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Central Penn College publishes an electronic catalog annually with periodic updates in
an effort to provide updated information to students on an ongoing basis. In spite of this
desire and intention, the college reserves the right to make changes in its programs

and the content of this catalog as necessary on an ongoing basis in accordance with
institutional policies and procedures. The college makes every effort to provide current
and prospective students with the most up-to-date and current information available, and
will continue this practice as a matter of policy and practice. Students also may access
the college website at centralpenn.edu for specific information if desired.
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A MESSAGE FROM THE PRESIDENT

Right from my first visit to the Summerdale campus,
| knew Central Penn College was in a class of its
own. | was impressed to see a distinctive, career
focused institution — a college that is committed to
holistic student development and the preparation of
its graduates for job readiness in a business, medical
or governmental environment.

Central Penn’s mission sets the tone for everything
we do to serve you, but what most resonates with
me about Central Penn College is you. | see proud,
spirited students who are energized by passionate
faculty and staff. | am impressed by the determined
and committed students who make up our Central
Penn family. You are the reason we are all here. And with the small class sizes and
personalized attention we provide, you can develop the critical personal and professional
relationships that will move you closer to your goals.

At

My motto and my challenge to you is this: relate face to face in your interactions

with your peers, faculty, administrators and the business community. If you are an
online student, make phone calls and schedule lunch meetings to start those personal
relationships. Be active in online chats, join in our social media conversations and visit
the Summerdale campus when you are in the area.

You are always welcome to stop by my office in the Boyer House to contact me at
717-728-2324 or karenscolforo@centralpenn.edu. Follow me on Twitter @KarenMScolforo
and like our Facebook pages to keep up with campus events. | invite you to use our
comment boxes (onsite and online) to share any positive feedback or concerns you may
have about your Central Penn experience.

Your courses will be rigorous, and at times you may be pushed further than you thought
possible, but please remember this...I know that you will succeed, because you can.

You have the ability and the amazing drive to earn your Central Penn College degree.
Through the trials and triumphs of your education, | will be your biggest cheerleader.
| am here for you every step of the way. Go Knights!

Respectfully,

dem.%m

Dr. Karen M. Scolforo

@KarenMScolforo

facebook.com/PresidentScolforo

=
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ABOUT CENTRAL PENN COLLEGE

A Short History of the College

Central Penn College traces its history to 1881, when Joseph N. Currey founded the
Pennsylvania Business College at 307 Market Street in Harrisburg, Pennsylvania. For the
next eighty-nine years, a continuous series of career-oriented business colleges existed
on Market Street in the heart of the business district of Harrisburg. In 1922, Professor
William H. Hartsock, opened the doors to Central Pennsylvania Business College.

In 1970, Central Pennsylvania Business School moved across the Susquehanna River

to Summerdale, Pennsylvania. Bart and Jean Milano began the creation of the School's
current suburban Summerdale campus, featuring all new structures that included
academic buildings, apartment-style housing, and recreation facilities. The transition from
business school to college began in 1977 when the Commission on Higher Education of
the Middle States Association of Colleges and Schools accredited Central Penn. In 1999,
the Commonwealth of Pennsylvania recognized Central Penn as a two-year college with
degree-granting privileges. In December of 2000, Pennsylvania’s Secretary of Education
approved Central Penn College to operate as a fouryear degree-granting college.

In 2002, the college doubled the size of its academic buildings with the opening of the
Advanced Technology Education Center. Later that year, Henszey's Bridge, an 1869
wrought iron structure listed in the National Historic Register, was restored and placed
in the center of the campus. The Charles “T" Jones Leadership Library opened its doors
in October 2002. In addition to serving Central Penn’s academic needs, it houses a
collection of personal development and leadership materials from many of the country’s
top motivational speakers and authors.

In 2004, Central Penn College began offering online courses and opened its first
additional location—Central Penn Lancaster, which serves adult students enrolled in
associate and bachelor's degree completion programs in a variety of majors. In 2005,
Central Penn was granted permission from the Middle States Commission and the
Pennsylvania Department of Education to begin offering two fully-online bachelor’s
degree programs. Today, Central Penn’s online offerings include 13 fully-online degree
programs and three hybrid degree programs provided through a blend of in-person and
online instruction.

In March 2010, the Central Penn College Education Foundation announced its
endowment passed the $2 million mark. The foundation’s scholarship endowment is
currently valued at more than $3 million. Since 2002, nearly 800 Central Penn students
have received scholarships through the foundation.

In June 2013, the College was granted approval to begin offering the Master of
Professional Studies (MPS) degree program, further enhancing the College’s
commitment to careerfocused education.

In 2014, Central Penn College celebrated the grand opening of The Underground, a new

student union space. The Underground features a dance studio, fitness center, writing
center, student lounge, offices, and the Capital BlueCross Theatre.
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Mission

Central Penn College will provide a quality education that prepares its graduates for
employment or advancement in their field, and/or the pursuit of advanced degrees.

Vision

Central Penn College strives to provide a dynamic and innovative student experience,
expand our role in workforce development through increased community partnerships,
promote global access to our quality education, increase diversity among our members,
and ensure that program offerings are progressive and relevant.

Core Values

Integrity. Integrity indicates that we deliver on what we say and who we appear to be.
This value represents our aspirations both as individuals and as an institution. Integrity is
the foundation upon which our lives are lived and our college carries out its mission.

Professionalism. This attribute refers to personal conduct, attitude and appearance.

The faculty and staff model it. Professors prepare students to enter the workforce

by teaching both hard and soft skills. Through human interaction, written and verbal
communication, and practice of professionalism in courses, it is easy for students

to learn professionalism in their everyday lives. The policies at Central Penn, such as
attendance and an alcohol- and drug-free environment, reinforce the concept of students
holding themselves to a professional standard.

Service. Our goal is to provide a service to students, each other, and our community.
We are customerservice driven at all levels, from the classroom to staff offices to the
administration. Our students are encouraged to provide service to the community,
reminding them that the end purpose of education is to make this world a better place
for others.

Diversity. We want Central Penn to be representative of the world around us. That
means including people from different cultures, nationalities, religions and genders. We
want this to be an institution where everyone can find new opportunities to grow. By
embracing multiple perspectives, we expand our own knowledge base, as well as those
around us. The college not only embraces diversity, but promotes it in our recruitment
and hiring practices.

Quality. In order to build a quality workforce, we must first provide a quality education
for our students. We ensure a quality education by fostering a faculty with the highest
credentials and experiences, being committed to professional development and
continual improvement, and regularly reviewing curriculum for academic rigor and
relevance. However, quality doesn't stop at the classroom. It extends to the resources
we offer students, including technology, housing, food, and the support of faculty and
staff. We strive to make our educational product the highest quality, therefore ensuring
our graduates also are of the highest quality.

10
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ACCREDITATIONS AND APPROVALS

College Accreditation

Central Penn College is accredited by the Middle States Commission on Higher
Education, 3624 Market Street, Philadelphia, PA 19104 (267.284.5000). The Middle States
Commission on Higher Education is an institutional accrediting agency recognized by the
U.S. Secretary of Education and the Council for Higher Education Accreditation.

College Approvals

Secretary of Education, Commonwealth of Pennsylvania, to award the Master of
Professional Studies in Organizational Leadership, Bachelor of Science degree, the
Associate in Science degree, and the Associate in Applied Science degree.

Program Accreditations and Approvals

Legal Studies Program approved by the American Bar Association (ABA).
Paralegal Program approved by the American Bar Association (ABA).

Occupational Therapy Assistant Program is accredited by the Accreditation Council for
Occupational Therapy Education (ACOTE).

Medical Assisting Program accredited by the Commission on Accreditation of Allied
Health Education Programs (CAAHEP), 25400 U.S. Highway 19 North, Suite 158,
Clearwater, FL 33763.

Physical Therapist Assistant Program accredited by the Commission on Accreditation in
Physical Therapy Education of the American Physical Therapy Association (CAPTE/APTA).

"
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CAMPUS DIRECTORY

Academic Affairs

Offices

Academic Affairs Office

Room 201, ATEC

Dr. Linda Fedrizzi-Williams, Ph.D., Vice
President, Academic Affairs & Provost

OfficeofAcademicAffairs@centralpenn.edu

Academic Deans

School of Nursing and Health Sciences
Dr. Krista M. Wolfe, PT, ATC

Health Sciences, Room 404
kristawolfe@centralpenn.edu

School of Professional Studies
Dr. Matthew Vickless, Ph.D.

ATEC, Room 201
matthewvickless@centralpenn.edu

School of Business

Dr. Jack Babinchak, Ph.D.

West Wing, Room 21
jackbabinchak@centralpenn.edu

School of Humanities and Sciences
Dr. Melissa Wehler, Ph.D.

West Wing, Room 21
melissawehler@centralpenn.edu

Student Services

Dave Baker

Bollinger, Room 57
davebaker@centralpenn.edu

Assessment and Accreditation
Shawn Humphrey

ATEC, Room 201
shawnhumphrey@centralpenn.edu

12
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Admissions Office

Admissions Requirements, Enrollment,
and Program Information

ATEC, Room 30
admissions@centralpenn.edu
1-800-759-2727

Business Office

Milano, Room 12

Amy Fetrow, Student Accounts Manager
amyfetrow@centralpenn.edu

Compliance Office

ATEC, Room 201

Kathy Andersen, Director
compliancedirector@centralpenn.edu
717-728-2503

Financial Aid Office

Milano, Room 18

Kathy Shepard, Director
kathyshepard@centralpenn.edu

Lancaster Center
717-393-0779 or 717-728-2535

Records and Registration Office
West Wing, Room 23A

Jen Correll, Registrar
jencorrell@centralpenn.edu
717-728-2362
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Student Services

Facilities

Activities Director

Student Central, Campus Activities and
Clubs, Community Service

The Underground, Room 37

Adrienne Thoman, Director
adriennethoman@centralpenn.edu
717-728-2286

Career Services

Bollinger, Room 53

Steve Hassinger, Director
careerservices@centralpenn.edu
717-728-2467

Campus Counselor
Bollinger, Room 52

Megan Cline, Counselor
counselor@centralpenn.edu
717-728-2390

Cultural Diversity Center
Bollinger, Room 52

Romeo Azondekon, Director
romeoazondekon@centralpenn.edu

Library
Academic Quad
library@centralpenn.edu

Residence Life

Bollinger, Room 40

Megan Peterson, Director
meganpeterson@centralpenn.edu
717-728-2398

Writing Center

The Underground

Dalton James, Center Director
writingcenter@centralpenn.edu

Catalog 2017 vol 94.indd 13

Maintenance
Bollinger, Room 58
maintenance@centralpenn.edu

Public Safety Office

Bollinger, Room 43

Ronald Amoriello, Chief Public Safety
Director

security@centralpenn.edu
717-728-2364

Technology Help Desk
Bollinger, Room 55
helpdesk@centralpenn.edu
(866) 291-HELP

13
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STANDARDS AND COMPLIANCE

Americans with Disabilities Act

The Rehabilitation Act of 1973 (Section 504) and the Americans with Disabilities Act
(ADA) of 1990 as amended by the ADAA of 2008 state that qualified students with
disabilities who meet the technical and academic standards of Central Penn College
may be entitled to reasonable accommodations. Under these laws a disability is defined
as any physical or mental impairment which substantially limits a major life activity. To
this end, Central Penn College is committed to providing equal access to education by
removing unnecessary barriers to enhance each student’s ability to demonstrate his

or her provisions of the Rehabilitation Act and extended coverage to the private sector
with the extension of access into all aspects of campus life, including communications
and other privileges and advantages by requiring that all public facilities, services,

and communications be accessible to person with disabilities and that auxiliary aids

and services be provided unless such provisions place an undue hardship (defined as
significantly difficult or expensive) upon an institution. For more information please refer
to our website at: www.centralpenn.edu/academics/academic-assistance/students-with-
special-needs/ and/or contact the Director of Compliance.

Director of Compliance:

Kathy Andersen

600 Valley Road

Summerdale, PA 17093

Tel: (717) 728-2503

Email: compliancedirector@centralpenn.edu

Accommodations for Students with Disabilities

As part of the educational process, students with disabilities are expected to develop
good self-advocacy skills and to have full knowledge of the impact of their disabilities.

If a student requires assistance, his or her disability should be identified to a campus
professional designated in this policy. The designated campus professional at the College
is the Director of Compliance.

Appropriate documentation should be provided, and any needed accommodations
should be requested within a reasonable time frame. Incoming students are encouraged
to submit documentation as soon as they make their decision to attend the College and,
certainly, no later than 60 days prior to the date of anticipated matriculation.

Faculty and staff will endeavor to provide reasonable accommodations that are
requested in a timely manner, are appropriately documented, and do not compromise
the integrity of a course or degree program. The College will endeavor to protect a
student from discrimination and to educate faculty about the needs of individuals

with disabilities. Although faculty members are ultimately responsible for providing
reasonable access to their classroom and other educational opportunities, it

is the student’s responsibility to follow established procedures for requesting
accommodations he or she believes are necessary.

A student with a disability is expected to be proactive in requesting accommaodations.
The process includes the following steps:
e The student should identify the disabling condition and its symptoms.

14
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e The student must provide a recent, appropriate evaluation from a licensed
medical professional and/or behavioral specialist familiar with the disability to the
designated campus professional and make a follow-up appointment to discuss
accommodations. The disability identified in the evaluation must fall within the
guidelines of the Americans with Disabilities Act. Under the Act, a person with a
disability is one who has a physical or mental impairment that substantially limits a
major life activity.

e |f the symptoms of a student'’s disability are ones that could result in more than
one possible diagnosis, the evaluation should include the specific diagnosis and a
discussion of why other diagnoses have been rejected.

e The student should specify what accommodations, if any, he or she is requesting to
mitigate the disabling condition.

e |f a student has requested any accommodations to mitigate a disabling condition,
the evaluation should discuss the appropriateness of the request(s) and how it/they
will assist in mitigating the limitations created by the disability.

¢ \When the accommodation involves a faculty member, the student must meet with
him or her as well.

® Any concerns, disputes, or questions regarding accommodations should be
directed to the professional who holds the documentation or to the Vice President
of Academics. After appropriate assessment of a student’s documentation and
consideration of the student’s current functional disability and any requested
accommodations, campus professionals will make recommendations regarding
support services and/or accommodations. The College is unable to provide
accommodations requiring extensive personal services such as attendants, drivers,
or speech therapists. All requests will be reviewed on a case-by-case basis.

Grievance Procedures for Students with Disabilities

A student has the right to file a grievance alleging that the College has failed to comply
with federal laws or regulations pertaining to the protection of persons with disabilities.
The word “days,” as used in this procedure, means calendar days.

Informal Procedures
Prior to filing a formal complaint, a student is encouraged to comply with the informal
procedures.

e The student should first discuss the problem with an appropriate campus
professional.

e This may be a faculty member or a support staff professional. If the student chooses
to discuss the matter first with a faculty member but remains dissatisfied with the
resolution of the concern, the student may bring the matter before a designated
coordinator. The designated coordinator is the Dean of Student Services.

e The designated coordinator will attempt to resolve the issue. If the student remains
dissatisfied with the coordinator’s suggested resolution, he or she may file a formal
grievance in accordance with the steps below within 10 working days of the date
the coordinator’s resolution is suggested.

Formal Procedures
If a complaint has not been satisfied after following all steps outlined in the informal
procedures, a student may initiate the formal procedure.
e |f a student is dissatisfied with the informal resolution of a grievance or chooses to
initiate a formal grievance at the outset, he or she must do so by filing a grievance in
writing within 60 days of the alleged incident.
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e The student will present relevant information in writing to the Dean of Student
Services.

e The Dean of Student Services or designee will review the information, meet
with the student, interview witnesses as the Dean of Student Services deems
appropriate, and issue a written decision within 30 days after receiving the student’s
complaint.

e |f the student’s grievance pertains to a decision made by a designated coordinator
regarding an alleged ADA eligibility, the student must file his/her grievance with the
Vice President of Academic Affairs who will review the charge and the evidence
presented by the complainant. After consultation with the Vice President of
Academic Affairs, a decision will be made as to whether the coordinator followed
the proper procedure in determining the student'’s eligibility.

Appeal Procedures

In the event the student is dissatisfied with a resolution made by the coordinator or

the Vice President of Academic Affairs, the student may file a written appeal to the
President of the College within 14 days of the decision. The student must set forth, with
particularity, in what way the decision was issued in error. The President of the College
or his/her designee will review the decision, the file, and the appeal, and shall issue a
written determination within 30 days of receipt of the appeal. This written determination
shall be final. For further information, contact the Director of Compliance.

Learning Disabilities

Central Penn College values individuals who desire to overcome disabling conditions
to achieve their academic goals. The College does not discriminate against students
with disabilities and stands ready to assist when accommodations can reasonably be
provided.

Drug-free Schools and Communities

The Drug-free Schools and Communities Act Amendments of 1989 require an institution
of higher education, as a condition of receiving funds or any other form of financial
assistance under any federal program, to certify that it has adopted and implemented a
drug prevention program to prevent the unlawful possession, use, or distribution of illicit
drugs and alcohol by students and employees.

As part of its drug prevention program for students and employees, Central Penn
annually distributes in writing to each student and employee the following information:
e Standards of conduct that clearly prohibit the unlawful possession, use, or
distribution of illicit drugs and alcohol by students and employees on Central Penn’s
property or as part of any of its activities;
e A description of the applicable legal sanctions under local, state, or federal law for
the unlawful possession or distribution of illicit drugs and alcohol;
e A description of the health risks associated with the use of illicit drugs and the
abuse of alcohol;
e A description of available drug and alcohol counseling, treatment, or rehabilitation
programs; and
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e A clear statement of the disciplinary sanctions that the College will impose on
students and employees who violate the standards of conduct.

The College will conduct a biennial review of its drug prevention program to determine
its effectiveness, implement changes as needed, and ensure that the disciplinary
sanctions are consistently enforced.

Central Penn fully supports the objectives of these laws and their related regulations.
The College recognizes both alcohol and drug abuse as potential health, safety, and
security problems. The College expects its students and employees to cooperate in
maintaining a college environment free from the effects of alcohol and other drugs and
to comply with this policy.

FERPA

Preamble

The Family Education Rights and Privacy Act of 1974 establishes specific rights for
students and/or their parents and prevents the release of certain information without the
written consent of the student.

Generally, this federal law gives students, former students, and alumni the right to
review in the presence of Central Penn personnel their own records maintained by
Central Penn, including academic and financial records.

Parents of dependent students, as defined by the Internal Revenue Service, may have
access to the Central Penn records of their dependent sons or daughters without
student consent. Parents do not have the right to see records of students who are no
longer dependent upon them.

Inspection

The student has the right to inspect, in the presence of a staff member, official college
records, files, and data primarily and directly related to himself/herself. This right includes
an explanation of any information contained in these sources. The student is entitled to
such rights within 45 days of the time that he/she requests in writing the Records and
Registration office to initiate such an inspection.

Education records of the student will not be released to the student, his parents, or any
third party as long as a financial indebtedness or serious academic and/or disciplinary
matter involving the student remains unresolved. This limitation does not preclude

the student from having personal access to the records — merely from obtaining

the release of the information. The student may not have access to the confidential
financial statement of parents or any information contained in such statements. The
student is entitled to request copies of his/her records, files, and data at a reasonable
administrative cost.

Note: In no case will letters of recommendation and other information obtained or
prepared before January 1, 1975, which were written on the assumption or expressed

promise of confidentiality to the authors, be available for inspection, disclosure, or
challenge.
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Challenge

The student is entitled to challenge and/or add to the factual basis of any record entry
contained in records, files, and/or data. The purpose of this challenge is to ensure that
such entries are not inaccurate or misleading or in violation of his/her privacy or other
rights as a student, and to provide an opportunity for the correction or deletion of any
such inaccuracies, misleading or otherwise inappropriate data contained therein. The

substantive judgment of a staff member about a student’s work, expressed in grades
and/or evaluations, is not within the purview of this right to challenge.

The Records and Registration office will provide the student with an opportunity to
place in the records a statement commenting upon the challenged information in the
education records, which will be kept so long as the contents are contested.

Hearing

If a records entry question has not been satisfactorily resolved by this informal
procedure, the student is entitled to a hearing on the matter. The student shall submit a
written request for a hearing to the Records and Registration office. The hearing must be
held within a reasonable time after the request and the student notified as to the time,
date, and place of the hearing in a reasonably advanced time of the hearing as to make
his/her presence practical.

A hearing officer/panel will be designated by the President (or designee), and the
student will be afforded a full and fair opportunity to present evidence relevant to the
issues of the record entry validity. The student may be assisted or represented by an
advisor of his/her choice, including, at his/her own expense, an attorney. The student
will be furnished, within a reasonable time following the hearing, a written decision from
the designated hearing officer. In addition, the student is entitled to receive a written
summary of the evidence and the reasons for the decision.

Explanatory Statement: The contents of the student'’s challenge will remain a part of the
student’s record regardless of the outcome of any challenge.

Disclosure

No personally identifiable information from education records shall be disclosed by any
means to individuals or agencies outside the school without the consent of the student
in writing, except pursuant to lawful subpoena or court order, or except in the case of
specifically-designated educational and government officials as required by law.

Information contained in such records may be shared within the school. Records
originating at another institution will be subject to these policies.

