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CAMPUS SECURITY  

 
The purpose of this publication is to: share information regarding emergency preparedness and planning, including 

evacuation procedures; provide the Charter College community with an overview of how to report crimes and 

suspected crimes, occurring on or near their respective campuses; share crime statistics required by the Jeanne Clery 

Disclosure of Campus Security Policy and Campus Crime Statistics Act, as recently amended by the 2013 Campus 

Sexual Violence Elimination Act; and inform current and prospective students, staff and visitors about the College’s 

policies designed to keep them safe.   

 
The College will not tolerate any retaliatory actions taken against a student or employee that makes a good faith report 

of criminal or illegal activity.  Anyone found engaging in retaliatory activity will be subject to immediate disciplinary 

action up to and including expulsion or termination.   

 
GENERAL EMERGENCY RESPONSE and EVACUATION PLAN  
 

Clear communication is essential during an emergency. Multiple methods must be used as no one system alone can 

transfer information. As decisions are made, appropriate communications must be developed and distributed in a 

timely manner to all key audiences: students, faculty, staff, and the general public. 

 
Should an event occur, either on or off campus, which, in the judgment of the Campus President, constitutes a 

significant emergency or dangerous situation involving an immediate threat to the health or safety of the campus 

community (an “Emergency”), a campus-wide notification would be issued.  A message notification is sent to 

employees, students, and designated persons in the larger community in the event of an Emergency. In the event of an 

Emergency, the Campus President would craft a notification containing a basic description of the time and form of 

the Emergency. In addition, the Campus President may, if warranted, make an Emergency announcement over the 

College intercom system.  

 

Prior to making an Emergency announcement, the Campus President will determine (1) whether, in his or her 

judgment, the information suggesting that an Emergency has occurred is credible, and (2) whether issuing a 

notification or making an announcement would compromise efforts to assist a victim or to contain, respond to, or 

otherwise mitigate the Emergency. If the Campus President is unable to carry out the duties described above, they will 

be carried out by the manager on duty.  

 

In the event that an Emergency announcement is made directing an evacuation, all persons on campus should exit the 

building immediately by way of the nearest exit, marked with a lighted red exit sign, and follow the signs, exiting to 

the outside and quickly proceeding to the parking lot in front of the building. If the nearest exit is blocked by smoke, 

individuals should use another exit. Please see posted evacuation routes for each office or classroom space. In the 

event of an Emergency, persons should not use any elevator while evacuating. It is the responsibility of all able staff 

to assist any persons with disabilities in descending the stairwell quickly and safely.  

 

Those persons who exit the building first must position themselves far enough away from the street to enable everyone 

to stand clear of emergency vehicles. The street must be kept clear at all times, so as not to hamper the movement of 

emergency vehicles into the area.  

 

Once outside the building, the Campus President or designee will confirm that appropriate emergency personnel have 

been contacted, congregate all employees in the parking lot in front of the building and confirm that all employees 

and visitors are out of the building, and meet with emergency personnel at the front entrance to provide additional 

information. Staff members trained in CPR and rescue breathing should survey the individuals outside to determine if 

anyone is in need of first aid and provide such aid as needed.  

 
Once outside, individuals should not re-enter the campus building for any reason until it is declared safe by the 

appropriate emergency personnel and the Campus President has agreed to permit persons to re-enter.  

 

Should an Emergency occur, either on or off-campus, which, in the judgment of the Campus President, constitutes an 

ongoing or continuing concern, follow-up information would be issued to the campus community as needed. This 

information would be issued through the College’s e-mail and text messaging system to students, faculty, and staff. 
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Related information also would be posted in classrooms, student bulletin boards, and student lounges as appropriate.  

 
A test of the College’s Plan is publicized and conducted at least once annually. Documentation of any such test is 

maintained at the College, and includes a description of the exercise, the date and time at which it occurred, and 

whether it was announced or unannounced. 

Emergency Communications 

One or more of the following methods may be used to notify the campus community of various emergency events that 

may impact students, staff, faculty, and visitors at Charter College: 

 Charter College website: www.chartercollege.edu 

 Charter College social media pages (e.g., Facebook) 

 Student and faculty portals 

 Broadcast emails 

 Intercoms 

 Telephones 

 Runners 

 

Active Shooter 
Quickly determine the best way to protect your life.  

 

Run. 

 Have an escape route and plan in mind. 

 Leave your belongings behind. 

 Keep your hands visible to responding police officers. 

Hide. 

 Hide in an area out of the active shooter’s view. 

 Block entry to your hiding place and lock doors. 

 Silence mobile phones. 

Fight. 

 As a last resort and only when your life is in imminent danger. 

 Attempt to incapacitate the shooter. 

 Act with physical aggression. Throw items at the shooter, if possible. If available, discharge the fire 

extinguisher aiming at the shooter’s eyes and nose. 

 

CALL 911 AS SOON AS IT IS SAFE TO DO SO. 

 

Bomb Threat 
Bomb threats usually come by telephone. If you receive a bomb threat call, remain calm and obtain as much 

information as possible from the caller: 

 When will the bomb explode? 

 What kind of bomb is it? 

 What will cause it to explode? 

 Where is it right now? 

 What does it look like? 

 Did you place the bomb? If not you, then who? 

