 
Procedures 
The student who has a complaint or a conflict is instructed to follow the procedures below. 
 
Level One: Direct Discussion with Employee. The first step should be to discuss the 
concern/complaint directly with the employee. Many situations can be satisfactorily addressed, 
or misunderstandings clarified, at this level. When this occurs, no further action is called for.  
 
Level Two: Supervisor Review. In the event that a concern/complaint cannot be adequately 
addressed through direct discussion with the employee, the student may take another step by 
submitting a written statement (may be an email message) to the relevant employee’s 
supervisor.   
 
Students may refer to the organizational chart on the NT webpage to discover the appropriate 
supervisor for employee.  Note that all faculty are supervised by the Dean of Academic 
Advancement; all coaches and athletic staff are supervised by the Athletic Director; housing 
staff are supervised by the Dean of Student Advancement; office staff/employees are 
supervised by Directors of the department; Deans, Vice Presidents and custodial staff are 
supervised by the President).  
 
The written statement should identify the student, employee, course or activity, a factual 
description of the problem, dates/times and any other relevant information including past 
efforts to address the problem.  The supervisor will meet with the employee to discuss the 
situation and to review any related materials that may be relevant. This must be completed 
within three (3) business days. The supervisor may take action at this point to either resolve the 
conflict, or to mediate a resolution between the student and employee. 
 
Level Three:  Appeal Process.  If unsatisfied with the supervisor’s resolution, the student may 
follow the appeal process (see Appeals Policy in this section of the catalog). 
 
[return to this section’s Table of Contents] 

Credit Hour Student Workload  

 
Policy Title: Credit Hour Student Workload 
Policy Number: 
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Responsible Division: Academic Advancement  
Board Approval Date: 06/22/2022 
Last Reviewed: July 2022 

 
Background 
Institutions accredited by the Higher Learning Commission (HLC) are required to submit a 
Federal Compliance report which includes policies/procedures regarding the assignment of 
credit hours for all types of courses regardless of modality (i.e. online or face-to-face courses) 
per Federal Requirement 34 CFR §§602.16(a)(1)(viii), 600.2 and 668.8(k) and (l).  
 
According to the Carnegie Foundation for the Advancement of Teaching, the credit hour is 
considered to be three clock hours. 
 
According to the Kansas Board of Regents, the clock hour equivalency for the credit hour is 
defined in the following ways: 
 
Lecture:   1 credit hour = 750 minutes = 12.5 clock hours 
Lab/Shop:    1 credit hour = 1125 minutes = 18.75 clock hours 
OWE/Clinical:  1 credit hour = 2700 minutes = 45 clock hours 
 
Federal Requirement CFR 34 §600.2 defines the credit hour as one hour of classroom or direct 
faculty instruction and a minimum of two hours of out-of-class student work each week for 
approximately fifteen weeks for one semester 
 
Purpose 
The purpose of this policy is to define the expectations for students to complete coursework or 
homework associated with classes; to notify students of these expectations so they can plan 
their time accordingly. 
 
Scope 
The scope of this policy includes online classes as well as campus-based classes. 
 
Definitions 
“In-class work.” In-class work is defined as teacher-led instruction (lecture).   
 
“Out-of-class work.”  Out-of-class work is defined as homework; or lab/shop work; or 
clinical/practicum/Occupational Work Experience (OWE). 
 
“Semester.” One semester of career/technical program classes consists of 16 weeks on the 
NWKTC campus.  For general education classes on the NWKTC campus, one semester consists 
of 15 weeks.  For Concurrent Enrollment Program classes on high school campuses, one 
semester consists of 18 weeks. 
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Policy Statement 
Each course syllabus shall define the anticipated student workload in terms of in-class and out-
of-class work. It is expected that for each hour of in-class teacher-led instruction, there will be 
two hours of out-of-class work. 
 
For career and technical programs, students are in class more than 30 hours per week.  “In-
class” teacher-led instruction may occur 2-3 hours per day, while “out-of-class” work may refer 
to work completed in shops or doing live work for the remaining 4-5 hours per day. 
 