The following is a list of public information, which may be made available regarding
students of the College without their prior consent and is considered part of the public
record of their attendance:

e Name

e Major

Student Activities, including Athletics
Dates of Enrollment

Date of Graduation

Degrees and Awards Received
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e Honors

e Most Recent Educational Institution Attended Prior to Admission
e Photos

e (Classification

The student is entitled to request that any or all of this information not be made publicly
available; such a request must be made in writing to the Records and Registration office.
This request shall be effective only with respect to directory information not prepared for
release at the time the request is received by the Records and Registration office. Such
a request remains effective until revoked by the student.

Failure to Comply

If the College fails to comply with the Act, the student may file a written complaint by
mailing it directly to: The Family Educational Rights and Privacy Office, Department of
Health, Education, and Welfare, 330 Independence Avenue SW, Washington, DC 20201.

Disclaimer: For more information about our graduate rates, the median debt of

students who complete the program, and other important information, please visit
www.centralpenn.edu/disclosures.

Harassment Policies

Harassment Policy

Central Penn is committed to providing an environment that is free of discrimination and
unlawful harassment. Actions, words, jokes, or comments based on an individual’s sex,
race, ethnicity, age, religion, physical appearance/ability or any other legally protected
characteristic will not be tolerated.

Harassment (overt, subtly and/or virtual) is a form of misconduct that is demeaning

to another person, undermines the integrity of the person, and is strictly prohibited.
Central Penn prohibits acts of retaliation against anyone involved in lodging a complaint
of harassment. Conversely, Central Penn considers intentionally filing false reports of
harassment a violation of this policy. Anyone engaging in any type of harassment will
be subject to disciplinary action, up to and including permanent dismissal. Students
experiencing any type of harassment should contact the Director of Compliance

at compliancedirector@centralpenn.edu immediately with details of the behaviors
encountered so an investigation can be completed.

Gender Discrimination/Sexual Harassment Policy Statement

Central Penn maintains the principle that the campus should be a place of work and
learning, free of all forms of gender discrimination, sexual harassment, intimidation, and
exploitation. Should a student encounter an uncomfortable situation of this nature with
another student or faculty/staff member, he or she should report it immediately to the
Director of Compliance. Charges of sexual harassment will be promptly and thoroughly
investigated.

Disability Harassment Policy

Central Penn is committed to providing an environment that is free of discrimination

and unlawful harassment. Actions, words, jokes, or comments based on an individual’s
sex, race, ethnicity, age, religion, sexual orientation, gender identity expression, physical
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appearance/ability or any other legally protected characteristic will not be tolerated.
Students experiencing disability harassment should contact Student Services or the
Academic Affairs office immediately with details of the behaviors being encountered so
an investigation can be completed.

Diversity and Inclusion Statement

Central Penn College values an institutional culture of diversity, equity and inclusion.

The College maintains its commitment to ensure the practice of diversity and inclusion
is upheld in efforts to enrich the experiences of our students, faculty, staff and
administrators. The college recognizes that all members will benefit from a culturally rich
and vibrant environment that embraces our collective diversity. Additionally, Central Penn
reflects this by prioritizing diversity as a strategic objective and subsequently employs
these values in its educational, operational and employment practices.

Jeanne Clery Disclosure of Campus Security Policy and Campus
Crime Statistic Act

To comply with the “Clery Act” and to keep the campus community informed, Central
Penn College prepares, publishes and distributes a report concerning campus crime
statistics and security policies on an annual basis. It is shared online and through
appropriate publications to all current students, faculty and staff and to all prospective
students, faculty and staff upon request. The current Annual Campus Crime Report may
be viewed at centralpenn.edu/security.

Registered Sex Offender Information

In accordance to the “Campus Sex Crimes Prevention Act” of 2000, which amends the
Jacob Wetterling Crimes Against Children and Sexually Violent Offender Registration
Act, the Jeanne Clery Act and the Family Educational Rights and Privacy Act of 1974,
the Central Penn College Student Services Office is providing a link to the Pennsylvania
State Police Sex Offender Registry. This act requires institutions of higher education to
issue a statement advising the campus community where law enforcement information
provided by a State concerning registered sex offenders may be obtained. It also
requires sex offenders already required to register in a State to provide notice of each
institution of higher education in that State at which the person is employed, carries a
vocation, or is a student. In the Commonwealth of Pennsylvania, an offender is required
to register under 42 Pa.C.S. § 9795.1(a), (b)(1) or (2)(relating to registration). 42 Pa.C.S. §
9792. Megan Law's is available via Internet pursuant to Section 42 Pa.C.S. § 9795.1(a),
(b)(1) or (2) (relating to registration). 42 Pa.C.S. 8 9792. Registry information provided
under this section shall be used for the purposes of the administration of criminal
justice, screening of current or prospective employees, volunteers or otherwise for

the protection of the public in general and children in particular. Unlawful use of the
information for purposes of intimidating or harassing another is prohibited.

The Pennsylvania State Police does not provide information on sexually violent predators
who are still in prison, unless the sexually violent predator was previously registered
with the Pennsylvania State Police and subsequently re-incarcerated after registration.
This registry is not a complete and comprehensive listing of every person who has ever
committed any sex offense in Pennsylvania, nor does it make information about every
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sex offender living in Pennsylvania available on the Internet. Under Pennsylvania law,
before community notification takes place, offenders receive a final classification order
from the court following the opportunity for a hearing.

Accuracy of the Information Contained within this Registry

Although the individuals listed on the sex offender registry are initially identified through
fingerprinting and photograph submission to the Pennsylvania State Police, it should be
understood that positive identification of any individual whose registration record has
been made available on the Internet registry can be verified only through the review

of a properly executed fingerprint card. By placing this information on the Internet, no
representation is being made that the listed individual will not commit any specific crime
in the future, nor is any representation being made that if the individual commits an
offense that one of the listed offenses will be the offense committed. The Pennsylvania
State Police, Megan's Law Section, verifies and updates this information regularly to

try and ensure that it is complete and correct. Although efforts have been made to
ensure the information is as accurate as possible, no guarantee is made or implied. Be
cautioned that information provided on this site may not reflect the current residence,
status, or other information regarding an offender.

For more information, please see the Pennsylvania State Police
www.pameganslaw.state.pa.us.
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ADMISSIONS

General Admissions

Undergraduate General Requirements

To be considered for admission into a degree program, students must be a high school
graduate, have received a General Equivalency Diploma (GED), Pennsylvania Home
School Diploma or other recognized equivalency diploma. We welcome applications
from students seeking to prepare for a career or a promotion. Students seeking work-
related skills enhancement are classified as non-degree, non-program students (NDNP).
High School students applying with a grade point average (GPA) of 3.5 or above will be
accepted on excellence. Students applying with an overall GPA of 2.2 or higher may be
considered for regular admission. Students applying with a GPA of 2.2 or below in high
school or from another college or university, if accepted, will be placed on academic
probation. Please submit an application for admission, official copy of high school and/
or college transcript(s), and attend a personal interview with the Admissions office. Call
the Admissions Office at 800-759-2727 to learn more.

Proof of Eligibility

All applicants to Central Penn College are required to provide proof of eligibility through
the provision of an official high school diploma, transcripts, a GED, a home schooling
certificate, a PA home school diploma, or an attestation.

Admission Requirements for Online Degree Programs

In order to be successful in an online environment, students must have consistent and
reliable access to a computer and reliable Internet connection. Students are permitted to
enroll in completely online degree programs at anytime. High School students may enroll
in fully online programs, provided they are in good academic standing. Students should
discuss how being a fully online student will impact their financial aid with the Financial
Aid office. Online students may only live in campus housing with the approval of the
Residence Life Director or designee.

Application Deadline
We urge students to apply early, particularly if they wish to live on campus and plan on
using financial aid. Campus housing facilities are limited, so timing is important.

Application Procedures

e For an application, please call the Admissions office at 800.759.2727 or email
admissions@centralpenn.edu between 8:00 a.m. and 5:00 p.m. Monday through
Friday. The application is also available on the Internet at centralpenn.edu/apply.

e Students must request their high school guidance office to mail an official transcript
directly to the Admissions office. A Graduate Equivalent Diploma (GED) or
Pennsylvania Home School Diploma is also acceptable.

e Admission consideration for students may be based upon a written 500-word essay,
high school or college grade performance, and a personal interview on campus.

® |n some cases, a student may be accepted under Academic Monitoring. This means
that students must achieve no less than “C" average (2.0 GPA) during their first
term at Central Penn.
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e Application and official transcript(s) will be reviewed as soon as they are received.
Students will be notified of their acceptance or next step in the admissions process
within one week of the College receiving all materials.

Program Specific Admissions

See academic program pages for specific admissions criteria.

International Students

Central Penn is authorized under federal law to enroll non-immigrant alien students.

If you are not a native English-speaking student, you are required to provide proof of
English proficiency by submitting one of the following: a minimum TOEFL score of 72,
an IELTS score of 6, or an SAT Critical Reading score of 500. The score will become a
part of your student file and will be used during the admission process. There are some
exceptions to this rule which will be considered on a case-by-case basis.

A copy of a permanent resident card, temporary resident card, current visa, or the
documents required to obtain a new student visa must be submitted along with the
application. Please contact the admissions office for specifics.

International students have an obligation to know and understand SEVIS requirements.
As part of these requirements, international undergraduate students must take 12
credits per term and international graduate students must take 6 credits per term with at
least 3 of courses taken on-ground.

Academic Placement and Placement Testing

Central Penn administers a self-adaptive test to determine placement in writing and
mathematics curriculum. All new students are highly encouraged to take the placement
exams.

Students who do not pass the placement exam or transfer appropriate credits will be
placed in developmental writing and math courses. Developmental classes do not carry
credit applied to graduation. Developmental course fees are consistent with three credit
courses, as they also require 44 hours of instructional time. In most instances, financial
aid will cover developmental coursework.

Transfer students may be exempt from certain aspects of testing based on transfer
courses and should communicate with test proctors regarding transfer courses and
testing needs.

College-Level Examination Program (CLEP)
Central Penn does accept CLEP examinations for credit in identified areas. However, at

this time the College is not a testing center. Go to www.collegeboard.com/CLEP to find
a conveniently located testing site.
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The College follows the published ACE Recommended Credit-Granting scores.

The course equivalency listing identifies the credit Central Penn will grant for each
examination and is available from the Registrar or on the College website.

A student can obtain a total of 9 credits toward an associate degree and 18 credits
toward a bachelor degree through CLEP examinations. This is also applicable to CLEP
examinations administered through the Defense Activity for Non-Traditional Education
Support (DANTES) program.

CLEP for Military Personnel (DANTES)

Central Penn College awards credit to those eligible military personnel taking CLEP
examinations through the Defense Activity for Non-Traditional Education Support
(DANTES) program. For a complete listing of AP and CLEP examinations along with
accepted equivalencies, please visit the College website.

Advanced Placement (AP)

The Advanced Placement (AP) Program offered through the College Board offers high
school students the opportunity to challenge themselves to gain college credit. Students
participating in AP courses can work on gaining the skills and attitudes needed to be
successful in college.

Students who receive an AP exam score of 3, 4, or 5 will be granted college credit.
Students may transfer a maximum of 12 college credits through AP examinations; the 12
credits may not be used in addition to articulated coursework with high schools or area
vocational/technical programs.

Lifelong Learning

Central Penn College offers credit for approved work/life experience through the Lifelong
Learning (LLL) program for incoming and currently enrolled students.

Lifelong Learning offers those students having five or more years of relevant work/

life experience an alternate opportunity to gain credit. Work/life credit applies only to
undergraduate courses that include applied or hands-on learning. Only courses listed in
the most current catalog may be petitioned or challenged for credit. Course descriptions
may be accessed at centralpenn.edu/catalog. Portfolios must be submitted and approved
within the first two terms of enrollment of the college.

Portfolio presentation of work/life experience is not to be used if comparable College
Level Examination Program (CLEP) examinations are available. Work/life credit is not
applicable to the natural sciences, social sciences, physical sciences, the humanities

or internships. Therefore these credits are only applicable to core courses within each
specified discipline.* CLEP testing is more appropriate for the foregoing classification of
academic courses. The process may involve competency testing, in addition to proof of
work experience.

*Exceptions can be made where applicable.
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TRANSFER POLICY

Central Penn provides opportunities for students to transfer credits into their identified
program of study. Central Penn accepts only those credits which can be applied to the
degree program. To validate the transfer of credits, a transfer evaluation is conducted and
clearly outlines credits that have been accepted and applied to the program of study and
what credits remain for degree completion.

Central Penn does have a residency requirement for transfer students. Students seeking
a bachelor degree must fulfill a minimum residency requirement of 47 credits. Due to the
specific nature of associate degrees, transfer students must fulfill one-half of the degree
program requirements at Central Penn. Students will receive an individualized transfer
evaluation that clearly indicates what courses were accepted and how the credits were
applied to the degree program.

Students interested in transferring credits from another institution should speak with
their enrollment representative. Only grades of “C" or higher will be considered for
transfer credits and each situation is dealt with on a case-by-case basis. Central Penn
has established agreements with other postsecondary institutions that identify the
transferability of credits. English Composition courses can be transferred provided they
are from a regionally accredited college or university. Otherwise, English Composition
courses will be considered for potential transfer credits once the student has taken and
passed the College placement examination.

If a current student is currently enrolled in an associate degree and wishes to enroll

in a bachelor program, they must complete a change of major form. Students will also
complete a change of major form to add a second major. Many credits transfer within the
College; however, students need to consult with their faculty advisor prior to the change.

Students may appeal a final credit transfer decision by forwarding a written request

to the Registrar within 45 days of receipt of the decision. Written requests should be
explicit in identifying the credit hour or course transfer decision that is being appealed.
The decision of the Registrar is final.

The American Bar Association (ABA) approval requires that ten (10) hours of legal
specialty courses be taken in traditional (face-to-face) format. Twelve legal specialty
credits must be taken at the College for the Paralegal program. To determine if the
credits are acceptable for transfer, the Director works with the registrar and transfer
evaluators to ensure that 10 hours of legal specialty courses be taken in traditional (face-
to-face) format. In addition, four courses (12 credits) of legal specialty classes have been
designated as classes that only run in the traditional classroom format. Those classes
are:

e | GS135 Legal Research and Writing |

e | GS280 Legal Research and Writing

e LGS 140 Civil Litigation |

e | GS230 Civil Litigation Il

Students who enroll in the Hybrid Program and who primarily take online classes must
sign an acknowledgement form that these classes run only in the traditional classroom.
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Transfer Student Application Procedures

Students will need to follow the procedure below if they are interested in transferring
credits to Central Penn from their high school or another accredited post-secondary
institution:

e Students must send a completed application for admission, noting the extent of
their academic training beyond high school.

e Students must request their high school guidance office to mail an official transcript
directly to the Admissions office.

e After an application is received, a transcript evaluation can be conducted with
unofficial transcripts, but will not be applied until an official transcript is received.

e Courses which are parallel to courses offered at Central Penn will be counted as
transfer credits if a grade of “C" or better was earned in at least a 100-level course.
Advanced placement, articulated courses, CLEP and Dantes testing may also
transfer.

e Students will receive a listing of the credits accepted and courses remaining for
degree completion. The transfer credits will be made a part of their permanent
record after official college transcripts are received.

e Central Penn College reserves the right to administer an appropriate examination for
transfer credits. Students may be asked to verify if any of their transferable credits
from their former institution were earned online.

e Students having any questions about this process should contact Records and
Registration.

e |f a student enrolled at Central Penn wishes to take a course off campus and
transfer those credits, an appointment should be made with the Transcript Evaluator
in the Records and Registration office to determine if that course credit can be
transferred to Central Penn.

The college to which students intend to transfer determines acceptance of transfer
credits. If students plan to transfer to another institution after graduation, they are urged
to consult that institution’s catalog as early as possible and confer with the appropriate
office regarding transfer.

Foreign Transcripts

Central Penn College does not evaluate transcripts from non-U.S. schools. If the student
attended a college or university outside of the United States, the student must arrange,

at his or her expense, to have their academic record evaluated on a detailed, course-by-

course basis by a U.S. credential evaluation service. This process usually takes from four
to five weeks and generally costs $125 or more.

Acceptable Credential Evaluation Services:

Educational Credential Evaluators, PO. Box 514070, Milwaukee, Wisconsin 53203-3470.
Tel: 414.289.3400. Fax: 414.289.3411. e-mail: eval@ece.org.

World Educational Services, PO. Box 5087 Bowling Green Station, New York, New York
10274-5087. Tel: 800.937.3895. Fax: 212.739.6100. e-mail: info@wes.org.
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Academic Credentials Evaluation Institute, PO. Box 6908, Beverly Hills, California 90212.
Tel: 310.275.3530. Fax: 310.275.3528. e-mail: acei@aceil.com.

Articulation Agreements

Central Penn has established articulation/transfer agreements with various high schools

and colleges. A student can articulate those courses or credits stated on the articulation
agreement. Information on articulation agreements can be found by asking a high school
guidance counselor, college transfer office, or any admissions counselor.
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FINANCIAL INFORMATION AND SERVICES

Financial Aid

Central Penn College recognizes the need for financial aid to help students meet the
cost of higher education. Therefore, the College provides grants, scholarships, loans,
and Work-Study through federal, state, private, and institutional sources to help eligible
students meet some of those costs. Funds are awarded to defray direct educational
costs, such as tuition, fees, and residence costs (for on-campus students), and indirect
educational costs such as books and supplies, transportation, room and board (for off-
campus and commuter students), and other personal expenses.

The initial source of funds used in meeting college costs is the amount that the student
and the student’s family can contribute. We will then attempt to supplement the
family’s contribution with the financial aid resources that we administer. In fact, over
90% of Central Penn students received some form of financial assistance during the fall
2011 term.

The Financial Aid Office at Central Penn is here to help! Students can contact the
office if they have any questions about the financial aid process, the application forms,
the types of aid administered, or to set up a personal interview to discuss individual
circumstances.

General Eligibility Requirements
To receive financial aid from Central Penn College and the Federal Student Aid programs,
a student must:

e Demonstrate financial need.

e Maintain satisfactory academic progress.

e Be enrolled in an eligible degree program.

e Be enrolled on at least a half-time basis (6 credits). Students enrolled on a less-
than-full-time basis (less than 12 credits) may have their financial aid reduced. Some
students enrolled on a less-than-half-time basis (less than 5 credits) may qualify only
for a Federal Pell Grant.

e Be a U.S. citizen, national, or permanent resident (eligible noncitizen).

e Not owe a refund on a Federal Pell Grant or be in default on a Federal Perkins Loan
(formerly NDSL), Federal Stafford Loan (formerly GSL), Federal Direct Loan, PLUS
Loans, or Supplemental Loan for Students (SLS).

e Students cannot take more than 50% of their courses online per term without
affecting their PHEAA State Grant eligibility.

¢ Lifelong Learning credits are not eligible for financial aid.

The Pennsylvania State Grant Program has separate eligibility criteria. If students reside
outside the state of Pennsylvania, students must contact their state grant agency to see
if they can qualify to bring a state grant to a Pennsylvania college.

Application Process

In order to apply for all federal and state financial aid programs, students must complete
the Free Application for Federal Student Aid (FAFSA) at https://fafsa.ed.gov/. This form is
used to determine the ability of the student (and family) to contribute financially toward

an education. Students must reapply for financial aid each year.
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The Financial Aid Office recommends that students file the FAFSA by March 15 of each
new filing year. By filing the form by March15, the Financial Aid Office will have the
ability to notify students of their financial aid eligibility prior to the summer term billing.
Students who file financial aid forms after March 15 may not know their status until after
the term begins.

The Financial Aid Office may request additional documentation to support a student'’s
request for financial assistance. Parents and the student may be required to submit a
federal tax transcript and maybe their W-2s. A student’s financial aid package cannot
be finalized until all requested documentation has been received and reviewed by the
Financial Aid office.

Financial Aid Programs

The following programs are the major financial aid resources available to students.
Students may receive assistance from one or any combination of all of these programs,
in what is called a financial aid package. A student'’s eligibility for these programs is
based on their completion and submission of the forms described previously. Awards are
not automatically renewable.

Students must reapply each year.

¢ Federal Pell Grant — The Federal Pell Grant is a federally funded entitlement
program to assist needy undergraduate students. Eligibility for Pell Grants is
determined by the U.S. Department of Education based on the FAFSA. Pell-eligible
students may receive the grant even if enrolled less than half time. Students who
have earned a bachelor's degree are not eligible for a Federal Pell Grant.

e PHEAA State Grant — The state of Pennsylvania provides grants to bona
fide residents who demonstrate financial need, have not received their first
baccalaureate degree in any field, and are enrolled in classes on at least a half-time
basis.

The Pennsylvania Higher Education Assistance Agency (PHEAA) administers the
program, but the institution certifies the eligibility of the student to receive the
funds. The 50% online policy is reviewed on a term-by-term basis. To qualify for
PHEAA State Grant, a student must have equal or more on ground classes than
online classes per term. Students who exceed 50% will not be PHEAA State Grant
eligible. Please contact the Financial Aid Office for more information.

PHEAA also administers a grant program with the Pennsylvania National Guard.
Contact the Financial Aid Office for more information about these programs.

¢ Federal Supplemental Educational Opportunity Grant (SEOG) —This federally-
funded program provides financial assistance to students who demonstrate
exceptional financial need and are Pell Grant eligible. The amount of the award is
based on need and the availability of funds. Students with a bachelor’s degree are
not eligible to receive a Federal Supplemental Educational Opportunity Grant.

¢ Federal Work-Study Program —The Federal Work-Study Program is a federally-
funded program that provides part-time employment to students who demonstrate
financial need. Positions are available throughout the institution and at selected off-
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campus sites. Federal Work-Study students are paid an hourly wage for actual hours
worked. Federal Work-Study earnings are paid directly to the student on a bi-weekly
basis. Awards are made to students on a fund-availability basis.

