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Quick Reference & General Information

Academic Calendar: The Academic Affairs Office is responsible for coordinating and publishing
the academic year calendar annually. The calendar can be found througHdge’€email system
under public folders or on the College’s website. All students are responsitdenfbarizing
themselves with important academic dates. Final Year students takileglalotations follow the
calendar at their clinical site.

Access to Beacon Street CampusA photo ID card is required to enter the buildings at all times
and must be worn while in the buildingBailure to bring the student photo ID card may result in
access being denied especially after 6:00 PM on Monday through Friday dag @h weekends.

You are required to wear your student photo ID card while you are on the prerhigas forget

your ID, you must go to the Front Office to sign in and obtain a temporary guestlpelssnust be
worn while you are in the building. After 6:00 PM on weekdays and all day on weekends you mus
sign in at the Front Office. Further information can be found under “ID Usage and Begesin St
Campus Access”.

Bicycle Rack: A rack is located outside of 424 Beacon Street to be used at your own risk. A sturdy
cable and lock are strongly recommended. Note: Bicycles are not allovixd twé College
facilities.

Cafeteria: The cafeteria is located in the lower level of the College and is only open whsescla
are in session. There is a limited menu and hours of operation.

Change of Address or Name:Students are responsible for notifying the Registrar’s Office
immediately in writing (no emails, faxes or telephone calls) of any asidi@ephone or name
changes. Student Address Forms are available in the Registrar’'s OffidentStshould contact the
Registrar’s Office with regard to a name change as this will reqoim@priate legal documentation
to accompany the request.

Class SchedulesThe Office of Academic Affairs creates and distributes class sclsedalemail.
They are also posted through the College’s email system under public folders.

Closing or Delay usually due to inclement weather:
Beacon Street Campus: Notices of academic program closure or deldy dsedb inclement
weather will be:
listed on all four major Boston television networks (local ABC, CBS, NBC & FOX)
listed on WBZ radio (1030 AM)
indicated on the College website with a dated notation of “open” or “closed”
emailed to all College student emails with a dated notation of “open” or “closed”

Clinical Sites:_A student assigneddic is expected to contact his/her preceptor and/or the clinic
director. If the clinical site remains open, the student is expected to go ¢o dfithe student is
unable to attend, the student must follow the procedure for an ‘unexpected abserteantie
found under “Absence Policies and Procedures”

A student assigned sxreeningwill have his/her screening cancelled if the NECO
Beacon Street Campus is closed regardless of the status of the screening site

A student assigned to abservationwill have his/her observation cancelled if the
NECO Beacon Street Campus is closed. The student is expected to contact hisépéo e
cancel the observation for that day and reschedule his/her observation at teeaaili@ble time.
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Counseling: All inquires should be directed to Ms. Barbara McGinley in the Office of Student
Services at 617-587-5593 or mcginleyb@neco.edu.

Deferment Forms and Enrollment Verification Letters: Please submit your Deferment Forms
with your part completed and/or submit your written requests for lettafgingryour student status
to the Registrar’'s Office. The Registrar’s Office has a threlweonforking day turnaround time for
all requests.

Health Insurance for Students: Questions can be directed to the Office of Student Services at
617-587-5593.

Hours of Operation at Beacon Street Campus:The buildings are usually open Monday through
Friday from 6 AM to 9 PM and Saturday through Sunday from 8 AM to 4 PM. Please also see
“Access to Beacon Street Campus” with regard to method of entry allowed.

Housing Information in Boston: Contact the Office of Student Services at 617-587-5593.
Immigration Information: Foreign students should direct their questions to Ms. Glenda

Underwood in the Registrar’s Office at 617-587-5581 or email at underwoodg@neco.edu. An
appointment may be needed to clarify the disposition of the information or to process gkscume

Immunization Documents for Students: If you need a copy of your immunization records, want
further information (See ‘Immunization Requirements’ in the Student Handbook) or hesteqgs,
please contact the Office of Student Services at 617-587-5593.

Institutional Communication: The College uses electronic and written communications in the
delivery of its educational programs and in the conduct of its business affairs. Sadent
responsible for assuring that they read and respond appropriately to all contionsiespecially
email, from faculty and administration.

[-20 Validation: Foreign students must have their 1-20 forms signed every year in order tere-ent
the United States. Students need to come to the Registrar’s Office at tiarigegf the second

week of classes in September to schedule an appointment. Appointments can only ibe made
person.

Lost and Found: You should inquire at the Front Office as all found objects should be brought to
that office.

MBTA (T) Passes: Discounted passes may be purchased during the first week in September and the
first week in January. Please contact the Office of Student Services at 617-586+3t@Bdr

information and exact deadlines. You may also purchase passes at the Bactt Bayenmmment

Center train stations. For more public transportation information, call the T at 655602Q@2r go

to their website: www.mbta.com.

Midterm and Final Exam Schedules: These are created and distributed via email by the Office of
Academic Affairs. The schedules are also posted outside the office and uneleathBublic
Folders.

National Board of Examiners in Optometry: The website is www.optometry.org or the telephone
number is 1-800-969-3926.
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Notary Public: Trish Dabhill (dahillp@neco.edu) and Lindsey Wong (wongl@neco.edu), found in
the Office of Human Resources, are notaries public at the College. Both can bd etd&d®&587-
5599 or by their individual emails. Do not sign any forms until you are told to do so by the nota

Off Campus Jobs: There is a listing on our website_at www.neco.edu/students/career. Foreign
students are not eligible for off campus jobs without getting prior approval to veonkISCIS.

On Campus Work-Study, Loans and Scholarships:On campus work-study jobs are posted on
the Financial Aid Office’s webpage, www.neco.edu/finaid, as are timesheétother required

forms. Call Ms. Joann Reed if you have any questions: 617-587-5582 or email reedj@neco.edu.
Information about financial aid in general, scholarships, loans, applications, andehgecy

Loan can also be found at the above website or in the Financial Aid Office.

Optometric Equipment and Course Notes: The Campus Store which is located in the lower level
coordinates the distribution of optometric equipment and course notes.

Optometry Licensing Information: General information regarding licensure and state boards can
be found on the following websites: www.optometry.org [(NBEO - National Board arhkbers in
Optometry) also national board test site], www.arbo.org (Association of ReguBdards of
Optometry), and www.eyecareprofessions.com (commercial site that nrayyshia information).

Photocopiers/Faxes:Photocopiers are located in the library and can be used for a nominal charge.
Faxing related to College/Clinic business can be done in the Office of StudeneServic

Student Parking: Parking for students is not available at the College.

Student Photo Identification Card: All students are issued a photo ID card free of charge upon
matriculation. The student photo ID card is used to gain entrance to the Collegethe College’s
library card. Students are expected to bring their ID cards at all times @otlege and are required
to use it to gain entrance to the College. Photo ID cards must be worn at alwhiteeis the
College’s buildings. Loss of the photo ID card must be reported immediatelyRootteOffice.

This office will also issue a new photo ID card.

Textbooks: Course textbooks for the College are available for purchase online at
www.necobookstore.com.

Tutoring Requests: All inquires should be directed to Ms. Barbara McGinley in the Office of
Student Services at 617-587-5593 or mcginleyb@neco.edu.

Vending Machines: Beverage and snack machines are located in the lower level near the Campus
Store.

Website for the College: www.neco.edu




Office/Department Telephone Guide

Office/Department Telephone #
Academic Affairs Office 617-587-5587
Admissions Office 617-587-5580
Bioscience Department 617-587-5590
Business Office 617-587-5583
Campus Store 617-587-5600
Clinical Education Office 617-587-5566
College Main Number 617-266-2030
Facilities Planning & Management 617-587-5574
Financial Aid Office 617-587-5582
Front Office 617-266-2030 ext O
Graduate Studies Office 617-587-5681
Human Resources Office 617-587-5599 (notary public)
Information Technology Office 617-587-5591
Library 617-587-5589

New England Eye Commonwealth 617-262-2020
NE Eye Instituterdministrative Offices 617-587-5511

New England Eye Roslindale 617-587-5520
President’s Office 617-587-5584

Primary Care Department 617-587-5594
Registrar’s Office 617-587-5581

Specialty & Advanced Care Office 617-587-5595
Student Services Office 617-587-5593
Vision Science Department 617-587-5588

*All parties at these locations can be reached by calling the appropriaterrandl@cessing the
automated directory for the individual or office that you want.



NECO Library Information

The NECO Library, which is located on the garden-level of the 424 Beacon &Ginegtis, offers a
full range of information and computing services. A member of Fenway lebr@mline (FLO), a
library consortium, the NECO library shares its catalog with nine otherdpealal and academic
libraries. These libraries are open to current NECO students, and studebte &médbarrow many
materials from most of the other FLO libraries. A valid ID is needed tothisiother libraries,
borrow books or request articles.

The library’s circulation desk circulates reserve materials in supptré @urrent semester course
offerings. These materials include books, articles, notes, videos, CDs, skullsiand gquipment
including laptops. From this desk, library staff supports users in locating reteserals and
learning research techniques. The library and adjacent Marco Centexoofes to 17 PCs and 10
laptop computers.

The library’s website is a 24/7 gateway to the library’s collections. Thhsiteeallows access to the
online catalog, journal holdings, e-journal holdings, e-books and a variety of setdetaht web
resources. From this site the library regularly announces new servicesamaes. This is
supplemented with email announcements and a Facebook page.

Open 71.5 hours a week during the fall and spring with abbreviated hours during the summer, the
library provides access to e-resources that are available 24 hours/day nésstiadelty and staff.
Students are registered in the library’s system when they arrive éotation. Students need their

ID with barcode to borrow materials and their email account information tssaetstronic

resources from off-campus.

A summary of the policies for student borrowing of materials are:

Reserve Books & Photocopies:
Daytime use:2 hours, in or out of library (Can be renewed).
Overnight: Take 1 hour before Library closes. Due 1 hour after opening next day. (Can not
be renewed)
Fine: $2/hour/item up to max of $10/day (Limit 2 items).

Circulating Books:
Use:1 wk, 2 renewals by phone or email if no hold by another patron.
Overdue: 3-day grace period beyond due date before charged fine.
Fine: $.50/item/day — Max of $10/day. After 3 weeks late, charged for cost of book, plus
overdue fine. Unreturned materials are charged to the student at current costphdista
$15 processing fee.

For more details, see: http://www.neco.edu/library/policies.html

Contact information:

Website: _www.neco.edu/library

Telephone: 617-587-5589

Email: library@neco.edu

Fenway Libraries Online website: www.flo.org




STUDENT GROUPS

Student Council

The Student Council governs the internal affairs of the student body. The Counisilscohs
twenty-three voting members and is made up of the Executive Board (a presideafp@sident,
treasurer, recording secretary, and media/clubs coordinator) and:

representatives from the first, second and third year classes of the o@D é&rogram
representative from the Accelerated OD Program (AODP)

representative from the Advanced Standing International Program (ASIP)
representative from the Masters of Science in Vision Science Progt&jn (

The Student Council positions are open to any student who meets the GPA requirenee@PASe
Requirement to Hold Student Office/Committee Member’ section) and arecelecthe entire
student body at the end of the year.

Every year each class in the Four Year OD Program elects a presidentpaesident and three
representatives to the Student Council. The AODP, ASIP and MS Programs etohele
representative. The students elected to these positions have the duty of iegrédssntlass
during Student Council meetings as well as acting as liaison between thessprefand
classmates.

The vice-president of the Student Council will act as the interim presideheftirdt year students
in the Four Year OD Program until elections are held. Rising second and thistuaents of the
Four Year OD Program, the MS Program and the Accelerated OD Prbgtdralections at the end
of the Spring Term for positions beginning the following Summer Term. The Advancedirgta
International Program holds elections in the middle of the Summer Term for thiermobeginning
the following Fall Term.

Student Council works toward making change to Optometric legislation and osyaoizéties such
as the NECO Olympics, the Halloween party, the Eye Ball, and the yearbodke fatitbudget
meeting, the Executive Council members allocate funds from student actestioféhe various
recognized school organizations.

The Council also meets periodically with school administrators to help seepalmncerning
student interests and oversees the election of student representatives to vaiiist @tilre
committees such as Curriculum, Student Affairs and Financial Aid which usuellysoat the end
of the academic year. The president of the Student Council is a member of the Atsmeciafion
Board of Directors along with two other Student Council members selectbd Byudent Council
president. Monthly Council meetings are usually held in the late afternoon at theomgsnient
time for everyone.

The needs of the student body regulate the frequency of meetings. One ofdlariss of the
Student Council will email announcements regarding when and where the meétbeghveid.
Meetings are open to all students, faculty and administrators as obsethers wghts to speak or
to vote, unless otherwise invited.

If you have any questions concerning the Student Council, contact the Student Casibdrier
The faculty advisor to the Student Council is Dr. Taline Farra.
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American Academy of Optometry

The major goal of the American Academy of Optometry is to maintain and enéxcelkence in
standards of optometric practice. It does this by fostering researcheatidg¢emination of
knowledge in both basic and applied vision science. Since its founding in 1922, the Academy’s
success in achieving this objective has moved it to the forefront of American andtiotel
optometry and made fellowship in the Academy a significant and cherished attafome
optometrists and vision scientists.

Student membership in the Academy is open to all optometry students in good acadefimg,dia
full time students in the vision and related sciences, and to residents in accopddmetric
residency programs.

Student membership in the Academy provides an opportunity to attend the annual meb&ng of
Academy. The Academy meets each year in the Fall in a major North Ameiticéo conduct
scientific and educational meetings in optometry, including continuing educatiespsection
programs, paper sessions, scientific posters and exhibits, and award lectudest i8embers also
receive the monthly publicatid@ptometry and Vision Scienoghich addresses topics of both
scientific and practical clinical interest.

If you are interested in membership or further information, please contatideats
representatives. The faculty advisor for the Academy is Dr. Aurora Denial

American Optometric Student Association

The American Optometric Student Association (AOSA) is the internationalsgrofel
organization run for and by optometric students and is often an initial exposure to@nlganiz
optometry. The AOSA is headed by an Executive Council (president, vice-presidesgtaryeand
treasurer) and a Board of Trustees representing each school or collegadtopt Every student
at the College becomes a member of AOSA when his/her activity fealis Ipaieturn, members
receive the AOSA newsletter “Foresight”, automatic membership torteziéan Optometric
Association and other benefits including penlights, T-shirts, clipboards, PDRs ass tactiee
NPRN (National Practice Resource Network).

More importantly, the AOSA represents student interests to a variety ofizagans including the
National Board of Examiners in Optometry, American Regulatory Board of OptgrAssociation
of Schools and Colleges of Optometry and various sections of the American Optdwmwstiea@tion.
The AOSA sponsors the Annual Conference which coincides with the AOA Congress. The
Conference, besides being a great time, affords students the opportunity to attendtingé
classes, become familiar with various products and manufacturers, nagtdeltients from other
schools and colleges of optometry and form business contacts with optometristsiend f
employers.

