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WELCOME TO BERKELEY COLLEGE!

It is a pleasure for all of us to welcome you to Berkeley College!  It also is an honor and privilege to assist you in attaining your educational goals.  Every employee at the College wishes you an enjoyable, educational, and productive academic year.  Remember, we are here to help you.  

If you haven’t done so already, please review the College Catalog to become more familiar with the educational program you have chosen.  Should you have any questions regarding your academic program, be sure to schedule an appointment to see your academic advisor immediately.  Your advisor is looking forward to meeting with you, ensuring that you understand the exciting program you have chosen, and helping you become successful!  

This Student Handbook is designed to acquaint you with the mission and goals of the College.  It outlines all student responsibilities and services and is the basis of Berkeley’s relationship with you - the student body.  Please read it carefully so that you, too, will be proud to reflect the Berkeley image - a highly competent, 

professionally prepared individual who will make an important contribution to both the business profession and an ever-changing diverse world.  

Let me also encourage you to become involved in student organizations and activities supported by the Office of Student Development and Campus Life.  Becoming involved at the College will also provide you with rich learning experiences, and you will also have the opportunity to make friends that can last a lifetime.

The Student Handbook is updated annually.  Prior to reprinting, we seek input from the Student Government Association and Student Services Committees.  You also are urged to provide us with recommendations and suggestions for next year’s Handbook by communicating your ideas to the Office of Student Development and Campus Life.  Once again let me extend my sincerest welcome from the entire Berkeley College community.  We look forward to assisting you in reaching your goals!
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Dr. Mildred García







President
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MISSION STATEMENT
Berkeley provides an all-encompassing educational experience designed to develop professional competencies and awareness for business careers and to provide the knowledge, understanding, and appreciation of our culture necessary to meet the demands of our ever-changing society.

Berkeley's goals are:

  1.
To help students in achieving a superior level of business skills that will result in increased employment competence.

  2.
To provide a background in business administration courses broad enough to enable graduates to enter a variety of business careers and to progress to executive levels.

  3.
To offer liberal arts courses that will encourage achievement of self-knowledge, sound and critical thinking, effective communication of ideas, and cultivate abilities to distinguish among values to effectively adapt to and function within the environment.

  4.
To provide a supportive educational environment which sustains Berkeley's desire to maximize potential for achievement by affording constant accessibility to academic, personal, and career counseling.

  5.
To offer and constantly reevaluate comprehensive curricula and cocurricular activities so that meaningful and relevant learning experiences result and graduates are stimulated by a continuing pattern of personal growth and improvement.

  6.
To make available a program of extracurricular activities to give varied, meaningful leisure-time experiences and to help students develop emotionally, physically, and socially by participation in student government, campus activities, and community service.

  7.
To articulate Berkeley's degree programs with those of other institutions in order to maximize transferability of credits.

ACADEMIC YEAR
Calendar Year
Berkeley's calendar includes four terms organized on the quarter system.  The fall quarter begins in September, followed by the winter quarter in January, the spring quarter in April, and the summer quarter in July.

An academic year is comprised of three terms totaling 36 weeks, and a full-time student is expected to complete a minimum of 36 quarter credit hours in that time.

The campuses are closed on legal holidays; during the Thanksgiving recess; and for vacations between quarters in the fall, winter, spring, and summer.  The current academic calendar at the end of this Handbook specifies the exact dates.

The Quarter System
All courses are evaluated in terms of quarter hours of credit.  
Class Hours
Generally, instructional hours are from 8 a.m. through 11 p.m. on weekdays and from 9 a.m. through 5 p.m. on weekends.

PROGRAM OFFERINGS
Bachelor’s Degree Programs
The College offers the following bachelor’s degree programs at the New York City and Westchester campuses. Nine programs award a B.B.A. degree (Bachelor of Business Administration).  One program awards a B.S. degree (Bachelor of Science).


* 1.    Accounting


** 2.
Financial Services 


 3.
Business Administration - Information Systems Management

 4.
Business Administration - Marketing

 5.
Business Administration - Management

 6.
International Business
7. General Business 
8. Fashion Marketing and Management
9. Health Services Management
       **
10.
Justice Studies - Criminal Justice (B.S. degree)

       * Accounting majors must achieve a minimum of a C average in Financial Accounting I, Managerial Accounting, and Financial Accounting II in order to enroll in Intermediate Accounting I.

      **  Pending approval of the New York State Education Department.
Associate Degree Programs

The College offers the following associate degree programs.  One leads to an A.S. degree (Associate in Science), and eleven lead to an A.A.S. degree (Associate in Applied Science).


*  1.
Business Administration - Accounting


2.
Business Administration - Information Systems Management


3.
Business Administration - Management


4.
Business Administration - Marketing


5.
International Business (A.S. Degree)

6.
International Business (A.A.S. Degree)

**  7.
Financial Services

**  8.
Justice Studies - Criminal Justice

     
***  9.
Paralegal Studies


10.
Fashion Marketing and Management


11.
Health Services Administration


12.
Health Services Administration - Medical Insurance, Billing and Coding

       * Accounting majors must achieve a minimum of a C average in Financial Accounting I, Managerial Accounting, and Financial Accounting II in order to enroll in Intermediate Accounting I.

     **   Pending approval of the New York State Education Department.

    ***   Students must achieve a grade of C or better in each English Composition


course to remain in the program.

Certificate Programs
Three quarters in length (based on full-time study):


1.
Software Management


2.
Computer Applications

Not all programs and courses are offered at the Lower Manhattan Extension Center.

ACADEMIC POLICIES
Matriculation Status
A matriculated student is one who is officially enrolled in a degree or certificate program.  A transcript of work completed in high school and/or college and proof of high school graduation or equivalent are required for all matriculated students.  Students who wish to take only a single subject or a combination of subjects are 

welcome as nonmatriculated students.  Proof of high school graduation or equivalent is required.

College Skills
All new matriculated students, including transfer students and those entering Berkeley as first-time freshmen, are assessed to determine competency levels in reading, writing, and mathematics.  When this assessment indicates a need, students are 

scheduled for one or more of the following College Skills courses designed to ensure their successful transition to college life:  College Reading Skills, College Writing Skills, and/or Fundamentals of Mathematics.  These courses may be waived for students who have passed basic skills courses with a grade of C or better at other colleges.

