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ceeeeceeeeao» WELCOME

Welcome to Ameritas College! Whether you’re joining us from down
the street or across the country, this handbook is your guide to
success. Inside this handbook, you will find resources to support
your academic journey, ways to connect with our online community,
and the policies that help us create a safe, respectful, and supportive

learning environment.

We’re glad you’re here, and we look forward to seeing all that you

will accomplish.



+«+ <> MISSION, VISION, & VALUES

Mission

Ameritas College is a comprehensive, open-admission private institution based in Huntington,
West Virginia serving students globally and committed to ensuring student learning, validating
student outcomes, and promoting academic excellence as evidenced by graduate success in
employment or lifelong learning.

Vision
We envision a world in which all individuals have access to the educational tools they need to

think independently and live abundantly. We commit to engaging in lifelong learning and
encouraging others to live with a learning mindset.

Values

We envision a world in which all individuals have access to the educational tools they need to
think independently and live abundantly. We commit to engaging in lifelong learning and
encouraging others to live with a learning mindset.

Be Curious Be Elegantly Simple
We commit to engaging in lifelong We communicate complex
learning and encouraging others to truths simply.

live with a learning mindset.

Love Quality Celebrate Completion

We see beauty in quality products and We celebrate bringing commitments
systems. We ceaselessly explore new to conclusions. We never let the best
ways to add beauty to the world. be the enemy of the better.

Numbers Matter, Stories Matter Venture Outside our Comfort Zone
We never forget that every number has We grow by challenging ourselves and
a name and every name has a story. each other to explore new territory.
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Explanation of Academic Calendar and Unit of Credit

Ameritas College operates on a quarter system. Each quarter is approximately 11 weeks in
length. One credit equals a minimum of 10 classroom hours of lecture, which assumes outside
preparation; 20 hours of laboratory; or 30 hours of practicum; or an appropriate combination of
all three. A full-time student must carry a minimum of 12 credit hours per quarter. To complete
a program in the prescribed length, a student must carry an average of 16 to 20 credit hours
with a maximum of 24 credit hours. Students must meet a 3.00 cumulative GPA requirement to
take 24 credit hours.

https://catalog.ameritas.edu/academic-calendar-and-unit-of-credit

College Calendar

Ameritas College operates on a quarter system. Each quarter is approximately 11 weeks in
length.

https://catalog.ameritas.edu/college-calendar

Academic Honesty Policy

Ameritas College works to ensure that its classes are of the highest academic standards.
Consequently, the college has a firm policy against academic dishonesty, including cheating or
plagiarism. Whenever students doubt what to do, they must check with the instructor before
doing it.

Students guilty of academic dishonesty will be administratively dropped from the course with a
grade of ‘F’ and subject to disciplinary action, which may include suspension and dismissal.
Explanations about cheating and plagiarism can be found on the college’s website via

the Academic Honesty Policy.

https://catalog.ameritas.edu/academic-honesty-policy
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Articulation Agreements

Ameritas College maintains articulation agreements with the following schools:

e West Virginia University (WVU) - Business Management
o Herzing University

At Ameritas College, we are constantly exploring agreements with other institutions. In most
cases, even without an articulation agreement, other institutions try to help students transfer
as many Ameritas credits as possible. Articulation makes it automatic, but if you have another
institution in mind, always take your transcript and ask their Admissions office to assess it to
see how many credits would transfer.

https://catalog.ameritas.edu/articulation-agreements

Attendance Policy and Withdrawal Policy

Your attendance at the college is essential in attaining your future employment goals.
Prospective employers are interested in your attendance as well as your academic training.

At the start of each quarter, you must start each class by the end of the second week of school. If
you have not completed work in all courses you're enrolled in by the end of the second week,
you will be withdrawn for the quarter from unattended classes.

You may actively withdraw from a class or the term during the first nine weeks of the quarter or
the designated last day to drop a class. Please get in touch with your Student Success Coach to
withdraw from a class or term actively. Tuition adjustments for dropping individual courses will
not be made after the second week of the quarter.

If you are absent for 14 consecutive days in all your classes, Ameritas will administratively
withdraw you from the term and advise you of your options for requesting reinstatement in
your classes. Your official withdrawal date will be determined by your last date of attendance or
the date of your withdrawal request.

Final grades will be determined based on submitted assignments if you have not missed two
consecutive weeks in your classes and have not actively withdrawn.

https://catalog.ameritas.edu/attendance-policy-and-withdrawal-policy

Auditing a Class

All graduates are eligible to audit a class without any tuition charges. Students who are not
graduates will be charged a $100 fee for auditing a class. All students auditing a class must pay
for a new textbook if required. Graduates may schedule to audit a class anytime during the
scheduling process.

https://catalog.ameritas.edu/grading-system
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Copyright Infringement

In today’s high-tech environment, students must understand the implications of electronic
copyright infringement, especially peer-to-peer file sharing. Peer-to-peer programs are
generally used to find and download various media files.

Copyright infringement occurs when material/property is used without authorization from the
owner. Downloading, uploading, or sharing copyrighted material without permission is illegal.
The most common offenses include downloading movies from an unauthorized source and
sharing music peer-to-peer (P2P). These actions are considered a form of theft of the
copyrighted work of a director, producer, or artist.

According to the Higher Education Opportunity Act, Ameritas College MUST take action against
such activities when we receive a notice of violation for electronic copyright infringement.
Ameritas College reserves the right to remove or block access to any copyrighted materials
and/or temporarily restrict access to the campus network pending the outcome of an
investigation of an alleged copyright infringement violation. Ameritas College will inform the
account holder of any action taken to maintain compliance with federal and state copyright
infringement laws.

Violations of copyright infringement laws may result in a formal criminal charge of a breach of
law, court case proceedings, and fines up to $150,000 per work/property misappropriated. If a
student is found to violate the copyright laws utilizing any computer at Ameritas College, the
student will be dismissed.

