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Asheville Campus A-B Tech Enka A-B Tech Madison A-B Tech Woodfin
340 Victoria Road 1465 Sand Hill Road 4646 U.S. Hwy. 25-70 Buncombe County Public
Asheville, NC 28801 Candler, NC 28715 Marshall, NC 28753 Safety Training Center
E?ifﬁf@ﬁi;ﬁi%u Phone: 828-398-7950 Phone: 828-398-7700 ?igiggﬁff“y
Fax: 828-281-9696 Fax: 828-281-9842 Fax: 828-281-9859 24 Canoe Lane

Asheville, NC 28804
A-B Tech Police: 828-398-7900

828-279-3166 or
828-398-7125

Governed by: Asheville-Buncombe Technical Community College Board of Trustees

Asheville-Buncombe Technical Community College is accredited by the Southern Association of Colleges and Schools Commission
on Colleges (SACSCOC) to award associate degrees. Asheville-Buncombe Technical Community College also may offer credentials
such as certificates and diplomas at approved degree levels. Questions about the accreditation of Asheville-Buncombe Technical
Community College may be directed in writing to the Southern Association of Colleges and Schools Commission on Colleges at
1866 Southern Lane, Decatur, GA 30033-4097, by calling (404) 679-4500, or by using information available on SACSCOC’s

website (www.sacscoc.org).

Recognized and approved by:

e North Carolina State Board of Community Colleges

* N.C. State Approving Agency for the Use of Veterans Military and Educational Benefits

SPeCiﬁC Program Accreditation/Certification (Contact information for each of the accrediting agencies is located in the
respective program descriptions):
Accreditation

Culinary Arts Technology Program Accreditation
The Baking and Pastry Arts and Culinary Arts programs are accredited by the Accrediting Commission of the American Culinary Federation
Education Foundation.
American Culinary Federation Education Foundation Accrediting Commission (ACFEF)
6816 Southpoint Pkwy, Suite 400
Jacksonville, FL 32216
Phone: (904) 824-4468 or (800) 624-9458
www.acfchefs.org/ACF/Education/Accreditation/ACF/Education/Accreditation

Dental Assisting and Dental Hygiene Programs Accreditation
The Dental Assisting and Dental Hygiene programs are accredited by the American Dental Association, Commission on Dental
Accreditation (CODA).

American Dental Association Commission on Dental Accreditation (CODA)

211 East Chicago Avenue

Chicago, IL 60611

Phone: (800) 232-6108

coda.ada.org
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Emergency Medical Science Accreditation
The A-B Tech paramedic program is accredited by the Commission on Accreditation of Allied Health Education Programs upon the recom-
mendation of the Committee on Accreditation of Educational Programs for the Emergency Medical Services Professions (CoOAEMSP)
Commission on Accreditation of Allied Health Education Programs
9355 - 113th St. N, #7709
Seminole, FL 33775
Phone: (727) 210-2350

Committee on Accreditation of Educational Programs for the Emergency Medical Services Professions (CoAEMSP)
8301 Lakeview Parkway Suite 111-312

Rowlett, TX 75088

Phone: (214) 703-8445

FAX: (214) 703-8992

Website: COAEMSP

Medical Assisting Program Accreditation
The Medical Assisting program is accredited by the Commission on Accreditation of Allied Health Education Programs (CAAHEP), upon the
recommendation of Medical Assisting Education Review Board (MAERB).

Commission on Accreditation of Allied Health Education Programs (CAAHEP)

9355 - 113th St. N, #7709

Seminole, FL 33775

Phone: (727) 210-2350

Fax: (727) 210-2354

www.caahep.org

Medical Assisting Education Review Board (MAERB)
2020 N. California Ave., #213 Suite 7

Chicago, IL 60647

Phone: (312) 392-0155

www.maerb.org

Medical Lab Technology Program Accreditation
The Medical Laboratory program is accredited by the National Accrediting Agency for Clinical Laboratory Sciences (NAACLS).
National Accrediting Agency for Clinical Laboratory Sciences (NAACLS)
5600 N River Rd., Suite 720
Rosemont, IL 60018
Phone: (773) 714-8880

www.naacls.org

Medical Sonography Program Accreditation
The Medical Sonography program is accredited in Abdominal Sonography-Extended, Obstetrics and Gynecology and Vascular by the Com-
mission on Accreditation of Allied Health Education Programs (CAAHEP), upon the recommendation of the Joint Review Committee on
Education in Diagnostic Medical Sonography (JRC-DMS).

Commission on Accreditation of Allied Health Education Programs (CAAHEP)

9355 - 113th St. N, #7709

Seminole, FL 33775

Phone: (727) 210-2350

Fax: (727) 210-2354

www.caahep.org

Joint Review Committee on Education in Diagnostic Medical Sonography (JRC-DMS)
6021 University Boulevard, Suite 500

Ellicott City, MD 21043

Phone: (443) 973-3251

www.jredms.org

Nursing (ADN) Accreditation

The Associate Degree in Nursing Program at Asheville-Buncombe Technical Community College is accredited by the National League for
Nursing Commission for Nursing Education Accreditation (NLN CNEA) located at 2600 Virginia Avenue, NW, Washington, DC 20037.
202-909-2487.

The Asheville-Buncombe Technical Community College Associate Degree Nursing program is approved by the North Carolina Board of Nurs-
ing (NCBON).

North Carolina Board of Nursing

PO Box 2129

Raleigh, NC 27602

Phone (919) 782-3211

www.ncbon.com
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Occupational Therapy Assistant Accreditation
The Occupational Therapy Assistant program is accredited by the Accreditation Council for Occupational Therapy Education (ACOTE) of
the American Occupational Therapy Association (AOTA).
Accreditation Council for Occupational Therapy Education (ACOTE) of the American Occupational Therapy Association (AOTA)
7501 Wisconsin Ave, Suite 510E
Bethesda, MD 20814
(301) 652-6611

www.acoteonline.org

Radiography Program Accreditation
The Radiography program is accredited by the Joint Review Committee on Education in Radiologic Technology (JRCERT).
Joint Review Committee on Education in Radiologic Technology (JRCERT)
20 N. Wacker Drive, Suite 2850
Chicago, IL 60606-3182
Phone: (312) 704-5300

WWW.jrcert.org

Surgical Technology Program Accreditation
The Surgical Technology program is accredited by the Commission on Accreditation of Allied Health Education Programs (CAAHEP) upon
recommendation of the Accreditation Review Council on Education in Surgical Technology and Surgical Assisting (ARC/STSA).
Commission on Accreditation of Allied Health Education Programs (CAAHEP)
9355 - 113th St. N, #7709
Seminole, FL 33775
Phone: (727) 210-2350
Fax: (727) 210-2354
www.caahep.org

Accreditation Review Council on Education in Surgical Technology and Surgical Assisting (ARC-STSA)
19751 E. Main Street, Suite 339

Parker, Colorado, 80138

Phone: (303) 694-9262

Www.arcstsa.org

Veterinary Medical Technology Accreditation
The Veterinary Medical Technology program is accredited by the American Veterinary Medical Association (AVMA) Committee on Veterinary
Technician Education and Activities (CVTEA).

American Veterinary Medical Association (AVMA) Committee on Veterinary Technician Education and Activities (CVTEA)

1931 North Meacham Road, Suite 100

Schaumburg, IL 60173-4360

Phone: (800) 248-2862

Fax: (847) 925-1329

Www.avina.org

Certification
Basic Law Enforcement Training (BLET) Accreditation Certification
The Basic Law Enforcement Training (BLET) program is certified by the:
North Carolina Criminal Justice Education and Training Standards Commission
PO Drawer 149
Raleigh, NC 27602
Phone: (919) 661-5980

www.ncdoj.gov
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Approved

The Aviation Management & Career Pilot Technology program is approved by:
Federal Aviation Administration Charlotte Flight Standards District Office (FSDO)
800 Independence Avenue 3800 Arco Corporate Drive, Suite 233
Washington, DC 20591 Charlotte, NC 28273
Phone: (703) 230-1664 Phone: (704) 319-7020
www.faa.gov www.faa.gov/about/office_org/field_offices/fsdo/clt/

Practical Nursing approved by
The Practical Nursing Diploma Program is approved by the:
North Carolina Board of Nursing (NCBON)
PO Box 2129
Raleigh, NC 27602
Phone (919) 782-3211

www.Ncbon.com

Cosmetology, Cosmetology Instructor, Esthetics Technology and Manicuring/Nail Technology Approval
The Cosmetology, Cosmetology Instructor, Esthetics Technology, and Manicuring/Nail Technology programs are approved by the:
North Carolina Board of Cosmetic Art Examiners
121 Edinburgh South Drive, Suite 209
Cary, NC 27511
Phone: (919) 736-6123
Fax: (919) 678-3012

www.nccosmeticarts.com

For information about graduation rates, the median debt of students who completed the program, and other important information
on federally-designated gainful employment programs, visit abtech.edu/about/consumer-information. For information regarding
student achievement and success, visit abtech.edu.

A-B Tech is currently a member of NCSARA. NCSARA - the State Authorization Reciprocity Agreement — is an agreement between
member states, territories and districts of the United States of America. States apply to their relevant regional education contact for
membership in NCSARA, and they agree to deal with the distance education offerings of out-of-state NCSARA-participating institu-
tions in accord with NCSARA’s national policies, rather than applying the state-specific policies they used prior to joining NCSARA
— policies they still apply to out-of-state institutions that do not participate in NCSARA.

After being approved as a NCSARA member state, NCSARA states invite the NCSARA-eligible institutions located in their state to
participate. (Institutional participation, like state membership, is voluntary.) Institutions that meet NCSARA requirements and are
approved by their NCSARA member state may, with some limitations, offer their distance education programs to students in other
NCSARA member states without going through those states’ normal, pre-NCSARA procedures and paying the states’ normal fees to
obtain authorization/approval to provide such offerings. Currently, California is the only U.S. state not a member of NCSARA.

Catalog changes:

The official and most current version of the Asheville-Buncombe Technical Community College catalog is posted on the College website at
abtech.edu/catalog. Neither the online version nor the print version of the catalog should be considered a contract between Asheville-Buncombe Tech-
nical Community College and the student. Adjustments in program or course content, sequence, schedule, and faculty may be made as necessary.

A minimum enrollment may be required to offer a course or continue a program. Charges for tuition and fees are subject to change. The College
Calendar dates or events may change because of inclement weather or for other reasons.

abtech.edu
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Curriculum Programs

Program

Accounting and Finance

Accounting and Finance

Air Conditioning, Heating & Refrigeration Technology
Air Conditioning, Heating & Refrigeration Technology
Cooling

Heating

Automotive Systems Technology

Automotive Systems Technology

Automotive Systems Technology - Certificate I
Automotive Systems Technology - Certificate 11
Aviation Management & Career Pilot Technology - Aviation Mgt
Aviation Management & Career Pilot Technology - Career Pilot
Aviation - Instrument Rating

Aviation - Private Pilot

Basic Law Enforcement Training

Biomedical Equipment Technology

Biomedical Equipment Technology

Biomedical Equipment Technology

Brewing, Distillation and Fermentation: Brewing or Distillation Pathway
Brewing Methods and Operations

Distillation Methods and Operations

Craft Beverage Lab

Business Administration: General Business Administration
Business Administration: Marketing & Retailing
Business Administration

Entrepreneurship

Retail Marketing

Associate in Arts

Associate in Arts in Teacher Preparation
Associate in Science in Teacher Preparation
Associate in Engineering

Associate in Fine Arts in Visual Arts

Associate in General Education

Associate in Science

Cardiovascular Sonography

Computer-Aided Drafting Technology
Architecture/BIM

Solid Modeling

Computer Engineering Technology

Computer Engineering Technology

Computer Engineering Technology

Computer Integrated Machining

Computer Integrated Machining

Advanced Machine Operator

CNC Machine Programmer

Quality & Lean Six-Sigma

EDM & Fixture Specialist

Robotics & Multi-Axis Machining
Construction Management Technology
Building Construction Science

Construction Management Technology
Construction & Millwork

Green Building & Carpentry

Residential Design

Sustainability

Sustainable Agriculture & Construction
Cosmetology

Cosmetology

Cosmetology Instructor

Criminal Justice Technology

Criminal Justice Technology

abtech.edu

Credential

AAS Degree
Certificate
AAS Degree
Diploma
Certificate
Certificate
AAS Degree
Diploma
Certificate
Certificate
AAS Degree
AAS Degree
Certificate
Certificate
Certificate
AAS Degree
Diploma
Certificate
AAS Degree
Diploma
Diploma
Certificate
AAS Degree
AAS Degree
Certificate
Certificate
Certificate
A.A. Degree
A.A. Degree
A.S. Degree
A.E. Degree
A.FA. Degree
A.G.E. Degree
A.S. Degree
AAS Degree
AAS Degree
Certificate
Certificate
AAS Degree
Diploma
Certificate
AAS Degree
Diploma
Certificate
Certificate
Certificate
Certificate
Certificate
AAS Degree
Diploma
Certificate
Certificate
Certificate
Certificate
Certificate
Certificate
AAS Degree
Diploma
Certificate
AAS Degree
Certificate

Location

A/O
A/O

e R R B I e
X X

2

(@)

Locations:

A - Asheville/Victoria Rd.
M - Madison

E - Enka

W - Woodfin

O - Online

GW - Goodwill

B e



Program

Culinary Arts

Baking and Pastry Arts

Culinary Studies

Practical Meat Cutting

Therapeutic Culinary

Dental Assisting

Dental Hygiene

Diesel and Heavy Equipment Technology

Diesel and Heavy Equipment Technology

Diesel and Heavy Equipment Technology

Early Childhood

Early Childhood: Licensure Transfer Track

Early Childhood: Non-Licensure Transfer Track

Early Childhood

Infant/Toddler Care

Electrical Systems Technology

Electrical Systems Technology

Advanced Electrical Wiring

Building Instrumentation & Control

Electrical Wiring

Solar Photovoltaic Energy Technology

Electronics Engineering Technology

Electronics Manufacturing

Emergency Medical Science

Emergency Medical Science Bridge

Basic Emergency Medical Science

Esthetics Technology

Esthetics Instructor

General Occupational Technology

General Occupational Technology

General Occupational Technology

Health and Fitness Science

Hospitality Management

Food Truck Operations

Hospitality Management

Online Hospitality Management

Restaurant Management

Information Technology: Artificial Intelligence
Information Technology: Artificial Intelligence
Information Technology: Information Systems
Information Technology: Computer Fundamentals
Information Technology: GIS Fundamentals
Information Technology: PC Installation & Maintenance
Information Technology: Network Management
Information Technology: Network Systems Administration
Information Technology: CCNA Preparation
Information Technology: Software and Web Development
Information Technology: Front-end Developer
Information Technology: Back-end Developer
Information Technology: Database Management
Information Technology: Software Programming Fundamentals
Information Technology: Systems Security

Information Technology: Systems Security

Information Technology: Cyber Forensic Analyst
Manicuring/Nail Technology

Manicuring Instructor

Mechanical Engineering Technology

Mechanical Engineering Technology: Automation & Robotics
Mechatronics Engineering Technology

Mechatronics Engineering Technology: Maintenance & Reliability
Mechatronics Engineering Technology: Basic Industrial Maintenance

Credential

AAS Degree
Certificate
Certificate
Certificate
Certificate
Diploma
AAS Degree
AAS Degree
Diploma
Certificate
AAS Degree
AAS Degree
AAS Degree
Certificate
Certificate
AAS Degree
Diploma
Certificate
Certificate
Certificate
Certificate
AAS Degree
Certificate
AAS Degree
AAS Degree
Certificate
Certificate
Certificate
AAS Degree
Diploma
Certificate
AAS Degree
AAS Degree
Certificate
Certificate
Certificate
Certificate
AAS Degree
Certificate
AAS Degree
Certificate
Certificate
Certificate
AAS Degree
Certificate
Certificate
AAS Degree
Certificate
Certificate
Certificate
Certificate
AAS Degree
Certificate
Certificate
Certificate
Certificate
AAS Degree
Certificate
AAS Degree
Diploma
Certificate

Location
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Program Credential Location
Medical Assisting AAS Degree A
Medical Laboratory Technology AAS Degree A
Medical Office Administration AAS Degree (@)
Medical Office Administration Diploma O
Medical Office Administration - Medical Coding Certificate O
Medical Sonography AAS Degree A
Nursing - Associate Degree AAS Degree A
Nursing - RIBN AAS Degree A
Nursing - LPN to ADN Advanced Placement Option AAS Degree A
Nursing - Paramedic to ADN AAS Degree A
Nursing - Practical Nursing Diploma A
Occupational Therapy Assistant AAS Degree A
Office Administration: Finance AAS Degree (@] Locations:
Office Administration: General Office AAS Degree (@] A- Ash .h NVictoria Rd
.. . . sheville/Victoria Rd.
Office Administration Diploma (@) M - Madison
Office Administration - Office Management Certificate O E - Fnka
Office Administration - Word Processing/Desktop Publishing Certificate O W - Woodfi
. oodfin
Radiography AAS Degree A O - Online
Social and Human Services: Addiction & Recovery Transfer Track AAS Degree O GW - Goodwill
Social and Human Services: Mental Health Transfer Track AAS Degree AAS Degree (@]
Social and Human Services: Addiction & Recovery Career Track AAS Degree (@)
Social and Human Services: Mental Health Career Track AAS Degree (@]
Social and Human Services Diploma (@]
Social and Human Services: Addiction & Recovery Studies Certificate (©)
Social and Human Services: Mental Health Studies Certificate O
Surgical Technology AAS Degree A
Surgical Technology Bridge AAS Degree A
Veterinary Medical Technology AAS Degree A
Welding Technology AAS Degree A
Welding Technology Diploma A
Basic Welding I Certificate AM
Robotic Welding Certificate A

A-B Tech Online provides flexible learning opportunities that allow students to complete classes in Online
(both synchronous and asynchronous), Hybrid, and HyFlex formats. The college also offers a variety of
programs available entirely online. Fully Online programs are:

Associate Degrees:
Associate in Arts
e Accelerated Pathway

Communication Pathway
Construction Management Pathway
English Pathway
Foreign Language Pathway (French)
General Pathway
History Pathway
Information Systems (WCU)
Philosophy Pathway
Political Science Pathway
Psychology Pathway
Social Work Pathway
Sociology Pathway
Associate in Science

. Computer Science (UNCA)

. General
Business Administration
Early Childhood
Early Childhood: Licensure Transfer Track
Early Childhood: Non-Licensure Transfer Track
Medical Office Administration

abtech.edu

Business, Accounting, and Finance Pathway

Office Administration: General
Office Administration: Finance
Social and Human Services

Diplomas

Business Administration
Medical Office Administration
Office Administration

Social and Human Services

Certificates

Addiction & Recovery Studies

Early Childhood

Infant/Toddler Care

Information Technology Back End Developer
Information Technology Front End Developer
GIS Fundamentals

Medical Coding

Mental Health Studies

Office Management

Word Processing and Desktop Publishing
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Directory of College Services and Offices

All telephone listings begin with 828 area code.

Business and FIinance . . .o covtttntnnntneneneneneneneneneneneaeasoesesesesesasesasesnsnns Vice President/CFO

Simpson Administration Building, Asheville Campus, 398-7111

BOOKSIOTE. & o o ottt Manager
K. Ray Bailey Student Services Center, Asheville Campus, 398-7200

Business Services . ... ... Executive Director
Roberson Building / 93 Victoria , Asheville Campus, 398-7542

Campus Police and Security. . . ... .. Chief of Police and Security
A-B Tech/Mission Health Conference Center, Asheville Campus, 398-7870

Student Parking Permits. . . ... oottt Police Dept.
A-B Tech/Mission Health Conference Center, Asheville Campus, 398-7125

Plant Operations . .. ..ot Director, Plant Operations, and Director Facilities Support
Chestnut Building, Asheville Campus, 398-7482 or 398-7150

Tuition, Payments, Refunds (Access Card), Student Accounts . . ...ttt Business Office
Roberson Building / Asheville Campus, 398-7152, 398-7156

Volunteer SEIVICES . . .. vttt et Coordinator
Simpson Building, Asheville Campus, 398-7761

Student Accident Claims . . . ... ..ot Coordinator, Risk Management & Safety

Chestnut Builidng, Asheville Campus, 398-7168

College Advancement

A-BTech Foundation. . . .. ...ttt e Executive Director
Ivy Building, Asheville Campus, 398-7176
Scholarships. . . ..o 398-7177

Ivy Building, Asheville Campus

College Services & Information

A-BTech Police . . o oottt et et e e e e e e e e e 398-7125
Mission Health/A-B Tech Conference Center, 16 Fernihurst Drive

Health Clinic. . .. oottt e e e e e e e e e e e e e 398-7570
Ferguson Center for Allied Health and Workforce Development, Asheville Campus, room# 115

Help Desk . o o oo 398-7550
INformation CemEEr . . o\ ottt ettt e et e e e e e e e e e e e e e e e 398-7900
K. Ray Bailey Student Services Center, Asheville Campus

Job Placement . ..o v vttt e Career Services, 398-7209

NCWorks Career Center, 251-6200

Madison County Career Center, 782-2632

Mountain Tech Lodge . ... ... oo Manager
Magnolia Building, Asheville Campus, 398-7248

Community Relationsand Marketing. ... ..ot vtiiiiiiiii ittt ittt ieeeeeeeennn Executive Director
Simpson Administration Building, Asheville Campus, 398-7117

Print Shop Manager

Simpson Administration Building, Asheville Campus, 398-7116
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InStructional SEIVICES « v v v v v v vttt teneneeneeneneeneeneeseseeneesessensenenenns Vice President, Instructional Services

Simpson Administration Building, Asheville Campus, 398-7633

A-B Tech Online & Academic SUPPOIT . . ... u ottt Dean
Simpson Building, Asheville Campus, 828-398-7716

Academic Related Instruction (ACA 115, ACA 122) . ..ot i ittt e e e Chair
Ferguson Building, Asheville Campus, 398-7649

LEDIary. . Director
Locke Building, Asheville Campus, 398-7307

Center for Academic Acheivement. . .. .. ... i Director
Locke Building, Asheville Campus, 398-7228

Allied Health . . ..o Dean
Ferguson Center for Allied Health and Workforce Development, Asheville Campus, 398-7188

Arts and SCIENCES . .« . v vttt ettt e e e e e e e e Dean
Elm Building, Asheville Campus, 398-7650

Emergency Services . . ... Dean
Public Safety Training Center, A-B Tech Woodfin, 782-2123

Engineering, Transportation, and Applied Technology. .............. .. ... . Dean
Dogwood Building, Asheville Campus, 398-7220

A-BTech Madison. . .o vttt ettt et e e e e e e e Director
Ramsey Building, Marshall, 398-7701

Program Advising Center. . . . .. ...t e Coordinator
Elm Building, Asheville Campus, 398-7183

School of Nursing ... ... Jack and Carolyn Ferguson Endowed Chair
Ferguson Center for Allied Health and Workforce Development, Asheville Campus, 398-7264

Transitional STUAIEs . . . . .o\ttt e Director
Hemlock Building, Asheville Campus, 398-7488

Wellness, Hospitality & Public Service. . ... ... ..ottt Dean

Locke Building, Asheville Campus, 398-7885

Economic and Workforce Development/Continuing Education .........ooiiiiiiiiiiiiiiiiiiiiiiiiia., Vice President
Ferguson Center for Allied Health and Workforce Development, Asheville Campus, 398-7937

BioN EtWOIK . . oot e Director
Technology Commercialization Center, A-B Tech Enka, 792-2323

Small Business Center and Business Incubation. . ........ ... ... i Executive Director
Small Business Center, A-B Tech Enka, 398-7949

Community Enrichment Programs . ... ... Director
Ferguson Center for Allied Health and Workforce Development, Asheville Campus, 398-7134

Emergency SErVICES . . . ..ottt Dean
Public Safety Training Center, A-B Tech Woodfin, 782-2123

Workforce Continuing Education . ... ... ...t Director
Ferguson Center for Allied Health and Workforce Development, Asheville Campus, 398-7925

Economic & Workforce Development. .. ... o Director

Advanced Manufacturing Center, Asheville Campus, 398-7923

abtech.edu
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Human Resources & Organizational Development ........ovviiiiiiiiiiiiiiiiiiiiiiiieeneeennns Executive Director
Sunnicrest Building, Asheville Campus, 398-7178

ADA Compliance & BenefIts. . ... ...ttt Benefits Specialist
Sunnicrest Building, Asheville Campus, 398-7170

EmPployment . . ...t HR Director
Sunnicrest Building, Asheville Campus, 398-7167

Employee Parking Decals. . . .. ..o oo HR Front Office
Sunnicrest Building, Asheville Campus, 398-7114

Pyl . . Director
Sunnicrest Building, 398-7187

Professional Development . . .. ..ottt Director
Fernihurst Building, Asheville Campus, 398-7538

Information Systems Technology. .. ... oiiiii ittt ittt iiiiiiieeeenns Vice President/CIO
Roberson Building, Asheville Campus, 398-7929

Help Desk . . . oo Technicians
Locke Library, Asheville Campus, 398-7550

Learning & Design . ... ... Director, EIm Building
Asheville Campus, 398-7538

Research & Planning .. ..o ovvvittiiiiiitititiiiiiiitttittttteeeeeeeeeeeeeeeeeeeeeeeeeeeeens Executive Director
Simpson Administration Building, Asheville Campus, 398-7175

StUAENt SEIVICES « v v vt vttt eteeeaeeeaeeeeeeeeeseeeensnensneneneneaenennaasannns Vice President, Student Services
K. Ray Bailey Student Services Center, Asheville Campus, 398-7146

AdMISSIONS .« . . ottt et e e e Admissions
K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

AVISINE. © .« o Advisors
K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

Career and College Promise. . ... Director of Student Advising and Educational Partnerships
K. Ray Bailey Student Services Center, Asheville Campus, 398-7484

CarEEr SEIVICES. . o oottt e et et e e e e e e e e Career Counselor
K. Ray Bailey Student Services Center, Asheville Campus, 398-7209

Childcare ASSISTANCE. . . o oo e e Executive Assistant
K. Ray Bailey Student Services Center, Asheville Campus, 398-7143

Counseling . . .o Counselors
K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

Disability Services . .. ..o oot Support Services
K. Ray Bailey Student Services Center, Asheville Campus, 398-7581

Emergencies and A-B Tech Police . ... ... e 398-7125 or 9-911
A-B Tech/Mission Conference center, Asheville Campus

Financial Aid . . . ..o Financial Aid
K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

Grade Changes .. ... Class Instructor
Graduation Application . . . . .. .o Records and Registration
K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

Intramurals . ... ... Department Chair, Physical Education
Coman Student Activity Center, 398-7843

International Student Services .. ... .. i Student Advising and Educational Partnerships
K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

Scholarships. . . . oo 398-7177

Ivy Building, Asheville Campus
Student Academic Records. . .. ..ottt Records and Registration
K. Ray Bailey Student Services Center, Asheville Campus, 398-7900
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Student Life and Development .....................
Student I.D. Cards. . . ..o
Testing Center. . ...
Tide IXOffice . .« v
Transcript Request. . ................... ... ...
Transfer Credits. .. ...t
Veterans’ Services. .. ...

Visiting the Campus .. ...

Address correspondence to the appropriate office in care of:

............................................... Director

Coman Student Activity Center, Asheville Campus, 398-7900

........................................ Information Desk

K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

............................................ Coordinator

Simpson Building, Asheville Campus, 398-7219

............................................... Director

K. Ray Bailey Student Services Center, Asheville Campus, 398-7932

................................... Records and Registration

K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

................................... Records and Registration

K. Ray Bailey Student Services Center, Asheville Campus, 398-7900

............................................ Coordinator

K. Ray Bailey Student Services Center, Asheville Campus, 398-7206

....................................... Enrollment Services

K. Ray Bailey Student Services Center, Asheville Campus, 398-7578

Asheville-Buncombe Technical Community College, 340 Victoria Road, Asheville, NC 28801

Tel: 828-398-7900 ¢ www.abtech.edu

abtech.edu
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College Calendar 2024-2025

All dates in this calendar are subject to change.

For a full listing of College dates, visit abtech.edu/calendar

Fall Semester — 2024

Registration Begins for Current/Returning Students
Registration Begins for New Students

First Payment Deadline

Second Payment Deadline

Classes Begin

8-Week Term I

Labor Day Student Break

Labor Day (College Closed)

Professional Development Day (No Classes for Students)
8-Week Term II

Thanksgiving Student Break (No Classes for Students)
Thanksgiving Holiday (College Closed)

Last Day of Class

Winter College Break (No Classes for Students)

Winter College Holidays (College closed)

Fall 16-week term contains 15 Saturdays

April 8

June 17

August 9

August 16

August 19

August 19 — October 14
August 31 - September 2
September 2

October 15

October 16 — December 14
November 27 - November 30
November 28 - November 29
December 14

December 15 - January 5

December 24, 25, 26, 27, 30, 31,
January 1
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Spring Semester —2025

Registration Begins for Current/Returning Students
Registration Begins for New Students

First Payment Deadline

Second Payment Deadline

Classes Begin

8-Week Term I

Martin Luther King Jr. Student Break

Martin Luther King Jr. Day College Holiday (College Closed)
Professional Development Day (no classes for students)
8-Week Term II

Student Spring Break (No Classes for Students)

Last Day of Class

Spring Commencement

Spring 16-week term contains 15 Saturdays

abtech.edu

April 8, 2024

June 17, 2024
December 6, 2024
January 3

January 6

January 6 - March 3
January 18 - January 20
January 20

March 4

March 5 - May 6
April 14 - April 19
May 6

May 10
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Summer Semester — 2025

Registration Begins for Current/Returning Students
Registration Begins for New Students

Payment Deadline

10-Week Term

Memorial Day (No classes for students)

8-Week Term

Independence Day (Student Break)

Independence Day College Holiday (College Closed)
8-Week Term Last Day of Classes

10-Week Term Last Day of Classes

March 31

April 7

May 14

May 23 - Aug. 4
May 26

June 6 - Aug. 1
July 4

July 4

August 1

August 4
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Campus Maps

*Maps are not to scale
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Organization
History

Asheville-Buncombe Technical Community College is
one of 58 community colleges in the North Carolina
Community College System and is dedicated to serving
Buncombe and Madison counties. Originally funded
by a bond election, the institution was established on
April 3, 1958 as the Asheville Industrial Education Cen-
ter and began serving students on September 1, 1959.

The name was changed to Asheville-Buncombe Techni-
cal Institute on January 9, 1964, after the N.C. General
Assembly approved legislation creating the N.C. Com-
munity College System. This legislation enabled the
College to confer the Associate in Applied Science
degree for the first time at graduation ceremonies in
August 1964.

The Board of Trustees approved a third name change
to Asheville-Buncombe Technical College on August
6, 1979. A final name change occurred November 2,
1987, when the Board of Trustees approved Asheville-
Buncombe Technical Community College, an action
that became official when endorsed by the Buncombe
County Commission on November 3, 1987.

In October 1988, the College received approval to offer
associate degree programs. In September 1989, the Col-
lege enrolled its first class for the Associate in Science
degree. The Associate in Arts degree was first offered
during summer quarter 1990-91.

On January 18, 1990, A-B Tech officially opened a site
in Madison County. The College had served the county
out of temporary quarters at the Marshall Elementary
School since December 12, 1984.

By the fall term of 1997, the College had re-engineered
all programs and converted to the semester system.

On October 23, 2000, BASF Corporation donated nearly
37 acres and several buildings to A-B Tech to establish
a satellite site in Enka, which now houses the College’s
Small Business Center, Business Incubation Program,
the Craft Beverage Institute of the Southeast, the N.C.
BioNetwork, Blue Ridge Food Ventures, and other
organizations dedicated to serving small businesses.
The College’s Continuing Education and Economic and
Workforce Development programs were relocated from
Enka to the main campus in 2015.

A-B Tech Woodfin, which houses the College’s Emer-
gency Services Department, was opened in October
2014. It is co-located with the Buncombe County Train-
ing Center.

In 2021, A-B Tech opened a location at ABCCM Trans-
formation Village.