All College Skills courses must be successfully completed within the first academic year.  Until that time students should carry no more than 16 credit hours per quarter.  
Students required to take College Skills course work must receive a passing grade in 
order to complete their program and be graduated by the College.  Students also have the option of meeting basic skills requirements by taking independent study programs through the Academic Support Center prior to their first quarter.  

College Skills courses carry equivalency units that are not counted toward graduation requirements.  However, these courses are included in the determination of the full- or part-time enrollment status for a term; and financial aid disbursements are made based on this status.

Attendance
If illness, accident, or similar circumstances require absence for three or more consecutive days, it is the student’s responsibility to notify the Advisement Office and contact the instructor to make up assignments and/or tests.  

Students are subject to withdrawal from the College for nonparticipation in all their courses.  

Returning students must begin their classes prior to the second week of the quarter in order to continue their program without interruption.

Add/Drop Policy
Students may add a course or courses to their schedules prior to the start of the second week of the quarter.  

Courses dropped during the first two weeks of classes do not appear on the student’s transcript.  Students who drop a course or courses (including College Skills courses) and reduce their quarter credit hours to fewer than 12 (or the equivalent) prior to the 
enrollment status determination should notify the Financial Aid Office.  This action may adversely affect eligibility for financial aid.

Cancelled Classes 

The College reserves the right to cancel courses or scheduled sections of courses at its discretion.

Additional Credits Per Quarter
A per credit tuition rate is charged for each credit in excess of 18 for students who started prior to January 1, 2007 and maintain continuous full-time enrollment.  For students starting after January 1, 2007, a per credit tuition rate is charged for each credit in excess of 16 credits.  Students who wish to enroll in more than the maximum number of credits must have permission from an Academic Advisor.  Permission will be granted to only those students that have strong academic records.

Academic Leave of Absence
A one quarter academic leave of absence (LOA) may be granted at the discretion of the Advisement Office for a period not to exceed one quarter.  
Students who take a leave of absence will be charged the prevailing rate of tuition and residence at the time of their return.  A leave of absence may be requested only at the end of a term for the subsequent term.

Online Courses

An introductory online course to familiarize the student with online learning is a prerequisite to online courses.  Additional information is available in the Advisement Office.

TRANSFER CREDIT POLICIES

Residency Requirement

Students must complete a minimum of 25 percent of the credits required for their degree in residence at Berkeley College.

Transfer Credit
Berkeley will accept transfer credits from accredited post-secondary institutions for courses in which the student earned a minimum grade of C and that are applicable to a student's program at Berkeley.  Foreign transcripts are evaluated using guidelines from World Educational Services, Inc.

Transfer credit is transcripted as CR and is not part of the GPA calculation.  Transferability of credit, which is determined by the transcript evaluator in the Registrar's Office, is recorded on a student’s transcript upon receipt of an official transcript.
Credit by Challenge Examination
Advanced placement and appropriate academic credit will be granted to students passing challenge exams who demonstrate mastery of any course offered by Berkeley College.  Credit is transcripted as CE and is not part of the GPA calculation.

Challenge examinations can only be attempted once for each course, and may not be taken for any courses in which the student received a failing grade in a previous quarter.  Students may not attempt to test out of courses in which they are currently registered.  

Students with 49 or fewer credits completed towards the Associate’s degree or 139 or fewer credits towards the Bachelor’s degree are allowed to apply for challenge 


examinations.  An examination fee may be charged.  Applications are available in the Advisement Office.  

Credit by Advanced Placement Examination
Students who have taken college-level courses in high school and who have passed the Advanced Placement exams given by the College Board will receive credit for those courses if they are applicable to their program at Berkeley.  Credit is transcripted as CR and is not part of the GPA calculation.

Credit from Articulation Agreements

Berkeley will grant credit from Tech-Prep agreements or other articulation agreements with high schools and other postsecondary institutions.  Credit is transcripted as CR and is not part of the GPA calculation.

Credit for Prior Learning

Many adults have acquired learning outside of the classroom simply from experience.  In some cases, that learning is college level and can earn college credit.  The College assesses portfolios for possible credit. Developing a portfolio to document learning is based on the assumption that learning can take place in settings other than a formal classroom.  Over the course of a quarter, the student will work with a faculty member and through the process of reflection, analysis, and articulation develop the narratives and support documentation necessary to earn college credits for college-level learning.  A fully documented experiential learning portfolio must be submitted for faculty evaluation of credit.  Credit is transcripted as CP and is not part of the GPA calculation.  

Berkeley grants credit as recommended by standard assessment guides, including National PONSI (Program on Noncollegiate-Sponsored Instruction); ACE (The American Council on Education); and DANTES (Defense Activity for Non-Traditional Educational Support).  The College also grants credit for acceptable scores on national standardized examinations including CLEP (College-Level Examination Program); ACT-PEP (American College Testing-Proficiency Examination Program); 

and for professional certification exams in the ACE exam guide.  The academic advisor will counsel students, review the possibilities for credit recognition, and determine the best method for assessment.

EVALUATION AND GRADING
Course Syllabus
Students receive a syllabus for each course during the first week of the quarter.  The syllabus contains the instructor's name and office hours, a general description of the course and its contents, a statement of learning outcomes, descriptions of the instructor's attendance and grading policies, the academic integrity policy, and a list of major assignments.

Grading System
At the end of each quarter, a single final grade is recorded for each scheduled course.  Academic standing at Berkeley is based upon the following grading system:

	GRADING SYSTEM

	Grade
	Grade Point Equivalent
	Percentage Equivalent
	Explanation

	   A
	4.00
	90-100%
	Excellent

	   B+
	3.50
	85-89%
	Very Good

	   B
	3.00
	80-84%
	Good

	   C+
	2.50
	75-79%
	Above Average

	   C
	2.00
	70-74%
	Average

	   D
	1.00
	60-69%
	Lowest passing grade

	   F
	0
	--
	Failing

	   P
	None
	--
	Passing

	  NP
	None
	--
	Not passing

	   I
	None
	--
	Incomplete

	  W
	None
	--
	Withdrawal Nonparticipation

	  WP
	None
	--
	Withdrawal Passing

	  WF
	None
	--
	Withdrawal Failing


Computation of Grade Point Average (GPA)
To compute the GPA for the quarter, each letter grade is converted to the grade point equivalent listed above.  Then, that grade point is multiplied by the number of credits designated for the course.  This procedure is followed for each course.  
Next, the number of grade point equivalents for all courses is added.  That total is then divided by the total number of credits attempted for the quarter.  The result is the quarter GPA. (College Skills courses are not included in the computation of the GPA.)