Procedures 
The template for the NWKTC course syllabus shall include a statement that notifies students of 
the expectation for in-class and out-of-class work. 
 
For on-campus courses the student work load for each credit hour shall consist of three clock 
hours (180 minutes) per week.  The work may occur in the classroom as teacher-led instruction 
(lecture); or in a shop/lab doing hands-on work; or out of class as homework or as 
clinical/practicum/OWE (Occupational Work Experience).   
 
For Concurrent Enrollment Program (CEP) courses in high schools, the student work load for 
each credit hour shall consist of three clock hours (180 minutes) per week.  The work may occur 
in the classroom as teacher-led instruction (lecture); or in a shop/lab doing hands-on work; or 
out of class as homework.   
 
For online (distance education) courses, student workload in terms of clock hours is defined by 
the instructional equivalencies chart (below).   

▪ Activities that are considered in-class work (direct instruction) include: discussion 
forums; lectures either in text or video/audio format; quizzes; exams; student 
presentations.   

▪ Activities that are considered out-of-class work (indirect instruction) shall include: 
reading assignments; research; writing assignments; studying for exams/quizzes; 
preparing for in-class presentations. 

 
 
Instructional Equivalencies for Online Education: 
 

Instructional Equivalencies 

READ 

Reading Indirect Textbooks, webpages, PDF 
documents typed as a textual 
document (i.e. not PowerPoint 
slides) 

1 page = 3 minutes 

PowerPoint slides 
(reading only) 

Indirect Without voiceover recording 
(caution: PowerPoint presentations 
without voiceover can be 

3 slides = 1 minute 
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disengaging and may lack 
instructional value if concepts are 
not explained adequately) 

WATCH 

PowerPoint 
presentation  

Direct With voiceover recording Actual time of 
recording 

Video Direct Whether the video is self-produced, 
or a recorded Zoom 
videoconference, or a professionally 
produced video (check copyright and 
Fair Use rules) 

Actual time of 
recording 

DO 

Discussion Forum Indirect Initial post to starter question early 
in week;  
two follow up posts later in week 

30 minutes initial 
post 
15 minutes per follow 
up 

Reflection papers Indirect Written work in which student 
recaps course content; student 
engages in reflective thinking 

1 page = 60 minutes 

Research papers Indirect Written assignments for which 
students must look up at least two 
sources and write a paper that 
analyzes the topic, incorporating 
information from sources 

1 page = 360 minutes 

Videoconferencing Direct Zoom meetings between instructor 
and student(s)   

Actual time of 
meeting 

Interviews 
(videoconferencing 
or in person) 

Indirect Interviews with guest speakers or 
persons of interest as required to 
complete a written or recorded 
assignment 

Actual time of 
meeting plus 60 
minutes of 
preparation time (for 
background research, 
writing questions, 
setting up the 
interview and sending 
a thank you note) 

Oral presentation  
or video 
production 

Direct Assignment for which student must 
prepare a script or content, and 
prepare some sort or visual aid (i.e. 
PowerPoint) or record him/herself 

1 minute of in-class 
presentation = 30 
minutes of out-of-
class preparation 

Quiz or exam 
(objective 
questions) 

Direct For multiple choice, true/false, 
matching or fill-in-the-blank 
questions 

1 question = 5 
minutes 
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Quiz or exam 
(subjective 
questions) 

Direct For short answer or essay questions 1 question = 10 
minutes 

Simulation Indirect Activity requiring use of Virtual 
Reality or specialized technology to 
practice skill sets 

Estimate amount of 
time based on the 
complexity of the skill 
set 

Online labwork Indirect Interactive exercises that require 
students to use an online program to 
input parameters in order to see 
how that impacts output 

Estimate amount of 
time based on how 
many steps are 
required for the 
experiment  

Clinical experience Indirect Student is immersed in a job-related 
environment as part of a 
requirement for a course or 
certificate program 

Follow regulatory 
guidelines 

 
[return to this section’s Table of Contents] 

Campus Closure (Inclement Weather) 

 

Policy Title: Campus Closure (Inclement Weather) Policy 
Policy Number: xxx 
Responsible Division: Office of the President  
Board Approval Date: 07/24/2021 
Last Reviewed: June 2022 

 
Background 
Northwest Kansas Technical College will hold classes each scheduled day of the college year 
except in the cases where it would be imprudent for students and employees to be travelling 
to/from or to be on campus.  
 