¢ Federal Direct Stafford Loan —This loan program provides low-interest loans to
students who demonstrate financial need. The interest on these loans is fixed, not
to exceed 8.25%.

First-year (freshman) students may borrow up to a maximum of $3,500 and up

to $2000 (dependent or parent unable to borrow PLUS) or $6,000 (independent
student) unsubsidized per academic year, and second-year (sophomore) students
(earned 36 credits or more) may borrow up to a maximum of $4,500 and up to
$2000 (dependent or parent unable to borrow PLUS) or $6,000 (independent
student) unsubsidized per academic year. Third year (junior) students (earned

72 credits or more) may borrow up to a maximum of $5,500 and up to $2000
(dependent or parent unable to borrow PLUS) or $7000 (independent student)
unsubsidized per academic year. Fourth-year (senior) students’ loans are prorated
based on the number of credits attempted for their last term. Students must begin
repayment of their Federal Direct Stafford Loans six months after they graduate or
drop below half-time status. Minimum repayment of a Federal Direct Stafford Loan
is $50 per month, but the actual payments will be based upon the total amount
borrowed, the length of the repayment period, and the type of repayment plan
chosen by the borrower. Students may qualify for different repayment programs.
Students need to check with their lender for the various options.

¢ Federal Direct Unsubsidized Stafford Loan —This loan program provides low-
interest loans to students who demonstrate little or no “need” for a Federal Direct
Stafford Loan. The terms, conditions, and loan limits are the same as a Federal
Direct Stafford Loan except that the federal government does not pay the interest
on behalf of the student. The student is responsible for the interest and can either
pay the interest on the loan monthly or quarterly, or choose to have the interest
capitalized. Interest capitalization means that the lender adds the unpaid interest
to the principal balance of a loan. Repayment options are the same as the Federal
Direct Stafford Loan.

e PLUS Loan -The PLUS program provides educational loans to parents who borrow
on behalf of the dependent student. PLUS borrowers do not have to demonstrate
need, but they are required to have a credit check performed to confirm their ability
to repay the loan. The maximum amount that a parent can borrow is the student’s
cost of education less any financial aid that the student receives during the loan
period. The interest on the loan is variable but is capped at 9%. Repayment of the
loan begins 60 days after the final disbursement, unless the borrower meets the
criteria for a deferment. Students should contact their lender for more details.

e Private Loans — Private loans are another option to help make Central Penn more
affordable. These loans differ in the amounts that can be borrowed, the interest
rate used, and repayment terms. In most cases, the student is the borrower and
the parents are the co-signer. Students can contact the Financial Aid office or go to
centralpenn.edu to find how these loans can help finance their education at Central
Penn.
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Agencies

Central Penn’s Financial Aid office works with governmental agencies and local
organizations that provide qualified students with additional sources of financial
assistance. Some of these agencies include Office of Vocational Rehabilitation (OVR) and
the Bureau of Blindness and Visual Services.

Students who qualify for Veteran's Benefits must notify the Financial Aid Office once they
are admitted to discuss their benefits. The Veterans Administration requires Central Penn to
monitor veterans' progress during their enroliment. It is the responsibility of the Financial Aid
Office to certify a veteran’s eligibility for benefits.

Students who have questions or concerns about their funding from any agency can
contact the Financial Aid office. We will be happy to work with students and the agency.

Scholarships

Central Penn College offers numerous scholarships, totaling over $600,000 each year.
All 2016 U.S. high school graduates may apply. Scholarship criteria vary, but may include:
academic record, activities, essays, financial need, and a personal interview. Some
scholarship students are required to maintain a 2.8 minimum cumulative grade point
average and live on campus to retain the scholarship. Information and application forms
are available from the Central Penn Admissions Office. Additional scholarships may

be available from other sources than those listed. Please contact the Financial Aid or
Admissions Office or visit the financial aid tab on the College website.

The Central Penn College Education Foundation awards scholarships two times per year
to current and incoming students. Scholarships are disbursed in various amounts and
awarded based on financial need, academic performance, and student involvement/
community service. For more information or to apply for a scholarship through the
Foundation, visit http://foundation.centralpenn.edu.

Central Penn receives notification throughout the year about local private scholarships
that are made available to prospective and current students. The Financial Aid Office,
through various sources, notifies students who are viable candidates of the available
scholarships. Students should work with their local high school guidance office to find
sources of local and regional financial aid. Scholarships received by students must be
reported to the Financial Aid Office. These are considered a resource and must be
considered as part of their financial aid award package.

Satisfactory Academic Process

The Higher Education Opportunity Act requires that a student maintains satisfactory
academic progress in order to receive financial aid under the student financial assistance
programs authorized by Title IV of the Act. These programs include the Federal Pell Grant,
Federal Supplemental Educational Opportunity Grant, Federal Work-Study Program, and
Federal Direct Loan programs.

This policy for financial aid recipients is implemented in order to be in compliance with
current federal regulations. The SAP policy, which has three components that must be
met, reads as follows: Students must maintain a 2.00 cumulative (CUM) grade point
average (GPA) each term; AND students must pass 66% of their courses each term;
AND students must complete their degree within a 150% time frame.
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A student’s permanent academic record will be reviewed at the end of each term in
order to determine their academic progress. The entire record will be reviewed, even
if the student was not a financial aid recipient during part or all of the time of his/
her prior enrollment. Financial aid will be awarded to students who fulfill their course
requirements within a standard time frame for program completion and achieve the
minimum 2.00 cumulative grade point average (GPA). All students will adhere to the
same quantitative and qualitative measures for SAP requirements.

Quantitative Measures:

Cumulative GPA Requirement 2.00 at the end of each term

Full time: 12 credits attempted Must successfully complete 9 credits
% time: 9 credits attempted Must successfully complete 6 credits
Y, time: 6 credits attempted Must successfully complete 4 credits

Qualitative Measures:

For financial aid purposes, a normal time frame for program completion is as follows:
Full-time students pursuing an associate degree cannot exceed the equivalent of nine
quarters or 116 credits to complete their degree requirements. Full-time students
pursuing a bachelor’s degree cannot exceed the equivalent of fifteen quarters or 188
credits to complete their degree requirements. All full-time students must successfully
complete at least nine new credits each term to maintain SAP Half-time students are
expected to earn at least four credits each term. Incompletes are not counted toward
credits completed until after the course work is successfully completed and posted by
the Records Office. If a student repeats a course that they have already successfully
completed the credits will not count toward credits completed for SAP, since the credits
were already counted toward the quantitative standards the first time the course was
completed.

Evaluation of Aid Eligibility:
The academic progress of financial aid recipients will be monitored at the end of each
term.

Students failing to meet the standards set forth will receive a Financial Aid Warning for
the next term. The student may continue to receive financial aid for the next term.

At the end of the Financial Aid Warning term, the student’s academic record will be
reviewed. If satisfactory academic progress has not been re-established, the student
will be sent an appeal procedures letter. They will be required to submit an appeal to the
Financial Aid Advisory Committee in order to maintain their financial aid.

If the appeal is “approved” by the committee, the student will be placed on Financial Aid
Probation for one term. If the student does not earn a 2.00 CUM GPA and pass 66% of
their coursework at the end of that term, the student will lose all subsequent financial
aid. If the appeal is “denied” by the committee, the student would not receive financial
aid until they are able to bring their CUM GPA above 2.00 or make up classes to get
them above a 66% passing rate.

SAP Appeal Process
If unusual circumstances, such as injury to the student, illness to the student, a
change in educational objective or death of an immediate family member occurs, the
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school may waive the SAP requirement for the student. The school may choose to
waive the SAP requirement if the student has experienced undue hardship due to
special circumstances. Waivers will be reviewed on a case-by-case basis. For special
consideration, a student must complete a Financial Aid Appeal Request Form and
submit it to the Financial Aid Director. The appeal will then be reviewed by the Financial
Aid Advisory Committee. The student will be notified in writing as to the status of their
appeal. All SAP appeals must have supporting documentation.

Financial Aid Reinstatement:

To be reinstated for financial aid once a student has been denied aid, due to lack of
progress during their Financial Aid Warning term and no appeal has been filed or an
appeal has been denied, a student must successfully complete the remaining credits
needed to make SAP progress with a minimum 2.00 CUM GPA (C) and/or make

up classes to get them above a 66% passing rate. No aid will be given until these
requirements are accomplished and the student’'s permanent academic record has
been reviewed by the Financial Aid Advisory Committee. Students who have an appeal
granted must complete their next term with a CUM GPA of 2.00 or better and complete
and pass 66% of their coursework.

Grade Level Advancement Policy:

First time freshmen students are considered Grade Level One students. Once

the student has successfully completed thirty-six (36) credits, they are considered
sophomore students, or Grade Level Two. Junior students, or Grade Level Three
students, have successfully completed 72 credits, and to reach senior status, Grade
Level Four, a total of 108 credits must have been successfully completed. Students
who transfer credits into their Central Penn major, and the Records Office posts their
applicable credits onto their permanent academic record, will be permitted to have these
credits applied towards determining their grade level status. Students who transfer
between majors at Central Penn will only have those credits that apply to their new
major count toward their academic grade level. This policy is established for determining
Grade Level Status for Federal Stafford Loans.

All information presented regarding financial aid eligibility and program availability
reflects current regulations and policies. This information is subject to change.
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FINANCIAL INFORMATION

Tuition and Expenses

Note: These 2016-2017 rates are subject to change July 2016, but may change without
notice.

Fixed Expenses Per Quarter Term

Tuition (per credit) all majors — undergraduate . .. ....... $466
Student/Technology Fee (5 or more credits). . .......... $290
Student/Technology Fee (4 or less credits*). ... ........ $178

*Some zero credit classes may have a student fee

PTA Program/Lab Fee (perterm) .................... $142
PTA-Certified Background Expense

(PTA298; one-time expense) . .. ................... $88
OTA Program/Lab Fee (perterm) ................... $142
OTA-Certified Background Expense

(OTA200; one-time expense) . ..................... $88
MA Program/Lab Fee (perterm).............. ... .... $114
Certified Medical Assistant Exam Fee

(finaltermonly). . ... ... ... . . $125
Health Sciences Program/Lab Fee (perterm). .. ........ $185

Annual Lease

Standard Apartment Bedroom (perterm). . .......... $1,370
Individual Private Bedroom (perterm) .............. $2,008
Super Suite Bedroom (perterm) .................. $1,452
Security Deposit. . . ... ... $250
Utilities/CATV/Internet (perterm) .. .................. $330
Board (per term):
Option 1T ... .. $484
Option 2 . ... $587
Option 3 ... .. $690
Variable Expenses Per Term
Textbooks — (estimated amount) . ............. $350 - $450
Personal (estimated) ....................... $150 - $250
Transportation (estimated) . .................. $150 - $300
One-time Expenses
GraduationFee . ........ ... ... . . ... . ... .. .. .. ... $125
Uniform. .. ... . . $100 - $150

Locked-In Tuition Rate

The “Locked-In Tuition Rate” program will be discontinued effective with the start of the
2015-2016 academic year. All newly accepted students who enroll in and begin their first
term of study on July 6, 2015 or later will no longer be eligible for the program.
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Any students who were enrolled prior to July 6, 2015 and have a Locked-In Tuition Rate
will be able to keep their Locked-In Tuition Rate if they continue to meet the program
requirements. In order to continue to receive the locked-in tuition rate, students must
remain continuously enrolled every term until graduated, complete six or more credits
per term and maintain a minimum cumulative grade point average of 2.0. Students not
meeting all of the above requirements will be charged the current published tuition rate.
Once a student fails to meet any of the requirements for the locked-in tuition rate, the
student will not be eligible for future locked-in tuition rates.

Payment

Tuition and expenses are paid by the term approximately three weeks before the term
starts. Visa, MasterCard, Discover Card, American Express or eCheck may be used to
make payment through our payment portal at my.centralpenn.edu. Payment can also

be made by check or money order. Please visit our website for payment plan options. If
unusual circumstances or extreme hardship makes it impossible for students to make
full payment, students should contact the Business office to make special arrangements.

Billing and Payment Dates

Fall 2016

Bills Mailed — August 19, 2016
Payment Due — September 9, 2016

Winter 2017
Bills Mailed — November 18, 2016
Payment Due — December 9, 2016

Spring 2017
Bills Mailed — February 24, 2017
Payment Due — March 17, 2017

Summer 2017
Bills Mailed — May 26, 2017
Payment Due — June 16, 2017

Fall 2017
Bills Mailed — August 25, 2017
Payment Due — September 15, 2017

Winter 2018

Bills Mailed — November 22, 2017
Payment Due — December 15, 2017

Fees

Housing Security Deposit
A housing security deposit of $250* is required, $200 of which is refunded when
students abide by the lease.

*If students request cancellation within five calendar days of payment, this fee is fully
refundable. A request for cancellation, which is not made in writing, shall be confirmed

35

Catalog 2017 vol 94.indd 35 8/18/16 2:56 PM



in writing by the student within an additional period of five calendar days. After five
calendar days or after ten calendar days absent of written confirmation, the school may
retain all of the monies paid.

Registration Fee

Within 30 days of receiving the registration fee notice, a $100 registration fee* is to be
paid to reserve a position in the entering class. This fee is deducted from the student'’s
first tuition.

Student/Technology Fee

A student fee of $178 (four or less credits) or $290 (five or more credits) per term is
required. It covers all the services listed below as long as the student is enrolled at
Central Penn. The student fee is non-refundable. The student/technology fee includes,

in part, the following: local phone service; postal services; campus security; parking;
student ID; online Library services; computer labs; internet; all other technology usage;
full- and part-time employment assistance; insurance; a copy of their first transcript;
swimming pool; basketball, volleyball, and game courts; picnic areas; activities, clubs and
organizations; and orientation.

Graduation Fee
Graduating students pay a $125 fee. It covers the processing and mailing of their degree,
the graduation ceremony, and individualized career assistance for students and alumni.

Other Expenses

Textbooks: All Central Penn students may purchase new and/or used textbooks directly
from our textbook vendor via Internet or telephone. Textbook rental is another option.
The cost of textbooks varies with the courses taken each term. If students purchase all
new textbooks, the cost may be as much as $450 per term. Students are encouraged to
have their textbooks prior to the first day of class to ensure access to academic work.

Uniforms: Students enrolling in the Health Sciences programs may be required to wear

uniforms/scrubs to clinical classes or on internship. Students will receive information
regarding uniforms prior to enrolling.

Refund and Distribution Policy

Pursuant to federal and state regulations, Central Penn College has developed,

and applies on a consistent basis, the following policy: When a student completely
withdraws from the College or drops a course, tuition will be calculated in accordance
with the following guidelines, and any refund is made within 30 days. The last day of
class attendance will be considered the withdrawal or drop date. A student’s withdrawal
or drop date will be the last date of class attendance. If the last date of attendance
cannot be determined, the institution shall use the date the College had knowledge of
the student'’s withdrawal.

Please note that any reduction applies only to tuition. Fees are nonrefundable. Rent
charges, fees, and any other charges are not refundable if a student leaves the College
any time during the term.
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Withdrawal Date Tuition Reduction

During 1st week 75%
During 2nd week 55%
After 2nd week 0%

The Financial Aid Office is required by federal statute to recalculate federal financial aid
eligibility for students who withdraw, drop out, or are dismissed prior to completing
60% of a payment period or term. The federal Title IV financial aid programs must be
recalculated in these situations.

If a student leaves the institution prior to completing 60% of a payment period or term,
the Financial Aid Office recalculates eligibility for Title IV funds. Recalculation is based on
the percentage of earned aid using the following Federal Return of Title IV funds formula:

e Percentage of payment period or term completed equals the number of days
completed up to the withdrawal date divided by the total days in the payment period
or term. (Any break of five days or more is not counted as part of the days in the
term.) This percentage is also the percentage of earned aid. Funds are returned to
the appropriate federal program based on the percentage of unearned aid using the
following formula:

e Aid to be returned equals 100% of the aid that could be disbursed minus the
percentage of earned aid multiplied by the total amount of aid that could have been
disbursed during the payment period or term. If a student earned less aid than was
disbursed, the institution would be required to return a portion of the funds and
the student would be required to return a portion of the funds. Keep in mind that
whenTitle IV funds are returned, the student borrower may owe a balance to the
institution.

If a student earned more aid than was disbursed to him/her, the institution would owe
the student a post-withdrawal disbursement which must be paid within 120 days of the
student’s withdrawal.

The institution must return the amount of Title IV funds for which it is responsible
no later than 30 days after the date of the determination of the date of the student’s
withdrawal.

Refunds are allocated in the following order:
e Unsubsidized Direct Stafford Loans
e Subsidized Direct Stafford Loans
e Direct PLUS Loans
e Federal Pell Grants for which a return of funds is required
e Federal Supplemental Opportunity Grants for which a return of funds is required
e Other assistance under this Title for which a return of funds is required (e.g., LEAP)

If a student does not register or return for a new term, or fails capstone/internship, the
student may be withdrawn.

Note: All information presented regarding financial aid eligibility and program availability
reflects current regulations and policies. This information is subject to change.
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STUDENT SERVICES

Orientation

Central Penn College's new student orientation begins after students move in to their
housing. This full day of events includes various presentations from faculty and staff,
workshops, and activities that will help prepare students for a successful experience at
the college. Students will meet their college advisor, fellow classmates and explore their
surroundings all before the first day of class.

Library

The Charles “T" Jones Leadership Library, located in the academic quad beside Milano
Hall, on the Summerdale campus, provides a variety of educational resources to enhance
the college experience. The mission of the library is to provide a facility, services, and
resources, which support the academic needs of Central Penn College.

All students have access to electronic, book, periodical, and audio-visual resources, as
well as interlibrary loan materials. Students also have online access to the Library catalog
and several online resources. A librarian is available for assistance during library hours
either in person, by text, or online by ‘live’ chat.

Students are responsible for all Library materials signed out in their name and may

be subject to fines, damage charges, or replacement costs. A hold will be placed on
students’ accounts in the business office preventing class registration if library materials
or charges are outstanding.

The Law Library, located in Bollinger Hall on the Summerdale campus, houses the legal

reference collection to facilitate a legal learning environment. Online legal research is
also available through Westlaw.

Tutoring

Writing Learning Center

The Writing Center is a network of writing assistants that meet with students to
facilitate writing improvement. Any stage of the writing process can be addressed, from
prewriting techniques to editing. Sessions are thirty minutes long, a time in which the
writing assistant and student establish an agenda to focus on the most problematic
passages. The goal of the Writing Center is to develop student understanding of the
writing process and as a result, improve student papers.

Peer Tutors

Students interested in tutoring should contact the Dean of Student Services. Students
must have successfully completed (with an “A" or “A-") the course they want to tutor.

Students can receive credit for community service hours through student tutoring. An
active student-tutoring list is disseminated each term.
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Career Services

The mission of Career Services at Central Penn College is to provide career development
services and resources that will prepare all students and alumni to successfully obtain
employment or advancement in their chosen field, or continue their education. The
Career Services Department assists students with resume writing, cover letters,

mock interviews, job search strategies, and other careerrelated questions at any time
throughout a student’s education as well as after graduation. It hosts several events that
enable students to network with employers for internships, part-time jobs, or full-time
employment. All services and events provided by Career Services are free of charge,
open to all students, and continue to be after graduation.

Employment After Graduation

Central Penn annually hosts a career expo and a summer part-time job fair. In addition,
Central Penn students are encouraged to attend the CPEC Job and Internship Fair each
February. The Optimal Online Career Center, which includes job postings and internships.

FOCUS

FOCUS is a tool that allows students to focus their major based on their interest,
personality, and skills. The FOCUS assessments provide guidelines for a good career
match and can be further refined through discussion with the Career Services staff.

Optimal Resume

All students have the ability to create an Optimal Resume account. Optimal Resume
can assist students with resume and cover letter writing, interviewing skills, website
creation, and act as a repository for student work.

Counseling Services

Student Services provides counselors on ground and virtually. Students may
confidentially seek counseling by contacting the Student Services office in Bollinger Hall
on the Summerdale Campus. The counselor will also assist students who are online or
at off-site locations and will work one-on-one with students to identify the best venue for
services. Additional local contacts are also available for students experiencing difficulties.

Disability Services

Central Penn College is committed to making the campus and centers accessible to the
needs of physically challenged students. Students requiring accommodations for any
disability should contact the Director of Compliance.

Student Activities and Organizations

Central Penn College encourages students to become involved in campus life by
participating in one or more of the many clubs, organizations, or athletic activities. For a
complete, up-to-date list of activities and organizations, visit the college’s website
centralpenn.edu/college-services/clubs-activities/.
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Technology Services

Students receive a student password and identification number account when they
become an active student. Campus computers may be used to gain access to the
Internet for research and other academic activities. Guests are permitted to use campus
computers as long as they are accompanied by a student host. Computer labs are
located in the Charles “T"” Jones Leadership Library (Summerdale Campus), ATEC Room
300 (Summerdale Campus), and Room 106 (Lancaster Center) and days and times are
posted.
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ADMINISTRATIVE POLICIES
AND PROCEDURES

Code of Business Conduct and Ethics

A. Academic Integrity

All Central Penn students, faculty, staff, and college community members are expected
to uphold the highest standard of academic integrity when conducting college
business. Any act of academic dishonesty including, but not limited to, plagiarism,
misrepresentation, corruption, cheating, or fraudulence, are subject to disciplinary
action up to and including termination of employment, expulsion from the college, or
termination of a contract.