As an institution of higher education, Ameritas College strongly believes in intellectual
property. (Copy Right Section) As such, Ameritas College respects intellectual property and has
made it a priority to ensure all employees and students respect the copyrights of others. All
Ameritas College employees and students must comply with copyright law.

Copyright infringement through inappropriate copying or distribution of copyrighted content is
a personal and a company liability and will result in disciplinary action, including dismissal
from the school. Ameritas College’s copyright policy does not allow for the application of “fair
use.” Please ensure you have permission from the author before using ANY copyrighted
material.

Copyright Clearance Center obtained the following information regarding copyrights. For more
information, please visit www.copyright.com or the College's Copyright Policy page.

https://catalog.ameritas.edu/copvright-policy



http://www.copyright.com/
https://catalog.ameritas.edu/copyright-policy
https://catalog.ameritas.edu/copyright-policy

Credit Hours

Ameritas College operates on a quarter system. Each quarter is approximately 11 weeks in
length. One quarter-hour credit equals a minimum of 10 classroom hours of lecture, which
assumes outside preparation; 20 hours of laboratory; and 30 hours of practicum; or an
appropriate combination of all three. A full-time student must carry a minimum of 12 credit
hours per quarter.

To complete a program in the stated course length, a student must carry an average of 16 to 20
credit hours with a maximum of 24 credit hours. Students must meet a 3.00 cumulative GPA
requirement to take 24 credit hours.

https://catalog.ameritas.edu/academic-calendar-and-unit-of-credit

Credit Transfers

Credit earned at accredited schools, colleges, or universities may be transferred to Ameritas
College if the subject content is comparable, the college credits are equal or more than those
required for the course being considered for transfer credit, and you earned a final grade of C or
better. Up to 64 quarter-hour credits can be awarded towards graduation requirements if you
transfer into the same program. If you transfer into a different program, 48 quarter-hour
credits can be awarded. Competency tests are also available in many subject areas. Full credit
will be granted to those students achieving a satisfactory score.

Transfers can only be accepted from:

e Accredited schools
e Courses in the student's core curriculum or computer-based classes should have been
completed within the past five years

If a college is not familiar to the academic advisor, course descriptions should be obtained from
the college. If questions remain after the course description is reviewed, all academic advisors
should be consulted to determine how the class will be treated.

https://catalog.ameritas.edu/transfer-credits

Degrees and Certificates

Our courses are designed to deliver a learning experience unique to the needs of each program.
Some courses are online while others require hands-on learning to give you the skills and
knowledge that matter most for your career path.

https://ameritas.edu/academics/degrees/
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Administrative Technology

The Associate Degree in Administrative Technology program prepares students for careers in
office administration. The focus on technology used in today’s office environment prepares
graduates to manage office communications, publications, and document management.
Students can pursue a degree with an executive or medical focus. Learn More

Medical Assisting

The Associate Degree in Medical Assisting program offers intensive medical studies with
practical clinical and laboratory training in a simulated medical environment. Students also
learn office administration skills which give them an increased number of career options in
every area of medicine. The Medical Assisting Associate’s Degree Program is accredited by the
Commission on Accreditation of Allied Health Education Programs (CAAHEP), on
recommendation of the Curriculum Review Board of the American Association of Medical
Assistants Endowment (AAMAE). Learn More

Dental Assisting

The Associate Degree in Dental Assisting program provides students training in a simulated
dental office setting using dental instruments, materials, and equipment for procedures in
four-handed dentistry. The additional training in business and clerical skills opens a variety of
placement opportunities. Learn More

Medical Coding

The Associate Degree in Medical Coding program introduces the students to the concept of
translating medical terminology to numbers for the purpose of billing medical insurance
companies for services rendered. As the students learn these concepts of coding and utilize the
hands-on experience of coding in an outpatient facility, they become proficient in the technique
of medical coding and are prepared to obtain a coding career in today's market. With the
introduction of the general education courses, balance is provided to the students' education
and skill level. Learn More

Addiction Recovery

The Associate Degree in Addiction Recovery program prepares graduates to assist a licensed
counselor in a variety of roles and settings. The program introduces students to the knowledge,
skills, ethics, and attitudes of addiction counseling. The program also provides an overview of
substance abuse prevention and education programs. Learn More

Classical Liberal Arts

Think deeply and be inspired by the best that has been thought, written, and achieved. Develop
critical thinking and analytical skills essential for success in any career, advanced studies, and
lifelong learning. Learn More
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Full Time and Part Time Students

We classify students as either part-time students or full-time students. A part-time student is
typically a student enrolled in 2 classes. A full-time student is typically classified as a student

enrolled in 3-5 classes. If Students are excelling in academics, then they can request to take 6
classes.

Here are the differences in tuition rates between a part-time student and a full-time student:
https://ameritas.edu/admissions-and-financial-aid/tuition-fees/

General Educational Objectives

As a part of any college degree, it is important that students learn certain skills. Many of these
skills are best acquired in General Education courses. These outcomes are fully explained in the
catalog here:

https://catalog.ameritas.edu/general-education-objectives

Grading System

Ameritas’ grading system is based on a 4.0. The following chart describes the percentage
needed for each letter grade and the quality points each grade will earn.

_ Quality Points Per Credit Hour
A 90-100 High Achievement

B 80-89 Good 3

C70-79 Satisfactory 2

D 60-69 Needs Improvement 1

F Below 60 Unsatisfactory 0

https://catalog.ameritas.edu/grading-system
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Grade Appeal

Ameritas College Grade Appeal Policy

This policy is designed to provide students at Ameritas College with a fair and transparent
process for appealing to their course grades when they believe an error or injustice has
occurred.

https://catalog.ameritas.edu/grade-appeals

Eligibility
All registered students of Ameritas College who have received a final course grade may initiate a
grade appeal.