Purpose 
The purpose of this policy is to ensure the safety of the campus community by notifying them of 
inclement weather or other conditions that necessitate the closure of the campus.   
 
Scope 
On-site classes only (not high schools, or online). Students who meet on other (Quinter or high 
schools) campuses must be aware of situations that differ from those at the Goodland campus.  
Students who participate in clinicals, OWE (occupational work experience), internships, 
practica, and other off-campus classes must be in communication with their instructors to be 
apprised of closures that pertain to their unique circumstances. 
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Policy Statement 
It is the policy of Northwest Tech to determine when the safety of students and employees may 
be endangered by inclement weather or other threats to the community, the facilities, or the 
safe passage required to bring students/employees to and from the college campus. 
 
The President is the only official who may determine when a campus closure is necessary; when 
appropriate, the President may delegate the responsibility for such determination to the Dean 
of Student Advancement.   
 
Procedures 
When necessary, the administration may close the campus and notify students/employees 
through Code Red, and notify the public through appropriate mass media outlets (NWKTC 
website; radio stations in the service area; etc.) 
 
Electronic Days (eDays)  
Instructors may choose to provide online educational activities for their students through 
Electronic Days (eDays). eDays may occur during inclement weather and at times when class 
does not meet for extended periods of time. Students will need access to the Internet during 
this time and must complete any assignments given.  
 
[return to this section’s Table of Contents] 

Information Technology 

 

Policy Title: Information Technology Policy 
Policy Number: 
Responsible Division: Information Technology 
Board Approval Date: 07/24/2021 
Last Reviewed:  
 

 
Background 
It is the intent of Northwest Tech to provide a quality technological environment for the college 
community in which certain standards are observed. Use of the technology resources is limited 
to purposes related to the college’s mission of education. Certain responsibilities accompany 
usage of such resources and understanding them is important for all computer users. Use of 
technology resources is contingent upon compliance with college policies and standards and all 
governing federal, state and local laws and regulations. All Northwest Tech students, faculty, 
administrators, staff and guest users who are authorized to use Northwest Tech computing 
facilities and services are responsible for reading, understanding and complying with this policy. 
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All users of the college computer resources shall agree to use the resources legally and 
ethically. Anyone who uses the technology services agrees to comply with the expectations 
outlined. The policies in this code apply to all hardware and software that make use of college 
resources, regardless of who owns the equipment or programs. 
 
Purpose 
The purpose of this policy is to ensure data integrity and the security of hardware, software, 
and access to information related to the enterprise of the college and to academic programs. 
 
Scope 
The scope of this policy covers all computing devices and network access owned and operated 
by Northwest Tech 
 
 
Policy Statement: Acceptable Use of Technology  
 
It is the policy of Northwest Tech to provide information technology resources to support 
education, research and communication. Students and employees are expected to abide by the 
standards of acceptable use; any violations of acceptable use policy will be subject to 
disciplinary actions as appropriate. 
 
The following activities are acceptable uses of this information technology environment:  

● Instruction of Northwest Tech classes  
● Faculty & Student Research  
● Class Assignments  
● Official work of students, faculty, administration and staff, recognized student  

and campus organizations, and agencies of the college  
● Electronic communication that supports instruction, research, or official work of 

students, faculty, administration, and staff  
● Personal use by authorized users that does not interrupt or diminish access to resources 

for other users and does not violate any applicable law, regulation or College policy  
 
It is a violation of the Northwest Tech Acceptable Use of Technology Policy to engage in any of 
the following behaviors:  

● Violate copyright law in any manner, including but not limited to, downloading 
copyrighted audio, video, graphics, or text materials from the internet without proof of 
proper licensing arrangements. Computer software must be used in accordance with 
license agreements, whether it is licensed to the college or to the individual.  