B. Adherence to Central Penn College Policies and Procedures

All Central Penn students, faculty, staff, and college community members, must abide
by all policies and procedures published by Central Penn College. These policies and
procedures are contained within the following references: Faculty and Staff Policy and
Procedure Handbook, Student Handbook, Academic Catalog, Central Penn College
Website. Note: Unless otherwise indicated, the afore-mentioned documents refer to the
most current published version.

C. Adherence to External Requirements and Policies by Governing Bodies

Based upon professional memberships, an external governing body may supersede and/
or augment certain aspects of the Code of Business Conduct and Ethics. Any Central
Penn student, faculty, staff, or college community member in this situation is not only
responsible to adhere to policies and procedures defined by the governing body, but

is also responsible to represent themselves as a member of the -Central Penn College
community in accordance with the Code of Business Conduct and Ethics.

D. Compliance with Laws and Regulations

Any Central Penn student, faculty, staff, or college community member representing the
College must transact college business in compliance with all federal, state, and/or local
laws and regulations related to their positions and areas of responsibility. All individuals
representing the College should recognize that noncompliance may have adverse
financial and other consequences for themselves and the College. Individuals are
responsible for monitoring and understanding changes in laws and regulations related to
their areas of responsibility.

E. Confidential Information

Central Penn students, faculty, staff, and -college community members may be privy to
confidential information. All confidential information should be protected by safeguarding
it when in use, storing it properly when not in use, and discussing it only with those
who have a legitimate business need to know. A current or past employee should never
release any confidential information without clearance from the College.

F. Conflict of Interest
Central Penn College students, faculty, staff, and college community members should
avoid situations that create or appear to create conflicts between their personal interests
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and the interests of the College. Decisions made by Central Penn students, faculty, staff,
and college community members should promote the best interests of the College.

G. Diversity

Central Penn College believes that diversity is critical to success. Central Penn is
committed to include the most talented people from a diverse candidate pool within
its community. Success at Central Penn is based on performance. Central Penn is also
committed to fair employment and enrollment practices and nondiscrimination laws.

H. Drugs and Alcohol Use
Central Penn strictly forbids the use of illegal drugs, drugs that impair an individual's
ability to conduct college business, and alcohol in all college locations and property.

l. Ethical Conduct

Central Penn students, faculty, staff, and college community members are responsible
for conducting themselves ethically, honestly, and with integrity. They should act with
due recognition of their positions of trust and loyalty to the College, and demonstrate
Central Penn's brand personality traits in all contacts. Central Penn students, faculty,
staff, and college community members must strive at all times and all places to maintain
the highest standards of quality and integrity.

J. Harassment and Intimidation

Central Penn prohibits harassment or intimidation at all Central Penn locations.
Harassment and intimidation includes but is not limited to, bullying and unwelcomed
verbal, written, physical, and/or graphic conduct by or against any Central Penn students,
faculty, staff and college community members. Harassment and intimidation of any kind,
including actions based on a person'’s race, sex, color, creed, religion, national/ethnic
origin, age, handicap, and/or sexual orientation is considered a violation.

K. Health and Safety

Central Penn is committed to the health and safety of all Central Penn students, faculty,
staff, and college community members. This includes, but is not limited to, conducting
activities with necessary permits, approvals, and controls. It is the responsibility of all
Central Penn students, faculty, staff, and college community members to be familiar
with all health and safety rules, regulations, and policies that apply to them including the
handling and disposal of hazardous materials and waste.

L. Inappropriate Relationships

All faculty and staff have authority over students therefore it is inappropriate for

faculty or staff to have sexual, intimate, or romantic relationships with students. It is
inappropriate for faculty or staff to have sexual, intimate, or romantic relationships with
any other member of the College, when the individual has, or appears to have, authority
over the other individual or the relationship could result in a conflict of interest for
conducting college business as a result of their respective positions in the College. This
is a violation of the Code of Business Conduct and Ethics even if both individuals agree
to the personal relationship.

M. Technology Use
Central Penn provides technology resources to use for College business. It is the
responsibility of all Central Penn students, faculty, staff, and college community
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members to adhere to defined Technology policies and procedures on and off of Central
Penn's locations including cyberspace.

Effective Catalog Date

The information contained within this catalog is effective July 1, 2016 and is effective
until June 30, 2017

Academic Day and Year

Courses are offered Monday through Thursday in the evenings and Tuesday through
Friday during the daytime. Online classes are also available. Typical courses run for an
eleven-week term.

Credit Hour Definition

Central Penn is in compliance with the federal definition for credit hours. Central Penn
defines one hour of class time as 60 minutes. Additionally, one credit of laboratory work
or practicum equals 40 hours. A minimum of 60 hours of internship equals one credit
depending upon the requirements of the program.

Delivery Methods

Central Penn offers traditional day classes at its Summerdale location. Evening courses
are offered at Summerdale and Lancaster locations and other sites as designated.
Hybrid programs offer a combination of in person and online delivery methods. Some
courses and programs are also offered fully online.

The College offers a variety of online courses taught in an asynchronous fashion using
the Blackboard Learning Management System. Students not enrolled in a fully online
degree program may take up to 50% of their degree requirements per term in an online
format without financial aid implications. Attendance in an online course is based on the
weekly submission of quality academic work by the week’s due date. Thus, any student
who fails to complete any of their weekly academic work will be marked absent. The
last date of attendance for an online course is determined by the last date of academic
submission.

Official Communication with Students

All official communication from the college will be sent to the student’s assigned Central
Penn email in order to ensure compliance with Family Educational Rights and Privacy Act
(FERPA).
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Off-site Courses

The College offers courses at the Lancaster Center. Students cannot earn a complete
degree at this location. However, students can choose to take a combination of online
courses and off-site courses. Additionally, students may find that off-site locations offer
a needed/desired course not offered at the Summerdale Campus. Bachelor degree-
seeking students are limited to 20 or fewer courses at an off-site location and must be
willing to take online and/or courses at the Summerdale Campus to complete a degree.

Class Load

A typical full-time student carries 12 credits per term. Students taking fewer than 12
credits per term may be classified as part-time students. Students desiring to take more
than 15 credits per term need permission from the Program Chair and then the Dean
for final approval. Dropping below 6 credits may cause a student to lose financial aid.
Student accounts are billed on a per credit basis. For further information, contact the
Financial Aid office.
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ACADEMIC POLICIES

Academic Degree Requirements

A cumulative grade point average of at least 2.0 is required for graduation. All students
must fulfill the necessary program requirements, either IDS100 Freshman Seminar or
IDS105 College Success Seminar, and a three-credit internship/four-credit capstone.
IDS105 may be waived on a case-by-case basis for adult students who transfer in more
than 24 credits.

It is the responsibility of the student to ensure that all courses and credits are
completed. The student should keep accurate records of his/her degree progress.

Internship and Capstone Experience

The college requires undergraduate students to complete a culminating learning
experience in the form of an internship or capstone.

Internship

Internships range in hours from 180 - 640 hours. Students are eligible for internship upon
completion of all coursework and should register for internship during their final term of
classes. Students must be approved to register for the internship course by their advisor.
The advisor approves and registers the student for internship after completing a degree
audit and determining that the student is eligible.

Unless otherwise dictated by the program (see specific program pages for
requirements), associate students will register for INT299 Associate Degree Internship
and bachelor students will register for INT499 Bachelor Degree Internship. All
students will also register for STS300 Job Pursuit Seminar as part of their internship
requirements.

Students on internship who do not complete the amount of hours and/or coursework
required to successfully pass the internship course will receive an incomplete (I) grade at
the end of the term. Students have until the end of the following term to turn in his/her
completed coursework to the designated internship faculty member at which time the
faculty member has an additional two weeks to complete a grade change form. Should
the coursework not be submitted by the end of the term the incomplete grade will
default to an “F" for the course.

Capstone

Students working in their field will complete a capstone in place of an internship. This
course requires an extensive research project related to the student’s chosen career
path. The advisor approves and registers the student for capstone after completing a
degree audit and determining that the student is eligible. MA, OTA and PTA students
should refer to their degree program handbook.

Unless otherwise dictated by the program (see specific program pages for
requirements), associate students will register for IDS299 CE Capstone Course for the
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Associate Degree and bachelor students will register for IDS499 CE Capstone Course for
the Bachelor Degree.

Independent Study Policy

Independent study is defined as individual coursework that compliments the traditional
education program and allows students to pursue an area of particular academic interest.
They are facilitated by a full-time faculty member and preparation for the course must be
completed prior to registration. Students should contact the faculty member who they
wish to facilitate the course in order to complete this process.

Grievance Policy

Any Central Penn College undergraduate or graduate student who believes they have
experienced an academic impropriety is entitled to file an academic grievance, to have
that grievance heard by an independent review committee, and to have corrective action
taken if appropriate. A grievance is an official, documented complaint made to the
academic administration regarding an academic decision made by a College official in
their official capacity that may have influenced the student’s overall academic standing.
Students have the right to request a formal review of academic decisions where possible
policy irregularities, procedural irregularities, academic/personal prejudices, or mitigating
circumstances may have occurred. An academic grievance cannot be invoked to issues
pertaining to dissatisfaction with a College policy, school, or program policy.

Academic Grievance Committee

An Academic Grievance Committee, comprised of the Dean of Assessment and
Accreditation (chair), the Dean of Student Services (standing member), and three full-
time faculty from outside the discipline of the course in which the academic decision
was made (ad hoc), will adjudicate all academic grievances. The student will need to
submit the complaint to the chair of the committee in writing to initiate the process.
A student must initiate the Academic Grievance Procedure within fifteen days of the
original academic decision.

Informal Attempts at a Resolution

A student wishing to appeal an academic decision must first address the matter with

the individual(s) most directly responsible. This address must be made in writing,
wherein the student clearly states the academic grievance, lists proactive measures
taken, details desired resolution(s), and provides any supporting documentation. If no
resolution results, the student may then elevate the issue to the next administrative level
such as a program chair.

Academic Grievance Procedure
If the informal attempts are unsuccessful, the student can initiate the formal grievance
process.

1. The student should submit a written statement that clearly states the academic
grievance, lists proactive measures taken, details desired resolution(s), and provides

any supporting documentation to the chair of the Academic Grievance Committee. The
written statement should address one of the items that can be formally grieved as listed
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in the Statement on Academic Grievance. For help preparing the statement, the student
may seek the assistance of a third party, such as a faculty advisor, program chair, or
other relevant staff.

2. The Academic Grievance Committee will review (1) the evidence set forth in the
written statement submitted by the student, (2) the written statement of the College
official involved in the disagreement, and (3) supporting documentation provided by all
interested parties. The student also has the option of making a formal presentation to
the committee in person by setting a meeting time with the chair of the committee.

3. The Academic Grievance Committee will render a written response to an academic
grievance within fifteen days of receiving the written statement:

a. Uphold the original decision: the student has provided no substantial,
relevant evidence of a policy irregularity, procedural irregularity, academic/
personal prejudice, or mitigating circumstances that negatively impacted
the student’s overall academic standing.

b. Revise the original decision: the student has provided relevant evidence
of policy irregularity, procedural irregularity, academic/personal prejudice,
or mitigating circumstances that negatively impacted the student’s overall
academic standing.

c. Overturn the original decision: the student has provided substantial
relevant evidence of a policy irregularity, procedural irregularity, academic/
personal prejudice, or mitigating circumstances that negatively impacted
the student’s overall academic overall standing.

The committee can be reject a grievance outright under the following circumstances:

a. The procedure was not initiated within the appropriate time frame dictated
by the policy.

b. The procedure was not followed according to the process dictated by the
policy.

c. The appeal form was not completed, was incorrectly completed, or was not
completed by the student.

d. The appeal was filed before the academic decision was formally reported or
confirmed.

e. The appeal did not qualify as one of the four categories under which an
appeal can be filed.

f. The documentation for mitigating circumstances could have been filed at
the time they occurred, but were not.

g. Evidence put forward to support the appeal was dishonestly acquired or
was itself dishonest.

Under these circumstances, the student will not be allowed to re-initiate the academic
grievance process, and depending on the breach of these criteria, may face disciplinary
action.

If the committee’s decision requires further action, the involved parties will be notified

by the chair of committee. The committee may determine whether to resolve the issue
informally or reassign the issue to the appropriate College official. The decision will be
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filed with all concerned parties and a record of the appeal will be filed in the Office of
Academic Affairs by the chair of the Academic Grievance Committee.

Filing an Appeal

If the student is dissatisfied with the committee’s decision, the student will be able to
file an ultimate appeal to Office of the Vice President of Academic Affairs & Provost. The
appeal must specify the particular substantive or procedural bases of the appeal and not
simply dissatisfaction with the grievance process. The appeal must be filed within ten
days of the filing date of the committee’s report.

The written appeal should include: (1) a copy of the original grievance and any other
documents, (2) a copy of the determination made by the committee, and (3) a statement
of why the reasons for the determination of the committee are unsatisfactory.

The Vice President of Academic Affairs & Provost may reject the reject a grievance
outright under the same circumstances as the Academic Grievance Committee.

The Vice President of Academic Affairs & Provost will render one of three responses to
an academic grievance:

a. Uphold the committee’s decision: The student has provided no
substantial, relevant evidence that there was substantive or procedural
inequalities perpetrated by the committee.

b. Revise the committee’s decision: The student has provided relevant
evidence that there was substantive or procedural inequalities perpetrated
by the committee.

c. Overturn the committee’s decision: The student has provided substantial,
relevant evidence that there was substantive or procedural inequalities
perpetrated by the committee.

If the decision requires further action, the involved parties will be notified by the Vice
President of Academic Affairs & Provost. The Vice President of Academic Affairs &
Provost may determine whether to resolve the issue informally or reassign the issue to
the appropriate College official. The decision will be filed with all concerned parties and a
record of the appeal will be filed in the Office of Academic Affairs by the Vice President
of Academic Affairs & Provost. The decision of the Vice President of Academic Affairs &
Provost is final.

Statement on Academic Integrity

When students are admitted to the college, they join a community of academics

who engage in seeking truth through research. Academic dishonesty in all its forms,
plagiarism, cheating, academic misrepresentation, acts of falsification, deception, and
use of prohibited academic resources, goes against the mission of accuracy and integrity
in scholarship.

Definition of Academic Dishonesty

Any student who uses the intellectual property of another without acknowledging the
original source properly has committed academic dishonesty. This definition includes but
is not limited to inserting verbatim resources from an outside source without citation;
closely imitating the word choice, sentence structure, and/or paragraph from an outside
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source without citation; improperly citing a source with the intention to obscure the
original source; submitting the work of another without attribution and as their own;
resubmitting the same work a second time without the permission of the original and
secondary instructor; using sources directly prohibited; and colluding with another
student with or without their knowledge when prohibited.

Consequences of Plagiarism

Plagiarism may occur intentionally or unintentionally; however, intent is not a factor in
determining whether it has occurred. A faculty member may use their discretion when
determining consequences at the course level as to intentionality. The college assumes
that all students act in good faith and with honesty; therefore, pleading ignorance of the
policy or of academic integrity does not prevent the consequences from being applied.

Course Level

A faculty member may take into consideration the following: the extent of academic
dishonesty (minimal, substantial, or complete), the rank of the student, and the course
level and requirements.

If a faculty member discovers academic dishonesty, they are required to report the
instance to the appropriate academic dean. The reporting process can be initiated by

a faculty member once the following conditions are met: a) the faculty member has
documented evidence that a violation of the college’s academic integrity policy has
been committed, b) that the student has been notified that a violation of the college’s
academic integrity policy has been committed as well as any sanctions that will be
imposed by the faculty member at that time. While faculty members have the discretion
of imposing sanctions, reporting the instance to the appropriate dean is required.

The faculty member will impose sanctions based on the following guidelines at their
discretion:
® First Offense: Failing grade on the assignment but may revise for new grade or
failing grade on the assignment but may revise for a reduced grade or failing grade
on the assignment
e Second Offense: Failing grade for the assignment
e Third Offense: Failing grade for the course

The faculty member should present the student with the documentation they have
collected detailing the violation, the faculty's sanctions, and the college’s policy.

Institutional Level

The faculty member must notify the academic dean of a student’s academic dishonesty.
Once notified, the academic dean may impose additional sanctions if multiple
occurrences are discovered in other courses.

The academic dean will impose sanctions based on the following guidelines at their
discretion:
e First Offense: \Written notification to the student detailing the instance of academic
dishonesty as an institutional level offense
e Second Offense: Enrollment in academic integrity course (C-to-Pass) and academic
probation
e Third Offense: Academic dismissal or permanent academic dismissal
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The office of the dean will also send the completed report of academic integrity
violations to the student and the dean of their program that will include all violations of
the policy during their time at the college. The academic dean will also make a note of
the case in the student’s file.

Right to Appeal

The student has the right to appeal the decision of the faculty member. See the
Academic Grievance Policy for more information.

Attendance Policy

Regular class attendance is essential to the proper academic progress and is expected.
At Central Penn College, satisfactory attendance is considered to be a vital part of each
student’s performance. Excessive absences for a particular course or program can result
in a lowered achievement rating and an undesirable course grade. Absences in excess of
20% of class hours, for any subject, may cause a student to fail that particular course.

Excessive absences in a course or continued excessive absences throughout a program
may result in the following administrative actions:

e Attendance warning
e Academic warning

e Academic probation
e Academic dismissal

In an emergency that causes a student to be absent, it is the student’s responsibility to
make arrangements with the instructor to complete missed work. Absences will only be
considered excused if the student can provide verifiable documentation for the absence
in a timely manner as determined by the college. Excused absence(s) allow a student to
make up coursework or other classroom assignments. However, absences will remain a
part of the student’s official record and the student is still subject to attendance warning,
probation, or dismissal if the excused absences for an individual course or the program
are excessive. Faculty members may establish more rigorous attendance standards for
their individual courses.

Grades

Students are expected to maintain a satisfactory academic record (2.0 GPA or higher) at
Central Penn and must have a cumulative 2.0 GPA or higher to be eligible to graduate.
Grades will be rounded to the hundredth point.

Definition of grades and other marks found on grade reports:

A - Exceptional interest and mastery of subject matter

B - Above average interest and mastery of subject

C - Average mastery of subject matter with no measurable deficiency

D - Marginal mastery of subject matter with indicated areas of deficiency
F - Impaired understanding of subject with a deficiency in most areas
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Scale

Grade Range Grade Point Description

A 93-100 4.0 Exceptional

A- 90-92 3.67

B+ 87-89 3.33 Above Average

B 83-86 3.0

B- 80-82 2.67

C+ 77-79  2.33

C 7376 2.0 Average

C- 70-72  1.67 Below Average
D+ 67-69 1.33

D 63-66 1.00 Marginal

D- 60-62 .67

F 0-59 0 Failing

A 0 Audit

| 0 Incomplete

L 0 Lifelong Learning
P 0 Pass

T 0 Transfer

W 0 Withdraw

Y Passed waiver test

Grades listed in the course’s grade book are neither final nor official. Final grades are
posted by the Office of Records and Registration and documented in the student’s
official transcripts.

Cumulative Grade Point Average (GPA)

Students should know their cumulative GPA and keep it above 2.0 to avoid academic
probation and to graduate. Transfer credits from another college and credits earned
through pass/fail or Lifelong Learning are not included in a student’s cumulative average.

Dean’s List

Students carrying six or more credits and earning a grade point average of 3.5 or
better during a term, have earned a place on the Dean’s List. Students will receive an
“Incomplete” during their internship and will not appear on the Dean's List until their
final grade is submitted to the Registrar.

Recognition of Achievement
The following criteria are used to recognize graduates of high achievement at graduation:

Cumulative Average Honorary Title
3.80-4.00 Summa Cum Laude
3.60-3.79 Magna Cum Laude
3.50 - 3.59 Cum Laude
Incomplete

An incomplete grade may be awarded by the approving faculty member to students
who, because of extenuating circumstances, request additional time beyond the term
to complete coursework. The student and faculty member are encouraged to complete
a work completion plan in order to ensure the timely submission of assignments.
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All work must be submitted before the first day of the following term. If the work
is not submitted before the first day of the following term, the student’s grade will
automatically change to an “F"

An incomplete grade might have both financial and academic consequences, including:

e |f eligible, the student’s name will not appear on the Dean'’s List until the incomplete
grade has been resolved.

e |f the course is a prerequisite for another course, students will not be able to take
that course until the incomplete grade has been resolved.

e Students may not be able to schedule additional courses until the incomplete grade
has been resolved, which may impact their ability to register for courses in a timely
manner.

e |f students are facing academic sanctions, an incomplete grade will neither count for
or against their cumulative grade point average during the rendering of the decision.

e Incomplete grades do not contribute to achieving satisfactory academic progress,
which is defined as a minimum of 2.0 GPA and a 66% pass rate at the end of a
term.

The academic dean who oversees the course reserves the right to review any
extraordinary cases where students are unable to complete their coursework within the
ascribed timeline and make decisions regarding the incomplete grade policy on a case-
by-case basis.

Midterm Warnings

At midterm of each term, a warning is emailed to students if they are failing or not doing
satisfactory work in a course. The Faculty Advisor will also receive a copy of this warning
and then request a meeting with the student. Midterm warnings and Faculty Advisor
meetings are designed to help a student improve in needed areas.

C-to-Progress

Some undergraduate courses are designated “C+ to Progress” or “C to Progress.” A

student taking these courses must receive a grade of at least a C+ (for C+ to Progress
courses) or C (for C to Progress courses) in order to satisfy degree requirements or to
take other required courses in their program.