Administration

The College initially was administered by the Asheville
City Board of Education. Following the creation of the

abtech.edu

North Carolina Community College System, control
passed to an independent Board of Trustees that was
appointed by the Governor, Buncombe and Madison
County Commission, Madison County Board of Educa-
tion, and Asheville City/Buncombe County Boards of
Education.

In 2024, the NC General Assembly enacted a law chang-
ing the makeup of community college boards. Under the
new law, eight trustees are appointed by the NC General
Assembly, four by Buncombe County, and two by
Madison County.

From the beginning, prominent Asheville and Bun-
combe County business and community leaders have
helped to guide the College. In addition, each academic
program has an advisory committee comprised of
local professionals. Several hundred local citizens
provide guidance for the educational programs of the
College.

Curricula

The first program offered by A-B Tech was Practical
Nursing. Electronics Engineering Technology and the
Machinist programs were started in 1960. Today, the
College offers more than 150 degrees, diplomas and
certificates. University Transfer Degrees include: As-
sociate in Arts, Associate in Science, Associate in Engi-
neering, Associate in Fine Arts in Visual Arts, Associ-
ate in General Education, Associate in Arts in Teacher
Preparation, Associate in Science in Teacher Prepara-
tion. The College also offers an array of Associate in
Applied Science degrees, diplomas, and certificates.

Transfer degrees are offered through the Division of
Arts & Sciences. AAS degrees are offered through the
Allied Health, Emergency Services, Engineering,
Transportation & Technology, School of Nursing, and
Wellness, Hospitality & Public Service divisions.

The Division of Economic & Workforce Development/
Continuing Education offers workforce education and
training for business, industry and the general public.
Courses in healthcare, business, hospitality, technol-
ogy, industry, trades and employability skills are avail-
able. Training can be customized to meet the unique
needs of small, mid-sized, and large businesses and
can be tailored for delivery on demand. Community
enrichment classes, such as art, languages and practi-
cal skills are offered year-round at each campus loca-
tion throughout the College’s service area.

Both curriculum and Economic & Workforce Develop-
ment/Continuing Education programs are supported
through activities of the Transitional Studies Depart-
ment, Center for Academic Achievement and the
Locke Library.

Classes meet on campus and at various off-campus
sites. Course requirements are the same without re-
gard to meeting times, formats, or locations.
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Campus Facilities

A-B Tech now serves students from four locations,
including the main campus in Asheville, A-B Tech
Madison, A-B Tech Enka, and A-B Tech Woodfin.
The College also provides instruction at ABCCM’s
Transformation Village, Goodwill, and area high
schools.

On March 15, 1961, the Industrial Education Center
moved into two new buildings off Victoria Road in
Asheville. Over the years, the Board of Trustees has
acquired land that today totals more than 144 acres.

Located on the Asheville Campus are the historic
Smith-McDowell House, the oldest brick structure in
the region, Fernihurst Mansion, Sunnicrest, the only
remaining lodge constructed by George Vanderbilt,
and Ivy Hall, built as a gymnasium and auditorium for
St. Genevieve-of-the-Pines school. Buncombe County
Commissioners purchased property for A-B Tech
belonging to St. Genevieve/Gibbons Hall, a private
school that merged with Asheville Country Day School
to form Carolina Day School. The Board of Trustees
acquired the title to these 12.77 acres and four buildings
on September 23, 1987. In 1990, the Commissioners
purchased 16.75 acres contiguous to the west
boundaries of the campus, which included Sunnicrest.

Over the years, a combination of special funding has
provided for campus expansion. Since 1985, the North
Carolina General Assembly has approved $5 million in
special legislation for campus construction. In statewide
bond referendums, voters approved $5 million in 1993,
$14 million in 2000, and $5.4 million in 2016 for capital
projects at A-B Tech.

Since 1987, Buncombe County voters have approved
$13.5 million in bonds to be used for campus additions
and renovations. In 2011, Buncombe County voters
also approved a Y-cent sales tax dedicated to A-B Tech
for construction and major renovations. The sales tax
funded construction of the Ferguson Center for Allied
Health and Workforce Development, dedicated in 2015,
and the Mission Health/A-B Tech Conference Center
and a 650-space parking garage, both dedicated in 2016.
It also funds funds annual building maintenance and
special projects, such as the installation of solar roof
panels.

Asheville-Buncombe Technical
Community College Foundation

The Asheville-Buncombe Technical Community College
Foundation was established in 1996 as a separate 501(c)
(3) non-profit corporation. Its sole purpose is to provide
financial support for the students and programs of A-B
Tech. The A-B Tech Foundation meets critical needs that
cannot be addressed in the College’s normal operating
budget. All gifts are tax deductible as allowed by law.

Current Status

A-B Tech, with strong local support, has expanded to
four locations in Buncombe and Madison counties,

expanded its curriculum and workforce training
offerings, and provides numerous services to

the community. The College has the largest total
headcount enrollment of any institution of higher
education in Western North Carolina, serving more
than 23,000 students annually.

Location

The Asheville campus is located on Victoria Road

in Asheville, North Carolina, a scenic mountain city
repeatedly named one of the most livable cities in
America. Situated near major interstates and on local
transit routes, the College is convenient to the citizens
it serves.

A-B Tech Madison is located in Marshall. A-B Tech Enka
is located in the Enka-Candler community. A-B Tech
Woodfin is located in the Woodfin community just off of
[-26. For more information, see abtech.edu/locations.

College Vision, Mission and Values

Mission

Dedicated to the success of students and communi-
ties, Asheville-Buncombe Technical Community Col-
lege provides meaningful teaching and learning in a
curriculum, continuing education, and workforce de-
velopment environment committed to Respect, Integ-
rity, Support, and Equity (RISE). We welcome everyone
to join us.

Foundational Focus Areas

EQUITY: Systems, policies, and practices that support
equity for all people and an organizational culture that
embraces diversity and inclusion.

LEARNER FOCUSED: Meeting students’ needs inside
and outside the learning environment so they can fully
engage.

REMOVING BARRIERS: Eliminating obstacles to effec-
tive communication, collaboration, and student suc-
cess.

FINANCIAL WELLNESS: Ensuring the fiscal sustainabil-
ity of students, our employees, our institution, and our
community.

Vision

Changing Lives. Strengthening Communities.

Values

e Excellence

e Learning

e  Supportive Environment
e [nnovation

e Inclusiveness

e Continuous Improvement
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Economic & Workforce Development/

Continuing Education

Economic & Workforce Development/Continuing
Education offers training and services to support
economic development and lifelong learning in the
community. Needs for higher professional education,
employment skills, job training, personal growth

and development, and business and economic
development are continually identified through a
variety of assessments.

A variety of instructional approaches are offered to
meet community needs such as traditional classroom
instruction, online or hybrid instruction, computer-
assisted learning, community-based learning centers,
on-site training for entrepreneurs, business and
industry, internships and apprenticeships. Assessment
and training consultation is also available for
individuals, businesses, and agencies.

Offerings are built on the concept of lifelong learning
and economic workforce trends. Classes and training
are provided at a variety of times and at locations
where the needs of students can conveniently be

met. Students enrolling in workforce programs may
be eligible for financial aid through training assistance
programs such as Workforce Investment and
Opportunities Act (WIOA), grants and scholarships.

Training and course work may earn Continuing
Education Unit (CEU) credit applicable to certain
professions, state and national certifications and
credentials.

Programs are designed for adults age 18 or older.
Minors ages 16 and 17, may enroll in classes, if space
allows.

Costs

Registration fees for Economic & Workforce
Development/Continuing Education courses vary.
Additional fees may be charged for books, materials,
supplies, and accident insurance depending on the
course.

Programs & Services

Economic & Workforce Development/ Continuing
Education needs are addressed in eight primary
areas:

. BioNetwork

. Community Enrichment

. Economic & Workforce Development

. Emergency Services

NCWorks Career Center

Skills, Training & Employment Program (STEP)

. Small Business Center & Business Incubation

W N > U~ W N

. Workforce Continuing Education

abtech.edu

BioNetwork

BioNetwork is a statewide resource supporting

the growth of the natural products and life science
industries in North Carolina. Services at A-B Tech
include a variety of laboratory, analytical and quality
assurance testing as well as assistance with research
and development.

Community Enrichment Programs

Community Enrichment Programs provide courses,
seminars and activities that contribute to the
community’s overall cultural, civic, and intellectual
growth. Courses are designed to assist adults in the
development of new skills, or upgrading of existing
ones. Hundreds of classes and events offered each year
provide lifelong learning opportunities to community
members of Buncombe and Madison counties. The
Program offers a variety of classes in fine arts; from
drawing and painting to photography and pottery
(ceramics). The language component includes

French, Italian, German, Spanish, and American Sign
Language. Motorcycle Safety, Recreation, Music and
Dance classes including fly fishing, yoga, ballroom and
contemporary dance classes attract thousands of adult
learners to the campus each year. Financial Wellness
and Home and Garden classes such as backyard
chickens, botany, upholstery, sewing and quilting add
to the diversity of the courses offered.

Economic & Workforce Development

Economic & Workforce Development provides
customized training and services that directly support
local business and industry. Businesses of all sizes
and types are served, offering workforce training
solutions to strengthen the skill sets of employees

and build opportunities for advancement, and
increase productivity and profitability for companies.
The College partners with local, regional, and state
agencies to develop our local workforce and to
implement flexible workforce training solutions.

Customized training is a specialized program that is
designed to react quickly to the needs of businesses
and to respect the confidential nature of proprietary
processes and information within those businesses.
Regardless of the technology or the challenges, A-B
Tech has the ability to create training that fits the need.
Our programs are designed to align with the needs and
schedules of our clients. We can bring the training to
your site, and can be flexible to accommodate shifts
and productions schedules.

Customized training opportunities can include:

e Pre-employment activities (recruitment,
customized job fairs, job profiling, skills assess-
ment)



Economic & Workforce Development/ Continuing Education

23

e Job-specific and advanced manufacturing pro-
cesses (such as robotics, industrial maintenance,
machining, electrical componentry)

e Business support, computer applications
e Continuous improvement, Lean/Six Sigma

e Leadership, supervisory skills, human resource
and talent development

e  Safety, OSHA general industry and regulatory
subjects

e Technology
e  Train-the-Trainer

Advanced Manufacturing provides education and
training for individuals to prepare for new or different
employment in advanced manufacturing, machining,
blueprint reading, industrial maintenance, composites,
forklift safety, supply chain basics, Six Sigma, logistics,
OSHA training, craft beverage industry, production/
inventory control and APICS certification. Many
programs lead to local, state or national certifications.

Emergency Services Programs

Emergency Services Programs were created to
establish a single point of contact for students, College
personnel, and the community in the fields of fire
services, law enforcement, and emergency medical
services. These programs provide training in both
curriculum and continuing education. A significant
number of these courses are offered to meet licensure
or certification requirements for employment in fire
and rescue, criminal justice and law enforcement,

and emergency medical services. Emergency Services
Programs also offer numerous specialized classes
that meet qualifications and standards required by
governing agencies.

NCWorks Career Center Asheville

NCWorks Career Center Asheville is part of the
statewide employment and training system. Staff
members at the career center provide job seekers and
employers with a wide array of services. Job seekers
receive assistance in identifying careers that are a fit
with their interests and abilities, finding job leads on
ncworks.gov, and gaining job-seeking skills in areas
such as resume writing, networking and interviewing.
In addition, job seekers are informed of labor market
information relevant to their career and job search,

as well as occupational skills training opportunities.
Employers receive assistance in posting jobs on
ncworks.gov, recruiting qualified candidates, setting
up employer interview days and locating labor market
information relevant to their industries. The NCWorks
Career Center Madison is located at the College’s

A-B Tech Madison site located in Marshall.

Skills Training Employment Program
(STEP)

Skills Training Employment Program (STEP) works
one on one with SNAP (formerly known as food
stamps) recipients within Buncombe County to

offer guidance and financial support in attending

and successfully completing A-B Tech courses and
programs. Clients have the option of participating

in occupational skills courses geared toward
employment, high school equivalency courses, A-B
Tech Job Club program and two-year curriculum
courses. Additionally, STEP offers employment
services geared toward living wage positions for

our clients including hiring events with living wage
employers, resume and cover letter development and
community based workshops to assist in employment.

Small Business Center & Business
Incubation

Small Business Center. The Small Business Center
(SBC) is part of the statewide Small Business Center
Network (SBCN), a community college-funded initiative
with a vision to foster and support entrepreneurship,
small business, and economic development in local
communities with an emphasis on assisting start-ups,
early stage, and at-risk enterprises. The mission of

the Small Business Center is to increase the success
rate and number of viable small businesses in North
Carolina by providing high quality, readily accessible
assistance to prospective and existing small business
owners, with the goal of job creation and retention.
Confidential counseling services and access to
resource libraries are free of charge as are the majority
of seminar offerings.

Business Incubation Program. Business Incubation
at A-B Tech is a dynamic process of entrepreneurial
development designed to increase business success
through consultation services, coaching, access

to shared resources, and either office, wet lab

or manufacturing facilities. The purpose of the
Business Incubation program is to create a business
atmosphere that encourages the development of
businesses that promise a public or private good,
have the potential to create single or multiple
additional jobs and which contribute to the economic
development of the region once formally established.

Student Business Incubation Program. The Student
Business Incubator Program is an extracurricular
activity designed to provide a motivating, supportive
environment to A-B Tech students who want to start
their own business and guide them toward becoming
sustainable, contributing members of a strong
economic community. This program is administered
by the A-B Tech Small Business Center (SBC) and is
located at A-B Tech Enka.
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Workforce Continuing Education
Programs

Workforce Continuing Education Programs
encompass five areas providing education and training
for individuals to prepare for new employment or
upgrade skills in their current employment. These
opportunities are available through single courses

or a series of courses specifically designed for an
occupation. A significant number of courses are offered
to meet licensure or certification requirements.

Business & Hospitality Training helps businesses
operate more efficiently, increase productivity,

and provide superb customer service - all of which
increase profits. The hospitality industry is a multi-
billion dollar industry that capitalizes on customer’s
leisure time and disposable income, providing multiple
career options. This program focuses on technology
marketing and communications, business office
solutions, lodging/restaurant hospitality, craft beverage
and outdoor recreation skills. Professional skills gained
in this program are comprehensive, allowing flexibility
to transfer into any career within a variety of industry
sectors. Students can enter into a new career, advance
within their current career, or explore emerging
technologies that may lead to a career change.

Computer & Online Training encompasses a variety
of skills and disciplines including Networking,
Accounting, Grant Writing, Teaching & Education,
Nonprofit, Business, Computers & Technology and
even Healthcare. We offer both on-site and online
courses that provide a wealth of knowledge and skills
specific to software and operating systems. All online
courses have an instructor who is readily available
to answer questions via the Discussion Area of the
online course. This program is dedicated to helping
students enhance their technology skills and attain job
placement or advancement.

Health Occupations includes training in healthcare
professions such as Nurse Aide [, Nurse Aide I,
Medication Aide, Modular Education Program for
Activity Professionals, Medical Terminology Made
Easy, Phlebotomy, Clinical Massage, Veterinary and
Dental Radiology. Students successfully completing
the Nurse Aide [ program and state exam will be listed
on the North Carolina state registry for Nurse Aides.
Additional courses are offered to professionals, to
include Mental Health First Aid.

Human Resources Development (HRD) classes focus
on short-term basic employability skills training such
as computer skills, job search, resumes, interviewing
and introduction classes about local industry
employment needs. These introduction classes
highlight the basic skills and education level needed in
healthcare, hospitality, manufacturing and other skilled
trades to help students make informed decisions

about their career choices. Classes are fee waived for
unemployed and underemployed adults.
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Occupational & Skilled Trades provides training for
individuals to prepare for employment in industrial
and technical fields, as well as upgrade the skills of
individuals in their current career. Classes are available
to train Code Enforcement Officials, to conduct
Mechanical, Building, Electrical, and Fire Inspections.
Courses are offered regularly to meet certification
requirements for employment in careers such as
automotive, escort vehicle operator, substitute teacher,
human services, and electrical contractors. For those
who like to work with their hands and enjoy building
or fixing problems, hands-on classes are conducted by
industry experts for learning blacksmithing, welding,
woodworking, HVAC, electrical, and masonry sKkills. To
encourage our community to live more sustainably,
workshops are available in permaculture, green
building, small scale living, and energy efficiency.

General Admission for
Curriculum Students

The College accepts applications online at www.
abtech.edu/admissions continuously throughout the
school year at no cost to the student. Early application
is advised for many programs.

Admissions Policy

It is the policy of the Board of Trustees to maintain an
open-door institution, which accepts all applicants who
have graduated from high school, hold a high school
equivalency (HSE) or adult high school diploma, are at
least 18 years of age or older, are emancipated minors,
or dual enrollment students. High school graduation

or the equivalent from a valid institution or Ability to
Benefit (ATB) eligibility is required for Financial Aid
purposes.

1. Some academic programs are selective and typi-
cally require the high school credential. Admission
to these programs is selective in nature or have a
seat capacity.

2. Individuals granted Deferred Action for Childhood
Arrivals are eligible for admission based on the
qualifications and limitations listed below:

a. Attended and graduated from a United States
public high school, private high school, home
school and/or adult high school that operates
in compliance with state or local laws or com-
pleted a high school equivalency diploma.

b. Must be charged out-of-state tuition and are not
considered a North Carolina resident for tuition
purposes.
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3.

6.

c. Will be counseled that federal and state laws
prohibit states from granting professional li-
censes.

d. Must comply with all federal and state laws con-
cerning financial aid.

Undocumented immigrants are eligible for admis-
sion based on the qualifications and limitations
listed below:

a. Attended and graduated from a United States
public high school, private high school, home
school and/or adult high school that operates
in compliance with state or local laws or com-
pleted a high school equivalency diploma.

b. Must be charged out-of-state tuition and are not
considered a North Carolina resident for tuition
purposes.

c. Will be counseled that federal and state laws
prohibit states from granting professional li-
censes to undocumented students.

d. Students lawfully present in the United States
shall have priority over any undocumented im-
migrant in any program of study when capacity
limitations exist.

e. Must comply with all federal and state laws con-
cerning financial aid.

The College will refuse admission to any applicant
when it is deemed necessary to protect the safety
of the applicant or other individuals. When making
this safety determination, the College shall refuse
admission to an applicant only when there is an
articulable, imminent, and significant threat to the
applicant or other individuals. In this case, the Col-
lege shall document the following:

a. Detailed facts supporting the rationale for deny-
ing admission;

b. The time period within which the refusal to
admit shall be applicable and the supporting
rationale for the designated time period;

c. The condition upon which the applicant that is
refused would be eligible to be admitted.

The College has an appeals process for applicants
denied admission pursuant to this policy.

Ability to Benefit (ATB) testing is required to re-
ceive Financial Aid in an eligible career pathway
program for those students who do not hold the
high school credential. Eligible career pathway pro-
grams do not include College transfer programs or
selective or limited Allied Health programs which
require the high school credential for professional
or program accreditation or credentialing. Students
must consult with an advisor in the K. Ray Bailey

Student Services Center before pursuing this option
to discuss required College placement assessment
score levels which allow ATB to be utilized for finan-
cial aid purposes.

The College will require proof of eligibility to pos-
sess a firearm to enroll in Basic Law Enforcement
Training (BLET). Certified local law enforcement
agency sponsorship is required for admission to
the BLET program. Proof of eligibility for firearm
possession will include:

a. Any current, valid State-issued permit to pur-
chase a firearm:;

b. A current, valid State-issued concealed carry
permit from North Carolina;

c. A current, valid State-issued concealed carry
permit from a state with a reciprocal concealed
carry agreement with North Carolina;

d. Proof of an exemption from permit require-
ments pursuant to G.S. 14-415.25; or

e. A background check that is determined by the
college. The sole purpose of the background
check shall be to determine whether an ap-
plicant can lawfully possess a firearm in North
Carolina pursuant to G.S. 14-269.8, G.S. 14-
404(c), G.S. 14415.1, G.S. 14-415.3, and G.S. 14-
415.25

Admissions Procedure

L.

Submit an application for admission to the College.
Applications are available online at abtech.edu or
in paper format on campus. The preferred method
of submission is electronic.

Complete the online residency application during
the college application or go directly to ncresiden-
cy.org. Immediately following completion of the
residency application, retrieve Residency Certifica-
tion Number (RCN).

Provide the Residency Certification Number (RCN)
on college application.

Upon receipt of a completed online College Foun-
dation of North Carolina (CFNC) application for
admission, staff verifies all data for the applicant in
the student file in the NCCCS Colleague computer
system. Students may select their academic pro-
gram on the CFNC application.

An electronic file is made for each applicant and
all additional supporting documents are linked to
this file.

Inactive students, who have not attended for two

consecutive semesters, excluding summer, will
need to do the following:
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a. Complete new college and residency applica-
tions by going to abtech.edu.

b. Recomplete online residency application by
going to ncresidency.org.

Students who are seeking a degree, diploma or cer-
tificate must do the following:

a. Submit transcripts from other colleges attend-
ed if transfer credit is desired.

OR

b. Submit official high school transcripts for
placement and assessment of college readiness.

OR

c. Submit High School Equivalency (HSE) or Hi-
SET test scores.

OR
d. Submit satisfactory SAT or ACT test reports.
OR

Submit Advanced Placement (AP) or College-Level
Program (CLEP) test scores.

OR

e. If needed, complete placement using the RISE
Placement test offered at A-B Tech'’s Testing
Center. Placement options can be found by
going to https://abtech.edu/future-students/
admissions-overview/placement-overview .

f. Complete New Student Orientation. Degree
completers and visiting students from another
institution are waived from this requirement
and will receive a new student resource guide
via email.

g. Meet with faculty, program or student advisor
for course selection and program assistance.

h. Register at designated time.

New non-degree, non-diploma, or non-certificate
seeking applicants will:

a. Applicants who plan to enroll in English and
mathematics classes or in classes for which
English or math prerequisites exist must:

1. Submit appropriate transfer credit from
other colleges prior to registering for cours-
es.

OR

2. Submit official high school transcripts for
placement and assessment of college readi-
ness.
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OR

3. Submit High School Equivalency (HSE) or
HiSET test scores.

OR
4. Submit satisfactory SAT or ACT test reports.
OR

5. Submit Advanced Placement (AP) or Col-
lege-Level Examination Program (CLEP) test
scores.

OR

6. If needed, complete placement using the
NROC EdReady offered at A-B Tech’s Testing
Center. Placement options can be found by
going to https://abtech.edu/future-students/
admissions-overview/placement-overview.

b. Complete New Student Orientation. Degree
completers and visiting students from another
institution are waived from this requirement
and will receive a new student resource guide
via email.

c. Register at designated time.

Some academic programs are selective in nature,
due to the high volume of applicants and the limit-
ed number of students who can be enrolled in the
programs. Selective programs have an application
period, which is typically in the fall and spring.

e Applicants must show college level skills in Eng-
lish and Math. Other standardized tests used
for placement purposes in North Carolina or ap-
propriate transfer credits may be used to show
college level skills.

e Complete any prerequisite courses or certifica-
tions as required by the intended program of
study.

e Applicants who meet college level benchmarks
in English and Math, or have appropriate trans-
fer credit, then meet with a student advisor in
the K. Ray Bailey Student Services Center to
apply during the designated application period.

e Ultimate selection in the program occurs in the
fall and spring semester, and is based on the
TEAS composite score and designated general
education courses, allied health-related educa-
tion and training credentials detailed in the
published admissions criteria for programs,
with the exception of Nursing which uses the
TEAS composite score only. Interested appli-
cants should see a student advisor in the K. Ray
Bailey Student Services Center for application
information and schedules.
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10. Upon determination by the College that admission
should be denied to an applicant to protect the
safety of the applicant or other individuals be-
cause of an articulable, imminent, and significant
threat, the following shall be documented and a
letter sent to the applicant stating:

a. Detailed facts supporting the rationale for de-
nying admission;

b. The time period within which the refusal to
admit shall be applicable and the supporting
rationale for the designated time period; and

c. The conditions upon which the applicant that
is refused would be eligible to be admitted.

11. The provisions in this admissions safety exception
procedure only apply during the time period prior
to an applicant becoming admitted as a student at
a community college. Once an applicant is admit-
ted as a student, the Code of Student Conduct will

apply.

12. The applicant has the right to appeal any action
taken by the College. Any appeal must be in writ-
ing and be submitted to the Vice President for Stu-
dent Services’ office within ten (10) College busi-
ness days. The Vice President for Student Services
or his/her designee will forward the appeal, along
with all documentation concerning the matter, to
the President whose decision will be final.

13. To comply with federal law and the Department of
Education requirements regarding the enrollment
of students in distance education, students who
reside in California are not allowed to enroll in A-B
Tech Distance Education curriculum courses. A-B
Tech is a member of the National Council for State
Authorization Reciprocity Agreement (NC-SARA)
which allows students from across the nation to
enroll in distance education with the exception of
California.

Dual High School Enrollment

The Career and College Promise Program offers struc-
tured opportunities for qualified high school juniors
and seniors to accelerate completion of college cer-
tificates, diplomas, and associate degrees that lead

to college transfer or provide entry-level job and/or
career skills. Academic credits earned through Career
and College Promise shall enable students who con-
tinue into postsecondary education, after graduating
from high school, to complete a postsecondary cre-
dential in less time than would normally be required.

A-B Tech offers four types of Career and College
Promise pathways: College Transfer Pathways, Career
Technical Education Pathways, Workforce Continuing
Education Pathways and Cooperative-Innovative High
School Programs.

College Transfer Pathways include at least 30 semes-
ter hours of transfer courses, including English and
mathematics, that are available to qualified junior and
senior high school students.

Career Technical Education Pathways lead to a cer-
tificate or diploma aligned with a high school career
cluster. These pathways are designed for accelerated
high school juniors and seniors who are ready to get
a head start on career and technical courses that will
lead to a career.

A-B Tech is affiliated with five cooperative-innovative
high schools. Two that are early college, one that is
focused on career and technical education, one that
is a school-within-a-school, and one that is a Science,
Technology, Engineering, and Math (STEM) focused
school.

Early colleges, statewide, are rigorous programs in
which students can earn a high school diploma and as-
sociate degree simultaneously. Early college students
start in the ninth grade, and can complete the program
in five years. A-B Tech has two partner early colleges:

¢ Buncombe County Early College, located on the
main campus of A-B Tech in Asheville.

e Madison Early College High School, located in
Marshall.

Buncombe County Center for Career Innovation
(BCCID), the School of Inquiry and Life Sciences at
Asheville (SILSA) and the Martin 1. Nesbitt Jr. Discov-
ery Academy are also cooperative innovative high
schools. BCCl is located on the main A-B Tech campus
in Asheville. It provides students with a career focused
curriculum that promotes completion of credentials,
diplomas, and degrees in professional career prepa-
ration areas including Health Care, Engineering, and
Skilled Trades. SILSA is a four-year high school that is
located on the campus of Asheville High School, and
the STEM-themed Discovery Academy is located at
the Buncombe County Board of Education Building.
For more information visit our website www.abtech.
edu/ccp or email us at ccp@abtech.edu. You may also
reach us by calling a liaison/advisor at: 828-398-7900.

New Student Orientation

In order to make the A-B Tech experience as successful
as possible, most incoming curriculum students are
required to complete New Student Orientation (NSO).
Students can complete the New Student Orientation
either in a classroom setting or online. The program
will include all necessary tools and resources to

help ensure student success. Students can schedule
their orientation at abtech.edu/nso. New Student
Orientation must be completed before registering for
classes. Degree or diploma completers and visiting
students from another institution are waived from
this and will receive a new student resource guide via
email.
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Selective and Limited Admission
Programs

Due to the high volume of applicants, limited number
of available seats, and clinical/resource/lab space
availability, certain programs may be designated as
selective or limited. These programs include the
following:

e Associate Degree Nursing

e LPN to ADN Advanced Placement Option

¢ Brewing, Distillation, and Fermentation

e Cardiovascular Sonography

¢ Cosmetology

e (Cosmetology Instructor

¢ Dental Assisting

¢ Dental Hygiene

e Esthetics Technology

e Esthetics Instructor

e Manicuring/Nail Technology

e Manicuring Instructor

e Medical Assisting

e Medical Laboratory Technology

e Medical Sonography

e Occupational Therapy Assistant

e Paramedic to Associate Degree Nursing Option

e Practical Nursing

¢ Radiography

e RIBN - Nursing

e Surgical Technology

e Veterinary Medical Technology

These programs have separate application periods
and specific admission requirements and procedures.
Those interested should contact a Student Advisor in
the K. Ray Bailey Student Services Center or by email
at Advising@abtech.edu for specific instructions and
application procedures. Distance services are avail-
able for students living outside of Buncombe County
or its adjacent counties by contacting
Advising@abtech.edu

Overview of Placement and
Assessment of College Readiness

The purpose of placement and assessment is to match
the academic readiness of incoming students with
academic requirements of the curriculum. Incoming
students for all degree and diploma programs are
required to provide evidence of college readiness using
one of the approved methods listed below. Unclassified
students (those not enrolled in a degree or diploma
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program) are also required to provide evidence of
college readiness if they desire to take a mathematics
or English course, or any course for which math or
English are prerequisites. Students are required to take
the courses into which they place.

Options available to assess college readiness include
the following:

e (Certain GED® and Hiset® scores may be eligible
for placment. Contact admissions to determine if
your scores are eligible.

e Placement using unweighted high school GPA of
2.2 or higher. An official high school transcript
must be submitted.

e Placement using the RISE Placement test, offered at
A-B Tech’s Testing Center. Due to the length of the
assessment, students are encouraged (but not re-
quired) to take the math and English assessments
in separate sessions.

e Placement using the submission of college-ready
scores from one or more of the following alternate
assessments (please note that scores below col-
lege-ready benchmarks will not be accepted): SAT;
ACT; Accuplacer; ASSET; COMPASS. Official copies
of test scores must be submitted.

¢ Placement using transfer credit from a regionally
accredited institution for college-level English
(Expository Writing equivalency) or mathematics
(Statistics, Quantitative Literacy, or Pre-calculus
equivalency). Official transcripts and a grade of “C”
or higher are required.

e Placement using successful completion of MAT
003 and ENG 002 transition courses from a North
Carolina Community College. Official transcripts
are required.

Students who have previously taken the NC-DAP
assessment may be eligible to take the RISE Placement
test. Students who did not place at college-level using
NC-DAP and who have not yet completed MAT 003
and ENG 002 transition courses may be required to
take the RISE Placement test to determine appropriate
placement.

Placement using A-B Tech course credit for transfer
credit for English and Math, RISE, or assessment
scores do not expire. After ten years, if math or English
courses have not been completed successfully, a
student is required to be re-assessed using one of the
methods listed above.

Alternate testing formats are available to individuals
with disabilities upon request to Support Services.
Students requesting accommodations should allow at
least one week for arrangement of accommodations.

Students submitting high school transcripts should
submit them to: Admissions Office, 340 Victoria Rd.,
Asheville, NC 28801. College transcripts should be sent
to: Records and Registration, A-B Tech Community
College, 340 Victoria Rd, Asheville, NC 28801.



Admissions and Student Information

29

Students applying for admission to limited or selective
enrollment programs should consult the program
admissions information in the Admissions section of
the College website at
abtech.edu/selective-limited-programs. This
information is also available in the K. Ray Bailey
Student Services Center or via email at
Advising@abtech.edu.

Assessment Preparation and Re-
Testing

Assessment is a valuable tool in ensuring that students
are enrolled in courses that support their success.

Lack of preparation for the assessment may result in
additional cost and time for classes. Eligible students
should fully prepare before taking RISE Placement test,
the College’s assessment tool.

To assist students in preparing, study materials for
placement assessment review are available at www.
abtech.edu/placement. Students will find sample
questions and other preparation tools helpful in
understanding test formats and content.

Eligible students may only take the RISE Placement
test twice in a ten-year period (one initial test and one
retest).

e  Students who tested at local high schools may
take the assessment once after high school
graduation when applying for admission to the
College.

e Students are eligible to retest on the RISE
Placement test once per tier after initial
assessment with the RISE Placement test. There
must be at least a two-week window between
initial assessment and re-testing.

e RISE Placement test scores submitted from
other North Carolina Community Colleges will
be treated as either an initial test or a re-test
based on date of submission- the two-week
waiting period applies to RISE Placement test
scores submitted from other schools.

e  Students will be allowed to take just the math
and English sections of the RISE Placement test
based on program of interest. Students may
consult with their Program Advisor for program
specific placement requirements.