Grounds for Appeal
Grade appeals may be initiated based on the following grounds:
o Clerical errors in grade calculation or recording.

o Allegations of unfair grading practices are inconsistent with the course syllabus or
college policies.

e Theinstructor has demonstrated discrimination, bias, or unethical conduct that has
affected the grade.

Grade Appeal Procedure

Students must follow these steps to initiate a grade appeal:

1. No later than 14 days after final grades have been published, the student must submit a
written appeal to the instructor who assigned the grade. The appeal should include a
clear statement of the grounds for the appeal and any supporting evidence.

2. The instructor must respond to the appeal within one week either by reconsidering the
grade or providing a written explanation for their decision.

3. If the student is not satisfied with the instructor's response or is outside the allotted
time, the student may proceed to the next step.

4. The student may then submit a formal written appeal to the Office of the Chief Academic
Officer within 7 days of receiving the instructor’s response. This appeal should include
all previous correspondence and any additional information or evidence.

5. The Chief Academic Officer or their designee will appoint an impartial review committee
to evaluate the appeal.

12
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6. The review committee will conduct a thorough examination of the appeal and may
request input from the instructor and student.

7. The review committee will give the student and instructor a written decision within 7
days of receiving of receiving the appeal.

8. The decision of the review committee is final.

Confidentiality

All parties involved in the grade appeal process must maintain confidentiality to the extent
possible.

Non-Retaliation

Students who initiate grade appeals are protected from retaliation for exercising their right to
appeal.

Record Keeping

Ameritas College will maintain records of grade appeals and their resolutions for future
reference and compliance.

Conclusion

This grade appeal policy is intended to ensure a fair and transparent process for students at
Ameritas College to address concerns regarding their course grades.

https://catalog.ameritas.edu/grade-appeals

Graduation

Upon satisfactory completion of all coursework and skill competencies within your respective
program, you are a candidate for graduation. A cumulative grade point average of 2.0 or higher
is required.

https://catalog.ameritas.edu/graduation

13
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Incomplete Grades

Students may request an incomplete when there are mitigating circumstances that prevent them
from completing all assignments in a course. The incomplete is assigned only if the student is
currently passing the class or would be able to pass the class after completing the missing
course work. The student must request an official incomplete form from the Office of Student
Success and return it after filling it out. Since passing deadlines without turning in work can
result in a reduction of points, it is imperative that the student return the official incomplete
request form as quickly as possible before their course status becomes non-passing. If an
incomplete is granted, the student will have the next academic quarter to complete the missing
work. At the end of the incomplete period, all work submitted as required will be counted and a
final grade issued.

https://catalog.ameritas.edu/grading-system

Library Resources

As an affiliate of the Cabell County Public Library, our students have full access to all library
services. The Cabell County Public Library is located directly across the street from the college,
holding more than 375,000 titles. The library staff will provide tours and reference assistance
for our students.

The Cabell County Public Library has entered a contract designating the college as an “affiliate”
of the county’s library system. All Ameritas College students, regardless of their place of
residence, are eligible for Cabell County Public Library cards, entitling them to full use of the
library’s digital resources.

https://sites.google.com/cabellcountylib.org/cabellcountypubliclibrary

Military Reserve and National Guard Requirements

Students who must interrupt their Ameritas College education to fulfill Military Reserve and/or
National Guard annual tour requirements will not be penalized for their withdrawal and will be
allowed to re-enter upon their return. Students should present official military orders to the
Executive Director prior to departure for duty.

Executive Director Contact Information:
https://catalog.ameritas.edu/faculty-and-staff-contact-information

14
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Qutstanding Achievement

Outstanding students are honored regularly. Faculty nominate and select several students who
have contributed to the college through classroom participation, involvement, attendance, and
academic performance. In addition, a President’s List is published quarterly to recognize
students with high academic achievement.

https://catalog.ameritas.edu/outstanding-achievement

Repeating a Course

If students complete a class with a C or lower, they may retake it once to improve their grades.
The student must buy the required book for any repeat class as required.

Graduates may retake any classes they previously took as a refresher course. There will not be
any tuition charge for the course. The students will be required to pay for any books that are
needed for the course.

https://catalog.ameritas.edu/grading-system

Satisfactory Academic Progress Reguirements

All colleges are required to have a Satisfactory Academic Progress policy to ensure students
receiving financial aid are making progress toward completing their educational goals.

At the end of each quarter, your cumulative grade point average and completion rate (hours
completed/hours attempted) are reviewed to determine your academic progress using the
guidelines listed below.

Associate Degree Programs are 90 Hours in Length

Number of Hours Attempted Z(;?rf;lleotlé ES Minimum GPA
1— 32 Hours 50% 1.25
41 — 64 Hours 60% 1.50
65 — 89 Hours 60% 1.75
90 Hours or more 60% 2.00

If you complete a minimum of 67% of your classes each quarter, you will complete within the
150% maximum time allowed.

15
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If you are not meeting standard academic progress, you will be notified by email and
letter of the following status change actions:

First Quarter: Placed on Academic Probation (Warning)

In a probationary status we will review your schedule and work with you to help you determine
and overcome the barriers to your success. This may include suggesting tutoring, reviewing
class and program choices, or referral for remedial assistance to outside agencies. Financial aid
is not affected during probation.

Second Quarter: Placed on Academic Suspension (Appeal)

In a suspension status, you must file a written appeal for reinstatement of classes and financial
aid. This appeal documents any mitigating circumstances (illness, illness/death in the family,
accident, computer/broadband issues, etc.) causing your academic problems and why they will
no longer affect your academic success. Any supporting documentation (letters affirming
circumstances, medical excuses, bills, etc.) should be included with the appeal. Once the appeal
has been approved, you will be placed in an Appeal status for one quarter, and financial aid will
be restored.