Incomplete Grade
Inability to complete course work due to documented circumstances beyond 
the student's control (such as severe illness) may, at the discretion of the instructor, result in a grade of I.  However, all work must be completed by the end of the first week of the following quarter.  If all work is not completed by that time, the I grade 
becomes an F.  It is the responsibility of the student to contact the instructor to make the necessary arrangements for makeup work.

Grade Appeal

Grade appeal forms are available in the Advisement Office.  Grade appeals must be submitted to the faculty member or Department Chairperson by the end of the first week of the new quarter.  No grade appeals will be accepted after that time without the approval of the Vice President for Academic Affairs.

Course Withdrawal
Students who wish to drop a course must do so in writing and must have the approval of the Advisement Office.  Courses dropped during the first two weeks of classes do not appear on the student’s transcript.  Withdrawal from a course between weeks three and nine results in a grade of WP or WF, which indicates whether the student was passing or failing the course at the time it was dropped.  A grade of W will be assigned to students who enrolled in but did not participate in a course.  Students who do not officially drop a course will receive a letter grade that reflects their achievement.

Repeated Course
When a course is successfully repeated, the original failure remains on the transcript but is not included in calculating the cumulative GPA.  Students may not repeat courses for which credit already has been earned (grade of D or better) either at Berkeley College or in transfer from another college.

Change of Major
All courses remain on the transcript and continue to be included in the cumulative GPA when students change their major.

ACADEMIC RECORDS
Quarter Grade Reports
Quarter grade reports may be accessed online through Student Self-Service in Blackboard.

President's List
Matriculated students who achieve a grade point average of 4.00 with a minimum of 12 academic credits qualify for the President's List.

Dean's List
Matriculated students who achieve a grade point average of 3.50 or better with a minimum of 12 academic credits qualify for the Dean's List.

Transcript Requests
Unofficial transcripts of record may be accessed online through Student Self-Service in Blackboard.

Official transcripts are issued upon written request and upon payment of a $5 fee for each transcript.

Official transcripts are sent directly to other colleges and institutions by the College’s Central Registrar.  Official transcripts are mailed within five business days.  Overnight and same-day processing are available for an additional fee.  

The Registrar’s Office can be reached at 973-278-5400, ext. 1116.  Written requests should be sent to Berkeley College, Central Registrar, 44 Rifle Camp Road, West Paterson, NJ 07424.  Transcripts should be requested well in advance of the required receipt date. Transcripts are not released for students in financial arrears with the College.

GRADUATION
Requirements
To qualify for graduation, students must complete the prescribed course of study with a minimum average of 2.00 (C), discharge all financial obligations to the College, and meet the credit-hour requirement for their major.  

A commencement ceremony is conducted annually in the spring.  Students must complete all requirements by the end of the winter quarter to be eligible to participate in the spring commencement exercises.

Honors
Students who achieve an overall 3.50 average will be graduated Cum Laude; students who achieve an overall 3.70 average will be graduated Magna Cum Laude; and students who achieve an overall 4.00 average will be graduated Summa Cum Laude.

FINANCIAL AID POLICIES
Enrollment Status Determination
A student's enrollment status is determined at the end of the add/drop period 
(week two).  At that time the student is charged, and any financial aid is paid based on the enrollment status.  Individual course drops after week two do not entitle the student to a refund for that course.

Financial Aid Leave of Absence
For purposes of student financial aid, a student granted a leave of absence is considered withdrawn from the College.  Any overpayment of institutional charges will be refunded in accordance with federal regulations.  A student returning from a leave of absence will be charged the prevailing rate of tuition.

Withdrawals from the College
Students who wish to officially withdraw from the College must notify the Advisement Office.  The date the student notifies the Advisement Office will be used for refund calculations.  Students are strongly encouraged to contact the Financial Aid and Student Accounts Offices prior to withdrawing for an explanation of the tuition and financial aid adjustments that may occur.  Berkeley institutional financial aid awards are earned ratably each quarter during the tuition refund period.  Students who withdraw or are dismissed during or after week seven of the quarter will retain 100 percent of their awards.  Students who cease attendance without providing official notification of withdrawal will be responsible for 100 percent of the quarterly charges.

New York State Tuition Assistance Program (TAP) – 

Good Academic Standing Requirements

A student is considered in “good standing,” meeting program pursuit standards, and making satisfactory academic progress to receive New York State Tuition Aid Program assistance, if the minimum requirements established are maintained.

Pursuit of Program

Students must have and maintain a “full-time” enrollment status to receive a TAP award.  “Full-time” is defined as 12 quarter credit hours per term (quarter). A student may register for up to 18 credit hours in a term (or up to 21 with special approval by the Academic Office); however, enrollment in more than 12 credit hours does not  entitle the student to a TAP award that is greater than the per-term award maximum for 12 quarter credit hours.  

New York State regulations allow a “medical/health waiver” if a student is unable to engage in full-time study due to health or medical reasons.  Granting of this waiver is extremely rare, is not routine, and its use is not encouraged.

Full-Time Baccalaureate Degree students must complete required credit hours, exclusive of College Skills courses, according to the following schedule to maintain “program pursuit:”
	Term/Payment
	Must Receive a Grade For:
	

	
	
	

	First Quarter
	at least 6 Quarter Credit Hours
	[50% of FT]

	Second Quarter
	at least 6 Quarter Credit Hours
	[50% of FT]

	Third Quarter
	at least 6 Quarter Credit Hours
	[50% of FT]

	Fourth Quarter
	at least 9 Quarter Credit Hours
	[75% of FT]

	Fifth Quarter
	at least 9 Quarter Credit Hours
	[75% of FT]

	Sixth Quarter
	at least 9 Quarter Credit Hours
	[75% of FT]

	Seventh Quarter or more
	12 Quarter Credit Hours
	[100% of FT]


Full-Time Associate Degree students must complete required credit hours, exclusive of College Skills courses, according to the following schedule to maintain “program pursuit:”
	Term/Payment
	Must Receive a Grade For:
	

	
	
	

	First Quarter
	at least 6 Quarter Credit Hours
	[50% of FT]

	Second Quarter
	at least 6 Quarter Credit Hours
	[50% of FT]

	Third Quarter
	at least 9 Quarter Credit Hours
	[75% of FT]

	Fourth Quarter
	at least 9 Quarter Credit Hours
	[75% of FT]

	Fifth Quarter or more
	12 Quarter Credit Hours
	[100% of FT]


A student must earn 24 quarter credit hours in an aid year, exclusive of College Skills courses, in order to receive a fourth TAP payment for the spring quarter.