RISE Placement test are valid for ten years, and
students are not eligible for a second retest until

the scores expire. Requests for exceptions will be
granted only for extenuating circumstances and must
be approved by the Executive Director of Student
Advising and Educational Partnerships or the Vice
President of Student Services.

Scheduling an Assessment

Students may schedule the NROC EdReady by emailing
testingcenter@abtech.edu. Students must present

a picture LD. to take the assessment. The NROC
EdReady is available both day and evening hours and
the results are provided to the student immediately
after the student completes the assessment. Students
are encouraged to meet with a Student Advisor in

the Bailey Building or their Program Advisor for

an explanation of assessment results and course
placement.

A-B Tech ID Cards

A-B Tech Tech issues student ID cards to current
students in the K. Ray Bailey Student Services
Center. ID Cards can be produced with an unexpired
application on file, class registration, and a current
government-issued photo ID card (driver’s license,
passport, military ID).

After receiving an A-B Tech ID card, please take it

to the Locke Library to be activated in the Library’s
database. With their library-activated photo ID card,
students can check out materials, use the research
computers, and access reserve items. Students must
present the card each time they wish to check out
library materials. The ID card must be presented in
order to use college printing services.

The A-B Tech ID card can be used as identification for
voting purposes. A-B Tech cards printed after 1/1/2024
can be used during elections. More information about
voting can be found at voterid@ncsbe.gov.

Transfer Credit, Credit-by-Exam,
Articulated Credit, CLEP and Advanced
Placement Credit, Continuing Education

and Licensure Credit

No more than 75% of credits required for a degree, di-
ploma or certificate program may be awarded through
alternative credit options listed in this section. To com-
plete a degree, diploma or certificate program, the stu-
dent must successfully complete 25% of the required
credit hours for the respective program though A-B
Tech curriculum coursework.

Transfer Credit from Other Institutions

Asheville-Buncombe Technical Community College
will accept credit transfer from institutions recognized
by a regional accrediting agency. A-B Tech will also
consider transfer credit from non-regionally accred-
ited institutions of higher education for only career
and technical courses if the institution is accredited
by an organization recognized by the Council for
Higher Education Accreditation. Transcripts must be
unopened and officially issued by the credit granting
institution. Credit may be awarded for appropriate
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military courses. Students must submit a curriculum
application before transfer credit is evaluated. Credit
obtained outside the U.S. or any U.S. Territory must
be evaluated by an educational credential evaluation
service that is a member of the National Association
of Credential Evaluation Services (NACES). Students
should contact internationalinfo@abtech.edu for more
information.

Only grades of “C” or better will be considered for
transfer. College-level courses awarded the grade of
“Pass” at another institution will only be transferred
to A-B Tech if it is clear that the grade of “Pass” indi-
cates a grade of C or better of if A-B Tech offers that
particular course only as Pass/Fail. Credits will be
evaluated in the context of the current catalog. The
Office of Records and Registration in consultation with
Department Chairs will determine the appropriate A-B
Tech course credit to award. Some departments may
require a skills assessment before transfer credit is
awarded. In such cases the decision of the department
is final.

Credit will be assigned without quality points and will
not be calculated into the student’s A-B Tech grade
point average. If a transferred course is also taken

at A-B Tech, the local grade will be calculated in the
grade point average.

Credit by Examination (Proficiency Testing)
Students who can provide tangible evidence of prepa-
ration to challenge a course, such as a transcript of
similar college-level credits, record of military study,
certification or license, standardized test scores or
written statements from employers regarding training
or directly related work experience indicating that
they may be proficient in a subject, may request credit
by examination. A written request must be made to
the appropriate department chairperson on a form
obtained from the Office of Records & Registration.
This test must be administered immediately after the
10 percentage point of the class in the semester.

Examinations are comprehensive and must be ap-
proved by the supervisor of the instructor administer-
ing the exam. The examination may be oral, perfor-
mance, written, or a combination of these methods.
To receive credit by examination, the score must be
above average (“A” or “B”). A grade of “A” or “B” will
be posted on the transcript of the student who suc-
cessfully completes the examination. The decision of
the examining instructor is final.

No student may request a second test for Credit by
Examination in the same course or request Credit by
Examination in a course after receiving any recorded
grade for that course. Exceptions must be approved
by the Vice President of Instructional Services.

abtech.edu

Procedure:

1. Enroll as a credit student in the course to be
challenged and pay tuition. There is no extra
charge for full-time students who are taking
at least 16 credit hours of non self-supporting
coursework.

2. Present evidence of proficiency, complete the
written request form, and have the request
approved prior to the 10 percent point of the
semester (or 10 percent of the minimester ses-
sion).

3. Remain enrolled and attend class until the ex-
amination is administered. During this period,
students who have written approval for the
exam may attend class without purchasing
textbooks and materials. If books are purchased
and returned for refund, they must be in new
condition.

4. Students who are very confident of passing the
exam may request a course overload.

5. Students who perform on the exam at a level
sufficient to get credit may leave the course
and will be awarded a grade of “A” or “B” for
the course. Receiving credit does not entitle
the student to a tuition refund. Students who
do not achieve an “A” or “B” on the proficiency
exam are encouraged to remain in the class as a
regular student.

6. Students who receive financial assistance of any
type are required to inform the director of their
assistance program that they are seeking credit
by exam. Assistance may be reduced and reim-
bursement will be required if the course load is
reduced by receiving credit by examination.

Any exceptions to these procedures must have prior
written approval by the appropriate Department
Chairperson, Division Dean, and the Vice President of
Instructional Services.

Articulated Credit

College credit may be awarded for high school courses
if conditions of the Regional Articulation in Career
Education (RACE) are met. Students must see the
Records and Registration office in the K. Ray Bailey
Student Services Center.

Advanced Placement and CLEP Credit

Advanced Placement (AP) scores of 3 or higher will be
used to grant college equivalent credit. CLEP scores
of 50 or higher will be considered for awarding college
credit.
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Licensure and Certification Credit

A-B Tech awards curriculum credit for select licensure
and certifications. Contact the office of Records and
Registration for a list of the licensures and certifica-
tion that are eligible for course credit.

Continuing Education

Continuing education credits may be considered

for curriculum course equivalency. The Department
Chairperson responsible for the respective course, or
his/her designee, must approve the awarding of credit
for continuing education coursework. Such approval
will include a review of the continuing education work
to ensure that course outcomes are met. The student
must be enrolled in a program of study for which the
respective course is included.

CR (equivalency credit) will be assigned for the cur-
riculum course. The course will be used to satisfy req-
uisites and applied toward completion of any and all
programs containing the course. Continuing education
credit may not be used once the respective curriculum
course has been attempted at the College.

International Applicants

A-B Tech has been approved to issue [-20 forms for
qualified international applicants seeking certain di-
plomas or associate degrees in F-1 or M-1 visa status.
A-B Tech does not issue I-20 forms for continuing
education programs, English Language Acquisition
classes, or curriculum certificate programs. Interna-
tional applicants must show proficiency in the English
language.

International applicants should submit all admission
credentials together. The A-B Tech online application,
written international application, Test of English as a
Foreign Language (TOEFL) scores, college transcripts
and English translations (if interested in transfer cred-
it), and affidavits of financial support with supporting
documentation are all necessary for an admission de-
cision. Applications must be received by the following
deadlines for consideration: June 1 for Fall semester;
October 1 for Spring semester; March 1 for Summer
semester.

To demonstrate English proficiency, international ap-
plicants whose native language is not English must
take the TOEFL or an equivalent assessment. The ap-
plicant must score at least 60 on the internet-based
TOEFL (with no less than 15 on any section). Appli-
cants already in the Asheville area may substitute the
North Carolina Diagnostic Assessment and Placement
Test.

International applicants must also certify their ability
to pay for out-of-state tuition, fees, books, supplies,
transportation, and living expenses for at least one full
year of study. Medical insurance is not required at this
time but is highly recommended for all international
applicants.

International applicants should contact an Interna-
tional Student Advisor in the K. Ray Bailey Student
Services Center for further information about admis-
sion. Email inquiries should be addressed to:
advising@abtech.edu.

Tuition and Expenses
North Carolina Residency

In order to qualify for the resident tuition rate, North
Carolina law (G.S. 116-143.1) requires that a legal
resident must have maintained domicile in North
Carolina for at least the 12 months immediately prior
to classification as a resident for tuition purposes. The
student cannot qualify for in-state tuition if he or she
is claimed as a dependent by a parent or guardian who
is not a N.C. resident.

Proof of residency can include being employed within
the state of North Carolina, paying NC taxes, having a
current NC driver’s license, and voting in NC.

A-B Tech uses a centralized process for residency
determination known as the Residency Determination
Service (RDS) at the direction of North Carolina

law. All students are required to have a residency
determination from RDS. It is the student’s
responsibility to provide documenting evidence or
change of residency status to RDS.

NOTE: The out-of-state tuition rate is charged
automatically to students who have not completed the
RDS process.

To learn more about residency go to

www.NCresidency.org.
Tuition
Fall, Spring, and Summer Semester:
N.C. residents per semestetr.......................... $1,216.00
Nonresident of N.C........cccccovevvvviiviereeriennenne. $4,288.00

(16 or more credit hours)

N.C. residents per credit
hour per SEMEStEr ..........coceeivireeeeeirieieieeenne $76.00*
Please note: Tuition is subject to change.

Nonresident of N.C.
per credit hour per semester..............c.cccu..... $268.00
(fewer than 16 credit hours)

Return Check Charge.........cccccovevevivveieveeenenennn, $25.00

* Tuition is subject to change by the state legislature.
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Student Activity Fees

The student activity fee of $35 will be charged to all
online students and students enrolled on the A-B Tech
main campus, Fall and Spring only. Career and College
Promise (CCP) students are excluded.

Computer Use and Technology Fee

The State Board of Community Colleges has established
a computer use and technology fee to support the
procurement, operations and repair of computer and
other instructional technology, including the supplies
and materials that support the technology. This fee is
set annually by the Board of Trustees and is $48 per
semester for curriculum students and $5 per course for
occupational continuing education classes.

Printing Fees

Students are allowed 100 black-and-white copies at no
charge per semester. Additional black-and-white copies
are $0.08 per page. Color copies are charged at a rate of
$0.15 per page.

Consumable Supply Fee

Certain courses have additional fees attached to them
to pay for consumable supplies not covered by tuition.
Consumable fees for academic programs will vary by
class.

Student Accident Insurance

A group policy, providing supplemental accident insur-
ance, is maintained by the College and students are
required to subscribe to such coverage. The cost of
accident insurance to the student is approximately $2
per semester.

Matriculation Fee

A $10 Curriculum Matriculation fee will be charged to
all curriculum students each semester, with the excep-
tion of Career and College Promise (CCP) students.

CAPS Fee

The Campus Access, Parking and Security fee is $20 per
semester for curriculum students and $5 per course for
Continuing Education Students.

Transcript Fee

$5.00 Electronic Transcript (delivered by third party
vendor)

$7.50 Standard hard copy transcript (delivered by
third party vendor)

$30 Overnight Delivery (delivered by third party ven-
dor)

$10.00 On-demand transcript (A-B Tech walk-ins)

Rates vary depending on location for International de-
livery (delivered by third party vendor)

Additional Costs

Students should be prepared to incur additional
estimated expenses during the academic year (two
semesters and summer term) as follows:

Allied Health

Books $900-1,900
Supplies $200-1,000
Arts and Sciences: A.A., A.E., AS., AFA.

Books $1,200-2,000
Supplies $150-600
Business and Hospitality Education

Books $1,000-2,500
Supplies $200-1,000
Emergency Services

Books $900-1,900
Supplies $200-1,000
Engineering and Applied Technology

Books $700-1,000
Supplies $200-1,100
Academic Success and Public Service

Books $1,000-1,500
Supplies $200-1,000

The cost of books and supplies varies from year to
year by curriculum due to price changes, curriculum
changes, and instructor preferences. For purposes

of definition, the following items may be classified as
supplies: pen, pencils, paper, notebooks, instruments,
student Kkits, uniforms and shoes, rental of uniforms,
safety equipment, hand tools, calculators, lab coats,
membership dues, and pins. Students will incur most
of the supply costs for their curriculum during the first
semester of study. Students are encouraged to consult
with their department chairperson for actual costs of
supplies for their curriculum. Prior to the purchase of
a calculator for use in class, students should consult
with their instructor.

Tuition and Fee Refunds

The tuition policy is set by the State of North Carolina
and is subject to change. A 100% refund shall be
made if a student drops the class(es) in Self-Service
or by visiting Student Services in the Bailey Building
prior to the start-date of the class that is published
on the student’s schedule in Self-Service. For
example, if a class’s published start-date is August
20, the student must drop the class by 11:59 p.m. on
August 19 to be eligible for a 100% refund, regardless
of what date the class meets for the first time. Also,
a student is eligible for a 100% refund if the class in
which the student is registered is canceled.

A 75% refund shall be made if the student officially
drops the class(es) prior to or on the official 10%
point of the term. Insurance, technology, student
activity, and curriculum matriculation fees are not
refundable. Federal regulations, if different from
above, will overrule this policy.
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Students registered for more than 16 credit hours
are not charged additional tuition for those credits.
Therefore, only hours dropped below a total of 16
credit hours are eligible for a refund.

Tuition Refund Process

To be eligible for a tuition refund the student must:

1. Register and pay tuition and fees.

2. Officially drop the class on or before the 10% point
of the term in one of the following ways:
a. By dropping the class online in Self-Service.

b. By having a Student Services staff person process
the drop. The student is responsible for ensuring
this has been done by the appropriate deadline.

Financial Aid

The purpose of the financial aid program at Asheville-
Buncombe Technical Community College is to provide
financial assistance to students who would otherwise
be unable to attend the College. The program is
committed to the philosophy that no eligible student
should be denied access to a higher education

due to a lack of financial resources. Students who
submit a FAFSA will be considered for grants, loans,
scholarships, and student employment opportunities.
Financial aid is generally awarded to students on the
basis of need and academic merit. Students desiring
financial aid for an academic year (August through
May) are encouraged to apply early (January through
March) to be given priority consideration for the funds
available. It is important for students to know that it
may take 2 to 3 weeks to process the application.

Application Procedure

In order to be considered for financial aid, a student
must complete a Free Application for Federal Student
Aid (FAFSA) online at www.studentaid.gov. Alternative
accessible application formats will be made available
to individuals with disabilities upon request to the
ADA Coordinator or the Financial Aid Office.

Students will need an FSA ID to complete the FAFSA.
The FSA ID may be created by visiting fsaid.ed.gov.
When visiting the website, students will be given
explicit instructions. Assistance is also provided by
the Department of Education at 1-800-433-3243. TTY
users (hearing impaired) may call 1-800-730-8913.

For dependent students who must include contributor
information on the FAFSA, at least one contributor
must also apply for an FSA ID. Dependent students are
required to have a contributor sign the FAFSA. When
visiting the website, students will be given explicit
instructions. Assistance is also provided by the
Department of Education at 1-800-433-3243. TTY users
(hearing impaired) may call 1-800-730-8913.

The Financial Aid Office offers FAFSA assistance
throughout the academic year. Students may schedule
a FAFSA by Appointment session at abtech.edu/
financial-aid.

There is a FAFSA worksheet that students may complete
prior to completing the application online. Worksheets
will be available at their local high school or college.
They may also print the worksheet from the
www.studentaid.gov website.

When students log into studentaid.gov, they will be
advised on the documentation they must have to com-
plete the FAFSA. A complete and accurate application
will prevent delays in processing their financial aid.
When completing the FAFSA, students and contributors
should give consent to and approval for the Department
of Education to retrieve federal tax information auto-
matically from the IRS. The college code for A-B Tech is
004033.

Students should make sure they receive and retain a
copy of the confirmation number when their FAFSA is
submitted. After the Department of Education process-
es the application, an electronic file will be transmitted
to the A-B Tech Financial Aid Office for processing.

Additionally, when the FAFSA is processed, the student
will receive their FAFSA Summary by email or a hard
copy of the report may be mailed.

It is important for students seeking financial aid to com-
plete the A-B Tech enrollment process and be admitted
into a financial aid eligible academic program.

All correspondence from the Financial Aid Office is sent
to students via their A-B Tech student email account. All
students who apply to A-B Tech are automatically as-
signed a student email account.

Information regarding how to access the student email
account can be found online at abtech.edu. It is the
student’s responsibility to check their student email
regularly for information regarding missing financial aid
documentation, class information, registration, billing
status, etc.

After the financial aid file is completely processed, stu-
dents can go to their Self-Service account to view their
offer letter, which displays how much and what types
of financial aid they will receive. It is important for
students to remember that the offer letter is based on
a full-time enrollment status. Financial aid awards will
be adjusted for all students who are enrolled in a less
than full-time enrollment status. Students can access
their Self-Service account from the A-B Tech website at
abtech.edu.

Visit abtech.edu to find all of the web links mentioned
above, as well as other helpful resources. Computers
are available for student use in the K. Ray Bailey Stu-
dent Services Center.

Students seeking additional information about financial
aid at A-B Tech are urged to contact the Financial Aid
Office in the K. Ray Bailey Student Services Center.
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Important Pell Grant Information: Eligible students
may receive the Pell Grant for the equivalency of 12
full-time semesters, or 600%, per federal regulations.

Types of Financial Aid Processed by the Financial Aid
Office:
e  Pell Grant (Maximum eligibility: the equiva-
lency of 12 full-time semesters or 600%)
e Federal Supplemental Educational Opportunity
Grant
e  William D. Ford Federal Direct Loan Program*
e  Federal Work Study Program
e NC Scholarship(Not awarded during the sum-
mer semester)
e A-B Tech Foundation Scholarships
e A-B Tech Enrollment Scholarships

* Students must be enrolled in a minimum of 6 in-
program credit hours as part of the eligibility require-
ments for these awards.

Anticipated Financial Aid Disbursement Dates:

e Fall Semester-Late September
e  Spring Semester-Late February
e Summer Semester-Mid June

BankMobhile

A-B Tech has partnered with BankMobile to disburse
financial aid and tuition refunds. After students have
registered for classes, a Refund Selection Kit will

be mailed in a green envelope. All students will be
provided two options to receive their disbursement
through BankMobile. More information can be found on
the Financial Aid Office website.

abtech.edu

Financial Aid Satisfactory Academic
Progress (FASAP) Policy

According to federal regulations, students receiving
financial aid must maintain Financial Aid Satisfactory
Academic Progress (FASAP). The Financial Aid

Office at Asheville-Buncombe Technical Community
College monitors a student’s academic progress as a
condition of eligibility when the student applies for
financial aid and at the end of each Spring Semester.
These requirements are applied to a student’s entire
academic history at A-B Tech, including transfer
hours from other schools that apply to the student’s
program and including periods when financial aid was
not received (e.g. courses taken through A-B Tech in
high school). A student is considered to be making
Financial Aid Satisfactory Academic Progress when the
following three requirements are satisfied:

1. Qualitative Standard (Cumulative Grade Point
Average) — A student must maintain a minimum
cumulative grade point average of 2.0.

2. Quantitative Standard (Completion Rate) — A
student must maintain a minimum cumulative
completion rate of 50% between 1-29 completed
hours. A student must maintain a minimum
cumulative completion rate of 67% with 30+
completed hours.

3. Maximum Timeframe — A student must
successfully complete the program of study within
its timeframe. Federal regulations specify that the
timeframe may not exceed 150% of the published
length of the program. When students exceed the
timeframe for their programs of study, they are no
longer eligible to receive financial aid. However,
students can submit an appeal to the Financial
Aid Appeals Committee to have their eligibility
extended if there are extenuating circumstances.

Monitoring Financial Aid Satisfactory Academic
Progress. A-B Tech will monitor Financial Aid
Satisfactory Academic Progress using the chart below.

Credit Hours Minimum Cu- Minimum Cu-
Attempted* mulative Com- mulative GPA
pletion Rate** Required***
1-29 50% 2.0
30+ 67% 2.0
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FASAP Status

Students receiving financial aid must maintain
Financial Aid Satisfactory Academic Progress
(FASAP). The Financial Aid Office at Asheville-
Buncombe Technical Community College monitors

a student’s academic progress as a condition of
eligibility when the student applies for financial

aid and at the end of each Spring Semester. These
requirements are applied to a student’s entire
academic history at A-B Tech, including transfer
hours from other schools that apply to the student’s
program and including periods when financial aid
was not received (e.g. courses are taken through A-B
Tech in high school). A student is considered to be
making Financial Aid Satisfactory Academic Progress
when the following three requirements are satisfied:

1. Qualitative Standard (Cumulative Grade Point
Average) — A student must maintain a minimum
cumulative grade point average of 2.0.

2. Quantitative Standard (Completion Rate) — A
student must maintain a minimum cumulative
completion rate of 50% between 1-29 completed
hours. A student must maintain a minimum
cumulative completion rate of 67% with 30+
completed hours.

3. Maximum Timeframe - A student must
successfully complete the program of study within
its timeframe. Federal regulations specify that the
timeframe may not exceed 150% of the published
length of the program. When students exceed the
timeframe for their programs of study, they are no
longer eligible to receive financial aid. However,
students can submit an appeal to the Financial
Aid Appeals Committee to have their eligibility
extended if there are extenuating circumstances.

Monitoring FASAP occurs once annually after the
spring semester. The exception to this is if a student
is ONLY in a certificate or diploma that requires less
than one year to complete. Those individuals will be
calculated after each semester.

Every course attempted with a final grade or
transferred into the College will be factored into the
SAP calculation

Passing grades are: A, B, C, D, P, P1, P2
Failing grades are: F and R
Courses attempted but not completed are: [ and W

Courses transferred from another institution are
courses attempted and completed but carry no
weight in the GPA are: T, TR

Students may repeat a course until it is completed
with a passing grade, however, each attempt is
factored into the FASAP Calculation.

At the end of the spring semester the College will
check the FASAP of all students who received aid
over the past year. Students will enter one of the
following statuses after the calculation:

Satisfactory — The student is meeting the above
listed terms and remains eligible for aid.

Suspension — The abovementioned terms have not
been met and eligibility has been lost (students in
this category are eligible for appeal.)

Continued Probation - The student has appealed
and has met the terms of probation but has not
reestablished FASAP conditions.

Termination — The student was on a probation
plan and failed to meet the terms of the probation
(students in this category are not eligible for

appeal.)

Students will receive an e-mail to their student e-mail
account and a banner notification in their student
self-service portal notifying them of their standing
immediately after the FASAP calculation has been
completed.

Students in a suspension status are eligible to
appeal. A successful appeal will outline the
mitigating circumstances that prevented the student
from being successful with documentation that
supports the student’s claim from an official source
(doctor’s office, counselor, or other professional).
Documentation submitted from a friend or parent is
not acceptable. Once this portion of the process is
reviewed, the student is referred to a counselor to
establish a success plan that will help the student
reenter FASAP as quickly as possible. Once this plan
is approved by the Financial Aid Office the student is
moved to a Probation status for the next scheduled
semester. The student is required to attend in that
term. If they do not, the account is reverted to a
suspension status and the student is eligible to
appeal again.

Key points to remember regarding the FASAP policy
and maximum timeframe

Since the timeframe sets the limit for the number
of credit hours a student may attempt and remain
eligible to receive financial aid, it is very important
that the student plan class schedules carefully with
his or her academic advisor and/or the Student
Services Advising staff. It is the responsibility of
the student to register only for classes listed in his
or her chosen program of study and for scheduling
only the number of hours he or she is capable of
completing. SOME STUDENTS WILL BE REQUIRED
TO TAKE PROVISIONAL (DEVELOPMENTAL)
COURSES, WHICH WILL ALSO BE COUNTED AS
HOURS ATTEMPTED. Students are responsible

for knowing the policy concerning the limitation
on hours attempted for financial aid purposes.
Registering for more courses than a student is
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capable of completing, having to withdraw from
classes, registering for courses for which the student
has already received credit, taking courses in error,
etc. All impact the timeframe and could result in
losing financial aid eligibility before completing a
program of study.

The timeframe is cumulative; therefore, by switching
programs without completing the initial program,
the student runs the risk of losing financial aid
eligibility.

The timeframe begins when the student first

attends the College and continues until that

student successfully completes a program of study
regardless of the number of years that may elapse
between enrollment periods.

Only students who successfully complete a program
of study will have attempted and completed credit
hours from earning a degree, diploma, or certificate
deducted from the maximum timeframe calculation
for the next program of study.

*Students may only complete two programs of study
within a five-year period receiving financial aid (the
five year period will be considered from the time a
degree is completed). This rule may not be appealed.
All programs of study, with exception of GOT A.A.S.,
completed more than five years from the time of
initial degree completed can be subtracted from the
calculation.

Students who take course work in a financial aid
ineligible program of study will have those hours
attempted added to their timeframe if and when they
enter a financial aid eligible program of study.

Students accepted into a program of study who are
required to take developmental course work, as
determined by placement assessment results, will
have the credit hours attempted for such course
work count toward their maximum timeframe.
(Financial aid can only pay for 30 credit hours of
developmental course work.)

The credit hours for course incompletes,
withdrawals, and repetitions will be counted as
hours attempted toward the timeframe.

Credit hours transferred from other institutions

of higher education will be counted toward the
maximum timeframe of eligibility only if they count
towards the current program of study. Prior degrees
earned will be taken into consideration when
determining transfer hours.

Students who wish to double major (attempt two
programs of study at once) may appeal to the
Financial Aid Office to do so. The Financial Aid
Office will determine an adequate timeframe for the
multiple programs.

*Students may only complete two programs of study
within a five-year period receiving financial aid (the
five year period will be considered from the time a
degree is completed). This rule may not be appealed.

abtech.edu

Credit hours attempted will be cumulative and will
include all hours for which the student was enrolled
as of the 10 percent point (the point at which a
student cannot drop a course for a partial refund,
and must receive a W grade) of each academic
term, or for which the student received a grade. The
census date is defined as the 10 percent point of a
semester. Students have the right to drop courses
during this period.

Credit hours completed with grades of A, B, C, D,
T, TR, CR, P, or AP only will fulfill this requirement.
Grades of F, R, I, W, IE, WE and Y will not fulfill this
requirement.

Cumulative GPA is calculated by dividing the total
number of quality points earned by the total credit
hours attempted for which the student received
grades of A, B, C,D, F, P, R, and U.

The second quantitative standard, referred to

as the maximum timeframe, will be measured
independently of the monitoring chart. For each
program of study, a maximum timeframe will be
calculated by taking the total credit hours required
for the program of study as outlined in the College
catalog and multiplying the total by 150 percent.
Timeframes will vary from program to program.

All classes taken at A-B Tech that appear on the
College curriculum transcript are included in FASAP
calculations (this includes courses taken through
Early College, Middle College, and/or High School
Dual Enrollment).

Transfer courses may be deducted from the
calculation if they do not count towards the program
of study, however, courses cannot be deducted if
they are considered a prerequisite for a course in
the program.

If at any point it is determined that a student
cannot complete their program of study within
the maximum timeframe, the student’s aid will be
suspended.

Federal Return of Title IV Funds Policy; Financial Aid
for Students Who Withdraw or Drop Out. The Higher
Education Act of 1965, as amended Oct. 1, 1998, allows
institutions participating in any Title [V program (e.g.,
Pell Grant, Direct Loan Program, etc.) to implement the
policy and make a “good faith effort” to enforce it prior
to the writing of the final regulations, which became
effective on October 7, 2000.

The law focuses on the return of Title IV Funds
received for the semester the student was enrolled

if that student completely withdraws or partially
withdraws (terms with modules) from the College prior
to the 60 percent point of the semester.

If a student withdraws after the 60 percent point of the
semester or minimester, the student will be considered
to have earned all funds disbursed and no return of
funds will be required unless a student had received a
loan that was subject to repayment under the terms of
the loan.
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Any student who decides to completely withdraw,

or stop attending classes at the College during a
semester, and who has been disbursed Title IV funds
may be required to repay a portion of those funds

to the Department of Education and/or the College
based on the federal calculation. Returns for funds are
calculated in the following order:

Unsubsidized Direct Loans

Subsidized Direct Loans

Federal Pell Grants
FSEOG

Students are determined to be completely withdrawn
when they officially withdraw from all registered
courses OR when the College determines students
are no longer attending classes. A-B Tech does not
require that courses have an attendance policy. As
such, if a student receives a failing grade in all courses
(or a combination of failing grades and withdrawals)
the College will attempt to verify the last date an
assignment was submitted. If that date cannot be
determined, the College will use the 50% point to
complete the calculation. If the 50% point is used and
the student attended more than 50%, the student may
contact the Financial Aid Office to provide proof of
course attendance past 50%. Aid is considered earned

1
2
3. Direct Plus Loans
4
5

after the 60% point of a semester. It is possible that
the student may owe the Department of Education
directly based on the number of days attended.
Breaks of five days or more will be excluded from the
calculation when determining how many days the
student attended. If this occurs, the balance will not be
covered by A-B Tech and the student will need to pay
The Department of Education directly. Students are
given 45 days from the date of an official withdrawal
or 30 days from the end of the payment period for an
unofficial withdrawal to return funds.

If the student completely withdrawals prior to
disbursement, the College will complete a calculation
to determine how much aid was earned (this is called
a post-withdrawal disbursement). If the student was
packaged loans, those amounts will be prorated and
offered to the student within 30 days. The student

will have 14 days from the date of the offer to accept
or decline. If the student does not accept within 14
days, the College will assume the offer for loans was
declined. Federal Pell Grant and FSEOG awards (federal
grants) will be processed and disbursed within 45
days. Any amount will first be applied to the student’s
balance with the college with residual funds disbursed
to the student if any remain within 14 days. Funding
will be returned by the College to the Department of
Education within 31 calendar days.

Scholarships and Other Financial Aid Information

A-B Tech offers a variety of enrollment and
foundation scholarships each academic year. There
are eligibility requirements for these scholarships.
Students should visit the page for details on the
types of scholarships offered and instructions for
applying. Students are also encouraged to seek out
scholarships offered by clubs and organizations in
their communities.

e Early March: Students should have the Free Applica-
tion for Federal Student Aid (FAFSA) at www.studen-
taid.gov completed.

e Farly January: Students may apply for Enrollment
and Foundation scholarships.

e Late March: Online application for Foundation
scholarships will close.

e Late May/early June: Scholarship notifications are
sent to students via email.

Students may access scholarship criteria on the
financial aid website.

Recommended Sites

e www.finaid.org: Students can access FASTWEB,
which contains a database of more than 180,000
scholarships.

e www.ncseaa.edu: Scholarships are available to
North Carolina residents through the North Caro-
lina State Education Assistance Authority.

e www.cfnc.org: Provides students with information
about scholarships, loans, and other programs.

e www.nasfaa.org: Parents and students can find an
assortment of information about financial aid.

e www.studentloans.gov: Students can find a signifi-
cant amount of information pertaining to the Wil-
liam D. Ford Federal Direct Loan Program.

Education Tax Credits

Community college students are eligible to receive
education tax credits that can reduce the expense of
their education. The credits are based on education
expenses paid for them, their spouse, or their
dependents.

American Opportunity Credit

Under the American Recovery and Reinvestment Act
(ARRA), more parents and students qualify for a tax
credit, the American opportunity credit, to pay for
college expenses.

The full credit is available to individuals whose
modified adjusted gross income is $80,000 or less, or

$160,000 or less for married couples filing a joint return.
The credit is phased out for taxpayers with incomes
above these levels. These income limits are higher than
under the prior Hope and existing lifetime learning
credit. Many of those eligible qualify for the maximum

annual credit of $2,500 per student.
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The Lifetime Learning Tax Credit

The lifetime learning credit helps parents and students
pay for post-secondary education.

For the tax year, you may be able to claim a lifetime
learning credit of up to $2,000 for qualified education
expenses paid for all students enrolled in eligible
educational institutions. There is no limit on the
number of years the lifetime learning credit can

be claimed for each student. However, a taxpayer
cannot claim both the American opportunity credit
and lifetime learning credits for the same student in
one year. Thus, the lifetime learning credit may be
particularly helpful to graduate students, students
who are only taking one course and those who are not
pursuing a degree.

