TBCC STUDENT
HANDBOOK
2016-2017 Academic Year
Expand Your Mind. Supercharge Your Life.

2016-2017 IMPORTANT DATES
(Dates are subject to change. Please look at the current term’s class schedule for the most recent calendar.)

2016
MAY 16 ..................................................................................................................... Summer Term Registration Begins
MAY 30 .............................................................................................................................................. Memorial Day Holiday
JUNE 6 – 10................................................................................................................................ Spring Term Finals Week
JUNE 10 ..................................................................................................................................... Commencement Exercises
JUNE 11 ...................................................................................................................................................... Spring Term Ends
JUNE 20 ................................................................................................................................. Summer Term Classes Begin
JULY 4 ...................................................................................................................................................... July Fourth Holiday
AUGUST 22 ....................................................................................................................... Fall Term Registration Begins
SEPTEMBER 5 ........................................................................................................................................ Labor Day Holiday
SEPTEMBER 3 ..................................................................................................................................... Summer Term Ends
SEPTEMBER 15 - 16 ...................................................................... College In-service (Curtailed Public Services)
SEPTEMBER 26 .......................................................................................................................... Fall Term Classes Begin
SEPTEMBER–OCTOBER .................................................................................................. Late Registration, Fall Term
NOVEMBER 11 ................................................................................................................................ Veterans Day Holiday
NOVEMBER 24 - 25........................................................................................................................Thanksgiving Holiday
NOVEMBER 21 ......................................................................................................... Winter Term Registration Begins
DECEMBER 5 -9 ............................................................................................................................. Fall Term Finals Week
DECEMBER 10 .............................................................................................................................................. Fall Term Ends
DECEMBER 28-30 ..................................................................................................... Winter Holidays/College Closed
2017
JANUARY 2............................................................................................................................................. New Year’s Holiday
JANUARY 9.............................................................................................................................. Winter Term Classes Begin
JANUARY ....................................................................................................................... Late Registration, Winter Term
JANUARY 16 ............................................ Martin Luther King, Jr. Day Holiday (non-contract day for faculty)
FEBRUARY 27 ........................................................................................................... Spring Term Registration Begins
MARCH 20-24.......................................................................................................................... Winter Term Finals Week
MARCH 25................................................................................................................................................ Winter Term Ends
MARCH 27-31.....................................................................................................................................................Spring Break
APRIL 3 ..................................................................................................................................... Spring Term Classes Begin
MARCH-April ............................................................................................................... Late Registrations, Spring Term
APRIL 28............................................................................................. College In-service (Curtailed Public Services)
MAY 22 ..................................................................................................................... Summer Term Registration Begins
MAY 29 .............................................................................................................................................. Memorial Day Holiday
JUNE 12-16 ................................................................................................................................ Spring Term Finals Week
JUNE 16 ..................................................................................................................................... Commencement Exercises
JUNE 17 ...................................................................................................................................................... Spring Term Ends
JUNE 26 ................................................................................................................................. Summer Term Classes Begin
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WELCOME
TILLAMOOK BAY COMMUNITY COLLEGE PROVIDES ACCESS TO QUALITY EDUCATION IN
RESPONSE TO THE NEEDS OF OUR COMMUNITY.
“There are so many exciting things going on at TBCC. If you are thinking of starting your
education, taking the next step in your career, or want to improve your small business, now is
a great time to get started. TBCC has small, personal classes to support you on your journey.
It is never too late to get started. We always have a place for you at TBCC.”
~President Connie Green

As a student what do you need to start planning your future? You will need two publications: the
TBCC College Catalog and the Schedule of Classes.

The Schedule of Classes is designed to help you register for
courses at TBCC. The Schedule of Classes is published four
times a year (fall, winter, spring, and summer terms). The
schedule of classes is available online at
www.tillamookbaycc.edu and clicking on Schedule of
Classes. Paper versions of the schedule are mailed to every
mailbox in Tillamook County. They are also available on
campus and in the Tillamook County Library.

Important Information about TBCC is printed in the Schedule of Classes:








Tuition and Fees
How to Pay
Available Student Services
Final Exam Schedule
Student Disclosure Statement
Student Grievances
Academic Calendar








Add/Drop Timetable
Withdrawal Policy
Attendance Policy
How to Register
Student Records
Accommodations for Students with
Disabilities

The College Catalog has full course and program descriptions as well as transfer, graduation, and
certificate requirements. Student Rights and Responsibilities are stated, including a section
regarding the grievance process. The catalog is published annually and is available on the website
www.tillamookbaycc.edu or at the main campus.
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HOW TO READ THE SCHEDULE OF CLASSES
The TBCC Schedule of Classes is easily
accessible. But how do you make sense
out of all the numbers and columns?
Once we show you, it will seem easy.

The schedule is arranged by the type of class.
Credit classes are arranged in alphabetical
order by subject (Art, Business, Criminal
Justice, Math, etc.). They will continue to be
arranged the same from term to term. Non-credit
classes are listed in their own section.

When you find the topic you are looking
for in the TBCC Class Schedule, then the
classes are listed by their course
number, name, instructor’s name, seat
availability in the class, and the dates and
times.
Here is what you see when you log in to register for classes.

Course Number

Course Title Instructor

Days/Times/Location

Credits
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STUDENT GROUPS
ASTBCC (ASSOCIATED STUDENTS OF TILLAMOOK BAY COMMUNITY COLLEGE)

ASTBCC is more than just a group of
officers and some government-type structure. We
are organized to benefit you, the student. We

build communities and offer fun events and
some learning activities through the school year.
We also sponsor food drives which help the
community and promote community spirit
among the students. We encourage good
citizenship with voter registration and education
activities. We enhance the college experience in positive ways for the students of Tillamook
Bay Community College.
If you are interested in becoming involved as an officer or volunteer, please attend one of
our weekly meetings. Watch for announcements about ASTBCC events on the bulletin boards and
in email. ASTBCC is here for you. By being part of Student Government, you can also contribute
positively to the college and help build our community!
ASTBCC Advisor:
John Sandusky

TBCC Phone
503-842-8222 ext. 1875

TBCC Email
JohnSandusky@tillamookbaycc.edu

PHI THETA KAPPA
The purpose of Phi Theta Kappa is to recognize and encourage scholarship among
two-year college students.
Our Mission
Phi Theta Kappa's mission is two-fold:
1. Recognize and encourage the academic achievement of two-year college students; and
2. Provide opportunities for individual growth and development through participation in honors,
leadership, service, and fellowship programs.
PTK Advisor
Sheryl Vanselow

TBCC Phone
503-842-8222
ext. 1220

TBCC Email
SherylVanselow@tillamookbaycc.edu
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STUDENT TUTORING
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MYTBCC ACCOUNT SET UP
MyTBCC can be accessed by any active TBCC student anywhere the internet is available. To log on
go to www.tillamookbaycc.edu, and then click on the MyTBCC tab.
1. In the user ID box type your student ID number.
a. Your student ID number is emailed to you when your
initial admission is processed. It can be found on your
student schedule, and on your TBCC ID card.
2. In the password box type your MyTBCC password.
a. For NEW STUDENTS the password is the temporary
password emailed to you with your ID number when
your admission is processed.
b. The first time you log in to MyTBCC, you will be asked
to change your password.
c. If you have logged in previously, the password is one
you have created.
3.

If…
you do not know your TBCC
password you can request it in
person by bringing a photo ID to
student services or see password
hint on MyTBCC.