 Why did you place the bomb? 

 How many bombs are there? 

 What is your name and address? 

 Call 911 and inform the Campus President immediately. Describe the caller’s voice, any background noises 

you heard, and the exact wording of the message. 

 Do not touch suspicious packages. Inform the police of any suspicious packages, items, or people in the area. 

 Follow instructions from first responders in regards to evacuation. 

http://www.chartercollege.edu/
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Earthquakes 
Taking the proper actions, such as “Drop, Cover and Hold On”, can save lives and reduce the risk of injury. In most 

situations, you will reduce your chance of injury if you:  

DROP where you are, onto your hands and knees.  This position protects you from being knocked down and 

also allows you to stay low and crawl to shelter if nearby. 

COVER your head and neck with one arm and hand.  If a sturdy table or desk is nearby, crawl underneath it for 

shelter.  If no shelter is nearby, crawl next to an interior wall (away from windows).  Stay on your knees; bend 

over to protect vital organs. 

HOLD ON until shaking stops.  Under shelter: hold on to it with one hand; be ready to move with your shelter 

if it shifts.  No shelter: hold on to your head and neck with both arms and hands. 

Indoors: Drop, Cover and Hold On.  Avoid exterior walls, windows, hanging objects, mirrors, tall furniture, large 

appliances and cabinets with heavy objects or glass.  However, do not try to move more than 5 to 7 feet before 

getting on the ground.  Do not go outside during shaking! The area near the exterior walls of a building is the most 

dangerous place to be.  Windows, facades and architectural details are often the first parts of the building to break 

away. If seated and unable to drop to the floor, bend forward, Cover your head with your arms, and Hold On to your 

neck with both hands.   

Outdoors: Move to a clear area if you can safely do so; avoid power lines, trees, signs buildings, vehicles and other 

hazards. Then Drop, Cover and Hold On.  This protects you from any objects that may be thrown from the side, 

even if nothing is directly above you. 

Evacuating the Disabled 
 Pre-Planning is Important. If you may need assistance evacuating in an emergency, advise your Campus 

President. 

 Evaluate your need to identify yourself as someone who requires assistance. Some people who may need 

assistance have no visible disability. 

 Master the skill of giving quick information on how best to assist you. Be clear and concise. If you have 

difficulty speaking, consider using a carry-with-you preprinted message. 

 Establish a personal network consisting of people who are regularly in the same area as you. Do not depend 

on just one person as they may not always be available. Assess your own abilities and communicate your 

capabilities and limitations to those in your network. 

 Determine all evacuation options and prioritize them (e.g., consider the pros and cons of being carried, etc.). 

Plan for a variety of conditions (e.g., how to evacuate if you and/or your helpers are injured, etc.).  

 

Evacuation 
 All building occupants are required to evacuate when the fire alarm sounds or upon the order of an authorized 

College official. 

 If time permits, stabilize lab procedures and unplug or disable any device that could make a dangerous 

situation even worse. 

 Move to the closest exit in a safe and orderly manner. Take personal belongings with you if time permits. 

 Once outside, stay a minimum of 100 feet away from the building. Stay out of the traffic lanes. Notify 

emergency responders of any trapped, especially anyone with a physical disability who cannot evacuate. 

 Do not enter the building for any reason until emergency responders, police, or College officials deem it safe 

to reenter. 

 

Fire 
In the event of a fire on campus: 

 Activate the fire alarm system by pulling a fire alarm station on your way out of the building. 

 If time permits, take your personal items with you. 
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 If time permits, stabilize lab procedures and unplug or disable any device that could make a dangerous 

situation even worse. 

 Leave the building via the nearest exit. Warn others as you leave. 

 Close doors behind you as you leave. 

 If trapped, keep the doors closed and place cloth under them to keep out smoke. 

 Once outside, stay a minimum of 100 feet away from the building. Stay out of the traffic lanes. Notify 

emergency responders of any trapped, especially anyone with a physical disability who cannot evacuate. 

 Do not enter the building for any reason until emergency responders, police, or the Campus President deems 

it safe to reenter. 

 
Hostage Situation 
IF YOU HEAR OR SEE A HOSTAGE SITUATION 

Immediately remove yourself from any danger and call 911. Provide them with the following information: 

 Location and room number of the incident. 

 Number of possible hostages and hostage takers. 

 Physical description and name of hostage takers, if known. 

 Any weapons the hostage takers may have. 

 Your name, location, and phone number. 

 

IF YOU ARE TAKEN HOSTAGE 

 Remain calm, be polite, and cooperate with your captors. 

 DO NOT attempt to escape unless there is an extremely good chance of survival. It is safer to be submissive 

and obey your captors. 

 Speak normally. DO NOT complain and avoid being belligerent or argumentative. 

 DO NOT draw attention to yourself with sudden body movements, statements, comments, or hostile looks. 

 Observe the captors and try to memorize their physical traits, voice patterns, clothing, or other details that 

can help provide a description later. 

 Avoid getting into political or ideological discussions. 

 Try to establish a relationship with your captors and get to know them. Captors are less likely to harm you if 

they respect you. 

 If forced to present terrorist demands to authorities, either in writing or on tape, state clearly that the demands 

are from your captors. Avoid making a plea on your own behalf. 