For more information, contact the AOSA student Trustee or check out www.thegosSEher
faculty advisor for AOSA is Dr. Phyllis Andrejko.




Beta Sigma Kappa

The Beta Sigma Kappa (BSK) International Optometric Honor Societyasite group of
Optometrists and Optometry students who are dedicated to stimulatingfiecaticlinical
excellence and high moral standards in the profession.

The organization is involved in a variety of academic activities including tutarggnization of
review sessions and mock proficiencies. It supports optometric researclroynawgrants each
year to deserving student projects. It also presents the Silver Medal Awhedgraduating senior
with the highest academic record. In addition to its academic goals, BSK agesits members to
volunteer for worthy community projects and supports social interaction amaients.

Membership eligibility consists of a minimum grade point average (GPA) of tei5tlaé first year,
3.4 after the second year, and 3.3 after the third year. AODP students are wltbilaleninimum
GPA of 3.5 after the first year and 3.3 after the second year. ASIP studegligibte with a
minimum GPA of 3.3 after the first year.

BSK student leadership will notify students who are eligible to join the orgemziuring the fall
term. Eligible individuals can become BSK members by submitting a Membershijgatjgol and
paying membership dues. Individuals who join will receive a Membership Catifi An

additional Certificate of Achievement will be presented to BSK members wigorhaintained the
required academic standards throughout the four years of optometry school and who tmgitinue
club membership throughout these years. Active BSK members are distinigoysaeold cord

that is worn during the graduation ceremony.

For further information, contact Dr. Nicole Quinn who is the faculty advisor.

College of Optometrists in Vision Development

The COVD-NECO-Special Interest Group is a chapter for COVD at Bwe Bhgland College of
Optometry. There are currently 16 other chapters across the countripas\atometry schools.

COVD-NECO-SIG serves as an advocate for comprehensive vision care with arsisropha
developmental and behavioral approach to patient care; provides an education opporsiaitg t
programs and information in the areas of behavioral vision care, vision therapyadedl fields;

and provides and promotes professional standards of behavior among members of the student
organization and the general public.

Membership in COVD is required to be a member of the club. Applications will bibdistt at the
first meeting of each year and to anyone who is interested in joining tleereaft

The faculty advisor for COVD is Dr. Richard Laudon.



Massachusetts Society of Optometry Students

The Massachusetts Society of Optometry Students (MSOS) serves asralietween the College
and the local state association (the Massachusetts Society of OptaretliSO). The state
organization is dedicated to the fulfillment of quality vision and eye care nedusmiblic. To
achieve this goal, the MSO seeks to unite all Massachusetts optometrisiseffdieto practice
the highest standard of care through support of continuing education and researci5Q'he M
promotes the full scope of practice through public education as well as iggidiegal and other
pursuits. The MSO is also dedicated to promoting the success of its members inopralfefs
More information on the MSO can be found on their website at www.massoptom.org.

As a student chapter of the MSO, the MSOS shares the same goals and behefstates t
organization. Furthermore, the MSOS represents student concerns and keeps stadaets$ of
issues at the state level of organized optometry. All first year studentseanbers of MSOS and
remain members of the organization during their subsequent academic yearSawtEngland
College of Optometry.

As a member, you will have an opportunity to build relationships with local optomedtistisd
luncheons at which prominent optometrists provide valuable education/career tips armhbehem
first to learn of the latest legislation/scope of practice developmentishie field of optometry.

The faculty advisor for MSOS is Dr. Clifford Scott.

National Optometric Student Association

The National Optometric Student Association (NOSA) promotes the deliveryiaf eare to
underserved communities through consumer education, legislative advocacy, visgoings and
minority recruitment. The Association informs minority community members aligiah care and
works to raise legislators’ awareness of minority consumers’ visual needs.

NOSA'’s recruitment efforts include reaching out to the underserved commuréiking to
students of all levels about the importance of optometry in disadvantaged coreguniti

NOSA is affiliated with the National Optometric Association, a divergariezation of optometrists.
Additional information with regard to the association is available at www.nasygtaorg. For
further information or questions about becoming an active member, contact the N&3&¥e i

The faculty advisor for NOSA is Dr. Catherine Johnson.



NECO Lions Club

The Lions Club is a group of concerned individuals who are dedicated to the Lions’ motte of “W
Serve” and volunteer their time and talents towards eye research and thedrygttérour

community. This is in response to the challenge Helen Keller gave the Libeslaons 1925
International Convention at Cedar Point, Ohio, when she asked the Lions to become ghés“&ii
the blind” and eliminate all preventable blindness in the world. We invite one and afl tbgoi
NECO Lions Club and help carry forth the inspiring words of Helen Keller.

The NECO Lions Club donates to the Massachusetts Eye Research fund anddb cesdabetes,
a disease which is a prime cause of blindness. All the funds are used forhresedtccted at
Massachusetts’ universities and research facilities. The NECO Liabshi&ets on a monthly basis
and has patrticipated in many college wide events in efforts to raise furelgefogsearch, promote
eye health, and enhance our community. Some of the many recent NECO Lions prdjeés
supporting the local community by providing eye care services for the neédyoaking jointly

with the Boston area Lions Clubs by providing eye care services and scraarougsh the Lions
Eye Mobile community outreach project. The NECO Lions Club has also provided boakgbindi
services to local publishers for children’s Braille books. Bilingual Lions hiaeegaven
presentations about eye care to senior citizens with other Boston Lions Clubs.oi®oaglasses
have been made to VOSH and local homeless shelters.

The faculty advisor for the NECO Lions Club is Mr. Blair Wong.

Performance Vision Club

Objectives of the Performance Vision Club (PVC) are to serve all patietis aomnmunity to
improve their visual performance; to inform the public of preventative measuresite pngper eye
safety and to reduce the risk of eye injury; to promote professional standardswidibahd mutual
respect among members, and to promote professional standards of behavior amoeis it
student organization and the general public.

Meetings can feature speakers, screenings, observations, examinatiodhegchio adult), and
sporting events. For more information, please contact the PVC president.

The faculty advisor for PVC is Dr. Walter Potaznick.
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Private Practice Club

The Private Practice Club (PPC) was established in 2007 with the goals of providimegbus
management education and support for students interested in the career option of patiage pr
Meetings are conducted in presentation format, delivered by a variety ofsexgérting owners of
private practices, financial planners, and professors.

The Private Practice Club offers and encourages networking opportunitiedoetobrs in private
practice. Members of the PPC have access to www.optoclubs.com, launched by &figicam S
Plan. This website provides valuable informational resources pertaining to jpriaetiee as well
as connecting members to other PPC groups around the country.

Those who seek to expand their knowledge of private practices are welcome to jaiks {bhhe
generous support of Vision Service Plan, no dues are required for membership. TleguRe€ r
attendance of at least one meeting yearly to maintain membership.

The faculty advisor for the PPC is Dr. David Mills.

Volunteer Optometric Services in Humanity

Volunteer Optometry Services in Humanities at the New England College ain®fpy

(VOSH-NECO) is the student chapter of VOSH-International. VOSH-NE@@ssion is to

provide eye and vision care to the underserved population who cannot afford care or for whom it i
otherwise unavailable. Student clinicians, along with practicing optorsetravtel to underserved
populations in countries, usually within the Latin American region. Typically e timssions,

every patient seen receives a basic eye care examination, and is giiresf @ngscription

eyeglasses for vision correction, sunglasses and/or eye medications whesdreReiierrals are

made for further treatment such as cataract surgery. One internatiss@ims planned in the

Spring Term each year.

Locally, VOSH-NECO patrticipates in vision screenings in conjunction with hiaeeS8vood Health
Center. Students also participate by collecting, sorting, and clagsifgimated eyeglasses which are
dispensed to needy patients during VOSH missions. Numerous fundraising events are hel
throughout the year to help offset expenses for each member who participates on thigignnua
abroad. These include the VOSH Annual Alcon Night, Annual Walkathon/5K Run, and monthly
bake sales to name a few.

NECO students are encouraged to join VOSH to provide humanitarian assistanaentlerserved
population, to enhance their cultural awareness and knowledge, and to understand inequities in
health care. Participation in VOSH provides a rewarding experience and thamoeide services

to local and world communities.

Each year, the VOSH president is elected by students in the third yearlthgss are interested in
becoming a member or have any questions about VOSH-NECO, please corgaadé¢he VOSH-
NECO president for the 2011-12 Academic Year: Ms. Kristen White. The faclvitgoa for
VOSH-NECO is Dr. Bina Patel.
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EDUCATIONAL POLICIES AND PROCEDURES

This section outlines the educational policies of the New England College of @pto8tudents,
faculty and administrators are expected to familiarize themselveshsiticademic, clinical, student
ethics and administrative policies.

The Student Affairs Committee (SAC), composed of faculty members, adm@ioistand student
representatives, is responsible for the implementation of and adherence to the’'€etlecational
policies as well as other policies as defined throughout the Student Handbook.

Degree Requirements
Students are required to apply to the Registrar’s Office for the award diegnge at the College.

Students eligible for a first professional degree (OD), graduate d@dg8eor a specially devised
curriculum for an undergraduate optometry degree should contact the Regidfie€si® months
in advance of when they are expected to complete their program to complpteradDApplication
if they have not received prior notification from the Registrar’s Office

A student who has not earned a bachelor’s degree prior to enrolling in the fourstganofiessional
program may apply for the Bachelor of Science in Optometry degree. At tmminggof the
second year of study, the student must submit a written request to the Retasitigrthat he/she
has not received a bachelor’'s degree and requesting to be evaluated foiteligitEteive the
College’s bachelor’s degree. Because a student is not eligible for teddy&cdegree after
graduation from the College, any deficiencies in the undergraduate coursemagus must be
completed prior to receipt of the Doctor of Optometry degree.

In order to be eligible for the bachelor’s degree, the student must:

1. Hold no prior bachelor’'s degree;

2. Have successfully completed (C or above) at least twelve semester hoacsabS8ience
and twelve semester hours of Humanities at the undergraduate level (bndarregarding
the categorization of courses may be obtained from the Registrar's.ffic

3. Have successfully completed two years of study at The New England Cdllegeometry;

4. Have not yet received the Doctor of Optometry degree.

Degrees will be conferred pursuant to the completion of the following requirements:

Curriculum Requirements — All didactic and clinical requirements for the degree must
have been completed successfully.

Academic Requirements- A minimum cumulative grade point average of 2.000 with no
outstanding grades of Failure, Remedial, or Incomplete is required st priifessional
program. For a graduate program a minimum cumulative grade point average of 3.000 is
required with no outstanding grades of Failure or Incomplete. (The cuneu®@BA is not a
rounded number. Example: a cumulative GPA of 1.999 does not qualify a student in a first
professional program to graduate.)

Professional Conduct Requirement- No student will be allowed to graduate with charges
or pending actions.
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Thesis Requirement for Graduate Program only- An approved thesis must be defended
and submitted.

Requirements for MS/OD China Program only— The award of the MS degree and passing
Part | of the board exam is required prior to the OD degree being awarded.

Faculty and Board of Trustees Approval- Conferring of a degree requires formal

approval by the Faculty and Board of Trustees.

Fiscal Requirements— All fiscal obligations must have been satisfied at least one week prior
to the conferring of a degree. These include tuition and fees, expenses inctireedliaic

and Campus Store, library charges and/or other fees.

Financial Aid — A student who has received financial aid must have an exit interview with a
member of the Financial Aid Office.

Student Status Policies and Procedures

The Registrar will determine a student’s academic progress or standing after each term.

Academic Standing

A student is considered to be in good academic standing unless he/she has meteaonytefia for
Academic Dismissal and/or Clinical Dismissal for a second consecutieeoti has not met the
requirements set forth in a modified program. (Please review the ‘Ac@adachClinical Dismissal’
sections that are in the latter part of this handbook.)

Academic Progress
A student whose expected date of graduation is not more than one year after thectjzaécdrat
the time of matriculation will be considered to be making satisfactory eageogress.

At the end of each term, the Registrar and/or the SAC review each student’sypeder A student
may progress normally or may be placed in one or more of the following categories
- Academic Warning,

Academic Probation,

Clinical Probation,

Disciplinary Probation,

Modified Status,

Inquiry Status.

Academic Distinction
A student with a cumulative grade point average of 3.500 or above at the end of an academic y
will have achieved academic distinction for that academic year.

Academic Warning

A student in a first professional program will be placed on academic warning véfeer hi
cumulative GPA falls within the range of 2.000 — 2.200. The student will receive enwrdtice
from the Registrar when he/she is placed on academic warning forstieiie and at the end of the
academic year if the student remains on academic warning.

Resolution of Academic Warning
Academic warning will be resolved when the student’s cumulative GPA is 2.200w.a
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Academic Probation
A student in a first professional program only will be placed on academic probation far moee
of the following:
- student’s cumulative grade point average is below the minimum grade point average of 2.000
required for advancement to the next professional year or graduation,
student’s term grade point average is 1.600 or below in any one term,
student has earned two grades of “F” in one term.

A student in a graduate program on academic probation for one or more of the following:
- student’s cumulative grade point average is below the minimum grade point average of 3.000
required for advancement to the next year or graduation,
student’s term grade point average is 1.600 or below in any one term,
student has earned two grades of “F” in one term.

A student in the combined OD/MS program will be placed on academic probation if hefstse m
one or more of the above criteria for either program.

The student will receive a written notice from the Registrar eachhafslhe meets a requirement to
be placed on academic probation. However, this may not be the final action as any shcdednampl
academic probation may be required to meet with the SAC.

Any student placed on academic probation may be required to meet with the SAC and will be
required to meet with the Associate Dean of Students. A student in the Acce@aRrdgram or
the Advanced Standing International Program will also be required to meet \iir fpeogram
advisor. A student in a graduate program will also be required to meet with tbhebDakthe
program.

Resolution of Academic Probation

Academic probation in a first professional program will be resolved when thenssucemulative
GPA is 2.000 or above and has met any requirements set by the SAC and/or the VicetYeaide
of Academic Affairs. Academic probation in a graduate program will be rebullien the
student’s cumulative GPA is 3.000 or above and has met any requirements set by timel/SADa&
Vice President/Dean of Academic Affairs. Academic probation in the GDgMgram will be
resolved when the student meets the cumulative GPAs as stated above for aach asogell as
having met any requirements set by the SAC and/or Vice President/Deaadd#mic Affairs.

Clinical Probation

A student will be placed on clinical probation for one or more of the following:
student has earned a grade of remedial in a clinical course,
student has earned a grade of failure in a clinical course.