Satisfactory Academic Progress

The minimum standards of satisfactory progress for students attending Berkeley College, for Federal financial aid purposes, contain both qualitative and quantitative measures that are DIFFERENT than the “Program Pursuit” and “Satisfactory Academic Progress” policy according to New York State regulations.  For New York State TAP, the requirements for satisfactory academic progress are as follows:

Full-Time Academic Requirements

Baccalaureate Degree Programs (12 Quarters, 180 Qtr Cr Hrs)

BEFORE BEING 

CERTIFIED FOR

	THIS PAYMENT
	     1
	     2
	     3
	     4
	     5
	     6
	     7
	     8
	     9
	   10
	   11
	   12


STUDENT MUST 

HAVE ACCRUED 

AT LEAST THIS

	MANY CREDITS
	     0
	     6
	   12
	   18
	   27
	   36
	   45
	   57
	   69
	   81
	   93
	 105


WITH AT LEAST 

THIS GRADE

	POINT AVERAGE
	     0
	  1.2
	  1.3
	  1.4
	  1.5
	  1.6
	  2.0
	  2.0
	  2.0
	  2.0
	  2.0
	  2.0


Associate Degree Programs (6 Quarters, 90 Qtr Cr Hrs)

BEFORE BEING 
CERTIFIED FOR

	THIS PAYMENT
	     1
	     2
	     3
	     4
	     5
	     6
	     7
	     8
	     9


STUDENT MUST 

HAVE ACCRUED 

AT LEAST THIS

	MANY CREDITS
	     0
	     6
	   12
	   21
	   30
	   42
	   54
	   66
	   78


WITH AT LEAST 
THIS GRADE

	POINT AVERAGE
	     0
	  1.2
	  1.3
	  1.4
	  1.5
	  1.6
	  2.0
	  2.0
	  2.0


Certificate Programs (3 Quarters, 45 Qtr Cr Hrs)

BEFORE BEING 

CERTIFIED FOR

	THIS PAYMENT
	1
	2
	3
	4
	5


STUDENT MUST

HAVE ACCRUED

AT LEAST THIS

	MANY CREDITS
	0
	6
	12
	21
	30


WITH AT LEAST

THIS GRADE

	POINT AVERAGE
	0
	1.4
	1.6
	1.8
	2.0


Loss of Good Academic Standing

If a student is unable to meet the “program pursuit” or “satisfactory progress” standards (described previously) during any term in which a TAP grant was received, the student loses eligibility for a TAP award in the subsequent term.

When a student who has received a TAP award officially or unofficially withdraws from all scheduled classes during a term, the student automatically loses TAP eligibility for the subsequent term.

If a student successfully completes a term and is otherwise making satisfactory progress for both state and federal financial aid, but fails to register for the subsequent 
term (e.g., summer interrupt), TAP eligibility upon re-enrollment at some later date is unaffected.

If a student is subject to dismissal under EITHER the Federal or State progress policy, and an appeal under the Federal policy is granted by the College, the student remains INELIGIBLE for a TAP award during the subsequent term.

Reinstatement of Good Academic Standing

A student who loses good academic standing may have this standing restored in one of the following ways: (1) remedying academic deficiencies and meeting good academic standing requirements by completing one term of study without TAP program funds; (2) applying for readmission to the College after an absence of one calendar year; (3) transferring to another institution; or (4) applying for and receive a one-time waiver.

One-Time Waiver of Good Academic Standing Requirement

A one-time waiver of the good academic standing requirement may be granted during a student’s period of enrollment.  This waiver is permitted under New York State regulations for extraordinary or unusual cases where the student was unable to successfully complete the required academic coursework due to mitigating 

circumstances.  For example, a waiver may be warranted for: (1) death of a spouse or parent; (2) divorce or separation; (3) extreme illness documented by a physician; or (4) other unusual or extraordinary reason beyond the student’s control that is documented and approved by the Director of Financial Aid.  When applying for a waiver, a student must demonstrate the circumstances that impeded his academic performance have been resolved.

SATISFACTORY ACADEMIC PROGRESS
Berkeley's policy on satisfactory academic progress applies to all matriculating students and all federal, state, and institutional financial aid programs.  Additional information may be obtained from the Financial Aid or Advisement Offices.

Minimum Standards
All Berkeley students enrolled in degree or certificate programs must meet minimum standards of satisfactory academic progress.  Both qualitative and quantitative measures are utilized to determine satisfactory progress.  Students who do not meet minimum standards may be ineligible for future financial aid disbursements and are subject to dismissal.

Qualitative Standards
Students accepted for enrollment are considered to be making satisfactory academic progress.  In order to meet the minimum qualitative standards, students must maintain the following cumulative grade point averages:

	QUALITIVE STANDARDS



	Credits Attempted
	Degree Programs
	Certificate Programs

	  0 - 15
	1.70
	1.70

	16 - 30
	1.80
	2.00

	31 - 45
	1.90
	2.00

	46 or more
	2.00
	


Quantitative Standards
In order to maintain the quantitative standard for satisfactory progress, students must successfully complete their programs in no more than one and one-half the normal time frame in credit hours attempted.  This requirement is illustrated as follows:

	QUANTITATIVE STANDARDS

	Normal Time Frame

(Full Time)
	Number of Terms
	Average Number of Credit Hours Per Term
	Maximum Attempted Credit Hours
	Maximum Number of Terms
	Average Number of Credit Hours Student Must Complete Per Term

	Certificate Programs

	36 cr. hours
	  3
	12
	54 cr. hours
	  5
	  8

	45 cr. hours
	  3
	15
	68 cr. hours
	  5
	  9

	Degree Programs

	90 cr. hours
	  6
	15
	135 cr. hours
	  9
	10

	180 cr. hours
	12
	15
	270 cr. hours
	18
	10


These qualitative and quantitative measures are for full-time students.  Students enrolled less than full time will have the policy applied on a pro rata basis in accordance with their enrollment status.