● Use another person’s account or PIN number or give your password, PIN number, or 
identification to another person for the purpose of gaining access to a college-owned 
computer, network, or database resource. Users are responsible for safeguarding their 
identifications and passwords. Each user is responsible for all transactions made under 
the authorization of his or her ID and password.  
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● Access a file on a college-owned computer or network without the permission of the 
owner to copy, rename, modify, or examine it or to change file protection or visibility. 
Lack of protection on a file does not imply right of access.  

● Interrupt or inhibit the access of others to Northwest Tech technology resources by 
actions such as distributing computer viruses, worms, or bulk email.  

● Operate a college-owned computer in a manner that is otherwise wasteful of any 
computing or network resource.  

● Gain access to Northwest Tech technology resources when one is no longer an eligible 
user.  

● Employ a computer to annoy or harass other users: for example, to send obscene, 
abusive, or threatening mail or email.  

● Misuse information accessed while performing work as a Northwest Tech employee. 
Information stored on administrative computers and servers is confidential. Use or 
distribution of such information other than as authorized or assigned is prohibited by 
college policy and state and federal laws.  

● Access or attempt to access the college’s administrative systems and records without 
explicit permission by the data owner or their designee.  

● Read, delete, or in any way modify the college’s administrative system data without 
explicit permission; distribute, publish, or in any way make known any such data to 
unauthorized persons.  

● Tamper with computers, printers, or any other associated college-owned equipment.  
● Remove, without authorization, computer equipment, disks, paper documentation, 

data, or other technology resources.  
● Connect any device, other than a computer or printer (e.g., game console, network hub 

or router, etc.) to Northwest Tech’s computer network.  
 

Requirements for Acceptable Use of College Technology Resources  
Users Must:  
● Comply with the Acceptable Use of Technology Policy  
● Understand and agree that use of Northwest Tech technology resources indicates 

acceptance of the policy  
● Understand that the use of a personally-owned computer that is on the Northwest Tech 

network obligates the owner to comply with the Northwest Tech Acceptable Use Policy  
● Understand College computer facilities and electronic classrooms are established for 

educational purposes and those purposes must take priority over other usage 
 
Computing Resources  
 
The accidental or intentional introduction of a destructive program, such as a "virus", can have 
serious consequences to the network. Users should be aware of the threat of viruses and use 
adequate protection against spreading them to their own machines. Any attempt to 
compromise the college computer security systems will not be tolerated.  
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Computing resources shall be used in accordance with the high ethical standards of the college 
community. Examples of unethical use include:  

● Violations of computer system security  
● Unauthorized use of computer accounts, files and data, which do not belong to the user  
● Unauthorized use of access codes assigned to others  
● Violation of another user's privacy  

 
Account Access  
 
No person may use or attempt to use any computer account other than his/her own assigned 
account. An account holder may not lend his/her account(s) to another user.  
 
A user should only access or attempt to access files in his/her own accounts, files which have 
been made accessible to him/her, or files which have been made publicly accessible.  
 
Any user who is eligible to view or change sensitive institutional data must maintain the 
appropriate confidentiality and security of that information, in accordance with college policies 
as well as state and federal laws. Users must not use their network security permissions to 
obtain sensitive information beyond what is directly related to their job assignments.  

 
Courtesy  
 
Abuse of college-owned public access computers and network resources may result in the 
suspension of privileges. In general, college-owned desktop and laptop computers, network 
resources, software, peripherals, and electronic mail will be used for academic or 
administrative purposes only. Illegal pornographic, threatening or nuisance messages are 
violations of the user’s pledge to use computing facilities ethically.  
 