The student will receive a written notice from the Registrar eachhafslhe meets a requirement to
be placed on clinical probation. However, this may not be the final action as any ptadedton
clinical probation may be required to meet with the SAC.

Resolution of Clinical Probation

Clinical Probation will be resolved if a student receives a grade of passl{gher in his/her next
clinical course for a remedial grade or in his/her next equivalent lemedatlcourse for a failure
grade and has met any requirements set by the SAC, the Vice President/Beademic Affairs
and/or as part of a remedial program.
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Disciplinary Probation

A student will be placed on disciplinary probation if he/she is found in violation of anygsolic
under ‘Student Rights and Responsibilities’. A letter will be placed in the stadigat’ If the
student is involved in subsequent violations, he/she will be eligible for dismissailamet with
the Student Affairs Committee.

Resolution of Disciplinary Probation

Disciplinary probation will be resolved if the student meets the conditions #etrfdris/her
retention letter from the Student Affairs or other appropriate committee. pphepgiate committee
will determine on an individual basis if the letter(s) with regard to disciglipeobation will remain
in the student’s file permanently and if ‘Disciplinary Probation’ or other rastatill be transcribed
on the student’s transcript.

Modified Status

A student whose program has been changed or has been retained by the SAC wiidoerplac
modified status. The Vice President/Dean of Academic Affairs or desigrediaboration with the
Student Affairs Committee may modify a student’s academic or clinicatggrogModification may
take the form of increasing the time allowed to complete the curriculum,gbersee in which
courses are taken, and/or by setting a different academic and/or cliarcdrsl. The modified
program will also contain the academic and/or clinical standard(s) thauttesmust meet in the
modified program.

The SAC may set different academic and/or clinical standard(s) as pastuadent’s performance
review or dismissal hearing as well as recommend curriculum chandres\ace President/Dean of
Academic Affairs.

Student Request for Modified Program

Ordinarily a student’s request for a change in his/her academic currishlwid be submitted to
the Vice President/Dean of Academic Affairs no later than two weeksnaiffeterm exams. If
approved, a student’s request for a change in his/her curriculum will pladedkeatson modified
status. The same procedures as listed under ‘Modified Status’ will be usedttothe modified
program.

Inquiry Status

A student who has an unprofessional conduct complaint pending before the SAC or a digciplina
probation violation pending will be classified as an inquiry status student until theatotigpl
resolved. (Please review the ‘Unprofessional Conduct’ section that is in tihgéattef this
handbook.)
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Requirements for Student Advancement

A student is required to meet minimum academic and clinical standards in ordeanceattythe
next year of study. A student in the OD/MS program must meet the professionahdnaitgr
program standards to advance to the next year of study.

For a professional program:
- A student must have at least a 2.000 cumulative GPA at the end of the academd year a
have complete all clinical requirements without an unresolved grade of “Eidbyear
unless placed on modified status.

To enter the final Professional Year, a student must have a 2.000 cumulative GPA, no more

than one grade of Incomplete, In Progress, Remedial or Fail in didaclicicalcourses,
and have completed all clinical requirements for all three years withoutresolved grade
of “F” unless placed on modified status.

For a graduate program:
- A student must have at least a 3.000 cumulative GPA at the end of the academic year.

A student must meet all program requirements for that year which is codfiryrt@s/her
advisor to the Graduate Studies Committee.

A student must have no more than one grade of Incomplete, In Progress, or Fail ini@ didac

course unless placed on modified status.

Satisfactory Academic Standing/Progress and Finanal Aid Eligibility

A student will be placed on Financial Aid Warning after two consecutive termsaatefnic and/or
Clinical Probation. During the Financial Aid Warning term a student wiliveany federal
financial aid for which she or he is otherwise eligible. If the Academ@liarcal Probation is not
resolved at the end of the Financial Aid Warning term, the student will be requiregtovith the
Student Affairs Committee. If allowed to continue in the program, he/dhieeaplaced on

Financial Aid Probation and is eligible for one more term of federal finbaicia At the end of the
Financial Aid Probation term, the student, who has not been removed from Academic &n/alr C
Probation and is allowed to continue in the program, will no longer be eligible forlfédareial
assistance.

Once Academic and/or Clinical Probation is resolved or the specified modifieciprog
requirements are met, the Financial Aid Warning or Probation is lifted. Thenstudg regain
eligibility for federal financial aid after all issues are resdlve

Please refer to the Financial Aid Handbook for further details.
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Dismissal Policies and Procedures

Academic Dismissal
A student in a first professional degree program may be subject to dismissal:
- when the term GPA is 1.60 or below,
following two consecutive terms on academic probation,
when a grade of “F” is earned in a course retaken to resolve a grade of “F”,
when the requirements for advancement are not met,
or when additional modified status requirements have not been met.

A student in a graduate or OD/MS degree program may be subject to dismissal:
- when the term GPA is 1.60 or below,
when the cumulative GPA is less than 3.000,
following two consecutive terms on academic probation (not including an intervening
summer session),
when requirements for advancement are not met,
or when additional modified status requirements have not been met.

A student in the combined OD/MS degree program may be subject to dismisssthé hegets any
of the dismissal criteria for either program listed above.

Clinical Dismissal

A student in a first professional or combined OD/MS degree program may be solojischissal:
following the grade of Fail (F) earned in a clinical course that involvesmiatare,
following two consecutive Remedial (RM) grades earned in clinical cotinsg involve
patient care,
when three nonconsecutive Remedial (RM) grades are accumulated in choisascthat
involve patient care,
following two consecutive terms on clinical probation,
or when additional modified status/remedial requirements have not been met.

The student will be required to meet with the Student Affairs Committee (2A@\fiew and
determination of his/her status.

Dismissal Hearing Policy and Procedure
When a student meets the criterion for academic and/or clinical dismiesSIAC will conduct a
dismissal hearing.

As part of the review, the SAC will consider the student’s academic recordatlecord, Graduate
Studies Committee recommendation, if applicable, and all pertinent informatiadgx by the
student such as:
- circumstances regarding poor academic and/or clinical performance,
the student’s proposal for satisfactorily completing the academicraiitioal program,
evaluation by the Counseling Service requested by the SAC or the student,
or written faculty recommendations and comments when requested by the student.

Prior to any dismissal action, the SAC will notify the student in writing and/enimsil of the time

and date of his/her hearing. A student has the right to select a faculty merabteristrator of
The New England College of Optometry as an advisor.

17



Following the dismissal hearing, the student may be dismissed or retained diedrsidius. The
SAC will notify the student in writing of the decision to dismiss or retain. Iftingest is retained
on modified status, the SAC will also inform the student as to whether the notatiderfacand/or
clinical probation’ will be permanently transcribed onto the student’s trahsardismissal that is
upheld will always be permanently transcribed onto the student’s transcript.

Appeal of Dismissal

The student may submit a written appeal of his/her dismissal to the Vice Rti3sda of
Academic Affairs within five business days after the date of the lettehichvi6AC advises the
student of his/her dismissal. The Vice President/Dean of Academic Adfailessignee will serve as
the reviewer of appeals of dismissals.

An appeal will only be considered if a student demonstrates that the SAC did not follow the
dismissal process or if the Vice President/Dean of Academic Affads thathewextenuating
evidence exists that was not available at the time of the hearing. Ther®sigelAt/Dean of
Academic Affairs or designee will act in an expeditious manner afterpteof a written appeal and
may elect to convene a committee of faculty and/or administrators towasisithis decision at any
point of the process. The Vice President/Dean of Academic Affairs or designyeeequest input
from the SAC, GSC if applicable or others as necessary.

If the Vice President/Dean of Academic Affairs deems that the appeatiised, he/she may
consult further with others before advising the student in writing of the studtattis,scurriculum
changes or conditions that are required as part of the student’s program in ordeetaied. If
the Vice President/Dean of Academic Affairs does not feel that the appesiified, the student
will be advised in writing of this finding. The decision of the Vice President/DeAcademic
Affairs will be final.

A student who is appealing a dismissal will be allowed to attend didactic condsesag be
allowed to attend clinical courses. The student must contact the Vice Pr&sdentf Academic
Affairs who will inform the student as to what courses and clinical assigisrhe/she may attend.

Consequences of Dismissal

As soon as the dismissal from the College becomes official, a student must cahgpfeti®wing:
an interview with the Associate Dean of Students,
an exit interview with a member of the Financial Aid Office,
an exit interview with a member of the Business Office to determine youidupgdance.

And the following will occur:
- transcribing of dismissal on student’s transcript and record

deactivation of the student’s identification card to remove access fmusamildings except as a
visitor during regular business hours,
discontinuation of the student’s email account. The student must provide Depédftment with
another email address within five (5) days where email can be fordvemdthirty (30) days. If a
student fails to give the College IT Department another account witkif)wdays forwarding will
not be instituted.
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Grading Policies and Procedures

Academic Grading

Explanation of Grades

A=4.00 (Excellent)

B =3.00 (Good)

C=2.00 (Fair)

D=1.00 (Lowest Passing)

F=0.00 (Failure)

FD =1.00 (Failed, passed special examination)
P (Pass as part of the Pass/Fail system)
F (Fail as part of the Pass/Fail system)

I (Incomplete)

AU (Audit)

w (Withdrawal)

EX (Exempt)

IP/WIP (In Progress)

Grade of | (Incomplete)

A student who does not complete all course requirements by the end of the term in wbatirgbe
was taken may, at the discretion of the course instructor, be given a gradenopliete. Grades of
Incomplete should be given only when a significant component of the course work has not been
completed with the instructor’s permission and/or the final exam was mistgedpproval from the
Academic Affairs Office, and should never be used in lieu of an “F” or any othee.gra

Resolution of | Grade

A student who has a grade of Incomplete is required to make arrangements wistrtioear to
complete the course requirements within 5 weeks following the term in whichcbraplete was
given. The student and instructor of record will be informed by the Registraraxdttred deadline
date. A student receiving an Incomplete in the Spring Term is advised to renterBoston area
until the Incomplete is resolved.

If the grade of Incomplete is not removed within this 5 week period, the gradeiteihatically
become a grade of “F”. If extenuating circumstances arise, the instalicecord may request an
extension by contacting the Registrar before the deadline has passed.

Following the resolution of an Incomplete, the new course grade will be used imtafrthe term
and cumulative GPA. This may result in the student being placed on academic wafniolgation
for the term or in the student being eligible for dismissal.

Grade of F (Failure)

A student who has earned a grade of “F’” must make arrangements for resolvingdis/iin the
instructor of record. If the instructor has specified on the grade sheet wéndliticsn option will be
allowed, this will be indicated in the failure letter to the student. If not, teel&®en of Failure
Grade Form must be received by the Registrar’s Office within 2 weeks ddtiherl the failure
letter.
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Resolution of F Grade

A grade of “F” may be resolved by repeating the entire course at the netarlegcheduled course
offering OR by taking a special examination within 5 weeks following time temhich the grade
of “F” was earned. The instructor of record will have the right to decide whittesé options is to
be chosen. In extenuating circumstances, a reasonably equivalent courseaftaydaewith the
approval of the Vice President/Dean of Academic Affairs or designee.

A student receiving an “F” in the Spring Term is advised to remain in the Bogt@aif &e/she is
going to be allowed to take a special examination or is required to repeat theifcbissdfered
over the summer.

A student who makes up an “F” grade by taking a special examination willewgeade
transcribed as “FD”, which is equivalent to a “D” grade and will be used for &liAlation.
Academic warning or probation will remain for the term even though the chanmgeh “F” to
“FD” may qualify for the removal of academic warning or probation.

If taking a special examination does not satisfactorily resolve the gfdeg the student will be
required to repeat the entire course at the next regularly scheduled coerigg .off his may require
a modified program which may extend a student’s graduation date. When a studestthepeat
course in which an “F” was earned, both grades will be transcribed on the studestsipt and
will be used for GPA calculation.

Grade of AU (Audit)

A student may audit a course with the recommendation of the Vice PresidentDezademic
Affairs or designee. A student is required to attend the majority of slasskor any lab sessions
required by the instructor. Attendance must be verified by the instructarastie order for the
course to be transcribed.

Exemption from Courses

A student may be exempted from a course only with the approval of the instructor df rié¢be
instructor finds that the student has sufficient educational background and sulycpaskes a test
administered by the instructor, the student may be exempted from the course tuldéiné is

granted an exemption, the course instructor must notify the Registrar and studeting by the

end of the third week of the beginning of the course. The student is required to attend the course
until receiving written notification of an exemption. An exemption from a coursersiestail a
change in tuition.

Repeat of a Course

A student may only repeat a course when an instructor requires the student to rgsmileccd “F”,
when required by the Student Affairs Committee, or when placed in a modified programdent
may not elect to repeat a course to improve academic performance and GRAra8et will be
transcribed on the student’s transcript and will be used for the GPA caloulati

Withdrawal from Courses

A student is not normally allowed to withdraw (drop) from individual courses. In unusual
circumstances, a student who is performing at a “C” or higher level miéipipéte Vice
President/Dean of Academic Affairs or designee for exception to thigypdilee petition must be
presented no later than two weeks prior to the final examination. Permissiohdcawifrom the
course will only be given by the Vice President/Dean of Academic Aftaidesignee after
consultation with the instructor of record. If the student’s request is approvedieacdr'W” will
be transcribed. A student who withdraws from one or more courses will be placed adeanodif
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status. The Vice President/Dean of Academic Affairs or designee willedaevisodified program
using the same procedures as listed under Modified Status for this student. A ¢twpletiét
approving the withdrawal and providing the student’'s modified program will be sent to tistr&teg

If a student withdraws from a course without permission, as evidenced by nonattendaaderand f
to complete assignments and examinations, a grade of “F” will be transcribed.

Withdrawal from course(s) after the third week of classes will nottrsaltuition adjustment if the
student is still attending the college.
Clinical Grading

Explanation of Grades

= Honors (Outstanding)
= Pass (Performing at expected levels)
RM = Remedial (Performing below expected levels)
RMP = Remedial to Pass (Remedial, passed next clinical course)
RMF =  Remedial to Fail (Remedial, did not pass next clinical course)
= Failure (Inadequate)
= Incomplete (Adequate; requirements not completed)
AU = Audit
= Withdrawal
NC = No Credit (No credit or grade given)

IP/WIP = In Progress

Clinical grades represent an overall rating of a student’s clinicidrpgance as judged by technical
skills, knowledge base, analytical skills, diagnostic skills, treatment ancdgeraeat, attitude,
communication skills and professionalism. Successful completion of clinical sasigefined in
terms of grades of Pass (P) or above. Clinical grading criteria ai@expacthe ‘Clinical Course
Syllabi’.