 Try to stay low to the ground or behind cover from windows or doors, if possible. 

 

IN A RESCUE SITUATION 

 DO NOT run. Drop to the floor and remain still. If that is not possible, cross your arms, bow your head, and 

stay still. Make no sudden moves that a responder may interpret as hostile or threatening. 

 Wait for instructions and obey all instructions you are given. 

 Do not be upset, resist, or argue if a rescuer is not sure whether you are a terrorist or a hostage. 

 If you are handcuffed and searched DO NOT resist. You will be taken to a safe area where proper 

identification and status will be determined. 

 
Lockdown 
An imminent threat of violence may be cause for a lockdown on all or part of the campus. The orderly lockdown of a 

building during an emergency depends on early warning and student, faculty, and staff awareness of proper lockdown 

procedures.  The goal is to limit exposure of students, faculty, and staff to danger by preventing dangerous persons 

from entering the building. 

 

If a lockdown is ordered: 

 Stay inside! Do not leave the building unless an imminently dangerous situation arises inside. If outside, seek 

shelter in the nearest building. 

 Take shelter in a lockable room, if possible. If the office or classroom does not lock, the occupant(s) should 

barricade the door with a secure object (i.e. desk, etc.) until given the “all clear”.   

 Avoid being seen from the outside, if possible, and turn out all lights. 
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 Monitor text and email alerts for updates and further instructions. A description of the threat will be 

disseminated as soon as possible using these methods. 

 Report any emergency or unusual condition to the Campus President. 

 Use discretion in admitting anyone into a secured building. Require all backpacks and other bags be left 

outside at least 30 feet from the building. Require all persons seeking shelter to open all outer garments for 

visual inspection before allowing entry. 

 Do not leave a secure location until receiving an “all clear” from a police officer, emergency responder, or 

the Campus President. 

 
Medical Emergencies 

 Do not move a seriously injured person unless there is a life-threatening situation. 

 Dial 911 and give your name, location, and telephone number. 

 Give as much information as possible regarding the nature of the injury or illness (e.g., whether or not the 

victim is conscious, etc.). 

 Do not hang up until directed to do so by the emergency operator. 

 Return to the victim; administer first aid (if you know how); keep the victim as calm and comfortable as 

possible. 

 Remain with the victim. 

 Notify the Campus President. 

 
Reporting Crime 
All crimes should be reported to the Campus President. Charter College personnel will respond and will call local 

police for assistance when necessary. 

 

If you witness a crime in progress, dial 911. Give your name, location, and phone number. Do not hang up until the 

dispatcher tells you to do so. Remain at the location until police arrive on scene, unless it is not safe to do so. 

Sexual Assault 
Victims of a sexual assault or rape are strongly encouraged to report the incident in order to deter these assaults and 

to ensure that victims receive the services they need. Steps should be taken to help deal with the physical and 

emotional trauma: 

 Go to a safe place; go somewhere to receive emotional support 

 Report a sexual assault on campus to the Campus President 

 Report the assault to the police. If requested, Charter College will assist with notification 

 Preserve all physical evidence 

 

Shelter-in-Place 
Shelter-in-place is designed to keep you safe while indoors if dangerous environmental conditions exist, such as 

extreme weather or a hazardous materials release. 

If a Shelter-in-Place is ordered: 

 Seek shelter in an interior room with few windows. 

 Close and lock all exterior doors, windows, and any other openings to the outside. 

 Avoid overcrowding by using several rooms, if necessary. 

 Monitor Charter College notification systems (student/faculty portals, and social media). 

 Report any emergency or unusual conditions to the receptionist and Campus President/Manager. 

 Do not leave the building until receiving the “all clear” from police, emergency responders, or a Charter 

College authorized official. 

 

Student in Distress 
If you are in contact with a student who appears to be an immediate threat to his or her own safety or that of others, 

contact the Campus President immediately. 
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Quick Reference for helping Students having difficulties:  

Recognize Symptoms 

 Significant change in academic performance or classroom conduct. 

 Unusual behavior or appearance. 

 Traumatic event or change in relationships. 

 Reference to suicide, homicide, or death. 

 

Respond to the Student 

 Speak privately with the student. 

 Directly and candidly discuss your observations and concerns. 

 Offer support and assistance. 

 

Refer the student to a Mental Health Professional 

 Be caring, firm, and straight-forward in your referral. 

 
Tornado/Severe Weather 

 A tornado watch is issued by the National Weather Service when tornadoes are possible in the area. 

 A tornado warning is issued by the National Weather Service when a tornado has been sighted, or indicated 

by weather radar, in the area. 

 Monitor local TV stations and weather websites for severe weather updates. 

 Be prepared to take shelter if a tornado warning is issued. 

 DO NOT PULL THE FIRE ALARM TO ALERT OTHERS, USE THE INTERNAL EMERGENCY 

NOTIFICATION SYSTEM. 

 Stay away from windows and exterior doors. 

 Move to an interior hallway for shelter 

 Wait for an all-clear notification prior to returning to your work area or classroom 

 If outdoors, lie in a ditch, low-lying area, or crouch near a building if shelter is not available or there is no 

time to get indoors. 