This is provided for informational purposes only. For
detailed tax information, please consult a tax advisor.
Information is also available at http://www.irs.gov/
Credits-&-Deductions

Contact Information:

Financial Aid Office

340 Victoria Road

Asheville, NC 28803
828-398-7900 (office)
FinancialAidOffice@abtech.edu
www.abtech.edu/financial-aid

Scholarships

A-B Tech offers a variety of enrollment scholarships
each year. There are certain requirements for these
scholarships. Students should check with the Financial
Aid Office at 398-7162 for an application and additional
information regarding these scholarships.

All students are encouraged to seek out scholarships
offered by clubs and organizations in their
communities.

An excellent source for scholarships is located on
the World Wide Web. Students can visit www.finaid.
org and use the free scholarship search, FASTWEB.
FASTWEB alone contains a database of more than
180,000 scholarships. The website of the North
Carolina State Education Assistance Authority (www.
ncseaa.edu) lists scholarships available to North
Carolina residents only.

The Asheville-Buncombe Technical Community
College Foundation

The Asheville-Buncombe Technical Community
College Foundation awards scholarships annually.

January 7 — Online applications are available at www.
abtech.edu/scholarships.

March 15 - Students applying for scholarships
requiring the establishment of financial need should
complete the Free Application for Federal Student Aid
(FAFSA) at www.studentaid.gov.
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March 29 - Online application for scholarships closes
and all reference forms must be submitted by 5 p.m.

June 3 - Scholarship awards sent to students via email.

For additional information about the Foundation,
please call 398-7562.

Other financial aid information

In addition to scholarships, information about grants,
loans and work programs are also available on the
internet. Some recommended sites are:

www.ed.gov

www.cfnc.org, Provides comprehensive information
about scholarships, loans, and other programs/issues.
www.nasfaa.org, Click on “Students, Parents &
Counselors”.

www.studentloans.gov, Federal student loans

Veterans' Educational Benefits

The Veterans’ Coordinator helps incoming veterans
and dependents of veterans process their requests
for benefits. The Veterans’ Office is located in the

K. Ray Bailey Student Services Center. Individuals
applying for veteran’s benefits must meet all entrance
requirements and are required to meet the College’s
Standards of Academic Progress as they progress
through their programs. In addition, the VA requires
that the student provide transcripts from all prior
education, including high school and any other
colleges. Failure to meet these standards will result

in loss of veteran’s educational benefits. For more
information, the Veterans’ Coordinator can be reached
at veteranservices@abtech.edu.
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Student Rights and Responsibilities

A-B Tech is fully committed to providing a learning
environment that is safe, nurturing, and free from
prohibited discrimination. While advisors, deans,
instructors, administrators, and other College
officials assist students in becoming acquainted

with College regulations, including rights and
responsibilities; ultimately, students must assume
final responsibility for being acquainted with College
policy and procedures. A-B Tech recognizes the rights
of students and is dedicated to resolving student
complaints in a timely, fair, and reasonable manner as
outlined in this section of the catalog. Any student,
including those participating in online/distance
courses and high school dual enrollment courses
offered at any A-B Tech site may file a complaint and
request a review. Students unable to attend hearings
in person may request electronic options throughout
the respective appeal process. For the most up-
to-date version of College policies and procedures,
please visit abtech.edu.

Non-Discrimination and Harassment
Policy

It is the policy of the A-B Tech Board of Trustees that
the College is fully committed to providing a learning
and work environment that is free from prohibited
discrimination. The College does not practice or
condone discrimination or harassment based on race,
color, national origin, religion, sex, sexual orientation,
gender identity or expression, pregnancy, disability,
genetic information/medical history, age, political
affiliation or veterans’ status in the administration

of any of its academic programs and employment
practices.

Inquiries or complaints concerning possible
discrimination or harassment should be referred to
the following offices:

Discrimination and harassment for students, please
contact:

Office of the Vice President for Student Services
340 Victoria Road, Asheville, NC 28801, (828) 398-7484

Sexual Misconduct for students (including
discrimination or harassment related to sex, sexual
orientation, gender identity or expression, or
pregnancy), please contact:

Director of Title IX Compliance
340 Victoria Road, Asheville, NC 28801, (828) 398-7932

Discrimination and harassment for employee
(including Sexual Misconduct), please contact:

Office of the Executive Director for Human Resources
340 Victoria Road, Asheville, NC 28801, (828) 398-7178

For more specific information, related to Sexual
Misconduct (both student and employee), refer to
Sexual Misconduct Policy and Procedures #112.

Non-Discrimination and Harassment
Procedure

Non-Discrimination Statement

The A-B Tech Board of Trustees and administration
are fully committed to encouraging and sustaining
a learning and work environment that is free from
prohibited discrimination. The College does not
practice or condone discrimination based on race,
color, national origin, religion, sex, sexual orientation,
gender identity or expression, pregnancy, disability,
genetic information/medical history, age, political
affiliation or veterans’ status in the administration
of any of its academic programs and employment
practices.

For allegations of discrimination or harassment
related to sex, sexual orientation, gender identity or
expression, or pregnancy, please refer to the Sexual
Misconduct Policy and Procedure #112.

Statements of Prohibition
Prohibition of Retaliation

The College strictly prohibits punishing students or
employees for asserting their rights to be free from
discrimination or harassment. Retaliation against any
person participating in connection with a complaint
of discrimination or harassment is strictly prohibited.
Reports of retaliation will be addressed through

this procedure and/or other applicable College
procedures. Retaliation includes, but is not limited
to, any form of intimidation, punitive actions from
authority figure or peers, reprisal (acts of vengeance)
or harassment. Retaliation is a serious violation and
should be reported immediately. The College will take
appropriate disciplinary action against any employee
or student found to have retaliated against another.

Prohibition of Providing False Information

Any individual who knowingly files a false report or
complaint, who knowingly provides false information
to College officials, or who intentionally misleads
College officials involved in the investigation

or resolution of a complaint may be subject to
disciplinary action including, but not limited to
expulsion or employment termination. The College
recognizes that an allegation made in good faith will
not be considered false when the evidence does

not confirm the allegation(s) of discrimination or
harassment.

Individuals Requesting Accommodations
Students

Students with disabilities (as defined in the Americans
with Disabilities Act of 1990, “ADA”) wishing to make
arequest for reasonable accommodations, auxiliary
communication aids or services, or materials in
alternative accessible formats should contact Support
Services in the K. Ray Bailey Student Services Center.
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Support Services can be reached at (828) 398-7141

or email supportservices@abtech.edu. Information
provided by students is voluntary and strict
confidentiality is maintained. A-B Tech is invested in
full compliance with Section 504 of the Rehabilitation
Act of 1973 and the Americans with Disabilities Act.

Employees

A-B Tech understands that most employees with
disabilities, medical conditions, or serious illnesses
benefit greatly from the normal routines of daily life.
When such an employee is able to meet approved
standards of job performance as outlined by the
College, and the medical information indicates that
the disability or condition does not endanger the
employee, other employees, students, or the public,
The individual must be treated fairly and consistently
with and by other employees.

If an employee has a disability, medical condition,

or serious disease, the individual should notify the
College if it could adversely affect the health or safety
of other employees or students, impair the employee’s
ability to safely and effectively perform their job, or
the employee would like the College to consider a
reasonable accommodation for a disability.

All medical information will be maintained in a
separate benefits/medical file in the Human Resources
Department. Access to the benefits/medical records
and related discussions will be strictly limited to those
with a legitimate need to know this information and/or
those with legal authority for access to them.

Consistent with the College’s policy, A-B Tech will
provide a reasonable accommodation for qualified
applicants and employees with disabilities in
accordance with the Americans with Disabilities Act
(ADA), as amended, unless such accommodation
would cause an undue hardship for the College. For
the purpose of this policy, disability, reasonable
accommodation, and undue hardship will be defined
in accordance with the ADA.

A-B Tech will also provide a reasonable
accommodation of an employee’s religious beliefs/
practices provided such expression/practice does not
create a hostile work environment for other employees
and/or the accommodation does not cause an undue
hardship for the College.

Confidentiality
Standards of Confidentiality

The College will respect and make every reasonable
effort to preserve the confidentiality of the information
and identities shared by the parties involved in an
alleged discrimination or harassment matter. College
administrators will, however, share information
regarding an alleged incident, as appropriate and
necessary, in order to address and resolve the
allegation. In cases where the Complainant or
reporting party requests confidentiality and the
circumstances allow the College to honor that request,
the College will offer interim support and remedies to
the Complainant but will not otherwise pursue formal
abtech.edu

action against the Respondent. However, in cases
indicating pattern, predation, threat, weapons and/or
violence, the College will likely be unable to honor a
request for confidentiality. The College administrators
will evaluate the following when determining if a
report can remain confidential:

e the seriousness of the allegation;
e the alleged Complainant’s age;

e whether there have been other complaints
of discrimination or harassment against the
Respondent; and

e the applicability of any laws mandating disclosure
to local law enforcement.

Dissemination of information and/or written materials
to persons not involved in the resolution process

is not permitted. Violations of the privacy of the
reporting party or the responding party may lead to
disciplinary action by the College which could include
expulsion or employment termination.

Confidential Resources

If a Complainant would like to speak confidentially
with someone about the details of an incident, the
Complainant may contact:

On campus - Student Resources

e Professional counselors in the K. Ray Bailey
Student Services, Asheville Campus (and by
appointment at all A-B Tech instructional sites).
Students may schedule an appointment with a
counselor by calling (828) 398-7900. A-B Tech
Counselors will maintain confidentiality except
in cases of imminent harm to self or others or
in cases related to the abuse of a child, elder, or
dependent adult. Counselors are available to help
free of charge and can be seen on an emergency
basis during normal business hours.

Off-campus — Student and Employee Resources

e Mobile Crisis Management Services — 888-573-1006
(Community Counseling)

e Employee Assistance Network (EAN) 828-252-5725
(Support services for A-B Tech employees)

Reporting Options
Reporting to College Officials

1. Vice President for Student Services — Incidents
solely between students may be referred directly
to the Office of the Vice President.

Vice President, Student Services
Asheville Campus

828-398-7484

fairleypatton@abtech.edu

Online reporting:
https://www.abtech.edu/incidentreport

2. Executive Director for Human Resources -
Incidents solely between employees may be
referred directly to the Office for the
Vice President, Human Resources
Asheville Campus
828-398-7178
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3. Student/Employee Allegations - For allegations
between students and employees, you may
contact either the Vice President for Student
Services or the Executive Director for Human
Resources. The Vice President for Student
Services or designee will work in partnership with
the Executive Director for Human Resources or
designee to investigate and resolve the allegation.

4. A-B Tech Police - The A-B Tech Police Department
is located across from the parking deck in the
Mission Health/A-B Tech Conference Center and
can be reached by phone at (828) 398-7125. A-B
Tech Police Officers are available 24-hours a day,
seven days a week. To reach the on-duty officer,
call (828) 279-3166.

5.  Anonymous Reporting - Individuals may also file
anonymous reports by completing the report at
https://www.abtech.edu/incidentreport. It may
be very difficult for the College to take action on
anonymous reports where supporting information
is limited. Anonymous reports may be used for
statistical reporting purposes.

Reporting to Local Law Enforcement

Individuals may report discrimination or harassment
directly to local law enforcement agencies by dialing
911. Individuals who make a criminal allegation may
also choose to pursue College disciplinary action
simultaneously. A criminal investigation into the
matter does not release the College from its obligation
to conduct its own investigation. However, the
College’s investigation may be delayed temporarily
while the criminal investigators are gathering
evidence. In the event of such a delay, the College
must take interim measures when necessary to
protect the alleged Complainant and/or the College
community.

Individuals may choose not to report alleged
discrimination or harassment to law enforcement
authorities. The College respects and supports
individuals’ decisions regarding reporting;
nevertheless, the College may notify appropriate law
enforcement authorities if required or warranted by
the nature of the allegations.

Reporting Timeframe

Individuals filing discrimination or harassment
complaints are urged to do so in writing as soon

as possible and will be promptly and thoroughly
investigated. Individuals should recognize that delays
in reporting may impair the ability of College officials
to investigate and respond.

Federal Statistical Reporting Obligations —

Hate Crimes

Hate crimes that are reported pertain to crimes

that manifest evidence that the Complainant was
intentionally selected because of the Complainant’s
actual or perceived race, gender, religion, sexual
orientation, gender identity, ethnicity, national origin
or disability. Hate crimes include criminal homicide,
sex offense, robbery, aggravated assault, burglary,

motor vehicle theft, arson, larceny-theft, simple
assault, intimidation, and destruction/damage/
vandalism of property or any other crime involving
personal injury.

According to the Jeanne Clery Act, all personally
identifiable information is kept confidential, but
statistical information must be shared with campus
law enforcement. The information to be shared
includes the date, the location of the incident and the
crime category. This reporting protects the identity
of the Complainant and may be done anonymously.
The College’s Annual Security Report helps to provide
the community with a clear picture of the extent and
nature of campus crime, in order to build community
safety and awareness. To see a copy of the report, go
to the College website under Consumer Information.

Investigation Process
Investigative Timeline

The College will make every reasonable effort to
ensure that the investigation and resolution of a
complaint occurs in as timely and efficient a manner
as possible. The College’s investigation and resolution
of a complaint will generally be completed within 60
calendar days of the receipt of the complaint, absent
extenuating circumstances. Any party may request

an extension of any deadline by providing a written
request for an extension that includes reference to the
duration of the proposed extension and the basis for
the request.

Interim Measure

If at any point during the initial report, investigation,
disciplinary, or appeal process the College
administrator deems it necessary for the protection of
any member of the College community, they may take
actions such as the following for students:

e Temporarily suspend the Respondent for up to
ten (10) College business days;

e Change the Respondent’s and/or Complainant’s
class schedule;

e Take such steps as are reasonable, appropriate
and necessary to restrict the Respondent’s
movement on campus.

e For employees, the College administrator may
take the following actions:

e Take such steps as are reasonable, appropriate
and necessary to restrict the Respondent’s
movement on campus;

e Request that the President place the Respondent
on temporary paid administrative leave or
reassign the Respondent to other duties.

Student Investigations

1. Initial Meeting - Complainant
As soon as is practicable, the Vice President
for Student Services or designee will contact
the Complainant to schedule an initial meeting.
During these initial meetings, the Vice President
for Student Services or designee will:
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e Work with student to stop and remedy the
impact of the current situation;

¢ Implement safety measures as necessary;

e (Conduct an initial investigation to retrieve
all relevant facts related to the alleged
discrimination or harassment. During this
initial meeting, the Vice President for Student
Services or designee will explain how the
investigation will move forward.

The Vice President for Student Services or designee
will evaluate the situation and determine if any
additional remedies are needed.

2. Initial Meeting - Respondent

As soon as is practicable and after the initial
meeting with the Complainant, the Vice President
for Student Services or designee will contact

the Respondent and schedule a meeting. At this
meeting, the Vice President for Student Services
or designee will, as applicable:

e Provide the Respondent details of the
allegations being brought against him or her;

e Discuss with the Respondent, as applicable,
any initial interim measures that were
implemented as a result of the alleged
discrimination or harassment;

e Work with Respondent to ensure that alleged
actions of discrimination or harassment is
immediately stopped and prevent future
reoccurrence;

¢ Implement safety measures as necessary;

e (Conduct an initial investigation to retrieve
all relevant facts related to the alleged
discrimination or harassment.

The Vice President for Student Services or designee
will evaluate the situation and determine if any
additional remedies are needed.

Employee Investigations

1. Initial Meetings - Complainant
As soon as is practicable, the Executive Director
for Human Resources or designee will contact
the Complainant to schedule an initial meeting,
and will proceed with an initial investigation to
retrieve all relevant facts related to the alleged
discrimination or harassment. During this initial
meeting, the Executive Director for Human
Resources or designee will explain how the
investigation will move forward.

The Executive Director for Human Resources or
designee will evaluate the situation and determine
if any additional remedies are needed.

2. Initial Meeting - Respondent
As soon as is practicable and after the initial
meeting with the Complainant, the Executive
Director for Human Resources or designee will
contact the alleged Respondent to schedule
an initial meeting. At this initial meeting the
following resources may be discussed as
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applicable:

¢ Provide the Respondent, in writing, the
alleged allegations being brought against the
individual.

e Conduct an initial investigation to retrieve
all relevant facts related to the alleged
discrimination or harassment. During this
initial meeting, the Executive Director for
Human Resources or designee will explain how
the investigation will move forward.

¢ Discuss with the Respondent, as appropriate,
possible interim measures that can be provided
to the Respondent pending the results of the
investigative and resolution processes.

The Executive Director for Human Resources or
designee will evaluate the situation and determine if
any additional remedies are needed.

Student/Employee Investigation Process

All student/employee investigations will be handled
jointly by the Vice President for Student Services
and by the Executive Director for Human Resources.
The investigation process will be determined by the
role (student or employee) of the Respondent. If the
Respondent is a student, the College will utilize the
student investigation process. If the Respondent is
an employee, the College will utilize the employee
investigation process.

Recommendations and Hearing
Students

After the investigation is complete, the Vice President
for Student Services or designee will provide a
recommendation letter to the Respondent which may
include the following:

e Determination if the Respondent is responsible
or not responsible for violating the Non-
Discrimination or Harassment Policy.

e Sanction, if appropriate.

e  Whether monitoring of academic schedules is
needed between the parties to ensure that the
individuals involved are not in classes together.
The Vice President for Student Services or
designee will assist in this process.

e Short-term College counseling services or
training.

If the recommendation is accepted by the Respondent,
the sanction(s) become effective immediately and the
Respondent forgoes the option of a formal hearing.

If the recommendations of the Vice President for
Student Services or designee are not accepted,

the case will move to a formal hearing. The Vice
President for Student Services or a designee will
preside over the hearing. If the incident involves a
College employee, the Executive Director for Human
Resources or designee and the Vice President for
Student Services shall preside jointly over the hearing
(Presiding Officers). The process for the hearing is
outlined below:
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e  Prior to the hearing, the Complainant and the
Respondent have the right to review all relevant
information, including written statements by the
Respondent, the Complainant, or witnesses. Strict
rules of evidence do not apply.

e  Written notice including the date, time, and
location of the hearing will be sent to all parties.

e At the hearing, all pertinent parties have a right
to speak and be questioned by the Presiding
Officers. Cross-examination between parties is
not permitted. The College will provide options
for questioning without confrontation. Each
phase of the hearing will be heard by both parties
in separate rooms by use of a speaker phone.

e The Complainant and the Respondent are allowed
to be accompanied by an advocate. The advocate
may not present on behalf of either party unless
otherwise instructed to do so by the Presiding
Officers. If the Complainant or the Respondent
chooses to have an advocate who is an attorney,
notification must be provided to either Presiding
Officer at least three College business days prior
to the hearing date. In this case, the College
Attorney will also be present.

e Both parties will be notified of the hearing
outcome.

Employees

The Human Resources representative will put

forward a recommendation of finding and sanctions

to both the Complainant and Respondent. If the
recommendation is accepted by both parties involved,
the recommendation and sanctions will become
effective and both parties forgo the option of a formal
hearing. A final outcome letter will be submitted to
the Complainant and Respondent that may include,
but not limited to, the following:

e Determination if the Respondent is responsible,
not responsible, or if the decision is deemed
inconclusive, or there is a finding of shared
responsibility.

e  Sanction, if appropriate.

e  Monitoring of academic schedules or workplace
schedules between the Complainant and the
Respondent, if needed.

e  Short-term counseling services will be offered to
each party.

If the recommendations of the Human Resources
representative are not accepted by either the
Complainant or the Respondent, the case will move to
a formal hearing. The Executive Director for Human
Resources or designee will preside over the hearing
as the Presiding Officer. The HR representative
presiding over the hearing will be different from the
HR representative who conducted the investigation.
If either party is a student, the Vice President for
Student Services or designee and the Executive
Director for Human Resources or designee shall
preside jointly over the hearing. The process for the
hearing is outlined below:

e  Prior to the hearing, the Complainant and the
Respondent have the right to review all evidence,
including written statements by the Respondent,
the Complainant, or witnesses. Strict rules of
evidence do not apply.

e  Written notice including the date, time, and
location of the hearing will be sent to all parties.

e At the hearing, all pertinent parties have a right
to speak and be questioned by the Presiding
Officers. Cross-examination between parties is
not permitted. The College will provide options
for questioning without confrontation; each phase
of the hearing will be heard by both parties in
separate rooms by use of a speaker phone.

e The Complainant and the Respondent are allowed
to be accompanied by an advocate. The advocate
may not present on behalf of either party unless
otherwise instructed to do so by the Presiding
Officers. If the Complainant or the Respondent
chooses to have an advocate who is an attorney,
notification must be provided to either Presiding
Officer at least three College business days prior
to the hearing date. In this case, the College
Attorney will also be present.

e Both parties have a right to a written notice of the
hearing outcome.

Sanctioning

The following sanctions may be imposed for those
who have violated the Non-Discrimination and
Harassment Policy:

Student Sanctions
e Verbal or Written Warning
e Probation

e Administrative withdrawal from a course
without refund

¢ Required Counseling
e No Contact Directive
e Suspension

e Recommendation for Expulsion with automatic
appeal to the President

¢ Other consequences deemed appropriate
Employee Sanctions

e Verbal or Written Warning

e Performance Improvement Plan

¢ Required Counseling

e Required Mediation

e Required Training or Education

e Recommendation of Demotion with automatic
appeal to the President

e Recommendation to Suspend with or without
Pay with automatic appeal to the President

e Recommendation for termination with
automatic appeal to the President
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e Other consequences deemed appropriate to
the specific violation

Appeal Process

The Complainant or Respondent has a right to a final
appeal to the President:

e Each party has the right to appeal the outcome of
the hearing to the College President.

e Upon receipt of the hearing decision, both parties
have five (5) College business days to submit
a notice requesting an appeal. For students,
this notice must be submitted in writing to the
Office of the Vice President for Student Services.
For employees, this notice must be submitted
in writing to the Office of the Vice President of
Human Resources.

e [f an appeal is requested, both parties will be
notified.

e The President will conduct a document review
which does not include a new hearing but shall
consist of evidence presented at the hearing along
with a recording of the proceeding.

e The President will affirm, modify, or reject the
decision and/or sanctioning. The President’s
decision will be final and notification of the
decision will be sent directly from the President’s
office to each party.

Records Retention
Records Retention for Students and Employees

1. Students - All documentation will be stored in
the Vice President for Student Services’ office
for a period of seven years at which point the
documentation will be moved to an electronic
version to be retained permanently.

2. Students - In cases where the Respondent is found
responsible for violating the Non-Discrimination
and Harassment Policy, this information will
be considered as a disciplinary record with the
College.

3. Employees — Personnel files are retained for 30
years. If the action taken is informal counseling,
this does not become part of the permanent
record.

4. Civil Rights files are maintained for a minimum of
two (2) years.

Pursuant to Board Policy 111, this procedure must be
followed when dealing with non-discrimination and
harassment.

Privacy of Student Records

The Family Educational Rights and Privacy Act
(FERPA) gives students the following rights with re-
spect to their education records:
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1. The right to inspect and review the student’s
education records within 45 days after the day
A-B Tech receives a request for access. Any such
requests should be submitted in writing to the
Records and Registration Office, either by email
to registrar@abtech.edu or by hand-delivering or
mailing a letter to: Records and Registration, K.
Ray Bailey Student Services Building, 340 Victoria
Rd., Asheville, NC 28801. The written request must
identify the record(s) the student wishes to inspect.
The Registrar will make arrangements for access
and notify the student of the time and place where
the records may be inspected. If the records are
not maintained by the Registrar, the Registrar shall
advise the student of the correct official to whom
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 student’s privacy rights under
FERPA. Any such requests should be submitted in
writing to Records and Registration, either by email
to registrar@abtech.edu or by hand-delivering or
mailing a letter to: Records and Registration, K.
Ray Bailey Student Services Building, 340 Victoria
Rd., Asheville, NC 28801. The written request must
identify the part(s) of the record the student wants
changed, and specify why it should be changed.

If A-B Tech decides not to amend the record as
requested, A-B Tech will notify the student in
writing of the decision and the student’s right to
a hearing regarding the request for amendment.
Additional information regarding the hearing
procedures will be provided to the student when
notified of the right to a hearing.

3. The right to provide written consent before A-B
Tech discloses personally-identifiable information
from the student’s education records, except to the
extent that FERPA authorizes disclosure without
consent.

4. The right to file a complaint with the U.S.
Department of Education concerning alleged
failures by A-B Tech to comply with the
requirements of FERPA.

As a general rule, a student’s parents/guardians do not
have access to a student’s education records. When

a student turns 18 years old or enrolls at an institu-
tion of postsecondary education (such as A-B Tech),
a student’s rights under FERPA transfer from the par-
ent to the student. In order for parents to have access
to a student’s education records, beyond Directory
Information and without written permission from the
student, a parent must certify that the student is eco-
nomically dependent as defined in Section 152 of the
Internal Revenue Code of 1986. If a parent can prove
dependency to the Records and Registration Office by
showing a copy of the parent’s most recent tax return
or other acceptable documentation, then the parent
may have full access to the student’s education
records.



Admissions and Student Information

45

Directory Information

In compliance with FERPA, A-B Tech will not disclose a
student’s education records without the students’ con-
sent except as otherwise stipulated herein.

Directory Information will be released to anyone who
requests it, and Limited Directory Information will be
released under specific conditions, unless the student
requests in writing to the Records and Registration
Office that the students’ Directory Information be with-
held. In such case, no Directory Information or Limited
Directory Information will be released.

Directory Information is information contained in a
student’s education record that would not generally
be considered harmful or an invasion of privacy if dis-
closed. At A-B Tech, Directory Information includes:

e Name

e Major field of study

e Dates of enrollment

e Enrollment status (full-time or part-time)

e Degrees, honors, and awards received

Limited Directory Information is information contained
in a student’s education record that may only be dis-
closed under certain circumstances. This includes:
e Date of birth, which may be disclosed only as a
means of verifying a student’s identity when a
College employee has no other means of doing so.

e Mailing address, telephone number, and email
address, which may be disclosed only for
educational purposes, at the discretion of College
administration.

Blocking the Release of Directory Information

A student may request that A-B Tech not release their
Directory Information unless the student first provides
written consent, except for the circumstances in
which FERPA authorizes disclosure without student’s
consent. To request a block on the release of Directory
Information, a student must submit their request in
writing, either by submitting the “Request to Block the
Release of Directory Information” form to the Records
and Registration Office or emailing a written request to
registrar@abtech.edu. Emailed requests must be sent
from the student’s official A-B Tech email account. A
student’s request to block the release of their Directory
Information will remain in effect until the student
requests that the block be removed.

A block on the release of a student’s Directory
Information will prevent the student’s name and
information from appearing in public directories,
without the student’s written consent, such as the
Commencement Booklet, Dean’s/President’s lists,

etc. In addition, a block will prevent A-B Tech from
confirming a student’s enrollment status, degrees, and

other Directory Information with third-parties such
as prospective employers, unless the student first
provides his or her written consent.

Disclosure Without Student Consent

FERPA permits the disclosure of personally-identifiable
information from a student’s education records, with-
out consent of the student, only under limited circum-
stances. These circumstances include the release of
education records to:

e A-B Tech officials who have legitimate educational
interest in the records. A school official typically
includes a person employed by A-B Tech in an
administrative, supervisory, academic, research,
or support staff position; a person serving on
the Board of Trustees; or a student serving on an
official committee, such as a disciplinary or appeals
committee. A school official also may include a
volunteer or contractor outside of A-B Tech who
performs an institutional service or function for
which the school would otherwise use its own
employees and who is under the direct control of
the school with respect to the use and maintenance
of personally-identifiable information from
education records, such as an attorney, auditor, or
collection agent or a student volunteering to assist
another school official in performing their tasks. A
school official typically has a legitimate educational
interest if the official needs to review an education
record in order to fulfill his or her professional
responsibilities for A-B Tech.

e Officials of another college or university in which
the student seeks or intends to enroll.

e Officials of secondary schools in which the student
is concurrently enrolled.

e C(Certain federal and state educational authorities for
purposes of meeting legal requirements in federally
supported educational programs.

e Persons involved in granting financial aid or
scholarships for which the student has applied or
received.

e Testing and research organizations conducting
certain studies for or on behalf of the school.

¢ Accrediting organizations to carry out their
accrediting functions.

e Individuals named in a court order or lawfully
issued subpoena, but only after the student has
been duly notified. The College will then comply
in the absence of any legal order cancelling the
subpoena.

e Parents/guardians, law enforcement, and first
responders in very narrowly defined emergencies
affecting the health and safety of the student or
other persons.

e State and local authorities, within a juvenile justice
system, pursuant to specific state law.
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e Parents/guardians who have certified with the
Records and Registration Office that the student is
economically dependent as defined in Section 152
of the Internal Revenue Code of 1986.

e The public, when the discloser is the final results of
an institutional disciplinary proceeding regarding
a crime of violence or “non-forcible sex offense”
where the institution has determined that a policy
violation occurred.

e The victim of an alleged crime of violence or a non-
forcible sex offense when the disclosure is the final
results of an institutional disciplinary proceeding
regarding that offense, regardless of whether the
institution determined that a policy violation
occurred.

e C(Certain individuals, pursuant to the specific
conditions outlined in FERPA, in connection with
a disciplinary proceeding when the student is
an alleged perpetrator of a crime of violence or
non-forcible sex offense and, with respect to the
allegation made against him or her, the student has
committed a violation of A-B Tech policy.

e Parents of students under the age of 21 regarding
the student’s violation of any Federal, State, or local
law, or of any A-B Tech policy, governing the use or
possession of alcohol or a controlled substance.

e Certain individuals when a student has been
designated a sex offender or otherwise required to
register under section 170101 of the Violent Crime
Control and Law Enforcement Act of 1994.

Protection of Student Data

Safeguarding of personal information is a priority for
A-B Tech. Great care is taken to protect all forms of
sensitive data, including but not limited to person-
ally identifying information. In addition to the FERPA
requirements discussed in the previous section, the
College continually strives to stay abreast of and
adapt appropriately to changing expectations, guide-
lines and best practices, such as the Health Insurance
Portability and Protection Act (HIPPA), the North
Carolina Community College Institutional Information
Processing System (IIPS) Security Manual, publica-
tions from the National Institute on Standards and
Technology (NIST), the European Union’s General
Data Protection Regulation (GDPR), and the Gramm-
Leach-Bliley Act (GLBA). Information on the College’s
current procedures and practices regarding data
protection, identity management and authentication
can be found in the Curriculum Distance Instruction
Procedure (207.07) here, www.abtech.edu/online-dis-
tance-learning/curriculum-distance-instruction.

Gramm-Leach Bliley Act

The Gramm-Leach-Bliley Act (GLBA) requires financial
institutions to protect the privacy of their customers,
including customers’ nonpublic, personal informa-
tion. To ensure this protection, the GLBA mandates
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appropriate administrative, technical, and physical
safeguards.

Because colleges and universities are considered
financial institutions, A-B Tech must follow GLBA re-
quirements. The College has a responsibility to secure
information typically gathered in connection with
obtaining a financial product or service. This includes,
but is not limited to, names, addresses, phone num-
bers, bank and credit card account numbers, income
and credit histories and Social Security numbers.

In an effort to pursue all appropriate safeguarding

standards, the GLBA directs institutions to implement

an Information Security Program and designate a

program coordinator. A-B Tech’s Information Security

Program is coordinated by the Administrator of

Information Security.

In accordance with GLBA mandates, A-B Tech'’s

Information Security Program also adheres to the fol-

lowing elements:

1. Assessment of internal and external risks to the
security and confidentiality of customer informa-
tion.

2. Annual reporting of safeguards to the A-B Tech
Board of Trustees.

3. Employee training.

Oversight of service providers.