Once you have entered your user ID and password
click login.
Password Hint
To request your MyTBCC password be emailed to you, you will need to have set up a
Password Hint question.

1.
2.
3.
4.

Log on to MyTBCC.
Click on the Personal Information link located at the top, next to your name.
Choose the Password tab, click on the Password Hint, and set up a hint question.
In the future, if you have set up your hint question, click “forgot my password” next to the
password box, and your password will be emailed to your TBCC email account.

6

MAINTAINING ACADEMIC SUCCESS AT TBCC

SATISFACTORY ACADEMIC PROGRESS (SAP)
Good Standing Status=




Maintaining a cumulative grade point average of a 2.0 or
higher
Successfully completing two-thirds of attempted credits
each term
Maintaining the ability to complete your declared degree
or certification within 150% maximum time frame limit
(Financial Aid Eligible)

Warning Status=




Student’s cumulative GPA dropped below 2.0, and/or
did not complete two-thirds of all attempted credits in a term,
and/or
Student is unable to graduate within 150% maximum time frame
limit (Financial Aid Eligible).

Suspension Status=




Student did not meet SAP standards while in Warning Status, or
it is determined that the student will not be able to graduate within
150% maximum time frame limit, or
Student assigned to a required Financial Aid Academic Plan fails to
follow the plan (Not Eligible to Receive Financial Aid).

Appeal of a Suspension
A student in SAP Warning status will still be able to register for class and receive aid the following
term. A student on SAP Suspension must file an appeal and create a Learning Contract before they
may be eligible to register for classes or receive financial aid.
Contact the Office of Student Services as soon as possible to resolve any Satisfactory Academic
Progress concerns or questions at StudentServices@TillamookBayCC.edu or 503-842-8222 x 1100.
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ATTENDANCE AND WITHDRAWAL POLICIES
Class Attendance
Yes, you need to attend all classes in which you are enrolled. If you do not attend the first week
you may be dropped from the course as a no-show. Research shows that attending all your courses
will help you be more successful in achieving your goals. Not attending class will result in a grade of
“F”.
Do I get my money back if I drop a class?
Yes, if you've made a payment and you drop in time. Please refer to the chart below for deadlines.
All charges associated with a class will be removed from your account balance if you formally drop
by the deadline listed in the matrix below.
No charges will be removed if you drop after the deadline. For questions, contact the Business
Office at 503-842-8222 ext. 1210.
Deadlines to DROP a class:
LENGTH OF CLASS

8-11 weeks

DEADLINE TO DROP (AND NOT HAVE W ON TRANSCRIPT AND GET FULL REFUND)

By the end of the first week of classes.



Monday – Thursday: Online or In person at Student Services (7:30
am-4:30 pm)
Friday: In person only (7:30 am to 4:30 pm)

2-7 weeks

By the end of the first day of classes.

Less than 2 weeks

Before the first day the class meets.

Deadlines to WITHDRAW from a class:
LENGTH OF CLASS

11-12 weeks

DEADLINE TO WITHDRAW (W GOES ON TRANSCRIPT AND NO REFUND)

By the eighth Friday of the term.

8-10 weeks

In the first 80% of the class meetings.

2-7 weeks

In the first 80% of the class meetings.

Less than 2
weeks

Before the first day the class meets.

Notes: After the Withdrawal period, a grade must be assigned for the course.
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ONLINE AND HYBRID CLASSES
Want to take classes but are having a hard time finding a class that fits with your schedule? Try one
of our online or hybrid classes. We have several to choose from such as writing, college survival,
math, computers, and all our business classes.
Yes, you read that right. You can get a business degree through TBCC taking all online and hybrid
classes.

Enrollment
Enrollment in online courses is limited to residents of Oregon, Washington and Idaho.
Online courses require an additional $35 fee.
Hybrid courses require an additional $15 fee.
All online courses are taught through the Moodle online platform. Once you register for an online
class, you can familiarize yourself with Moodle at www.tillamookbaycc.edu . A how-to guide for
Moodle is provided in each term’s Class Schedule.

FOR MORE HELP:
Have any more questions or concerns about your specific course? Contact your course instructor or
one of your Career Education Advisors.
Email

Phone

Location

johnsousa@tillamookbaycc.edu 503-842-8222 ext. 1145

Student Services – 1st Floor

caraelder@tillamookbaycc.edu

Student Services -1st Floor

503-842-8222 ext. 1140

Other Moodle Resources:
Email
marlendavis@tillamookbaycc.edu

Phone
503-842-8222 ext. 1620

Location
IT – 1st Floor
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PLANNING YOUR CLASS SCHEDULE

Most classes run for 11 weeks. Always check the beginning and
ending dates of your classes in the
quarterly schedule of classes and on
your registration schedule.
When planning your class
schedule, consider the
following guidelines.

 Generally, each course
credit requires one hour of class time per
week. For example, a
four-credit class usually means that you will be in class
four hours each week. Classes with labs often require more than one hour per week per
credit earned.

Part Time & Full Time Enrollment Status
¼ Time
½ Time
¾ Time
Full Time

=
=
=
=

3 – 5 credits per term
6 – 8 credits per term
9 – 11 credits per term
12 or more credits per term

 For each hour you spend in class, plan to spend at least two hours in study time. Be sure to
calculate study time when considering how many classes you take each term.
 In addition to class and study time, consider your family, work commitments and time for
yourself. Many TBCC students are employed either full-time or part-time; however, they
find a way to balance it all with careful planning.
Here are some general guidelines about work and school commitments:

If you work:
40 hours per week

Consider Taking:
6-8 credits

30 hours per week

9-10 credits

20 hours per week

12 credits

5-15 hours per week

12-15 credits
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ASSOCIATE DEGREES AND CERTIFICATE PROGRAMS
TBCC offers a variety of certificates and degrees that can help lead to family wage jobs and
advancement in a variety of fields. Certificates take fewer credit hours to complete, and the hours to
complete vary depending on the level of training required in the individual program. Associate
degrees can be completed in two years in most cases, if a student attends college on a full-time basis
(enrolling in15 credit hours or more per term).

CAREER TECHNICAL CERTIFICATES (CTE)
 Accounting
 Corrections Technician
 Emergency Medical Services
 Manufacturing & Industrial
Technology
 Medical Assistant
 Phlebotomy
Transfer & General Studies Degrees
 Associate of General Studies
 Associate of Science
 Associate of Arts Oregon Transfer
 Oregon Transfer Module (1 year)
 Associate of Science Oregon Transfer
in Business
Associate of Applied Science (AAS)
Degrees
 Agriculture and Natural Resources
 Business Administration (online)
 Criminal Justice and Public Safety
 Criminal Justice and Public Safety –
Law Enforcement
 Manufacturing and Industrial
Technology
*Apprenticeship Certifications available also.
DEGREE PARTNERSHIP PROGRAM/DUAL ENROLLMENT
Start your journey to a four-year degree at TBCC.
Through joint agreements with several four-year educational institutions, we are able to offer dual
enrollment options that let students enroll at both TBCC and a university to work toward a bachelor
degree at the same time. To learn more contact Hayden Bush, Open Campus Coordinator, 503-8428222 ext. 1870 or haydenbush@tillamookbaycc.edu
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CAREER EDUCATION ADVISING AND PLANNING
Success at Tillamook Bay Community College is all about clear goals, commitment, and
communication. Making sure that your degree/certificate plan is on track for completion is
part of what the advising team at TBCC prides itself on. Just take a look at some of the
services that advising can offer to YOU, ensuring that you are a huge success at TBCC and
beyond.
The advising staff at TBCC wants students to take a proactive approach to their
education. While we are here to help, we also want students to take ownership of their
degree plan. Some of the things that students can do to accomplish this include:






Ask questions,
Review your degree plan after each term,
Be involved in the advising process by preparing for meetings,
Consider ideas from advisors, faculty, and other mentors,
Actively engage and progress to pursue an educational plan directed toward
completion of a degree or certificate at TBCC.