Proper use follows the same standards of common sense, courtesy, and restraint in the 
consumption of shared resources that govern use of other public facilities.  
 
Proper use includes:  

● Regular deleting of unneeded files from one’s accounts on servers  
● Refraining from overuse of information storage space, printing or processing capacity  
● Refraining from sharing accounts with ineligible parties (friends or relatives)  
● Acquiring accounts for which you are ineligible  
● Refraining from the distribution of mass emails without proper authorization  

 
Sanctions  
 
The college may take disciplinary and/or legal action against any individual who violates any 
computing policies. This action could include temporary or permanent suspension of the 
individual’s privileges to all or part of the college computing facilities, temporary suspension or 
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permanent separation from the college. Illegal acts involving Northwest Tech computing 
resources may also be subject to prosecution by state and federal authorities.  
 
Privacy  
 
Northwest Kansas Technical College seeks to protect computer-based information, recognized 
as a primary administrative, educational, and research asset, from accidental or intentional 
unauthorized modification, misuse, destruction, disruption or disclosure. In support of its effort 
to protect the integrity of its computing systems, workstations, networks, lab facilities, etc., the 
college has the right to monitor its computing facilities.  
 
Northwest Tech has an obligation to respect the privacy of a user’s network account, files, 
electronic mail, and network transmissions to the best of its ability. With reasonable cause, 
Northwest Tech has the right to monitor any and all aspects of a system, including individual 
login sessions, to determine if a user is acting in violation of the policies set forth in this 
document or as stated by law.  
 
Liability Disclaimer 
 
Northwest Tech hereby expressly and explicitly disclaims any liability and/or responsibility for 
violations of the policy stated above. Northwest Tech does not warrant that the function or 
services performed by users or the information contained on the college’s technology resources 
will be kept confidential, meet the users’ requirements, be uninterrupted or error free, or be 
corrected of objects.  
 
[return to this section’s Table of Contents] 
 

Intellectual Property 

 
Policy Title: Intellectual Property Rights 
Policy Number: xxx 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 
Last Reviewed: June 2022 
 

 
Background 
Throughout the academic enterprise, individuals may be creating innovative or scholarly works 
that enhance the knowledge base in a variety of professions.  Individuals who create these 
works outside of their employment conditions are entitled to retain intellectual property rights 
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for their creations.  Northwest Kansas Technical College is committed to protecting the 
intellectual property rights of all college employees and students.  
 
Purpose 
The purpose of this policy is to differentiate intellectual property that is developed by, for, and 
within the academic enterprise (employees on-the-job) from intellectual property that is 
developed by, for and outside of the academic enterprise (employees off-the-job).   
 
Policy Statement 
It is the policy of Northwest Tech that intellectual property created on college time with the use 
of college facilities or financial support is defined as college property. Works related to an 
employee’s job responsibilities, even if he or she is not specifically requested to create them, 
will belong to the college as works-for-hire.  
 
Employees who create Intellectual works that meet the following guidelines will be owned by 
the employee and any revenue derived from such works shall belong to the creator:  

● Unrelated to the employee’s job responsibilities and made no more than incidental use 
of college resources  

● artistic, literary, or architectural work deemed as a “scholarly work”  
 
 
Student Academic Creations  
The student, by enrolling in the college, gives the institution a nonexclusive royalty free license 
to make, modify, retain, reproduce, or display the work as may be required by the process of 
instruction and/or recruitment of prospective students. 
 
[return to this section’s Table of Contents] 

Student Right to Privacy (FERPA) 

 
Policy Title: Student Right to Privacy (FERPA) Policy 
Policy Number: 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 
Last Reviewed: June 2022 
 

 
Background 
The Health Insurance of Portability and Accountability Act (HIPPA), Gramm-Leach-Bliley Act 
(GLBA), and the Family Education Rights and Privacy Act (FERPA) require the college to protect 
the privacy of certain personal health information, financial records, educational records and 
personal student information.  
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Purpose 
It is the intent of the college to comply with all applicable provisions of these Acts.  
 
