CRIMINAL JUSTICE DEPARTMENT
PROGRAM POLICY AND PROCEDURES


PROGRAM GRADE POLICY:  Program students are required to earn a letter grade of “C” or
better for each Criminal Justice (Corrections or Law Enforcement) core course in order to retain eligibility for the certification track.  Students who do not achieve a numerical average of at least 74% must repeat the course and achieve the minimum grade requirement to retain certification track eligibility.  All students must receive a grade above an “F” in order to graduate with an associate degree in Criminal Justice (Corrections or Law Enforcement).  No courses may be taken more than two times to retain eligibility for certification track. Mid-State Technical College requires a minimum 2.0 cumulative GPA in your program courses to graduate from this college. Please refer to your student handbook for more information if necessary. 

GRADE:   Your grade will be based on a cumulative percentage as follows:

	A   	=  	94 – 100%		C  	=  	74 – 76%
	A- 	=  	90 – 93%		C- 	=  	70 -73%
	B+ 	=  	87 – 89%		D+ 	=  	67 - 69%
	B  	=  	84 – 86%		D   	=  	64 - 66%
	B-  	=  	80 – 83%		D- 	=  	60 - 63%
	C+	=  	77 – 79%		F	=  	Below 60%

NOTE:  It is the student's responsibility to maintain a record of all graded assignments and to periodically compute his/her grade.  Students are encouraged to contact their instructor(s) if they drop below 74% in a course or courses in order to determine appropriate redemption that could improve their success in the course.

Scenario-based evaluation is a critical component for successful completion of the certification track. Students are required to demonstrate complete comprehension of the knowledge and skills learned in the Associate Degree program. Successful completion of the certification track is contingent upon successful performance in the scenario-based evaluations.

The MSTC appeal process is located in the MSTC Student Handbook.

DISTRICT ACADEMIC HONESTY STANDARDS: The Mid-State Technical College Board,  
Administration, faculty, and staff believe that academic honesty and integrity are fundamental to the mission of higher education.  All students are expected to maintain and promote the highest standards of personal honesty and professional integrity.  These standards apply to all examinations, assigned work, and projects.  Therefore, a student who is found to have been dishonest, fraudulent, or deceptive in the completion of work or willing to help others to be so or who is found to have  plagiarized (presented the work of others as his or her own) is subject to disciplinary action up to and including suspension.  


ACADEMIC DISHONESTY: Academic dishonesty will NOT be tolerated.  Any student found to be 
involved in any verifiable incident of academic dishonesty (copying, cheating, plagiarizing, etc.) will receive a grade of “F” for the class and will result in immediate suspension from the program.
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SPECIAL NEEDS: If you know you have a recognized disability, or suspect that you might have one, it is 
your responsibility to identify yourself as soon as possible to the Disability Services staff in Student Affairs.  Course standards will not be lowered but various kinds of accommodations are available to you.  Adequate and reasonable time will be required to develop and provide appropriate accommodations, so contact Disability Services as soon as possible.  It is MSTC’s goal to assist you in your individual educational plan.  

CORE ABILITIES:  Mid-State Technical College and the Criminal Justice Department 
 is committed to the personal development of all students in areas beyond technical skills and academics. This means that students will be expected to grow and learn new attitudes and behaviors that are critical to success in government occupations, criminal justice professions, and all aspects of professional and personal interaction. The core abilities are:
 
· Act with integrity
· Communicate effectively
· Demonstrate effective critical and creative thinking
· Demonstrate global awareness and responsiveness

ATTENDANCE POLICY:  

I. POLICY PURPOSE:  The purpose of this policy is to ensure that the students comply with course requirements. The expectation is that students attend all scheduled class periods. Students are expected to demonstrate commitment to the learning process and accept responsibility for failure and/or inability to meet some or all course expectations.  This policy attempts to treat all students fairly while simultaneously holding them accountable for their actions and/or lack thereof. The policy is a direct link to the Wisconsin Department of Justice, College Certification Track policies and procedures. 

	II. ATTENDANCE:  Students may not miss more than 10 percent of the scheduled classes in 
	order to retain eligibility for the certification track.  Students with absences in excess of 10 percent 
must secure advanced approval from the course instructor and/or department Associate Dean to retain that eligibility. It is the student’s responsibility to maintain his/her own attendance record.  A maximum of five (5) hours of absence is allowed if the course is offered in a three-hour block.  