Clinical preceptors must submit written documentation to the Office of @liRiducation to support
all clinical grades.

Grade of F (Failure)
A student who earns a grade of “F” in a clinical course involving patient chteewequired to
meet with the SAC for a dismissal hearing.

Resolution of F Grade

The resolution of an “F” grade depends on the outcome of the SAC dismissal hdaaisgudent is
allowed to continue, the student will be placed on modified status. Before furtlagcadwent in
the clinical program is allowed, the student will have to satisfactorily etepl course of
remediation and achieve a grade of “P” or above in the repeated clinical cyme.completion of
the remedial course work and repeated clinical course, the student will bged\ny the SAC and
further action will be taken by the SAC if necessary.
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Grade of RM (Remedial)

A student who earns a Remedial grade in a clinical course is required to ithegbewnstructor of
Record of Clinical Programs and will be referred to the SAC for review @mhaf necessary. The
student is required to contact the Associate Dean of Students to discuss hidherapee and
program of remediation. The Associate Dean of Students will review all ssugeeiving a
remedial grade with regard to the program of remediation, circumstanceseaifct s1eeds.

Resolution of RM Grade

A student who receives a grade of Remedial at the end of any clinical terbe withced on Clinical

Probation:
A grade of Pass (P) or higher in his/her next level clinical course and ifamgplithe
successful completion of his/her remedial program will remove a student frooalcl
probation; the original Remedial (RM) grade will be converted to a Renfeasal{RMP).
A Remedial grade converts to a Remedial/Failure (RMF) grade if thenstiadle to meet
passing criteria for the next level clinical course; the student is thépleligr dismissal and
will be required to meet with the Student Affairs Committee (SAC).

Additional clinical assignments may be required when more than one Remedalgodtained
and when a Remedial grade is awarded in the final term of the program. A staigntikating
either two consecutive or three non-consecutive “RM” grades throughout the aungaulum is
eligible for dismissal.

Grade of AU (Audit)

A clinical course can only be taken for a grade of audit if required as pastudent’s modified
degree program due to his/her modified or probationary status. A student is requiesd them
same attendance standards as a student taking the course for credit. vErettabhdance and
satisfactory progress must be verified by the clinical preceptor in ordénrefaourse to be
transcribed.

Grade of | (Incomplete)

A student who does not complete all clinical course requirements by the end offrtle werich the
course was taken may, at the discretion of the clinical preceptor or Inswtigtecord of Clinical
Programs, be given a grade of Incomplete. A grade of Incomplete should be givemenlg
significant component of the clinical work has not been completed, and should never be esed in li
of an “F” or any other grade.

Resolution of | Grade

A student receiving a grade of Incomplete is required to contact the Inswti&ecord of Clinical
Programs or his/her designee immediately following receipt via Meditrileajrade of Incomplete
in order to make arrangements to complete the clinical course. The work mastgleted within

3 weeks following the term in which the Incomplete was given. The student amgtifuetor of
Record of Clinical Programs will be informed by the Registrar of theahdeadline date of when
the grade must be received.

If the grade of Incomplete is not removed by the actual deadline date gitles Rggistrar, the
grade will automatically become an “RM”. If extenuating circumsés arise, the Instructor of
Record of Clinical Programs may request an extension by contacting tis¢r&dgefore the
deadline has passed.

Following the resolution of an Incomplete, the new clinical course grade wilidzkin determining
the student’s status with regard to clinical probation, academic standingibiliglifor dismissal.
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Repeat of a Clinical Course

A student may only repeat a clinical course if required by the SAC or asfamodified program
when placed on modified status. Both grades will be transcribed on the studentispirais
student may not elect to repeat a clinical course.

Exemption from Clinical Courses

There is no exemption from or substitutions for clinical courses involving patien(®ae
paragraph below with regard to contact lens clinical courses). Students vafligeeal only to
clinical assignments that have been previously established by formaitiaffilvith the College.
The Office of Clinical Education publishes a list of clinical affilisa@sually.

A student may be exempt from contact lens clinical courses only. If the tostoficecord finds
that the student has sufficient educational background and/or clinical expeitensteident may be
exempted from the contact lens clinical course. If the student is grantednaptiexe the instructor
of record must notify the Registrar and the student in writing by the end of ithevibek of the
beginning of the contact lens clinical course. The student is required to attendtdt [ens
clinical course and/or assignment until receiving written notification efmgtion. An exemption
from a contact lens clinical course/assignment does not entail a chang®m tuit

Withdrawal from Clinical Courses

A student is not normally allowed to withdraw from a clinical course. A studentegagst
permission to withdraw from a clinical course by writing to the Vice BesdiDean of Academic
Affairs and providing a copy to the Clinical Education Office no later than 3 vesdkse the last
day of the student’s present clinical assignment or 3 weeks before thayist tthe student’s next
clinical assignment. Permission to withdraw from a clinical course will loalgiven by the Vice
President/Dean of Academic Affairs or designee. If the student’s raqusggiroved, a grade of
“W” will be transcribed. A student who withdraws from a clinical course lvélplaced on modified
status. The Vice President/Dean of Academic Affairs or designee willedevisodified program
for this student. A copy of the letter approving the withdrawal and providing the ssuthenlified
program will be sent to the Registrar and the Clinical Education Office.

If a student withdraws from a clinical course without permission by not attendigy clerkships
or screenings or by failing to complete other requirements of the climioedes, a grade of “F” will
be transcribed.

Withdrawal from a clinical course(s) after the third week of the term masesolt in a tuition
adjustment.

Submitting Grades
Final grades are due from the instructor of record on the date specifiedRgdisérar. The
instructor of record must submit the original Grade Sheet that is signed addndateealed

envelope and/or in person to the Registrar’'s Office. All grades, including prhetanin Progress,
and Remedial are considered for purposes of determining academic standingoamli@progress.
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Change of Grade Policy

The instructor of record for each course has final authority for the designaticerdes. Once a
grade has been reported in writing to the Registrar’s Office, the followouggures apply:

Change of grade for I, F, or RM
The instructor of record must complete a Change of Grade Form or writea fetter with
the instructor’s signature and deliver the form/letter directly to tlggsRar’s Office.

Change of grade due to a clerical error

The instructor of record must complete a Change of Grade Form or writea fetter with
the instructor’s signature with a statement indicating the reason fandnge for review by
the Registrar. The Registrar may request final approval from the Visgl®mgDean of
Academic Affairs.

Change of grade due to a calculation error

The instructor of record must complete a Change of Grade Form or writea fetter with
the instructor’s signature with a statement indicating the reason fandnge for review by
the Registrar.

All grade changes must be submitted to the Registrar’s Office in persoa geraled envelope.
Emails and faxes are not acceptable.

Notification of Grades

A grade report is ordinarily mailed out to the student’s local address usudlig @44 weeks after
the term ends. Grades are given directly to the student only in the form of aggader as an
unofficial transcript._Grades that are provided in any other format are cauwbideofficial.

A grade report or transcript at the end of a term will not be released until the 'stadenge
evaluations have been completed. Please review ‘Course Evaluation Requirement’.

Changes in grades will be given to the student by the Registrar's Qiftaegh a new grade report,
which is usually mailed to the student.

Grade Point Average (GPA) Calculation

The term or cumulative GPA is calculated by dividing the total number of qpailitys by the total
number of credit hours attempted during a specific time period. Pass/Fail griaudeal @rades,
Incomplete grades, and In Progress grades are not used in the calculation”RAthe G

A course that is taught over the span of two or three terms and for which only ones gjiada is
recorded as “IP” (In Progress), “WIP” (Work In Progress) or a blank spatieefdirst or second
term. When the final grade is received, it is recorded for each term of the. cAurggerim grade,
which reflects a student’s progress in a course that is in progress, egpeiall “F”, will be used
for the evaluation of academic standing and progress.
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Quality points are awarded per credit hour as follows:

A= 4.00
B= 3.00
C= 2.00
DorFD = 1.00
F= 0.00

For students who started their degree program before February 24, 2011:
One credit hour is equivalent to:

10 hours of lecture per term
20-30 hours of laboratory per term

20-30 hours of on-line interactive training per term
20 hours of clinic per term

Course load for first professional degrees:
Fall Term and/or Spring Term is defined as:
Full time: usually 24 or more credit hours

Half time: at least 12 and up to 23.99 credit hours
Part time: less than 12 credit hours

Each term in the final year, March Term and Summer Term is defined as:
Full time: 16 or more credit hours

Half time: at least 8 and up to 15.99 credit hours
Part time: less than 8 credit hours

Course load for stand-alone graduate degrees per term:
Full time: 10 or more credit hours
Half time: at least 5 and up to 9.99 credit hours
Part time: less than 5 credit hours

For students who started their degree proguéier February 24, 2011
One credit hour is equivalent to:

15 hours of lecture per term
30 hours of laboratory per term

30 hours of on-line interactive training per term
30 hours of clinic per term

Course load for first professional degrees:
Fall Term and/or Spring Term is defined as:
Full time: usually 16 or more credit hours

Half time: at least 8 and up to 15.99 credit hours
Part time: less than 8 credit hours

Each term in the final year, March Term and Summer Term is defined as:
Full time: 9 or more credit hours
Half time: at least 4.50 and up to 8.99 credit hours
Part time: less than 4.50 credit hours

Course load for stand-alone graduate degrees per term:
Full time: 10 or more credit hours
Half time: at least 5 and up to 9.99 credit hours
Part time: less than 5 credit hours

A student who attends and completes all required courses offerechtr kisks for the term or academic
year will be considered to be full time. These course load designat®nsed for student classification
status only. (For policies relating to tuition see ‘Tuition, Fees anoh@atyPolicy’ section.)
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Course Offerings

The College accepts no obligation to re-offer courses to any student duringhthaclemic year.

Attendance and Tardiness Polices

Students are expected to attend all classes and are required to atedmutaibiy sessions, clinical
assignments which include screenings, observations, clerkships and clinic,redtaanameetings.
Absences often require prior approval. Students should review the ‘Absence Rwoitties
Procedures’ to see which procedure applies to them.

Students who agree to a clinical/lab switch with classmates and/or addrtxungteer clinical
assignments are subject to the same attendance/absence policies andgsocedur

Additional Attendance Requirements for Clinical Assignments:
Attendance at clinic orientation each term is mandatory. A student who roigsgstion
may be delayed from starting his/her clinical assignment. Additional almécdf two hours
per one hour missed for orientation and/or delay in starting clinic will be added to the
student’s overall minimum hours needed.
Students are required to follow the attendance policies at the clinic to whicér¢hey
assigned. A record of attendance is kept in each student’s clinical file andablava
subsequent clinical preceptors.
Third year students in the 4 year OD program are expected to fulfill timeoat
assignments throughout midterm and final exam weeks. Exams will be schedblked in t
morning so that students can make afternoon clinic assignments. The last xkay ofeek
is considered as a clinic day, including Saturdays.
First and second year students in the 4 year OD program, first and second yeds giutle
AODP program, and first year students in the ASIP program will not be ags@nknical
assignments during midterm and final exam weeks.
First, second and third year students in the 4 year OD program, first and geaostudents
in the AODP program, and first year students in the ASIP program will not haieakl
assignments during Thanksgiving, Winter and Spring Breaks.
Final year students taking clinical rotations do not follow the academic calehiday
follow the calendar at their clinical site.

Tardiness for Clinic Assignments: Punctuality is expected for all clinical assignments. The
student must notify his/her assigned clinic and preceptor of unavoidable deldyse t6ado so will
be considered an unauthorized absence. More than one incident of tardiness may beaonsider
unprofessional conduct and may be brought before the Student Affairs Committee.

Absence Policies and Procedures

Planned Absences:A student, who will be missing any clinical assignment, must obtain his/her
preceptor’s permission to be absent from clinic before applying for a plannet@b$&eceptors
are not obligated to grant time off. Necessity of coverage or make-up assigrionenissed
sessions will be determined by the preceptor and/or the Office of Clinicaatimuc
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After the absence from clinic is granted or if clinic assignments will natibsed, a student with a
planned absence needs to submit a request for a planned absence with appropriateadimcuatent
least 45 days in advance to the Office of Academic Affairs in order to obtaircaseekabsence.
Not all requests for planned absences will be approved.

A student should follow any applicable absence policies listed below as mgcéssiadent will not
be granted an excused absence because of travel plans or personal events thatfdiot with the
Academic or Clinical Site Calendars. The Office of Academic Adfaill notify all parties as to
whether or not the absence has been approved with regard to didactic coursework.

If a student is granted an excused absence, the student assumes all respémsibili
- obtaining and completing missed assignments and examinations,
switching laboratory sections, with written notification of the switch to relewetructors,
preferably switching clinical assignments with a classmate to icswerage for patient care

and completion of his/her own clinical requirements. A switch must also be requested via
Meditrek.

A planned absence with specific requirements includes, but is not limited to:

Absence to Attend Professionally Related Activities or Corporate-Smsored Educational
Programs/Events
- Absence must be approved in advance regardless of the number of days of absence.
A student must have a GPA of at least 2.200 and may not be on Warning, Probation
and/or Inquiry Status.
A student will be granted one leave for professional activities per tetmacEdinary
circumstances may warrant an exception. Exceptions will be reviewed on an individua
basis, but may be granted if the student has an official role in the event, (e.g, office
coordinator, etc.) and should have a GPA above 2.80. The student’s role should be
described as part of the request.

Under no circumstances will a student be allowed to attend more than two events in a
given term.

Student participation in professional activities is encouraged by the Coltegestlalso be
recognized that a student’s priority is to his/her studies and his/her obligatioretd pate.

Absence Due to Religious Observance
In general, the College does not observe religious holidays.

Each student, upon notifying his/her instructor of record, lab instructor, clinicagioz and
clinical director at least 45 days in advance, shall be excused from alass dinical
assignment to observe a religious holiday of his/her faith.

While the student will be held responsible for the material covered in his/hecabsanh

student shall be permitted a reasonable amount of time to make up any work missed, No tes
quiz, major class event, or major College event will be scheduled on a major religiolay holi
Faculty and administration shall in no way penalize a student who is absent &demac or
clinical activities because of religious observances.
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Absence Due to National Boards

A student may schedule one day of travel time prior to the administration of the baarciec
one day after administration of the exam. A student may not schedule time off for dhaands
the first week of a clinical rotation. A student must obtain approval of his/heratlgiie in
advance.

Absence Due to Jury Duty

A student must submit a request at least 45 days in advance to the Office of ikcatiains
providing a photocopy of the Jury Duty Notice as well as documentation that apappe
absence policies have been followed and authorized. A student must switch lab sedsions a
clinic assignments with classmates.