We have two new programs available to help you achieve success.

Oregon ASPIRE Program
ASPIRE is a mentoring program that matches trained and supportive adult volunteer mentors with
students to develop a plan to help them meet their education goals in college.

Traditionally, ASPIRE has been so successful in the high schools statewide that OSAC is piloting the
program in a handful of higher education programs, including Tillamook Bay Community College.
Volunteer ASPIRE Mentors
Volunteer ASPIRE mentors are parents, guardians, professionals, and retired community members.
Share your life experience with a mentor!
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ASAP
ASAP (Access to Student Assistance Program) is modeled after the federal TRIO program and is
supported by special grant funding. Our goal is use this money to help increase student success
which, as always is our main goal. The ASAP goals are:
1.
2.
3.
4.

Form a cohort of 10-15 students who SUCCEED!
Remain in the group through spring term/receive free class!
Finish the school year with a 2.00 GPA or HIGHER!
Create a realistic Career Education Plan and monitor each term!
5. Have a realistic budget/financial aid plan in place for Year Two!

Make sure to schedule an appointment with an advisor to discuss any questions or concerns
you may have about your education at TBCC. Be proactive and take charge of your
education by meeting with an advisor today!
Your current advisor can be reached at:
John Sousa
503-842-8222 ext. 1145
johnsousa@tillamookbaycc.edu

Cara Elder
503-842-8222 ext. 1140
caraelder@tillamookbaycc.edu

FINANCIAL AID
Many types of financial assistance may be available to you as a TBCC student including:
Grants –Does not have to be paid back.
Federal Pell Grant
Federal Supplemental Educational Opportunity Grant (SEOG)
Oregon Opportunity Grant





Oregon Promise- Does not have to be paid back.
 Must be a Oregon High School graduate
 Oregon resident for one consecutive year or more
 Must have 2.5 GPA or higher
 Must apply within six months of high school completion
Loans – Do have to be paid back with interest.
 Federal Subsidized Stafford Loan
 Federal Unsubsidized Stafford Loan
 Federal PLUS Loan for parents
Student Employment  Work Study
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Steps to apply for Federal Financial Aid
1. Complete the FAFSA at fafsa.gov. Be sure to use the TBCC school code 041949.
2. Monitor your TBCC email account and respond promptly to requests for additional
information.
3. Accept your award letter on-line at MYTBCC .
For more information, check out the financial aid page on the TBCC website at
www.tillamookbaycc.edu.
You may also stop by the Student Services window to ask financial aid questions or
email or call- Sally Jackson at sallyjackson@tillamookbaycc.edu 503-842-8222 ext. 1130.

STUDENT RESOURCES
ADVISING
See page 12 to learn more about advising at TBCC.
Email

Phone

Location

johnsousa@tillamookbaycc.edu 503-842-8222 ext. 1145

Student Services – 1st Floor

caraelder@tillamookbaycc.edu

Student Services -1st Floor

503-842-8222 ext. 1140

ONLINE BOOKSTORE -Online Bookstore and Open Educational Resources (OER’s)
At Tillamook Bay Community College, we want to make sure you continuously receive the best in
education. To help us deliver on this goal, we work closely with our textbook partner, MBS Direct,
to guarantee that you and all students have the correct course
materials. MBS Direct was carefully selected to deliver the best value
for you and to ensure peace of mind because course materials are
specific to your class schedule, with no hidden costs. Students may
use their approved TBCC financial aid to purchase or rent books
online through the online bookstore.

BOOKSTORE/CASHIER
The cashier’s office and bookstore accepts payments for tuition, fees and other miscellaneous
purchases. Payments may be made on our online payment portalpaymentinformation@tillamookbaycc.edu , at the TBCC Store, by calling the Business Office and
making a payment by phone, or by mailing payments to the TBCC Business Office at 4301 Third
Street, Tillamook, OR 97141. For more information contact:
Email
Phone
sheryvanselow@tillamookbaycc.edu 503-842-8222 ext. 1210

Location
Business Office – 1st Floor

hollykraus@tillamookbaycc.edu

Bookstore – 1st Floor

503-842-8222 ext. 1240
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Financial Aid

See page 13 for information
Email
sallyjackson@tillamookbaycc.edu

Phone
503-842-8222 ext. 1130

Location
Student Services – 1st Floor

DisabilitY Services
Disability Services collaborates with students, staff, faculty, and community members to create
inclusive, equitable, diverse, and sustainable learning environments for all. Tillamook Bay
Community College provides a wide range of in-class and campus access services to students who
experience documented disabilities. The department is a resource for creative problem-solving to
enhance access in the following areas:
 Admission/registration assistance, advising, and advocacy
 Accommodations for classes, including:
o Test accommodations (extended time, reduced distraction, reader, scribe)
o Alternate format (computer text with digital audio, Braille)
o Technology (computer software and hardware and other devices)
o Service Providers (sign language interpreter, classroom aide)
o Accessibility information, maps, and basic mobility orientation.
Email

Phone

caraelder@tillamookbaycc.edu 503-842-8222 ext. 1140

Location
Student Services – 1st Floor

Learning Center

The Learning Center is designed to help students succeed and is staffed by one of our instructors.
The Learning Center hours vary throughout the term, so check the website for the most up-to-date
information. Visit the TBCC website, go to “Returning Students” and click on “Library”. Here you
will find a link to the “Learning Center” under “Services.”
Email
Phone
suzannebannan@tillamookbaycc.edu 503-842-8222 ext. 1845

Location
Second Floor - Library

Peer Tutoring

Peer tutoring is also available and is located in the library as well. High-achieving students are
available to help you in the courses being offered each term. Peer tutoring is scheduled on an asneeded basis. To be matched with a peer tutor, or to apply to become a peer tutor, see the Peer
Tutor Coordinator, Masyn Phoenix.
Email
Phone
masynphoenix@tillamookbaycc.edu 503-842-8222 ext. 1710

Location
Library - Second Floor
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Library

The library provides on-site print and non-print materials available to students and staff. In
addition, the library is contracted with other area libraries and can request materials to meet
student needs from area libraries, PCC Libraries, OSU, and the Oregon State Library. The library
also offers online research databases
Email
masynphoenix@tillamookbaycc.edu

Phone
503-842-8222 ext.
1710

Location
Library -Second Floor

OTHER RESOURCES
ALCOHOL AND
D RUG
COUNSELING

CAREER
R ESOURCES

Resources for issues involving alcohol and drugs are available in the
information area in the lobby by Student Services.

Up-to-date career and job market information is available through the CIS
program (Career Information System) available at TBCC. An advisor is also
available to help you make initial career decisions. For additional career
resources and help with your job search, visit the TBCC website and click on
“Get Started”.
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B US PASS

You can purchase a bus pass valid for all term for all in-county bus rides. Call
503-815-8283 or go on line at www.tillamookbus.com . In order to receive a
student discount, have your current class schedule printed at Student
Services, and take your schedule and Student ID to the library.