5. Evaluation and improvement of the Information
Security Program.

-~

Student Complaints

A-B Tech recognizes the rights of students and is
dedicated to resolving student complaints in a timely,
fair, and reasonable manner. Any student, including
those participating in online/distance courses and
high school dual enrollment courses offered at any A-B
Tech site may file a complaint and request a review.
Students unable to attend hearings in person may
request electronic options throughout the respective
appeal process. A-B Tech recognizes the following cat-
egories of written student complaints: Grade Appeals,
Student Appeals, Discrimination and Harassment
grievances, including Sexual Misconduct, and Code

of Student Conduct Violation Appeals. As such, A-B
Tech follows guidelines set forth in the Grade Appeals
Policy and Procedure (see pages 47-48),the Student
Appeals Policy and Procedure (see pages 48-49),

the Non-Discrimination and Harassment Policy and
Procedure (see pages 39), the Sexual Misconduct
Policy and Procedure (see page 57), Code of Student
Conduct Policy and Procedure (see page 51), and the
Student Due Process Policy and Procedures (see page
54) when addressing student complaints. The College
is committed to a prompt and fair resolution of any is-
sues that arise between students and College employ-
ees and takes great care to ensure these policies and
procedures are reviewed, updated and consistently
followed when addressing student complaints.
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A-B Tech is dedicated to resolving student complaints
in a timely, fair, and amicable manner. A formal student
complaint is a written request for a college action or
decision to be reviewed to ensure compliance with
College policies. A complaint may or may not be grade
related. Any student, including those participating

in online/distance courses, may file a complaint and
request a review. For students attending A-B Tech
who would like to file a formal written complaint, the
student can contact Office of the Vice President of
Student Services at 828-398-7484.

Non-Discrimination and Harassment Policy: Inquiries
or complaints concerning possible discrimina-

tion or harassment will be addressed via the Non-
Discrimination and Harassment Policy.

Grade Appeals

1. It is the responsibility of faculty and students
to attempt, in good faith, to resolve disputes
regarding course grades. If such discussions
are unsuccessful, the student shall be entitled
to initiate the grade appeals procedure if he or
she has reason to believe that a course grade
is inaccurate. At this time, a Grade Appeals
Committee will be formed and a date and time set
for a hearing.

2. No student appealing any decision shall be
subjected to harassment or intimidation or be
in any way discouraged from filing an appeal
pursuant to this procedure.

3. At any stage of the appeal process, all parties
shall have the right to be accompanied by an
advocate of their choice. The advocate may not
present the appeal or complaint on behalf of the
student unless otherwise instructed to do so by
the chair of the Grade Appeals Committee. If the
student chooses to have an attorney present,
the student must provide notification to the Vice
President for Student Services at least three
college business days prior to the scheduled
hearing date.

4. If the student and/or faculty wishes to present
documentation to be considered during the
hearing, it should be submitted to the Vice
President for Student Services or a designee
no later than two business days prior to the
scheduled hearing. Both the student and
faculty will be given an opportunity to review all
documentation submitted prior to the hearing.

5. The Vice President for Student Services shall
monitor the handling of grade appeals through
this procedure to ensure correct and prompt
compliance by all parties.

Appeals Procedure Regarding Course Grades
1.

Students are strongly encouraged to first discuss
the course grade with the involved instructor as
soon as possible.

The student will submit the completed written
grade appeal form, including all necessary faculty
and student signatures, within three weeks from
the day the final course grade is awarded. The
form will clearly explain the student’s complaint
as well as the student’s proposed resolution

of the complaint. The instructor will be given

the opportunity to read the student’s written
complaint and to meet with the student one

more time. Alternately, the instructor may sign
the appeal form indicating that the instructor

is unable to resolve the problem. The student
will then be directed to the department chair of
the instructor, who will meet separately with the
student to attempt to resolve the issue. If the
department chair is unable to resolve the issue
with the student, then the department chair will
sign the appeal form and direct the student to the
Vice President for Student Services or designee.
Completion of the form by the instructor or chair
does not in any way indicate agreement with the
complaint. Each party may propose solutions to
the disagreement that, if accepted by both parties,
results in resolution of the appeal. If either

party refuses to accept a proposed solution,

then the matter is referred to the Vice President
for Student Services who will convene a Grade
Appeals Committee.

If the student has difficulty contacting the
department chair, the student should contact
the Vice President for Student Services, who is
responsible for assisting with contacts.

If the student and/or faculty wishes to present
documentation to be considered during the
hearing, it should be submitted to the Vice
President for Student Services or designee

no later than two business days prior to the
scheduled hearing. Both the student and
faculty will be given an opportunity to review all
documentation submitted prior to the hearing.
The Vice President for Student Services shall
maintain files of all course grade appeal forms
submitted to the vice president’s office. Such
forms, together with other records indicating final
action on a problem, shall be maintained for a
minimum of five years.

Students enrolled in distance courses may

find it difficult to come to campus in order

to pursue an appeal. In these instances, the
process may be handled by telephone with the
instructor involved, the department chair, and
the Vice President for Student Services by mail,
fax, or other agreed upon electronic means for
submission of the appeals document. As with
other appeals, the Vice President for Student
Services will closely monitor the progress,
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ensuring the contacts are made in a timely fashion
and documents are submitted properly. If it
becomes necessary for an appeal to go to the
Grade Appeals Committee, conference calling
or any other electronic means agreed upon by
both parties will be used. When conference
calling is employed for a hearing, no business
can be conducted without the student being
present on the telephone, with the exception of
the deliberations of the Committee in executive
session.

The Grade Appeals Committee
Composition of the Grade Appeals Committee:

The Grade Appeals Committee will consist of

no less than seven voting members and will be
composed as follows to ensure the representation
of all constituent groups in the College community.

1. Two student representatives

2. Two faculty representatives

3. One Student Services representative
4. One non-faculty employee
5

. One non-teaching professional representative at
the level of coordinator or higher who will serve
as chairperson.

Grade Appeals Committee Hearing and
Procedures:

1. The Vice President for Student Services shall
inform the instructor, the involved department
chair, and the student of the date, time, and
place of the appeals hearing. The Vice President
for Student Services shall convene the Grade
Appeals Committee no later than 15 college
business days after receipt of the completed
request, along with required signatures from
both student and faculty, for a hearing.

2. When an appeal is made by a student with a
disability, the Committee, at its sole discretion,
may consult with or include the Director for
Support Services in the hearing process for such
person’s knowledge of disability and Disability
Services issues and requirements.

3. A quorum to conduct Committee business and
vote is defined as a minimum of four members.
In no case shall any business be conducted
unless at least one student and one faculty
member are present. There will be an audio
recording of the appeal hearing.

4. The decision of the Grade Appeals Committee
will be conveyed to the student and may be
appealed within five business days to the Vice
President for Instructional Services whose
decision will be final. The Vice President’s
review does not include a new hearing, and
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his or her review shall consist of evidence
presented at the hearing. The Vice President
will affirm, modify or reject the decision of the
Grade Appeals Committee.

5. In addition to the committee members, the
following persons are permitted to attend the
hearing:

a. Involved parties

b. An advocate for the appealing individual.
The advocate may not present the appeal
or complaint on behalf of the student unless
otherwise instructed to do so by the chair of
the Grade Appeals Committee. If the student
chooses to have an attorney in attendance,
the student must provide notification to the
Vice President for Student Services at least
three college business days prior to the
scheduled hearing date.

c. The chair of the Grade Appeals Committee
will manage all hearing proceedings,
including the sequencing and time allocated
for presentation of evidence by both student
and faculty.

d. Administrative officers of the College who
may be directly concerned with the dispute.

6. If a student fails to attend the scheduled
hearing, the appeal is considered to be dropped.

7. All steps of the appeal procedure for students
shall be closed to the public, and all documents
generated in the course of a complaint shall
be confidential except to authorized College
officials.

Availability of Information

The Grade Appeals Policy and Procedure are available
on the College website.

Student Appeals

a. It is the responsibility of all employees and
students to attempt, in good faith, to resolve
disputes regarding actions taken by College
employees that are perceived to be unfair or unjust.
If such discussions are unsuccessful, the student
shall be entitled to initiate the appeals procedure.
At this time, a Student Appeals Committee will be
formed and a date and time set for a hearing.

b. No student appealing any decision shall be
subjected to harassment or intimidation or be in
any way discouraged from filing an appeal pursuant
to this procedure.

c. At any stage of the appeal process, all parties shall
have the right to be accompanied by an advocate
of their choice. The advocate may not present the
appeal or complaint on behalf of the student unless
otherwise instructed to do so by the chair of the
Student Appeals Committee. If the student chooses
to have an attorney in attendance, the student must
provide notification to the Vice President of Student
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Services or designee at least three college business
days prior to the scheduled hearing date.

d. If the student and/or employee wishes to present
documentation to be considered during the
hearing, it should be submitted to the Vice
President for Student Services or designee no later
than two business days prior to the scheduled
hearing. Both the student and employee will be
given an opportunity to review all documentation
submitted prior to the hearing.

e. The Vice President for Student Services or designee
shall monitor the handling of appeals through
this procedure to ensure correct and prompt
compliance by all parties.

f. Please note this procedure applies to students
wishing to appeal administrative action or
decisions with exception to financial aid, code of
student conduct sanctioning, grade appeals, and
dismissal by a host clinical or other work-based
learning site.

Appeal Procedure

a. Students are strongly encouraged to first discuss
the disputed matter with the involved employee as
soon as possible.

b. It is the responsibility of the student to complete
and submit a written appeal form, including all
necessary employee and student signatures, within
six weeks of the date when the matter occurred.
The form will clearly explain the student’s
complaint as well as the student’s proposed
resolution of the complaint. The employee will be
given the opportunity to read the student’s written
complaint and to meet with the student one more
time. Alternately, the employee may sign the appeal
form indicating that he or she is unable to resolve
the problem. The student will then be directed
to the supervisor of the employee who will meet
separately with the student to attempt to resolve
the issue. If the supervisor is unable to resolve the
issue with the student, then the supervisor will sign
the appeal form and direct the student back to the
Vice President for Student Services. Completion
of the form by the employee and supervisor
does not in any way indicate agreement with the
complaint. Each party may propose solutions to
the disagreement that, if accepted by both parties,
results in resolution of the appeal. If either party
refuses to accept a proposed solution, the matter is
referred to the Student Appeals Committee.

c. If the student has difficulty contacting the
supervisor, he or she should contact the Vice
President for Student Services or designee, who is
responsible for assisting with contacts.

d. If the student and/or employee wishes to present
documentation to be considered during the
hearing, it should be submitted to the Vice
President for Student Services or designee no later
than two business days prior to the scheduled

hearing. Both the student and employee will be
given an opportunity to review all documentation
submitted prior to the hearing. The Vice President
for Student Services or designee shall maintain files
of all appeal forms submitted to his or her office.
Such forms, together with other records indicating
final action on a problem, shall be maintained for a
minimum of five years.

. Students enrolled in distance courses may find

it difficult to come to campus in order to pursue
an appeal. In these instances, the process may be
handled by telephone with the employee involved,
the employee’s supervisor, and the Vice President
for Student Services by mail, fax, or other agreed
upon electronic means for submission of the
appeals document. As with other appeals, the
Vice President for Student Services will closely
monitor the progress, ensuring the contacts are
made in a timely fashion and documents are
submitted properly. If it becomes necessary for an
appeal to go to the Student Appeals Committee,
conference calling or any other electronic means
agreed upon by both parties will be used. When
conference calling is employed for a hearing, no
business can be conducted without the student
being present on the telephone, with the exception
of the deliberations of the Committee in executive
session.

The Student Appeals Committee
a. Composition of the Student Appeals Committee

The Student Appeals Committee will be comprised
of no less than seven members and will be
composed as follows in an effort to ensure the
representation of all constituent groups in the
College community.

1. Two student representatives
. Two faculty representatives

2
3. One Student Services representative
4. One non-faculty employee

5

. One non-teaching professional representative at
the level of coordinator or higher who will serve
as chairperson.

. Student Appeals Committee Hearing and

Procedures

1. The Vice President for Student Services or
designee shall be responsible for informing
the employee and supervisor involved and
the student of the date, time, and place of the
hearing. The Vice President for Student Services
or designee shall convene the Student Appeals
Committee no later than 15 calendar days after
receipt of the completed request, along with
required signatures from both student and
employee, for a hearing.

2. When an appeal is made by a disabled student,
the Committee, at its sole discretion, may
consult with or include the Director of Support
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Services in the hearing process for such
person’s knowledge of disability and ADA issues
and requirements.

3. A quorum to conduct Committee business and
vote is defined as a minimum of four members.
In no case shall any business be conducted
unless at least one student and one faculty
member are present. There will be an audio
recording of the appeal hearing.

4. The decision of the Student Appeals Committee
will be conveyed to the student and may be
appealed within five business days to the
President, whose decision will be final. The
President’s review does not include a new
hearing and his or her review shall consist
of evidence presented at the hearing. The
President will affirm, modify or reject the
decision of the Student Appeals Committee.

5. In addition to the committee members, the
following persons are permitted to attend the
hearing:

a. Involved parties

b. An advocate for the appealing individual.
The advocate may not present the appeal
or complaint on behalf of the student
unless otherwise instructed to do so by the
chair of the Student Appeals Committee.
If the student chooses to have an attorney
in attendance, the student must provide
notification to the Vice President for Student
Services or designee at least three college
business days prior to the scheduled hearing
date.

c. The chair of the Student Appeals Committee
will manage all hearing proceedings,
including the sequencing and time allocated
for presentation of evidence by both student
and employee.

d. Administrative officers of the College who
may be directly concerned with the dispute.

6. If a student fails to attend the scheduled

hearing, the appeal is considered to be dropped.

7. All steps of the appeal procedure for students
shall be closed to the public, and all documents
generated in the course of a complaint shall
be confidential except to authorized College
officials.

Availability of Information
The Student Appeal Policy and Procedure is available
on the College website.

Exception for Disciplinary Appeals

When these procedures are used to appeal a disciplin-
ary action taken by the Vice President for Student
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Services or designee, in his or her capacity as the
College discipline officer, the appeal will be forwarded
directly to the President. An appeal of a disciplinary
action taken by the Vice President for Student Services
must be submitted in writing to the Vice President

for Student Services or designee within five business
days of the action. He or she will forward the appeal,
along with all documentation concerning the matter,
to the President, whose decision will be final following
an on-the-record review. The President may, in their
discretion, allow the parties to supplement the record
if additional information is needed for the fair disposi-
tion to the matter.

Code of Classroom Conduct

A-B Tech is an institution for adult learning. It is a part-
nership between instructors with the desire to teach
and students with the desire to learn. In order to cre-
ate an appropriate environment for teaching and learn-
ing, there must be respect for the instructor and fellow
students. Listed below are guidelines for classroom
behavior, which the College has established to ensure
that the learning environment is not compromised.

1. Absences. Inform the instructor in advance if you
know you are going to miss class. Also, take re-
sponsibility for getting missed assignments from
other students. Do not expect that you will be al-
lowed to make up assignments after an absence,
instructors are not responsible for re-teaching the
material you missed because of absence.

2. Attendance. You are expected to be in class the
entire class time. Do not enter late or leave early.
Rare exceptions may be excused, particularly
under emergency circumstances, but you should
be prepared to explain your tardiness to the in-
structor after class. Likewise, the need to leave
early should be explained to the instructor before
class.

3. Classroom Behavior. You are expected to conduct
yourself in a professional and respectful man-
ner with your fellow classmates and instructors
while engaging in all classroom activities and
discussions. All students shall be allowed to freely
participate in classroom discourse and shall be
allowed to express their viewpoints and ideas as
long as those viewpoints and ideas are reasonably
related to the topic or assignment being discussed.
As a participant in an open and free learning en-
vironment, students are free and are encouraged
to disagree and challenge others’ viewpoints and
ideas; however, students shall behave in a profes-
sional and respectful manner in class by: a) being
recognized by instructors prior to speaking; b) not
interrupting other students and instructors when
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10.

11.
12.

13.

14.

they are speaking; c) listening to students and in-
structors while they are speaking; and d) speaking
in a normal, calm voice when addressing students
and instructors.

Electronic Devices. You may not send or receive
personal communication on electronic devices
during class.

Conversation. Do not carry on side conversations
in class.

Food, Drink, and Tobacco. You may not have food
or drink in class. You may not use tobacco of any
form on campus, including electronic cigarettes, or
vaping devices.

Guests. You may not bring unregistered friends or
children to class.

Internet. In classes where internet access is
provided, you may use the internet for valid, aca-
demic purposes only. You may not use it for open
access to other non-academic sites, which are un-
related to the course.

Other Activities. You may not work on other ac-
tivities while in class. This includes homework for
other courses or other personal activities.

Personal Business. You may need to transact per-
sonal business with the instructor, asking him or
her to sign forms. Plan to do this outside of class.

Sleep. Do not sleep in class.

Personal Attire and Protective Equipment. All
students are expected to dress in a manner that

is modest, clean and appropriate for the program
of study. Good personal hygiene and grooming

are also expected and may be outlined by the pro-
gram of study. Shirts and shoes are required at all
times. You must properly wear personal protective
equipment at all times in any area of the College in
which it is required.

Fragrances. You should avoid wearing strong
fragrances of any kind as other students may be
allergic to them.

Animals: Domestic Animals are not permitted on
campus and may not be left in vehicles on campus
property. If a student has a documented disability
covered by the ADA and requires an Animal as an
Accommodation for access, the student is required
to request services from the Support Services Of-
fice to receive necessary accommodations. Appro-
priate documentation of the disability is required
and accommodations are determined on a case-by-
case basis. Persons with a disability who have a
Service Animal are encouraged, but not required,
to contact the Support Services Office in the K.
Ray Bailey Student Services Center to register as a
student requesting accommodations.

Typically, violations of the Code of Classroom Conduct
will be dealt with as minor infractions. However, repe-
tition of minor infractions or other more serious viola-
tions of the Code of Student Conduct may lead to re-
moval from the classroom while the matter is resolved
and referral to the Vice President for Student Services
for disciplinary action.

Code of Student Conduct

A-B Tech strives to maintain a safe, nurturing, and
orderly learning environment that supports the stu-
dents, faculty, and staff. Each student shall be respon-
sible for their conduct from the time of admissions
through the actual awarding of a credential. The Code
of Student Conduct applies throughout the academic
year as well as before classes begin or after classes
end for the semester, and during periods of time be-
tween actual enrollment. The Code of Student Conduct
shall apply to a student’s conduct even if the student
withdraws from classes while a disciplinary matter is
pending. When, in the judgment of College officials,
the student’s conduct disrupts or threatens to disrupt
the College community, appropriate disciplinary ac-
tion will be administered. Students have the rights of
Due Process when accused of a violation of the Code
of Student Conduct (please reference Student Due
Process policy 823). All matters related to alleged sex-
ual misconduct shall be referred to the College’s Title
IX Coordinator and governed pursuant to the Sexual
Misconduct Policy 112. For matters regarding alleged
discrimination and harassment, please refer to the
Non-Discrimination and Harassment Policy 111.

A student who is in possible violation of the Code of
Student Conduct will be referred to the Vice President
for Student Services or designee. If the Vice President
for Student Services or designee determines the stu-
dent’s alleged actions are egregious and/or potentially
threatening to the learning environment or to campus
safety, the student may be immediately suspended

for up to ten College business days, pending a due
process hearing or Threat Assessment review under
the Threat Assessment Policy (please reference Threat
Assessment Policy 819).

Students who have been found responsible of a viola-
tion of the Code of Student Conduct may be assigned
consequences based upon the seriousness of the of-
fense. Sanctions for violations may include but not
be limited to: verbal warning, written warning, a fail-
ing grade for an assignment, examination, or course,
administrative withdrawal from courses or academic
program, restitution for damages, probation including
mandatory periodic progress reports, consequences
adapted to the specific violation, suspension, or expul-
sion. The President shall have final approval in the

expulsion of a student.
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Jurisdiction of the Code of Student Conduct is in ef-
fect on College premises, in online classes conducted
by the College, on property owned or leased by the
College and at functions sponsored by or participated
in by the College regardless of the locations. Violations
of any federal, state or local laws may lead to legal
actions as well as College discipline. Violations of
federal, state or local laws occurring off campus may
result in disciplinary action if the student’s continued
presence on campus constitutes a threat to the safety
and order of the campus. If a student is charged with
a felony that may compromise the safety and order

of campus, then the College has the right to suspend
the student pending the final outcome of the criminal
charges. If the student is convicted, then the student
may be limited in class location and course delivery
options, and/or recommended for suspension or ex-
pulsion.

High School students who are dually enrolled at

the College are also subject to the Code of Student
Conduct. Students are expected to follow the be-
havior guidelines for their high school as well as the
College. Therefore, high school students shall conduct
themselves in accordance with the Code of Student
Conduct of their school system as well as those rules
and regulations set for in the College Code of Student
Conduct and published annually on the College web-
site, in the Catalog, and Student Handbook.

Violations for which disciplinary proceedings may
be initiated are as follows:

Academic Dishonesty: Academic Dishonesty in-
cludes, but is not limited to, submitting someone
else’s work as one’s own; using notes or other mate-
rial without permission from the faculty on an exam,
homework, or other assignments; receiving informa-
tion from another student during an exam; obtaining
a copy of an exam or questions from an exam prior
to taking the exam; having someone else take one’s
exam and submitting it as their own, or using a com-
mercial online learning platform to produce work and
then submitting it as your own. Academic dishonesty
includes any student who has someone else use an
account and password for the purpose of submitting
work as one’s own.

Academic dishonesty also includes plagiarism, the
intentional theft or unacknowledged use of another’s
words or ideas. Plagiarism includes, but is not limited
to paraphrasing or summarizing another’s words or
works without proper acknowledgement; using direct
quotes of material without proper acknowledgement;
or purchasing or using a paper or presentation writ-
ten or produced by another. If a student is uncertain
about what constitutes plagiarism, he or she should
discuss this with the class instructor. Submission of
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previously used work as an original work on subse-
quent assignments or in multiple courses is not ac-
ceptable unless the resubmitted work is substantially
different and appropriately cited as previous work.

Aiding Acts of Academic Dishonesty: Providing in-
formation to another student with the awareness that
the student intends to use it for deceptive purposes.
Students are prohibited from sharing, distributing,
uploading, or downloading course materials, includ-
ing outlines, teaching materials, labs, videos, lectures,
tests, exams, or other course material including note
sharing or commercial study prep services without
the permission of the instructor.

Alcoholic Beverages: Students may not possess or
use alcoholic beverages on campus. Students may not
be under the influence of alcoholic beverages on cam-
pus or at College-affiliated activities or events (please
reference Drug and Alcohol Policy 113).

Animals: Students may not have an animal of any kind
on campus, or at any College affiliated activities, sites
or events. This includes animals left within a vehicle.
Limited exceptions to this code may be found in the
Animals on Campus Procedure (please reference Ani-
mals on Campus Policy 802).

Assault: Students may not assault or threaten to as-
sault another person for any reason whatsoever. As-
sault may include a demonstration of force, unlawful
physical touching, or striking.

Bullying: Students may not intimidate or threaten
with harm any other individual. Bullying is defined

as “any pattern of gestures or written, electronic or
verbal communications, or any physical act or any
threatening communication that takes place on Col-
lege premises or at any College sponsored function
that: (a) places a person in actual and reasonable fear
of harm to his or her person or damage to his or her
property; or (b) creates or is certain to create a hos-
tile environment by substantially interfering with or
impairing a student’s educational performance, oppor-
tunities or benefits, or a College employee’s ability to
perform the essential functions of his or her job.”

Communicating Threats: Students may not verbally,
in writing, through a third party, or by any other
means threaten to physically injure another person or
that person’s child, sibling, spouse, or dependent or
willfully threaten to damage the property of another.

Copyright Infringement and Peer-to-Peer File Shar-
ing: Students may not violate the College’s Copyright
Infringement and Peer-to-Peer File Sharing Policy
through the act of violating, without permission or
legal authority, one or more of the exclusive rights
granted to the copyright owner under section 106 of
the Copyright Act (Title 17 of the United States Code).
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These rights include the right to reproduce or distrib-
ute a copyrighted work. In the file-sharing context,
downloading or uploading substantial parts of a copy-
righted work without authority constitutes an infringe-
ment (please reference Copyright and Fair Use Policy
215 and Peer to Peer File Sharing Policy 1006).

Damage to Property: Students may not damage prop-
erty of the College or of any other person working at
or attending the College.

Disorderly Conduct: Students may not conduct them-
selves in a way which will interrupt the academic mis-
sion of the College or which will disturb the peace of
the College.

Disrespect: Students are expected to treat all College
employees with respect and courtesy, particularly
when and if disagreements arise.

Disruption: Students may not disrupt the normal
activities of the College by physically or verbally inter-
fering with instruction, meetings, traffic, or scheduled
administrative functions.

Drugs: Students may not possess, use, or be under
the influence of any narcotic or illegal drugs on cam-
pus or at any College-affiliated activities or event. This
is in violation of the laws of the state of North Carolina
of the United States (please reference Drug and Alco-
hol Policy 113).

Failure to Comply: Students must comply with the di-
rectives of College officials or law enforcement officers
during the performance of their duties. Students must
identify themselves to these persons when requested
to do so. Failure to respond to notifications of con-
duct charges is also prohibited.

False Information: Students may not present to the
College or its employees false information; neither
may they knowingly withhold information which may
have an effect on their enrollment or their status in the
institution and which is properly and legally requested
by the College.

Gambling: Students may not gamble on campus or at
any College-affiliated activities or events.

Internet and Campus Network Acceptable Use: The
College has an extensive policy for appropriate use of
the Internet. Users of the College computers acknowl-
edge the policy whenever they sign on. Students may
not use the College’s access to the Internet for access
to sexually explicit material or for downloading music.
Email accounts are provided for student use; however,
no right of privacy exists for use of email (please refer-
ence Acceptable Use Policy 1003). Students may not
share their account and password nor may they ac-
cess another student’s account.

Possession of Weapons: Students may not have a
weapon of any kind, including a knife, stun gun, or
any firearm in their possession on campus or at any
College-affiliated activities or events except handguns
as allowed by NC GS §14-269.2(k). Handguns are per-
mitted under these circumstances:

e The person has a concealed handgun permit that
is lawfully issued.

e The handgun is in a closed compartment or con-
tainer within the person’s locked vehicle.

e The handgun is in a locked container securely af-
fixed to the person’s vehicle.

e A person may unlock the vehicle to enter or exit
the vehicle provided the handgun remains in the
closed compartment at all times.

e The vehicle is locked immediately following the
entrance or exit.

Law enforcement officers are exempt from this prohi-
bition. This includes facsimiles of weapons (please
reference Weapons on Campus Policy 305).

Public Laws: Violations of any federal, state or local
laws occurring while on campus may lead to legal
actions as well as College discipline. Violations of
federal, state or local laws occurring off campus may
result in disciplinary action if the student’s continued
presence on campus constitutes a threat to the safety
and order of the campus.

Retaliation: Retaliation against any person submitting
a report of possible violation(s) of the Code of Student
Conduct against another person is strictly prohibited.
Retaliation includes, but is not limited to, any form of
intimidation, punitive actions from authority figure or
peers, reprisal (acts of vengeance) or harassment. Re-
taliation is a serious violation and should be reported
immediately. The College will take appropriate disci-
plinary action against students found to have retali-
ated against another.

Skate Boards, Hover Boards, and Roller Skates:
Skate boards, hover boards, and roller skates are not
permitted to be used on campus outside College sanc-
tioned events

Theft: Students may not steal the property of another
individual or of the College. Students who are caught
stealing will be required to make restitution and may
be eligible for civil or criminal prosecution as well as
College discipline.

Threats: Students may not engage in any behavior
that constitutes a clear and present danger to the
physical and/or emotion well-being of the student and/
or other students, faculty and staff. ~ Catalog 2024-2025
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Trespass: Students are trespassing if in an unauthor-
ized area of the College campus or remain on the Col-
lege campus after having been directed to leave by a
College official.

Vaping, E-cigarettes and Tobacco: Students may not
use vaporizing devices, use e-cigarettes, or tobacco of
any form, on campus or at any College-affiliated activ-
ity, sites, or events (please reference Tobacco Free
Campus Policy 306).

Unauthorized Access to Records: Students may not
access, view, copy or change official College records
without official authorization to do so.

Use of Social Media: Students should obey their so-
cial media platforms terms’ of use. Students may not
make, or cause to be made, communications (includ-
ing electronically or through social media) to another
person in any manner likely to seriously annoy or
cause alarm. Social media may not be used to breech
privacy, discriminate or harass. Students may not
make, transmit, or attempt to transmit audio or video
of any person(s) on College property where there is an
explicit expectation of privacy. Any posts or tweets
deemed inappropriate on an A-B Tech social web site
or blog will be deleted immediately and may result in
having access to the site blocked permanently.

Violations of Expected Classroom or Learning En-
vironment Behaviors: May include, but not limited
to, being disobedient, disrespectful, disruptive to the
classroom or learning environment, or not abiding by
professional conduct standards.

Threat Assessment

A-B Tech is committed to providing a safe learning and
working environment. As such, the College utilizes

a threat assessment process to determine whether
or not a student’s behavior constitutes a potential
safety risk to the individual or others. Matters that
rise to the level of a potential threat will be handled
under the Threat Assessment Policy. If the potential
violation of this procedure includes other behaviors
or conduct that may also violate the Code of Student
Conduct, the violations will also be handled through
the Threat Assessment procedure.

Student Rights of Due Process Policy (please reference
Student Due Process Policy 823)

Threat Assessment Policy (please reference Threat
Assessment Policy 819)

Student Rights of Due Process

Students have the following rights of due process
when an allegation has been brought against them re-
garding violations of the Code of Student Conduct. For
allegations of Title IX sexual harassment see Title IX
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Sexual Harassment Policy 112. For allegations of dis-
crimination and harassment, see Non-Discrimination
and Harassment Policy 111.

Students have a right to a Written Notice:

1.  Upon receipt of an incident report to the Office
of the Vice President for Student Services, the
student in question will be sent a written notice
to inform him or her of the allegations regarding
the possible violation(s) of the Code of Student
Conduct.

Students have a right to an Administrative

Conference:

1. The student will be advised of the date, time, and
location of the Administrative Conference with the
Vice President for Student Services or designee to
discuss and attempt to resolve the issue.

a. If the student’s alleged actions are considered
egregious or disruptive to the teaching and
learning environment or to campus safety, the
Vice President for Student Services or designee
may suspend the student for up to ten College
business days. The matter may be moved di-
rectly to a Student Due Process Hearing or re-
ferred to a Threat Assessment Team for review.

2. Outcome of Administrative Conference:

a. If the student admits responsibility for a
violation(s) of the Code of Student Conduct
and accepts sanctions administered during the
Administrative Conference process, then the
matter will be considered closed.

b. If the student denies responsibility for any
offense, and/or disagrees with the adminis-
tered sanctions, then the matter will move to
a Student Due Process Hearing which will be
conducted by the Vice President for Student
Services or designee or by members of the
College’s Behavioral Intervention Team (CARE
Team).

3. If the student fails to attend the scheduled confer-
ence, then the matter will be moved to a Student
Due Process Hearing.

Students have a right to a Student Due Process

Hearing:

1. The hearing will be scheduled as soon as practical
after receipt of an incident report of allegations
deemed to be egregious in nature or after the con-
clusion of the Administrative Conference.

2. Prior to the hearing, the student has the right to
review all evidence, including written statements
made against him or her. Strict rules of evidence
do not apply in the hearing.

3. A written hearing notice including the date, time,
and location of the hearing will be sent to the stu-
dent.
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4. At the hearing, all parties involved in the incident
will be given the opportunity to provide evi-
dence. All pertinent parties have a right to speak
and be questioned by the hearing chair. Cross-
examination between parties is not permitted dur-
ing the hearing.

5. The student is allowed to be accompanied by a
person of your choosing. This person may not
present on behalf of the student unless otherwise
instructed to do so by the designated hearing
chair. If the student chooses to have an attorney,
the student must provide notification to the Office
of the Vice President for Student Services at least
three College business days prior to the hearing
date. In this case, the College Attorney will be
present also.

6. The student has a right to a recording of the hear-
ing.

7. The student has a right to a written notice of the
hearing outcome.

8. The decision of the hearing officer or CARE Team
is final.

Threat Assessment

Overview

A-B Tech is committed to providing a safe learning and
working environment. As such, the College utilizes a
threat assessment process to determine whether or
not a student’s behavior constitutes a potential safety
risk to the individual or others. Matters that rise to
the level of a potential threat will be handled solely
under the Threat Assessment Policy. If the potential
violation of this procedure includes other behaviors
or conduct that may also violate the Code of Student
Conduct (Policy #804), the violations will also be han-
dled through this procedure.