Unexpected AbsencesA student with an unexpected absence such as an illness, a death in the
family or a personal emergency, who will be missing any clinical mssgt, must obtain his/her
preceptor’s permission to be absent from clinic following that clinic’s patidye absent. The
student must also contact the Office of Academic Affairs providing hisflierame, contact
telephone number and a brief explanation.

Preceptors are not obligated to grant time off. Necessity of coverage oumaksignments for
missed sessions will be determined by the preceptor and/or the Office oalHidiccation.

The student will need to submit appropriate documentation to the Office of Acad#airs in
order to obtain an excused absence.

A planned or unexpected absence with specific requirements includes, but is teot tiami
Closing or Delay Usually Due to Inclement Weather:
Beacon Street Campus: Notices of academic program closure or deldy dsedb inclement
weather will be:
listed on all four major Boston television networks (local ABC, CBS, NBC & FOX)
listed on WBZ radio (1030 AM)
indicated on the College website with a dated notation of “open” or “closed”
emailed to all College student emails with a dated notation of “open” or “closed”

Clinical Sites: A student assigneddiic is expected to contact his/her preceptor and/or the
clinic director. If the clinical site remains open, the student is expextgalto clinic. If the
student is unable to attend, the student must follow the procedure for an ‘unexpeated’abse
which can be found under “Absence Policies and Procedures”

A student assigned &xreeningwill have his/her screening cancelled if the
NECO Beacon Street Campus is closed regardless of the status of the s@ig=ning

A student assigned to abservationwill have his/her observation cancelled if
the NECO Beacon Street Campus is closed. The student is expected to contagirbisépéor
to cancel the observation for that day and reschedule his/her observation didtietioae.

Absence from a Laboratory Session

A student must obtain prior approval from the laboratory instructor, instructor of recie or
appropriate department chair if the instructor(s) are unavailable prior stetth@f the laboratory
session.

Absence from a Mandatory Class or Meeting
A student must obtain prior approval from the instructor of record for the class and/or the
appropriate office convening the meeting.
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Absence from Midterm and Final Examinations

All students are required to attend midterm and final examinations on the datelsquliblighe
Office of Academic Affairs except in the case of serious illness or pérsoargency. If a

student is ill or has a personal emergency, the student must contact the Ofitaelemic

Affairs (617-587-5587) prior to the start of the examination to request an excuseckalbéen

all requests will be approvedf there is no one available in Academic Affairs to verbally
discuss the request for an excused absence, the student should leave a message imn Academ
Affairs’ voicemail and must then contact the Office of Student Services (617-58716593)

inform them of his/her inability to attend. The office that is verbally contactédhiorm the
instructor of record that the student is unable to attend the examination.

In the case of illness, a written medical excuse must be submitted to theed@#icademic
Affairs. The written medical excuse documentation must include datd{s) ihess and a date
specifying medical clearance to return to the College. In the case clompleemergency, the
Office of Academic Affairs will inform the student of what documentation cessary.

The Office of Academic Affairs will contact the instructor of recordesaail with a copy to the
student and the Registrar’s Office as to whether or not the absence fromrtteatica has
been approved.

Upon written notification of an approved absence from the Office of Acaderfag#Af
- The student is required to contact the instructor of record to reschedule $ee mis
examination immediately upon his/her return.
If the missed exam is the final exam, the instructor of record will awaraide @f
Incomplete until the exam has been made up. Please see “Resolution of Incomplete
Grades” with regard to deadlines.

In situations where a student does not follow the correct procedures as statethabstuelent
will not be given an excused absence. The instructor of record is not required tonodlles ap
exam for this student. Options include recording a grade of 0 (zero) for the rexguming an
alternative exam and/or other additional assignment, or other options at theatisufrédie
instructor of record.

The Office of Academic Affairs will keep a record of examinations ndi§geeach student and
will forward the records to the Associate Dean of Students each term.usdatisences from
examinations will not be tolerated as this provides an unfair advantage ogenaties. Habitual
absences will be treated as unprofessional conduct.

Absence from a Quiz

The instructor of record will determine the consequences for being absent fraimoaimeed or
unannounced quiz. A student should contact the instructor of record prior to the quiz for a
previously announced quiz.

Unauthorized Absences: An unauthorized absence is considered unprofessional conduct.
An unauthorized absence includes, but is not limited to:
not following the above procedures with regard to planned and/or unexpectadeshse
leaving a clinic assignment without permission,
an unapproved clinic and/or lab assignment switch,
an unexcused absence.
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MISCELLANEOUS PROCESSES AND POLICIES

Leave of Absence and Readmission

A student, who is in good academic standing and has a cumulative GPA of 2.000 or above in a firs
professional program or a cumulative GPA of 3.000 or above in a graduate program, mayareques
leave of absence from the College. This request must be in writing and must Iitéesiuionthe

Vice President/Dean of Academic Affairs at least 30 days in advance ahticipated leave date.

This requirement of an advanced notice will be waived only under extraordinampstences.

If the student is in his/her final year of a first professional program amdéogiaduate program,
The Vice President/Dean of Academic Affairs will notify the CliniEdlucation Office and/or the
Office of Graduate Studies upon receipt of the request.

The Vice President/Dean of Academic Affairs will inform the student itingrof the decision and
any terms and date of reentry relative to returning to the College aasiadio notifying the
appropriate offices.

Please note the following:

The decision to grant the leave will be a function of consultation between the Vic
President/Dean of Academic Affairs, the Director of Clinical Etlooaf student is in
his/her final year, the Director of Graduate Studies if student is in a grggogtam, the
Chair of the Student Affairs Committee, and any other appropriate individuals.

A leave of absence may not be granted before all tuition and fees are paid il fiké a
student has met with the Financial Aid Office to discuss the effect of the leavengaridl
aid arrangements.

A leave of absence is usually not extended beyond one year. Ordinarily, a fugtanted
only one leave of absence.

A student who returns to the College after a leave of absence may bed ¢ tiziee
additional course work due to curriculum changes. A student taking a leave of atzesice
so with the understanding that course sequencing may change during the Easenck. A
student may be required to pass a clinical proficiency examination prigigmaent to
clinical patient care.
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Conditional Leave of Absence and Readmission

If a student is not eligible for a leave of absence as described above, yetspeggantdinary
extenuating remediable circumstances, a conditional leave of absenbe neayiested. Examples
of such circumstances could include illness or other medical/personal conditotismé&ntation of
the circumstances by a practitioner deemed to be qualified by the Collegaatmsipany the
requests. Remediation of the condition by a qualified practitioner must be pddsgtie student

in order to return to the College. Conditions set in the return documentation, such as continued
medical care or therapy, must be adhered to.

If the student is in his/her final year of a first professional program amdégiaduate program,
The Vice President/Dean of Academic Affairs will notify the Cliniedlucation Office and/or the
Office of Graduate Studies upon receipt of the request.

The Vice President/Dean of Academic Affairs will inform the student itingrof the decision and
any terms and date of reentry relative to returning to the College aasiadio notifying the
appropriate offices.

Please note the following:

The decision to grant the conditional leave will be a function of consultation betiaee
Vice President/Dean of Academic Affairs, the Director of Clinicaldadion if student is in
his/her final year, the Director of Graduate Studies if student is in a grgmtogtam, the
Chair of the Student Affairs Committee, and any other appropriate individuals.

A leave of absence may not be granted before all tuition and fees are paid il thia
student has met with the Financial Aid Office to discuss the effect of the leavengurid
aid arrangements.

A leave of absence is usually not extended beyond one year. Ordinarily, a sgtanted
only one leave of absence.

A student who returns to the College after a leave of absence may bed ¢ tiziee
additional course work due to curriculum changes. A student taking a leave of atisesnce
so with the understanding that course sequencing may change during the kEasence.

A student who returns to the College after a conditional leave will be requiresista pa
clinical proficiency examination prior to assignment to clinical patierd.c# the student
fails to pass, the student will be required to complete clinical tutoring befatang the
proficiency examination. Failing to pass a second time may result in thatsedsg
reclassified as to his/her level in the program or not being allowed to return.
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Withdrawal

A student in a first professional program may withdraw from the College by imigrtime Registrar
in writing. This should be done at least two (2) weeks before Final Exams begieeo(Ihweeks
before the end of a final year clinical assignment. A student must make an aygmomwith the
Associate Dean of Students and have exit interviews with the Financial Aid and€BuSifiees.

A student in a graduate program may withdraw from the College by informing tretdDio#
Graduate Studies in writing. The Director will notify the Registrar itingiand provide the
student’s withdrawal letter. A student must have exit interviews with thedtalaAid and Business
Offices.

When the withdrawal from the College becomes official, the following actidhsccur:

Deactivation of the student’s identification card to remove access to camfulisgsuexcept
as a visitor during regular business hours.

Discontinuation of the student’s email account. The student must provide the IT Degartm
with another email address within five (5) days where email can be forwardidtip(30)
days. If a student fails to give the College IT Department another aocaiint within five

(5) days forwarding will not be instituted.

Reapplication after Withdrawal or Dismissal

A student who has withdrawn or has been dismissed from the College must reapply byrgubmi
new documentation to the College for readmission to the program. A student who witbdheass
been dismissed from the College must apply to the Admissions Committee forsgadrbut will
not be readmitted without the recommendation of the Student Affairs Committe&/icEhe
President/Dean of Academic Affairs or designee in consultation with theaBA@e Graduate
Studies Committee (GSC) if applicable will determine the reentry,lda& of reentry and modified
program, if necessary. The original expected graduation date may be re\appdogsiate.

The former student must have met all prior fiscal obligations to the College petdrening or
applying for readmission. Withdrawal from the College in good acadeamdiay does not in itself
guarantee readmission. Previous admission to the College in no way guarartessfisiuc
readmission by a former student who reapplies to the College. Readmissioctdi¢ige will only
be decided by the process listed in the above paragraph. An administrator or fecolttgrrof the
College has no authority to insinuate that a student will be successfullyitteadm
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Student Rights and Responsibilities

The College uses electronic and written communications in the delivery of itstiedat programs
and in the conduct of its business affairs. Students are responsible for assutheythedd and
respond appropriately to all communications from faculty and administration.

Student Ethics Policy

The Student Ethics Policy was written by students to ensure ethical behavioaeticbpr Students
at The New England College of Optometry are preparing for a careerofeagpon which demands
of its members high standards of ethical conduct and personal honesty. All stuelexfseated to
make a commitment to abide by a Code of Ethics, exemplifying a standard wibbgivhich forms
a sound basis for future professional conduct. Students are required to respect theceacade
environment of the College, to uphold the rights and well being of all members of theeColleg
community, and to avoid any form of dishonesty.

All students are required to endorse the Code of Ethics, thereby agreeing to uphaidigiensrof
academic and professional conduct as well as the College and NBEO exant.céiudinermore,
the New England College of Optometry supports the ideals of the American Optohssticiation
Code of Ethics as a valuable guideline for future professional practice.

Misconduct Descriptions

Academic Misconduct: This is the misrepresentation of one’s own acaddneuvernent. It
includes but is not limited to the following:

1. cheating on examinations,

2. copying and/or providing examination questions and/or answers to others,

3. plagiarism.

Professional Misconduct: This includes but is not limited to the following:

deliberate acts of disrespectful behavior toward faculty, staff, studeptgients,

failure to abide by standard clinical policies and procedures,

theft of an examination or examination answers,

forgery, alteration or knowing misuse of patient records,

theft or destruction of College/Clinic property and/or property belongingetalmrs of the
College’s community,

6. failure to read and respond when requested to faculty or administrative comtuasica

agrwnE

A student whose behavior can be reasonably inferred that he or she has acted in@ceotida
academic and/or professional misconduct may be subject to actions bydbat3tffairs
Committee.

When an infraction of the Ethics Policy has been perceived, the observel(subhat a written
complaint describing the infraction directly to the Chair of the StudentrAf@ommittee within
three business days. If further action is necessary, the SAC will invoke thefésgoonal Conduct
Policy.
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Examination Procedures and Protocols

The following procedures and protocols have been established in an effort to ensunatoa

integrity and fairness to all students. The goal of this policy is to deteirghaat define

appropriate testing conditions and behaviors. Students found in violation of these procedures and/or
protocols may be eligible for dismissal from the college.

Cheating on an examination/inappropriate behaviors:
- giving any answer that is not your own,
looking at other students’ answers even if you don’t change your own answetr,
using or possessing unapproved materials during examinations such as cheaiatiesets
formulas or personal items,
using a calculator that is not within the Texas Instruments 30-series,
possessing or using any unapproved electronic device,
whispering or other behaviors deemed inappropriate by the examination proctors.

Procedures and protocols:
All students shall conduct themselves in a professional manner and abide by the Code of
Ethics agreements that students signed during orientation.
Students are not permitted in the examination room before the proctor allows them in.
While waiting to enter the examination room, please keep your voices to a mininavoid
disruption of an ongoing examination.
Once in the exam room, all personal belongings must be left at the front cdiglieooim.
These include, but are not limited to:
o0 bags, backpacks, purses,
0 coats, hats, gloves,
0 books/notes,
o cell phones/pagers/PDAs, which must be turned off,
o0 calculator cover,
o]
o]

food/drinks except water as specified below,
“good luck” pieces
The following items are permitted at the student’s desk:
NECO Student ID
Pencils/pens
Rulers, compass, protractor
Permissible calculator* without cover, if required for exam
Clear bottle of water without label

o 0O O0OO0Oo

*Permissible calculators include only those in the Texas Instrumentsid8:sarcalculator must be
used by only the owner and may not be given to another student. Students are resporwiile for t
calculator being in proper working order; proctors do not have calculators for stuBestors

may inspect calculators during the exam. The allowance of a calculatog theiexamination is at
the discretion of the course instructor.

Students will be randomly assigned to their examination room and seat.

The proctor has the right to ask any student to move from his/her seat to any attivethse
room before and throughout the duration of the examination. These requests are standard
protocol and do not necessarily indicate a problem. If asked to move, collect your
belongings and examination and move to the requested location quickly and quietly.
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During the examination, a student must keep his/her eyes on his/her own paper and avoid
unnecessary wandering of eyes. Under no circumstances is a student allowealrto bor
anything from a classmate or communicate in any form with another eltesdoring the
examination.

Once a student finishes the examination, the student should submit the exam to the proctor,
quietly collect personal belongings from the front of the examination room areltlea
examination vicinity. The examination vicinity includes all areas whemgersation may be
overheard by other students still in the examination room. These include, but amatedt i
to, hallways, restrooms near the exam room, rotunda and atrium.