V ETERANS
SERVICES

If you are in need of Veterans Services, you may call 503-377-0294 (locally) or
The Oregon Department of Veteran’s Affairs 1-800-692-9666. (Vets seeking
information about education-related issues should contact Sally Jackson at 503842-8222 ext. 1130.)

WOMEN’S
CRISIS
CENTER

Help is available through the Women’s Crisis Center at 1902 2nd St.,
Tillamook, and at 503-842-9486 or 800-992-1679.

STUDENT CONCERNS

It is the policy of Tillamook Bay Community College and its Board that there will be no
discrimination or harassment on the grounds of race, color, sex, marital status, sexual orientation,
religion, national origin, age, disability height/weight ratio, organizational affiliation, or political
affiliation in any educational programs, activities or employment. Lack of English language skills
will not be a barrier to admission and participation in career and technical education programs.
Persons having questions should contact the appropriate person listed below.

All Administrative Offices are located at 4301 Third Street, Tillamook, Oregon
Academic Grievances: Ann Hovey, Chief Academic Officer, Room 112, Phone (503) 842-8222, ext. 1030.
Disabilities/Section 504 Coordinator: Rhoda Hanson, Academic Director of Student Services, Room
116, Phone (503) 842-8222, ext. 1110 or TDD (503) 842-2467.

Harassment based on race/ethnicity/national origin: Pat Ryan, Director of Facilities, Safety, Human
Resources, Room 110, Phone (503) 842-8222, ext. 1020.

Title II Coordinator: Pat Ryan, Director of Facilities, Safety, Human Resources, Room 110, Phone (503)
842-8222 ext. 1310

Title IX Coordinator: Ann Hovey, Chief Academic Officer, Room 112, Phone (503) 842-8222, ext. 1030.
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TBCC GRIEVANCE PROCEDURE
A.

Introduction

Students enrolled at Tillamook Bay Community College may use the Grievance Procedure to challenge
decisions and/or actions taken by college faculty and staff that are alleged to violate their rights as defined in
the TBCC College Catalog. This procedure does not apply to any other dispute. Any other complaint about
college services, programs, or activities not addressed in the College Catalog or Policy should be put in writing
and sent to the Director of Student Services
Programs based on contracts with government agencies or external funding sources may adopt separate
grievance procedures consistent with Tillamook Bay Community College’s Grievance Procedure, the
program’s goals, and the principle of due process for all parties.
The student will be allowed to have an advocate of his/her choice (such as a Tillamook Bay Community
College Advisor, or student government representative) present in meetings throughout the grievance
process. Advocates are not permitted to present the case but may advise the student. Both the college and
the student may seek legal advice at their own expense; however, neither the college nor the student shall be
represented by a lawyer during any grievance meeting or hearing involving the college and the student.
Concerns involving harassment or discrimination by a college staff member on the basis of race, color,
religion, sex, sexual orientation, age, national origin, disability, or veteran status should be directed to the
college's Affirmative Action Officer. Concerns involving harassment or discrimination by a student on the
basis of race, color, religion, sex, sexual orientation, age, national origin, disability, or veteran status should be
directed to the Director of Student Services.
The College Board has directed the College President, pursuant to ORS 341.290, to establish administrative
rules to govern the college and its students and to administer disciplinary action. Sanctions shall be primarily
administered by the college director or officer deemed most appropriate in relation to the violation.
Generally, safety violations will be directed to the Director of Facilities, Safety, and Human Resources; student
conduct and academic progress violations will be directed to the Director of Student Services; and academic
integrity violations will be directed to the Chief Academic Officer. The Director of Student Services, the
Director of Facilities, Safety, and Human Resources, or the Chief Academic Officer may impose the following
sanctions for violations of the Code of Student Conduct:
Type of Violation /
Suspension

Initial Review

First Appeal

Final Appeal

Student Conduct

Director of Student
Services

Chief Academic Officer

College President

Safety

Director of Facilities,
Safety, and Human
Resources

Director of Student
Services

College President

Academic Integrity

Chief Academic Officer

Director of Student
Services

College President

Academic Progress

Director of Student
Services

Chief Academic Officer

College President

B.

GRIEVANCE PROCEDURE
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Step 1: Communicate with the Faculty/Staff Member:
a.

The student must directly communicate with the faculty/staff member involved within 30 calendar
days of the event that is the subject of the grievance. Otherwise the student forfeits the right to
grieve the issue. The student is encouraged to put the grievance in writing, including a specific
description of the problem, the reasons the student believes his/her rights have been violated as
defined in the College Catalog, and a proposed remedy.

Step 2: Director of Student Services or the Chief Academic Officer
a.

b.

In cases where the problem is not resolved through direct communication with the faculty/staff
member involved, the student will submit a Grievance Form obtained from the Chief Academic
Officer or the Director of Student Services with supporting evidence, to the CAO or Director within 14
calendar days of the communication with the faculty/staff member. The CAO or Director will review
the grievance.
Within 14 calendar days, the CAO or Director will objectively investigate the grievance, consult and
share appropriate information with all involved parties, consider relevant evidence, and render a
decision in writing to the student and the college president.

Step 3: Appeal to the College President
a.

b.

The student may appeal the decision in Step 2 if Tillamook Bay Community College procedures were
not followed or there is relevant evidence that was not available during Step 2. An appeal must be
made within 14 calendar days to the college president. The student must submit written justification
for further review and provide evidence that there are grounds for the appeal.
The president will objectively investigate how the grievance process was conducted in Step 2, consult
with all involved parties, and consider relevant evidence that was not available or not considered
during Step 2, and render a decision in writing. The decision will be final and is not subject to appeal.

Reporting, Recording, and Maintaining Records
When the grievance is concluded, all documentation shall be forwarded to the Director of Student Services,
who will maintain them as part of student records in accordance with the state archival policies.
Disabilities: Americans with Disabilities Act Complaint Procedure
Tillamook Bay Community College supports the swift resolution of concerns related to academic
accommodation, discrimination, retaliation or harassment based on disability. While students are encouraged
to resolve concerns directly with the TBCC employee involved, this may not always be appropriate and we
offer the following formal resolution procedure. If there are problems getting appropriate auxiliary aids and
services put into place in the classroom and/or concerns related to discrimination or harassment, students
should notify Disability Services (DS) in Student Services so we can work swiftly to ensure resolution.
A student who feels the concern has not been resolved may file a formal complaint regarding the issue by
following the process outlined below.
HOW TO FILE A FORMAL COMPLAINT
1. Describing the Problem
To file a formal complaint, fill out an Americans with Disabilities Act (ADA) Complaint Form and submit it
to Disability Services.
Complaint forms are located at:
Main Campus
Student Services
4301 Third St, Tillamook Oregon 97141,
(503) 842-8222 x1100
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The college prohibits retaliation against any person who makes a good faith complaint of discrimination
or harassment and retaliation against any person who in good faith cooperates in an investigation of
alleged harassment or discrimination.
2.

Studying the Problem
Within five working days of ADA Complaint Form submission, the Director of Student Services or
designee contacts the complainant to determine if the Americans with Disabilities Act (link is external)
applies and will provide written notification of the complaint to the accused. The Director will investigate
the problem and possible solutions. This process will take no more than 30 working days. The process
will be reliable and impartial and provide opportunity to present witness names and other evidence.

3.