Policy Statement 
It is the policy of Northwest Tech that all employees shall safeguard personally identifiable 
information and shall take all necessary and required measures to otherwise protect private 
information created, stored, transmitted or disposed in the course of their job duties, 
regardless of the medium in which that information is maintained.  
 
Procedures 
Employees and instructors are discouraged from emailing data or documents that may contain 
personally identifiable information (PII) or other information protected by privacy laws, unless 
the document has been appropriately encrypted. 
 
Storage of PII and other information protected by privacy laws should follow the guidelines 
provided by Information Technology for digital storage.  For storage of hard-copy documents, 
employees and instructors are required to use a locked receptacle (i.e. file drawer) within a 
locked office. 
 
Student Educational Records (Rights to Privacy)  
Northwest Kansas Technical College complies with the Family Education Rights and Privacy Act 
of 1974 in the collection, maintenance, and dissemination of official student records. These 
records are subject to inspection and review by the student. Northwest Tech has 45 days to 
respond to individual requests though this amount of time would not normally be required. 
Students wishing to challenge the accuracy of their records should contact the records clerk. 
Information in a student's record will not be released without the student's permission 
although "directory information" will be released.  
This information will include:  

● Student’s name.  
● Affirmation student is enrolled.  
● Local address and phone number.  
● Home address.  
● College, department, division, or major.  
● Date of enrollment, degrees received, honors awarded, and job placement  
● Participation in officially recognized activities.  

 
 
 
Consent to Release Records  
Northwest Tech must receive a form duly signed prior to all other educational records being 
released by the college. Forms are available through the Office of the Registrar.  
 
Transfer of Records/Rights  
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When the student becomes eighteen years of age or is attending a post-secondary institution, 
all rights formerly accorded parents of the student become the sole rights of the student. 
Students wishing to have the above information withheld from releases must notify the 
Registrar in writing. Forms are available through the Office of the Registrar.  
 
Open Records Act  
All records, except those subject to exception by the Kansas Open Records Act, shall be open to 
inspection by the public during regular office hours. Requests for accessing records must be 
made in writing to the President’s Office during normal business days.  
 
Ethical Standards in Privacy of Personal Information Policy  
The Health Insurance of Portability and Accountability Act (HIPPA), Gramm-Leach-Bliley Act 
(GLBA, and the Family Education Rights and Privacy Act (FERPA) require the college to protect 
the privacy of certain personal health information, financial records, educational records and 
personal student information. It is the intent of the college to comply with all applicable 
provisions of these Acts.  
 
Employees shall abide by and follow all college policies, procedures, and programs regarding 
the safeguarding of such information and shall take all necessary and required measures to 
otherwise protect private information created, stored, transmitted or disposed in the course of 
their job duties, regardless of the medium in which that information is maintained.  
Individuals who believe that their rights under the Act(s) have been violated may file a 
complaint with the Dean of Academic Advancement.  
 
[return to this section’s Table of Contents] 
 

Test Out (Challenge Exams) 

 

Policy Title: Test Out (Challenge Exams) 
Policy Number: 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 
Last Reviewed: June 2022 
 

 
Background 
Within the first week of the course, students enrolled in eligible courses have the option to 
attempt to test out of the course by following the Course Test Out Procedure. Students 
achieving the minimum score on the examination or better will pass the course with the 
corresponding later grade earned from the test out exam. The student is required to pay the 
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tuition and fees for the course, but the student is not required to attend the course for the 
remainder of the semester.  
 
Faculty members in the designated courses are required to create the examination to reflect 
outcomes and competencies of the course. The examination must be on file with the Dean of 
Academic Advancement.  
 
Purpose 
The purpose of this policy is to provide students the opportunity to demonstrate prior learning 
that students bring to certain courses.  
 
Scope 
This policy covers only the following eligible courses:  
Business Math, Computer Fundamentals, Personal Finance*, Technical Math  
 
* This course requires the student to have completed a similar course in the secondary/post-
secondary education level and must produce a transcript as evidence.  
 
