Section Two: Student Achievement and Registration Information

ACADEMIC ADVISING

Students are assigned an academic advisor to assist in completing educational programs successfully, to answer
questions, and to discuss problems. All students are encouraged to confer with their assigned advisor regularly
throughout the school year. Advisors will meet with students at least once each fall and spring semester during
Midterm Advising Day or the two weeks prior to registration to provide recommendations for next semester
classes, answer questions, and provide direction. Students are responsible for their own plan of study.

ACADEMIC AMNESTY

Academic amnesty, when awarded, exempts courses on a student’s transcript from being calculated into a
student’s cumulative GPA. A student can apply for and be granted academic amnesty one time during the student’s
entire enrollment period at WDTC. A student may petition for academic amnesty based on one of the following:

1. Change of Program: A student who has attempted credits at WDTC within the last year and who has
been accepted into a new program may petition for amnesty for all credits not in the student’s new
program of study from being calculated into the cumulative grade point average.

2. Interruption in Enrollment: A student who has completed a minimum of one year of non-enrollment
(three consecutive terms including fall, spring, and summer) and who has been reaccepted into WDTC
may petition for amnesty for all credits accumulated previously that do not apply to the current program
from being calculated into the cumulative grade point average.

e The student must petition for amnesty by completing the Academic Amnesty form.

e The Registrar’s approval is required before amnesty will be granted.

¢ Students who were not making satisfactory academic progress during the most recent enrollment term will
be required to complete a success plan with a Student Success Coach prior to registering for courses.

e Exempted courses will remain on the transcript but marked to indicate that hours and grades were not used in
computing credit hours earned and cumulative grade point average.

e Exempted grades will be noted on the transcript with an asterisk (i.e. D* or F*), and a note will be placed on
the transcript noting the date that academic amnesty was granted.

e Exempted courses will not be used to satisfy any graduation requirement.

e Financial aid officials will look at all credits attempted, including courses that have been exempted, for financial
aid purposes.

e Other schools are not bound by WDTC academic amnesty decisions.

ACADEMIC FREEDOM AND FACULTY RESPONSIBILITIES — WDTC Policy 3001

Student academic performance may be evaluated solely on an academic basis including the knowledge, skills,
and behaviors for successful employment, not on opinions or conduct in matters unrelated to academic
standards.

The complete policy is located on the WDTC website’s policy page at https://www.wdt.edu/about/policies-and-
procedures.

ADDING/DROPPIN RSE

Students may add a course to their original course schedule during the official add period for each course as stated
on the WDTC academic calendar found online at https://www.wdt.edu/current-students/academic-calendar, based
on space availability. To add a course, the student must obtain the course Add/Drop/Withdraw form from the
Registrar’s Office or Student Success Center and complete it with all required signatures. Adding a course(s) after
the official add period requires permission from the VP for Teaching and Learning.

In the event of late enrollment into a course, the student is responsible for all missed coursework and is subject to
any sanctions for late assignments or missed tests as stated on the course syllabus. An adjustment in tuition will
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be made, and payment or payment arrangements must be made at the time of enrollment in the course.

Students may drop a course from their original course schedule within the official drop period for each course on
the WDTC academic calendar found online at https://www.wdt.edu/current-students/academic-calendar. To drop a
course, the student must obtain the course Add/Drop/Withdraw form from the Registrar’s Office or Student
Success Center and complete it with all required signatures. An adjustment in tuition and fees will be made and
any refund due, if applicable, will be made after all processing is complete. These courses will not appear on the
transcript.

Enrollment status changes during the add/drop period may result in the addition or cancellation of financial aid
awards or the requirement for students to immediately repay a portion of their federal financial assistance.

The dates of the add/drop period are published on the academic calendar found on the WDTC website at
https://www.wdt.edu/current-students/academic-calendar/.

ADMINISTRATIVE WITHDRAWAL DUE TO NON-ATTENDANCE

Students who have a record of zero (0) attendance for twenty-one (21) calendar days will be administratively
withdrawn from WDTC and placed on academic suspension. Upon administrative withdrawal, all current course
grades will be changed to a "WF” — Administrative Withdrawal with F's. Administrative withdrawals are final.
Students will be notified of their administrative withdrawal via their student email account and U.S. mail at the
address on file.