Academic Probation and Appeal Procedure
Any student who fails to meet the minimum qualitative or quantitative measures will be placed on academic and financial aid probation for the subsequent term.  Students placed on probation are considered making satisfactory academic progress during the probationary term and may continue to receive eligible disbursements of financial aid.  
The probation period consists of one quarter in which a student must meet the minimum standards.  If the minimum qualitative and quantitative measures are met at the end of the probationary quarter, the probation will be removed; if not, the student is subject to dismissal from the College.

Any student who is denied financial aid or who is subject to dismissal from the College for not meeting the standards of satisfactory academic progress may appeal that decision in writing to the Vice President for Academic Affairs.  The appeal must be filed prior to the first day of scheduled classes for the subsequent term.  
Final determination will be made by a committee comprised of the Vice President for Academic Affairs, the Director of Financial Aid, and a member of the Executive Committee.  Students will be notified in writing of the decision of the committee.  If an appeal is approved, the student is considered to be making satisfactory academic progress and will remain eligible to continue in the program of study and receive financial aid.  Probationary status, however, continues for that quarter.  If the student then fails to meet the standards of satisfactory academic progress, the student is dismissed from the College.

If an appeal is denied, the student will be ineligible for financial aid and is subject to dismissal.  Students are dismissed from the College for a period of at least one quarter.  Students may apply for reinstatement in writing to the Vice President for Academic Affairs.  Students granted reinstatement must have paid the College all previously incurred tuition and fee charges.  Reinstated students will be considered to be making satisfactory academic progress but are enrolled on a probationary status.

STUDY ABROAD

Berkeley’s study abroad offerings and overseas partnerships provide exciting opportunities for students to experience an internationalized program of study.  The College has articulation and study abroad arrangements that permit Berkeley students to pursue their college studies in other countries.
STUDENT SUPPORT
The Berkeley College community is committed to student success.  To assist students in achieving their fullest potential, the College provides an array of support services delivered by student-centered faculty and staff.

Registration
During registration all students meet with an advisor to discuss their academic programs.  Once classes begin, academic advisors monitor students' progress to ensure the achievement of their educational goals.

Orientation
In the College’s formal orientation, information outlining all student responsibilities and services is reviewed.  Orientation provides new students with information regarding the services available at the College, acquaints students with their peers and faculty, makes students feel comfortable in their new surroundings, and encourages students to become active participants in campus life.

Berkeley Card

Students will receive a Berkeley Card which will act as their campus ID card.  It should be carried at all times.  In addition to being used for security purposes, these cards have various financial and administrative uses.  The cards can be used instead of other payment options in the cafeteria, bookstore and vending machines.  Students have the ability to add funds to their balances either on campus or through Blackboard.  Students have access to monitor their transaction activity on their card.  The cost of replacing lost cards is $10.

Blackboard

Blackboard is Berkeley’s student portal.  Through Blackboard, students have access to their courses, email, Student Self-Service, and Berkeley Card account information.  In addition, students can access the online library and information from different departments of the College.

Student Self-Service allows students to access their class schedule, report card, unofficial transcript, change a class section, as well as view Berkeley’s schedule of  classes and course catalog.  Students can update personal information, make a payment, and apply for financial aid, and view their financial aid awards.  

Blackboard can be accessed at www.my.berkeleycollege.edu.

Pharos Uniprint/Print Conservation Program
Students may print in classrooms, libraries, and other laboratory areas.  The Berkeley Card entitles students to a print quota each quarter.  Once the quota has been used, students have options to replenish their account.  Additional print quotas cannot be carried over to the following quarter.  Further information is available at the Student Accounts Office and in Blackboard.

Career Counseling and Placement Services
Berkeley provides a variety of career development and placement services.  This full-service division includes 20 professionals who actively pursue internships and job opportunities for Berkeley interns and graduates.  

Orientation to the Career Services Department begins in the first quarter when a career counselor introduces students to the services offered by the Department.  This begins the partnership between students and the career specialists, and provides students with a forum to explore career opportunities.  

Individual assistance with résumé preparation and job interviewing strategies is an integral part of the educational program, and career fairs and on-campus employer presentations are organized on a regular basis.  All students complete Placement Seminar, a course that focuses on exploring career opportunities, the job search process, and interview preparation.

Career Services specialists work with students on an individual basis to obtain internships and full-time positions that are best suited to students’ majors, interests, and abilities.  Interviews are scheduled in a variety of fields.

Financial Aid 

Financial Aid Administrators are available to assist students with applications for federal, state, and institutional grants, loans, and scholarships. A wide variety of financial assistance programs and financing options are offered for students who need 

to supplement their own resources to meet college costs. Individual assistance with financial aid related issues is available on a walk-in basis or through scheduled appointments. 

The Financial Aid Office also serves as the certifying office for all veterans’ educational benefits. Questions regarding veterans' benefit processing or certification should be directed to the Financial Aid Office.

Students receiving financial aid must submit renewal financial aid applications (FAFSA) each January. The Financial Aid Office posts application renewal deadlines in Blackboard. It is the student's responsibility to submit renewal applications by the stated deadlines. 

Students receiving financial aid must be cleared by the Financial Aid Office in order to complete registration each quarter. 

Individual notices to students will be emailed to students at their Berkeley College email address.
Student Accounts
The Student Accounts Office processes payments to the College. Payments may be made in person, by mail, or online through Student Self-Service in Blackboard. The Student Accounts Office accepts payments by cash, check, Mastercard, Visa, or American Express. Student Accounts Administrators are available to assist students on a walk-in basis with questions regarding billing, registration, payment plans, refunds, and withdrawal processing. Students may also submit requests for preparation of Statements of Account for employer or other third-party tuition reimbursement purposes.

Students must clear financially with the Student Accounts Office in order to complete registration each quarter. Instructions for registration and payment of term bills are sent by mail to all students for their first term. Subsequent term bill information is available to students online through Student Self-Service in Blackboard six weeks prior to the start of each term. It is the student's responsibility to obtain and pay the term bill on time. Students who fail to do so are charged a late registration fee.

Student account information, announcements, and payment deadlines are also available online in Blackboard. Individual notices will be emailed to students at their 
Berkeley College email address. Refund checks for those who qualify will be mailed to the address on record with the Advisement Office. Students are responsible for ensuring that their address and other contact information is up to date.