If during the appeal, it is determined you will not be able to meet the Satisfactory Academic
Progress guidelines in one quarter, a specific Academic Plan will be created for you. You must
meet the plan's requirements until you are back in compliance.

Once you have satisfied the requirements of your appeal and any required Academic Plan, you
will be placed back to regular Active student status.

Reinstatement

After reinstatement to active status, you must repeat the Satisfactory Academic Progress
guidelines process if you fall below the guidelines again.

Appeal Denial

If your appeal is denied or you do not meet the academic requirements outlined in your appeal,
you will be dismissed from Ameritas College and must wait one quarter to re-enter classes. At
that time, you may be eligible to re-enter as a non-regular student to get back into
compliance. Tuition for classes attempted will be due, and you will not be eligible for financial
aid until you are back within satisfactory academic progress guidelines.

Satisfactory progress completion guidelines are based on the maximum program length of
150% of the typical program length. All courses attempted and transferred are included in this
calculation. Repeated classes affect both the qualitative and quantitative elements of this
calculation. If it is determined that you will not be able to complete your program within the
maximum program length, you will not be eligible for financial aid without completing the
appeal process.

16



Program Changes Under Satisfactory Academic Progress Guidelines

If you request a change of major, all applicable coursework will be transferred to the new
program and affect both components of the Satisfactory Academic Progress calculation.

Incompletes, Transfer Credits, and Withdrawals

Incompletes, transfers, and withdrawals have no effect on your cumulative grade point average,
but they do impact your completion percentage. If an Incomplete remains unchanged after one
year, the I grade becomes an F, which does impact your cumulative grade point average, as well
as the completion rate. Remedial classes completed with outside agencies do not affect the
Satisfactory Academic Progress calculation.

https://catalog.ameritas.edu/satisfactory-academic-progress-requirements

Student Right to Know

The 1990 Federal Student Right to Know Act requires colleges and universities to report to
prospective and current students the persistence and graduation rates of full-time degree-
seeking students. The graduation rate is based upon program completion within 150 percent of
time usually required for a full-time student.

https://ameritas.edu/about/student-achievement/

Transcript Requests

Your permanent record is maintained by the college. This record aids you in obtaining
employment upon graduation or at any time in the future. Student transcripts are available
from the college office for $5.00 per transcript if you do not have an outstanding balance with
the college. Transcripts are complimentary to Ameritas College graduates. Faculty and staff
at Ameritas College are always happy to write letters of recommendation for students, and
students are encouraged to include at least one person from the college staff in their list of
references.

Transcript requests are always available at the college, or directly on our website.

https://catalog.ameritas.edu/student-records
https://ameritas.edu/student-life-and-support/transcripts/
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Academic Advising

Pre-admission counseling is available if you are interested in learning more about the programs
offered at Ameritas College. After enrolling, counselors are available to assist you with academic
or financial aid questions. Small colleges have many advantages, including small classes,
personal attention, and individual guidance. Individual scheduling is available quarterly to
answer your questions about class selection, remaining graduation requirements, and
appropriate sequencing of classes. Instructors may also meet with students in small groups or
on a one-to-one basis by request.

Director of Student Success and Student Success Coach contact information:
https://catalog.ameritas.edu/faculty-and-staff-contact-information

https://catalog.ameritas.edu/student-advising

Student Accessibility

Ameritas College is committed to full compliance with Section 504 of the Rehabilitation Act of
1973 and the Americans with Disabilities Act of 1990.

Students requesting accommodation must provide current documentation of their disability
from a properly credentialed and licensed professional who is qualified to diagnose the
condition. Such documentation must include the professional’s signature, credentials, and
relevant findings that substantiate the diagnosis. All documentation will be kept on file by the
College, along with records of the accommodations granted.

Reasonable accommodation will be determined on an individualized basis in consultation with
the student, the Director of Student Success (Ameritas College’s designated ADA services
coordinator), and relevant faculty or staff as appropriate. Accommodations will be designed to
ensure equal access to programs and services without fundamentally altering the nature of the
College’s offerings.

Students seeking accommodation or additional assistance should contact:

Paige Justice

Director of Student Success and Institutional Effectiveness / ADA Coordinator
Email: pjustice@ameritas.edu

Phone: (304) 697-7550

https://catalog.ameritas.edu/services-for-students-with-disabilities
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Student Code of Conduct

Students, visitors, and employees of Ameritas College are expected to abide by the rules
outlined in all sections of this catalog. Unacceptable conduct includes but is not limited to the
following behaviors on college property or events:

e Disruptive, abusive, or aggressive behavior or any conduct in violation of the law.

e Use, possession, or distribution of weapons, firearms, or chemical or explosive devices.

e Use, possession, or distribution of illegal drugs or alcohol.

e Deliberate destruction, theft, or misuse of property of the college, employees, or
students.

e Violations of Academic Honesty, Computer Access, or Copyright policies.

e Written, verbal, sexual, or physical intimidation or harassment.

Penalties for student violation of the college’s expectations of conduct range from a warning or
probation to dismissal of the student from Ameritas College. Students have the right to appeal
any sanction through the college’s appeal/grievance process.

https://catalog.ameritas.edu/student-code-of -conduct

Family Educational Rights and Privacy Act

As amended, the Family Educational Rights and Privacy Act of 1974 (FERPA) protects students’
educational records from unauthorized disclosure. It gives students the right to access, review,
challenge, and request exceptions to their educational records. Students may request a hearing
if the outcome of a challenge is unsatisfactory and may submit explanatory statements for
inclusion in their file.