Introduction

A threat assessment is an objective process relying
on a review of behaviors or conduct to identify poten-
tially harmful, dangerous, or violent situations and to
identify possible solutions. A threat is defined as any
communication or behavior that suggests to a reason-
able person that an individual may intend to harm him
or herself or others. The threat may be spoken, writ-
ten, or gestured and is considered a threat regardless
of whether it is observed by or communicated to a
third party.

Examples of prohibited conduct that may rise to the

level of a threat assessment include, but are not lim-

ited to:

e Injuring another person physically including as-
sault;

¢ Engaging in behavior that creates a reasonable
fear of injury to oneself or others including bully-
ing and/or disorderly conduct;

¢ Engaging in behavior that would subject a reason-
able person to, and does subject another individu-
al or individuals to, extreme emotional distress;

e Possessing, brandishing, or using a weapon while
on College premises by students except where
possession is a result of participation in an or-
ganized and scheduled exercise for a course, or
where the student is a law enforcement profes-
sional;

e Intentionally damaging property;

e Threatening to injure an individual (including one-
self) or to damage property; and

e Retaliating against any employee, student or com-
munity member who, in good faith, reports a vio-
lation of College policy.

In situations where a student may pose a threat to self,
the individual may be directed to Student Support
Services. However, if the potential threat to self in-
cludes other behavior or conduct that may also vio-
late the Code of Student Conduct (Policy #804), the
violation will be handled through this process.

There are many behaviors that may cause concern

for the safety and well-being of an individual or the

campus as a whole. The following is not an exhaustive

list but provides examples of concerning behaviors or

situations:

e  Unusual or abrupt changes in behaviors or pat-
terns;

e Extreme emotional reaction to a loss, traumatic
event or situation;

e Preoccupation with weapons, violent events or
persons who have engaged in violent acts;

e References to harming others or planning a vio-
lent or destructive event;

e Prolonged irritability, angry outbursts or inordi-
nate reactions to situations;

e Strained interpersonal relations, isolating behav-
iors and/or hopelessness;

e Stalking others, either in person or electronically;

e Past history of disciplinary problems and issues;
and

e Verbal or physical altercation with another stu-
dent, faculty, staff, or community member.

These examples of potentially threatening behaviors
are not intended to operate as speech codes, promote
content and viewpoint discrimination or suppress mi-
nority viewpoints in the academic setting. While a stu-
dent’s speech or expression may be deemed offensive
by others, it does not necessarily mean it constitutes a
threat under this Policy.

Reporting Potential Threats

Anyone who believes that the immediate safety
and well-being of an individual or the campus

as a whole are at risk should notify the A-B Tech
Police Department or call 911. The A-B Tech Police
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Department is located across from the parking deck in
the Mission Health/A-B Tech Conference Center and
can be reached by phone at (828) 398-7125. A-B Tech
Police officers are available 24-hours a day, 7-days a
week. To reach the on-duty officer, please call (828)
279-3166. The A-B Tech Police will forward the report
to the Vice President for Student Services (VPSS) or
designee and will work in partnership to determine the
best course of action.

Individuals may also make a report to the Office of the
VPSS by submitting an incident report at
www.abtech.edu/incidentreport. While anonymous
reports are accepted, it is important that individuals
making reports share as much information as pos-
sible. The College will make every reasonable effort to
preserve the confidentiality of those reporting threat-
ening behaviors. However, confidentiality cannot be
guaranteed in the process.

Retaliation

Retaliation against any person in connection with a
report of a threat is strictly prohibited. Reports of re-
taliation will be addressed through this policy and/or
other applicable College policies. Retaliation includes,
but is not limited to, any form of intimidation, puni-
tive actions from an authority figure or peers, reprisal
(acts of vengeance) or harassment. Retaliation is a
serious violation and should be reported immediately.
The College will take appropriate disciplinary action
against anyone found to have retaliated against an-
other.

Standard of Evidence

The College uses the preponderance of the evidence
as the standard for proof of whether a violation oc-
curred. In the threat assessment process, legal terms
like “guilt, “innocence” and “burdens of proof” are not
applicable. Student Hearing outcomes take into ac-
count the totality of all evidence available from all rel-
evant sources. The College will find the Student either
“responsible” or “not responsible” for violating College
this policy.

Threat Assessment Process

After the VPSS or designee reviews the initial report
and determines that it warrants further review, a
Threat Assessment Team (Team) will be assembled.
Interim measures shall only be used when necessary
to protect the student’s emotional and physical health
and to protect the safety of the campus community.
When interim measures are implemented, every ef-
fort will be made to expedite the assessment process.
Interim measures may include, but are not limited to,
changing the student’s academic environment or tem-
porary suspension through the investigation and hear-
ing process. Suspensions can only be imposed by the
VPSS or the President.
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A Team will be comprised of no less than four mem-

bers of the College’s Behavioral Intervention Team

(CARE Team) in an effort to ensure an efficient and

equitable assessment. The VPSS or designee may at

his or her discretion include additional members to

the Team. If a conflict or appearance of conflict arises

for any member of the Team, the VPSS or designee

shall appoint a substitute for that member.

The VPSS or designee will serve as chair and provide

the Team with the following information:

e The original report or A-B Tech Police incident
report;

e Any witness statements and/or any other support-
ing documentation;

e Any previous disciplinary issues relevant to the
threat; and

e Any additional relevant information that would be
useful to the Team.

The role of the Team is to review the alleged threat

and evaluate the alleged student’s

behavior/conduct in light of the accumulated evidence

in order to determine if a violation of College policy

has occurred and whether or not the student consti-

tutes a threat.

The VPSS or designee will provide a written notifica-
tion to the student explaining that a Team has been
assembled and is evaluating the possible threat. This
notification will also include the date and time of the
Threat Assessment Hearing. Prior to the hearing, the
student has the right to review all evidence, includ-
ing written statements. Strict rules of evidence do

not apply in the hearing. If the student is not able to
attend, reasonable modifications to the date will be
made. However, if the student chooses not to attend
the scheduled hearing, the hearing will proceed as
planned utilizing the evidence available.

During the hearing, the Team will have full investiga-
tory authority when reviewing the alleged threat and
evaluating the student’s behavior or conduct. The
Team will interview or review statements from the stu-
dent, witnesses, and other relevant parties involved

in the incident. All pertinent parties have a right to
speak and be questioned by the Team during the hear-
ing. Direct cross-examination between parties takes
place in a modified format. The student has the right
to pose questions of those providing evidence through
the Team chair.

The Team has the right to inspect the student’s school
record and may request that the student provide sec-
ondary and post-secondary school records. The Team
may also request that the student provide additional
information such as medical records.

The student is allowed to be accompanied by an advo-
cate. The role of the advocate is to provide support to
the student and not to speak on behalf of the student
unless invited to do so by the chair. If the student
chooses to have an advocate, the student must pro-
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vide the name and role of the advocate to the VPSS at
least three College business days prior to the hearing
date.

Threat Assessment Finding

The student has a right to a written notice of the hear-

ing outcome. The hearing outcome will determine if

the student is in violation of this procedure and the

Code of Student Conduct (Policy #804), and if any

sanctions should be imposed. Possible sanctions may

include:

e  Warning;

e  Probation;

e Administrative withdrawal from the Academic
Program or course without refund;

e Required counseling;

* No contact directive;

e  Suspension from the College without refund;

e Expulsion with automatic appeal to the President;
and

e Other sanctions deemed appropriate

Appeal

The student has a right to appeal the outcome of the
Threat Assessment Hearing to the College President
or designee. Upon receipt of the hearing outcome,
the student has five College business days to submit
a notice requesting an appeal. This notice must be
submitted in writing to the Office of the VPSS. If the
recommendation of the Team is suspension from the
College, the student will remain suspended through
the appeal process. The President’s document review
does not include a new hearing but shall consist of
evidence presented at the hearing along with a record-
ing of the proceeding. The President or designee will
affirm, modify, or overturn the decision of the Team.
The President or designee’s decision will be final and
notification of the decision will be sent directly from
the Office of the President to the student.

Return to Campus

A student who is suspended from the College as a
result of a threat assessment may be considered for
re-enrollment. A student wishing to be considered for
re-enrollment should contact the Office of the VPSS.
Based on sanction requirements additional documen-
tation may be required, including compliance with any
conditions that may have been set for re-enrollment.

Records Retention

All documentation will be stored in the Office of the
VPSS for a period of seven years at which point the
documentation will be moved to an electronic version
to be retained permanently. In cases where the stu-
dent is found to be in violation of this policy or other
College policies, this information will be considered as
a disciplinary record with the College.

Sexual Misconduct Policy (Title IX)

It is the policy of the Board of Trustees to provide the
campus community with education and training to
increase awareness, prevention and the prompt re-
porting and resolution of all types of sex/gender based
discrimination, harassment and violence in compli-
ance with all applicable federal and state laws and
administrative regulations.

A-B Tech students, employees, and guests/visitors
have the right to be free from all forms of sex/gender
based misconduct, harassment, and discrimination,
examples of which include acts of sexual assault, sex-
ual harassment, domestic violence, dating violence,
and stalking (collectively “Sexual Misconduct”). All
members of the A-B Tech community are expected to
conduct themselves in a manner that does not infringe
upon the rights of others in an illegal or offensive man-
ner. A-B Tech believes in zero tolerance for Sexual
Misconduct. Zero tolerance means that when an al-
legation of Sexual Misconduct is brought to an appro-
priate administrator’s attention, protective and other
interim safety measures will be used to reasonably
ensure that such conduct is stopped, is not repeated,
and the effects on the individual and community are
remedied, including serious sanctions when a respon-
dent is found to have violated this Policy.

Non-Discrimination Statement

The A-B Tech Board of Trustees and administration
are fully committed to encouraging and sustaining a
learning and work environment that is free from pro-
hibited discrimination. The College does not practice
or condone discrimination based on race, color, na-
tional origin, religion, sex, sexual orientation, gender
identity or expression, pregnancy, disability, genetic
information/medical history, age, political affiliation or
veterans’ status in the administration of any of its aca-
demic programs and employment practices.

Inquiries or complaints concerning possible discrimi-
nation based on any of the categories above should be
referred to:

Sexual Misconduct, please contact:

Director of Title IX Compliance, Office of the Vice
President for Student Services

340 Victoria Road, Asheville, NC 28801, (828) 398-7932
All other Student inquiries, contact:

Office of the Vice President for Student Services

340 Victoria Road, Asheville, NC 28801, (828) 398-7484
Employee inquiries, contact:

Office of the Executive Director for Human Resources
340 Victoria Road, Asheville, NC 28801, (828) 398-7113
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Sexual Misconduct Procedure

Introduction

Overview

This procedure applies to any allegation of Sexual
Misconduct made by or against a student, a College
employee or a third party. A-B Tech may take disci-
plinary action to address Sexual Misconduct and will
take appropriate action to investigate and adjudicate
the matter if it impacts the educational environment
of the College. The College’s disciplinary authority,
however, may not extend to third parties who are not
students or employees; or to incidents that occur
outside of College or College sponsored events. This
procedure applies regardless of the sexual orientation
or gender identity of the parties involved.

All report of Sexual Misconduct will be reviewed by
the Director of Title IX Compliance or designee to con-
firm that the alleged conduct can be addressed under
this procedure. If it is determined that the alleged sex-
ual misconduct complies with the standards set forth
by Title IX, the complaint shall be addressed under the
Title IX Sexual Harassment procedure (112.02).

Statements of Prohibition

Prohibition of Sexual Misconduct

The College prohibits Sexual Misconduct and is com-
mitted to a timely and fair resolution. The College
encourages prompt reporting of all types of Sexual
Misconduct. While the College will investigate all re-
ports of Sexual Misconduct, some Sexual Misconduct
can be addressed effectively without full adjudication
and/or without formal disciplinary sanctions against a
Respondent.

Prohibition of Retaliation

Retaliation against any person in connection with a
complaint of Sexual Misconduct is strictly prohibited.
Reports of retaliation will be addressed through this
procedure and/or other applicable College proce-
dures. Retaliation includes, but is not limited to, any
form of intimidation, punitive actions from authority
figure or peers, reprisal (acts of vengeance) or harass-
ment. Retaliation is a serious violation and should be
reported immediately. The College will take appropri-
ate disciplinary action against any employee or stu-
dent found to have retaliated against another.

Prohibition of Providing False Information

Any individual who knowingly files a false report or
complaint, who knowingly provides false informa-

tion to College officials, or who intentionally misleads
College officials involved in the investigation or resolu-
tion of a complaint may be subject to disciplinary ac-
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tion including, but not limited to expulsion or employ-
ment termination. The College recognizes that an alle-
gation made in good faith will not be considered false
when the evidence does not confirm the allegation(s)
of Sexual Misconduct.

Prohibition of Student/Employee Relationships
Employee Relationships: Romantic or sexual relation-
ships between College employees in a direct super-
visor/supervisee relationship are prohibited. This
prohibition shall continue as long as the employees
remain in a direct supervisor/supervisee relationship
or in the chain of supervision. Employees violating
this provision will be subject to disciplinary action up
to and including termination of employment.
Romantic or sexual relationships between College
employees not in a supervisor/supervisee relation-
ship that impairs the College employee’s effectiveness,
disrupts the workplace/learning environment, and/

or impairs the public confidence in the College will be
subject to disciplinary action up to and including ter-
mination of employment.

Employee/Student Relationships: Romantic or sexual
relationships between College employees and students
are prohibited if the employee and the student have an
academic relationship; if the student is still enrolled in
high school; of if the student is under the age of eigh-
teen. Academic relationships include any activities in
which the employee is a direct or indirect supervisor
(e.g., student working in the program or department
such as a work study/student worker or an employee
serving as an advisor for a student club or organiza-
tional activity) or faculty and staff in an instructional
setting for the student (e.g., classroom, lab, or clinical/
practical setting). This prohibition shall continue until
the student or the employee is no longer affiliated with
the College. Employees engaging in inappropriate re-
lationships will be subject to disciplinary action up to
and including termination of employment.

Romantic or sexual relationships between College
employees and students that do not violate the above
provision but otherwise impairs the College employ-
ee’s effectiveness, disrupts the workplace/learning
environment, and/or impairs the public confidence in
the College will be subject to disciplinary action up to
and including termination of employment or expulsion
from the College.

Confidentiality

The College will respect and make every reasonable
effort to preserve the confidentiality of the informa-
tion and identities shared by the parties involved in
a Sexual Misconduct matter. College administrators
will, however, share information regarding an alleged
Sexual Misconduct, as appropriate and necessary, in
order to address and resolve the allegation, prevent
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the recurrence of similar Sexual Misconduct and ad-
dress the effects of the Sexual Misconduct.

All full-time and part-time regular employees and
curriculum adjunct faculty members are considered
Responsible Employees and have a duty to report to
the Director of Title IX Compliance (for student mat-
ters) or the Executive Director for Human Resources
(for employee matters) unless the employee is an A-B
Tech professional counselor.

Reporting Options

Reporting to Local Law Enforcement

Individuals may report Sexual Misconduct directly

to local law enforcement agencies by dialing 911.
Individuals who make a criminal allegation may also
choose to pursue College disciplinary action simulta-
neously. A criminal investigation into the matter does
not release the College from its obligation to conduct
its own investigation (nor is a criminal investigation
determinative of whether Sexual Misconduct, for pur-
poses of this procedure, has occurred). However, the
College’s investigation may be delayed temporarily
while the criminal investigators are gathering evi-
dence. In the event of such a delay, the College must
take interim measures when necessary to protect the
alleged Complainant and/or the College community.
Individuals may choose not to report alleged Sexual
Misconduct to law enforcement authorities. The
College respects and supports individuals’ decisions
regarding reporting; nevertheless, the College may
notify appropriate law enforcement authorities if re-
quired or warranted by the nature of the allegations.

Reporting to College Officials
For incidents between students and employees, the
Director of Title IX Compliance will work in partner-
ship with the Executive Director for Human Resources
or designee to investigate and resolve the allegation.
Director of Title IX Compliance - A-B Tech’s Director of
Title IX Compliance oversees compliance with all as-
pects of the Sexual Misconduct policy. Anyone wish-
ing to make a report relating to Sexual Misconduct
may do so by reporting the concern to the College’s
Director of Title IX Compliance.

Michele Hathcock

Director of Title IX Compliance

Office of the Vice President for Student Services

Asheville Campus

828-398-7932

michelechathcock@abtech.edu

Online reporting:
To submit an online report, please visit www.abtech.
edu/incidentreport

Executive Director, Human Resources - Incidents solely
between employees may be referred directly to the

Human Resources Office.
Executive Director, Human Resources
Asheville Campus
828-398-7178

A-B Tech Police - The A-B Tech Police Department is
located across from the parking deck in the Mission
Health/A-B Tech Conference Center on the main
Asheville campus and can be reached by phone at
(828) 398-7125. A-B Tech Police Officers are available
24-hours a day, 7-days a week. To reach the on-duty
officer, please call (828) 279-3166.

Anonymous Reporting - Individuals may also file
anonymous reports by completing the Incident Report
Form. It may be very difficult for the College to take
action on anonymous reports since supporting infor-
mation may be limited. Anonymous reports may be
used for statistical reporting purposes.

Reporting Timeframe

An allegation of Sexual Misconduct may be filed at any
time, regardless of the length of time between the al-
leged Sexual Misconduct and the decision to file the
complaint. The College strongly encourages individu-
als to file complaints promptly in order to preserve
evidence for potential disciplinary or legal proceed-
ings. A delay in filing a complaint may hinder the
College’s investigation.

Limited Immunity

The College community encourages the reporting

of misconduct and crimes by Complainants and wit-
nesses. Sometimes, Complainants or witnesses are
hesitant to report to College officials or participate

in resolution processes because they fear that they
themselves may be accused of policy violations, such
as underage drinking at the time of the incident. It

is in the best interest of this College that as many
Complainants as possible choose to report to College
officials, and that witnesses come forward to share
what they know. To encourage reporting, the College
offers Sexual Misconduct Complainants and witnesses
amnesty from minor policy violations.

State and Federal Reporting Obligations

A-B Tech follows all state laws regarding mandatory
reporting of child abuse to appropriate state officials.
Additionally, Campus Security Authorities have a
duty to report sexual assault, domestic violence, dat-
ing violence and stalking to the Director of Title IX
Compliance for federal statistical reporting purposes
(Clery Act). All personally identifiable information is
kept confidential, but statistical information must be
shared with campus law enforcement. The informa-
tion to be shared includes the date, the location of
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the incident (using Clery location categories) and the
Clery crime category. This reporting protects the
identity of the Complainant and may be done anony-
mously. The Annual Security Report helps to provide
the community with a clear picture of the extent and
nature of campus crime in order to build community
safety and awareness. To see a copy of the report,
you may go to the College website under Consumer
Information.

Investigation Process

Standard of Evidence

The College uses the preponderance of the evidence
as the standard for proof of whether a violation oc-
curred. In the student hearing and employee griev-
ance process, legal terms like “guilt, “innocence” and
“burden of proof” are not applicable. Student and
employee hearings are conducted to take into account
the totality of all evidence available from all relevant
sources. The College will find the Respondent either
“responsible” or “not responsible” for violating this
procedure.

Advocates

The Complainant and the Respondent are allowed to
be accompanied by an advocate. The role of the ad-
vocate is to provide support solely to the Complainant
or Respondent and not to speak on behalf of either
party unless invited to do so by the Presiding Officer.
If the Complainant or the Respondent chooses to have
an advocate, the name must be provided as well as
the role/relationship of the advocate to the Presiding
Officer at least three College business days prior to
the initial meeting or hearing date.

Interim Measure

If at any point the Vice President for Student Services,

Director of Title IX Compliance, or designee deems

it necessary to implement interim measures for the

protection of any member of the College community,

actions may be taken including but not limited to the
following:

e Temporarily suspend the Respondent for up to
ten College business days and move the matter to
a hearing;

e Change the Respondent’s and/or Complainant’s
class schedule;

e Take such steps as are reasonable, appropriate
and necessary to restrict the Respondent’s move-
ment on campus.

e For employees, the President may take the follow-
ing actions including but not limited to:

e Take such steps as are reasonable, appropriate
and necessary to restrict the Respondent’s move-
ment on campus;
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e Place Respondent on temporary paid administra-
tive leave or reassign the Respondent to other
duties.

Interim measures shall only be used when necessary

to protect health and safety and, when interim mea-

sures are implemented, every effort will be made to
expedite the process.

Determination of Investigator and Resolution
Process

This procedure applies to students and employees

as either the Complainant or the Respondent. The
administrator receiving the incident report will de-
termine if the case should be handled by the Director
of Title IX Compliance (student/student cases) or the
Human Resources representative (employee/employee
cases). For incidents involving students and employ-
ees, the College will utilize the process for both the
student investigation and the employee investigation
sections as applicable.

Investigations

When an individual brings forward an allegation of
Sexual Misconduct, the individual is referred to as the
Complainant. The individual named in the allegation
is referred to as the Respondent. The investigation
will follow the process below.

Administrative Conference

Complainants

As soon as is practical, the Director of Title IX

Compliance or designee will contact the Complainant

to schedule an administrative conference. During

these initial meetings, the Director of Title IX

Compliance will:

e  Work with Complainant to stop and remedy the
impact of the current situation.

e Implement safety measures as necessary.

e (Conduct an initial investigation to retrieve all
relevant facts related to the alleged Sexual
Misconduct. During this initial meeting, the
Director of Title IX Compliance or designee will ex-
plain how the investigation will move forward.

Respondents

Prior to the administrative conference with the
Respondent, the Director of Title IX Compliance or
designee will notify the Respondent of the allegations.
As soon as is practical and after the administrative
conference with the Complainant, the Director of Title
IX Compliance or designee will contact the alleged
Respondent to schedule a meeting. At this meeting,
the Director of Title IX Compliance will, as applicable:
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e Discuss with any initial interim measures that
were implemented as a result of the alleged Sexual
Misconduct.

e  Work with Respondent to ensure that alleged
actions of Sexual Misconduct are immediately
stopped and prevent future reoccurrence.

e (Conduct an initial investigation to retrieve all
relevant facts related to the alleged Sexual
Misconduct. During this initial meeting, the
Director of Title IX Compliance or designee will ex-
plain how the investigation will move forward.

Recommendations and Hearing

After the investigation is complete, the Director of
Title IX Compliance or designee will put forward a rec-
ommendation of finding and sanction(s) to both the
Complainant and Respondent. The Director of Title

IX Compliance or designee may also include possible
violations of other College policies that contributed to,
arose from, or are otherwise related to alleged viola-
tions of this policy and procedure in the scope of an
investigation.

If the recommendation is accepted by both parties
involved, the recommendation and sanction(s) will be-
come effective and both parties forgo the option of a
formal hearing. The Director of Title IX Compliance or
designee will submit to each party a final outcome let-
ter that will include, but not limited to, the following:

e Determination if the Respondent is responsible,
not responsible, or if the decision is deemed in-
conclusive, or shared responsibly for violating
this or other applicable College polices.

e  Sanction, if appropriate.

¢  Monitoring of academic schedules or work-place
schedule as needed

e  Short-term College counseling services available
to each party.

If the recommendations of the Director of Title IX
Compliance or designee are not accepted by either the
Complainant or the Respondent, the case will move

to a formal hearing. The Vice President for Student

Services or a designee will preside over the hearing as

the Presiding Officer. If either party is an employee,

the Executive Director for Human Resources, and

the Vice President for Student Services shall preside

jointly over the hearing. The process for the hearing

is outlined below:

e Prior to the hearing, the Complainant and the
Respondent have the right to review all evidence,
including written statements by the Respondent,
the Complainant, or witnesses.

e  Written notice including the date, time, and loca-
tion of the hearing will be sent to all parties. If
the respondent is not able to attend, reasonable
modifications to the date will be made. However,
if the respondent does not show for the scheduled

hearing, the hearing will proceed as planned utiliz-
ing the evidence available.

e At the hearing, all pertinent parties have a right to
speak and be questioned by the Presiding Officer.
Cross-examination takes place in a modified for-
mat. Each party has the right to pose questions
to the other party through the Presiding Officer.
Each phase of the hearing will be heard by both
parties in separate rooms by use of a speaker
phone or through the use of virtual meeting soft-
ware.

e The Complainant and the Respondent are al-
lowed to be accompanied by an advocate. The
role of the advocate is to provide support to the
Complainant or Respondent and not to speak on
behalf of either party unless invited to do so by
the Presiding Officer. If the Complainant or the
Respondent chooses to have an advocate, the
name must be provided as well as the role of the
advocate to the Presiding Officer at least three
College business days prior to the hearing date.

e Both parties have a right to a written notice of the
hearing outcome.

Sanctioning

The following sanctions may be imposed for those

who have violated the Sexual Misconduct Policy or

other applicable College policies:

Student Sanctions:

e  Verbal or Written Warning

e Probation

e  Administrative withdrawal from an Academic
Program or course without refund

e Required Counseling

e No Contact Directive

e Suspension from the College without refund

e Recommendation for Expulsion with automatic
appeal to the President

e  Other consequences deemed appropriate

Employee Sanctions:

e  Verbal or Written Warning

e Performance Improvement Plan

e Required Counseling

e Required Training or Education

e Recommendation of Demotion (Automatic appeal
to the President)

e Recommendation to Suspend with or without Pay
(Automatic appeal to the President)

e Recommendation for termination (Automatic ap-
peal to the President)

e Other consequences deemed appropriate to the
specific violation

Appeal Process

The Complainant or Respondent has a right to a final
appeal to the President:

a. Upon receipt of the hearing outcome, both parties

have five College business days to submit a notice
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requesting an appeal. For students, this notice
must be submitted in writing to the Office of the
Vice President for Student Services. For employ-
ees, this notice must be submitted in writing to
the Office of the Executive Director for Human
Resources.

b. If an appeal is requested, both parties will be noti-
fied.

c. The President will conduct a document review
which does not include a new hearing but shall
consist of evidence presented at the hearing along
with a recording of the proceeding.

d. The President will affirm, modify, or overturn the
decision and/or sanctioning. The President’s deci-
sion will be final, and notification of the decision
will be sent directly from the President’s office to
each party.

Records Retention

Students - All documentation will be stored in the Vice
President for Student Services’ office for a period of
seven years at which point the documentation will

be moved to an electronic version to be retained per-
manently. In cases where the Respondent is found
responsible for violating the Sexual Misconduct Policy,
this information will be considered as a disciplinary
record with the College.

Employees — Personnel files are retained for 30 years.
If the action taken is informal counseling, this does
not become part of the permanent record. Civil Rights
files must be maintained for a minimum of two years.
Pursuant to Board Policy 112, this procedure must be
followed when dealing with sexual misconduct.

Title IX Sexual Harassment

Introduction

Overview

The College strives to make its campuses and sites
inclusive and a safe and welcoming learning envi-
ronment for all members of the College community.
Pursuant to multiple federal and state laws and admin-
istrative regulations and pursuant to College policy,
the College prohibits discrimination in its education
programs and activities based on sex. This procedure
applies to allegations of Title IX Sexual Harassment
made by or against a student, a College employee or

a third party. The College’s disciplinary authority,
however, may not extend to third parties who are not
students or employees. A-B Tech may take disciplin-
ary action to address Title IX violations and will take
appropriate action to investigate and adjudicate the
matter if it impacts the educational environment of the
College.
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Title IX

Note: Title IX will be updated this academic year. Refer
to the online version of the Catalog for the most recent
policy.

Title IX is a comprehensive federal law that prohibits
discrimination on the basis of sex in any federally
funded education program or activity. Under Title IX,
discrimination on the basis of sex includes quid pro
quo harassment; sexual harassment; and sexual as-
sault, stalking, dating or domestic violence (collective-
ly referred to as “sexual harassment”). The College’s
Director of Title IX Compliance has oversight respon-
sibility for handling sexual harassment complaints
and for identifying and addressing any patterns and/or
systemic problems involving sexual discrimination or
harassment.

All allegations involving sexual harassment should

be directed to the Director of Title IX Compliance or
designee. In the case of conduct solely between em-
ployees, reports should be directed to the Executive
Director for Human Resources or designee. For
other complaints of discrimination and harassment
not related to sexual harassment, refer to the Non-
Discrimination and Harassment procedure.

Scope and Applicability of Title IX

Title IX regulations apply to College students and
applicants for admission into the College; College
employees and applicants for employment; College
sanctioned student organizations; and third par-

ties participating in a College education program or
activity. Title IX applies to conduct that occurs in a
College education program or activity located within
the United States and of which the College has actual
knowledge.

Reporting Options

Reporting to Local Law Enforcement

Individuals may report sexual harassment directly

to local law enforcement agencies by dialing 911.
Individuals who make a criminal allegation may also
choose to pursue College disciplinary action simulta-
neously. A criminal investigation into the matter does
not release the College from its obligation to conduct
its own investigation (nor is a criminal investigation
determinative of whether sexual harassment has oc-
curred). However, the College’s investigation may be
delayed temporarily while the criminal investigators
are gathering evidence. In the event of such a delay,
the College must take interim measures when neces-
sary to protect the alleged Complainant and/or the
College community.

Individuals may choose not to report alleged sexual
harassment to law enforcement authorities. The
College respects and supports individuals’ decisions
regarding reporting; nevertheless, the College may no-
tify appropriate law enforcement authorities if legally
required or warranted by the nature of the allegations.
Reporting to College Officials
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Director of Title IX Compliance - Anyone wishing to
make a report relating to sexual harassment may do
so by reporting the concern to the Director of Title IX
Compliance in person, by mail, by telephone, by email,
or by any other means that results in the Director of
Title IX Compliance receiving the person’s verbal or
written report of alleged harassment.

Michele Hathcock

Director of Title IX Compliance

Office of the Vice President for Student Services

Asheville Campus

828-398-7932

michelechathcock@abtech.edu
Online reporting at: www.abtech.edu/about/title-ix-
sexual-discrimination-and-harassment-legislation.

Vice President, Human Resources - Incidents solely
between employees may be referred directly to the
Human Resources Office who will work with the
Director of Title IX Compliance.

Executive Director, Human Resources

Asheville Campus

828-398-7178

A-B Tech Police - The A-B Tech Police Department is
located across from the parking deck in the Mission
Health/A-B Tech Conference Center on the Asheville
campus and can be reached by phone at (828) 398-
7125. A-B Tech Police Officers are available 24-hours a
day, seven days a week. To reach the on-duty officer,
please call (828) 279-3166.

Responsible Employees - All full-time and part-time
regular employees and curriculum adjunct faculty
are considered Responsible Employees and have a
duty to forward complaints to the Director of Title IX
Compliance.

Providing False Information

Any individual who knowingly files a false report or
complaint, who knowingly provides false information
to College officials, or who knowingly misleads College
officials involved in the investigation or resolution

of a complaint may be subject to disciplinary action
including, but not limited to expulsion or employment
termination. The College recognizes a determination
regarding responsibility alone is not sufficient to con-
clude a false report or complaint was made.

Limited Immunity

The College community encourages the reporting of
misconduct and crimes. Sometimes, Complainants or
witnesses are hesitant to report to College officials or
participate in resolution processes because they fear
that they themselves may be accused of various policy
violations. It is in the best interest of this College that
as many Complainants as possible choose to report

to College officials, and that witnesses come forward

to share what they know. To encourage reporting, the
College offers Complainants and witnesses amnesty
from minor policy violations.

Grievance Process

Use of this grievance process applies to reports al-
leging sexual harassment carried out by employees,
students, or third parties. When an individual brings
forward an allegation of sexual harassment, the in-
dividual is referred to as the Complainant. The indi-
vidual named in the allegation is referred to as the
Respondent. All reports of harassment are taken seri-
ously. At the same time, those accused of harassment
are presumed “not responsible” throughout this griev-
ance process.

Initial College Response and Assessment

After receiving a report of sexual harassment, the

Director of Title IX Compliance or designee takes im-

mediate and appropriate steps to:

1. Communicate with the individual who reported
the alleged conduct;

2. Implement supportive measures to eliminate and
prevent the recurrence of sexual harassment,
deter retaliation, remedy the effects of sex mis-
conduct, and provide due process rights during a
College investigation;

3. Provide the individual with a copy of this proce-
dure; and

4. Determine whether the alleged conduct, as de-
scribed by the reporting party, falls within the
scope of this policy and if so, initiate the investi-
gation and resolution steps outlined below.