Students who receive financial aid will have their financial aid status affected. Students should contact the Financial
Aid Office as soon as possible to be advised on their Satisfactory Academic Progress status, future eligibility, and
federal student loan repayment options, as applicable. Students who receive third-party funding need to contact
that agency for details.

Students who plan to return to WDTC in the future must meet with a Student Success Coach to complete a
success contract.

Students are encouraged to contact WDTC to properly withdraw from WDTC before administrative withdrawal
occurs. Withdrawing versus being administratively withdrawn may have less severe financial and academic
consequences.

ATTENDANCE

Students are expected to attend all sessions of courses for which they are enrolled. Absences do not excuse the
student from meeting course requirements. Each instructor will provide policies concerning course attendance
and the ability to make up missed work on their course instructor syllabus or in a program-specific student
handbook. It is the student’s responsibility to know and understand the attendance requirements and make-up
policies for each course.

Students subpoenaed to testify in court (in a case in which they are not a party) or summoned to serve on a jury
panel are asked to speak to their instructors about meeting course requirements for the time they are required
to be in court.

AUDIT

Students may audit a class instead of taking it for credit. Audit students must pay all tuition and fees prior to
being enrolled in the course. Audit students are also responsible for book, material, tool, and supply costs
associated with the course. Audits are allowed on a space-available basis. Financial aid is not available for audit
courses.
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Students taking a course for Audit (AU) will not be able to transcribe the course for credit at a future date. Audit
courses do not calculate in the student’s overall WDTC GPA, do not count toward graduation requirements, do
not meet pre-requisite course requirements, and may not be dropped or withdrawn from after the official drop
date for that course. The official drop date for each semester is listed on the academic calendar on the WDTC
website at https://www.wdt.edu/current-students/academic-calendar/.

CHANGE OF NAME/ADDRESS/EMAIL/PHONE

All students must maintain current contact information in the event of an emergency. Current addresses, emails,
and phone numbers are also important for job placement contacts. Students may update their information on
the “"How To"” page in MyWDT or through Enroliment Services. Name changes require valid documentation and
can be completed by contacting Enrollment Services.

CHANGING PROGRAMS

Students need to visit with their Student Success Coach to request a change of program. Students must meet
the admission’s requirements of the program they seek to enter. Students are encouraged to speak to the
Financial Aid Office to determine future aid eligibility as a result of changing programs. For current students,
change of program forms are processed at the end of a term. Western Dakota Technical College does not allow
double majors unless the first program upstreams 100% into the second program, as is the case with embedded
or stackable programs. See the Registrar’s Office for a listing of embedded and stackable programs.

COURSE CHALLENGE

Course challenges are offered for select courses. A standard fee shall be charged to students who request the
course challenge opportunities. The fee must be paid to the Student Accounts Office prior to the selected course
challenge dates. The Student Success Center sends an email to a student’s WDTC email account with upcoming
course challenge opportunities, including dates and fees. Students may challenge a course either to remove a
remedial requirement or to earn credit for a program requirement.

Students taking a course challenge to remove a remedial math or English requirement must obtain a score
placing them into a higher-level math or English course. See the Registrar’s Office for MATH 112 requirements.

Students taking a course challenge to earn credit for a course must earn a “B” or better to pass the exam (in
accordance with general education/technical grading scales found in the “Grading System” section of the WDTC
Student Handbook). If a "B” or better is earned, the credit will be posted to the student’s transcript and noted as
“CE". Students are allowed two testing opportunities per testing window for the same course but must adhere to
the registration and fee payment guidelines. If standards are not met, the student will be required to pay full
tuition and take the course.

Course challenges are offered prior to the start of each semester for all students and just prior to the end of the
fall and spring semesters for current students.

RSE/SCHEDULE CHANGE RSE CAPACITY, AND RSE CANCELLATION
WDTC reserves the right to change course times, days, and rooms. WDTC reserves the right to set course
capacity and cancel courses.

COURSE SUBSTITUTIONS

Students requesting a course substitution to fulfill their plan of study requirements must work with their Program
Director to complete a Course Substitution form through the Registrar’s Office. The VP for Teaching and
Learning will make final approval/denial of all requested course substitutions.