Ameritas College accords all the rights under the law to students who are declared independent.
No one outside the institution shall have access to nor will the institution disclose any
information from students’ educational records without the written consent of students except
to personnel within the institution, to officials of other institutions in which students seek to
enroll, to persons or organizations providing student financial aid, to accrediting agencies
carrying out their accreditation function, to persons in compliance with a judicial order, and to
persons in an emergency to protect the health and safety of students or other persons.

All these exceptions are permitted under the law. Ameritas College will disclose relevant
educational information, such as attendance and academic achievement, to potential employers
for students utilizing the placement services of the college only with a signed release. Only
administrative staff and academic personnel can access student educational records within
Ameritas College.

FERPA permits each institution to define a class of information as "directory information."
FERPA allows public disclosure of directory information without the student's consent.
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Information designated by Ameritas College as directory information includes student name,

address, telephone number, e-mail address, major field of study, dates of attendance, degrees,

and diplomas received, honors and awards received, and the most recent previous education
institutions attended by the student. However, the student may opt to keep this information
confidential.

Students may withhold directory information by notifying the Executive Director in writing.

The institution will honor the request for nondisclosure of directory information or educational

records to potential employers. Please get in touch with the Executive Director for a more
detailed explanation of this policy. More details about FERPA stipulations and the release of

information are available on the college’s Family Educational Rights Privacy Act Policy website

page.

https://catalog.hjc.edu/familv-educational -rights-privacv-act-policy

Currently enrolled students may withhold disclosure of any category of information under
Family Educational Rights and Privacy. To withhold disclosure, written notification must be
received in the Office of the Executive Director. Ameritas College assumes that failure on the
part of any student to request the withholding of any category indicates explicitly individual
approval for disclosure.

https://catalog.ameritas.edu/familv-educational -rights-and-privacv-act

Directory Information

FERPA permits each institution to define a class of information as "directory information."
FERPA allows public disclosure of directory information without the student's consent.

Information designated by Ameritas College as directory information includes:

¢ Student name

Major field of study

Dates of attendance

Degrees, and diplomas received
Honors and awards received

https://catalog.ameritas.edu/family-educational -rights-and-privacy-act
https://catalog.ameritas.edu/faculty-and-staff-contact-information

Student Email

An Ameritas College email account is provided to all students who enroll at Ameritas College.
This account is used for communication between students and faculty/staff. Students are
required to use this tool in an efficient, effective, ethical and lawful manner. Any emails sent
that involve illegal activity, harassing or threatening language, or forms of spam including
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chain letters, or contain computer viruses will be considered a violation of this policy and result
in immediate suspension of the student’s account. By logging into the email account for the
first time, the student agrees to this requirement. Ameritas College owns all email accounts and
all data transmitted or stored using email capabilities. While incidental personal use of email is
acceptable, it is not recommended.

Privacy

While Ameritas College attempts to keep email messages secure, privacy is not guaranteed, and
users should have no general expectation of privacy in email messages sent through the
Ameritas College email system. Under certain circumstances, it may be necessary for the IT
staff or other appropriate college officials to access email files to maintain the system, to
investigate security or abuse incidents or violations of this or other policies. Such access will be
on an “as needed” basis and any email accessed will be disclosed only to those individuals with
a need-to-know or as required by law.

https://catalog.ameritas.edu/student-email-accounts

Veterans

Ameritas College is approved by the West Virginia Office of Veterans’ Education and Training to
enroll veterans and other eligible persons receiving U.S. Department of Veterans Affairs
education and training benefits.

Ameritas College is proud to participate in the President’s Principles of Excellence program. In
participating in this program, Ameritas College agrees to the following guidelines:

e Provide students with a personalized form covering the total cost of an educational
program

e Provide educational plans for all military and Veteran education beneficiaries

o End fraudulent and aggressive recruiting techniques and misrepresentations

e Accommodate Service members and Reservists absent due to service requirements
o Designate a point of contact to provide academic and financial advice

e Ensure accreditation of all new programs enrolling students

e Align institutional refund policies with those under Title IV, which governs the
administration of federal student financial aid programs

Please contact the Financial Aid Office to speak to a Veterans Certifying Official at Ameritas
College for complete information.

https://catalog.ameritas.edu/faculty-and-staff-contact-information
https://catalog.ameritas.edu/veterans-programs
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Consumer Reports Information

Ameritas College has a variety of consumer reports available to students and employees. Below
is a list of reports available. Paper copies are available in the administrative offices upon request
or many of the reports are available on the college’s website.

Campus Security Report: security statistics that occurred on campus or in the adjacent
area and institutional policies concerning campus safety and security.

Completion and Graduation rates: information about the rate of completion and
graduation rates of programs.

Drug Free Schools Policy: information on the school’s policies regarding drug and
alcohol abuse, as well as referral and treatment programs.

Financial Aid Assistance - Ameritas College participates in various financial aid
programs to assist students in meeting their financial obligations.

General Information about Ameritas College: required courses, available class schedules
and general information.

Information about student diversity in the categories of gender and ethnicity of
enrolled, full-time students who receive Federal Pell Grants.

Retention rates of first-time full-time undergraduate students.

Rights and Responsibilities of Students who receive Financial Aid: All students
participating in financial aid programs are accorded very specific rights and
responsibilities under the law which are provided in this report.

Satisfactory Academic Progress Guidelines: Used to ensure students are progressing
toward completions of their programs.

Student Rights Under Family Educational Rights and Privacy Act - Federal law designed
to protect the privacy of students and their families sets certain conditions for the
disclosure of information from students’ records.

https://catalog.ameritas.edu/consumer-reports-information

Grievance Procedures

Any time a student has an issue or concern with their experience at the college or interaction
with an instructor, the student is encouraged to work directly with the instructor to resolve the
issue. If a resolution cannot be reached, the student should contact either the Student Success
Director or the Executive Director. These individuals will work with the student and other
parties to resolve the situation satisfactorily.
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Any student with a complaint or grievance about college activity not resolved through standard
operating procedures may request a hearing. The Chief Academic Officer, the Executive
Director, the Student Success Director and an appropriate faculty member will set a date to hear
the appeal. The Governing Board of the college also exists as a final appeals board for any
faculty or student problem not resolved within the existing college appeal process. Appropriate
state and national approval agencies and accreditation council and commission addresses and
phone numbers are available in the office of the Executive Director.