Academic Support Centers
To help students improve their academic performance and achieve their educational goals, Berkeley has established Academic Support Centers (ASC).  These facilities provide students with an array of academic support services such as workshops on 

study skill techniques and time management.  Peer and faculty tutoring are available online and onsite.

Academic Advisement
Students experiencing academic difficulties should contact the Advisement Office as soon as possible.

In an effort to ensure academic success, the College has implemented an early warning, mid-quarter progress report, and late warning monitoring system designed to identify students experiencing academic difficulties.  Those students then are referred to the Advisement Office for appropriate intervention which may include counseling, tutoring, and/or extra-help sessions and assignments.  The administration may recommend dismissal for those students who are not able to maintain satisfactory academic progress.

College Transfer Counseling
The Advisement Office will assist students who wish to enter the upper division at Berkeley and/or transfer credits to other colleges.

Personal Counseling
A professional counselor is available to work on a short-term basis with students on either an individual or group basis. When appropriate, a referral to outside treatment is provided to students needing additional assistance.  Special seminars, based on student need, interest, and demand, frequently are offered by the Office of Student Development and Campus Life.  

Library
The Library supports research and study; enhances classroom teaching; and provides socially and intellectually enriching materials in all relevant formats for the entire Berkeley community.  The Library web pages offer on- and off-campus access to the online catalogs, periodical databases, reference tools, Internet search engines, current assignments, tutorials, and electronic reference services.  Each Library is staffed with librarians committed to teaching independent research and information literacy skills.  

Library hours, loan periods, fines, and other regulations vary slightly by campus.  Visit your campus Library web page at www.berkeleycollege.edu/library for additional information. Failure to clear any Library obligation will delay diplomas and receipt of transcripts.

STUDENT DEVELOPMENT AND CAMPUS LIFE
Berkeley Campus Life
Life at Berkeley is profoundly influenced by the campus location.  All Berkeley students have the New York metropolitan area as their campus.  Surrounding the midtown Manhattan campus are theaters, museums, merchandising centers, and television studios, which make New York City a classroom for Berkeley students.  Students at the Lower Manhattan Extension Center have easy access to Wall Street, South Street Seaport and Battery Park City where many outdoor concerts are held. 

Public facilities and accessibility to them vary from location to location, but most have malls, theaters, golf courses, tennis courts, indoor and outdoor pools, skating rinks, and bowling alleys nearby.  Within easy driving are some of the best beaches and ski resorts in the nation.  
There are many other institutions of higher learning in the New York metropolitan area; Berkeley students often are invited to concerts, lectures, and dances on those campuses.  Field trips, guest speakers, social and cultural events, both in the City and suburbs, all contribute to the Berkeley experience. 

Organizations, Clubs, and Activities
For those who are interested, Berkeley offers a number of organizations, clubs, and activities to meet the educational, cultural, and social needs and interests of students.

From year to year and campus to campus, the program of student activities varies according to the interests of each student body.  Therefore, not every activity, club, or organization listed below is available at all campuses; and some campuses offer additional activities.  Check with the Office of Student Development and Campus Life for more information.

Governance/Student Government
All students are members of the Student Government Association (SGA).  Although the College's Board of Trustees is ultimately responsible for final policy decisions, students' comments and recommendations are encouraged and welcomed.  Elected SGA officers meet regularly and act as a liaison between students and administration concerning both social and academic matters.

The Association serves in an advisory capacity in the planning of campus activities and events.  Activities have included, but are not limited to, picnics, ski weekends, theater parties, and charity drives.

International Club 

This group provides a forum for the special interests and needs of international students.  An annual get-acquainted organizational meeting usually includes a visit to 

the United Nations.  Special activities, such as international dinners and field trips, also are organized by international students.

Multicultural Activities

Students plan and coordinate ethnic and multicultural events dedicated to the understanding and education of the similarities and differences among cultures.  

Academic Clubs

Participation in clubs and organizations affords students the opportunity to develop important leadership and interpersonal skills.

Accounting Club  The Accounting Club fulfills professional and academic objectives for students interested in accounting-related fields.  These include guest speakers from the field, trips to the New York Stock Exchange, and social activities and fundraisers.

International Business Club   The International Business Club provides an opportunity for those students interested in international business to attend workshops, lectures, and other events related to improving their understanding of and the forces that impact international business.

Paralegal Club   This organization promotes paralegal career education through field trips, guest speakers, and other activities.

Fashion Club   Students become involved in multifaceted fashion activities including Fashion Week celebrations, special trips, fashion shows, competitions.  Industry professionals are often invited as guest speakers.

Honor Societies
Alpha Sigma Lambda   Alpha Sigma Lambda is an international honor society for adults enrolled in baccalaureate programs.  Eligibility is based on academic performance.

Lambda Epsilon Chi   Lambda Epsilon Chi, a national honor society, recognizes academic excellence in paralegal studies. Eligibility is based on enrollment in the Paralegal Studies program and academic performance.
Phi Theta Kappa    Phi Theta Kappa is a national honor society.  Eligibility in this prestigious organization is based on outstanding academic achievement, and membership is a highly coveted honor that is a valuable addition to the college experience.

Sigma Beta Delta   Sigma Beta Delta, a national honor society, encourages and recognizes scholarship and accomplishment in the study of business, management and administration.  Eligibility is based on academic performance.

Cocurricular Activities
Many classroom subjects are enriched by activities outside the classroom.  For example, business classes may visit the New York Stock Exchange and advertising agencies.

Alumni Activities
The bond between students and the College continues after graduation.  Berkeley has an active Alumni Association which sponsors numerous functions each year providing graduates opportunities to network professionally, cultivate friendships, and remain connected with the College. Alumni can stay informed of Alumni Association news and events through an Internet web page (www.BerkeleyCollege.edu/alumni).

STUDENT RIGHTS AND RESPONSIBILITIES
Conduct
Students are expected to abide by all public laws; to comply with the regulations and policies of the College; and to demonstrate a positive attitude, diligence, and courteous conduct toward instructors, staff, and fellow students.

The College reserves the right to dismiss or suspend students for conduct which impedes, destructs, or interferes with the orderly and continuous administration and operation of the College or any unit of the College.

Academic Integrity and Plagiarism
The principles of academic integrity encompass simple standards of honesty and truth.  Each member of the College has a responsibility to uphold the standards of the community and to take action when others violate them.  Faculty members have an obligation to educate students about the standards of academic integrity and to report violations of these standards to the Office of Student Development and Campus Life. 