COURSE WITHDRAWAL
Courses withdrawn from after the official add/drop period but prior to completion of 75% of the course will carry

a “"W” indicating withdrawal on the transcript. Students who withdraw from some, but not all, courses after the
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official add/drop period will not be granted a refund and financial aid may be affected.

Students cannot withdraw from courses after completion of 75% of the course. The last day to withdraw from a
course and receive a “W”" is listed on the academic calendar for each term on the WDTC website at
https://www.wdt.edu/current-students/academic-calendar/.

Students who leave courses after the last day to withdraw from the course will receive grades earned and no
refunds will be granted.

CREDIT TRANSFER — WDTC Policy 3002

Students requesting credit at WDTC for post-secondary work completed at other schools must submit an official
transcript from the school(s) previously attended. It is the student'’s responsibility to submit official transcripts and
any required documentation before engaging in a course for which they think they may qualify for transfer credit.
A transfer credit evaluation may take up to six weeks after an official transcript is received in the Registrar’s Office.

The complete policy is located on the WDTC website’s policy page at https://www.wdt.edu/about/policies-and-
procedures.

Students interested in transferring WDTC credits to other institutions of higher learning should review the College’s
transfer agreements with those institutions. Articulation agreements can be found at https://www.wdt.edu/future-
students/transfer-of-credit.

DEAN'S LIST

The Dean’s List is published at the end of the fall and spring semesters. The purpose of the Dean’s List is to
promote academic excellence and give recognition to students who, through their initiative and ability, have
earned a 3.5 or higher GPA for a minimum of 12 credit hours in a given semester.

DUAL ENROLLMENT

Dual Enroliment allows high school students to enroll in courses at WDTC and earn credit for high school
graduation as well as postsecondary credit from WDTC. By enrolling in course(s) with WDTC, Dual Enrolliment
students are subject to all rules and regulations spelled out in the WDTC Student Handbook. Contact the WDTC
Admissions Office for details.

Per SB 142, students who receive a ‘W’, *"WF’ or ‘F’ in a Dual Enroliment course lose eligibility for the SD Dual
Enrollment Program. For more information or to appeal a Loss of Eligibility please complete the appeal
paperwork found on our website at www.wdt.edu/dual.

All Dual Enrollment students are required to complete Jumpstart Orientation EACH semester they are enrolled at
WDTC. WDTC provides the option to complete this requirement by attending a live session prior to the start of
the semester or by completing a virtual component through MyWDT. Any dual enrollment student who has not
completed this orientation requirement will have a hold placed on their student account. High school transcripts
and final grades will not be released until the requirement is fulfilled.

ENROLLMENT STATUS

Individuals are considered students upon initial enroliment in courses at WDTC. Enrollment ends upon
graduation or withdrawal from WDTC. For academic and financial aid purposes, in the fall and spring semesters
(and summer for financial aid), students are considered full-time at 12 or more credits, three-quarter time at 9 to
11 credits, and half-time at 6 to 8 credits. For academic purposes, in the summer semester, students are
considered full-time at 6 or more credits and half time at 3 to 5 credits. Third-party funding agencies may have
different definitions for enrollment status.
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GENERAL EDUCATION PHILOSOPHY

General Education at Western Dakota Technical College provides a foundation for study in the academic
programs imparting broad knowledge and intellectual concepts to students and developing skills and attitudes
that Western Dakota Technical College believes every college-educated person should possess. Students gain
knowledge in the areas of social sciences, natural sciences, mathematics, communications, computers, as well as
arts and humanities. Courses support the institutional learning outcomes of critical thinking, technical knowledge
and skills, communication, and professionalism.

GRADE LEVELS

A student in an Associates of Applied Science degree who has earned at least 30 credits in that degree will be
considered a 2" year student. A student in a program leading to a certificate or diploma is considered a 1% year
student.