 

Weapons 
For the safety of everyone, all types of weapons are prohibited on campus. This includes, but is not restricted to, 

firearms, illegal knives, ammunition, explosives, gas or spring-loaded guns, crossbows, bows and arrows, spring-

type guns, slingshots, firecrackers, fireworks and cherry bombs. Anyone possessing or using any of these weapons 

can and will be subject to disciplinary action or arrest. 

SECURITY and ACCESS TO FACILITIES  
 Each campus limits access to all campus facilities to authorized personnel, students, and visitors.   

 Unauthorized persons will be considered “trespassers” and will be dealt with accordingly.  

 Adequate lighting is provided at all campus locations, especially in outside areas. Certain school staff and 

faculty are always on campus during business hours.  

 Only authorized vehicles are allowed to park in the designated parking areas.  

 Persons employed as security personnel at each campus represent the campus and are instructed to enforce 

campus security policies.   

 Security personnel is defined as any individual who is responsible for monitoring entrance into campus 

property, an individual or organization specified in a campus security policy as an individual or organization 

to which students and employees should report criminal offenses, or an official of a campus who has 

significant responsibility for student and campus activities. The security personnel do not have powers of 

arrests.  

 Such persons have the authority to evict unauthorized persons from the campus premises and will notify local 

authorities of all actual or suspected criminal activities, including trespassing.  

 The campus maintains its relationship with local police through campus in-services and collection of 

statistical in-services. In addition, the campus works with local law enforcements as necessary to report or 

investigate crimes.  
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CRIME AWARENESS and PREVENTION  
 All new campus employees and students are instructed on crime awareness during orientation, including the 

description of campus security measures and procedures for reporting any criminal activity or emergency. 

Students are required to follow campus security guidelines for their own personal and property safety, and 

are encouraged to report any suspicious activity. 

 Prospective students and employees are provided with a summary of the campus measures to prevent crime 

on campus, with details for acquiring the complete policies and procedures package from the campus via the 

campus website or at the residential campus location. This information on crime awareness is readily 

available upon request, and will be updated and re-distributed to all existing students and staff on an annual 

basis. 
 The campus conducts in-service programs designed to heighten awareness of crime and its prevention. These 

in-service programs may be conducted by local law enforcement or other qualified officials. 
 The campus does not maintain any off-campus student organizations.  
 Students performing externship or off-campus clinical practice are expected to practice safety and security 

procedures as if the site were an extension of the campus. 

 
Crime Prevention 
Often people contribute to crimes of opportunity by needlessly placing themselves or their property at risk. Prevention 

efforts can be effective in reducing the opportunities for criminal activity. The following list is a compilation of tips 

devoted to crime prevention:  

 Do not prop open campus doors.  

 Do not leave personal property unattended.  

 Report suspicious individuals to security.  

 Keep your room locked at all times.  

 At night, always walk in groups of at least two.  

 Stay on main walkways.  

 Remove valuables from your car and lock it.  

 Engrave your initials into your valuables.  

 Attend college-sponsored programs led by law enforcement officials.  

 Always carry your picture ID.  

 Be aware of your surroundings and what is going on around you.  

 

If you assume responsibility for your own safety first and encourage others to do the same, the opportunities for crime 

are drastically reduced.  

 
VOTER REGISTRATION 
You can register to vote for federal, state, and local elections by mail; in person at any Division of Elections office, 

Division of Motor Vehicle office through a voter registration agency, or voter registrar. 

 

You must register at least 30 days before the election. This gives the clerk time to process the forms and send you a 

Voter Identification Card. You must also re-register to vote whenever you move to a new city or township. If you 

move within a city or township, you must update your address. This can be handled through the mail or in person at 

any Division of Elections office, Division of Motor Vehicle office through a voter registration agency, or voter 

registrar. For more information, you can visit http://www.chartercollege.edu/voter-registration-info. 

 
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974 (FERPA) 
Based on the Family Education Rights and Privacy Act (FERPA), Charter College students (if under 18 years of age, 

their parent(s)/guardian(s)) have a right to request to inspect and review their education records by submitting a written 

request to the Education Department. Charter College will make records available for review within 45 days of receipt 

of the request.  Students (if under 18 years of age, their parent(s)/guardian(s)) may then request that the College correct 

/amend their records by notifying the Education Department in writing.  After evaluations of these requests, students 

will be notified in writing of the outcome. If the College does not amend the record, the student (if under 18 years of 

age, their parent(s)/guardian(s)) has the right to a formal hearing. 

 

http://www.elections.alaska.gov/csm_contact_reo.php
http://www.elections.alaska.gov/vi_vr_where.php
http://www.elections.alaska.gov/csm_contact_reo.php
http://www.elections.alaska.gov/vi_vr_where.php
http://www.chartercollege.edu/voter-registration-info
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In compliance with FERPA, Charter College will release “directory information” on all students. Directory 

information includes student names, student statuses, professional certifications, academic award and commencement 

information. Students may consent to release additional personally identifiable information in their education records 

and/or decline release of directory information by completing the form titled, Authorization to Release Information.  

 

Charter College will honor requests by students to withhold certain information from parties requesting it, except 

where governed by law and/or regulation.   