5. The Director of Title IX Compliance may delegate
the authority to take some or all of these steps to
other trained College officials.

The Director of Title IX Compliance or designee will
take the following action based on the initial assess-
ment:

1. The Director of Title IX Compliance must admin-
istratively close a report or complaint of sexual
harassment if after an initial assessment:

a. The allegations as stated do not constitute a
violation of this Policy and Procedure under
Title IX, even if proven; or

b. The alleged sexual harassment did not occur
in the College’s education program or activity
or did not occur in the United States.

c. The Director of Title IX Compliance will notify
the parties if a report or complaint of sexual
harassment is closed, including the reason(s)
for closure, and direct the parties to the ap-
propriate College office or department to re-
solve the report or complaint. All parties may
appeal the Director of Title IX Compliance
dismissal of a Formal Complaint by using the

appeal procedures. Catalog 2024-2025
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2. The Director of Title IX Compliance or designee
may administratively close a report or complaint
of sexual harassment if:

a. The Complainant, at any time, requests with-
drawal of the report or complaint;

b. The Respondent is no longer enrolled or em-
ployed by the College; or

c. The College is prevented from gathering evi-
dence sufficient to reach a determination of
responsibility.

d. The Director of Title IX Compliance will notify
the parties if a report or complaint of sexual
harassment is closed, including the reason(s)
for closure, and direct the parties to the ap-
propriate College office or department to re-
solve the report or complaint. All parties may
appeal the Director of Title IX Compliance’s
dismissal of a Formal Complaint by using the
appeal procedures.

Regardless of when alleged sexual harassment is

reported, a Complainant must be participating in or

attempting to participate in the College’s education
program or activity for a Formal Complaint to be filed.

Informal Resolution

Any party may request the College facilitate an infor-

mal resolution to a sexual harassment complaint at

any time after the filing of a Formal Complaint. The

Director of Title IX Compliance may also offer the par-

ties the opportunity for informal resolution.

1. Upon request for informal resolution, the Director
of Title IX Compliance determines whether infor-
mal resolution is appropriate based on the facts
and circumstances of the case. The Director of
Title IX Compliance ensures that any proposed in-
formal resolution is consistent with the College’s
obligations to prevent and redress sexual harass-
ment.

2. A student’s allegations of sexual harassment
against a College employee are not eligible for in-
formal resolution.

3. The Director of Title IX Compliance provides the
parties with written notice of proceeding with an
informal resolution, including the allegations of
sexual harassment, the requirements of the infor-
mal resolution process, and potential outcomes
resulting from participating in the informal resolu-
tion process.

4. Informal resolution is voluntary. The Complainant
and Respondent must provide written consent for
informal resolution to take place. Any party has a
right to end the informal resolution process at any
time prior to agreeing to a resolution outcome and
begin or continue the formal investigation and
hearing process.
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5. Informal resolution concludes the matter only
when all parties have signed a written agreement
that confirms resolution of the allegations. The
resolution agreement must include a waiver of the
parties’ right to have a formal hearing on the alle-
gations that have been informally resolved.

6. Parties are prohibited from revoking or appealing
a resolution agreement. Should the Respondent
violate the terms of an informal resolution agree-
ment, such violation will subject the Respondent
to a formal investigation and hearing.

7. If aresolution agreement is not reached, the
College will continue with a formal investigation
and hearing.

Formal Title IX Investigation

The goal of a formal investigation is to reach a deter-

mination as to whether a Respondent has violated one

or more College policies prohibiting sexual harass-
ment and if so, remedy the effects of a violation. The

Director of Title IX Compliance may include possible

violations of other College policies that contributed to,

arose from, or are otherwise related to alleged viola-
tions of this Policy and Procedure in the scope of an
investigation.

1. The Director of Title IX Compliance gives writ-
ten notice to the Complainant and Respondent
of the investigation, providing sufficient details
to allow the parties to respond and prepare for
initial interviews, including the identity of the
parties involved (if known), the conduct alleged
to be sexual harassment, the date and location of
alleged incidents (if known), a statement that the
Respondent is presumed not responsible and a
determination of responsibility is made at the con-
clusion of the process, information regarding the
parties’ right to an advisor and the right to review
evidence, and notice that the College prohibits
knowingly making false statements or submitting
false information during the grievance process.

2. Parties to an investigation can expect a prompt,
thorough, and equitable investigation of com-
plaints, including the opportunity for parties to
ask questions, present witnesses and provide in-
formation regarding the allegations.

3. Parties and witnesses should cooperate in the in-
vestigation process to the extent required by law
and this policy.

4. The standard of proof used in investigations is the
preponderance of the evidence standard. It is the
College’s responsibility to establish the standard
of proof and gather evidence during investiga-
tions.

5. The College aims to bring all investigations to a
resolution within a reasonably prompt timeframe
from the date the Director of Title IX Compliance
determines a formal investigation will commence.
Extensions of timeframe for good cause are al-
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lowed, so long as written notice and the reason
for the delay is provided to the parties. Good
cause includes:

a.

b.

IL.

The complexity and/or number of the allega-
tions;

The severity and extent of the alleged miscon-
duct;

The availability of the parties, witnesses, and
evidence;

A request by a party to delay an investigation;
The effect of a concurrent criminal investiga-
tion or proceeding;

Intervening holidays, College breaks, or other
closures;

Good faith efforts to reach a resolution; or
Other unforeseen circumstances.

Investigations typically include interviews

with the Complainant, the Respondent, and

any witnesses, and the objective evalua-
tion of any physical, documentary, or other
evidence as appropriate and available. The

College will give the Complainant and the

Respondent written notice of any interview,

meeting, or hearing.

The College may suspend or place on ad-

ministrative leave a student or employee,

pending the completion of an investiga-
tion and resolution, when the College de-
termines the person poses an immediate
threat to the physical health or safety of
any member(s) of the College community.

Additional interim measures may include

restricting the movements of a student

or employee on campus, altering class or

work locations, or schedules.

a. The Director of Title IX Compliance
may recommend to the appropriate
College official to implement or stay
an interim suspension of a student or
employee and the conditions and du-
ration of such suspension or leave.

b. In all cases in which an interim sus-
pension or administrative leave is im-
posed, the student or employee shall
be given notice and an opportunity to
challenge the removal decision imme-
diately following the removal.

c. Violation of an interim suspension
under this Procedure is grounds for
expulsion or termination.

e Interviews conducted as part of an
investigation under this Procedure
may be recorded by the College.
Recordings not authorized by the
College are prohibited.

e The Complainant and Respondent
have the right to be accompanied

by an advisor of their choosing dur-
ing all stages of an investigation. A
party may elect to change advisors
during the process. All advisors are
subject to the same rules:
During the investigation, the advi-
sor’s role is limited to providing
advice, guidance, and support to
the Complainant or Respondent.
An advisor is not permitted to act
as a participant or advocate during
the investigative process.
Advisors are expected to maintain
the privacy of the records shared
with them.
Advisors are expected to refrain
from interfering with investiga-
tions.
Any advisor who oversteps their
role or interferes during an inves-
tigation process will be warned
once. If the advisor continues
to disrupt or otherwise fails to
respect the limits of the advisor
role, the advisor will be asked
to leave. The Director of Title IX
Compliance determines whether
the advisor may return or should
be replaced by a different advisor.
Prior to finalizing a report, the in-
vestigator provides all parties an
equal opportunity to review any
evidence obtained as part of the
investigation that is directly related
to the allegations raised in the
Formal Complaint, including evi-
dence upon which the College does
not intend to rely. The Complainant
and Respondent may submit a writ-
ten response to the evidence within
ten (10) days after receipt of the
evidence.
Responses must be submitted to
the investigator via email, mail, or
hand delivery by 5:00 p.m. eastern
standard time on the date respons-
es are due. Responses may not
exceed 10 double-spaced pages on
8.5 x 11 paper with one-inch mar-
gins and 12-point font.
The investigator considers any re-
sponses received from the parties
and conducts any further investi-
gation necessary or appropriate.

Following an investigation and at least 10 days
prior to a grievance hearing, the investigator
submits an investigative report to the parties that
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fairly summarizes relevant evidence. The report
includes a summary of the allegations; a summary
of the response; a summary of the investigative
steps taken to verify the allegations and response;
and a summary of the evidence relevant to a de-
termination of responsibility.

Grievance Hearings

At least 10 days after the issuance of an investigation
report, the College must hold a live hearing in front

of a presiding officer to determine responsibility of

a Respondent. The presiding officer may not be the
Director of Title IX Compliance or the investigator. A
“live hearing” means either in person or virtually. The
following hearing rules apply:

1.

All parties must be able to see and hear the ques-

tioning of parties and witnesses.

Any party may request a virtual hearing. If re-

quested, the College will provide a virtual hearing.

All parties have an equal opportunity to present

witnesses, including fact and expert witnesses.

The parties’ advisors are permitted to cross-exam-

ine the parties and any witnesses.

a. The parties are prohibited from directly
conducting cross-examination. Cross-
examination must be conducted by a party’s
advisor.

b. The presiding officer determines whether
questions asked during cross-examination
are relevant to the determination of respon-
sibility. If the presiding officer disallows a
question, they will explain the basis for their
decision at the hearing. Parties and advisors
may not challenge a presiding officer’s deter-
mination during the hearing.

c. Evidence or questions that inquire about
the Complainant’s sexual predisposition
or prior sexual history are prohibited un-
less such questions and evidence are of-
fered to prove that someone other than the
Respondent committed the conduct alleged
by the Complainant, or if the questions and
evidence concern specific incidents of the
Complainant’s prior sexual behavior with
respect to the Respondent and are offered to
prove consent.

d. The presiding officer may not consider state-
ments of individuals who do not submit to
cross-examination in reaching a determina-
tion of responsibility.

e. Records with a legally recognized privilege,
such as medical treatment records, may not
be used unless the individual or entity who
holds the privilege waives the privilege. Any
waiver must be written and made in advance
of a hearing.
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f. If a party does not have an advisor, the
College will provide an advisor at no cost to
the party. The advisor may, or may not, be an
attorney.

g. Other standard Rules of Evidence do not
apply in grievance hearings under these
Procedures.

The College will provide either an audio record-

ing, audiovisual recording, or transcript of the

hearing to all parties.

The presiding officer evaluates all relevant evi-

dence and reaches a determination regarding re-

sponsibility. The presiding officer issues their fi-
nal written determination to all parties within ten

(10) days of the hearing. The final written deter-

mination includes a summary of the allegations; a

description of the procedural steps taken by the

College to investigate and reach a determination

of responsibility; findings of fact supporting the

determination; conclusions regarding the applica-
tion of College policies to the facts; a statement of
and rationale for the result as to each allegation,
including a determination of responsibility; any
disciplinary sanctions the College recommends or
imposes; whether remedies designed to restore or
preserve equal access to an education program or
activity will be provided to the Complainant; and
the College’s appeal procedures.

The following sanctions may be imposed for those

who have violated these procedures:

Student Sanctions:

a. Verbal or Written Warning

b. Probation

c. Administrative withdrawal from a course
without refund

Required Counseling

No Contact Directive

Suspension

Recommendation of Expulsion

Other consequences deemed appropriate

Swmomoea

Employees Sanctions:

Verbal or Written Warning

Performance Improvement Plan

Required Counseling

Required Training or Education
Recommendation of Demotion
Recommendation to Suspend with or without
Pay

g. Recommendation of Termination

h. Other consequences deemed appropriate

If the presiding officer recommends the
Respondent be expelled, suspended, demoted, or
terminated, during the time in which either party
has to appeal, the Respondent shall remain on
suspension or administrative leave unless other-
wise determined by the presiding officer. If the
presiding officer is required to make a recommen-
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dation for student expulsion or employee suspen-
sion, demotion or termination, such recommen-
dation will be made to the appropriate College
official after the time for appeal has expired.

Appeals

After the presiding officer submits their determination

of responsibility to the Complainant and Respondent,

all parties are given an equal opportunity to appeal

the determination. Appeals may be based only on

these grounds:

1. Procedural irregularity that affected the outcome;

2. New evidence that was not reasonably available at
the time of the hearing that could affect the out-
come; and/or

3. The Director of Title IX Compliance or designee,
investigator, or presiding officer had a bias or con-
flict of interest that affected the outcome.

Parties must submit any appeal to the President of the

College by 5:00 p.m. eastern standard time via email

or mail, within ten (10) days of receiving the presid-

ing officer’s written determination of responsibility.

The appeals request may not exceed ten (10) double-

spaced pages on 8.5 x 11 paper with one-inch margins

and 12-point font.

The College notifies all parties when an appeal is filed
and provides all parties a copy of the appeal and a
chance to submit a written statement supporting or
challenging the outcome. Parties must submit written
statements supporting or challenging the outcome

to the President of the College by 5:00 p.m. eastern
standard time via email or mail, within two (2) days of
receiving a copy of an appeal.

The President shall conduct a review of the record, in-
cluding the appeal(s) received, any written statements
supporting or challenging the outcome, the investiga-
tion report, the presiding officer’s written determina-
tion of responsibility, and any accompanying evidence
prior to issuing a written decision to the Complainant
and Respondent that describes the result of the appeal
and the rationale for the result.

The President’s written decision is final.

Protection Against Retaliation

Retaliation against any person in connection with a
complaint of sexual harassment is strictly prohibited.
Reports of retaliation will be addressed through this
procedure and/or other applicable College proce-
dures. The College will not in any way retaliate against
an individual for the purpose of interfering with any
right or privilege secured by Title IX or because the
individual has made a report or complaint, testified,
assisted, participated, or refused to participate in any
manner in an investigation, proceeding, or hearing un-
der these procedures.

Retaliation is a violation of College policy regardless
of whether the underlying allegations are ultimately
found to have merit. Reports of retaliation are treated
separately from reports or complaints of misconduct
and will be addressed through this procedure and/or
other applicable College procedures.

Suspending Procedures

In cases of emergency or serious misconduct, the
College reserves the right to suspend this process
and may enact appropriate action for the welfare and
safety of the College community.

FERPA (Family Educational Rights and Privacy

Act)

A student’s personally identifiable information found

in a student’s education records will be shared only

with College employees who need to know to assist

with the College’s response to misconduct. A stu-

dent’s personally identifiable information found in a

student’s education records will not be disclosed to

third parties unaffiliated with the College unless:

1. The student gives consent;

2. The College must respond to a lawfully issued
subpoena or court order; or

3. The College is otherwise required by law to dis-
close.

Student and Employee Education and Annual
Training

The College will provide education to students and
employees on an annual basis related to misconduct,
consent, sexual harassment, risk reduction, and by-
stander interventions. College officials involved in
the Title IX investigations and resolution process shall
receive annual training.

Each fall, students and employees will receive an
electronic copy of these procedures included in the
Annual Security Report (Clery Act), sent to their
College email address. These procedures will be main-
tained online on the College’s website and a hard copy
will be available upon request to the Director of Title
IX Compliance.

Records Retention

Students - All documentation will be stored in the Vice
President for Student Services’ office for a period of
seven years at which point the documentation will

be moved to an electronic version to be retained per-
manently. In cases where the Respondent is found
responsible for violating the Sexual Misconduct Policy,
this information will be considered as a disciplinary
record with the College.
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Employees — Personnel files are retained for 30 years.
If the action taken is informal counseling, this does not
become part of the permanent record.

Pursuant to Board Policy 112, this procedure must be
followed when dealing with Title IX sexual harassment
based sexual misconduct.

Drug and Alcohol Policy

A-B Tech is committed to providing a drug-free
learning and working environment. From a safety
perspective, the use of drugs or alcohol may impair
the well-being of students, employees, and visitors,
interfere with the College’s educational environment,
and result in damage to College property. Therefore, it
is the College’s policy that the unlawful manufacture,
distribution, dispensation, possession, or use of
Alcohol, illegal or unauthorized Controlled Substances
or Impairing Substances are prohibited at any College
Location by College students and employees.

A-B Tech complies with the Drug Free Workplace Act
and the Drug Free Schools and Campuses Act (DFSCA)
and applicable Department of Education requirements
by instituting the following practices:

1. The College will conduct an annual review of
the effectiveness of the Drug and Alcohol Abuse
Prevention Program (DAAPP). This activity
will be the responsibility of the Vice President
for Student Services, Vice President of Human
Resources or designee. The review will be
completed by June 30 of each year so that this
information may be used to revise the DAAPP for
optimum effectiveness.

2. Annual review information will be compiled to
produce a biennial review as required by the
Department of Education and the DFSCA.

Students

1. No student shall distribute, dispense, possess,
use or be under the influence of Alcohol, illegal or
unauthorized Controlled Substance or Impairing
Substance at a College Location at any time. The
exceptions to this general rule are:

a. Consumption and possession of alcohol is
permitted for authorized viticulture/enology
courses and brewing, distillation, and
fermentation courses.

b. Consumption and possession of alcohol is
permitted for the purpose of conducting
scientific, chemical, pharmaceutical,
mechanical, industrial, and educational
research so long as directed or supervised by
an instructor.

c. Consumption and possession of alcohol is
permitted as part of a culinary class pursuant
to an established curriculum.
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A student’s legal use of prescribed or over-the-
counter drugs is not a violation of policy only if
such use does not endanger the student or others
and it does not interfere with student learning

or participation in student-related activities.
Students shall be held strictly accountable for
their behavior while under the influence of
prescribed drugs or over-the-counter drugs.

Any student who manufacturers, possesses, uses,
sells, gives, or in any way transfers a Controlled
Substance or Impairing Substance while at a
College Location will be subject to disciplinary
action up to and including expulsion and referral
for prosecution, and possible legal sanctions.

A-B Tech hosts an Addition, Recovery, and Coping
(ARC) program for students during the spring
semester. This program is open to all students,
but may be required for students in violation of
this policy as a first level disciplinary sanction.
Additional educational materials, programs, and
other resources are available through both our
Student Life and Support Services departments.

Instructors have the discretion to determine
whether a student may be under the influence

of drugs or alcohol. If the instructor suspects a
student is under the influence of drugs or alcohol,
he or she has the authority to contact A-B Tech
Police to remove the student from the classroom.
Instructors must notify the Vice President for
Student Services or designee of this alleged
violation of Code of Student Conduct as soon as
possible.

A-B Tech complies with applicable Department of
Education requirements by taking the following
steps, as they apply to students:

a. Prepares the College’s Drug and Alcohol
Abuse Prevention Program (DAAPP) for
annual distribution to all currently enrolled
students.

b. Publishes the Drug and Alcohol Policy and
Procedures on the website and establishes an
annual email notification to students with a
link to the online documents.

c. Incorporates information about drug and
alcohol Policy and Procedures in New Student
Orientation.

d. Reserves the right to search the student,
vehicle, and/or personal property of student
when on College property or other location
where instruction occurs, consistent with
applicable law.

A student who violates the terms of this

policy will be subject to disciplinary action in
accordance with the Code of Student Conduct
and Student Due Process policies and procedures.
The Vice President for Student Services or
designee may require any student who violates
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the terms of this policy to satisfactorily
participate in a drug abuse awareness program
or other sanctions as listed below. For more
severe infractions, the student may be required
to complete an off-campus drug or alcohol
abuse rehabilitation program sponsored by an
approved private or governmental institution as
a precondition of continued enrollment at the
College. The following sanction options may
include, but are not limited to, the following:

a. Determination of disciplinary Warning,
Probation, or Suspension.

b. Complete a drug and alcohol use assessment
in order to identify the student’s current level
of use and to identify appropriate service
recommendations.

c. Required to attend one or more collegiate
recovery group and/or a community recovery
event.

d. Mandatory counseling focusing on drug or
alcohol abuse.

e. Referral for offsite formal clinical assessment
and treatment.

Employees

A-B Tech complies with the Drug Free Workplace Act
and applicable Department of Education requirements
by taking the following steps, as they apply to
employees:

1. Prepares the College’s Drug and Alcohol
Abuse Prevention Program (DAAPP) for annual
distribution to all employees.

2. Publishes the Drug and Alcohol Policy and
Procedures on the employee Portal page and
established an annual email notification with a
link to the online documents.

3. Incorporates information about the Drug and
Alcohol policy and procedures in New Employee
Orientation.

4. Offers an Employee Assistance Program (EAP),
which includes drug and alcohol information,
short-term counseling, and referrals.

5. Notifies employees of their obligation to inform
the Human Resources Department of any
conviction of a criminal drug violation in the
workplace (see below).

6. Maintains a process for notifying the contracting
or granting agency within ten days of receiving
notice that a covered employee has been
convicted of a criminal drug violation that
occurred while on the College’s premises or while
participating in a work-related activity. Conducts
a thorough and timely assessment regarding
internal consequences for such conviction.

7. Reserves the right to search the person, vehicle,
and/or personal property of employees when on
College property and/or while on duty regardless
of location, consistent with applicable law.

8. Establishes a separate file in the Human
Resources Department where employee
drug/alcohol information is maintained. The
confidentiality of any medical issues discussed is
protected as required by law, and this information
will only be shared on a legitimate need-to-know
basis or when required by law.

9. Consistent with the Drug Free Workplace Act,
employees are required to:

a. Sign a Drug-Free Workplace Statement as a
condition of employment.

b. Abide by all terms of the Drug and Alcohol
Policy and Procedures.

c. Notify the Human Resources Department
in writing, within five calendar days after
conviction of a criminal drug violation that
occurred while on the College’s premises or
while participating in a work-related activity.

d. Participate in the Employee Assistance
Program and/or complete a treatment
program, if required by the College as a
condition of continued employment.

e. The legal use of prescribed or over-the-
counter drugs is permitted on the job only
if it does not impair the employee’s ability
to perform the job effectively and in a safe
manner, and that does not endanger the
employee or others in the workplace or
interfere with student learning or services.

If an employee needs to take a prescribed or
over-the-counter drug that may impair his/
her judgment or performance in any way, the
employee is required to notify the immediate
supervisor before working. It is the
employee’s responsibility to use appropriate
College procedures (i.e. request sick leave) if
any use of legal drugs presents a safety risk.
Any medical issues discussed will be kept in
confidence according to legal requirements.

Employee Assistance Program/Substance Abuse
Treatment

A-B Tech encourages the identification and treatment
of alcohol and chemical dependency in its early
stages before work is affected. Toward this end,

the College retains the services of an Employee
Assistance Program (EAP) to assist employees who
request help with substance abuse. Employees will
not be disciplined, demoted, or terminated for seeking
professional counseling and/or treatment to recover
from an alcohol or chemical dependency. However,
employee performance and work behavior will
continue to be evaluated consistent with the College’s
expectations and requirements.
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Drug/Alcohol Screening

A-B Tech maintains a drug/alcohol screening program
consistent with legal requirements. All drug/alcohol
screening is conducted by an approved laboratory
identified by the College and in accordance with the
NC Controlled Substance Examination Regulation
Act and all testing shall comply with the Controlled
Substances Examination Regulation, 13 NCAC 20.0101
et seq. All drug/alcohol screens must be approved
by, and coordinated through, the Human Resources
Department, except those required after hours,
which must be approved and coordinated by the

A-B Tech Police Department. The Human Resources
Department shall be required to maintain all records
associated with the College’s drug/alcohol screening
program.

Drug and/or alcohol testing occurs under the following
circumstances:

1. Pre-Employment. Pre-employment drug screens
are required for employees in safety-sensitive
positions and/or College programs where such
screening is a requirement for placement at a
clinical or other site.

2. Post-Accident. When there is Reasonable
Suspicion that drug and/or alcohol use or
impairment may have contributed to the accident
or incident, a post-accident drug/alcohol screen
is required for any employee. The College will
arrange transportation for the employee to the
screening location and then home, if necessary
to ensure the employee’s safety. If the employee
refuses to participate in the drug and/or alcohol
screening, it will result in a positive test.

3. Reasonable Suspicion. A supervisor, with
agreement of the next level supervisor, senior
administrator, College police or security officer,
and/or Human Resources Department, may
require an employee to participate in drug and/or
alcohol screening when the screening is based on
Reasonable Suspicion. If the employee refuses to
participate in the drug and/or alcohol screening, it
will result in a positive test.

4. Safety-Sensitive Positions. Individuals employed
in safety-sensitive positions are subject to
random drug/alcohol screens. Each quarter,
using a computer-based number generator, the
College will randomly select five percent (5%)
of the eligible pool subject to random testing.
Once the employees are selected, the College
will immediately arrange transportation for the
employees to the testing site. If an employee
is absent from work on the day his/her number
is selected, that employee will be tested with
the next group of selected employees the next
quarter. If the employee is selected and refuses to
participate in the drug and/or alcohol screening, it
will result in a positive test.
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Participation in College - Sanctioned and other
Work-related Activities where Alcohol Is Served.

1. When an employee and/or guest attend a College-
sanctioned or work-related activity where alcohol
is served, each individual is expected to use
good judgment with regard to the amount of
alcohol consumed and the legal requirements
for safely driving away from the activity. Under
no circumstances may an individual under the
age of 21 hold or drink an alcoholic beverage on
the College’s premises or work-related activity at
another location.

2. When the activity is hosted by A-B Tech, the
College will arrange for alternate transportation
to assist an impaired employee and/or guest in
getting home safely when the need is brought to
the attention of the A-B Tech employee in charge
of the activity. In all situations, each employee
and/or guest is responsible for their own behavior
and any resulting consequences.

3. When an employee is chaperoning students
during an off-site activity, she or he has an
obligation to inform the students that the
College’s Drug and Alcohol policy is still in effect.
Knowingly permitting a student to consume
alcohol, except as specifically allowed by the Drug
and Alcohol Policy, may result in disciplinary
action or dismissal, depending on the College’s
interpretation of the circumstances and/or legal
requirements.

Consequences for Violating Policy/Procedures

1. Violations of this policy or procedures and/or
a confirmed positive drug/alcohol screen may
result, at A-B Tech’s sole discretion, in disciplinary
action and/or dismissal of any employee,
depending on the College’s interpretation of
the circumstances and subject to Policy 509.02,
Employee Due Process. Violations may also result
in legal consequences, as A-B Tech will notify the
appropriate authorities whenever warranted.

2. Atits sole discretion, in lieu of or in addition to
taking disciplinary action against an employee,
the College may require the employee to
satisfactorily complete a drug or alcohol
abuse assistance or rehabilitation program. If
an employee refuses to seek treatment when
required, does not respond to treatment, and/
or there are indications that the drug or alcohol
dependency persists, the situation will be
handled by the College like any other event which
adversely affects job performance.

3. An employee who refuses to submit to a drug or
alcohol screen that is consistent with the above
criteria, adulterates or dilutes the specimen/
sample, substitutes the specimen/sample with
that from another person, sends an imposter,
refuses to sign the required consent forms, and/
or refuses to cooperate in the screening process
in such a way that it prevents completion of the
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examination, will be dismissed subject to Policy
509.02, Employee Due Process, when applicable.

Requirements for A-B Tech and Third-Party Events
when Alcohol is Served

At A-B Tech events, and events held on A-B Tech
property by third parties, the following guidelines
shall apply when alcohol is served:

1.  Only beer and unfortified wine may be served at
non-college sponsored events.

2. When serving alcoholic beverages, a Request to
Serve Alcohol application, provided by A-B Tech,
must be completed and returned ten (10) full
business days prior to the event to the A-B Tech
Events & Facilities Support Coordinator. No other
permits are required to serve malt beverages or
unfortified wine.

3. For College sponsored events, a Limited Special
Occasion Permit from the N.C. ABC Commission is
required to serve fortified wine and/or spirituous
liquor to guests at a reception or other special
occasion. This permit must be received by the
A-B Tech Events & Facilities Support Coordinator
no later than five (5) full business days prior to
the event date. Failure to obtain, or deliver, this
permit will result in alcohol being banned from
the event.

4. For College sponsored events, a Special One-Time
Permit from the N.C. ABC Commission is required
to allow the sale of malt beverages, wine, or to
allow brown bagging at a single fund-raising event.
This permit must be received by the A-B Tech
Events & Facilities Support Coordinator no later
than five (5) full business days prior to the event
date. Failure to obtain, or deliver, this permit will
result in alcohol being banned from the event.

5. For College sponsored events, a Special One-Time
Permit from the N.C. ABC Commission is required
to serve malt beverages, wine, or spirituous liquor
at a ticketed event held to allow the organization
to raise funds. This permit must be received
by the A-B Tech Events & Facilities Support
Coordinator no later than five (5) full business
days prior to the event date. Failure to obtain,
or deliver, this permit will result in alcohol being
banned from the event.

6. Alcoholic beverages may be served no more than
one (1) hour before food for the main event is
served.

7. Events at which alcoholic beverages are served
may last no longer than three (3) hours.

8. For events that do not precede a meal function,
serving heavy hors d’oeuvres, with at least two
(2) hot hors d’oeuvres, is required.

9. Service of alcoholic beverages must be
discontinued fifteen (15) minutes prior to the
anticipated end of the event.

10.

11.

12.

13.

14.

15.

16.

17.

18.

Alcoholic beverages must be served/consumed
only in the area designated for the event. It is
not permissible for individuals to take alcoholic
beverages from that area.

Violation of this policy may lead to the
termination of the event by an A-B Tech staff
person and/or A-B Tech Police.

Bartenders and/or Catering Services must be
licensed to serve alcohol. They shall provide
proof that their staff has been adequately trained
to recognize the early signs of intoxication in
patrons. Staff must also be trained to exercise
adequate intervention techniques to reduce or
stop patrons’ alcohol intake. Bartenders and/

or Catering Services shall provide, in writing,
intervention techniques, along with a copy of
the liquor/serving license, appropriate insurance
coverage, and a list of names, addresses, and
ages of those who will distribute the alcohol.
This documentation must be provided to A-B
Tech Event Coordinator at least ten (10) business
days prior to the event. Food and non-alcoholic
beverages MUST be made available at all events
where alcohol is distributed. Events held on the
Victoria Road campus under the provisions of
the Mission Health/A-B Tech Conference Center
Memorandum of Understanding are exempt from
these guidelines.

Servers must be at least eighteen (18) years of
age.

No one under the age of twenty-one (21) will

be allowed to consume alcohol at an A-B Tech
event or event held on A-B Tech campuses. The
sponsoring group will need to provide the A-B
Tech Event Coordinator with detailed procedures
to be followed to prevent service to minors (this
is submitted with the “Request to Serve Alcohol”
application).

A-B Tech Police must be notified at least ten (10)
days in advance of the date and time of all events
at which alcohol is to be served. A-B Tech Police
will provide security coverage. The sponsoring
organization will be responsible for any additional
costs associated with that coverage.

If requested, guests must provide photo
identification for proof of age before being served.

No one under the age of twenty-one (21) may sign
a Facilities Usage Agreement for an event where
alcohol will be served.

At an event, if anyone is found to have provided
an alcoholic beverage to an underage person, A-B
Tech Police will respond.
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19. Any member of the College community found
to be in violation of the College alcohol policy
shall be subject to disciplinary actions by the
appropriate College office. A-B Tech departments
require the approval and signature of the College
President if students are to be present at the
event.

20. 20. Violation of these procedures may lead to
the termination of the event by an A-B Tech staff
person and/or A-B Tech Police.

21. 21. Refer to Policy 308, Use of Facilities, for
more information regarding third party events on
College property.

Tobacco Free Campus

It is the policy of the Board of Trustees that Asheville-
Buncombe Technical Community College provide
students and employees with a safe and healthy
environment. No form of tobacco, e-cigarette, or
vaporizing device usage is permitted on A-B Tech’s
campuses, sites, or at College-affiliated activities and
events.

Weapons On Campus Policy

The Board of Trustees prohibits the use or possession
of any weapons on A-B Tech property or at any College
sponsored activities or events except handguns as
allowed by NC GS §14-269.4. Handguns are permitted
under these circumstances:

e The person has a concealed handgun permit that is
lawfully issued.

e The handgun is in a closed compartment or
container within the person’s locked vehicle.

¢ The handgun is in a locked container securely
affixed to the person’s vehicle.

e A person may unlock the vehicle to enter or exit the
vehicle provided the handgun remains in the closed
compartment at all times.

e The vehicle is locked immediately following the
entrance or exit.