Except in emergencies, a student will not be allowed to leave the examination rdom unt
he/she has finished and submitted his/her examination. Feeding a parkingmeter i
viewed as an emergency reason to leave the examination room. A student should use
restroom facilities before the examination starts. A student who urgently teease the
restroom should use the one on the same floor as the examination and immediaitety ret
the examination. Only one student at a time will be allowed out of the exam room for
restroom purposes and the student’s name will be noted by the proctor. Restrodras will
randomly checked for study materials during exam week. A student found warttherin
building during an examination will be asked to explain their presence.

A student should represent herself/himself accordingly to prevent her/his dationseing
interpreted as cheating during any examination and to encourage others toatiesge t
high standards of ethical academic behavior and professional conduct.

Course Evaluation Requirement

Students must submit course evaluations through Moodle at the end of each termlagdes end
for the term, students will have a week to enter a course evaluation for each ctudeatsSgrades
will not be released until their course evaluations have been completed. Studemtsisbouany
guestions with regard to how to enter course evaluations in Moodle to the Officedafiiica
Affairs.

GPA Requirement to Hold Student Office/Committee Menber

A student must have and maintain a cumulative grade point average of 2.200 or bettertonrarde
for a student office, hold a student office, represent a student government offeca stualent
member on College committees.

A student who fails to maintain this cumulative grade point average will be retuiresign his/her
position immediately. If applicable, the position will be replaced by the studentegeived the
second highest number of votes.

Course Proprietary Policy

No instructor may be audio-taped, video-taped, or photographed without his/her spetifssioa.
With the permission of the instructor, course materials in the form of lectureta,
presentations, videos or other materials not restricted by copyright méayaieed by the student
for private use but may not be disseminated without the permission of the instructatioiof
this policy will be considered unprofessional conduct.
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Unprofessional Conduct

The College reserves the right to terminate the enrollment of any studenyttane for whatever
the faculty and administration at the New England College of Optometrideons be good and
sufficient reason. Unprofessional conduct may include, but is not limited to cheddigigrism,
unexcused absences from assignments, professional misconduct relatecht@gatjdalsifying
clinical records, abusive behavior, organizing or participating in harassmleazing, and theft or
destruction of the College’s, Clinic’s or College member’s property as weth&r conduct
unbecoming a student at the College.

A faculty member, student or other member of the College community who conssedeat’s
conduct to be unprofessional must submit a written complaint to the Chair of the Studeat Affa
Committee (A member of the College should consult with his/her supervisor befordtsuptne
complaint). Upon receipt of the written complaint, the SAC will notify the stutlanttcomplaint

has been received and that the student has been placed on Inquiry Status pending anonweafstigat
the complaint by the Student Affairs Committee. The student will also be idiotimat he or she

shall have the right to present evidence and testimony and may also seledyarfambber or
administrator of the College as an advisor to aid him/her in answering the aampllae student

will be notified by the Chair of the SAC as to the date, time and place of the gayestihearing

and will be provided with information with regard to the unprofessional conduct charge.

An investigative subcommittee usually consisting of the Chair, a student mantbene faculty
member of the SAC will be formed. The subcommittee will meet separatélyhei student, the
individual making the charge and any other individual with information pertinent to th@aiom
The subcommittee shall attempt to collect, within reason, all evidence éntbtesrelevant to the
charge before making its recommendations to a majority of the SAC in an exedianner.
Penalties are determined on an individual basis and include, but are not limited tssalismi
suspension, disciplinary probation and additional academic and/or clinical asstgnriihe Chair
of the SAC will notify the student in writing as to the results of the inquiry amahadio be taken.

Appeal of SAC Decision on Unprofessional Conduct

The student may submit a written appeal of the decision of the SAC to the VideRt&2an of
Academic Affairs within five business days after the date of the lettehichvthe SAC advises the
student of their decision. The Vice President/Dean of Academic Affairsemie as the primary
reviewer of appeals of the decision.

An appeal will only be considered if a student demonstrates that the SAC did not follow the
investigative hearing process or finds thatvextenuating evidence exists that was not available at
the time of the investigative hearing. The Vice President/Dean of Acadédfaics will act in an
expeditious manner after receipt of a written appeal and may elect tammecameemmittee of faculty
and/or administrators to assist with this decision at any point of the processic&he V
President/Dean of Academic Affairs may request input from the SAC osaherecessary.

If the Vice President/Dean of Academic Affairs deems that the appeatifged, he/she may
request input from the SAC and/or other involved parties as appropriate before athastglent
in writing of the final decision. If the Vice President/Dean of Academiai’sf does not find that
the appeal is justified, the student will be advised in writing of this final decisi
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A student who is appealing an unprofessional conduct decision with the consequencéssébsm
suspension should contact the Vice President/Dean of Academic Affairs to fintatudidactic
courses and/or clinical courses/assignments that he/she may attend.

Consequences of Unprofessional Conduct, Dismissal or Suspension
As soon as the dismissal or suspension from the College becomes official na stusiecomplete
the following:

an interview with the Associate Dean of Students,

an exit interview with a member of the Financial Aid Office,

an exit interview with a member of the Business Office.

And the following will occur:
- transcribing of unprofessional conduct dismissal or suspension on the student’gptranscr

record
deactivation of the student’s identification card to remove access to campusgsudgcept
as a visitor during regular business hours,
discontinuation of the student’s email account. The student must provide the IT Caypartm
with another email address where email can be forwarded for thirty (3€) tfay student
fails to give the College IT Department another account within five (5) dayarfding will
not be instituted.

Falsification of Records

Falsification of official records is a violation of College policy and is stiliedisciplinary action.
Such falsification includes forging signatures, or deliberately missepting or altering information
submitted on College records. Appropriate action will be taken which includes expiutsn the
College.

Immunization Requirements

The Commonwealth of Massachusetts under the College Immunization Lavesegjustudents in
a health science program who may be in contact with patients to provide the @atlegeoof of
immunity against measles, mumps, rubella (2 doses of each vaccine are retaiaedsy;
diphtheria; acellular pertussis; varicella (2 doses), and the hepatitis B§3elges) vaccine. The
College also requires a Mantoux PPD test for tuberculosis annually. TheeQuobeglates that
students obtain all immunizations prior to enroliment.

Exemptions from immunizations can be made only for certain medical condgimisas health
circumstances which contraindicate immunization, pregnancy, or participatocuirrent sequence
of immunizations. A written statement from a physician is necessary irgéth lsgcumstances.

Students will not be allowed to participate in clinical assignments which bete first term of the
first year until all immmunization requirements have been fulfilled. The ge&Beclinical affiliations
may also require additional immunizations and/or testing that must be comjtheakore
participating in patient care at that clinical site.

For questions regarding immunization requirements, please contact the OfftadaitSServices.
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CPR, AED and Epi-pen Certification

All students are required to maintain certification in cardiopulmonary reatisni(CPR), in the use
of automated external defibrillation (AED) and in the use of an Epi-pen. Studdntsiik
allowed to participate in clinical assignments without proper certibioati

CPR certification may be obtained prior to starting the College if theadquirdate is valid through
May of the second year of study. The College only accepts Red Cross or bkaziafion
certification. Mandatory certification courses for CPR, AED and Epi-pktevarranged for
students usually as part of a Principles and Practice of Optometry course.

Id Usage and Beacon Street Campus Access

All are required to swipe their ID cards to gain access to the BeacohGarepus during normal
hours. To maintain a safe environment for students and staff, each individual withinldge Col
community must adopt the following standards:
- All members of the College community will wear their IDs while on thadde Street
campus which will identify them as a member of the College community.
Any member of the College community not having an 1D will be required to obtain a
temporary ID/Guest Pass at the reception desk in the Front Office.
Individuals who are in the building and are not recognized as a member of the College
community must be escorted to the reception desk where they will be required to produce
identification and the reason for being in the building so that a determination can basmade
to their continuing presence.
Individuals who refuse to wear their IDs or who manipulate the appearance dDthane
undermining security in the building and will be required to meet with the President, the
Dean and/or the HR Director to explain their behavior. Ongoing refusal to follow the
standard will result in disciplinary action, as stated in the faculty carftreseting
reasonable performance standards), the Staff Handbook (refusal to carry outdleasona
assignments) and the Student Handbook (unprofessional conduct).
Please do not open entrance doors to the building for those you do not know.

Plastic ID holders with a lanyard/clip are available at the receptidniniéise Front Office.

Solicitation Policy

The College maintains relationships with many corporations in the healthetdreNewly

instituted healthcare industry guidelines and recent Commonwealth ofdiase#s laws have
strict rules defining what types of sponsorship can be permitted betwedndaaltorporations and
providers, students, and teaching institutions. There are penalties to both the corpmcthe
benefiting individual or institution for violating these laws.

Companies are not permitted to solicit on College property unless authorizedAsgtivgate Dean
of Students or the Vice President/Dean of Academic Affairs. The Collegendberovide lists of
student, NECO email addresses or residence addresses to external corpopate $tudent groups
requesting direct corporate support must first notify the Development Offiearel to meetings
that is paid or reimbursed by a corporation requires prior approval of the Officadémic

Affairs.
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Electronic Communications Policy

While the College fully supports an individual’s right to freedom of speech, assa@lirsuit of
academic freedom, the email systems and electronic communicatiomasgétiie College are not
an appropriate medium for all types of communication. Material that is hargsofane, obscene,
intimidating, defamatory, or otherwise unlawful or inappropriate may not be semdiyor other
methods of electronic communications.

The use of the College’s communications systems (including email, webgitpb@ne systems) is
reserved primarily for the conduct of business at the College. The Coléggédsns may not be
used to solicit or proselytize for outside or personal commercial ventureyusli political
causes or activities, outside organizations or other solicitations oriastiiait would jeopardize the
College’s tax-exempt status or would otherwise violate this policy. Chair emoaid not be
initiated or forwarded through the College’s email system.

To enhance efficient communications, the College establishes interndduistrilists for various
programs. The College does not routinely monitor the College’s Systems, but does ties right
to gain access to email in a student’s account or to monitor internet use. Howeverngabs gent
via College established distribution lists may be monitored by Collegenasdiraiors.

Peer-to-Peer and Copyright Policy

The New England College of Optometry (‘the College’) is committed to providing\aroament
that supports the research and the teaching activities of its faculty, sfuaehssaff. As a matter of
principal and practice, the College encourages all of its members to phklispapers, books, and
other forms of communication without restriction in order to share openly their fingimbs
knowledge with both the optometric profession as well as the general public.

In furtherance of this credo, the College has adopted a Copyright Policy thahdeidtto provide
guidance for the members of the College community, including faculty, visaoudty, staff,
administrators, and students, in matters of copyright compliance when using @ty obcreative
works including, but not limited to printed materials, digital media, sound recordimdyspanputer
and educational software. The College expects that all members of the comadbeity to the
provisions of the United States Copyright Law — Title 17, United States Code, Sec. 101,
http://www.copyright.gov/title17/. The Policy presents to the Collegenmomity a summary of
U.S. copyright law related to the use of copyrighted works in the classroom, in théMiid&le)
and the library as well as to provide guideline and procedures for obtainingpemicsuse
copyrighted works.

While the policy provides practical advice and procedures on copyright métgatsadvice should
be sought if a member of the community feels clarification is needed. Memhkes@bllege
community who willfully disregard the Policy do so at their own risk and assumebilityia
Therefore, each member should not rely on this summary; rather he/she shitihe i€apyright
Policy in its entirety at www.neco.edu/library/copyright.html.
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Family Educational Rights and Privacy Act

The Family Educational Rights and Privacy Act (FERPA) affords studengrcaghts with respect
to their education records. They are:

1. The right to inspect and review the student’s education records within 45 days of the day
College receives a request for access. Students should submit to the RegatraHdad of
the Academic or Clinical Departments/Offices, or other appropriateadffecwritten request
that identifies the record(s) he/she wishes to inspect. The College ofifitialake
arrangements for access and notify the student of the time and placehveh@@tds may
be inspected. If the records are not maintained by the College official to thieaequest
was submitted, that official shall advise the student of the correct officrgidm the
request should be addressed.

2. The right to request the amendment of the student’s education records that the student
believes is inaccurate, misleading, or otherwise in violation of the studemtsyprights
under FERPA. The student may ask the College to amend a record that he/sheibelieves
inaccurate or misleading. A student who wishes to ask the College to amend aheuatatd s
write the College official responsible for the record, clearly identifypdne of the record the
student wants changed, and specify why it should be changed. If the College dedides not
amend the record as requested, the College will notify the student in writing otitierle
and advise the student of his/her right to a hearing regarding the requasefaiment.
Additional information regarding the hearing procedures will be provided to thenstude
when notified of the right to a hearing.

3. The right to provide written consent before the College discloses personalljiatésti
information from the student’s education records, except to the extent that FitRRAIzZes
disclosure without consent.

One exception that permits disclosure without consent is the disclosure to collggks off
with legitimate educational interests. A college official is defined psrson employed by
the College in an administrative, supervisory, academic or research, or stgippastion
(including law enforcement unit personnel and health staff); a person or complanyhom
the College has contracted (such as an attorney, auditor, or collection agenspraserving
on the Board of Trustees; or a student serving on an official committee, such aplmalgci
or grievance committee, or assisting another school official in perfotmsrtger tasks. A
school official has a legitimate education interest if the official needsview an education
record in order to fulfill his/her professional responsibilities for the Qelle

4. The right to file a complaint with the U.S. Department of Education concerningdillege
failures by the College to comply with the requirements of FERPA. The addriémsoffice
that administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-5920

Student Directory Information Policy

The following information is considered directory information and is releaseebolest without the
student’s specific written consent: dates of attendance, program and yéchrstudent is
enrolled, course load, the College’s degrees received, address and telephongeamaibelate and
place of birth, and degrees received from other institutions.
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Emergency Notification System

The College has an Emergency Notification System that alerts studeulty, fad staff with regard
to critical situations in or near the College’s campuses. The systeraattibce, text and email
technologies. In the event of an emergency, the system will employ all metheddd the College
community.

The system is not intended for routine school closings due to inclement weather.

Student Records Access

The individuals at the College who have access to the student records, other themdtnarlR
Office employees, are the President, the Vice President/Dean of Acadliéairs, the Associate
Dean of Students, the Chair and Members of the Student Affairs Committee, tttemmfeClinical
Education, the Director of the Accelerated OD, the Director of the Advanaadifg International
and the Director/Committee of the Master of Science Programs (if theastsde that program),
and College-authorized auditors. Other College administrators with legitedatational interests
are allowed access to student records as mandated by the Family Edli€agbts and Privacy
Act.

Name and Address Policy

A student is required to provide the Registrar with his/her local address epitoted number,
permanent address and telephone number, and legal name while in attendance at thd mllege
student is responsible for notifying the Registrar’s Office immediatelyriting of any changes. A
student’'s name, address and telephone number are considered directory informatidiroand w
available to individuals affiliated with the College such as the library consoas well as third
parties at the discretion of the Registrar.