 

Under FERPA, Charter College may release student information without student consent to school officials. The 

College may also release information to school officials at other schools to which the student is transferring and to 

appropriate parties in connection with financial aid to a student.   The College is also authorized to release student 

information to various federal and state agencies, accreditation agencies and to appropriate parties when so ordered 

by a federal or state court. Additionally, in the event of an emergency, Charter College will release student information 

to protect the health and safety of students, staff and faculty.   

 

Charter College’s responses to student requests for academic record corrections may be appealed in accordance with 

Charter College’s Grievances and Appeals Policy. Students who have a grievance regarding the College’s compliance 

with FERPA may file a complaint with the U.S. Department of Education, Family Policy Compliance Office, 400 

Maryland Avenue, S.W., Washington, D.C. 20202-4605. 

 
UNAUTHORIZED DISTRIBUTION OF COPYRIGHTED MATERIALS 
Charter College is required by Federal Law – H.R. 4137 to make an annual disclosure informing students, faculty and 

staff that illegal distribution of copyrighted materials may lead to civil and/or criminal penalties. Transmitting, 

downloading or copying any material that you do not have the right to make available and that infringes any patent, 

trademark, trade secret, copyright or other proprietary rights of any party is prohibited.  Installing or distributing 

pirated or unlicensed software is also forbidden.  Students, faculty or staff who violate federal copyright law do so at 

their own risk. Charter College takes steps to detect and punish users who illegally distribute copyrighted materials.   

 

Charter College reserves the right to suspend or terminate network access to any campus user that violates this policy 

and network access may be suspended if any use is impacting the operations of the network.  Violations may be 

reported to appropriate authorities for criminal or civil prosecution. Penalties for copyright infringement include civil 

and criminal penalties. In general, anyone found liable for civil copyright infringement may be ordered to pay either 

actual damages or “statutory” damages affixed at not less than $750 and not more than $30,000 per work infringed.  

For “willful” infringement, a court may award up to $150,000 per work infringed.  A court can in its discretion, also 

assess costs and attorneys’ fees.  

 
Willful copyright infringement can also result in criminal penalties, including imprisonment of up to five years and 

fines of up to $250,000 per offense.  For more information, please the website of the U.S. Copyright Office at 

www.copyright.gov. 

 
SECURITY AWARENESS AND CRIME PREVENTION PROGRAMS 
During student orientation sessions and new employee orientation sessions, students, faculty, and associates are 

informed of services offered by Charter College. Crime Prevention, Security Awareness and Sexual Assault 

Prevention Programs are developed and presented on an annual basis. Periodically, the Title IX Coordinator will 

present crime prevention and security awareness sessions on a variety of timely topics specific to the campus or 

surrounding community. The common theme of all security awareness and crime prevention programs is to encourage 

students, faculty and staff to be aware of their shared responsibility with the college for their own security and the 

security of others. In addition to these sessions, crime prevention information is disseminated to students, faculty and 

staff through crime prevention awareness posters, security alert posters, displays, and social media outlets. 

 

Programs to Prevent Domestic Violence, Dating Violence, Sexual Assault and Stalking 
The College engages in comprehensive, intentional, and integrated programming, initiatives, strategies, and 

campaigns intended to end dating violence, domestic violence, sexual assault and stalking that: 

1. Are culturally relevant, inclusive of diverse communities and identities, sustainable, responsive to community 

needs, and informed by research, or assessed for value, effectiveness, or outcome; and 
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2. Consider environmental risk and protective factors as they occur on the individual, relationship, institutional, 

community and societal levels 

 

Educational programming consists of primary prevention and awareness programs for all incoming students and new 

employees and ongoing awareness and prevention campaigns for students that address: 

1. How the institution prohibits the crimes of domestic violence, dating violence, sexual assault and stalking (as 

defined by the Clery Act) as those terms are defined later in this document  

2. Explains the definitions of domestic violence, dating violence, sexual assault and stalking in the applicable 

jurisdiction definitions of these terms 

3. Incorporates what actions constitute consent, in reference to sexual activity 

4. Describes safe and positive options for bystander intervention. Bystander intervention means safe and positive 

options that may be carried out by an individual or individuals to prevent harm or intervene when there is a risk of 

dating violence, domestic violence, sexual assault or stalking. Bystander intervention includes recognizing situations 

of potential harm, understanding institutional structures and cultural conditions that facilitate violence, overcoming 

barriers to intervening, identifying safe and effective intervention options, and taking action to intervene. 

5. Provides Information on risk reduction. Risk reduction means options designed to decrease perpetration and 

bystander inaction, and to increase empowerment for victims in order to promote safety and to help individuals and 

communities address conditions that facilitate violence. 