If a student earns a grade below the required grade of C+ or C, the earned grade will
appear on his or her transcript, and will be applied to the student’s GPA like any other
grade. The student will not, however, be permitted to complete the program or graduate
until he or she passes the course with the required grade.

When a course is taken twice, both grades appear on the student'’s transcript, but only
the second of the two grades is used to calculate the student's GPA.

Academic Dismissals

Academic Warning
Academic warning occurs when a student’s cumulative grade point average (GPA) falls
between 2.0-2.20 at the end of any academic term.
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Academic Probation for First Term Students

For first term students, academic probation occurs when a student’s cumulative grade
point average (GPA) falls between 1.0 — 1.99 at the end of any academic term. In order
to improve student success, students will be limited to ten credits during the next term.
Students are also required to demonstrate improvement at the conclusion of the term
following their probationary status. If this is not achieved, the student would be subject
to academic dismissal from the college.

Academic Probation

Academic probation occurs when a student’s cumulative grade point average (GPA) falls
between 1.5-1.99 at the end of any academic term. In order to improve student success,
students will be limited to ten credits during the next term. Students are also required
to demonstrate improvement at the conclusion of the term following their probationary
status. If this is not achieved, the student would be subject to academic dismissal from
the college.

Academic Dismissal

Academic dismissal occurs when a student's cumulative grade point average (GPA) falls
below a 1.5 at the end of any academic term or after failing to demonstrate improvement
during an academic probation term. Students who are academically dismissed must sit
out for two terms before being considered for readmittance. Students should inquire at
the admissions office for further information.

Right to Appeal

The student has the right to appeal this decision. See the Academic Grievance Policy for
more information.

Student Statuses

Departure Policy

Students will be withdrawn from the college for failing to register for more than one
term. The student will be able to reapply for admission to the college following the
current admissions process. Readmission to the degree program or college is not
guaranteed. A withdrawn status might have both financial and academic consequences
that occur from a break from academic study.

Schedule Gap

Students that wish to take one term off of their academic progress can apply for a
schedule gap status. Schedule gaps can also be initiated by an academic dean, registrar,
financial aid, or faculty advisor. If a student fails to register for classes for a second
consecutive term, then they will be withdrawn from the college and will need to follow
the protocol for students who receive a withdrawn status. A schedule gap status might
have both financial and academic consequences that occur from a break from academic
study.

Leave of Absence Policy

To be eligible to apply for a leave of absence, a student must have completed one full
term at the College for undergraduate and graduate degree programs. The purpose of

a leave of absence (LOA) is to allow students to interrupt continuous enrollment up to
180 days at the college without having to apply for re-enrollment through the admissions
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department. Leave of absences (LOA) might have both financial and academic
consequences that occur from a break from academic study.

Procedure

Prior to taking a LOA, the student must provide a signed and dated official Leave of
Absence Request Form with all required documentation to the Director of Compliance
(form available from the Director of Compliance). The student must provide the reason,
military and medical only, for requesting the LOA and indicated their expected date of
return to class. The student must have approval from the Director of Compliance prior to
the start of the LOA.

If unforeseen circumstances, such as a medical emergency, prevent a student from
submitting a written and signed request prior to the start of the LOA, the College may
still grant the LOA if the College is able to document the unforeseen circumstances, and
also receives the student’s signed written request at a later date. A student may make a
single request for a non-contiguous leave of absence when the request is for the same
reason (such as a serious health problem requiring multiple treatments).

Approval

A leave of absence may be granted at the sole discretion of the College if the College is
able to determine that there is a reasonable expectation that the student will return to
school following the LOA. If an LOA is not granted by the College, the student is required
to attend classes as scheduled, or withdraw from the program. A leave of absence may
be granted for a period not to exceed 180 days. Generally, students are limited to one
LOA in any twelve-month period.

However, a second LOA may be granted as long as the total number of days does not
exceed 180 days in any twelve-month period. Acceptable reasons for a LOA or a second
LOA within a twelve-month period are jury duty, military duty or circumstances covered
under the Family Medical Leave Act of 1993 (FMLA). These circumstances are birth of

a child, placement of a child with student for adoption or foster care, student must care
for spouse, child, or parent with serious iliness, or a serious medical condition of the
student.

Financial Obligations

Students taking an approved LOA do not incur any additional charges for the period

of the approved leave. If the student is a recipient of Federal Financial Aid prior to the
College granting the LOA, it is highly recommended for the student to meet with a
Financial Aid Officer to discuss the effects of the student’s failure to return from a LOA
may have on his/her loan repayment terms. These effects may include exhaustion of
some or all of the student’s grace period. If the student has any outstanding financial
obligations to the College, s/he must make appropriate arrangements with the Business
Office to ensure his/her account remains current.

Return from Leave of Absence

Upon the student'’s return from the LOA, s/he is permitted to continue in the academic
program s/he began prior to the LOA. Students must register for classes the term prior
to their return. For example if a student is on LOA for the summer and their anticipated
return date is in the fall, s/he will need to register for classes during the summer term for
return in the fall.
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If a student on LOA does not resume attendance on the anticipated return date listed
on the LOA request form, s/he is withdrawn from the College and may incur any
applicable fees associated with this institution while applying for re-enrollment through
the admissions department. The student’s date of determination is the date the student
began the leave of absence, and charges and refund calculations are applied. All refund
and cancellation policies are applied based on a student's date of withdrawal. A major
consequence of this for students who have received federal student loans is that most
of a student'’s grace period may be exhausted and student loan repayment may begin
immediately.

Point of Contact

For questions, the Director of Compliance can be reached at compliancedirector@
centralpenn.edu during the process.

Registration Policies

Class Size
The average class size is approximately 16 students to 1 faculty. Classes typically range
in size from 7-35 students.

Class Registration

Students are pre-registered for their first term. After this term, scheduling becomes
the responsibility of the student. Students should contact their advisor if they have
questions regarding appropriate course selection and are advised to keep their degree-
audit records.

Registration Deadlines

Registration for students is accessible online at through the student portal. Open
registration occurs during week four, five, and six. All students must register for classes
regardless of where they are in the financial aid process. After open registration,
students must use the drop/add form to change their schedule. Registrations occurring
after open registration must have financial clearance from the business office.

Tuition bills are mailed week 8. Students should contact the business office for questions
or issues regarding tuition payments. An email will be sent to students during weeks 9,
10 and 11 if their account is not paid/cleared.

All residential students must be registered for a minimum of nine credits and have

their student account paid/cleared by the Friday of week 10. If the tuition bill is not
paid/cleared by 12 p.m. on the Friday of week 11, classes will be dropped. Residential
students will not be permitted to register for the upcoming term after the Friday of week
11. Residential students not meeting the registration deadline will be required to remove
their belongings from student housing and return their keys to the Office of Public Safety
by 5 p.m. Saturday of week 11.

All non-residential students must be registered and have their student account paid/
cleared by the Friday of week 10. If the tuition bill is not paid/cleared by 12 p.m. on

the Friday of week 11, classes will be dropped. Non-residential students will not be
permitted to register for the upcoming term after the Tuesday of Week 1.
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Students taking classes during summer terms will need to reapply for financial aid. The
FAFSA (Free Application for Federal Student Aid) is due May 1. To apply, go to https://
fafsa.ed.gov/. Any questions should be directed to the financial aid office.

Drop / Add Period

The course drop/add form can be accessed through the student portal. Students may
only add classes during the first week of the term. Changing from one section of a
course to another section of the same course is considered dropping and adding a
course.

Dropping a Course

In order to withdraw from a course with a grade of “W," a student must do so prior to
the close of week seven. A student withdrawing after week seven will receive an “F’
Prior to dropping a course, students should contact their advisor in order to discuss any
potential academic progress implications. See the Satisfactory Academic Progress (SAP)
policy and Refund and Distribution Policy for more information.

Repeating Courses

If a student fails a course, that course may be repeated. MTHO10, ENGO015, ENG100,
ENG200, IDS100, and IDS105 may only be repeated one time. Other general education
courses may be taken an unlimited number of times. Major courses failed twice may
only be repeated with approval of the appropriate academic dean.

Auditing Policy

Students may attend or audit classes not included in the student’s particular program.
If auditing, students do not take exams and do not earn a grade or credit. Permission to
audit a class may be obtained from the professor and approval of the Registrar.

Non-Degree / Non-Program

Students may be accepted without declaring a specific major in order to fulfill
admissions requirements, enhance job skills, or pursue educational enrichment.
Students may take up to 13 credits before declaring a major, at which time an application
for admission into a degree program must be submitted to the admissions office.
Students will be required to take a FOCUS evaluation that will assist them in determining
their career path. All students must declare a major prior to receiving financial aid.

Name and Address Change

In order to keep our student records updated, the college asks for student to notify the
Records and Registration Office of any name and/or address changes. Students should
review the directions for the requirement of certain official and, at times, notarized
documents. Students should contact Records and Registration for any questions in
completing such forms and any required documents associated with it.

Transcripts

Transcripts are prepared by the Records and Registration Office. Orders for transcripts
can be place online through the National Student Clearinghouse. Go to Central Penn’s
website at centralpenn.edu/transcripts and follow the instructions for ordering.

Re-acceptance

If a student is academically dismissed, he/she may reapply to Central Penn after two
terms. Students reaccepted after an academic dismissal will return to the college on
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academic probation and are subject to curriculum and other academic requirements and
regulations. Re-acceptance is not guaranteed.

Student Conduct Policies

Classroom Disruption Policy
Faculty members may dismiss a student from the classroom if he/she performs the
following actions:
e Displays verbal or disruptive behavior that inhibits the professor’s ability to facilitate
a class.
e Creates an atmosphere not conducive to learning.
e |nfringes on harassment policies set forth in this catalog.

The professor would contact both the offending student and the Dean of Student
Services as soon as possible following the incident. The student may only reenter the
classroom with the official permission of the Dean of Student Services. If a student feels
that he/she has been unfairly accused of an offense, that student has the right to appeal
using the grievance policy.

Alcohol-Free and Drug-Free Campus

Central Penn is committed to providing an alcohol-free and drug-free environment for all
students. The possession, use, or sale of alcoholic beverages and illegal drugs is strictly
prohibited at any Central Penn location and can result in expulsion.

Appearance Policy

Central Penn College strives to mirror the current business environment as closely as
possible, evolving to present a more current picture of what graduates will encounter
in their careers when it comes to business attire. The majority of today’s professionals
dress up for meetings or presentations while maintaining a more relaxed dress for
day-to-day operations. Central Penn students will dress in business attire for special
presentations and assignments only, and be graded against a rubric that emphasizes
professionalism, including professional attire. Students will learn to dress the part of a
professional, build confidence, develop good habits, and build a professional wardrobe.

Firearms Policy

Central Penn does not permit any type of firearms on campus property, including
replicas. Replica firearms are only permitted on campus when they are pre-approved
by the Chief Public Safety Director and used only in conjunction with a theatrical
performance or approved classroom project/presentation.

Acceptable Technology Use Policy

Purpose

Central Penn College students, faculty, and staff have the right to reliable systems and
support services in the workplace. The technology resources at Central Penn College are
provided for the educational, instructional, research, and administrative activities of the
College, and the use of these resources is a privilege that is extended to members of
the Central Penn College community. As a user of these services and facilities, students
will have access to valuable College resources and to internal and external networks.
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Consequently, it is important for students to behave in a responsible, ethical, and legal
manner.

In general, acceptable technology use means respecting the rights of other computer
users, the integrity of the physical facilities, and all applicable licenses and contractual
agreements. Individuals are also subject to federal, state and local laws governing many
interactions that occur on the Internet. These policies and laws are subject to change as
state and federal laws develop and change.

Scope
This policy applies to all users who access the college’s network or equipment using
college-owned or personal equipment, including wireless devices.

Policy

e Students are responsible for respecting and protecting the privacy of others and
may use only the technology systems, computer accounts, and computer files for
which they have authorization.

e Students must not use another individual’s account, or attempt to capture, guess, or
distribute other users’ passwords or similar private information.

e Students should make a reasonable effort to protect passwords and to secure
resources against unauthorized use or access.

e Students are responsible for respecting and protecting the intellectual property of
others and must not infringe on copyrights. Making illegal copies of music, videos,
games, images, texts, or other media is strictly prohibited.

e Plagiarism or representing the work of others is strictly prohibited.

e Students must be professional and respectful when using computing systems
to communicate with others; the use of college technology resources to send
messages that are pornographic, threatening, rude, discriminatory, or meant to
harass any other person is not allowed.

e Students must not use technology resources to start or further acts that are criminal
or violate the School’s code of conduct.

e The sending of SPAM, chain letters, or other mass unsolicited communications is
prohibited.

e Students may not buy, sell, advertise, or otherwise conduct personal business on
the network, unless approved as a school project.

e Students must use network resources, like internet bandwidth, wisely. Excessive
use of streaming media or online gaming hurts everyone by slowing down the
network.

e Management has the right to view emails and other normally-private documents
stored on school systems. They shall exercise this right infrequently and judiciously.

Enforcement and Sanctions

All members of the community are expected to assist in the enforcement of this policy.
Persons in violation of this policy are subject to a full range of sanctions, including, but,
not limited to, the restriction or possible loss of network privileges. A serious violation
could result in more serious consequences. Some violations may constitute criminal
offenses as defined by local, state and federal laws, and the school may initiate or assist
in the prosecution of any such violations to the full extent of the law.
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Reporting Violations
Any suspected violation of this policy should be reported immediately to techabuse@
centralpenn.edu. Messages sent to this email address will be reviewed by the IT

department and forwarded to appropriate college staff.
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ACADEMIC SCHOOLS AND PROGRAMS

School of Business

Mission

The School of Business at Central Penn College is dedicated to enhancing the
knowledge, skills, and abilities of our learners through a student-centered approach
to pedagogy that enables our graduates to compete responsibly and successfully in a
global business environment.

Master of Professional Studies Program*
Requires a minimum of 33 credits beyond a bachelor degree * *

e QOrganizational Leadership — Concentrations: Financial Analysis and Organizational
Development

Bachelor of Science Program*
Requires a minimum of 124 credits **

e Business Administration — Concentrations: Banking and Financial Services, Finance,
Health Administration, Human Resource Management, General, Management,
Marketing

e QOrganizational Leadership

Associate in Science Programs*
Requires a minimum of 76 credits **

e Entrepreneurship and Small Business
e Marketing

School of Humanities and Sciences

Mission

The School of Humanities and Sciences cultivates students’ curiosity and creativity by
focusing on active and critical inquiry. Grounded in the humanities, sciences, and social
sciences, the School offers a holistic education experience that prepares students

to become positive, productive members of their local, national, and international
communities. The School provides opportunities for all students to broaden their base of
knowledge across multiple disciplines; develop their intellectual and practical skills such
as teamwork and problem-solving; cultivate a sense of personal and social responsibility,
including ethical reasoning; contextualize their professional studies; and apply their
theory-based learning to practical problems.

Offerings
The School of Humanities and Sciences hosts the college’s general education
programming and offers courses in arts, biology, chemistry, English, geography, history,
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honors, humanities, immersion studies, interdisciplinary studies, language, mathematics,
philosophy, physics, political science, psychology, science, and sociology.

School of Nursing and Health Sciences

Mission

The School of Nursing and Health Sciences dedicates itself to prepare future professional
practitioners in fields of human services. Through innovative application of knowledge,
scholarship, and hands-on education, the School of Nursing and Health Sciences strives
to enhance service to dynamic individual, community, and societal needs.

Bachelor of Science Programs*
Require a minimum of 124 credits **

Health Science
Healthcare Management
Nursing (RN to BSN)
Radiology Sciences

Associate of Applied Science Programs*
Require a minimum of 61 credits**

e Medical Assisting

e Occupational Therapy Assistant
e Physical Therapist Assistant

School of Professional Studies

Mission
The School of Professional Studies focuses on careers that prepare students to enter a
wide variety of fields and professions.

Bachelor of Science Program*
Require a minimum of 124 credits **

Accounting

Corporate Communications

Criminal Justice Administration

Homeland Security Management

Information Technology — Concentrations. Applications Development and
Networking and Security

e | egal Studies

Associate in Science Programs*
Require a minimum of 76 credits **

e Accounting
e Communications
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e Computer Information Systems — Concentrations: Application Development and
Networking and Security

e Criminal Justice

e Paralegal

*Central Penn College offers off-site degree completion opportunities. Degree
completion requirements may vary for students who are transferring from an institution
who has an articulation agreement in place with the college. Admissions counselors are
available to discuss degree completion options. To see if a program is offered at main
campus, a degree completion center, or online, please visit centralpenn.edu/programs.

**A final degree audit will be completed by the Records and Registration Office to
confirm that all degree requirements have been met.
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DEGREE REQUIREMENTS

At the completion of a degree from Central Penn College, graduates will have obtained

a certain skill set. The skill set is a combination of educational experiences from the
student’s program of study; the general education core which includes humanities; math,
science, and technology; social and behavioral sciences; and campus life.

It is the responsibility of the student, with guidance from his/her faculty advisor, to
fulfill all degree and program requirements. Students should keep an accurate record of
courses taken. Students can conduct a degree audit in the student portal to check their
progress. Transfer students should follow the educational plan outlined in their transfer
evaluation.

The following section outlines degree requirements for all undergraduate programs of
study at Central Penn College.

1. All students must obtain a cumulative grade point average of 2.0 and fulfill all degree
requirements to be eligible for graduation. Requirements vary by program.

2. The general education requirements comprise one-third of the curriculum in each
program.

A. Humanities — Humanities courses serve to knowledge of human culture and
experiences that shape people’s understanding of society and the world.

B. Math, Science, and Technology — Math, science, and technology courses
focus on generating results through problem solving and utilizing sources for
data and analysis.

C. Social and Behavioral Sciences — Social and behavioral sciences courses
explore society, human relationships within and to society.

3. Freshman Seminar (3 credits) or College Success Seminar (3 credits): Degree seeking
students are required to complete either the Freshman Seminar or College Success
Seminar. Traditional students are required to complete the Freshman Seminar.
Continuing education students who are transferring in fewer than 24 credits are
required to complete the College Success Seminar. These courses are designed
to introduce students to the support systems at the college, provide support in
navigating common student obstacles, and assist in setting academic and professional
goals.

4. Degree Levels: Associate degree programs require a minimum of 61 credits. Bachelor
degree programs require a minimum of 124 credits. Master degree programs require
33 credits beyond the baccalaureate.

5. Program Requirements: Most programs of study consist of field-specific courses, in
addition to several elective courses. Students are strongly encouraged to declare a
program of study upon acceptance. Students must declare a major prior to receiving
financial aid.

6. Concentrations: Students have the option of choosing a concentration within several
programs of study. Concentrations consist of specially focused courses. Within the
bachelor of science degree programs in Business Administration and Information
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Technology, students may elect to have a general concentration and will complete or
fulfill specific level (300/400) requirements in coursework.

7. Internship/Capstone Experience: All students must fulfill the internship or job-related
capstone requirement for their program. Requirements vary by program.

8. Service/Community Service: Traditional students are required to fulfill a service
requirement prior to graduation. Students seeking a bachelor degree are required
to complete 50 hours, and students seeking an associate degree are required to
complete 25 hours. The hours can be earned throughout a student'’s education, but
must be kept track of in a log which can be found on the college’s website. Service
hours can take place on campus or in a community organization but must be of a
volunteer and service-oriented nature. Students are required to submit completed
service hours to the facilitator of the internship course or to program-specific clinical
coordinator if applicable prior to the completion of internship. Internship grades will
not be issued without successful completion of this service requirement. Traditional
students who take the capstone course will need to submit their service hours to the
facilitator of the capstone course. Capstone grades will not be issued to traditional
students without successful completion of this service requirement.
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INSTITUTIONAL LEARNING OBJECTIVES

Academic/Career Competencies

Students will learn and apply concepts and methodologies of their discipline; gain
expertise and specialization required for their chosen field; and demonstrate competence
in their fields of study, as determined by the program’s objectives.

Communication

Students will be able to analyze, and to articulate ideas appropriately and effectively;
identify the purpose and context for communication; adapt to various audiences; and
express ideas by using proper modes and media.

Critical Thinking

Students will be able to correctly identify problems by hearing, seeing or reading and to
evaluate those problems; synthesize well-reasoned and defensible conclusions through
research and analysis; and translate derived facts and arguments into appropriate actions
to solve problems or construct plans to solve problems.

Global Awareness

Students will actively and competently engage in a variety of cultural contexts; evaluate
personal and social assumptions about other cultures and peoples after learning about
customs and cultures; and interact with others with respect and tolerance.

Information Literacy
Students will be competent in gathering, evaluating, processing, and using qualitative
and quantitative information for academic, personal, and career purposes.

Personal Leadership

Students will demonstrate and exhibit honesty, self-motivation, integrity, respect and
service to others while serving as a role model and demonstrate an understanding of
the value of communication as a tool for personal and professional growth.

Technology Fluency
Students will demonstrate a broad understanding of information technology by being

able to select and to apply technology productively to academic studies, work, and
everyday life.
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UNDERSTANDING THE
COURSE DESCRIPTIONS

Course Descriptions
Course descriptions are organized in alphanumeric order. Information on courses can be
found under appropriate headings in the following sequence.