The Registrar’s Office does not ordinarily provide mailing lists taltparties. A third party must
submit a written request for a mailing list and designate its single usage.egiser& reserves the
right to consult with the Vice President/Dean of Academic Affairs.

Student Award Disclosure Policy

NECO offers a limited number of scholarships from private donors and its endowment, athel outsi
organizations frequently ask the College for assistance in selectingidgstudents for their
scholarships or other awards. Depending on the award criteria, students mayddaively apply
for a scholarship or be selected by a committee based on grades, GPA, finad¢istiutst loan
indebtedness, state of residence, or other factors. Committees may be compazéty of fa
members, administrators, private donors, student representatives, or others, whicotnaex to
know” basis, review a candidate’s qualifications. Although the information isvesli@ith the
utmost confidentiality, some students may not wish to participate. A student may opthaut
scholarship/award process by submitting a written request to both the AssaaatefCstudents
and the Director of Financial Aid. Scholarship selection occurs most of thesgatais best to
submit your request to opt out early in the academic year. The opt out stattiserom
scholarship/award process will remain in effect unless a written sestis received by both the
Associate Dean of Students and the Director of Financial Aid.
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Students who receive endowed scholarships, those from NECO donors, or other avwgivés are
recognition by the College to celebrate their achievements. Recognitidie ¢a the form of being
honored at one of the awards ceremonies, a written announcement in the awards pragtee to

the student’s hometown newspaper, an announcement and photo on the College’s website, or other
form of communication. Students are allowed to participate in the awards pragrgnasid opt out

of publicity if they so desire. Again a written request to opt out of the publication & aadh

award and/or photo to both the Associate Dean of Students and the Director of Finahisial A
required. The opt out status from publicity will remain in effect unless a wrgszission is

received.

Hazing Policy

The Commonwealth of Massachusetts prohibits hazing. Hazing is defined as any comaethod
of initiation into any student organization, whether on public or private property, whi@lilyor
recklessly endangers the physical or mental health of any student orexw.pConsent of the
individual is not available as a defense. The crime of hazing is punishable byarfotanore than
$3,000 or by imprisonment for not more than one year, or both such fine and imprisonment.

Any person who knows that another person is the victim of hazing and is at the scene afrsueh a
should report the crime to an appropriate law enforcement official as soon ddepoBailure to
report is punishable by a fine of not more than $1,000.

The New England College of Optometry will not tolerate hazing of any kind. Hedlinge

considered unprofessional conduct. Any student found guilty of hazing by the Commonwealth of
Massachusetts, whether or not the incident was affiliated with the Colldiges subject to

immediate dismissal for unprofessional conduct.

Harassment

The College is committed to providing an environment in which each student is tredtelgwity
and respect. Any verbal, physical, or other form of harassment of studentseb&foace, sexual
identity, national origin, age, religion, mental or physical disability, and aet&atus, by staff,
faculty, other students, or others authorized to be on the premises is illegal and eltoletrated.
Such harassment is defined as unwelcome statements, questions, innuendoes, actiess, pict
gestures, jokes, etc., regardless of their subtlety, that cause someone ¢éadedoihtimidated,
humiliated, or degraded. Harassment creates an unhealthy environmenthaexssihent creates a
hostile environment: both negatively impact academic performance, and Ig ptotibited at the
College.

All College administrators and faculty have the explicit responsibility aityltd take immediate
action to prevent the occurrence of any harassment of students because ekuatéjentity,
national origin, age, religion, mental or physical disability, and veteran stahey. also have the
responsibility to report any complaints or observations of such harassment atetyeii the
Associate Dean of Students. Any student who has been harassed is encouragedss tak eit
Associate Dean of Students or the Director of Human Resources. Reports eiheatasf any kind
will be responded to immediately. Appropriate confidentiality will be maieththroughout the
process of handling harassment reports. Concerns related to sexual harasssyatifically
addressed in the following policy.
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Sexual Harassment

Introduction

In keeping with efforts to establish an environment in which the dignity, rights, ank eiat
members of the community are respected, it is the policy of The New EngldadeCal Optometry
that sexual harassment of, or by, any member of the College community vi# talerated.
Sexual harassment is unlawful and prohibited by both state and federal stihtistatso a violation
of College policy and subject to disciplinary action. Retaliation againstdgils for filing
complaints of sexual harassment, or for cooperating in an investigation of suchintsngalso
unlawful and subject to disciplinary action by the College.

This policy seeks to encourage all members of the College community toskpedg and
responsibly any concern or complaint of sexual harassment. For the purposes oicthigheol
College community consists of: internal and external faculty, staff, adraiiois, students,
members of the Corporation, independent contractors, patients, and visitors on the premises.

Definition
Sexual harassment is defined as unwelcome sexual advances, requests féasasyaind any
other verbal or physical conduct of a sexual nature when the following occurs:

- Quid Pro Quo Harassment: submission to such conduct is made explicitly or igy@icit
term or condition of employment or academic standing; or submission to or rejddiacho
conduct is the basis for an employment or academic decision (salary, beneststys,
assignments, grades, etc.);

Hostile Environment Harassment: such conduct unreasonably interferes with asuiakBvi
work or academic performance or creates an intimidating, hostile, or offensiker
academic environment.

Examples of unwelcome conduct that could create a hostile environment include, butiangatbt |
to:
sexual flirtations, advances, propositions, or physical contact;
verbal or written comments, innuendo, gestures, glances, pictures, voice-majlpeioéis
of a sexual nature or of a nature commonly considered offensive by individuals offi spe
gender or sexual orientation;
references about an individual's body, sexual interests, or habits;
displays of sexually suggestive objects, posters, or pictures, etc.

Sexual harassment also encompasses harassment of an individual that is basgenole tioe
sexual orientation of the individual. Sexual harassment is most notably petpbyrateividuals in
positions of authority, but can also be perpetrated by co-workers, peers, or subsrdinean also
involve interactions between non-employees (e.g. patients and visitors) angessplo

Conduct can be considered harassment regardless of the gender of the perpdimfmreon
being harassed. It can also be considered harassment when it occurs withoenthe aftend, if it
negatively impacts an observer of the conduct. Sexual harassment does notefdeoic
curriculum content that is germane to the subject matter of the course andegrasargerious
instructional manner.
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If you have been subject to sexual harassment, or believe you may have been but ammotare
are encouraged to immediately report your complaint or concern through the pnegided within
the text of this policy so that the matter may be addressed immediately.

The Sexual Harassment Committee

The Sexual Harassment Committee is established to provide an avenue throlgtowiptaints of
sexual harassment will be addressed. The committee is composed of 5 membets, ianhide 3

females and 2 males. Staff members are appointed, and faculty membegstack BOth for terms
of 3 years; student members are elected annually. The Committee (Comenittee is posted in

‘outlook’ public folders under Human Resources.) consists of:

two staff members: the Director of Human Resources (who serves as Chair), ataffone
member appointed by the President; at least one staff member must be female;

two faculty members: one of junior rank and one of senior rank, elected by fatUdtgst
one of the faculty members will be female;

one student member: appointed by the Associate Dean of Students, in keeping with the
gender make-up of the committee.

Reporting Allegations of Sexual Harassment

To protect the privacy of all concerned, a reported complaint, its subsequengath@siand
resolution will occur as confidentially as possible without compromising the thorowsgbinte
investigation. Supervisors will be notified. Strict confidentiality on the paatl glersons involved
will be mandated, but cannot be absolutely guaranteed. Any breach of configentibbe subject
to disciplinary action. There are two routes available for reporting complaiséxoél harassment;
the complainant may choose either route. The College must respond to all notices @ potent
harassment, even if a reported complaint is immediately withdrawn. Eactimgpoute requires
the identification of the complainant and alleged harasser (respondent) in o@eeftective
investigation and appropriate resolution to occur.

1) Primary Route
- The complainant may notify his/her supervisor, or the supervisor of the respondent, or a

member of the Committee. The person first contacted informs the Committee Chair
The Chair investigates by speaking with both parties, either individually oh&yget
The Chair determines if the conduct in question occurred and, if so, whether it fits the
definition of sexual harassment.
Conduct that is considered harassment must cease immediately; discipdtianywill
correspond to the nature of the offense.
Either the Chair, the complainant, or the respondent, may request that the madied pvoc
the Committee Route before a final resolution or disciplinary action isietst.

2) Committee Route
The complainant submits a signed statement and a request for a Sexual elarassm
Committee review to a Committee member, who informs the Chair.
The respondent is then notified and asked to respond to the charges in writing. The
respondent is informed that an investigation and determination will take place, with or
without his/her assistance.
A Committee meeting is scheduled within ten working days to discuss the migtténev
complainant and the respondent individually; an advocate for each party may be present
If conflicting versions of the matter are described to the Committee, angn@eth both
parties will be held within ten working days; an advocate for each party maydempre
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If conflicting versions are unresolved, the Committee will assign one of itgoers, as
approved by both parties, to investigate the complaint. The investigator, who shall remai
neutral, will attempt to determine the validity of the complaint within ten workays.d

The investigation may include private discussions with any person able to providempor
input on the matter, including department heads, supervisors and co-workers.

The Committee meets without the presence of the two parties to determineahthet in
guestion occurred and, if so, whether it fits the definition of sexual harassment.

Conduct that is considered harassment must cease immediately; discipdtianywill
correspond to the nature of the offense.

The Chair of the Faculty Affairs Committee shall be included in any ima&in of complaints
related to instructional material.

All aspects of the complaint, investigation, and resolution will be documented and fitedaffite

of the Committee Chair. Either party may appeal the committee's decisioglhtthe
grievance/administrative review procedures that exist for staffltfaand students, as described in
related College handbooks. Each may seek outside counsel, but such counsel may only provide
supporting documents.

Disciplinary Action or Sanctions

Violations of the sexual harassment policy may lead to a variety of sanctahungding, but not
limited to, written reprimands, suspension (with or without pay), and terminationpddyment or
student status. Once conduct has been determined to be sexual harassmemagiszpbn shall
be prompt and appropriate to the offense. Discipline shall be consistent with the actalteteubt
by the status of the persons involved. In general, sanctions will be stronger fantsofguid pro
guo harassment, and for repeated incidents of hostile environment. The Chair (pute)rprthe
Committee (committee route) recommends the sanction. The appropriate supenmisomed so
that the sanction may be promptly administered.

If it is determined that a complainant knowingly alleged an incident of maestshat was without
any merit or basis in fact, disciplinary action will be imposed against thplamant.

Policy Dissemination and Training

The Sexual Harassment Policy will be included in employee and student handboeksolidywill
also be distributed to employees and students annually. Trainihdpehmeiovided to employees bi-
annually and to students during their first and third academic.yddws appropriate administrators
will coordinate the training. All employees and first and third year studentsishibeshd.

Consenting Relationships

Members of the College community who hold positions of authority are expected toimstincsy
professional relationships with their subordinates at all times. Sexuamstaps between persons
in authority and their subordinates should not occur. Positions of authority include, but are not
limited to: administrators in relation to all employees and students, studeelationrto patients,
faculty in relation to students and patients, and supervisors in relation to tHeiRskitionships in
existence prior to employment or matriculation are excluded. Administraaotstyf members, and
supervisors who engage in a consenting sexual relationship are strongly duaiskdyt could be
subjecting themselves to an eventual allegation of sexual harassmenth tases, prior consent
by the subordinate does not provide absolute defense for, nor grant immunity to, the person in
authority against a harassment charge.
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The Americans with Disabilities Act

The Americans with Disabilities Act prohibits discrimination on the basis abdity and protects
qualified applicants and students with disabilities from discrimination in pdicts of the
application process and student life. The ADA also requires educationaitiosstto provide
qualified applicants and students who have disabilities with any necessary bbasona
accommodations that do not impose undue hardship to the school.

The College strictly adheres to the provisions of the ADA. Applicants and studemidisaibilities
are invited and encouraged to make their necessary accommodations known to:

Associate Dean of Students

The New England College of Optometry

424 Beacon Street

Boston, MA 02115

617-587-5593

If you believe you have been discriminated against with regard to the ADAgpteatact the
Associate Dean of Students immediately.

Nondiscrimination Policy

The College does not discriminate with regard to any of its policies, pradicadivities involving
students on the basis of gender, race, color, national origin, religion, age, mentalaal phys
disability, sexual identity, and veteran status. The following person has been wekigriwndle
inquiries regarding nondiscrimination policies:

Associate Dean of Students

The New England College of Optometry

424 Beacon Street

Boston, MA 02115

617-587-5593

Inquiries concerning the application of nondiscrimination policies may also lveeckfe:
Regional Director
Office for Civil Rights
U.S. Department of Education
33 Arch Street, Suite 900
Boston, MA 02110-1491
617-289-0150

Grievance Procedure

It is believed that sound educational policies in conjunction with a practicahafive action
program are the most effective means of ensuring fair and equitable eduaaifmoréunities.
However, it is also recognized that changing institutional and individual needs, the Hemeanten
relations among students, faculty and administration, and the complexities of per®vaetion
within the educational environment require mechanisms whereby students cesdsess or
adjustment of conditions that affect them. The College’s grievance predeaibeen designed to
meet that need.
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Any student, who feels he/she has been discriminated against on the basiscafioacgender,
national origin, age, sexual orientation or veteran’s status (including Titlethé &ducation
Amendments of 1972), should detail the grievance in writing to the Associate Dean of Stlident
within ten days, the Associate Dean of Students has been unable through inforrtsatefesolve
the issue to the mutual satisfaction of all, he/she will appoint a Grievance Geenmite Director
of Human Resources will Chair the Committee and will randomly pick a comnoftta® members
from the Faculty and/or administration and two members from the Student Council.igéhenGe
Committee will meet within fifteen days from the date the writtervgnee is received by the
Associate Dean of Students. The Grievance Committee will issue its responsestudent
grievance within fifteen days from its meeting referred to in the prewentence, and the decision
of the Grievance Committee will be final.

Drug and Alcohol Abuse Prevention Policy

Introduction

As a recipient of federal monies, The New England College of Optomaintaims a Drug and
Alcohol Abuse Prevention Policy, in compliance with The Drug Free Schools and Cameset
Amendment of 1989. The purpose of the policy is to prevent the unlawful possession, use, or
distribution of illicit drugs and alcohol, and the abuse of alcohol, by students.

In accordance with federal regulations, the policy contains information Himuse of drugs and
alcohol in relation to:

the standards of conduct expected by the College;

disciplinary actions for violations of the standards;

legal sanctions for violating corresponding laws;

potential health risks;

accessible counseling and treatment services.

This policy is to be distributed to students initially entering the College eomtyrand to all
students annually. There will be a biennial review of the policy to determie#dtsiveness, to
implement any necessary changes, and to ensure the consistent applicaimtiaris for violations
of the policy.