GRADING SYSTEM

Western Dakota Technical College uses a letter grading scale for recording student achievement. A grade or
transcript code will be issued for each course and placed on the student’s transcript denoting student
achievement. The following grading system is used:

A - EXCEllent ... s 4.0 points
B = ADOVE AVEIAQE ... iiiiiiiiii ettt ean 3.0 points
C S A\ = =0T PP 2.0 points
D - BelOW AVEIage.......ociiiii i 1.0 points
F = FAIlING e 0.0 points
I - InComMPlete. ... No points
P = INPrOGIESS ..cvviiii i No points
W - Withdrawal.......ooiiiiiiri e No points
WF - Administrative Withdrawal with Fs........cccooiiiiiiiiiiiiiieene, 0.0 points
AU = AUIE e No points
Other transcript codes include:
TC - Transfer Credit ... e No points
CE - Creditby EXam ... e e No points
TF - Transcription FEE.......ccuii it No points

Grade Point Average

A student's earned grade point average is determined each term by adding grade points and dividing by the sum
of all the credits with the exception of “no point” grades/codes noted above. The cumulative grade point is the
same calculation for all terms enrolled combined.

Grades of I, IP, W, AU, TC, CE, and TF are not used in the calculation of grade point average. The designation
"R" is used when a course is retaken. The highest grade of a repeated course (R) will be used to calculate the
cumulative GPA, and the other grade(s) received will not be recognized in the calculation but will remain on the
transcript. Please note that grades of Failing (F), Incomplete (I), In Progress (IP), Withdrawal (W), Administrative
Withdrawal with F's (WF), and Audit (AU) grades are not counted as hours successfully completed.

Grading Scales

General Education courses as listed in the WDTC Catalog except CJUS 201 utilize the following scale:
A -90 to 100%

B — 80 to 89%

C-70to 79%

D - 60 to 69%

F—- 0to59%
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All other WDTC courses, other than those stated above, utilize the following scale:
A - 94 to 100%

B - 87 to 93%

C-791to 86%

D-73to78%

F- 0to72%

GRADUATION

Students should keep their plan of study current. It is wise to review this plan with an academic advisor at
midterm and at the end of each semester to ensure that all required courses are taken in order to graduate.
Students must apply for graduation at the start of their final semester.

All requests for transfer of credit from a higher education institution must be received and evaluated before a
student qualifies for graduation.

In order to be eligible to receive a certificate, diploma, or an AAS degree students must:
1. Provide evidence of high school completion through an official high school transcript or a GED certificate.
2. Complete all program and institutional curriculum requirements in accordance with Satisfactory Academic
Progress Standards. (Some programs have additional requirements that must be achieved. Students should
check with their academic advisor.)
3. Attain a cumulative grade point average of 2.0 or higher.

In order for official transcripts and diploma(s) to be released, students must:
1. Fulfill all financial obligations to WDTC.
2. Complete financial aid exit counseling, if applicable.

Students who have not met all certificate/diploma/degree requirements will not be allowed to participate in
graduation ceremonies. Exception: Students in programs that complete certificate/diploma/degree requirements
in the summer may walk at the spring graduation ceremony if all course requirements other than the summer
courses as listed in the academic catalog are met.

Degrees, diplomas, and certificates will be conferred once the Registrar’s Office confirms all course requirements
are met.

GRADUATION HONORS
WDTC awards honors to graduates of diplomas and Associate of Applied Science degrees who earn certain
cumulative grade point averages. To receive an Honors Designation at graduation, students must earn the
following cumulative grade point averages:

e Summa Cum Laude: equal to or greater than 3.9

e Magna Cum Laude: equal to or greater than 3.7 and less than 3.9

e Cum Laude: equal to or greater than 3.5 and less than 3.7

Students who achieve an honor designation will receive a gold (Summa Cum Laude), silver (Magna Cum Laude),
or white (Cum Laude) cord to wear during commencement. WDTC does not round cumulative grade point
averages.

INCOMPLETE GRADES

An incomplete grade is issued at the discretion of the instructor, with approval by the VP for Teaching and
Learning, and is normally only granted based on individual student circumstances. Students on academic
probation are not eligible to receive an incomplete in any course. Incomplete grades are not calculated in the
grade point average until they are replaced with the grade earned. A student must complete an incomplete
within two weeks following the grading period for which it was received. Incomplete grades are changed to an
“F” if a student does not complete course requirements within two weeks.
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Exceptions to this requirement may be granted with approval of the instructor and the VP for Teaching and
Learning.