Policy Statement 
It is the policy of Northwest Tech to provide an opportunity for students to test out of 
designated courses.  The fee for taking the exam is $25, and if the student passes the exam with 
the minimal score required, the student may refrain from attending the class.  The course will 
remain on the student’s schedule so that a grade may be assigned for the transcript.  The 
student remains responsible for paying tuition and fees for the course. 
 
Procedures 

1. Faculty member of the eligible courses must notify the entire class of the option to test 
out on the first official day of class.  

2. Student must notify the instructor within the first two days of the course and set up a 
mutually agreeable time to take the examination within the first week of the course.  

3. Student must pay the business office the $25 test out fee (non-refundable). The fee 
cannot be charged to student accounts.  

4. Student must show proof of payment to the instructor prior to taking the examination.  
5. Student must achieve a minimum of 70% on the examination.  

a. If students do not meet this minimum score, the student will continue to take the 
course as planned for the semester.  

b. If students achieve the minimum score or higher, the student will pass the course 
with the corresponding letter grade earned from the test out exam. The student is 
not required to attend the course for the remainder of the semester.  

6. Instructors will submit official records of the names and results for each student tested 
to the Registrar and to the Business office for proper processing within three business 
days of the test date.  

7. Instructors shall retain the graded exam taken by the student for two years. 
 



 
 

Section Six: Academic Policies (updated July 2022) 
 

2022-2023 NWKTC CATALOG AND STUDENT HANDBOOK  

[return to this section’s Table of Contents] 
 

Limited Warranty to Employers 

 

Policy Title: Limited Warranty to Employers 
Policy Number: 
Responsible Division: Academic Advancement  
Board Approval Date: 07/24/2021 (1980s?) 
Last Reviewed: July 2022 
 

 
Background 
Northwest Kansas Technical College, Goodland, KS, was established in 1964 to assist individuals 
in acquiring basic job entry skills in specific occupational training programs. Throughout the 
decades, the college has earned the reputation of graduating students with skills, knowledge, 
and the ability to succeed in the world of work.  
 
Purpose 
The Area Board of Control, the administration, and the instructional staff of Northwest Kansas 
Technical College wish to provide a limited warranty to employers with respect to the skills and 
knowledge that each graduating student has acquired in completing any one of the present 
technical programs; the college warrants the graduated student's skills and knowledge up to 
one year after the date of the student's graduation from Northwest Kansas Technical College.  
 
Scope 
This limited warranty to employers strictly applies to retraining. The employer must hire the 
graduate within one year after the date the student successfully completes the requirements of 
a technical certificate or degree from one of the programs at Northwest Tech. 
 
Policy Statement 
The employer shall be given the opportunity to send an employed graduate back to Northwest 
Kansas Technical College to receive additional training in a specific unit of instruction, which the 
graduate is not able to perform at a job-entry level. 
 
 
 
Procedures 
If an employer determines that a graduate is not able to perform at entry level, she/he shall 
immediately notify the college’s administration, the instructor, and the employed graduate. 
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The arrangement for retraining must be agreed upon by the employed graduate, the employer, 
and the college. These three parties will also agree upon the specific instructions to be given 
and the length of time to be allocated for that training.  
 
The college is accountable for the evaluations, which are given to the student while completing 
the various units within the instructional program for which the student was originally trained. 
For example, if a student given an evaluation of "average" in a particular job performance skill 
area is later judged not to possess average job entry skills and knowledge in that unit area, the 
college will accept the responsibility only for retraining of that graduate to average job entry 
skills and knowledge.  
 
The college does not accept any responsibility for any inferior work that said student might do 
while on the job. It is the position of Northwest Tech that all students when first performing job 
entry-level work will be under the supervision of their employer.  
 
There will be no charge for tuition or fees to either the graduate or the employer for retraining 
pursuant to this limited warranty.  
 
Any costs incurred by the student (such as room, board, and personal expenses, etc.) will be the 
responsibility of the returning student.  
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