6. The college also provides written information regarding: 

a. Procedures victims should follow if a crime of domestic violence, dating violence, sexual assault or 

stalking occurs (as described in “Procedures Victims Should Follow if a Crime of Domestic Violence, 

Dating Violence, Sexual Assault or Stalking Occurs” elsewhere in this document) 

b. How the institution will protect the confidentiality of victims and other necessary parties (as described in 

“Assistance for Victims: Rights and Options” elsewhere in this document) 

c. Existing counseling, health, mental health, victim advocacy, legal assistance, visa and immigration assistance, and 

other services/resources available for victims in the community (as described in “Assistance for Victims: Rights and 

Options” elsewhere in this document). Student financial aid is available at the college. 

d. Options for, available assistance in, and how to request changes to academic, living, transportation, and working 

situations or protective measures (as described in “Assistance for Victims: Rights and Options” elsewhere in this 

document) 

e. Procedures for institutional disciplinary action in cases of alleged dating violence, domestic violence, sexual assault, 

or stalking (as described in “Adjudication of Violations” elsewhere in this document) 

 

POLICY STATEMENT ADDRESSING PREVENTING AND RESPONDING TO DATING 

VIOLENCE, DOMESTIC VIOLENCE, SEXUAL ASSAULT AND STALKING 
Charter College prohibits domestic violence, dating violence, sexual assault and stalking. Charter maintains a zero-

tolerance policy for the above offenses. Toward that end, Charter College issues this statement of policy to inform the 

campus community of our programs to address domestic violence, dating violence, sexual assault and stalking as well 

as the procedures for institutional disciplinary action in cases of alleged dating violence, domestic violence, sexual 

assault, or stalking, which will be followed regardless of whether the incident occurs on or off campus when it is 

reported to a College official. 

 
Charter College prohibits the offenses of domestic violence, dating violence, sexual assault and stalking.  Each of 

these offenses are defined as follows: 

 

 Domestic Violence -  

o A felony or misdemeanor crime of violence committed by a current or former spouse or intimate 

partner of the victim, by a person with whom the victim shares a child in common, by a person who 

is cohabitating with or has cohabitated with the victim as a spouse, by a person similarly situated to 

a spouse of the victim under the domestic or family violence laws of the jurisdiction receiving grant 

monies, or by any other person against an adult or youth victim who is protected from that person’s 

acts under the domestic or family violence laws of the jurisdiction. 

 Dating Violence 

o Violence committed by a person: 

 Who is or has been in a social relationship of a romantic or intimate nature with the victim; 

and  
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 Where the existence of such a relationship shall be determined based on a consideration of 

the following factors: 

 The length of the relationship 

 The type of relationship 

 The frequency of interaction between the persons involved in the relationship 

 Stalking 

o Engaging in a course of conduct directed at a specific person that would cause a reasonable person 

to: (1) fear for his/her safety or the safety of others; or (2) suffer substantial emotional distress. For 

the purposes of this definition, course of conduct means two or more acts, including, but not limited 

to, acts in which the stalker directly, indirectly, or through third parties, by any action, method, 

device, or means, follows, monitors, observes, surveils, threatens, or communicates to or about a 

person, or interferes with a person’s property.  Reasonable person means a reasonable person under 

similar circumstances and with similar identities to the victim.  Substantial emotional distress means 

significant mental suffering or anguish that may, but does not necessarily, require medical or other 

professional treatment or counseling.  

 

 Sexual Assault and Rape 

o An offense that meets the definition of rape, fondling, incest or statutory rape as used in the FBI’s 

Uniform Crime Reporting system.  A sex offense is any act directed against another person, without 

the consent of the victim, including instances where the victim is incapable of giving consent.  

 

Sexual activity requires consent, which is defined as positive, unambiguous, and voluntary agreement to engage in 

specific sexual activity throughout a sexual encounter. Consent cannot be inferred from the absence of a "no"; a clear 

"yes," verbal or otherwise, is necessary.  Consent to some sexual acts does not imply consent to others, nor does past 

consent to a given act imply present or future consent. Consent must be ongoing throughout a sexual encounter and 

can be revoked at any time.  Consent cannot be obtained by threat, coercion, or force. Agreement under such 

circumstances does not constitute consent.  Consent cannot be obtained from someone who is asleep or otherwise 

mentally or physically incapacitated, whether due to alcohol, drugs, or some other condition. A person is mentally or 

physically incapacitated when that person lacks the ability to make or act on considered decisions to engage in sexual 

activity.  Engaging in sexual activity with a person whom you know -- or reasonably should know -- to be incapacitated 

constitutes sexual misconduct. 

 

Consent can only be accurately gauged through direct communication about the decision to engage in sexual 

activity.  Presumptions based upon contextual factors (such as clothing, alcohol consumption, or dancing) are 

unwarranted, and should not be considered as evidence for consent.  Although consent does not need to be verbal, 

verbal communication is the most reliable form of asking for and gauging consent, and you are thus urged to seek 

consent in verbal form. Talking with sexual partners about desires and limits may seem awkward, but serves as the 

basis for positive sexual experiences shaped by mutual willingness and respect. 

 

Bystander Intervention 

If you are the bystander to domestic violence, dating violence, sexual assault or stalking, below are some options for 

the bystander: 

 If you witness sexual violence, get support from people around you.  You do not have to act alone. 

 Practice with friends and family about what you would say and how you would say it. 

 When intervening, be respectful, direct and honest.  

 Contact your local sexual assault center to see if they offer resources or training on bystander intervention 

(www.nsvrc.org/organizations/state-and-territory-coaliations) 

 If you see or hear something and you do not feel safe, contact the police. 