Standards of Conduct
The College strictly prohibits, on its premises and at all College sponsoreiigraff-campus:
the possession, use or distribution of illicit drugs, including the inappropriate possess,
or distribution of pharmaceutical drugs;
the possession or consumption of alcohol by, or distribution to, persons under 21 years old.

The College reserves the right to restrict the use, distribution, or possessicohol on College
premises or at any College sponsored functions by persons 21 years old or older.|efeealxu
reserves the right to request documentation of age before serving alcohol.

Functions planned for students by employees or students at which alcohol wiltdsk reeist be
pre-approved by the Associate Dean of Students.

At all College functions, non-alcoholic beverages must be provided and located ineaisil
separate from alcoholic beverages.
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Food must always be available at all College functions where alcohol is served.

The College expects employees and students to create and maintain a profasdiedakational
environment that is safe and healthy and encourages responsible conduct. Frethiben@ollege
holds employees and students responsible for the consequences of using or disthbititinggs,
and serving or consuming alcohol.

Disciplinary Action
Reports of suspected violations of the Drug & Alcohol Abuse Prevention Policy byysapland
students will be responded to by College administration.

Disciplinary action will be imposed on students who violate the Drug & Alcohol AbieseRtion
Policy and may include immediate suspension or dismissal from the Collegdl as affect the
student’s eligibility for financial aid. Please see www.FAFSA.govdaher information.

Students violating local, state, or federal laws regarding drugs and alcohollegeGokmises or at
College functions are not exempt from the corresponding legal sanctionspliDésgiaction taken
by the College for legal violations may include a referral to local atig®for prosecution, the
sanctions listed above, and/or mandatory completion of an appropriate rehabilitatiampasca
condition of continued student status.

Legal Sanctions for Violating Alcohol Laws

A minor in possession of alcohol, who is not accompanied by a parent or legal guargide, ma
fined not more than $50 for the first offense and not more than $150 for a second or subsequent
offense. The above minor may also be arrested without a warrant by a patieentf if convicted
will have his/her driver’s license suspended for a period of 90 days.

A person who falsifies age documentation or misrepresents his/her age for the purposessinmps
or consuming alcohol is subject to a fine of $300.

Anyone delivering or serving alcohol to a person under 21, or for the use by someone ursder 21, i
subject to a fine of up to $2,000 or imprisonment for not more than one year or both.

The fine for operating a motor vehicle while drinking an alcoholic beverageeagalt in a fine of
not less than $500 nor more than $5,000 or by imprisonment for not more than two and one-half
years, or both such fine and imprisonment.

A person suspected by authorities of driving under the influence of alcohol will bedtophgiven
a sobriety test. Failure of the test will result in immediate arrest, andaton of one’s driver’s
license. A first conviction for driving under the influence of alcohol may resulfineaf up to
$1000, imprisonment for up to two years, mandatory completion of an alcohol education or
rehabilitation program and revocation of one’s license. Sanctions for driving tedaflience
increase in severity with each successive conviction.

A person suspected of public drunkenness may be taken into protective custody fobatdess.
Legal Sanctions for Violating Drug Laws
Criminal penalties for offenses vary according to the particular substaddde quantity of the

substance. Generally, the penalties for manufacturing or distributing ¢edsabstances are
greater than for simple possession.
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lllegal possession with the intent to manufacture or distribute is subject tontagesaalties as
illegal manufacture or distribution. Possessing relatively large quartitidlicit substances will be
considered possession with intent to distribute.

In general, persons suspected of possessing, using, or distributing illicit diugs avrested and
will remain in jail until bail is met. A court date for arraignment will bevgghin 10 days.

Convictions for some offenses include mandatory minimum terms of imprisonmensakper
sentenced to a mandatory term is not eligible for parole, furlough, or work refeasalties for
repeat offenses are increasingly harsher.

A person convicted of a drug offense may be declared ineligible for any edathf benefits for up
to one year, or longer for repeat offenses. Federal benefits include grants@adts, and
professional licenses.

Health Risks

Alcohol abuse:

- nausea & headaches - poor concentration - ulcers

- fatigue - liver & stomach cancer - bone degeneration
- malnutrition - increased heart rate - personality disorders
- brain cell damage - blackouts - alcoholism

- cirrhosis - muscle degeneration

- loss of memory - heart disease

lllicit drug use:

- brain, nerve & liver damage - personality disorders - psychosis

- respiratory arrest - addiction - coma

- convulsions - heart failure - malnutrition

- hypertension - pulmonary edema - death

- lowered blood pressure - cardiac arrhythmias

Counseling and Treatment Services

The Student Counseling Service provides information and referrals, diagnesssrasnt and short
term crisis treatment, and 24 hour on-call emergency service. When studemés|ogguierm
treatment, the Counseling Service provides individual psychotherapy on a feevitter basis and
liaison services for any outside treatment agency, as well as suppar/@ithin the College. A
directory of agencies providing information on substance abuse and rehabilitaticanmagyalso
available through the Counseling Service. All inquiries and discussions atlg stididential.

The Counseling Service can be reached through the Student Services Office at 659H8idring
normal business hours. For emergency service, please contact Dr. Robert C. M8ioA48-1143
ext. 320.

Boston Area Referral and Treatment Agencies

Listed below are randomly selected agencies providing referrals anddbilitakion services. The
list does not represent recommendations for any particular programs. Itsgldevo check with
your doctor and health insurance provider for individual referrals.

Drug & Alcohol Hotline - (800) 327-5050

High Point - (800) 233-4478
ADCare Recovery - (617) 227-2622
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Smoke-Free Environment

NECO is a healthcare institution that maintains a smoke-free environment. baddagsachusetts
Smoke-Free Workplace Law, all enclosed workplaces must be free from smokeforighehe
smoking of cigarettes, pipes, cigars and similar materials is prohibitelé ia$iCollege buildings.

Ashtrays are placed outside of several College entrances to accommodate siRtdase be
respectful of those who may not wish to be exposed to smoke by remaining a cougtsmee di
from the entrances/exits. Smoking in front of any entrance to the College is @abhibi

Student Right to Know and Campus Security Act of 190

In compliance with the Student Right-To-Know Act, the College provides infasmeatigarding
graduation rates. You may obtain this information from the Registrar’'s Office

The College also maintains ongoing security records in compliance with tmgu§&ecurity Act of
1990. Students may obtain information regarding safety and security from the AdationsDffice.
The College also distributes this information to students and posts it periodicaillgtiout the
academic year. NECQO's policy is to disclose to an alleged victim ofrang of violence, the
results of any disciplinary proceedings against the alleged pegoeifauch crime. Further
information is available from the Administration Office.

Campus Sex Crimes Prevention Act of 2000

The Campus Sex Crimes Prevention Act requires institutions of higher educatitmisttae
campus community of where it can obtain the information about registered sex cfferamaded
by the State. The Commonwealth of Massachusetts’ Sexual Offender RBg&td (SORB) can
be contacted at (978) 740-6400 or at www.state.ma.us/sorb. This Act also requiresoffengex
already required to register in a State to provide notice, as required urtddaBido each
institution of higher education in the State at which the person is employed, oardegcation, or
is a student.

Information Security Policy

The College complies with federal law regarding information securityoasreel by the Gramm
Leach Bliley Act. The full text of the Information Security Policyasated on the College’s
website at http://www.neco.edu/pubs/operations/Information_security plan.pdf.
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Massachusetts Nonresident Driver Requirement

If you are a nonresident enrolled as a full time student at a school or colleg&€ontiheonwealth

of Massachusetts who operates a motor vehicle in Massachusetts thatesa@gisanother state or
country during any period beginning on SeptemBesflany year, and ending on August'af the
following year you must comply with the following law:

“IT IS UNLAWFUL FOR A NONRESIDENT STUDENT TO FAIL TO FILEA
NONRESIDENT DRIVER STATEMENT WITH THE POLICE DEPARTMENT
LOCATED IN THE SAME CITY OR TOWN AS THE SCHOOL OR COLLEGE
ATTENDED, IN ACCORDANCE WITH SECTION 3 OF CHAPTER 90 OF THE
MASSACHUSETTS GENERAL LAWS. FAILURE TO FILE SUCH STATEMENS
PUNISHABLE BY A FINE NOT TO EXCEED $200.”

You may download this form at: http://www.mass.gov/rmv/forms/20098.pdf. Instructiens a
located at the top of the form. The Registrar’'s Office recommends that gpalapy for your
personal files.

The student must complete the form in quadruplicate and mail to:
Boston Police Department
Attn: Community Service Officer
650 Harrison Avenue
Boston, MA 02116-6199

Tuition, Fees and Payment Policy
Tuition Fees

For the 2011-2012 Academic Year, the Board of Trustees of The New EnglangeGiylle
Optometry has set the annual tuition rate as follows:

$34,718 — all years of the Four Year OD Degree Program

$42,539 — first year of Accelerated OD Degree Program

$26,039 — second year of Accelerated OD Degree Program

$26,038 — third year of Accelerated OD Degree Program

$47,308 — first year of Advanced Standing International Program

$34,718 — second year of Advanced Standing International Program

$17,359- per session Accelerated OD China Program

$17,359 — per year of Master of Science in Vision Science Degree Program

$1,085 — per credit hour cost for non-degree students in First Professional Program

A student enrolled less than full-time will be charged at a per credit rate.
Tuition fees are subject to change without notice.
The annual tuition is payable in approximately equal installments coincidingheiitart of each

academic term. A student will be billed for each term that a student iteredi$or didactic or
clinical courses.
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Repeated Courses Tuition Charges: A student who is not registered full timedamitbat the
repeated course is given will be charged on a per credit basis for theedepmarse as well as any
other course as applicable. A student who is registered full time in the terimetihepeated course
is given will not be charged additional tuition for the repeated course.

Exempted Course Tuition Charges: A student in a degree program who is exeomtactcburse
will not receive a change in tuition.

Extended Program Tuition Charges: A student whose program is extended whbjdxe £
applicable tuition and fee charges.

A student in the MS degree program has a grace period of two terms, usually surdrfadt, from
his/her original completion date before a thesis maintenance fee of $600per éssessed. This
charge will be assessed until the student graduates, formally withdrasvadministratively
withdrawn due to the thesis deadline having passed.

Dual Program Tuition: A student in the dual OD/MS degree program will have thoa tclitarge
waived as long as he/she is paying full time tuition charges for the ODaprogr

Fees and Expenses
Annual fees include a student activity fee of $350 and an individual health insuramndefie021
for all students which will only be waived if other insurance has been deemedaateept

One time fees for all first year students in all programs include a $300ttalypE@$1,000
equipment fee, and a $10 fee for Massachusetts Society of Optometry membershi

Additional fees include a course notes fee of $150 which is assessed evenycggaifor a
student’s final year.

Fees and expenses are subject to change without notice.

Payment Policy

All tuition and fees are due and payable on or before the first day of classes @reaaxtept for
first-year students, which are due by AuguSolLthe year of entry. Students may not register or
attend classes if tuition and fees are not paid in full or appropriate arrangdraeatnot been made
with the Chief Financial Officer at least two weeks prior to the beginninigealerm. The College
does not accept credit cards for the payment of tuition and fees. The College mayadasedee
of $100 for accounts not paid by the due date.
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Transcript Policy

1. A transcript may not be released to a third party if the student or formenshagenot met
his/her financial or other outstanding obligation to the College. Further infonmiati
available in the Hold On Services Policy.

2. Atranscript will be issued only on the written request and authorization of the student or
former student concerned. This written requestdmails or faxe¥ must provide the
following information.

full name while attending the College (not married/divorced present name)
dates of attendance and/or degree(s) received with graduation datpfdicable
last four digits of Social Security Number and date of birth for vatifio only
address(es) where the transcript(s) should be mailed
signature of student or former student and date
full payment, if applicable

3. Only academic and clinical course work taken at the College as wely asaascribed

administrative or disciplinary information will appear on the transcript.

4. There is a three to five working day turnaround time for all transcript reqiResisests are
handled on a first come/first serve basis.

5. FEES: There is no charge for transcripts for students while attendingllegeCand until
the end of the month in which a student graduates unless more than five transcripts are
requested within one academic year. Students who have requested more thaiciaVeroff
unofficial transcripts within one academic year will be charged $10.00 fbrashtitional
transcript.

There is a charge of $10.00 for each official or unofficial transcript for former
students and must be included with the written request. A check drawn on a bank within the
United States should be made out to “The New England College of Optometry”. Payment i
also acceptable by submitting a ‘money order’ or ‘postal order’ in U.S. currepegially
from foreign countries.

6. The student or former student is responsible for providing the correct address fog wiaali
transcript. If an additional transcript has to be sent because of an addreby #re student
or former student, the transcript fee will be charged again.

7. OFFICIAL TRANSCRIPT — An official transcript, which is so designated andstibarseal
of the College and the signature of the Registrar, is sent only to educationatiamstjtstate
boards, National Boards, research institutes, Departments of the Fedezati@ent, and
other authorized agencies and institutioREEASE NOTE: The policy of the College does
not allow an official transcript to be sent or given directly to the studeotmef student
even in a signed and sealed envelope.

UNOFFICIAL TRANSCRIPT — An unofficial transcript, which is so designated and does
not bear the seal of the College or the signature of the Registrar, is serdttaltdme, former
student and other individual parties.

SUBMIT WRITTEN REQUESTS WITH FEE, IF APPLICABLE, TO:
The New England College of Optometry
Registrar’s Office
424 Beacon Street
Boston, MA 02115
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Hold on Services Policy

The College may withhold services to any student or former student who has fioamdtrer
outstanding obligations to the College.

Outstanding obligations include, but are not limited to:
- tuition and fees
clinic and bookstore charges
library late fees and book replacement charges
unreturned borrowed equipment
HEAL student loan default
collection fees
returned check fees

Withheld services include, but are not limited to:
transcripts to third parties*
certifications
enrollment verifications
board, licensure and other form processing
library use and other services

*Transcripts for students or former students in default on a HEAL loan will bersgmtikindicate
that the student or former student has a HEAL loan default.

Accreditation

The New England College of Optometry is accredited by the Accreditation iConr@ptometric
Education and by the New England Association of Schools and Colleges.

The College makes every effort to be certain thattandbook is substantively true and correct mett and policy as
of the date of publication. It should not, howeVss,construed as the basis of an offer or contr@ivteen the College
and any present or prospective student. Whilbediollege’s knowledge, the handbook contains ramepus,
deceptive, or misleading statements or omissidresCbollege retains the right to amend, add or delay information in
the handbook, including any course of study, pnogoa regulation, subsequent to publication therggiianges are
made on a periodic basis utilizing the College'site or printed material.
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