INDEPENDENT STUDY

Normally, coursework is not taken as an independent study unless there are extenuating circumstances. In all
cases, approval must be provided by the respective instructor, academic advisor, and the VP for Teaching and
Learning. Students who have failed a course may not repeat it as an independent study.

Students (and graduates) who live in or relocate to a location in which their respective program is not currently
authorized or if it is unknown if the program is currently authorized may not be able to obtain certification or
licensure for the program in which they initially enrolled. Upon initial enrollment into a program leading to
certification or licensure, WDTC informs prospective and current students of the impact of location on professional
licensure and certification requirements.

It is the student’s responsibility to keep the address of their current location up-to-date in My.WDT at all times and
to seek guidance from their advisor, program director, and VP for Teaching and Learning if the student lives in or
plans to relocate to a location other than South Dakota as this may have an impact on the student'’s ability to
obtain certification or licensure.

MAXIMUM CREDIT LOAD

Students will not register for more than 18 credits in the fall/spring semester or 9 credits in the summer
semester without the permission of the academic advisor and the VP for Teaching and Learning unless they are
following the course schematic listed in the catalog. Students requesting an overload must contact their advisor
to start the overload request process.

MILITARY WITHRAWAL DUE TO ACTIVATION AND READMISSION AFTER SERVICE

Western Dakota Technical College realizes students who are members of the U.S. armed forces may be called to
active duty, specialized training, or as part of disaster relief efforts with little notice. Students who are activated
and have attended classes for 75% of the semester (or 75% of module courses) during which they are called to
active duty will be allowed to receive the grade they have earned and given full credit for the course, providing it
is a C or higher. Students who are activated prior to 75% of the course or who have not earned a C or higher
will receive a “"W". This policy does not pertain to initial active duty training (i.e. basic training).

Students who withdraw completely from WDTC will be eligible for refunds based on the criteria in the “Refund
Policy and Procedure” section of the WDTC Student Handbook. Students receiving scholarships or 3™ party
funding must contact the respective funding agency to determine the impact of the withdrawal on future funding

eligibility.

Service members called to military service for a period of more than 30 consecutive days under a call or order to
active duty of more than 30 consecutive days shall be readmitted to WDTC under the same academic status as the
service member had when last attending or when was last accepted for admission to WDTC. Military service is
service in the armed forces, including service by a member of the National Guard or reserve on active duty, active
duty for training, or full-time National Guard duty under federal authority. It does not include military service under
state authority.

Upon the student’s return to WDTC, the student must give written notification to the Registrar’s Office stating the
semester the student intends to re-enroll in classes at WDTC. In order for the student to be eligible to receive the
privileges stated within this section, the student must enroll in classes within three years after the completion of
the military service. The Admissions Office will readmit the student to WDTC into the next semester unless the
service member requests a later date or unusual circumstances require WDTC to admit the student at a later date.
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WDTC will readmit the student with the same academic status, which means the same program to which the
student was last admitted, at the same enrollment status, with the same number of credit hours previously
completed, and with the same academic standing unless the student chooses a different program or enrollment
status. If the student is readmitted to the same program, the student will be assessed the tuition and fee charges
that the service member would have been assessed for the academic year the student left WDTC.

The cumulative length of the absence for military service may not exceed five years.

PRIOR LEARNING — WDTC Policy 3015

Prior Learning Assessment (PLA) describes learning gained outside a traditional academic environment. Western
Dakota Tech may grant prior learning credit to students who have certifications, licensures, proof of military
education or experience, or similar documentation that they meet required competencies for a particular course or
program.

The complete policy is located on the WDTC website’s policy page at https://www.wdt.edu/about/policies-and-
procedures.

PROGRAM OF STUDY DECLARATION
A student must declare a program to be eligible to receive Title IV Federal Student Aid or VA benefits.

REGISTRATION

Registration is the process of enrolling in courses each academic term. WDTC will not automatically register a
student in the next term without the student’s affirmative consent or without allowing the student to cancel their
registration before the student is accessed tuition and fees for that term. After completing a midterm advising
session with their advisor, students complete a personal information update and register for courses the next
semester. Class sizes and sections are limited. Timely registration is essential for students to stay on schedule
with their plan of study.