III. UNEXCUSED ABSENCES:  Absence from class will be unexcused if the student does not seek and/or gain permission for the absence.  The request for absence must be made prior to the absence in person or through a voice mail message to the course instructor or Associate Dean.  The unexcused absence will result in the loss of hours required for the certification track.  Any graded learning activities; quizzes or tests administered during the unexcused absence will result in zero points.  The consequences of an unexcused absence may be waived if the instructor or Associate Dean determines that the reason for missing the activity involves a case of extreme hardship
 
	IV. EXCUSED ABSENCES:  Unless an emergency situation exists, absences must be reported in advance to the instructor and will be excused if the instructor deems that the absence was due to an unavoidable emergency. Examples of excused absences are funerals, court obligations, and serious illness. 
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	V. LEARNING ACTIVITIES WITH AN EXCUSED ABSENCE:  If a graded learning activity is due on the date of the excused absence the work must be turned into the instructor (through e-mail or fax) on or before the start of class on the date it is due.  Learning activities turned into the course instructor after the due date or time may receive reduced credit at a rate of 10% each day the activity is late. 

	In addition, faculty will identify an appropriate out-of-class learning activity to ensure the student acquires the same level of course content competence as those students actually attending the class session. The learning activity is due one week from the date of absence. Failure to comply will jeopardize certification track eligibility.   

VI. LEARING ACTIVITIES WITH UNEXCUSED ABSENCE:  If a graded learning activity is not submitted by a student during an unexcused absence that learning activity will be awarded ZERO points unless provided to the instructor before the start of the class period in which the activity was due.    

In addition, faculty will identify an appropriate out-of-class learning activity to ensure the student acquires the same level of course content competence as those students actually attending the class session. The learning activity is due one week from the date of absence. Failure to comply will jeopardize certification track eligibility.   

       	VII. MISSED TESTS/QUIZZES DUE TO EXCUSED ABSENCE. Tests and quizzes can only be made up if the instructor or Associate Dean has granted an excused absence.  The test or quiz MUST be taken on the first day the student returns to school for ANY class.  It is the student’s responsibility to contact the instructor to make up tests and quizzes that are missed due to an excused absence. 

	In cases where the student is aware in advance of an absence on the date of the test or quiz, the student WILL take the test or quiz PRIOR to that date.  If the instructor agrees that this is not practical or possible, the test or quiz policy must be made up on the FIRST day the students returns to ANY MSTC class.

	VIII. TARDINESS:  Attendance will be taken at the beginning of the class period.  Students who are not present when attendance is taken will be marked absent for the entire class period.  Exceptions may be considered for reasonable cause when approved by the instructor.  If the class extends beyond one hour, the tardy student will only be marked absent for the first hour. Students who return late from breaks are also subject to this policy and will be marked absent for the entire hour if he/she returns late from a mid-class break.

ELECTRONIC CORRESPONDENCE:  

	All electronic correspondence (e-mail) between criminal justice students and MSTC faculty and staff must be generated through the use of the assigned MSTC e-mail address. 

MISCELANEOUS POLICIES AND INFORMATION:    

· Computers and typewriters are located in the ASC (Academic Support Center), the library and computer labs in the A-building, subject to their availability.
· The schedule and grading assignments are subject to change depending upon the progress of the class.
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· Scantron exams are machine scored.  Make all erasures complete.  Credit will NOT be given for incorrect machine scoring due to incomplete erasures.  
· All written assignments completed outside the class must be typed and in the following standardized format:
1. Double spaced;
2.    Font size no larger than 12; and
3. All margins must be 1 inch.
4. All written work must be submitted through turnitin.com for plagiarism screening.  Your instructor will provide you the course number & course password for each course.   (Refer to the District Academic Dishonesty Policy on page one of this document).  
· Students who are absent from class must arrange to receive notes, assignments and
       missed materials from another student.  Any questions regarding the notes, assignments and 
       missed materials that cannot be answered by a student shall be directed to the respective 
       instructor.
· Students should be familiar with Mid-State Technical College policies and procedures that are identified in the MSTC student handbook.
· If there is anything the MSTC staff can do to enhance your learning experiences please let us know.
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