Solving the Problem
Notification of findings will be sent within 30 working days of the complaint being filed. The complainant
will receive the results of the investigation in writing. The complainant will review the findings and
decide if they are satisfied with the results. If they are not satisfied with the results, they may appeal.
Tillamook Bay Community College does not tolerate any form of unlawful discrimination or harassment.
The college is committed to taking steps to prevent the reoccurrence of any discrimination or harassment
and to correct any discriminatory effects on the grievant and others, by taking appropriate steps to
review. College processes and policies in an ongoing effort to address concerns and issues brought to our
attention.

4.

Appeal The Decision
An appeal to the Director’s recommendations may be made in writing to the college president, within five
working days of receiving the resolution. The college president will respond in writing within 10
working days.
If the complainant is dissatisfied with the president's response, other legal remedies may be pursued,
such as submitting the complaint to the Office of Civil Rights.
Seattle Office
Office for Civil Rights
U.S. Department of Education
915 Second Avenue Room 3310
Seattle, WA 98174-1099

Who Resolves Formal Complaints and Concerns
Resolving Accommodation related Concerns
1. If the concern is related to an accommodation, DS can assist by facilitating communication with the staff
person, program, department, or organization. DS may contact the appropriate faculty or staff in an effort
to clarify and resolve the situation.
2. Any concerns that cannot be resolved swiftly through working with DS will be brought to the attention of
the Director of Student Services, who may consult with the Chief Academic Officer to address the concern.
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3. If the concern cannot be resolved by the Director of Student Services, DS will provide information about
the college's discrimination grievance procedures so the concern can be addressed through the Office of
the President.
Resolving Concerns regarding Disability Services Staff
1. If you have a concern about a DS advisor or other employee, and do not feel comfortable discussing this
directly with the staff member, you may contact the Director of Student Services, Rhoda Hanson at, 503842-8222 x1110. The director will attempt to resolve your concerns regarding the staff member.
2. If you have a concern and do not feel comfortable discussing this directly with the Director of Student
Services, you may contact the Director of Facilities, Safety, Human Resources, Pat Ryan, at 503-842-8222
x1020.
3. If you have concerns regarding the Director of Student Services, please contact the college president,
Connie Green, at 503-842-8222 x1015.
Resolving other Concerns
For concerns or complaints about conditions, individuals, policies or procedures of the college, please
follow the guidance found within the TBCC Rights and Responsibilities.

STUDENT RIGHTS AND RESPONSIBILITIES
Tillamook Bay Community College provides students with programs of general education,
developmental/remedial programs, and vocational/technical curricula. The college also provides cultural,
recreational, and community service activities. It is, in turn, the responsibility of the student to observe
college rules and regulations and to help maintain appropriate conditions in the classroom, on the campus,
and in the community.
A. General Policies
A student's registration obligates him/her to comply with the policies and regulations of the college.
Tillamook Bay Community College will restrict a student’s admission to, or registration with the college and
will withhold degrees, and official transcripts as prescribed by the college and/or state guidelines if a student
fails to meet financial obligations to the college or for other legal reasons. Tillamook Bay Community College
is granted the right by law to adopt such rules as are deemed necessary to govern its operations. Students
have the right to participate in formulating and reviewing policies and rules pertaining to student conduct
and, to the extent permitted by law, in the enforcement of all such rules.
B. Right to Freedom from Harassment and Discrimination
The college's goal is to enable students to achieve their education and career goals. Therefore, it is against this
policy for any manager, supervisor, faculty, staff, or student to engage in harassment or discrimination of any
member of the college community based on his/her race, color, religion, ethnicity, use of native language,
national origin, age, sex, marital status, height/weight ratio, disability, or sexual orientation. The prohibition
against harassment or discrimination based on the use of native language does not require the college to offer
courses in any language other than English. Under this policy, harassing or discriminatory behaviors will not
be tolerated. The college also prohibits retaliation against any person who makes a good faith complaint of
discrimination of harassment and retaliation against any person who in good faith cooperates in an
investigation of alleged harassment or discrimination. Therefore, it is the responsibility of every member of
the college community to strictly comply with this policy. This includes notifying each employee/student of
his or her rights and responsibilities under Tillamook Bay Community College’s Student Rights and
Responsibilities and Sexual Harassment Policies. Management staff will be held accountable for taking
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reasonable action to maintain work areas and educational environments free of conduct that causes, or
reasonably could be considered to cause, intimidation, hostility, or discrimination. Any person who believes
he or she has been discriminated against or harassed by a college employee, representative, or student is
encouraged to file a complaint with the Director of Facilities, Safety, and Human Resources. Non-affirmative
action complaints are to be filed in accordance with the Student Grievance Procedure.
C. Right to Freedom of Expression
Students shall be free to take reasoned exception to the data or views offered in any course of study and to
reserve judgment about matters of opinion, but they are responsible for learning the content of any course of
study in which they are enrolled. As constituents of the academic community, Tillamook Bay Community
College students shall be free, individually and collectively, to express their views on issues of institutional
policy and procedures which shall include the examination and discussion of issues of interest to them and
expression of opinions both publicly and privately. They shall be free to invite and to hear persons of their
choosing and to support causes by orderly means that do not substantially disrupt the regular and essential
operations of the college. Demonstrations are a legitimate mode of expression, whether politically motivated
or directed against the college administration, and will not be prohibited. Demonstrators, however, have no
right to deprive others of the opportunity to speak or be heard, take hostages, physically obstruct the
movement of others, or otherwise substantially disrupt educational or institutional processes in a way that
interferes with the safety or freedom of others. Students may be subject to disciplinary action when their acts
or actions cause or are likely to cause substantial disruption or interference with the regular and essential
operation of the college.
D. Right to Protection from Improper Academic Evaluation and Improper Disclosure of
Students’ Views, Beliefs, and Associations
Student academic performance shall be evaluated solely on an academic basis (which may include attendance
and the ability to apply skills), not on the student's opinions or conduct in matters unrelated to academic
standards. The course syllabus shall contain and articulate the evaluation standards and grading criteria by
which student performance is measured. Students shall have the right to grieve their academic evaluation
under the Grievance Procedure only if the student believes that these standards and criteria were not
followed by the instructor, or were not fairly and consistently applied to all students. At the same time,
students are responsible for meeting standards of academic performance established for each course in
which they are enrolled. Information about student views, beliefs, and political associations which staff
members acquire in the course of their association with students is to be considered confidential.
E. Right of Access to, and Protection from Improper Disclosure of Student Records
To minimize the risk of improper disclosure, academic and disciplinary records shall remain separate.
Transcripts of academic records shall contain only information about academic status. Information from
disciplinary or advising files shall not be available to unauthorized persons on campus or to individuals offcampus without the written consent of the student involved, except under legal compulsion or in cases where
the safety of persons or property is involved, in compliance with the Family Educational Rights and Privacy
Act, college policy, and Oregon laws pertaining to education records. In order to assist students to benefit
from courses, programs, and activities, the college requires advising services and Career Education Plans for
degree-seeking students. The confidentiality of student record information obtained by advising services will
be strictly maintained, except when Tillamook Bay Community College is legally permitted to disclose student
record information.
F. Right to Form Student Organizations
Students may form student clubs and organizations under the provisions of the Associated Students of
Tillamook Bay Community College (ASTBCC) Constitution. Any chartered student club or officially recognized
student organization acting through the Associated Students of Tillamook Bay Community College may invite
any person of their own choosing to the campus, provided the invitation and arrangements are in compliance
with established policies of the college. College procedures must be followed to ensure orderly scheduling of
facilities, adequate preparation for the event, and that activities are conducted in a manner appropriate for an
academic community.
G. Right to Sell and Distribute Materials and Engage in Fund-Raising Activities
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Students have the right to engage in legal incidental sales of personal property in private transactions. TBCC
has not designated any facilities for this purpose, however, except for the use of designated college bulletin
boards. All fund-raising activities for any student group must be approved by the comptroller and the
Executive Director of the Foundation and College Advancement, and coordinated with the Tillamook Bay
Community College Foundation. All merchandise, periodicals, magazines, and books offered for commercial
sale may be sold only through the student store except when within college policy and approved by the
comptroller and the Executive Director of the Foundation and College Advancement. All free publications not
in violation of state laws, federal laws, and/or college rules, such as books, magazines, newspapers, handbills,
leaflets, and similar materials may be distributed on campus. Any persons desiring to distribute publications
shall first register with the comptroller and the Executive Director of the Foundation and College
Advancement so that reasonable areas and times can be assured and the activities of the college will not be
interfered with. All handbills, leaflets, newspapers, and similar materials must bear the name and address of
the organization and/or individual distributing the materials. Printed materials shall not be placed on any
vehicle parked on campus.
H. Right of Access to College Facilities
Students have the right of access to college facilities, subject to ordinary schedules and policies and
regulations governing the use of each facility. When using these facilities, the student has the responsibility to
respect these regulations and to comply with the spirit and intent of the rules governing facility use.
Chartered ASTBCC student clubs have free access to facilities unless additional services (custodial, campus
safety, etc.) are required. When faced with a situation which he/she determines is likely to or does disrupt the
order of the college, threatens the health and welfare of the college community, or that interferes with the
ingress and/or egress of persons from college facilities, the college president or designee shall have the
authority to:
1. Prohibit the entry of any person or persons, or to withdraw the license or privilege of any person or group
of persons to enter or remain upon any portion of a college facility; or
2. Give notice against trespass by any manner specified by law to any person, persons, or group of persons
against whom the license or privilege has been withdrawn or who have been prohibited from entering into or
remaining within a college facility.
Any student(s) disobeying a directive given by the college president or designee, pursuant to the
statements above, shall be subject to disciplinary action and/or criminal trespass laws.
I. Right to Student Publications
Student publications and student press provide for free and responsible discussion of topics and for
intellectual exploration. The responsibility for developing, administering and reviewing procedures for the
operation of college-sponsored student publications is delegated to the Student Publications Committee.
Editors are protected from arbitrary suspension and removal due to editorial policy or content. Editors and
staff of student publications are guided by the professional standards of the Oregon Code of Journalistic
Ethics, related Oregon Revised Statute, and by other state or federal laws.