If aformal complaint is not resolved to the student’s satisfaction, online students residing in
State Authorization Reciprocity Agreement (SARA) states (currently all states but California)
may appeal a decision on a complaint to the West Virginia Higher Education Policy Commission
(WVHEPC), which operates as our SARA Portal Entity. To file an appeal, follow the WWHEPC
complaint process (please see link below). WWHEPC’s decision on the appeal will be final.

https://www.wvhepc.edu/wp-content/uploads/2024/10/Student-Complaint-Process.pdf

Contact information for Director of Student Success and Executive Director:

https://catalog.ameritas.edu/faculty-and-staff-contact-information

https://catalog.ameritas.edu/grievance-procedures

Allied Health Policies

Vaccines

Ameritas College does not require vaccinations before enrollment; however, medical assisting
and dental assisting students may need certain vaccines before their externship/practicum
experience.

Health Insurance

The college does not offer a student health insurance plan for Ameritas College students. For
more information, please visit HealthCare.gov.

Drug and Alcohol Policy—Medical Assisting & Dental Assisting Programs

Ameritas College’s mission is to ensure student learning, validate student outcomes, and
promote academic excellence that will allow graduates to obtain entry-level careers upon
completing their education at Ameritas College. Within the allied health fields, this includes
practicing behaviors that enable employees to provide adequate medical care without judgment
impacted by drug or alcohol use. Practicum/Externship Policy: Enrollment in an Allied Health
program does not guarantee placement in the practicum/externship experience. In addition to
meeting grade requirements, students must pass a drug screening before being placed or
participating in the required practicum/externship. Before enrolling in an Allied Health
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program, students must agree to participate in the drug screening program. A negative drug
screen is required before the start of the practicum/externship.

For complete information, please view the Allied Health Programs Drug Testing Policy

Occupational Risks
The following information is provided by the Medical Assisting Education Review Board and
should be reviewed by all students.

Medical Assisting is a profession with many rewards. Practitioners can perform both
administrative and clinical services, filling several roles in a variety of healthcare environments.
The Bureau of Labor Statistics clearly outlines that it is a growth field, with an anticipated 18%
growth from 2020 to 2030.

Medical Assistants work directly with providers and patients, with the goal of providing
healthcare and ensuring patient safety. It is a position with a great deal of responsibility.
As with any healthcare position, there are certain occupational risks that come into play with
being a medical assistant, and those hazards include the following;:

e Exposure to infectious diseases

e Sharps injuries

e Bloodborne pathogens and biological hazards

e Chemical and drug exposure

e Ergonomic hazards from lifting, sitting, and repetitive tasks

o Latexallergies

e Stress

At the same time, there are protections set up with the Occupational Safety and Health Act
(OSHA), and those protections are particularly important within a healthcare

environment. OSHA has a series of standards that protect the safety of healthcare workers and
patients.

Accredited medical assisting programs are required to teach students about the hazards that
they face on the job and the protocols that can be put into place to ensure a workplace culture
that prioritizes safety.

https://catalog.ameritas.edu/allied-health-policies
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++ =+« Security & Discipline

Technology at Ameritas

Ameritas College computers and internet service are for educational purposes only. Therefore,
students should not be using the system for any personal business. If the college finds a student
is utilizing the system for reasons other than educational, the college reserves the right to
suspend all student access to the computer labs except under instructional supervision.

Security Awareness

Ameritas College strives to maintain a safe educational environment. Community members,
students, faculty, staff and guests are encouraged to report all crimes and public safety related
incidents to the Campus Security Authorities in a timely manner. To encourage personal safety
and security, all students and employees need to be aware of their responsibility for their
security and the security of others.

Annually the college completes a consumer report to comply with the Jeanne Clery Disclosure
of Campus Security Policy and Crime Statistics Act. Information about the availability of this
data, including the Campus Security Policy and the Campus Security Report, is sent to new
students via email at the time of their enrollment. In addition, the reporting information is sent
to all students and employees by October 1 each year. The full text of this report can be located
on our website at www.ameritas.edu or in the college administrative offices. In addition to the
disclosure above, Ameritas College maintains an incident log. This log is available for review by
speaking to any of the designated college security authorities:

Executive Director and Director of Student Success and Institutional Effectiveness contact
information:

https://catalog.ameritas.edu/faculty-and-staff-contact-information

Building Security Procedures

The building is monitored with security cameras 24 hours per day. There is only one entrance to
the college building. It is observed by office personnel. The college maintains a zero-tolerance
policy for verbal or physical abuse or harassment. The college maintains a zero-tolerance policy
for any weapon on campus. Failure to meet either of these policies can result in immediate
dismissal from the college and reporting to local authorities. It is the policy of Ameritas College
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to promote a productive educational and work environment. If assistance is required from the
Huntington Police Department or the Huntington Fire Department, the college will contact the
appropriate unit.

https://catalog.ameritas.edu/building-security-procedures

Sexual Misconduct Policy

It is the policy of Ameritas College to promote a productive work environment and not tolerate
verbal or physical conduct by any employee or student that interferes with this environment.
This includes sexual harassment, domestic violence, dating violence, sexual assault, and
stalking. Based on this policy and the Campus Awareness Security Act of 1990, Ameritas College
will report all criminal sexual offenses occurring on campus to the Huntington Police
Department.