The above criteria do not apply to persons and/or
situations outlined in GS §14-269, such as sworn law
enforcement officers.

Any person found to be in violation of this policy

shall be disciplined at the discretion of the A-B Tech
administration. Additionally, any person found to be

in possession of any weapon will be charged under
State law with a misdemeanor or a felony, as stipulated
by GS §14-269.2(b) and §14-269.2(c). Upon conviction,
a person will be adjudicated at the discretion of the
court.

Workplace Violence Prevention Policy
and Procedures

A-B Tech is committed to providing everyone associ-
ated with the College a work and learning environment
that is safe and free of violence. To this end, the Col-
lege prohibits any form of violence.

Reporting Threats or Acts of Violence

1. Every member of the College community is
responsible for reporting any threats or acts of
violence that he/she has witnessed, received,
or have been told that another person has
witnessed or received. Even without an actual
threat, members of the College community should
report any behavior he/she has witnessed which
he/she regards as threatening or violent when
that behavior is job related, might be carried out
on College property, or is connected to College
employment or activities.

2. Reports should be made immediately to A-B Tech
Police.

3. The College will investigate all threats or acts of
violence promptly and objectively.

Threats or Acts of Violence

Any member of the College community who threatens
or commits an act of violence toward other persons or
property on campus, while engaged in any work for or
on behalf of the College, or a College sponsored event,
shall be subject to disciplinary action, up to and in-
cluding dismissal from employment, expulsion from
the College, and/or banishment from campus, exclu-
sive of any civil and/or criminal penalties that may be
pursued, as appropriate. No existing College policy,
practice, or procedure shall supersede prevention or
acts of violence or threats as defined in this Policy.

Students with Disabilities

Students with disabilities (as defined in the Americans
with Disabilities Act of 1990, “ADA™) wishing to make
a request for reasonable accommodation, auxiliary
communication aids or services, or materials in
alternative accessible formats should contact Support
Services in the K. Ray Bailey Student Services Center,
email supportservices@abtech.edu or call 828-398-
7141. A student who wishes to file a complaint of
alleged discrimination on the basis of disability should
contact the Office of the Vice President of Student
Services at 398-7484 or 398-7143.

Animals on Campus

Domestic Animals are not permitted on campus and
may not be left in vehicles on campus property.

Law Enforcement Agency (Patrol) Animals and Search
and Rescue Animals shall be permitted on campus

in accordance with federal, state, and local laws,
regulations, and ordinances. Therapy Dogs approved
through A-B Tech’s Volunteers Program (see Policy
and Procedure #513) are permitted on campus.
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In accordance with Section 504 of the Rehabilitation
Act of 1973, the Americans with Disabilities Act (ADA)
of 1990, and state law, A-B Tech may be required to
accommodate an otherwise qualified individual with
a disability by making a reasonable modification in

its services, programs, or activities. This procedure
addresses the use of Service Animals and Service
Animals in Training (referred to as “Service Animal(s)”
throughout this procedure), and Animals as an
Accommodation on campus by qualified individuals
with disabilities or individuals authorized to provide
training.

The ADA provides that businesses and other

entities that serve the public must allow people with
disabilities to bring their Service Animals into all areas
of the facility where customers and other members

of the public are allowed to go. For purposes of this
procedure, areas include all classrooms, labs, and
other educational and social spaces where a student
would go in the course of enrollment in the College.

If another person on campus has a covered disability
under the ADA and it includes an allergic reaction to
animals, and that person has contact with a Service
Animal, a request for accommodation should be made
by the individual to the Vice President of Human
Resources (employees) or the Director of Support
Services (students). All facts surrounding the concern
will be considered in an effort to resolve the concern
and provide reasonable accommodation for both
individuals.

If a student has a documented disability covered by
the ADA and requires an Animal as an Accommodation
for access, the student is required to request

services from Support Services to receive necessary
accommodations. Appropriate documentation of

the disability is required and accommodations are
determined on a case-by-case basis.

A-B Tech is situated in the beautiful Western NC
Mountains and as such is often visited by wild
animals. Public information on wildlife can be found at
abtech.edu/green-abtech in order to keep wildlife and
people safe.

Responsibilities of the Person with a Disability

The care and supervision of a Service Animal or an
Animal as an Accommodation is the responsibility of
the person with a disability who is using the animal’s
services. This individual must ensure the animal is

in good health, is current on required immunizations,
and is licensed in accordance with Buncombe County
and Asheville City regulations. The burden of proof of
licensure and immunizations remains with the person
with a disability.

Dogs must wear a rabies tab at all times. (NC Rabies
Law- NCGS. §130A-185)

The Service Animal or Animal as an Accommodation
must be under the control of the person with a
disability or handler at all times. A Service Animal
or Animal as an Accommodation must be restrained

by a leash or other appropriate device that does not
exceed six (6) feet in length or otherwise be under
the control of the person with a disability if the leash
or tether will interfere with the ability of the Service
Animal to perform required tasks.

Persons with a disability who have a Service Animal
are encouraged, but not required, to contact Support
Services in the K. Ray Bailey Student Services Center
to register as a student requesting accommodations.
Individuals registering with this office will be provided
with information about other accommodations for
which the individual may be eligible. Individuals with
Service Animals on other campus sites may contact
Support Services via phone at 828-398-7141 or email
supportservices@abtech.edu.

Persons with a disability requiring an Animal as an
Accommodation are required to contact Support
Services in the K. Ray Bailey Student Services Center
to determine specific accommodations for which the
individual may be eligible prior to being permitted to
bring an animal to campus. Individuals approved for
accommodations which include an animal will receive
a letter of accommodation that must be kept with

the animal at all times and must be provided to any
campus official upon request.

Responsibilities of the College Community

If the need for a Service Animal is clear, individuals
may not question the presence of the animal on
campus. If the need for a Service Animal is not
apparent, members of the campus community are
permitted to ask the individual two questions:

1. Is the animal required because of a disability?

2. What work or task(s) has the animal been
individually trained to perform?

At no point may campus community members require
a Service Animal to demonstrate the tasks for which
they have been trained nor may they inquire as to the
nature of the individual’s disability.

If an individual indicates the animal is an Animal as

an Accommodation (oftentimes referred to as an
Emotional Support (“Comfort”) Animal in popular
vernacular), the letter of accommodation must be
provided to the requesting college official. If the letter
of accommodation is not in the possession of the
individual, the college official should contact Support
Services for verification of accommodation or the
animal may be removed from campus.

Individuals with medical issues who may be impacted
by the presence of a Service Animal or an Animal as

an Accommodation should communicate with Support
Services or Human Resources if they have a concern
about exposure to said animal. The individual

with the concern will be asked to provide medical
documentation that identifies a disability and the need
for a reasonable accommodation.
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Consequences for Violations

The College has the authority to remove a Service
Animal or Animal as an Accommodation from its
facilities or properties if the animal becomes unruly
or disruptive, unclean and/or unhealthy to the extent
that the animal’s behavior or condition poses a direct
threat to the health or safety of others or otherwise
causes a fundamental alteration in the College’s
services, programs, or activities. The person with a
disability is responsible for the costs of repair to any
damage to College property caused by the service
animal.

It is a Class 3 misdemeanor “to disguise an animal as a
service animal or service animal in training” (N.C.G.S.
§ 168-4.5). In other wordes, it is a crime under North
Carolina law to attempt to obtain access for an animal
under the false pretense that it is a service animal.

In addition, it is a violation of the Asheville Animal
Ordinance to conceal any animal for the purpose of
evading any federal, state or local law.

Additionally, any student who violates any portion

of this procedure is subject to discipline under the
Student Code of Conduct in addition to any applicable
federal, state, or local laws.

Communicable Disease and
Occupational Exposure to Blood-borne
Pathogens

A-B Tech shall not exclude individuals with
communicable diseases unless a determination is
made that the individual presents a health risk to
himself or others. It is the policy of the College to
consider the educational or employment status of
those with a communicable disease on an individual
basis based on the program of study or work
assignment. It is the policy of the College to comply
with federal regulations and state statutes regarding
blood-borne pathogens as set forth in the Federal
Register, 29 CFR. § 1910.1030, and the North Carolina
Administrative Code, 10A NCAC 41A, by attempting
to limit/prevent occupational exposure of employees
and students to blood or other potentially infectious
bodily fluids and materials that may transmit blood-
borne pathogens and lead to disease or death.

Free Speech, Distribution of Materials
and Assembly

A-B Tech is a limited public forum that does not
regulate speech or activities based on content

or viewpoint. All individuals using College space
must comply with the following Procedures. These
procedures only apply to the use of College space
and not to the use of facilities on campus. For more
information regarding facility use, see Use of Facilities
Policy 318.
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Speech, Distribution of Material and Assembly for
College Members

1. The College is committed to making the majority
of its College space available to College members
who wish to exercise their rights to speech,
distribution of material and assembly. The
College maintains the right to reserve any College
space at any time, with or without prior notice, for
College use and such use will take priority or over
any other use.

2. All outdoor assembly may not be conducted
within 30 feet of any building or otherwise
interfere with free flow of vehicular, bicycle or
pedestrian traffic.

3. Although registration by College members to use
College space is not required, it is recommended
for planning purposes. Registration ensures that
the desired space will be available on the desired
date and time. For more information about
registration, see Section Il (B) herein.

Speech, Distribution of Material and Assembly for
Non-College members

1. Non-College members shall be allowed to use the
Designated Area (see Definitions section below)
between the hours of 8:00 a.m. and 9:00 p.m. on
Mondays through Fridays when the College’s
general curriculum classes are in sessions. The
Designated Area is not available on the weekends,
on days scheduled for College functions or on
days when the College is officially closed. The
College maintains the right to use the Designated
Area at any time, with or without prior notice, for
College use and such use will take priority over
any other use.

2. Any Non-College members will be allowed to use
the Designated Area within the time restriction.
All Non-College members must complete a
Registration Form (the “Form”) and submit it to
the Office of Student Life and Development no
earlier or later than three (3) business days prior
to their activity on campus. The College does not
restrict speech and/or activities based on content
or viewpoint. The purpose of the Form is to make
sure there is adequate space in the Designated
Area for the requested date and time and safety
concerns. Upon request by College officials,
Non-College members will be required to provide
proof of registration for use of the Designated
Area. Forms will only cover one (1) day at a time.
Requests for standing dates (i.e., every Tuesday)
will not be honored.

3. The College will assign use of a Designated Area
on a first come, first serve basis; however, the
College may regulate hours to fairly accommodate
multiple groups.
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General Rules and Regulations for both College
and Non-College Members

1. While expressing speech, distributing material
or assembling, both College and Non-College
members are prohibited from doing the following:
1) engaging in non-protected speech such as
obscenity, speech inciting criminal conduct
or speech that constitutes a clear and present
danger or speech that constitutes defamation; 2)
touching, striking, approaching or impeding the
progress of pedestrians in any way, except for
incidental or accidental contact; 3) obstructing
the free flow of pedestrian or vehicular traffic;
4) using sound amplification or creating noise
levels that are reasonably likely to or do cause
a material and substantial disruption to the
educational environment and/or the operation of
the College; 5) damaging, destroying or stealing
College or private property; and 6) possessing or
using firearms, explosives or dangerous weapons
or substances not allowed on campus by law or
by College policy (e.g., drugs, alcohol, non-service
animals, etc.). Any acts that are disruptive to
the normal operations of the College will not
be tolerated and may result in an immediate
termination of the activity. Non-College members
are required to remain in the Designated Area
while on campus.

2. Individuals may distribute pamphlets, booklets,
brochures, and other forms of printed materials
on the condition that such material is designed
for informational (not commercial) purposes.
Individuals distributing materials must provide a
receptacle for the disposal of such materials. The
College does not assume any obligation or liability
for the content of such distributed material. Any
signs used may not be larger than three feet by
four feet in size. Signs must either be held by
participants or be freestanding signs that do not
stick into the ground. No signs may be mounted
on buildings, trees or other College property.

If available, the College will allow officially
recognized College student groups to use College
chairs and tables. All others individuals and
groups will be required to use their own chairs
and tables if desired.

3. Individuals are responsible for the cleanliness and
order of the area they use. Individuals shall leave
the area in the same condition it was in before
the activity. Individuals who damage or destroy
College property shall be held responsible for
such damage or destruction. This includes the
campus buildings, sidewalks, lawns, shrubs and
trees.

4. Individuals are subject to sanction for failing to
comply with these procedures or other College
policies. Such sanctions may include, but are
not limited to repairing, cleaning, painting,
replacement costs, restitution (as order by
a court) and being banned from future use.

College members may also be subject to College
disciplinary action as outlined in College policies
and procedures. Individuals who violate these
procedures may be issued a trespass warning
and denied future access to College premises.
Violations that require police intervention will be
reported to the College’s Police Department.

Polling Places on Campus

If campus buildings are used as public polling places,
all activity must be in accordance with statutory and
state/local Board of Elections requirements.

City Sidewalks

City sidewalks that run along the borders of the
College’s campus are public forums and available
to all members of the public. Use of city sidewalks
must comply with federal and state laws and city
ordinances.

Internet and Campus Network
Acceptable Use Policy

Asheville-Buncombe Technical Community College
provides campus network and computing facilities
including Internet access for the use of faculty, staff,
students, and other authorized individuals in support
of the research, educational, and administrative
purposes of the College.

The College has extensive information technology
resources and systems available for both instruction
and administrative applications. Faculty, staff, and
students are encouraged to become familiar with
College technology resources and systems and to
use them on a regular basis. Users are expected to
exercise responsible, ethical behavior when using
these resources and to adhere to the following
guidelines:

1. Information available on the Internet is not
generated or selected by the College. Therefore,
the College assumes no responsibility for the
accuracy or quality of the information obtained
through or stored on the campus network.

2. While the College respects First Amendment rights
with regard to the Internet, the creation, display
and transmittal of illegal, malicious, or obscene
materials or fighting words is prohibited.

3. The College is not liable for the actions of anyone
connecting to the Internet through College
facilities. All users assume liability for their own
actions.
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4. The user is responsible for complying with
laws protecting software or other accessed
information. Downloading programs and files may
violate United States copyright laws that protect
information and software. All files downloaded
from a source external to the College must be
scanned for viruses. All users of the Internet by
way of College facilities must comply with all
relevant policies and procedures of the College.

5. Because of the unsecure nature of transmitting
files electronically, no right to privacy exists with
regard to e-mail, Internet sessions, or electronic
file storage and transmission.

6. Anonymous e-mails or postings are expressly
prohibited.

7. Users should be aware that usage statistics in
archived log files, used for monitoring system
performance and usage patterns, are maintained
by the College concerning computer and
telephone facilities.

8. College employees may make reasonable use of
the College network, e-mail, and the Internet as
long as the direct measurable cost to the public is
negligible, and there is no negative impact on the
employee’s performance of duties.

9. All users of the Internet by way of College facilities
must comply with all relevant policies and
procedures of the Board of Trustees.

10. Use of the campus network, including e-mail and
Internet, for personal gain is prohibited.

11. Failure to comply with any of the provisions of
this procedure will result in disciplinary action as
provided for under the disciplinary policies and
procedures for both students and employees.

The College provides access to the Internet by

way of the North Carolina Integrated Information
Network. All users are subject to the governing
policies established by the North Carolina Information
Resource Management Commission (IRMC), in
addition to this College policy. The current IRMC
policy governing the use of the North Carolina
Integrated Information Network and the Internet can
be reviewed on the Website at
www.scio.nc.gov/mission/itPoliciesStandards.aspx.

Deleting User Accounts

The College assigns a user account to each student so
that they can sign into computers on campus, send
and receive emails, access course websites, store

files related to their coursework, interact with other
students, and more. Access to this user account is not
permanent. Once a student is no longer affiliated with
the College and is not authorized to access College
resources, their user account will be deleted.

Students should minimize non-academic activity
on their user accounts. Students should not create
accounts on third-party websites using their College
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email address to avoid losing access to that website
in the future. Students should backup any emails and
files stored in their user account prior to leaving the
College.

For additional details, please refer to Policy 1013:
Disabling and Deleting User Accounts at https://
policies.abtech.edu.

Peer-to-Peer File Sharing

Federal legislation holds any postsecondary
institution receiving Title IV financial aid legally
responsible for use of peer-to-peer file-sharing on the
institution’s network which is in violation of copyright
protections. The Higher Education Opportunity Act of
2008 specifically requires the institution’s policies and
sanctions related to copyright infringement to include
the following:

e an annual disclosure that explicitly informs
students that unauthorized distribution of copy-
righted material, including unauthorized peer-to-
peer file sharing, may subject students to civil and
criminal liabilities;

e asummary of the penalties for violation of Federal
copyright laws; and

e adescription of the institution’s policies with
respect to unauthorized peer-to-peer file sharing,
including disciplinary actions that are taken
against students who engage in unauthorized
distribution of copyrighted materials using the
institution’s information technology system.

Pursuant to these requirements, a Peer-to-Peer File-
Sharing Statement that included this information

will be contained in the College’s Policies and
Procedures Manual, in the annual Student Handbook,
and communicated on an annual basis to all College
employees.

The College is expected to take measures to effectively
combat the unauthorized distribution of copyrighted
material, including through the use of a variety

of technology-based deterrents. These measures

may include, but are not limited to, electronic
countermeasures such as network monitoring,

port blocking or bandwidth filtering. The College

will, to the extent practicable, offer alternatives to
illegal downloading or peer-to-peer distribution of
intellectual property.

Copyright infringement is the act of exercising,
without permission or legal authority, one or more of
the exclusive rights granted to the copyright owner
under section 106 of the Copyright Act (Title 17 of
the Unites States Code). These rights include the
right to reproduce or distribute a copyrighted work.
In the file-sharing context, downloading or uploading
substantial parts of a copyrighted work without
authority constitutes an infringement. Violation of
these protections may result in disciplinary measures
against employees or students as outlined in the
institution’s Code of Student Conduct up to and
including suspension or expulsion. Violations may also
result in criminal and civil liabilities.
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US copyright laws provide for civil penalties of up

to $150,000 per violation (http://www.copyright.
gov/title17/92chap5.html#504 ) as well as criminal
penalties of up to $250,000 and up to five years in
prison for the first conviction (http://www.copyright.
gov/docs/2265_stat.html ).

Intellectual Property

Intellectual property is a creative work that merits
protection by a copyright, trademark, or patent. In
the pursuit of academic studies, a student or faculty
member may produce such a creative work. A-B Tech
supports the development and production of
intellectual property.

The College publishes an Intellectual Property policy
and procedure, the purpose of which is to protect the

College and the creators, including students, as they
attempt to transfer inventions or creative works to

the marketplace. This policy supports the sharing of
property rights between the College and the originator
as specified in the procedures.

Unless otherwise specified in a rights agreement, the
College owns all rights to intellectual property created
by an employee inside the normal scope of work or
using College resources. If the property was created
outside the normal scope of work or without College
resources, then the property belongs to the creator.
Typically, students retain rights to original works
created within the course of their studies, unless
otherwise specified in a rights agreement.

For a complete copy of the Intellectual Property policy
and procedure, see the Vice President for Instructional
Services.

AC ad e m i C P rO C e d u reS (please refer to abtech.edu/catalog for current procedures)

Classification of Students

Full-time student: A student enrolled for 12 or more
credit hours during fall and spring semesters and 9

or more credit hours during the summer semester.
Part-time student: A student enrolled for fewer than 12
hours during fall or spring semesters or fewer than 9
credit hours during summer semester.

Declaring, Changing, or Adding Second Majors

In order to declare a program (degree, diploma or cer-
tificate), change programs, or add a second program,
the student should contact Student Services.

Class Attendance

Regular and punctual class attendance is important

in order to achieve success in the course and develop
desirable personal traits necessary for success in
employment. Instructors are responsible for establish-
ing any attendance/participation requirements and
for informing students of those requirements in the
class syllabus at the beginning of the academic term.
Students are responsible for fulfilling the requirements
of the class that are outlined in the course syllabus.

Class Entry Attendance Requirement

It is mandatory that the student attend each class at
least once during the first 10% of the term, or in the
case of online classes, an activity must be

submitted during the first 10% of the term. Each online
class syllabus must identify the activity to be com-
pleted prior to the 10% point of the term, and the date
by which the activity must be completed. For hybrid,
blended, or HyFlex classes, the student must attend
the classroom portion of the class or complete an on-
line activity prior to the 10% point of the term. Failure
to attend or complete the activity prior to the 10%
point will result in the student being dropped from the
class. The student will not be allowed to continue in
the course or receive a refund.

Programmatic Attendance Requirements

Some programs may have outside regulatory bodies
that require a minimum of class attendance/participa-
tion hours. These requirements are clearly defined in
the respective course syllabus or program orientation
information.

Federal regulations require that attendance be report-
ed for students receiving certain types of veteran’s
benefits and for certain classifications of international
students. Instructors will be regularly asked to verify
attendance for these specific student groups.

Absences Due to Military Duty

Students must provide prior official notification

to instructors of military leave of absence(s).

Responsibility for initiating such notice rests with

the student. A-B Tech will give excused absences to

students who are in the United States Armed Forces
and who have received temporary or permanent re-
assignment as a result of military operations, as well
as to students who are National Guard service mem-
bers placed onto State active duty status during an
academic semester for which the student is enrolled.

This includes:

e Providing the student with the option, when
feasible, to continue classes and coursework during
the academic term through online participation
for the period of time the student is placed on
active duty; feasibility will be determined by the
instructor and/or academic department.
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¢ Providing the student with the option of receiving
an Incomplete (“I”) grade for any course that the
student was unable to complete as a result of being
placed on State active duty status; however, the
student must complete the course requirements
within the first six weeks of the following semester
or by an alternate date approved by the Vice
President of Instructional Services.

e Permitting the student to drop, with no penalty, any
course that the student was unable to complete as
a result of being placed on State active duty status.
This includes receiving a 100% refund for any
tuition and fees for which the student directly paid.

Absences Due to Religious Observance

In compliance with state and federal laws, A-B Tech
students are eligible for reasonable accommodations,
including two excused absences each academic year,
for religious practices or beliefs that are required

by the student’s faith. The student must submit the
Request for Accommodation for Religious Observance
form to the instructor no later than the census date
(10% point) for the class. Excused absences from
classes for religious observances do not relieve
students from responsibility for any part of the
coursework required during the period of absence.

Prerequisites and Co-requisites

Some courses have prerequisite and/or co-requisite
course requirements. All requisites must be satisfied
prior to enrolling in a course. A prerequisite course
can be satisfied by passing the course at A-B Tech,

or by transferring credit for the course from another
college or university according to the College’s
transfer credit policy. If a prerequisite course

is currently being taken, but is not passed, the
subsequent course must be dropped if registration has
already taken place.

A co-requisite course must be taken in the same term.
In some cases a co-requisite can be taken in a prior
term or transferred to A-B Tech. Contact your program
advisor for assistance.

Under some conditions, a department chair or Vice
President of Instructional Services may waive a pre-
or co-requisite based on a student’s demonstrated
knowledge of the requisite course material. Requisite
waivers do not eliminate a course from a program

of study; waived requisites must be taken to satisfy
degree, diploma or certificate program requirements.

Course Substitutions

Curriculum course substitutions in a degree, diploma
or certificate program must be approved by the Dean
responsible for the course being substituted. Some
course substitutions also require the approval of the
Vice President of Instructional Services.
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Introduction to College Courses for
Degree-Seeking Students

Degree-seeking students who enroll in a college
program requiring ACA 115, ACA 122 or EGR 110
must enroll in and successfully complete the course
with a grade of “C” or better in their first semester of
enrollment.

Any student who places into more than one
developmental course must enroll concurrently in ACA
115, ACA 122, or EGR 110 as appropriate for his or her
curriculum.

Students transferring a similar course or who transfer
in 24 or more transfer credit hours of college-level
work, will be permitted to substitute another course
for ACA 115 or EGR 110 and will not be subject to the
above requirement and subsequent restrictions.

ACA 122 is required for the Associate in Arts, Associate
in Engineering, Associate in Fine Arts in Visual

Arts, Associate in Science, and Associate in General
Education degrees and substitutions may not be made.

Schedule Adjustments
Dropping a Class

Students may drop classes without a grade through
the 10% point of the semester or the 10% point of a
minimester (less than a full semester). Classes can

be dropped via Self-Service or may be processed by
Student Services (in the K. Ray Bailey Student Services
Center), by an Advisor or at the Madison or Woodfin
locations. Dropped classes do not appear on the of-
ficial transcript.

Adding a Class

For classes 14 weeks or longer, students may add the
class up to 48 hours after the start of the first class
meeting. For fully online classes that are 14 weeks or
longer, students may add the class up to 48 hours after
the class’s start date.

For classes shorter than 14 weeks, students may add
the class until the class meets for the first time. For
fully online classes that are shorter than 14 weeks, stu-
dents may add the class through the end of the start
date for the class.

Withdrawing from a Class

After the 10% point and through the 75% point of the
term (full semester or minimester) a student may with-
draw from a class by submitting a Class Withdrawal
Form to Student Services in the Bailey Building or to
staff at A-B Tech Madison. Withdrawal forms must not
be mailed or put in a drop box. Distance students must
contact the Registrar’s Office at registrar@abtech.edu.

Students receiving financial aid are strongly encour-
aged to consult with the Financial Aid

Office prior to withdrawing from courses. Students
receiving Veteran’s Affairs benefits must obtain a last
date of attendance from the instructor prior to with-
drawing.
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Auditing Courses
Any individual may audit a College curriculum (for
credit) class based on the following:

The individual pays the normal tuition and fees.
However, any person who is at least 65 years old
may audit courses without the payment of tuition
provided the individual meets the other criteria
listed herein. Individuals 65 years or older are
still required to pay any local fees associated with
audited courses.

Auditing students do not take tests or examinations
and do not receive grades, credit or financial aid.
Audits appear on a student’s transcript as a “Y”
grade, which does not impact the student’s GPA.

Students auditing a course must meet the same
course prerequisite and attendance standards as
all other students in the course. Auditing a course
will not meet the prerequisite of any sequential

or higher-level course and cannot be used toward
any certificate, diploma, or degree requirements.
Physical Education classes may not be audited.

Auditing is subject to open seats in the course.
A student who audits a course shall not displace
other students seeking to enroll in the course.

Students who audit a course and withdraw will be
issued a grade of “W”. Audited courses that are
dropped prior to the 10% point of the course will
not receive a grade nor appear on the student’s
transcript.

Students choosing to audit a course must submit

a Request for an Audit Grade form to the Records
and Registration Office within the first 15 weekdays
of the term for a 16-week class or an equivalent
percentage for courses taught on a minimester
schedule. The instructor must sign the form to
approve the change to audit status. Students
seeking to change from audit to credit status

must contact the Records and Registration Office
during the first five weekdays of the term for a
16-week class or an equivalent percentage for
courses taught on a minimester schedule. Approval
for changes from audit to credit status will be
determined by the Registrar on a case-by-case
basis.

Students 65 years or older who are seeking to have
the tuition waived for an audited course must
request the tuition waiver to the Records and
Registration Office at the time when the Request for
an Audit Grade form is submitted.

Any individual may audit a College Continuing
Education (not for credit) class based on the follow-
ing:

e Any person who is at least 65 years old may audit
courses, with the exception of all self-supporting
or Community Services Program courses, without
the payment of tuition provided the individual
meets the other criteria listed herein. Individuals
65 years or older are required to pay any local fees
associated with audited courses.

e Auditing students do not receive credit,
certification, or a record of completion on a
transcript. Students seeking credit, certification, or
arecord of completion on a transcript must pay the
regular course fee.

e Auditing students may only enroll if a seat is
available in the course. Auditing students may
not displace students with paid or sponsored
registration.

e Students may only audit when the number of
students with paid or sponsored registrations
meets the minimum number to offer the course.
Ed2Go courses, or any other individually offered
course with a minimum enrollment of one student,
may not be audited.

Final Examinations

Each instructor will schedule a final course evaluation
at some point during the last five days of the semester
or the last two days of the class. The evaluation may
consist of one or multiple components or

methods. The course schedule will indicate the
date(s) and method(s) of evaluation. If the final evalua-
tion is given prior to the last day of class, the schedule
will reflect the class activities to take place after the
final evaluation.

Students are required to take their final examinations
at the time(s) and place(s) scheduled. Conflicts may
be resolved by arrangement with the faculty member.

Course Repetition

Students who need a course to graduate may take the
course as many times as necessary to pass it. Any
course that has been passed or audited may not be
taken for credit or audited more than twice per aca-
demic year. The twice-per-year regulation also applies
to single or elective courses that are not required for
graduation. No single Physical Education course may
be attempted more than twice.

If a student has a failing grade in a required course,
the course must be passed prior to graduation. If a
student fails a prerequisite course, it must be repeated
successfully before beginning the subsequent course.
This could result in the student being enrolled for a
longer period than is normally required to complete
requirements for graduation.

As courses are repeated, only the higher grade will be
used in the calculation of the cumulative GPA; howev-
er, both grades will remain on the student’s A-B Tech
transcript. Only a grade of “D” or above can replace an
existing grade.
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Grading System

Final grades will be issued to all students at the end of the term based on the criteria outlined in the course
syllabus. A student who wants to appeal a grade must do so within three weeks of the awarding of the grade. A
grade cannot be changed after this period without approval by the department chair and the division dean.

Students will be graded by the following system:

A Excellent academic performance, consistent mastery
of facts and concepts, and a thorough understanding of
course content.

B Good academic performance, high-level mastery of course
content.

C Average academic performance.

D Marginal academic performance, poor mastery of course
content.

F Very poor performance, no demonstration of even minimal

mastery of course content or did not complete the
minimum requirements for the course as outlined in the
course syllabus.

[ Incomplete | Assigned when a student is unable to complete work or the
final assessment because of illness or other reasons over
which the student has no control. An incomplete grade
must be completed within the first six weeks of the next
semester or by an alternate date approved by the Vice
President of Instructional Services. Otherwise, the grade
becomes an “F.”

P Proficiency | Does not affect quality point ratio.

Retake | Proficiency not demonstrated. Class must be retaken. Does
not affect quality point ratio.

w Official Withdrawal | Assigned when the student OFFICIALLY WITHDRAWS. This
(no grade penalty) | will not influence the quality point ratio. Official withdrawals
are not allowed after the 75% point of a semester or

term, as identified in the official college calendar, except

for exceptional and documented emergencies. In such
circumstances, the student must withdraw from all courses.
Approval for an emergency withdrawal must come from the
Vice President of Student Services or his or her designee.

IE Incomplete Emergency | Assigned during a term when the College has been impacted
by a natural disaster, pandemic or other circumstance that

is deemed as a College wide emergency. An incomplete
emergency grade must be completed within one calendar
year from the date assigned or by an alternate date approved
by the Vice President of Instructional Services. Otherwise,
the grade becomes a “WE.”

WE Withdrawal Emergency | Assigned during a term when the College has been impacted
by a natural disaster, pandemic or other circumstance that
is deemed as a College wide emergency. “WE” is assigned
when a student OFFICIALLY WITHDRAWS. It is processed
and impacts the student record in the same way that a “W”
grade does.
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Transcript Codes

Other codes that may appear on the college transcript include the following. These grade codes do not affect the

grade point average:

from non-course activity.

AP Advanced Placement course credit.
AR North Carolina High School to Community College Articulation Agreement course credit.
CR CLEP (College Level Examination Program) course credit, or other academic credit applied

NS No Show. Student enrolled but never attended the class.

T/TR Transfer credit from other colleges, universities, and military credit.

Y Audit.

# The pound sign next to a grade indicates that the course has been excluded from the quality point average
either through course repetition or Academic Fresh Start.

Quality Points

At the end of each semester quality points are assigned in accordance with the following formula. (The minimum
program grade-point average for graduation is 2.00 or an average of grade “C.”)

A 4 quality points per credit hour D 1 quality point per credit hour
B 3 quality points per credit hour F no quality points
C 2 quality points per credit hour

The grade-point average (GPA) is determined by dividing the total number of quality points by the number of
hours attempted (excluding grades of “I”, “IE”, “P”, “R”, “W”, “WE”). A grade-point average of 2.00 indicates that a

student has an average of “C.”
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Independent St