STUDENT CONDUCT
A. General Policies
Admission to Tillamook Bay Community College carries with it the presumption that the student will conduct
him/herself as a responsible member of the college community. Thus, when a student is admitted to and/or
enrolled at Tillamook Bay Community College, the student likewise assumes the obligation to observe
standards of conduct which are appropriate to the pursuit of educational goals.
Students shall generally have an opportunity to participate in the formulation of policies and rules pertaining
to student conduct and, to the extent legally permitted, in the enforcement of such rules. Tillamook Bay
Community College administration and its board, however, retain the authority to create and enact college
policy. Programs based on contracts with government agencies or external funding sources operated outside
of the campus may adopt separate conduct procedures consistent with Tillamook Bay Community College’s
Code of Student Conduct, the program’s goals, and the principle of due process for all parties. Tillamook Bay
Community College may take appropriate disciplinary action when student conduct deemed by a college
director or Chief Academic Officer or designee to be disruptive to the operation of the college, or constitutes
one or more of the behaviors identified below.
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B. Violations
Disciplinary action may result from the commission of any of the actions listed herein, or any violation of civil
or criminal law while on college property or while engaged in any college activity.
1. Academic cheating or plagiarism, or aiding or abetting cheating or plagiarism, which may also result in
academic penalties under the college’s Academic Integrity Policy.
2. Furnishing false information to the college with the intent to deceive the college or any person or agency.
3. Forgery, alteration, or misuse of college documents, records, or identification cards whether in written or
electronic form.
4. Unauthorized use or access of college electronic communications media, equipment, files, or data or failure
to comply with Tillamook Bay Community College Terms of Usage.
5. Abuse, harassment, intimidation, or threatening of a student, staff member, vendor, visitor, or invited guest
of the college.
6. Malicious destruction, damage, or misuse of college or private property (including library materials).
7. Theft or conversion of college property.
8. Failure to comply with the lawful directions of college personnel acting in performance of their duties.
9. Unwanted contact or communication of any nature with another student or a staff member after being
advised by a college official or the other student that such contact or communication is unwelcome.
10. Any behavior that is disruptive to the educational process of the college as determined by a college
official.
11. Interference by force or by violence (or by threat of force or violence) with any administrator, faculty or
staff member, or student at the college who is in the discharge or conduct of his/her duties or studies.
12. Possession, consumption, being under the influence, or furnishing of alcoholic beverages (as identified by
federal or state law) on college-owned or controlled property or at college or student organization supervised
functions, except as provided by rules and procedures of the Tillamook Bay Community College Board of
Education.
13. Possession, consumption, being under the influence, or furnishing of any narcotic or dangerous drug, as
defined by ORS 475 and ORS 167.203 to 167.252 [as now law or hereinafter amended], except when use or
possession is lawfully prescribed by an authorized medical doctor or dentist.
14. Failure to disperse when an assembly is ordered to disperse by college officials.
15. Failure to comply with a notice against trespass.
16. Failure to comply with the following rules regarding firearms and weapons:
a. The use, carrying, exhibiting, or displaying of any weapon (as defined by Oregon Revised Statute
161.015), or facsimiles thereof, is prohibited on or in college facilities, except as provided by Oregon
law or when approved by college administration for official college activities;
b. Explosives, incendiary devices, or any facsimiles thereof are prohibited on or in college facilities,
except as provided by Oregon law, or when approved by college administration for official College
activities;
c. The above rules do not apply to equipment or materials owned, used, or maintained by the college,
used by the college or under college direction, nor to law enforcement officers or campus security
personnel.
17. Violations of published college regulations, including those related to entry and use of college facilities,
the rules in this Section, and other college regulations which may be enacted.
18. Conduct that substantially interferes with the college's educational responsibility of ensuring the
opportunity for all members of the college community to attain their educational objectives, or the college’s
subsidiary responsibilities, which may include, but are not limited to: record-keeping, providing
miscellaneous services, and sponsoring out-of-class activities, such as lectures, concerts, athletic events, and
social functions. If a student is charged or convicted of an off-campus violation of the law, the matter shall be
no cause for disciplinary action by the college unless there is a reasonable possibility, as determined by the a
Director or the Chief Academic Officer, that the behavior is substantially likely to disrupt the educational
process of the college.
C. Sanctions
The College Board has directed the college president, pursuant to ORS 341.290, to establish administrative
rules to govern the college and its students, and to administer disciplinary action. Sanctions shall be primarily
administered by the college director or officer deemed most appropriate in relation to the violation.
Generally, safety violations will be directed to the Director of Facilities, Safety, and Human Resources, student
conduct and academic progress violations will be directed to the Director of Student Services, and academic
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integrity violations will be directed to the Chief Academic Officer. The Director of Student Services, the
Director of Facilities, Safety, and Human Resources or the Chief Academic Officer may impose the following
sanctions for violations of the Code of Student Conduct:
Type of Violation/
Suspension
Academic Progress
Student Conduct
Safety
Academic Integrity