Students are responsible for knowing what the standards are and for adhering to them.  Students also should bring any violations of which they are aware to the attention of their instructors.  Any breach of academic integrity is a serious offense that may result in disciplinary consequences.
Plagiarism is a violation of the integrity of the academic community.  Representing someone else's work as one's own is a serious academic offense and may result in failure, suspension, or dismissal.

Student Electronic Information Policy

Berkeley's computer systems and associated hardware and peripherals are to be used for educational purposes only.  The use of computers and the Internet are privileges 

which may be limited or revoked at any time.  Computer usage may be monitored so students should not have an expectation of privacy.  Students have a responsibility to use computers and the Internet ethically and lawfully (and with respect for their fellow students), and Berkeley reserves the right to report any suspected illegal activity to the appropriate authorities.  

Any attempts to circumvent PC/Network security,  damage or tamper with any of Berkeley’s electronic resources,  including software, hardware, network infrastructure,  virus propagating,  and sustained high volume network traffic, may result in disciplinary action including immediate dismissal.  Internet access is provided in all Berkeley College labs and residence hall rooms for educational purposes.  The College has installed systems that attempt to block offensive material, and restrict access to other sites that have been known to monopolize network bandwidth, or 

violate copyright laws.  The Student Electronic Usage Policy can be viewed at www.berkeleycollege.edu/policies.

Alcohol and Drug Abuse
Berkeley strictly prohibits the illegal possession, use, or distribution of drugs and alcohol by students on College property and at College-sponsored events.  Any person found in violation of these rules is subject to all applicable legal action under local, state, and federal laws and will risk suspension or dismissal from the College.  A 
copy of Berkeley's Alcohol and Drug Abuse Program is available from the Office of Student Development and Campus Life and in Blackboard.
Weapons Policy

Possession of weapons of any kind is strictly prohibited.  Students in violation of the policy are subject to disciplinary action which could include suspension or dismissal from the College.

Student Dress Code
As part of its mission to prepare students for careers in the business world, Berkeley requires students to dress in a manner that will create a positive self-image.  


Inappropriately dressed students are not permitted to attend classes.  Students enrolled in College Internships are required to follow the participating company’s dress code.

Immunization Requirements
In accordance with New York State law, all full-time matriculated students born after December 31, 1956, must be immunized against measles, mumps, and rubella.  A certificate of immunization signed by a physician or health care provider must be provided to the College at or prior to registration.  A student health record from previously attended schools properly documenting the immunization history is also accepted as proof of immunity.

The certificate of immunization or health record must document two live doses of measles vaccine and one live dose each of mumps and rubella vaccine, or proof that the student had the disease.

Berkeley College complies with state regulations regarding the distribution of information about meningococcal meningitis and vaccination.

Communications

Please instruct your family and friends not to call you at the College.  Messages will be delivered only in case of emergency.  Pay telephones are located on campus.  The use of cell phones and beepers is prohibited in class.

Family Educational Rights and Privacy Act
Berkeley’s student records policy complies with the Family Educational Rights and Privacy Act (FERPA).  A copy of the College's policy is available from the Advisement Office and in Blackboard.
Campus Security Report
A campus security report is distributed annually and is available upon request from the Office of Student Development and Campus Life and in Blackboard.

Media Relations Consent

The Office of Media Relations regularly publishes press releases and photos acknowledging the accomplishments of Berkeley students and staff.  Such releases may include induction in honor societies, involvement in community service projects, individual recognition for academic and non-academic success, and graduation.

If you do not wish to have your name and/or likeness included in press releases or published materials, you must contact the Office of Media Relations by sending an email to mediarelations@berkeleycollege.edu.

Affirmative Action
Berkeley's Affirmative Action Plan is a set of specific and result-oriented procedures which, coupled with the College's good faith efforts, ensure equal employment as well as equal student access to benefits and services.

The Plan objective is to ensure that all associates and students receive equal opportunity.  The objective calls for a work and study environment free of discrimination in employment or student recruitment because of gender, race, color, creed, religion, national origin, sexual orientation, age, ancestry, disability, marital, or veteran status.

Responsibility for affirmative action rests with all members of the College's administration, as well as all those involved in recruitment, placement, hiring, supervision, or evaluation of other members of the College community.  For further 

information, contact the Affirmative Action Officer at your campus whose name, address, and telephone number are included on the campus staff page of this Handbook.

Student Opportunity Policy
Berkeley's policy is to provide student access to benefits and services of the College without regard to gender, race, color, creed, religion, national origin, sexual orientation, age, ancestry, disability, marital, or veteran status.  This commitment includes, but is not limited to, admissions, course offerings, financial aid, scholarships, student employment internships, social and recreational programs, and student advisement and counseling.  Berkeley's facilities are designed to accommodate physically challenged students.

Sexual Harassment Policy
It is Berkeley's policy to prohibit any act of sexual harassment on the part of faculty, administrative staff, or students.  Any violation of this policy could result in termination of employment or enrollment.  For general policy purposes, sexual harassment may be 
described as unwelcome sexual advances, requests for sexual favors, and other physical and expressive behaviors of a sexual nature.

Specific information about sexual assault prevention; the legal consequences of sex offenses; the College's policies, counseling and support services; and campus security procedures are provided by the College.

Grievance and Appeal Procedure
Grievances relating to a suspension or dismissal must be presented in writing to the Campus Operating Officer within ten school days of the effective date of the suspension/dismissal.  

Grievances relating to academic matters (e.g., grade appeals) should be promptly presented to the appropriate instructor, and then, if necessary, the Department Chairperson and finally, the Vice President for Academic Affairs.  In all academic matters, including grade appeals, the decision of the Vice President for Academic Affairs is final.  

Grievances relating to academic and financial aid probation and dismissal due to unsatisfactory academic progress are outlined under the Academic Probation and Appeal Procedure.  

Grievances relating to the alleged denial of access to the benefits and services of the College as a result of discrimination on the basis of gender, race, color, creed, religion, national origin, sexual orientation, age, ancestry, disability, and marital or veteran status should be presented in writing to the Affirmative Action Officer within 30 days of the alleged discrimination. The Affirmative Action Officer will review the written complaint and meet with the individual filing it.  After reviewing all the facts and utilizing
legal counsel, if appropriate, the Affirmative Action Officer will determine if corrective action is required.  The student bringing the complaint will be promptly notified in writing of the determination.  If corrective action is required, it will be initiated within 30 days of the determination of the grievance. 