ACC  Accounting INT Internships

ALH  Allied Health LDS Leadership

ART  Arts LGS Legal Studies/Paralegal

BIO  Biology LNG Language

BUS Business MTH Mathematics

CHM  Chemistry NUR  Nursing

COM Communications OTA  Occupational Therapy Assistant
CRI Criminal Justice ORG Organizational Leadership
DEV  Organizational Development PHI Philosophy

ENG English PHY  Physics

FNA  Financial Analysis POL  Political Science

GEO Geography PSY  Psychology

HIS History PTA  Physical Therapist Assistant
HON Honors SCI Science

HSM Homeland Security Management SOC Sociology

HUM Humanities STS  Student Success

IDS  Interdisciplinary Studies TEC  Technology

Course Numbering

001-199: indicate general education, introductory, or developmental courses
200-299:usually, but not always, indicate second-year courses

300-399: usually, but not always, indicate third-year courses

400-499: usually, but not always, indicate fourth-year courses

Prerequisites

A student may not enroll in a course for which a prerequisite is stated unless the
prerequisite course or equivalent has been completed.* Only the Academic Dean of the
school that houses the course may grant a waiver. The onus is on the student and the
student’s faculty advisor to provide documented justification for waiving a prerequisite.
A student may not waive a course that is required for graduation.

*Disclaimer: Some courses will require a grade of “C” or better to progress in
coursework. Students should carefully read individual course syllabi for grade
requirements.

66

Catalog 2017 vol 94.indd 66 8/18/16 2:56 PM



ASSOCIATE DEGREE PROGRAMS

These requirements apply to the College's associate degrees in Accounting,
Communications, Computer Information Systems, Criminal Justice, Entrepreneurship
and Small Business, Marketing and Paralegal. Please refer to the program page for
degree specific requirements that may not be listed here.

Humanities - 12 credits

Students must fulfill 12 credits within the humanities. These requirements are comprised
of ENG100*, ENG110**, and ENG200 and 3 additional credits taken at the 200 level or
higher.

Students may choose from courses labeled ART, ENG, HUM, GEO, LNG, or PHI, as well
as from the list below:

ALH255 Medical Law and Ethics

COM200  Technical Writing

COM215  Communications Ethics

IDS210 Global Humanitarian Studies

*English placement determined by placement test results
**Students enrolled in Lancaster or a fully online program may substitute ENG220
Business Communications for ENG110

Math, Science, and Technology - 9 credits
Students must fulfill 9 credits within math, science, and technology. These requirements
include 3 credits in math and 3 credits in science. Students must take at least one math
or science course at the 200 level or higher.

Students may choose from courses labeled BIO, CHM, MTH, PHY, SCI or TEC, as well as
from the list below:

ALH112 Essentials Anatomy and Physiology |

ALH122 Essentials Anatomy and Physiology |l

Social and Behavioral Science - 9 credits

Students must fulfill 9 credits within the social and behavioral sciences. These
requirements include either IDS100 Freshman Seminar or IDS105 College Success
Seminar and 6 additional credits, at least 3 of which must be at the 200 level or higher.

Students may choose from courses labeled HIS, POL, PSY, or SOC, as well as from the

list below:
HUM105  Cultural Anthropology
IDS200 Consumer Protection

IDS210 Global Humanitarian Studies

LGS180 Historical Perspectives of the Constitution
LGS190 Family Law

LGS220 Torts

Open Electives - 6 credits
Students must take 6 additional credits. Any course not fulfilling another degree
requirement may be used.
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Accounting

Associate in Science Degree

With the growing complexity and narrowing profit margins in the business community,
accounting is becoming an increasingly important profession. Accountants supply

vital data to management for use in decision-making and planning, as well as detailed
analysis of the past performance of a company. Central Penn gives students specialized
training in cost accounting, tax accounting, and computer utilization.

Program Objectives

e |nterpret generally accepted accounting principles and standards and apply them to
a business environment.

e Use current software packages, including word processing, spreadsheet, database,
and automated accounting packages on a local area network.

e Use good communication skills to be able to interface with people of all levels in an
organization.

e Understand the various accounting needs of manufacturing, service, and
governmental organizations and assess the career opportunities in each.

e Demonstrate a professional manner appropriate to a business environment through
work performance and personal appearance.

e Demonstrate problem-solving/research abilities in a business setting.

Admissions Requirements

Applicants are encouraged to have successfully completed two units of secondary math,
including algebra. This adequately prepares students for learning the upperlevel college
math required in the programs and within specific courses. Completion of at least one
accounting course in high school is strongly recommended.

Program Requirements

In addition to the 36 credits of general education and elective requirements including
MTH105 College Algebra, students are required to take a core group of courses
associated with their major to total 76 credits.

Accounting Core Courses — 40 credits
ACC100 Accounting |

ACC110  Accounting Il

ACC200 Managerial Accounting
ACC210 Data Management Applications
ACC220 Income Tax

ACC230 Intermediate Accounting |
ACC300 Intermediate Accounting Il
ACC310 Nonprofit Accounting
ACC320 Cost Accounting

BUS200 Finance

BUS215 Microeconomics

INT299  Associate Degree Internship
LGS250 Business Law

STS300 Job Pursuit Seminar
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Communications

Associate in Science Degree

Communications is a growing field with a variety of career opportunities for graduates.
Central Penn's Communications program provides students with the skills and
experiences needed to be able to communicate effectively in the world of public
relations, desktop publishing, journalism, and photojournalism.

Program Objectives
e Communicate effectively — orally and in writing.
e Differentiate between acceptable and unacceptable media copy by applying industry
standards.
e Meet entry-level requirements in public relations, advertising, desktop publishing,
journalism and photojournalism.
e Understand and use new media to effectively promote a positive message about a
professional organization to the public.
Demonstrate professionalism in dress and demeanor.
Develop and present a professional portfolio.

Program Requirements
In addition to the 36 credits of general education and elective requirements, students are
required to take a core group of courses associated with their major to total 76 credits.

Communications Core Courses — 40 credits
BUS250 Advertising

COM100 Survey of Mass Communications
COM112 Digital Photography

COM115 Digital Image Editing

COM130 Public Relations

COM140 Media Writing

COM220 Journalism |

COM225 Writing for Public Relations
COM230 Desktop Publishing |

COM245 Opinion Writing

COM320 Feature Writing

COMB340 Communications Law

INT299  Associate Degree Internship
STS300  Job Pursuit Seminar

Computer Information Systems

Associate in Science Degree

The rapidly changing world of information technology offers many great career
opportunities. The associate degree program offered by Central Penn College provides
specialized instruction to help students keep pace with these changes. Students

will receive a solid technological foundation in data modeling, operating systems,
programming, and networking fundamentals. To fully complement degree requirements,
students choose to -specialize in Applications Development or Networking and Security.
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Program Objectives

e Understand how computer systems function.

e Understand database concepts, including data modeling and querying.

e Write computer programs utilizing basic sequence, selection, and looping
construction.

e Understand network fundamentals, including network security.

e Understand how to implement a requirements document.

e Develop a professional ethics statement regarding the use of technology.

e Complete hands-on experience in a real-world setting.

e Communicate effectively and properly with end users and management using oral,
written, and multimedia techniques.

e Demonstrate the appropriate professional attributes of a consummate IT
professional.

Admission Requirements

Admission to the BSIT program suggests that a student has completed two units of
secondary math with a “C"” or better, to include Algebra Il. Admission to the CIS program
encourages that students have completed two units of secondary math with a “C" or
better, to include Algebra. It is strongly recommended that students enrolling in the BSIT
program have successfully completed one networking or programming course; those
who do not meet this requirement are encouraged to enroll in the CIS program until they
have completed two terms.

Program Requirements

In addition to the 36 credits of general education and elective requirements, students are
required to take a concentration group of courses to total 76 credits. Each concentration
listed below consists of 40 credits including 22 core credits, 9 credits specific to the
concentration, and 9 elective credits.

Computer Information Systems Core Courses — 22 credits
INT299  Associate Degree Internship

STS300  Job Pursuit Seminar

TEC120  Structured Programming

TEC135 Networking |

TEC140 Microcomputer Systems

TEC200 Data Modeling Foundations

TEC252 SQL Fundamentals

TEC320 Systems Analysis and Design

Applications Development Concentration — 18 credits

Graduates are prepared to collaborate with management and lead project teams

in developing applications to solve business problems. In addition to hands-on
technical skills, graduates will understand the standards and principles of applications
development and apply them to new and challenging situations. Students choosing this
concentration must take 18 credits labeled TEC including the following 9 credits:
TEC235 Object-Oriented Programming |

TEC245 Internet Programming |

TEC335 Object-Oriented Programming |l
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Networking and Security Concentration — 18 credits

Graduates are prepared to lead project development teams in the design, installation,
and maintenance of complex networks. Additionally, graduates will have developed the
management and professional skills to promote and justify technology projects to meet
business objectives.

Students choosing this concentration must take 18 credits labeled TEC including the
following 9 credits:

TEC222 Networking Il

TEC310 Virtualization

TEC350 Firewalls and Intrusion Detection

Criminal Justice

Associate in Science Degree

The Associate in Science in Criminal Justice provides students with knowledge of the
criminal justice system (law enforcement, court system, and corrections) and stages

of the criminal justice process. The curriculum includes coursework in criminal justice,
criminology, law enforcement, criminal justice ethics, criminal and constitutional law, as
well as written, verbal, and non-verbal communications. This degree prepares students
either for immediate employment or for transfer to a bachelor’s degree program.

The Associate Criminal Justice Degree program combines technical courses required for
job preparation and college-level general education courses. These degrees are designed
for the dual purpose of immediate employment and preparation for the junior year in the
Central Penn College bachelor of applied science (BAS) degree program.

Program Objectives

e Translate classroom theory into applying basic investigative techniques for
developing solutions to crime problems.

e Use critical thinking skills to understand and analyze verbal, non-verbal and cultural
communications in the field of criminal justice.

e Explain and analyze different social, legal and political responses to criminal
behavior.

e Define and explain the major reform movements which have substantially impacted
the policing profession in America.

e Define and explain the ethics and ethical paradoxes that face criminal justice
professionals.

Admission Requirements

A personal and professional background investigation is a required component of virtually
all federal, state, and local agencies offering internships or employment to graduates of
Criminal Justice degree programs.

Only those persons who are capable of passing a governmental background investigation
and would otherwise be eligible for a governmental security clearance should consider

enrolling in a Criminal Justice, Criminal Justice Administration, or Homeland Security
Management degree program.
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Individuals who enter these degree programs with a disqualifying personal or
professional history or for those who engage in a disqualifying activity while attending
Central Penn may be precluded from obtaining an internship or employment in the
career field after graduation.

Program Requirements
In addition to the 36 credits of general education and elective requirements, students are
required to take a core group of courses associated with their major to total 76 credits.

Criminal Justice Core Courses - 40 credits
BUS220 Principles of Management

CRI100  Criminal Justice

CRI135 Introduction to Corrections

CRI225  Juvenile Justice: Alternatives to Incarceration
CRI245  Criminal Investigation

CRI321  Police Operations

CRI380 Psychology of the Criminal

CRI395 Essential Criminal Justice Research
HSM205 Fundamentals of Intelligence Analysis
INT299  Associate Degree Internship

LGS170 Criminal Procedure

LGS210 Evidence

LGS265 Criminal Law

STS300  Job Pursuit Seminar

Entrepreneurship and Small Business

Associate in Science Degree

America’s economy has been and will continue to be driven by the successful
management of small businesses. This program helps prepare students for the
competitive small business environment by providing a background in marketing,
finance, computer applications, accounting, sales and promotion, and management. This
program is ideal for students who have aspirations of opening their own business or who
will eventually operate a family business.

Program Objectives

e Plan, prepare, and deliver written and oral individual reports and group
presentations.

e Plan, organize, and execute a supervisory-level management assignment.

¢ Analyze information through research.

e Prepare and successfully execute a small business plan and marketing campaign.

e Demonstrate fundamental accounting, financial, and computer skills for a small
business, and implement key small business decisions.

e Understand all elements of small business marketing.

e Demonstrate appropriate professional manner with the highest ethical standards
and good time management.

e Demonstrate interpersonal skills.

e Demonstrate ability to use necessary basic math skills.
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Program Requirements
In addition to the 36 credits of general education and elective requirements, students are
required to take a core group of courses associated with their major to total 76 credits.

Entrepreneurship and Small Business Core Courses — 40 credits
ACC100 Accounting |

ACC110  Accounting Il

ACC200 Managerial Accounting

ACC220 Income Tax

BUS100 Introduction to Business

BUS120 Spreadsheet Applications

BUS200 Finance |

BUS215 Microeconomics

BUS220 Principles of Management

BUS230 Principles of Marketing

BUS245 Human Resources

BUS270 Entrepreneurship and Small Business Management
INT299  Associate Degree Internship

STS300  Job Pursuit Seminar

Marketing

Associate in Science Degree

Creative and effective methods of marketing are invaluable for companies in today's
competitive environment. Marketing decisions are some of the most important decisions
made in the business world. The Marketing program is designed to teach students how
to effectively manage the process of product development, pricing, promotion, and
distribution. Students also learn aspects of consumer and business marketing while at
Central Penn. All students develop an effective integrated marketing communications
project.

Program Objectives
e Plan, prepare, and deliver written and oral individual reports and group

presentations.

Demonstrate interpersonal skills.

Plan, implement, and manage a project within budget.

Identify and evaluate potential marketing careers.

Develop and implement an effective marketing communications campaign.

Research, design, and test a marketing strategy for both consumer and business

products.

Implement an effective pricing strategy.

e Understand demographics for creating a market plan.

e Demonstrate appropriate professional manner with the highest ethical standards
and good time management.

e Exhibit social responsibility through community service.

e Demonstrate ability to use necessary basic math skills.

e Exhibit computer skills necessary for normal business decisions applicable for the
major.

e Analyze information through research.
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Program Requirements
Students will complete 36 credits of general education and elective requirements, which
must include MTH200 Statistics.

Marketing Core Courses — 40 credits
ACC100 Accounting |

BUS100 Introduction to Business
BUS105 Fundamentals of Selling
BUS215 Microeconomics

BUS220 Principles of Management
BUS230 Principles of Marketing
BUS235 Consumer Behavior
BUS245 Human Resources

BUS250 Advertising

BUS304 Strategic Planning and Marketing Communications
BUS330 Nonprofit Organizations
BUS360 Marketing Research

INT299  Associate Degree Internship
STS300  Job Pursuit Seminar

Medical Assisting

Associate in Applied Science Degree

The Associate in Applied Science degree program in Medical Assisting provides
graduates with the clinical and administrative skills necessary to be a successful allied
health care professional. Medical assistants work primarily in physicians’ offices and
medical clinics. Students in this allied health program will learn how to prepare patients
for various examinations, assist physicians with minor office surgeries, draw blood,
perform tests and treatments, administer injections and medications, and maintain
medical records.

The Certified Medical Assistant (CMA) exam is required as part of the Medical Assistant
Internship. At Central Penn, those matriculated in the Medical Assisting program may
sit for the Certified Phlebotomy Technician (CPT) exam. The Medical Assisting Program,
Associate Degree, is accredited by the Commission on Accreditation of Allied Health
Education Programs (www.caahep.org) upon the recommendation of the Medical
Assisting Education Review Board (MAERB). Commission on Accreditation of Allied
Health Education Programs (CAAHEP), 25400 U.S. Highway 19 North, Suite 158,
Clearwater, FL 33763.

Program Objectives

e Examine and evaluate the various issues, areas, and judgments, required of medical
assistants.

e Develop a self-image that reflects professionalism and self-esteem to meet the
constant challenges and changing needs of the medical profession.

¢ Relate knowledge of specific terminology, procedures, and principles of ethics
necessary in the allied health field.

e Demonstrate entry-level skills in all current cognitive, psychomotor, and affective
competencies as specified by the Medical Assisting Education Review Board.

74

Catalog 2017 vol 94.indd 74 8/18/16 2:56 PM



e Demonstrate oral and written communication skills in professional settings. Apply
communication skills to interpersonal relations.
e Develop informational and analytical research skills.

Admission Requirements

Applicants for the Medical Assisting program must have a minimum GPA of a 2.20 from
the last school attended to be considered for acceptance. In addition applicants must
have successfully completed two sciences (C or higher) and one math course (C or
higher) in high school or college. GED scores will be accepted. Applicants are required to
submit two reference forms. Reference forms can be attained through the admissions
office. If the student does not meet this criteria they are able to file an appeal for
acceptance to the Program Director.

General Education Requirements

Humanities — 9 credits

Students must fulfill 9 credits within the humanities. These requirements are comprised
of ENG100* and ENG200 (required) and 3 additional credits taken at the 200 level or
higher.

Students may choose from courses labeled ART, ENG, HUM, GEO, LNG, or PHI, as well
as from the list below:

ALH255 Medical Law and Ethics
COM200 Technical Writing

COM215 Communications Ethics
IDS210  Global Humanitarian Studies

*English placement determined by placement test results

Math and Science - 6 credits

Students must fulfill 6 credits within math and science. These requirements are
comprised of 3 credits in math and 3 credits in science. Students may choose from
courses labeled BIO, MTH, or SCI.

Social and Behavioral Science — 6 credits

Students must fulfill 6 credits within the social and behavioral sciences. These
requirements include either IDS100 Freshman Seminar or IDS105 College Success
Seminar and 3 additional credits.

Students may choose from courses labeled HIS, POL, PSY, or SOC, as well as, from the
list below:

BUS235 Consumer Behavior

GEO100 Cultural Geography

IDS200 Consumer Protection

LGS180 Historical Perspectives of the Constitution

LGS220 Torts

Open Electives - 3 credits
Students must take 3 additional credits. Any course not fulfilling another degree
requirement may be used.
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Program Requirements

In addition to the 24 credits of general education and elective requirements, students are
required to take a core group of courses associated with their major to total 61 credits.
To be eligible for internship, the student must have on file documented proof of liability
insurance. The MAERB requires Medical Assisting internships to be unpaid.

Medical Assisting Core Courses — 37 credits
ALH105 Medical Terminology

ALH112  Essentials of Anatomy and Physiology |
ALH115  Medical Insurance

ALH122 Essentials of Anatomy and Physiology Il
ALH145 Allied Health Procedures

ALH160 Pharmacology

ALH180 Medical Administrative Procedures
ALH205 Clinical Methods

ALH210 Clinical Techniques

ALH230 Diseases and Diagnostic Methods
ALH299 Medical Assisting Internship

ALH310 Medical Laboratory

ALH350 Medical Seminar

STS300 Job Pursuit Seminar

Occupational Therapy Assistant

Associate in Applied Science Degree

The Associate in Applied Science degree in Occupational Therapy Assistant (OTA)
prepares students for entry level general practice as an occupational therapy assistant in
a variety of clinical settings including physical rehabilitation, mental health and pediatrics/
developmental disabilities. The program is based on a sequential curriculum design

and developmental model, with early coursework building a foundation of knowledge

in structure and function of the human body, human development and behavior,
sociocultural influences, socioeconomic influences, and diverse lifestyles. Upon this
foundation, occupational therapy principles and clinical practices in pediatrics and
geriatrics, mental health, and physical rehabilitation are introduced and mastered through
integrated laboratory and observational (Level I) Fieldwork Experiences. Coursework

is layered with threads of evidence-based practice, professional behaviors and lifelong
learning practices necessary for achieving and maintaining professional competence.
The OTA program culminates in 16 weeks of Level Il Fieldwork Experiences, equivalent
to internship, which must be completed within 12 months after completing all other
required coursework. Due to the academic rigor of the program, any student receiving

a failing grade (F) in any 2 core program courses will be dismissed from the program.

A passing final grade of 2.0 GPA (C+) in all OTA core courses is required in addition to
achieving the necessary credit hours in order to graduate from the OTA program.

The OTA program at Central Penn College is accredited by the Accreditation Council
for Occupational Therapy Education (ACOTE) of the American Occupational Therapy
Association, Inc., located at 4720 Montgomery Lane, Suite 200, Bethesda, MD 20814-
3449. ACOTE's telephone number c/o AOTA is (301) 652-A0TA. Graduates are eligible
to sit for the national certification examination for the occupational therapy assistant
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administered by the National Board for Certification in Occupational Therapy (NBCOT).
After successful completion of this exam, the individual will be a Certified Occupational
Therapy Assistant (COTA). In addition, most states require licensure in order to practice;
however, state licenses are usually based on the results of the NBCOT Certification
Examination. Note that a felony conviction may affect a graduate’s ability to sit for the
NBCQT certification examination or attain state licensure. Any student having a criminal
record will need to contact NBCOT directly to discuss eligibility for the examination:
NBCOT, 12 South Summit Ave., Suite 100, Gaithersburg, MD 20877-4150, phone: (301)
990-7979.

Program Objectives

e Develop a sound understanding of the Theoretical Knowledge Base that is
foundational to the practice of occupational therapy

e Demonstrate the Basic Principles of OT critical to the use of evidence-based
practice

e Demonstrate Competent Clinical Skills across all stages of the OT process

e Demonstrate Professional Behaviors within the classroom, clinic and community
settings.

e Understand the necessity for Continued Professional Development and Lifelong
Learning to the profession

e Successfully complete Level Il Fieldwork by demonstrating mastery of skills
required to be an entry-level occupational therapy assistant

Admissions Requirements
The occupational therapy assistant program must limit enrollment due to classroom
space and available clinical facilities. The OTA program accepts students based on the
scores given for admissions criteria listed below. Admissions criteria include:
e High school and/or college GPA of 2.5 or higher in the last school attended
Two letters of professional reference
Professional admissions interview
On-site written essay
Eight observation hours in the occupational therapy field
SAT or ACT scores are not required, but are preferred
OTA core course must be taken at Central Penn College. There will be no transfer
credits accepted for OTA courses.