Ameritas College will not tolerate assault and/or intimidating behavior against any person or
group of individuals based on race, gender, sexual orientation, age, national origin, religion,
marital status, or disability. Any student currently enrolled at Ameritas College who is found to
have committed a sexual offense while on campus property, participating in a college sponsored
activity, or using college owned technology or systems will be subject to immediate disciplinary
action, which may include suspension or dismissal.

This policy applies to all students, employees, and third-party vendors of Ameritas College,
regardless of sexual orientation. The policy contains concrete guidance regarding
confidentiality and the ability of the college to maintain confidentiality when sexual
misconduct is reported. If disciplinary action is taken, the accuser and the accused are entitled
to the same opportunities to have others present during a disciplinary proceeding. The accuser
and the accused must be informed of the outcome of any institutional disciplinary proceeding
alleging a sex offense. Please access the Sexual Misconduct Policy for detailed policy and
process information.

https://catalog.ameritas.edu/sites/default/files/pdf/academic_page/sexual-misconduct-
policy-737.pdf’generated=1753028256

Drug and Alcohol Abuse Policy

Ameritas College is designated as “Drug and Alcohol Free.” It is a violation of the Ameritas
College Alcohol Policy for anyone to possess or consume alcohol in any public or private area of
the campus. It is the policy of the college to establish and maintain a drug-free workplace.
Therefore, as a condition of enrollment or employment in accordance with the Drug-Free
Workplace Act, it shall be prohibited for students or employees to engage in the unlawful
manufacture, distribution, dispensing, possession, or use of a controlled substance while at
Ameritas College. It is also against the policy for students or employees to be under the
influence of drugs or alcohol while on school property. This policy also extends to any function
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or location, even outside the immediate college campus, where students or employees conduct
official business on behalf of the college or are attending as a student of the college.

Please check the Drug and Alcohol Policy for detailed information on policies, health risks,
counseling, treatment options, and financial aid implications.

https://catalog.ameritas.edu/drug-and-alcohol-abuse-policy

Timely Warnings

If a situation arises, either on or off campus, that, in the judgment of the Campus Security
Authorities, constitutes an ongoing or continuing threat, a campus wide “timely warning” will
be issued. The warning will be issued through the college e-mail system, text system, posted on
the front door of the college, and announced over the PA system, as well as aired on the phone
message for students, staff, or faculty calls. If time permits, the local television and radio
stations are also notified. Weather closings are always reported through local media outlets.
Anyone with information about warranting a timely warning should report the circumstances to
the college.

https://catalog.ameritas.edu/timely-warnings

Emergency Response and Evacuation Policy

If an emergency occurs on campus, Ameritas College will work with the local authorities to
determine the best steps to deal with the problem effectively. If an emergency happens on
campus that would require the evacuation of the building, students will be notified through an
announcement over the PA system. All rooms have an emergency evacuation procedures map
posted in the room. Students should follow the described evacuation route to quickly and
efficiently evacuate the building. Upon evacuation, students should move across the 9th Street
Plaza to the front of the Cabell County Public Library. From there, school administrators will
provide students with additional instructions. Once the building is evacuated, Administration
will use the college text system, announcements posted on the college's front door, social
media tools such as Facebook, and phone messages for staff to notify individuals not currently
on campus of the situation. As time permits, the local television and radio stations are also
notified. The college will practice emergency evacuation drills annually. Students and staff will
be notified of the drills before the event.

https://catalog.ameritas.edu/emergency-response-and-evacuation-policy
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Admission Requirements

Admission to Ameritas College is open to you if you have a recognized high school diploma or
recognized equivalent and are beyond the age of compulsory attendance in West Virginia
(beyond 16). Ameritas College requires a certified high school transcript or its equivalency for
every student. These transcripts come directly from the high school, the State, or through a
recognized transcript provider. Any questionable schools are verified through the appropriate
state recognition agencies. Ameritas College offers many ways for you to enroll:

e Stop by our office or call for an appointment (304) 697-7550 (ext. 2)
¢ Email us at admissions@ameritas.edu
e Apply online at ameritas.edu

Admissions staff are ready to meet with you by appointment either on campus, via Zoom, or by
phone. Ameritas College is in the historic former Cabell County Public Library at 900 Fifth
Avenue, Huntington, WV 25701.

https://catalog.ameritas.edu/admission-requirements

Student Orientation

Orientation sessions are scheduled before the start of each quarter for new and returning
students. Orientation is an online classroom that provides examples of how modules are posted
week by week and provides context for how to navigate the interface of Canvas. A recording will
be uploaded in the online orientation classroom with our Student Success Coach giving a tour of
Canvas and explaining important information and policies. The online Orientation simulates
about two weeks of work a student can expect from an actual course they will take here at the
college. Should any student not finish the orientation, they will not get penalized. Students that
may need more assistance navigating Canvas should set up an appointment with a member of
the Student Success Team.

Student Advising

Pre-admission counseling is available if you are interested in learning more about the programs
offered at Ameritas College. After enrolling, counselors are available to assist you with
academic or financial aid questions. Small colleges have many advantages, including small
classes, personal attention, and individual guidance. Individual advising is available quarterly to
answer your questions about class selection, remaining graduation requirements, and
appropriate sequencing of classes. Instructors may also meet with students in small groups or
on a one-to-one basis by request.
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seeeeeeeeoo Tuition & Fees

Tuition by Quarter

Tuition costs are billed quarterly based on the number of quarter hours you take.

Out of state? Don’t worry. There is no difference in cost for in state and out-of-state students.