Any other grievance should be promptly presented in writing to the Campus Operating Officer.  

If a student does not receive a satisfactory remedy for his or her grievance, the student may request review by the Grievance Committee which consists of a member of the Executive Committee, the Chairperson of the Faculty Association, the Chairperson of the Student Services Committee, and two officers of the Student Government Association.  The request for review by the Grievance Committee must be submitted in writing to the Vice President for Academic Affairs.  

The student will be advised of the date and time of the Grievance Committee meeting so that he or she may attend. The Committee will render its recommendation regarding the grievance within ten class days of its meeting.  The student will be notified promptly of the Committee’s recommendation.  

If a student wishes to appeal the decision of the Grievance Committee, he or she must submit a written request to the Vice President for Academic Affairs within five days after being notified of the Committee’s decision.  The Vice President for Academic Affairs will notify the student of a final decision within five school days of the student’s appeal.

GENERAL INFORMATION
Parking
Numerous parking garages are available throughout midtown and lower Manhattan for students attending the New York City locations.  

At the Westchester campus, parking is available in many areas.  The campus is located diagonally across the street from the Hamilton Main Municipal Parking Garage.  
There is also metered parking on the streets surrounding the campus; and the transit center is only three blocks from the campus.

The College strongly encourages all students to investigate the option of public transportation.  

Lost and Found
Any personal property, including textbooks, found on the premises should be turned in to the Office of Student Development and Campus Life.  Unclaimed items may be discarded after two weeks.

Food and Beverages

Vending machines are available at the New York City and Westchester locations.  Food may be brought from home or purchased from nearby restaurants.  All food must be eaten in the student lounge area; tables must be cleared and refuse placed in the containers provided.

Eating is not permitted in the academic areas of the campuses.  Beverages are not permitted in any computer classroom.

Campus Closing

The Westchester Campus is closed to nonresident students after 11 p.m. Monday through Thursday, after 1 a.m. on Friday and Saturday, and after 10 p.m. on Sunday.  Students in violation of this policy are subject to disciplinary action.

College Closing
Since business offices seldom close due to inclement weather, classes are in session whenever possible.  In cases of extreme weather or emergencies, however, the closing of the campuses will be made available over the Internet at www.closings.berkeleycollege.edu and by phone as an option on the automated phone menu at each campus.

You also may call the New York City campus at 212-986-4343, the Lower Manhattan Extension Center at 212-372-4446, and the Westchester campus at 914-694-1122.

Schedules for delayed openings due to inclement weather are posted in Blackboard.

Insurance
The College does not carry insurance on students' belongings and is not responsible for loss or damage from any cause.  Students should arrange for adequate coverage on personal policies.

Graduation Pictures
Graduates may have formal pictures taken during their graduating quarter at the College.  Arrangements are made through the Office of Student Development and Campus Life.

Fire Drill Procedures
Fire drills are held several times a year for your protection.  Detailed instructions with regard to fire drill procedures are posted in the classrooms.

College Bookstore

Textbooks and supplies for all courses may be purchased in the College bookstore.  The bookstore is accessible online at www.berkeleycollege.edu/bookstore.
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Omar Lughod

Abel Lushiku

Diane Maglio 

Ashford Maharaj

Richard Malicki

Abdul Malik

Anthony Maxwell

Michael Mazzarese

Cassondra McCright

Wayne McGrath

Raul Mendez

Peter Messer

Joseph Miller

Dorothy Minkus-McKenna

Michael Montlack

Marlon Morales

William Murray

Howard Newhouse

Stella Nicoloau

Pejman Norasteh

Clifford Opurum

Richard Olivieri

James Pacello

Anthony Pantaleon

Michael Parks

Tomaz Pazdrowski

Anita Persaud

James Polizzi Jr.

Elliott Ponchick

Daniel Ramirez 

Maya Reddi

Joel Reichard

Bonnie Ricci

Jeffrey Rosenbaum

Savita Sahay

Peter Sansone

Boria Sax

Karen Schlusberg

Jeffrey Schwartz

Marlon Seaton

Mitchell Serels

Michael Seth

Martin Shapiro

Deodat Sharma

Praveen Sharma

Marjorie S. Silverman
Robert Silverman

Donald Singer

Fernando Soto

Earl Spencer

Michael Stanzione

Steven Streeter

Rafiqa Strickland

Michael Suchovicki

Patrick Udeh

Melvin Unger

Yvonne Vanterpool

Fernando Villegas 
Hugo Walter

William Watko

Jonathon Weidenbaum

Arnold Weinstein

Judith Weinstein

Ira Weissman 

Albert Widman

Beverly Wilson

Neil Wilson

Stephen Wolf

Robert Woods

Francesca Zahner

John Zanetich

Mulugeta Zewdie

ACADEMIC CALENDAR

WINTER QUARTER 2007
Tuesday, January 2, 2007 

Classes Begin

Monday, January 15, 2007
Martin Luther King, Jr. Day - no classes
Monday, February 19
President’s Day - no classes
Sunday, March 25
Classes End

Monday, March 26 through Sunday, April 1

Spring Vacation

SPRING QUARTER 2007

Monday, April 2


Classes Begin

Friday-Sunday, April 6-8


Holiday Recess

Monday, May 28


Memorial Day - no classes

Sunday, June 24


Classes End

Monday, June 25 through Sunday, July 1


Summer Vacation

SUMMER QUARTER 2007

Monday, July 2


Classes Begin

Wednesday, July 4


Independence Day - no classes

Monday, September 3


Labor Day - no classes

Sunday, September 16


Classes End

Monday, September 17 through Sunday, September 23


Fall Vacation

FALL QUARTER 2007

Monday, September 24


Classes Begin

Monday, October 8


Columbus Day - no classes

Thursday-Sunday, November 22-25


Thanksgiving Recess

Sunday, December 16


Classes End

Monday, December 17 through Tuesday, January 1, 2008


Winter Vacation

WINTER QUARTER 2008

Wednesday, January 2 


Classes Begin

Monday, January 21


Martin Luther King, Jr. Day - no classes

Monday, February 18


President's Day - no classes

Sunday, March 23


Classes End

Monday, March 24 through Sunday, March 30

Spring Vacation

The College reserves the right to make

changes in the calendar. 
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