Students should take into consideration that the OTA program, to meet legal standards,
will require the PA State Police and Federal Bureau of Investigations Criminal Background
Checks and PA Child Abuse History Clearance prior to beginning fieldwork (internship)
experiences. Additionally, a felony criminal record may prohibit eligibility to sit for the
Certified Occupational Therapy Assistant Certification Examination by the National Board
for Certification in Occupational Therapy (NBCOT) and to obtain licensure to practice as
an occupational therapy assistant. Students with a criminal record will need to contact
NBCQT directly to discuss eligibility for the exam (NBCOT, 12 South Summit Ave., Suite
100, Gaithersburg, MD 20877-4150, phone: 301-990-7979).

OTA Application Deadline: The OTA program has a rolling deadline and acceptance is
on a first come first served basis for those who meet the criteria.
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Clinical Fieldwork Considerations

Students enrolling in the OTA program will be required to participate in Level | Fieldwork
Experiences in conjunction with coursework, and Level Il Fieldwork Experiences at the
conclusion of the program. These Fieldwork Experiences involve travel to locations off
campus to observe and participate in occupational therapy practice in a variety of service
delivery models working with clients from a variety of demographics. Students should
expect to provide their own transportation to and from clinical fieldwork sites. While
every effort will be made to place students in fieldwork sites close to where they reside,
this is not always possible, and students will need to consider that travel up to a 90-mile
radius or more may be necessary.

Readmission to the OTA Program

1. If a student voluntarily withdraws from the college, the student will be granted the
opportunity to re-apply for readmission into the OTA program with acceptance of credits
already completed, if the time frame is more than one term, but less than one year.
However, this is not a guarantee that the student will be re-accepted.

a. The student must submit a written readmission request to the Program Director.

The request must include a statement showing how the student will successfully
complete the program upon readmission. The decision to readmit the student will be
determined by the full time OTA faculty, Program Director and Dean, School of Health
Sciences.

b. Prior to readmission, the student will be required to take a comprehensive
examination covering the material of the previously completed OTA core courses. The
student must score a 75% or higher in order for previously taken core course credits
to be accepted/transferred. The purpose of this exam is to ensure that all students
have the essential knowledge and skill level prior to participating in Level | and Il
Fieldwork Experiences.

c. If a student scores 75% or better on the comprehensive examination, yet would like to
review material from previously taken courses, the student may audit any previously
taken OTA courses as long as the instructor has available space to accommodate all
students.

2. After a period of one year, students electing to reapply for readmission to the OTA
program will be required to retake the program in its entirety from the beginning. No
credits will be accepted for previously taken OTA program core courses. Credits will be
accepted for general education coursework that were successfully completed with a 'C’
or better grade.

3. If a student does not pass one of the OTA core classes (OTA and ALH), they will have
one opportunity to re-take that class. If on the second attempt of taking a core class

the student receives a final grade of “F’ the student will be dismissed from the OTA
program and asked to change their major. If the failed course is a prerequisite for another
core course, he/she may be unable to take classes the following term. The student must
then apply for a drop reenter.

4. If a student is academically dismissed from the program or has been withdrawn due
to any reason other than stated in item #1 above, the student may re-apply for admission
to the program. However, this is not a guarantee that the student will be re-accepted.
The student must re-apply to the College for either the spring or fall term and proceed
through the entire application process again. The student will then be required to begin
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the program under the current college catalog and no transfer credits will apply for
core OTA courses. Under this condition, the student will not be eligible to take the
comprehensive examination and must start the program from the beginning of the
course rotation.

General Education Requirements:

The following guidelines assist students in developing programs of study that introduce
them to three areas of learning at Central Penn College — the humanities; the social
sciences; and math, science, and technology. These areas of study provide the
foundation for a well-rounded healthcare professional and align with general education
competencies expected by ACOTE.

The requirements apply to the College’s associate degree in Occupational Therapy
Assistant.

Humanities - 12 credits

Students must fulfill 12 credits within the humanities. These requirements are comprised
of ENG100%*, ENG110, and ENG200 and 3 additional credits taken at the 200 level or
higher.

Students may choose from courses labeled ART, ENG, HUM, GEO, LNG, or PHI, as well
as from the list below:

ALH255 Medical Law and Ethics

COM200 Technical Writing

COM215 Communications Ethics

IDS210  Global Humanitarian Studies

*English placement determined by test results

Math, Science, and Technology - 9 credits

Students must fulfill 9 credits within math, science and technology. These requirements
include 3 credits in math and 3 credits in science. Students must take BIO105 Human
Development. At least one of the math or science classes must be taken at the 200 or
higher level. Students may choose courses labeled BIO, MTH, or SCI.

Social and Behavioral Science - 9 credits

Students must fulfill 9 credits within the social and behavioral sciences. These
requirements include either IDS100 Freshman Seminar or IDS105 College Success
Seminar, PSY420 Abnormal Psychology, and 3 additional credits at the 200 level or
higher.

Students may choose from the courses labeled HIS, POL, PSY, or SOC, or the list below:
HUM105 Cultural Anthropology

BUS235 Consumer Behavior

GEO100 Cultural Geography

IDS200 Consumer Protection

IDS210  Global Humanitarian Studies

Open Electives - 6 credits
Students must take 6 additional credits. Any course not fulfilling another degree

requirement may be used.
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Program Requirements

In addition to the 36 credits of general education and elective requirements, students are
required to take a core group of 43 course credits associated with the OTA major, to total
79 credits. To be eligible for internship, the student must have on file documented proof
of required immunizations, liability insurance, and current CPR certification. Criminal
background check, child abuse clearance and FBI fingerprinting will be required for some
clinical placements.

Occupational Therapy Assistant Core Courses - 43 credits
ALH105 Medical Terminology

ALH120 Anatomy and Physiology |

ALH130 Anatomy and Physiology Il

ALH230 Disease and Diagnostics

OTA100 Fundamentals of Occupational Therapy +

OTA108 Therapeutic Techniques | +

OTA110  Therapeutic Techniques Il +

OTA200 Developmental Occupational Therapy +

OTA205 Occupational Therapy in Mental Health +

OTA210  Occupational Therapy in Physical Rehabilitation +
OTA215 Developing Professional Behaviors in Occupational Therapy +
OTA220 Occupational Therapy in Geriatrics +

OTA299 Level Il Fieldwork Experience

STS300  Job Pursuit Seminar

(+) - C+ to progress

Progression Through the OTA Program

The overall goals of the Occupational Therapy Assistant (OTA) Program are to prepare
graduates for clinical practice as a generalist occupational therapy assistant in a variety of
practice settings and to achieve success on the Certified Occupational Therapy Assistant
Examination offered by the National Board for Certification in Occupational Therapy. The
core curriculum of the OTA program is sequentially designed to provide students with
the fundamental knowledge and skills needed to be successful in the field of OT. In
order to ensure that students are graduating from the OTA program with the appropriate
knowledge base, the following guidelines will be implemented:

1. All OTA core courses must be passed with a final grade C+. If a student does not pass
one of the OTA core courses with at least a final grade of C+, the student will have one
opportunity to retake that class.

2. If on the second attempt to retake the class, the student receives a final grade below
a C+, the student will be automatically dismissed from the OTA Program and asked to
change their major.

3. If a student in the OTA program scores a final grade of less than a C+ in any three

total core courses, the student will be dismissed from the OTA Program and asked to
change their major.
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Paralegal

Associate in Science Degree

The Associate of Science degree program in Paralegal prepares students to meet

the growing demand for degreed paralegals in both the public and private sectors. A
paralegal is a person qualified by education or work experience who assists lawyers in
rendering legal services and performs specifically delegated substantive legal work for
which a lawyer is responsible. Paralegals may not provide legal services directly to the
public except as permitted by law. This academically rigorous program is designed to
provide graduates with a comprehensive understanding of the judicial system, relative
bodies of law, legal research, briefs, pleadings, and related official documents. This
program is approved by the American Bar Association (ABA) and this approval process
requires that ten (10) hours of legal specialty courses are taken in a traditional (face-to-
face) format.

The Central Penn Paralegal program is known for its academic rigor and enjoys a
reputation of excellence within the legal community. With all substantive legal courses
being taught by licensed attorneys, graduates of this program study law from those
who are most academically and experientially qualified. Students matriculated in Central
Penn's Paralegal program participate in field trips, mock trials, interactive discussions
with guest lecturers, special projects, and a 360-hour internship prior to graduation.

Program Objectives

e Use the resources of a law library and online information sources to solve legal
research problems and draft memoranda, briefs, and pleadings using proper legal
format, grammar, and spelling.

e Operate and maintain computer equipment and systems found in a law office.

e Demonstrate knowledge of legal terminology, principles, and procedures, and
possess the skills necessary to apply that knowledge to fact patterns in a logical and
coherent manner.

e Comply with the ethical guidelines required of paralegals.

e Use communication skills appropriate to the legal setting that demonstrate a firm
knowledge of the mechanics of written and oral language.

e Prepare a case for trial from filing the initial lawsuit through and including preparing
oral arguments, client and witness testimony, and appellate documents.

e Use the Internet to gather factual and legal information.

e Relate a knowledge of professional behavior necessary to carrying out the tasks of
a paralegal under the supervision of a lawyer.

Program Requirements

In addition to the 36 credits of general education and elective requirements, students are
required to take a core group of courses associated with their major to total 76 credits.
NOTE: LGS180, LGS220, and LGS310 are suggested prerequisite knowledge for this
program of study.

Paralegal Core Courses — 40 credits
LGS110  Foundations in Law

LGS130 Principles of Legal Research
LGS135 Legal Research and Writing |
LGS140 Civil Litigation |

LGS170  Criminal Procedure
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LGS200 Contracts

LGS210 Evidence

LGS230 Civil Litigation Il

LGS260 Administrative Law

LGS265 Criminal Law

LGS280 Legal Research and Writing Il
LGS285 Legal Seminar

LGS299 Internship for Paralegals
STS300 Job Pursuit Seminar

Physical Therapist Assistant

Associate in Applied Science Degree

The Associate in Applied Science degree program in Physical Therapist Assistant

(PTA) provides graduates with a thorough background in the rehabilitation of
musculoskeletal and neuromuscular disorders while incorporating an understanding of
the psychosocial aspects of disability. Physical therapist assistants work with physical
therapists in treating people with a wide range of physical disorders. At Central Penn,
the incorporation of hands-on laboratory classes and clinical internships at physical
therapy facilities enable students to practice what is learned in the classroom. The
Commission on Accreditation in Physical Therapy Education of the American Physical
Therapy Association (CAPTE/APTA) accredits this program. Graduates of Central Penn's
PTA program will be eligible to sit for the state physical therapist assistant licensing
examination. Due to the academic rigor of the program, students receiving a final grade
less than a C+ (77%) in any three core courses will be dismissed from the program.

Program Objectives

¢ Deliver physical therapy services as described in a plan of care under the direct
supervision of a physical therapist in an ethical, safe, and effective manner

e Communicate verbally and non-verbally with the patient, the physical therapist,
health care delivery personnel, and others in an effective appropriate and capable
manner.

e Demonstrate good clinical judgment and competence where implementing selected
components of interventions identified in the plan of care established by the
physical therapist.

e Perform appropriate measurement techniques to assist the supervising therapist in
monitoring and modifying a patient's plan of care.

e Practice with a high ethical standard and sensitivity for disability, cultural, and
socioeconomic differences.

e Demonstrate an understanding of the Physical Therapist Assistant’s role including
the responsibilities, privileges, and limitations of the position.

e Display a professional attitude and demonstrate a commitment for continued
professional growth

Admissions Requirements
The Physical Therapist Assistant program must limit enrollment due to classroom space

and available clinical facilities. Minimum academic standards may be set. Students will
be ranked according to the following admissions criteria:

82

Catalog 2017 vol 94.indd 82 8/18/16 2:56 PM



1. To enter the PTA program an applicant must have completed math and science

courses as outlined below:

a. Students who have been out of high school five or less years and have not attended
college must have completed one unit of biology, chemistry, or physics, and two units
of math—one being algebra with a GPA of a 2.5 or higher in the above mentioned
courses.

b. Students who have not attended school within the last five years must complete two
prerequisite courses at the college level earning a 2.5 GPA or better within 12 months
of starting the program. Prerequisite courses must include one unit of math (college
algebra or higher) and one unit of science (biology, chemistry, physics, or anatomy and
physiology) at an accredited college or university.

c. Transfer students must have earned a 2.5 GPA at their last school attended; credits will
be evaluated on a case-by-case basis.

2. Observation Hours: all applicants are required to complete a minimum of 20 non-
paid observation hours in at least two different physical therapy facilities. A minimum

of 10 hours must be completed at each facility. A physical therapist or physical therapist
assistant working in each facility must validate all observation hours and document the
candidate's performance via the form provided by Central Penn College's Admissions
Department. Observation hours are to be completed within 12 months of the application
and submitted prior to the application deadline.

3. References: all applicants are required to submit two professional references obtained
within 12 months of the application deadline.

4. Admissions Interview: Students desiring to enter the field of physical therapy
are expected to have effective communication skills in order to be able to work with
clients and other professionals. Each applicant will be rated on communication skills,
professionalism, knowledge and enthusiasm for the profession, and their personal
attributes as related to their compatibility to the physical therapy profession.

5. Due to the academic rigor and specificity of the PTA program, a GPA of 3.0 and SAT or
ACT scores are preferred. CLEP exams will not be accepted as prerequisites.

6. PTA core courses must be taken at Central Penn College. There will be no transfer
credits accepted for PTA core courses.

7. Students should be advised that the PTA Program, to meet legal standards, will require
a personal and professional criminal background investigation including child abuse, FBI
fingerprinting, and PA State Police PATCH report prior to clinical internship placement.
Students will be responsible for paying additional fees associated with these clearances.
A felony criminal record may prohibit eligibility to sit for the National Physical Therapy
Examination (NPTE) and obtain licensure to practice as a physical therapist assistant.
Students with any criminal record will need to contact the Pennsylvania State Board of
Physical Therapy (State Board of Physical Therapy, PO. Box 2649, Harrisburg, PA 17105-
2649). Most internship sites will also require criminal background clearances as well as
proof of health screenings and immunizations. Students will also be required to purchase
professional liability insurance in order to participate in clinical internships. All students
will also be required to show proof of CPR certification prior to internship placement.
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The program accepts the top students based on the scores given for the above-
mentioned criteria.

All PTA students are required to pass ALH120 Anatomy and Physiology | with a final
grade of C+ (77%) or higher during their first term in order to progress through the PTA
program. Any student who does not pass ALH120 with a final grade of C+ or better will
be dismissed from the PTA program. If it is the student’s intent to reapply to the PTA
program, the student will withdraw from the college and reapply to the program the next
year, and complete the entire application process. If the student would like to change
their major, they will fill out the change of major form found on mycentralpenn.edu. The
student’s faculty advisor will assist with this process.

Application Deadlines

There are two separate application deadlines during the calendar year for enrollment into
the program. The application deadline to begin during the summer term is April 1. The
application deadline to begin during the winter term is October 15. Up to 30 students will
be accepted each summer and winter term.

Readmission to the PTA Program

1. If a student voluntarily withdraws from the college, he/she will be granted the
opportunity to re-apply for admission into the program. However, this is not a guarantee
that the student will be re-accepted. Students who have voluntarily withdrawn for

more than one term but less than one year will have the opportunity to take the
comprehensive examination.

a. The student must submit a written readmission request to the Program Director.

The request must include a statement showing how the student will successfully
complete the program upon readmission. The decision to readmit the student will be
determined by the full-time PTA faculty, Program Chair and the Dean of the School of
Health Science.

b. Prior to readmission, the student will be required to take a comprehensive exam
covering the material of the previously completed PTA core courses. The student
must score a 75% or higher in order to transfer the previously taken core courses. The
purpose of this exam is to ensure that all students have the proper knowledge and
skill level prior to participating in clinical experiences. If the student does not pass the
exam, the student must re-apply to the College for either the winter or summer term
and go through the entire application process. If accepted, the student will follow the
current college catalog’s academic requirements for the PTA program.

c. If a student scores a 75% or better, yet would like to review material from previously
taken courses, the student may audit any previously taken PTA courses. This means a
student may “sit” in the requested course/courses for no credit, no tuition fee as long
as space is available in that particular course.

2. If a student fails a core course that is a prerequisite for another core course, he/

she may be unable to take any classes the following term. The student must then gain
permission from the Program Chair for an Academic Leave of Absence (LOA). Students
approved for an LOA must register for the next term or they will be withdrawn from
the college. If an LOA is granted, the student will continue their PTA coursework the
following term without having to take the comprehensive examination.
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3. If a student is academically dismissed from the program or has been withdrawn due
to any reason other than stated in item #1 or #2, he/she may re-apply for admission to
the program. However, this is not a guarantee that the student will be re-accepted. The
student must re-apply to the College for either the winter or summer term, one year
after their dismissal and go through the entire application process again. The student will
then be required to begin the program under the current college catalog. The student
may take the comprehensive examination in order to determine if they will be required
to retake any core courses.

General Education Requirements:

The following guidelines assist students in developing programs of study that introduce
them to three areas of learning at Central Penn College — the humanities, the social
sciences, and math and science. These areas of study provide the foundation for a well-
rounded business professional and align with general education competencies expected
of CAPTE.

The requirements apply to the College’s associate degree in Physical Therapist Assistant.

Humanities — 12 credits

Students must fulfill 12 credits within the humanities. These requirements are comprised
of ENG100*, ENG110, and ENG200 and 3 additional credits must be taken at the 200
level or higher. Remaining 3 credits may be from ART, ENG, HUM, PHI, IDS300, IDS305,
IDS330, IDS410, or LGS310.

*English placement determined by test results

Math, Science, and Technology - 9 credits

Students must fulfill 9 credits within math, science, and technology. These requirements
include 3 credits in math and 3 credits in -science. Students must take BIO105 Human
Development as one of their science courses and at least 1 math or science course at
the 200 level or higher. Students may choose from courses labeled BIO, MTH and SCI.

Social and Behavioral Science - 9 credits

Students must fulfill 9 credits within the social and behavioral sciences. These
requirements include either IDS100 Freshman Seminar or IDS105 College Success
Seminar and ALH280 Professional Behaviors for the Allied Health Professional and 3
additional credits.

Students may choose from courses labeled HIS, POL, PSY, or SOC, or the list below:
BUS365 Organizational Behavior

CRI380  Psychology of the Criminal

GEO100 Cultural Geography

IDS200 Consumer Protection

IDS325  Nature of Leadership

IDS400  Topic in Multiculturalism

LGS180 Historical Perspectives of the Constitution
LGS220 Torts

LGS370 Alternative Dispute Resolution

LGS415 Advanced Alternative Dispute Resolution
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Open Electives - 6 credits
Students must take 6 additional credits. Students may choose courses labeled: BIO,
MTH, PSY, SCl and ALH115, ALH245 or ALH290.

Program Requirements

In addition to the 36 credits of general education and elective requirements, students are
required to take a core group of courses associated with their major to total 79 credits.
Students are required to complete three internships prior to graduation; one two-week
and two seven-week clinicals. To be eligible for internship, the student must have on file-
documented proof of required immunizations and liability insurance, as well as current
CPR certification. An extensive criminal and child abuse background clearance are
required for clinical placements. Students are responsible for all costs associated with
clearances, immunizations, liability and health insurances and physical exams.

Physical Therapist Assistant Core Courses — 43 credits

ALH120 Anatomy and Physiology |

ALH130 Anatomy and Physiology |l

ALH280 Professional Behaviors for the Allied Health Professional

PTA100 Fundamentals of Physical Therapy

PTA155  Physical Therapist Assistant Procedures

PTA160 Pathophysiology for the PTA |

PTA235 Modalities

PTA245  Applied Kinesiology

PTA255 Therapeutic Exercise

PTA260 Pathophysiology for the PTA Il

PTA265 Neurological Rehabilitation

PTA298 PTA Clinical Practice (2 weeks)

PTA299 Internship for Physical Therapist Assistant
(Two 7-week rotations = 14 weeks)

STS300  Job Pursuit Seminar

Progression Through PTA Classes

It is the ultimate goal of the Physical Therapist Assistant (PTA) Program to prepare its
graduates for the National Licensure Examination. The core classes of the PTA program
are designed to give the students the background knowledge that they will need to be
successful in the field of physical therapy. In order to ensure that students are graduating
from the PTA Program with the appropriate knowledge base, all PTA core classes have
been designated as C+-to-Progress. This means that a final grade of C+ (77 %) or higher
must be obtained in all core classes in order to move on to subsequent classes.

1. If a student scores below a C+ (77%) one of the PTA core classes (PTA or ALH), they
will have one opportunity to retake that class.

2. If on the second attempt of taking a core class the student receives a final grade of
less than a C+ (77 %), the student will be dismissed from the PTA program and asked to
change their major.

3. If a student in the PTA program accumulates a total of three final grades of “C" or

below (less than 77%) in any of their core courses (PTA or ALH), they will be dismissed
from the PTA program and asked to change their major.
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BACHELOR DEGREE PROGRAMS

These requirements apply to the College’s bachelor degrees. Please refer to the program
page for degree specific requirements that may not be listed here.

Humanities — 18 credits

Students must fulfill 18 credits within the humanities. These requirements are comprised
of ENG100*, ENG110**, and ENG200 and 9 additional credits; 6 credits must be taken
at the 300 level or higher.