Initial Review

First Appeal

Final Appeal

Director of Student
Services
Director of Student
Services
Director of Facilities,
Safety, and Human
Resources
Chief Academic Officer

Chief Academic Officer

College President

Chief Academic Officer

College President

Director of Student
Services

College President

Director of Student
Services

College President

1. Expulsion from Tillamook Bay Community College (i.e., permanent removal of the privilege to attend
Tillamook Bay Community College);
2. Suspension from Tillamook Bay Community College for a definite period of time and/or pending the
satisfaction of conditions for re-admission, (i.e., suspension of the privilege to attend Tillamook Bay
Community College);
3. Removal from class (es) for which the student is currently registered;
4. Restitution for damages;
5. A specified period of college and/or community service;
6. Disciplinary probation with or without the loss of privileges for a definite period of time. The violation of
the terms of the disciplinary probation or the breaking of any college rule during the probation period may be
grounds for suspension or expulsion from the college;
7. Disciplinary admonition and warning;
8. Any other sanction the college deems educationally appropriate. The parents or guardian of any student
under 16 years of age who receives a sanction under the Code of Student Conduct shall be notified.

D. Disciplinary Due Process Hearing Procedures
In keeping with the educational purposes of the college, disciplinary actions other than those requiring
expulsion are intended to be remedial rather than punitive. Often disciplinary proceedings will be conducted
informally between the student(s) and the designated college official listed above.
Classroom Conduct:
Each faculty member is responsible for conduct in class and is authorized to take such steps as are necessary
when behavior of a student interrupts the normal class procedure. When behavior is so serious as to result in
expulsion from the class, the faculty member may remove the student from class for one day and may also
require the student to meet with the instructor and/or Chief Academic Officer to identify and set conditions
for his/her return to the class. Permanent removal of a student from a class or classes may only be imposed
by the designated college official listed above in section C or designee pursuant to the provisions of the Code
of Student Conduct.
Student Conduct:
1. Students in violation of institutional regulations or civil or criminal law shall be so informed.
2. During investigation of the charges, the status of the student shall not be altered nor shall his/her right to
be present on the campus and to attend classes be suspended except for reasons related to the safety and
well-being of students, faculty, staff, or college property, or which relate to or interfere with the orderly
operation of the college, as determined by Director of Student Services or designee.
3. The student has the right to appeal any disciplinary (as distinct from academic) action to the president
solely on the basis of alleged procedural violation(s). If a violation is found to have occurred, the president
will remand the case to the Director of Student Services or designee for reprocessing. No disciplinary sanction
shall be imposed unless the student has been notified of the charges against him/her and the nature and
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source of the evidence. In cases in which the college does not intend to suspend or expel a student, the source
of information may be kept confidential if, in the discretion of the designated college official listed above in
section C or his/her designee, he/she believes that revealing the source would create a risk of physical or
emotional harm to the source. A student subject to these sanctions will be allowed to present his/her case to
an appropriate college official and to have an advisor of his/her choice present. Advisors are not permitted to
present the case but may advise the student. Both the college and the student may seek legal advice at their
own expense, but, to avoid an adversarial situation, neither the college nor the student will be represented by
an attorney during any meeting or hearing involving the college and the student. The student may withdraw
from college of his/her own volition at any time during the disciplinary process. Disciplinary sanctions may
still be assessed, however, if the student withdraws from the college prior to the completion of the
disciplinary process, or elects not to participate in disciplinary proceedings. Formal Resolution In cases that
are not resolved informally, the director or officer shall use the following hearing procedure:
Formal Resolution:
Step 1: At an initial conference with the director or officer as designated in section C the student will be
informed verbally and in writing of the charges and the maximum penalty which might result from
consideration of the disciplinary matter. The college retains the right, upon learning new information and
giving notice to the student, to revise the proposed maximum penalty.
Step 2: The student must submit all of his/her evidence within seven calendar days of the initial conference.
Step 3: After considering the evidence in the case and interviewing persons as appropriate, the director or
officer, may take one of the following actions:
a. terminate the proceedings, exonerating the student;
b. dismiss the case after appropriate counseling and advice; or
c. impose an appropriate sanction as described above.
The student shall be notified in writing of the decision of the director or officer.
Step 4:
The student may appeal a sanction imposed if the student feels that additional information is available that
has bearing on the situation. The student may file this appeal by bringing the additional information to the
designated director or officer. If the student decides to appeal the decision on the basis of alleged violation of
due process, he or she may do so by filing a written appeal with the president or designee within seven
calendar days of the decision. The president or designee shall render a decision regarding the alleged
violation of due process within seven calendar days of its filing.
E. Readmission after Suspension
A student suspended from the college may be readmitted only on written petition to the
director or officer with responsibility over the issue leading to the suspension. Petitions, if applicable, indicate
how specific reinstatement conditions have been met and reasons which support reconsideration. The
director or officer or designee shall convey his/her decision in writing to the student; and in the case of nonreadmission, shall express his/her reasons in writing. If the student decides to appeal the decision, a first
appeal may be made to the designated director or officer. The director or officer shall convey his/her decision
in writing to the student and shall express his/her reasons for the decision. The director or officer sends
his/her report to the college president. The decision of the college president is final.
F. Records
Records of all disciplinary actions shall be kept as part of the student record by the director of Student
Services in accordance with the state archival policies.