REPEATING COURSEWORK

Any required course a student fails or withdraws from must be repeated. The student is required to pay full
tuition and fees for a course being repeated. Any course may be repeated at the student’s discretion; however, a
student should contact the Financial Aid Office to determine eligibility for funding of repeat courses. Both the
original and repeated grade will be reflected on the student’s transcript. A repeated course will be designated
with an R on the transcript.

SATISFACTORY ACADEMIC PROGRESS — ACADEMIC REQUIREMENTS — WDTC Policy 4010
Western Dakota Technical College (WDTC) requires that all students maintain satisfactory academic progress
toward the completion of a degree, diploma, or certificate.

Good Academic Standing — Students must maintain a cumulative grade point average of at least 2.0 on a 4.0
grading scale to remain in good academic standing and to graduate with a degree, diploma, or certificate. Students
are responsible for their own academic standing and for seeking assistance when experiencing difficulty.

The complete policy is located on the WDTC website’s policy page at https://www.wdt.edu/about/policies-and-
procedures.

STUDENT ID CARDS AND ID NUMBERS

WDTC will issue every student a student ID card with their student ID number and their legal or preferred name.
To ensure the safety of the WDTC community, students are encouraged to carry their student ID card with them at
all times. This ID card is the property of WDTC. It can be used when printing from a network printer on campus or
for requesting student information, such as passwords, email, or student records. Student ID cards are required to
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use the WDTC library and to take advantage of the managed print solution provided by WDTC. More information
on printing services can be found at https://www.wdt.edu/student-life/printing. Student ID cards are also required
to be shown to take advantage of student discounts that are offered at various businesses throughout the
community.

All students are assigned a student ID number and temporary password. Once the student has this information,
they are required to change their password using WDTC's password self-service site available through the “Change
Password” link on MyWDT. All passwords are required to be a minimum of fifteen characters in length,
alpha/numeric, with at least one capital letter and one symbol. Student ID numbers are assigned and may not be
changed. Student ID numbers/passwords are used to access MyWDT and a student’s email account.

STUDENT INFORMATION SYSTEM — MyWDT AND STUDENT EMAIL

Students will have access to Western Dakota Technical College’s student information portal, MyWDT, through any
device with Internet access. The MyWDT portal is available through a link on the WDTC website, www.wdt.edu, or
directly at https://my.wdt.edu/ics. Through MyWDT, students will have access to class schedules, grades, billing
information, unofficial transcripts, advising, registration, financial aid awards, et cetera.

All student email communications will be sent through the student’s official WDTC student email account. Student
email accounts will remain active for six months after a student exits WDTC.

For assistance, please contact the Help Desk at (605) 394-5355.

STUDENT RECORDS AND FERPA

Student cumulative files are kept for the benefit of the student and are retained by WDTC as required by law.
WDTC defines a student as an individual who is enrolled at WDTC. Each student’s cumulative record includes the
initial application, copies of transcripts from other schools attended, placement test results, immunization records,
original grades, grade changes, WDTC transcript, copies of correspondence, and other records per the WDTC
Student Records Retention Policy.

When a student leaves WDTC, the student file is kept for three years. The WDTC transcript, original grades, and
grade changes are kept on file indefinitely. If a student does not report for courses after having made application,
the record is retained for three years and then destroyed.

Release of Records/Transcripts

Other than Directory Information, no information in a student’s record will be released without written permission
of the student. WDTC requires a student to complete a release of information form to authorize WDTC officials to
release academic records to the respective 3™ party agency.

To request the release of a student’s record or transcript, the student must sign a release form or submit a request
in writing that includes the student’s signature to the Registrar’s Office. Requests may be made to WDTC in
person, via fax, or through US mail. This procedure must be followed each time the student wishes a record or
transcript to be released. The student must state the name and address of the person or agency to receive the
record and sign the form or request. No records will be released to or for any student who has not met all financial
obligations to WDTC. The Registrar’s Office will not release official transcripts on behalf of a current student during
a semester’s open grading period. Western Dakota Technical College does not have the authority to release
transcripts provided to Western Dakota Technical College from another higher education institution.