A complete breakdown is listed on our website:

https://ameritas.edu/admissions-and-financial-aid/tuition-fees/

Book Charges

All instructional materials you’ll need are included in tuition!
We’ll only charge you for replacement materials.
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»eeo-----> Financial Aid

FAFSA

The Free Application for Federal Student Aid (FAFSA) is completed annually and used to
determine if a student qualifies for federal and state financial aid programs, including but not

limited to:
e Pell Grants
e Federal Supplemental Educational Opportunity Grants
o WV Higher Education Grants
e Direct Subsidized and Unsubsidized Student Loans

The FAFSA application and instructions are located at studentaid.gov.
In order to complete the FAFSA online, you will need the Ameritas College federal school
code: 00904700

Grants
Federal Pell Grant

Federal Pell Grants are available to undergraduate students based on financial need as
determined by the U.S. Department of Education. How much you qualify for will depend on your
Student Aid Index based on your FAFSA, whether you enroll full-time or part-time, and
whether you attend a full academic year.

Federal Supplemental Educational Opportunity Grant

The Federal Supplemental Educational Opportunity Grant (FSEOG) is given to undergraduate
students who demonstrate extreme financial need as determined by the U.S. Department of
Education.

WV Higher Education Grant

The WV Higher Education Grant (WVHEG) is available to full-time undergraduate West Virginia
residents who demonstrate financial need. You must submit the FAFSA by the deadline as
determined by the state of WV, enroll as a full-time student, complete 36 hours per year, and
have a GPA of at least 2.0.

Your cost to attend Ameritas College may vary based on several criteria, including dependency
status, enrollment hours, and online or on-campus choices.
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Direct Loans

Ameritas College students are eligible to participate in the Federal Direct Student Loan
programs.

Direct Loan Requirements

Students must be attending at least half-time (6 quarter hours) in order to receive student loan
funds. All loans are subject to an origination fee, charged by the Department of Education, of up
to 2%. Students receive a loan disclosure statement showing the net amount of each

loan disbursement.

Thirty-Day Delay
All first-time borrowers at Ameritas College are subject to a thirty-day delay on their first
disbursement of student loan funds.

Student Loan Servicers

Student loan servicers are organizations contracted by the Department of Education to process
the details and paperwork involved in student loan transactions. Most documents students
receive concerning their loans will come from these servicers, so it is important to learn which
servicer is handling your loans.

Subsidized and Unsubsidized Direct Loans

Subsidized Direct Loans are need-based and do not accrue interest while you are enrolled in
school at least half-time (6 quarter hours). Unsubsidized Direct Loans are not need-based, and
interest begins accruing on the date the funds are disbursed. Students receive a quarterly
interest statement from the loan servicer but are not required to make interest payments. If
students do not pay the interest each quarter, that interest is added to the amount of principal
that the student has borrowed. Current interest rates can be found at the website listed below.

https://studentaid.gov/understand-aid/tvpes/loans/interest-rates

Federal Direct Loan Repayment

Federal Direct Subsidized and Unsubsidized Loans go into repayment, whether the student
graduates or withdraws, six months after the student ceases to be an at least half-time student.
There are multiple repayment plan options available to assist students in managing their
student loans successfully. These options can be reviewed in detail by contacting the Ameritas
College Financial Aid Office or at the website below.

https://studentaid.gov/manage-loans/repavment/plans
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Sample Loan Repayment Schedules

Examples of loan payments based on amounts borrowed, and how much students need to earn
in order to repay loans can be found on the Loan Calculator on the website listed below.

https://studentaid.gov/loan-simulator/

Parent Loans for Undergraduate Students

Parent Loans for Undergraduate Students (PLUS Loans) require the parent to complete a Master
Promissory Note and are subject to credit approval. Specific details, including interest and
repayment requirements for PLUS Loans can be found on the website listed below.

https://studentaid.gov/plus-app/

https://ameritas.edu/admissions-and-financial-aid/financial-aid/

Refund Policy
Withdrawing From Class

Students may withdraw from a class at any time from the first day of the quarter through the
oth week.

Tuition will not be charged for any class from which a student withdraws, without posting
attendance, within the first two weeks of the quarter. After the first two weeks of the quarter,
tuition adjustments will not be made for the dropping of individual classes. Non-punitive
grades will be assigned for classes dropped during the two-week drop/add period.

To withdraw from a class, or to withdraw entirely from Ameritas College, please contact the
Student Success Team: Tanner Wooten (twooten@ameritas.edu) or Paige Justice
(pjustice@ameritas.edu).

Students may be administratively withdrawn for attendance reasons. Please see the attendance
policy for more information.

Institutional Refund Policy

At Ameritas College, you pay only for the period of time that you are enrolled in school. If you
are withdrawn from Ameritas College, your tuition charges will be prorated daily through 60%
of the quarter. This is approximately the seventh week of the quarter. This calculation is based
on your last date of attendance. Any credit balance remaining after the Ameritas College and the
Federal calculations are made will be refunded to you.

https://catalog.ameritas.edu/refund-policies
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Federal Return of Title [V Funds Policy

Upon determination that you have withdrawn, Ameritas College must calculate, using a
Department of Education formula based on the actual number of days in the enrollment period,
the actual amount of financial aid earned by you for the time you were in school. If your
withdrawal occurs before 60% of the quarter is completed, any unearned funds must be
returned as required by the Department of Education. Unearned funds must be returned in the
following order as mandated by the Department in CFR 662.22(1):

e Unsubsidized Direct Loans

e Subsidized Direct Loans

e Direct PLUS Loans

e Federal Pell Grants for which a return is required

e Federal Supplemental Educational Opportunity Grants (FSEOG) for which a return is

required
e Iraqand Afghanistan Service Grants for which a return is required
e State Funds

e Third Party Funds

This policy may result in you owing Ameritas College for tuition that was not covered by
financial aid and/or owing the Department of Education for funds received by you that were not
earned. If you are determined to be in an over-awarded status, you may become ineligible for
future Title IV financial aid until the over-award has been resolved.

Additional information or clarification of this policy may be found by contacting the financial
aid office.

https://catalog.ameritas.edu/refund-policies
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