ACADEMIC INTEGRITY POLICY
A. Introduction
Students of Tillamook Bay Community College are expected to behave as responsible members of the college
community and to be honest and ethical in their academic work. Tillamook Bay Community College strives to
provide students with the knowledge, skills, judgment, and wisdom they need to function in society as
educated adults. To fabricate the results of one's research, to present the words, ideas, data, or work of
another as one's own; or to cheat on an examination corrupts the essential process of higher education.
B. Guidelines for Academic Integrity
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Students assume full responsibility for the content and integrity of the coursework they submit. The following
are guidelines to assist students in observing academic integrity:
1. students must do their own work and submit only their own work on examinations, reports, and projects,
unless otherwise permitted by the instructor. Students are encouraged to contact their instructor about
appropriate citation guidelines;
2. students may benefit from working in groups. They may collaborate or cooperate with other students on
graded assignments or examinations as directed by the instructor; and
3. students must follow all written and/or verbal instructions given by instructors or designated college
representatives prior to taking examinations, placement assessments, tests, quizzes, and evaluations.
Students are responsible for adhering to course requirements as specified by the instructor in the course
syllabus.
C. Forms of Academic Dishonesty
Actions constituting violations of academic integrity include, but are not limited to, the following:
1. plagiarism: the use of another's words, ideas, data, or product without appropriate acknowledgment, such
as copying another's work, presenting someone else's opinions and theories as one's own, or working jointly
on a project and then submitting it as one's own;
2. cheating: the use or attempted use of unauthorized materials, information, or study aids; or an act of deceit
by which a student attempts to misrepresent academic skills or knowledge; unauthorized copying or
collaboration;
3. fabrication: intentional misrepresentation or invention of any information, such as falsifying research,
inventing or exaggerating data, or listing incorrect or fictitious references;
4. collusion: assisting another to commit an act of academic dishonesty, such as paying or bribing someone to
acquire a test or assignment, taking a test or doing an assignment for someone else, or allowing someone to
do these things for one's own benefit; and
5. academic misconduct: the intentional violation of college policies, such as tampering with grades,
misrepresenting one's identity, or taking part in obtaining or distributing any part of a test or any information
about a test.
D. Penalties for Academic Dishonesty
If a student is found guilty of violating academic integrity, any one, or a combination of the following penalties
may be imposed by the faculty member:
1. verbal or written warning, or
2. a grade of "F" or "NP" for the assignment, project, or examination. A grade of "F" or "NP" for the course,
overriding a student withdrawal from the course. The penalty may be imposed by the faculty member only
after a hearing conducted by the Chief Academic Officer. The Chief Academic Officer may also issue the
following disciplinary sanctions, in accordance with the Code of Student Conduct:
1. disciplinary admonition and warning;
2. disciplinary probation with or without the loss of privileges for a definite period of time. The violation of
the terms of the disciplinary probation or the breaking of any college rule during the probation period may be
grounds for suspension or expulsion from the college;
3. suspension from Tillamook Bay Community College for a definite period of time. (i.e., suspension of the
privilege to attend Tillamook Bay Community College); or
4. expulsion from Tillamook Bay Community College (i.e., removal of the privilege to attend Tillamook Bay
Community College).
E. Academic Dishonesty Complaints and Hearing Procedures
1. The faculty member observing or investigating the apparent act of academic dishonesty documents the
commission of the act, usually by writing down the time, date, place, and a description of the act.
2. The faculty member collects evidence, often by photocopying the plagiarized assignment and creating a
paper trail of all that occurs after the alleged act of academic dishonesty. Often the evidence will include
various samples of the student's work showing a radical disparity in style or ability.
3. The faculty member provides the student an opportunity to explain the incident.
4. The faculty member explains to the student the procedures and penalties for academic dishonesty and
gives the student a copy of the Tillamook Bay Community College Academic Integrity Policy.
5. The faculty member may resolve the matter informally by determining an appropriate course of action,
which may include a verbal or written warning, or a grade of "F" or "NP" on an assignment, project, or
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examination, or no further action. If the accused student contests the faculty member’s decision, a hearing
with the Chief Academic Officer (CAO) may be requested in writing to the CAO within 10 days of the time the
student is notified of the faculty member's decision. A hearing requested by a student under this section is
informally conducted by the CAO, who may take steps he or she deems appropriate to resolve the conflict.
6. If the faculty member wishes to initiate further action (e.g. assign a lower grade or a grade of "F" or "NP" for
the course), the student is entitled to a hearing with the CAO.
The faculty member submits a copy of the Academic Dishonesty Report form and any additional evidence to
the CAO within 10 days of the alleged act of academic dishonesty, which initiates the hearing process.
7. Within 10 days of receiving an Academic Dishonesty Report form, the CAO notifies all parties in writing of
the date, time, and location of the hearing. At the hearing, the student meets with the faculty member and CAO
to hear the charges and present his/her side of the case. The student may bring an advisor, who may advise
the student but not present the case. If the student misses the hearing, the faculty member and CAO may
proceed with the process to completion. The CAO will consider any evidence submitted within seven days of
the hearing, and interview persons as warranted. The CAO determines if the action recommended by the
faculty member is appropriate.
8. Within 10 days of the hearing, the CAO sends a written notification of the results to the student and faculty
member. Within 10 days of the notification, the student may submit a written appeal to the Director of
Student Services for a first appeal…The director shall review all information of the case. The Director may
hold an additional hearing if deemed necessary. The director of Student Services shall convey his/her
decision to the student within 10 days of the appeal.
9. If the student decides to appeal the decision on the basis of alleged violation of due process, he or she may
do so by filing a written appeal with the President or designee within 7 calendar days of the decision. The
president or designee shall render a decision regarding the alleged violation of due process within 7 calendar
days of its filing.
10. For each decision conveyed to the student the CAO or director sends a final report to the college
president. The Chief Academic Officer or Director of Student Services may also issue the following
disciplinary sanctions, in accordance with the Code of Student Conduct:
a. disciplinary admonition and warning;
b. disciplinary probation with or without the loss of privileges for a definite period of time. The violation of
the terms of the disciplinary probation or the breaking of any college rule during the probation period may be
grounds for suspension or expulsion from the college;
c. suspension from Tillamook Bay Community College for a definite period of time.
(i.e., suspension of the privilege to attend Tillamook Bay Community College); or
d. expulsion from Tillamook Bay Community College (i.e., removal of the privilege to attend Tillamook Bay
Community College).

GRIEVANCE PROCEDURE
A. Introduction
Students enrolled at Tillamook Bay Community College may use the Grievance Procedure to challenge
decisions and/or actions taken by college faculty and staff that are alleged to violate their rights as defined in
the college catalog. This procedure does not apply to any other dispute. Any other complaint about college
services, programs, or activities not addressed in the college catalog or policy should be put in writing and
sent to the Director of Student Services. Programs based on contracts with government agencies or external
funding sources may adopt separate grievance procedures consistent with Tillamook Bay Community
College’s Grievance Procedure, the program’s goals, and the principle of due process for all parties. The
student will be allowed to have an advocate of his/her choice (such as a Tillamook Bay Community College
Advisor or student government representative) present in meetings throughout the grievance process.
Advocates are not permitted to present the case but may advise the student. Both the college and the student
may seek legal advice at their own expense; however, neither the college nor the student shall be represented
by a lawyer during any grievance meeting or hearing involving the college and the student. Concerns
involving harassment or discrimination by a college staff member on the basis of race, color, religion, sex,
sexual orientation, age, national origin, disability, or veteran status should be directed to the college's
Affirmative Action Officer. Concerns involving harassment or discrimination by a student on the basis of race,
color, religion, sex, sexual orientation, age, national origin, disability, or veteran status should be directed to
the Director of Student Services.
B. Grievance Procedure
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Step 1: Communicate with the Faculty/Staff Member:
a. the student must directly communicate with the faculty/staff member involved within
30 calendar days of the event that is the subject of the grievance. Otherwise the student forfeits the right to
grieve the issue. The student is encouraged to put the grievance in writing, including a specific description of
the problem, the reasons the student believes his/her rights have been violated as defined in the college
catalog, and a proposed remedy.
Step 2: Director of Student Services or the Chief Academic Officer:
a. In cases where the problem is not resolved through direct communication with the faculty/staff member
involved, the student will submit a grievance form obtained from the Chief Academic Officer or the Director of
Student Services with supporting evidence, to the CAO or Director within 14 calendar days of the
communication with the faculty/staff member. The CAO or Director will review the grievance.
b. Within 14 calendar days, the CAO or Director will objectively investigate the grievance, consult and share
appropriate information with all involved parties, consider relevant evidence, and render a decision in
writing to the student and the college president.
Step 3: Appeal to the College President:
a. The student may appeal the decision in Step 2 if (1) Tillamook Bay Community College procedures were not
followed or (2) there is relevant evidence that was not available during Step 2. An appeal must be made
within 14 calendar days to the college president. The student must submit written justification for further
review and provide evidence that there are grounds for the appeal.
b. The president will objectively investigate how the grievance process was conducted in Step 2, consult with
all involved parties, and consider relevant evidence that was not available or not considered during Step 2,
and render a decision in writing. The decision will be final and not subject to appeal.
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