All students are mailed one (1) official copy of their completed transcript within 30 days of graduation. Additional
copies are provided upon receipt of a signed written request and payment of a transcript fee. Students may also
request a transcript through the National Student Clearinghouse online at https://www.wdt.edu/foundation-
alumni/request-transcripts.
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Access to Records in the Event of School Closure

In the event of the closure of WDTC, all permanent records of students and former students will be maintained
by and available from South Dakota Board of Technical Education, 800 Governors Drive, Pierre, South Dakota
57501.

FERPA — Family Educational Rights and Privacy Act — WDTC Policy 4004

The Family Educational Rights and Privacy Act (FERPA) is a Federal law that protects the privacy of student
education records. The law applies to all schools that receive funds under an applicable program of the U.S.
Department of Education. Western Dakota Technical College (WDTC) is committed to protecting the privacy of
student education records. This policy details WDTC's response to the provisions of this act.

To view the complete policy, including definitions, reporting procedures, and the process for the dissemination
of policy and training, go to https://www.wdt.edu/about/policies-and-procedures.

STUDENT RIGHTS AND RESPONSIBILITIES — WDTC Policy 4007

The submission of an application for admission to Western Dakota Technical College (WDTC) represents a
voluntary decision of a prospective student to participate in the programs offered by WDTC pursuant to its policies,
rules, and regulations.

Enrollment in courses extends the privilege to join the WDTC community and remain part of it as long as
established standards for academics and conduct are met. The following rights for enrolled students are not
intended to be complete or exclusive.

Student Rights
e Academic and Administrative Policies: Students can expect an academic environment and administrative
policies that support inquiry, learning, and growth.

e Access: Students with disabilities have the right to request reasonable accommodation ensuring access to
courses, course content, programs, services, events, and facilities.

e Association: Students have the right to associate freely with other individuals, groups of individuals, and
organizations for purposes that do not infringe on the rights of others.

e Discipline: In keeping with high expectations that WDTC has established for students, students can expect
discipline and sanctions for misconduct. Students accused of misconduct have the right to due process
regarding the alleged misconduct, as described in the Student Handbook/Student Code of Conduct section.

e Education: WDTC students have the right to a quality education that includes expert faculty, academic
technology, library services, tutoring, and support resources necessary for learning.

e Freedom from Discrimination and Harassment: Western Dakota Technical College will not tolerate racism,
discrimination, harassment, exploitation or victimization of students, school employees, non-employees, or
any person who is an invitee of WDTC for any reason, including but not limited to race, color, ethnic
background, national origin, pregnancy, marital status, religion, creed, age, sex, citizenship, political
affiliation, mental and/or physical challenge, disability, sexual orientation, genetic information, gender
identity, gender expression, status as a veteran, or any other status protected under applicable federal,
state, or local law. Western Dakota Technical College is committed to providing an environment free from
harassment and other forms of discrimination for students, employees, non-employees and its invitees. The
following person has been designated to handle inquiries or complaints regarding the non-discrimination
policies: Director of Student Success.

e Freedom of Expression: Students are able to freely examine and exchange diverse ideas in a manner that

2022-2023 Student Handbook
19


https://www.wdt.edu/about/policies-and-procedures

does not violate the rights of others.

Grievance Process: WDTC students have the right to respectfully present concerns or complaints about the
College to College officials, and to have their concerns and complaints addressed. See the Student
Handbook for approved processes.

Institutional Shared Governance: Students have the right to participate in the governance of WDTC by
serving as an officer in a student organization, completing student surveys, and volunteering for focus
groups.

Learning Outside the Classroom: Students have access to activities beyond the classroom that support
intellectual and professional development.

Safe Environment: Students have the right to learn within a safe campus community.

Service to the Community: Students have the right to participate in service opportunities to both the WDTC
community and the community beyond.

Student Information: Students have the right to access their student records and the right to control
disclosure of personally identifiable information in accordance with the Family Education Rights Privacy Act.

Timely Response from WDTC Faculty and Staff: Students have the right to timely and professional
responses from college employees.

Student Responsibilities

Academic Progress: Students are responsible for their academic progress and planning, including selecting
class schedule, meeting course requirements, completing requirements for graduation, reviewing grades
and graded material, and seeking assistance in a timely fashion.

Attendance: WDTC is an attendance-required college. Students are responsible for attending and engaging
in classes according to the attendance policies contained in the instructor’s course syllabus and the Student
Handbook.