 

 

 

 

Risk Reduction and Ongoing Awareness 

Charter College provides risk reduction and ongoing awareness through orientation of new staff and perspective and 

ongoing students.  In our orientation program, staff and students are provided information on general crime prevention, 

how to interrupt situations of harm and the appropriate notification system when an act occurs. 

http://www.nsvrc.org/organizations/state-and-territory-coaliations
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PROCEDURES TO FOLLOW IF A CRIME OF DOMESTIC VIOLENCE, DATING VIOLENCE, 

SEXUAL ASSAULT OR STALKING OCCURS 
Victims of these offenses are strongly encouraged to report the incident in order to deter these assaults and to ensure 

that victims receive the services they need.  Steps should be taken to help deal with the physical and emotional trauma: 

 Go to a safe place; go somewhere to receive emotional support 

 Report a sexual assault on campus to the Campus President 

 Report the assault to the police. If requested, Charter College will assist with notification 

 Preserve all physical evidence 

 Go to the hospital for medical care. Injuries should be treated and an examination completed to document 

and collect physical evidence of the assault. 

 

Evidence of a sexual assault should be preserved as soon as possible after the incident, even if the reporting student is 

unsure about reporting or filing criminal charges.  A Sexual Assault Forensic Examination (SAFE) will preserve 

evidence and may be done up to 84 hours after an assault.  A SAFE may be done regardless of whether or not the 

student receiving the examination wants to pursue criminal charges.  The student does not need to provide his/her 

name to police to have the exam and for the evidence to be preserved.  Preserving evidence, including from a SAFE, 

does not obligate the student to pursue criminal charges or appear in court.  Steps to preserve evidence:  

 Do not shower or douche 

 Try not to urinate. Urinating may reduce the ability to detect “date rape” drugs 

 If there was oral contact, do not smoke, eat, or brush teeth 

 Do not change clothes. If you have already changed your clothes, place them in a paper bag (plastic may 

destroy evidence) If you haven’t changed, keep the original clothes on and bring an extra set to wear home 

from the hospital 

 Go to a hospital with the capability of providing a SAFE exam and request the exam. The cost of a SAFE 

examination is paid for from a state fund 

 
Assistance for Victims - Rights and Options 

Regardless of whether a victim elects to pursue a criminal complaint, the College will assist victims of sexual assault, 

domestic violence, dating violence, and stalking and will provide each victim with a written explanation of his/her 

rights regardless whether the offense occurred on or off campus. Such written information will include: 

• The procedures victims should follow if a crime of dating violence, domestic violence, sexual assault or 

stalking has occurred; 

• Information about how the institution will protect the confidentiality of victims and other necessary parties; 

• A statement that the institution will provide written notification to students and employees about victim 

services such as existing counseling, health, mental health, victim advocacy, legal assistance, visa and 

immigration assistance, student financial aid and other services available within the institution and in the 

community; 

• A statement regarding the institution’s provisions about options for, available assistance in, and how to request 

accommodations and protective measures; and 

• An explanation of the procedures for institutional disciplinary action 

Procedure for Reporting Sexual Misconduct  
If you believe that you have experienced or witnessed sexual misconduct, notify someone as soon as possible after the 

incident. Students should notify the Title IX Coordinator or the Campus President and employees should notify the 

Title IX Coordinator, their supervisor, or Human Resources. Do not allow an inappropriate situation to continue by 

not reporting it, regardless of who is creating the situation. No employee, contract worker, student, vendor or other 

person who does business with the College is exempt from the prohibitions in this policy. All complaints involving a 

student will be referred to the Title IX Coordinator and to the Human Resources Department if the complaint involves 

an employee. In order to facilitate the investigation, your complaint should include details of the incident or incidents, 

names of the individuals involved and names of any witnesses. 

The College ensures that its employee(s) designated to serve as Title IX Coordinator(s) have adequate training on 

what constitutes sexual misconduct (including issues related to dating violence, domestic violence, sexual assault, and 

stalking), they understand how this policy operates, and understand how to conduct an investigation that protects the 

safety of victims and promotes accountability. Because reports can also be filed with an employee’s supervisor or 
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Human Resources, these employees also receive training on the College’s procedures and any other procedures used 

for investigating reports of sexual misconduct. 

A report may be made to either or both the police and the Title IX Coordinator. In order to ensure availability of 

witnesses and fresh memories of the alleged sexual misconduct, all reports should be made as promptly as possible 

after the alleged conduct. Where there is any question about whether an incident of sexual misconduct occurred, a 

report should be made to the College for assistance in determining the nature of the incident. 

Any member of the College community may report conduct that could constitute sexual harassment under this policy. 

In addition, managers and other designated employees are responsible for taking whatever action is necessary to 

prevent sexual harassment, to correct it when it occurs, and to report it promptly to the Title IX Coordinator (Sexual 

Harassment Officer). 

Any individual may file a complaint or grievance alleging sexual harassment by contacting the College’s Title IX 

Coordinator. 

Accommodations and Protective Measures Available for Victims 
Upon receipt of a report of domestic violence, dating violence, sexual assault or stalking, Charter College will provide 

written notification to students and employees about accommodations available to them, including academic, living, 

transportation and working situations. The written notification will include information regarding the accommodation 

options, available assistance in requesting accommodations, and how to request accommodations and protective 

measures (i.e., the notification will include the name and contact information for the individual or office that should 

be contacted to request the accommodations.) 