Students may choose from courses labeled ART, ENG, HUM, GEO, LNG, or PHI, as well
as from the list below:

ALH255 Medical Law and Ethics
COM200 Technical Writing

COM215 Communications Ethics
IDS210  Global Humanitarian Studies
IDS305  Selected Topics in Film
IDS315  Global Cultural Study
IDS330  Global Conflict

IDS335  Fashion, Media, Culture
IDS400  Topics in Multiculturalism
HON400 Honors Studies

LGS310 Legal Communications

*English placement determined by placement test results

**Students enrolled in Lancaster or a fully online program may substitute ENG220
Business Communications for ENG110. Students enrolled in the BSRS or BSHM who do
not transfer in Oral Communications will be required to take COM100.

Math, Science, and Technology - 15 credits

Students must fulfill 15 credits within math, science, and technology. These
requirements include 3 credits in math and 3 credits in science taken at the 200 level or
higher.

Students may choose from courses labeled BIO, CHM, MTH, PHY, SCI or TEC.

Social and Behavioral Science - 12 credits

Students must fulfill 12 credits within the social and behavioral sciences. These
requirements include either IDS100 Freshman Seminar or IDS105 College Success
Seminar and 9 additional credits, at least 6 of which must be at the 200 level or higher.

Students may choose from courses labeled HIS, POL, PSY, or SOC, as well as from the
list below:

HUM105 Cultural Anthropology

BUS235 Consumer Behavior

BUS365 Organizational Behavior

CRI380 Psychology of the Criminal

IDS200 Consumer Protection

IDS315  Global Cultural Study

IDS325  Nature of Leadership

HON400 Honors Studies
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LGS180 Historical Perspectives of the Constitution
LGS190 Family Law

LGS220 Torts

LGS370 Alternative Dispute Resolution

LGS415 Advanced Alternative Dispute Resolution

Open Electives - 15 credits
Students must take 15 additional credits, at least 12 of which must be at the 300 level or
higher. Any course not fulfilling another degree requirement may be used.

Concentrations

Students may select a concentration from among several of the major programs of study
offered. Concentrations require the completion of credits beyond the core requirements
with a specified number at the 300 level or higher in a specific area within the major
program. Students choosing a more generalized approach to their education may opt not
to take a concentration. They do, however, have to complete the same number and level
of requirements choosing from a wider spectrum of courses.

Please refer to the program page for degree specific requirements that may not be listed
here.
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Bachelor of Science Degree Program in Accounting

The Bachelor of Science degree program in Accounting prepares students to be
successful in the accounting profession. Central Penn accounting students will adapt
easily to a constantly changing business community, while at the same time providing a
much-needed moral compass in the profession for use in the decision-making process.
Students majoring in accounting will have the opportunity to obtain knowledge in the
core subjects, such as, intermediate accounting, auditing, cost accounting, individual
income tax and various accounting, business and taxation courses. The objective of the
Accounting program is to provide students with the knowledge and skills to enhance
their success in the field of accountancy.

On January 1, 2012, a 150 college-hour requirement became mandatory in Pennsylvania
for CPA certificate applicants. In a traditional college, students usually will not meet the
state requirement within four years. With our accelerated class schedule, Central Penn
accounting majors can complete the 150 college-hour requirement within four years or
less. Our accounting majors can obtain the additional 25 credit hours by concentrating
on courses that match their interests and complement their accounting degree.
Examples of complementary courses are: business administration, criminal justice,
homeland security management, information technology, and legal studies. Accounting
students are encouraged to consult with their College Advisor and review the state CPA
requirements so they can qualify to sit for the exam and become a CPA in their home
state.

Program Objectives

e |nterpret and apply Generally Accepted Accounting Principles (GAAP) and Generally
Accepted Auditing Standards (GAAS) and apply them to the business environment.

e Apply problem solving and research skills to summarize financial data and
communicate the results of operations to the user of the financial information.

e |dentify the various accounting needs of manufacturing, service, nonprofit, and
governmental organizations.

e Demonstrate proficiency in the use of software applications, including internet
research, spreadsheet administration, online data base research and proprietary
accounting programs.

e |nterpret, analyze, prepare, and communicate financial data to enhance other
business disciplines and promote global awareness.

e Demonstrate knowledge of other business functions such as management,
leadership, marketing and business in the legal environment.

e Demonstrate written and oral communication skills consistent with standards for
college graduates.

Admissions Requirements

Applicants are encouraged to have successfully completed two units of secondary math,
including algebra. This adequately prepares students for learning the upper-level college
math required in the programs and within specific courses. Completion of at least one
accounting course in high school is strongly recommended.

Program Requirements
Students will complete 60 credits of general education and elective requirements, which

must include MTH200 Statistics. Students are required to take a core group of courses
and choice classes associated with their major to total 124 credits.
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Accounting Core Courses — 52 credits
ACC100 Accounting |

ACC110  Accounting Il

ACC200 Managerial Accounting
ACC220 Income Tax

ACC230 Intermediate Accounting |
ACC300 Intermediate Accounting Il
ACC320 Cost Accounting

ACC335 Intermediate Accounting Il
ACC405 Auditing

BUS200 Finance |

BUS215 Microeconomics

BUS220 Principles of Management
BUS230 Principles of Marketing
BUS260 International Business
BUS365 Organizational Behavior
INT499  Bachelor Degree Internship
LGS250 Business Law

STS300  Job Pursuit Seminar

Choice Classes - 12 credits (9 credits must be at the 300 level or higher)
Students must complete an additional 12 choice credits with 9 credits at the 300 level or
higher, from the following list of options:

ACC210 Data Management Applications

ACC310 Nonprofit Accounting

ACC325 Accounting Information System

ACC330 Advanced Income Tax

ACC400 Advanced Accounting

ACC425 Advanced Auditing

BUS300 Finance |l

BUS305 Investments

BUS320 Money and Banking

BUS435 Personal Finance Management

Bachelor of Science Degree Program in Business Administration

The Bachelor of Science degree program in Business Administration will prepare
students to meet the demands of today’s competitive business environment. This
program provides extensive knowledge in the areas of management, human resources,
finance, accounting and ethical conduct in business and society. In addition, this program
allows students to select from among a list of elective courses or to concentrate in

the areas of Banking & Financial Services, Finance, Healthcare Administration, Human
Resource Management, Management, or Marketing.

Program Objectives
e Demonstrate effective communication skills, both written and orally, in a manner
reflective of the business profession.
e |dentify appropriate resources and apply analytical reasoning/critical thinking skills in
order to make informed business decisions, utilizing both quantitative and qualitative
data.

90

Catalog 2017 vol 94.indd 90 8/18/16 2:56 PM



e Choose and apply relevant business technologies in order to analyze and present
information.

e Demonstrate competency in and across business disciplines.

e Understand the implications of a global economy, appreciate cross-cultural diversity,
and differentiate between business cultures.

e Successfully work in teams to accomplish academic tasks.

e Understand the role of effective leadership in driving organizational performance and
change.

Program Requirements

In addition to the 60 credits of general education and elective requirements, students are
required to take a core group of courses and choice classes associated with their major
to total 124 credits. While students can take a general approach to their degree, they can
opt to choose a specific concentration. The core requirements and the concentrations
are listed below.

Business Administration Core Courses — 43 credits
ACC100 Accounting |

ACC110  Accounting Il

BUS100 Introduction to Business
BUS200 Finance |

BUS215 Microeconomics

BUS220 Principles of Management
BUS230 Principles of Marketing
BUS245 Human Resources
BUS260 International Business
BUS325 Electronic Business
BUS365 Organizational Behavior
BUS470 Business Seminar

INT499  Bachelor Degree Internship
LGS250 Business Law

STS300 Job Pursuit Seminar

General Business Administration Concentration

Choice Classes - 21 credits (15 credits must be at the 300 level or higher)

Students choosing a more general approach to their education are not required to
choose a concentration. They do, however, have to complete the same number and level
of requirements choosing from a wider spectrum of courses. Students must complete
21 choice credits from any courses labeled ACC or BUS, or choose a concentration listed
below. Of the 21 choice credits, 15 credits must be taken at the 300 level or higher.

Banking & Financial Services Concentration

Central Penn's Banking & Financial Services concentration prepares students to meet
the demands of the banking and financial services industries, providing them with the
skills and knowledge to function in both sectors. The concentration prepares the student
with the understanding of banking definitions, concepts, relationships, and strategies
involving individuals, banking and financial institutions and related business activities.
This Banking & Financial Services concentration will prepare students for banking and
financial services related positions, such as loan officer, credit analyst, financial manager,
planner or analyst, mortgage loan officer, branch manager, bank examiner, operations
manager, compliance officer, commercial loan officer or commercial lender.

91

Catalog 2017 vol 94.indd 91 8/18/16 2:56 PM



Students choosing the Banking & Financial Services concentration must complete 21
credits with 15 credits at the 300 level or higher, from the following list of options:
ACC200 Managerial Accounting

BUS275 Credit Analysis

BUS300 Finance |l

BUS305 Investments

BUS320 Money and Banking

BUS335 Insurance

BUS410 Options, Futures, and Other Derivatives

BUS435 Personal Financial Management

BUS440 International Finance

BUS495 Financial Analysis and Loan Evaluation

Finance Concentration

Central Penn's Finance concentration provides the student with the understanding of
financial definitions, concepts, relationships, and strategies involving individuals, financial
institutions, and non-financial business activities. Skill in finance is widely recognized

as an important component needed for professional success within the corporate
environment. The finance concentration will prepare students for positions, such as
financial managers, account executives, financial agents, and loan officers.

Students choosing the Finance concentration must complete 21 credits with 15 credits
at the 300 level or higher, from the following list of options:
ACC200 Managerial Accounting

ACC320 Cost Accounting

ACC400 Advanced Accounting

BUS300 Finance

BUS305 Investments

BUS320 Money and Banking

BUS335 Insurance

BUS410 Options, Futures, and Other Derivatives

BUS435 Personal Financial Management

BUS440 International Finance

Healthcare Administration Concentration

Central Penn's Healthcare Administration concentration provides the student with an
understanding of the role of public policies and politics in the healthcare industry, the
various component sectors of the industry, and the planning methods used within the
healthcare field. The Healthcare Administration concentration will prepare students for
administrative and strategic planning positions within all branches of the healthcare
industry.

Students choosing the Healthcare Administration concentration must complete 21
credits with 15 credits at the 300 level or higher, from the following list of options:
ALH115  Medical Insurance

ALH255 Medical Law and Ethics

ALH320 Health Services Organization and Management

ALH330 Healthcare Policies and Politics

ALH400 Hospital and Health Services Administration

ALH410 Health Economics and Financing Strategies

ALH420 Healthcare Planning and Marketing
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BUS302 Health, Safety, and Security
BUS303 Recruitment, Selection, and Placement
BUS335 Insurance

Human Resource Management Concentration

Central Penn’s concentration in Human Resource Management (HRM) provides
the student with an understanding of this increasingly expanding career field that
encompasses the complex roles and practices of human resource professionals.
Research demonstrates that proper HRM can be a competitive advantage to an
organization; and, therefore, is a critical component of an organization's strategic
planning.

For the domestic and global environments, the student will gain the knowledge and
skills related to workforce training and development, effective recruitment and retention
strategies, current ethical and regulatory issues in employment, techniques for
evaluating and improving performance, methods to construct compensation and benefit
programs, and labor and management relations.

Students choosing the concentration in Human Resource Management must complete
21 credits with 15 credits at the 300 level or higher, from the following list of options:
LGS217 Employment Law

BUS265 Business Ethics

BUS302 Health, Safety and Security

BUS303 Recruitment, Selection and Placement

BUS371 International Human Resource Management

BUS402 Organizational Change Management

BUS450 Labor Relations

BUS455 Compensation and Benefits

BUS460 Evaluation and Assessment

BUS465 Training and Development

Management Concentration

Central Penn's Management concentration provides the student with the understanding
of the various management theories, the relationships required between departments
in business, and the planning and information packages used in today’s business world.
The Management concentration will prepare students for careers in both the public and
private sectors of the economy.

Students choosing the Management concentration must complete 21 credits with 15
credits at the 300 level or higher, from the following list of options:
ACC200 Managerial Accounting

BUS265 Business Ethics

BUS270 Entrepreneurship and Small Business Management
BUS301 Retail Management

BUS330 Nonprofit Organizations

BUS345 Operations Management

BUS3b5 Project Management

BUS380 Business Policy Formulation

BUS450 Labor Relations

BUS460 Evaluation and Assessment
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Marketing Concentration

Central Penn's Marketing concentration provides the student with the understanding

of the application of marketing concepts to business models, the development of a
marketing strategy, and the effective use of an advertising campaign. The Marketing
concentration will prepare students for careers as sales representative, marketing
research analyst, advertising coordinator, public relations specialist, marketing manager,
and marketing communications specialist.

Students choosing the Marketing concentration must complete 21 credits with 15
credits at the 300 level or higher, from the following list of options:
BUS105 Fundamentals of Selling

BUS235 Consumer Behavior

BUS250 Advertising

BUS301 Retail Management

BUS304 Strategic Planning and Marketing Communications
BUS310 Fashion Analysis

BUS360 Marketing Research

BUS380 Business Policy Formulation

BUS405 Business Marketing

BUS430 Marketing Management

Bachelor of Science Degree in Corporate Communications

The purpose of this program is to train students to be effective communicators.

The program focuses on public relations because that field offers students the best
communications job opportunities after college, with more positions being created in this
field than in other communications sectors.

Whether a student chooses a career in public relations or in any other communications
field, this program will give students a solid grounding in writing. In addition to
featuring a writing-intensive core, the Bachelor’s program gives students a solid
theoretical knowledge of many communications fields — photojournalism, broadcasting,
newspapers, magazines, digital media, and of course, public relations.

Students enrolled in this major must have a clear understanding of English grammar
and a desire to be creative. Individuals who succeed in this field are always looking for
different and creative solutions to problems. They have an unquenchable desire to ask
questions and probe for new information. This field is for those who find excitement in
meeting new challenges and exploring the limits of their abilities.

Program Objectives

e Demonstrate an understanding of the communications field, including corporate or
nonprofit communications, public relations, print and electronic media, and political
communications.

e Demonstrate knowledge and proficiency in the core areas of communications —
writing in Associated Press style, standard written English grammar, and the rules
and practice of composition.

e Critically analyze the communications operations (internal and external) of an
organization. This includes identifying stakeholders (those with a relationship to
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the organization) and developing a successful public relations plan to assist the
organization.

e Demonstrate proficiency in strategic communications planning, crisis
communications, media relations, and public affairs.

e Communicate effectively — orally and in writing.Oversee a communications project
from conception to post-activity briefing.

e Develop professionalism in dress and demeanor.

e Develop and present a professional portfolio.

Program Requirements

In addition to the 60 credits of general education and elective requirements, students
must take a core group of courses and choice classes associated with their major to
total 124 credit hours.

Corporate Communications Core Courses - 43 credits
COM100 Survey of Mass Communications

COM130 Public Relations

COM140 Media Writing

COM215 Communications Ethics

COM220 Journalism |

COM225 Writing for Public Relations

COM230 Desktop Publishing |

COM265 Organizational Communications and Leadership
COM270 Writing for Broadcast Media

COMB20 Feature Writing

COM340 Communications Law

COMB390 Public Affairs Reporting

COM395 Photojournalism

INT499  Bachelor Degree Internship

STS300  Job Pursuit Seminar

Choice Classes — 21 credits (15 credits must be at the 300 level or higher)
Students must take 15 credits of COM courses at the 300 level or higher. Students can
choose the remaining six credits from any level COM course or BUS250.

Bachelor of Science Degree Program
in Criminal Justice Administration

The Bachelor of Science degree program in Criminal Justice Administration will prepare
students to meet the growing demand for college educated criminal justice practitioners
in the public or private sector. This academically rigorous program is designed to provide
graduates with a comprehensive understanding of the criminal justice system, relative
bodies of law, and specialty subject matter consistent with each student’s unique career
ambitions. With due appreciation for the individual interests of program graduates, this
degree program allows students to select choice classes most consistently aligned with
their personal interests and professional goals. This eclectic approach enables students
to design a customized educational experience. Empowered with ability to either

focus or diversify choice classes, students enjoy the opportunity to either generalize or
specialize their studies.
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Program Objectives

e Analyze and apply key management concepts, appropriate professional manner, and
ethical conduct to all aspects of the federal, state, local, or tribal agencies within the
criminal justice system.

e Demonstrate written, interpersonal communication, organizational, and techno-
logical skills that apply to problem-solving ability in the work environment.

e Demonstrate the appropriate human resource and employment practices and
correlate these concepts with the learned criminal justice techniques applicable to
diversified work environments.

e Develop, organize, and manage various projects concentrating on crime prevention,
asset protection, loss avoidance, investigative strategies, offender rehabilitation, and
crisis management.

e Demonstrate competence in devising policies and procedures for the director of a
criminal justice organization or the director of security in a large organization.

e Exhibit knowledge of relevant bodies of criminal and civil law, crime prevention
strategies, critical incident response protocols, police-community relations, and
professional ethics.

Admission Requirements

A personal and professional background investigation is a required component of virtually
all federal, state, and local agencies offering internships or employment to graduates of
Criminal Justice degree programs.

Only those persons who are capable of passing a governmental background investigation
and would otherwise be eligible for a governmental security clearance should consider
enrolling in a Criminal Justice, Criminal Justice Administration, or Homeland Security
Management degree program.

Individuals who enter these degree programs with a disqualifying personal or
professional history or for those who engage in a disqualifying activity while attending
Central Penn may be precluded from obtaining an internship or employment in the
career field after graduation.

Program Requirements

In addition to the 60 credits of general education and elective requirements, students are
required to take a core group of courses and choice classes associated with their major
to total 124 credits. It is strongly recommended that CRI380 Psychology of the Criminal
and LGS220 Torts are part of the electives that Criminal Justice students take.

Criminal Justice Administration Core Courses — 52 credits
BUS220 Principles of Management

BUS365 Organizational Behavior

CRI100  Criminal Justice

CRI135  Introduction to Corrections

CRI225  Juvenile Justice: Alternatives to Incarceration
CRI245  Criminal Investigation

CRI285  Societal Changes in Victimology

CRI312  Investigative Report Writing

CRI321  Police Operations

CRI365 Cyber Investigations

CRI395  Essential Criminal Justice Research

96

Catalog 2017 vol 94.indd 96 8/18/16 2:56 PM



HSM205 Fundamentals of Intelligence Analysis
INT499  Bachelor Degree Internship

LGS170  Criminal Procedure

LGS180 Historical Perspectives of the Constitution
LGS210 Evidence

LGS265 Criminal Law

STS300 Job Pursuit Seminar

Choice Classes - 12 credits (6 credits must be at the 300 level or higher)

Students choose from a wide spectrum of courses to tailor their degree to their
individual interests. Students must complete 12 choice credits from any courses labeled
CRI, HSM, or LGS. Of the 12 choice credits, 6 credits must be taken at the 300 level or
higher.

Bachelor of Science Degree Program in Health Science

The Bachelor of Science in the Health Science (BSHS) degree program is for individuals
who are currently or soon will be certified, licensed, or registered in a health care
profession, or for students who are preparing for entry into professional and graduate
schools in a variety of allied health fields. The programs curriculum encompass courses
that are relevant to almost all healthcare careers including physical and life sciences,
medical ethics, and basic patient care. This program is designed to provide career and
academic advancement for current practitioners as well as to deliver a well-rounded
generalist curriculum to those who are preparing for graduate school in several
healthcare disciplines.

Program Objectives

e Teach patients, their family members and/or caregivers, and other healthcare
providers how to safely and effectively perform selected treatment procedures and
functional activities.

e Evaluate and utilize techniques and skills for problem solving and decision making
while practicing with a high standard of ethical behavior and sensitivity for cultural
and socioeconomic differences among individuals.

e Demonstrate an understanding of the psychosocial effects of disability, whether
temporary or permanent, and be able to provide appropriate support and respect for
individual differences in coping with disability.

e Effectively communicate with all members of the healthcare team as well as
patients and their families, using written, verbal and nonverbal skills.

e Enhance and develop leadership and health care knowledge through academic
inquiry based on current, practical health care models.

e Value and formulate plans for continuing personal and professional growth and
development while serving as role models for other health care professionals.

e Obtain academic and/or career advancement through acceptance into a graduate
degree program or position of management, administration, research, or education
in their chosen degree field.

The tracks will include the following:
1. PTA bridge to BSHS preparing for application into a Doctorate in Physical Therapy
Program
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2. COTA bridge to BSHS preparing for application into a Masters/ Doctorate in
Occupational Therapy Program

3. MA bridge to BSHS preparing for entry in the medical field with advanced medical
assisting skills recognized by the American Association of Medical Assisting and the
Continuing Education Board.

4. PA Preparatory which is designed to prepare students for application into a Physician’s
Assistant Program

5. Pre-Professional track which is designed to prepare students who wish to further their
education with the prerequisites required for application into a masters or doctoral level
health specific program of their choice.

Admission Requirements
The Bachelor of Science in Health Science program has the following criteria:

e Transfer students must have a 3.0 GPA or higher at their last college attended.

e High school graduates without college experience must have a high school GPA
of 3.0 or higher, and submit SAT or ACT scores. Due to the academic rigor and
specificity of the BSHS program, a GPA of 3.0 is preferred. Students who do not
meet the minimum requirements may be admitted to the BSHS program on a
contingency basis. If a student is admitted on a contingency basis, the student
must maintain an overall GPA of a 2.88 (B-) for their first term. If the student does
not meet the above stated requirements at the end of their first term, they will be
required to change their major.

e Submit two professional reference letters.

e Program is capped at 25 students. Students will be admitted based on the criteria
above on a first come, first served basis.

General Education Requireme