Class Work: Students are responsible for knowing all information contained in the syllabus. Students are
responsible for meeting all course requirements and observing all deadlines, examination times, and course
expectations and procedures.

Communication: Students are responsible for checking their WDTC email daily (excluding holidays and
weekends) for communications from college faculty and staff. Students also have the responsibility to
accurately complete all institutional forms accurately and submit them on time to the appropriate office.
This also includes documents the student is having sent to the school by other organizations.

General Conduct: Students attending WDTC have the responsibility to be aware of and comply with the
policies, expectations, and procedures in the Student Handbook, Academic Catalog, and, if applicable,
program handbook.

Online and Hybrid Course Expectations: Online and hybrid courses require a high degree of self-direction
and time management skills. This includes being aware of and adhering to course due dates and
communicating frequently with your instructor and peers. Please consult with your academic advisor or a
Student Success Coach to determine your readiness level for enrolling in online or hybrid courses.

Students must engage in an academic activity before the official last day to drop a course as published on
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the academic calendar, or the student may be withdrawn from the course. Students who fail to have
regular and substantive participation throughout the course per the expectations and timelines
communicated by the instructor risk administrative withdrawal from the course, which may impact a
student’s financial aid. (See “Administrative Withdrawal Due to Non-Attendance”)

e Selection of Program: Students are responsible for reviewing and considering all information about a WDTC
program before enrolling. Ultimately, it is the student’s responsibility to choose the program they will enroll
in.

e Using MyWDT (Learning Management System): Students taking courses at WDTC require high-speed
Internet connectivity and may require the student to secure an approved proctor for exams. In order to
be successful using MyWDT, students need a variety of computer and technology skills. These skills
include but are not limited to:

o Basic Skills: Navigate between two or more applications; minimize/maximize windows.

o Email Skills: Create, send, open, reply to a message; enter a message subject; send an
attachment; open and/or save an attachment; adhere to netiquette guidelines; utilize WDTC
student email address.

o File Management Skills: Create, organize, save, copy, and locate files/folders.

o Web Browser/MyWDT Skills: Go to a specific URL; follow a hypertext link; conduct basic search
using search engine; download and install plug-ins, zip/unzip a file (Compress); update browser
as needed, upload an assignment file; respond to a forum post.

o Utilize new technology tools as assigned.

Students are expected to participate in course activities and communicate per the expectations and
timelines provided by the instructor. Students’ participation must be regular and substantive.

The complete policy is located on the WDTC website’s policy page at https://www.wdt.edu/about/policies-and-
procedures.

USE OF COPYRIGHTED MATERIALS — WDTC POLICY 3010

Western Dakota Technical College is committed to supporting teaching, research, learning and nonacademic
operations in the advancement of the college’s educational mission. Intellectual, technological, and information
resources and materials are provided for use by the entire College community and are to be used in accordance
with the provisions of the United States Copyright Act of 1976 as amended, the Digital Millennium Copyright Act
of 1998, and the Technology, Education and Copyright Harmonization Act of 2002, unless licenses or agreements
exist which allow for exceptions.

All users of such resources and materials are expected to follow the standards outlined in the College’s copyright
policy found at https://www.wdt.edu/about/policies-and-procedures.

WITHDRAWAL FROM WDTC

If a student desires to withdraw from WDTC, the student needs to contact the Registrar’s Office or a Student
Success Coach as soon as the decision has been made. Upon contacting the Registrar’s Office or a Student Success
Coach, the student will be counseled on the academic and financial consequences of withdrawing.

Students who withdraw from all courses after the official add/drop period but prior to completion of 75% of the
course(s) may be due a partial refund depending on the last day of attendance and financial aid may require
adjustment. Any outstanding balance due or refund owed will be communicated to the student via U.S. mail to the
address on file. Student Accounts strives to have this information to students in 7-10 days. Current refund
schedules are available from Student Accounts and are published on the WDTC website. The refund policy is
subject to change.
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Students cannot withdraw from WDTC after completion of 75% of the course. Students who leave WDTC after the
last day to withdraw from a course will receive grades earned as of the end of the semester and no refunds will be
granted.

The last day to withdraw from a course is listed on the academic calendar on the WDTC website at
https://www.wdt.edu/current-students/academic-calendar.
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