 

At the victim’s request, and to the extent of the victim’s cooperation and consent, the College will work cooperatively 

to assist the victim in obtaining accommodations. The College is obligated to comply with a victim’s reasonable 

request to make changes to academic, living, working or transportation situations regardless of whether the victim 

chooses to report the crime to local law enforcement. Examples of options for a potential change to the academic 

situation may be to transfer to a different section of a class, withdraw and take a class at another time if there is no 

option for moving to a different section, campus, etc. Possible changes to work situations may include changing 

working hours. Possible changes in transportation may include having the student or employee park in a different 

location, assisting the student or employee with a safety escort, etc. 

 
To request changes to academic, living, transportation and/or working situations or protective measures, a victim 

should contact the Title IX Coordinator/Campus President or the Charter College Chancellor. If the victim wishes to 

receive assistance in requesting these accommodations, she or he should contact the Title IX Coordinator/Campus 

President or Charter College Chancellor. 

 

Confidentiality 
Victims may request that directory information on file with the College be withheld by request to the Registrar’s 

Office. Regardless of whether a victim has opted-out of allowing the College to share “directory information,” 

personally identifiable information about the victim and other necessary parties will be treated as confidential and 

only shared with persons who have a specific need-to-know, i.e., those who are investigating/adjudicating the report 

or those involved in providing support services to the victim, including accommodations and protective measures. By 

only sharing personally identifiable information with individuals on a need-to-know basis, the institution will maintain 

as confidential, any accommodations or protective measures provided to the victim to the extent that maintaining such 

confidentiality would not impair the ability of the institution to provide the accommodations or protective measures. 

 

The College does not publish the name of crime victims or other identifiable information regarding victims in the 

Daily Crime Log or in the annual crime statistics that are disclosed in compliance with the Jeanne Clery Disclosure 

of Campus Security Policy and Campus Crime Statistics Act. Furthermore, when a Timely Warning Notice is issued, 

including on the basis of a report of domestic violence, dating violence, sexual assault or stalking, the name of the 

victim and other personally identifiable information about the victim will be withheld. The College reserves the right 

to notify parents/guardians of dependent students regarding any health or safety risk, or a change in student status. 

Adjudication of Violations 
The College’s disciplinary process includes a prompt, fair, and impartial investigation and resolution process from the 

initial investigation to the final result. In all instances, the process will be conducted in a manner that is consistent 

with the institution’s policy and that is transparent to the accuser and the accused. Usually, the resolution of domestic 
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violence, dating violence, sexual assault and stalking complaints are completed within 60 days of the report. However, 

each proceeding allows for extensions of timeframes for good cause with written notice to the accuser and the accused 

of the delay and the reason for the delay. College officials involved in the investigation or adjudication of domestic 

violence, dating violence, sexual assault and stalking complaints are trained annually on the issues related to domestic 

violence, dating violence, sexual assault, and stalking as well as how to conduct an investigation and hearing process 

that protects the safety of the victim and promotes accountability. Furthermore, Charter policy provides that: 

1. The accuser and the accused will have timely notice for meetings at which the accuser or accused, may be present; 

2. The accuser, the accused and appropriate officials will have timely and equal access to any information that will be 

used during formal and informal disciplinary investigations; 

3. The institutional disciplinary procedures will not be conducted by officials who have a conflict of interest or bias 

for or against the accuser or the accused; 

4. The accuser and the accused will have the same opportunities to have others present during any institutional 

investigation. The accuser and the accused each have the opportunity to be advised by an advisor of their choice at 

any stage of the process and to be accompanied by that advisor to any related meeting or proceeding. The College will 

not limit the choice of advisor or presence for either the accuser or the accused in any meeting or institutional 

disciplinary investigation. However, the role of the advisor is limited to consulting and advising his or her advisee, 

but not speak for the advisee at any meeting or hearing. 

5. The accuser and the accused will be notified simultaneously, in writing, of the initial, interim and final decision of 

any disciplinary proceeding; and 

6. Where an appeal is permitted under the applicable policy, the accuser and the accused will be notified 

simultaneously in writing, of the procedures for the accused and the victim to appeal the result of the institutional 

disciplinary proceeding. When an appeal is filed, the accuser and the accused will be notified simultaneously in writing 

of any change to the result prior to the time that it becomes final as well as of the final result once the appeal is 

resolved. 

 

Whether or not criminal charges are filed, the College or a person may file a complaint under the following policies, 

depending upon the status of the accused (student or employee). 

 

If Charter College knows or reasonably should know of sexual harassment, to include sexual violence, Charter College 

has a duty to investigate. Consequently, whether a victim chooses to cooperate or not should not be the deciding factor 

for whether or not disciplinary charges are brought against an accused party. If an investigation determines that it is 

more likely than not that the institution’s sexual misconduct policy was violated, then Charter College may assume 

the role of the complainant. 

 

Types of Disciplinary Proceedings Utilized in Cases of Alleged Domestic Violence, Dating Violence, 

Sexual Assault and Stalking 
The College only uses one type of disciplinary proceedings for domestic violence, dating violence, sexual assault and 

stalking allegations by using an investigator model. The steps and the decision-making process are outlined in the 

section below “Investigation and Resolution.” 

 

The victim of dating violence, domestic violence, sexual assault or stalking may choose for the investigation to be 

pursued through the criminal justice system and the Title IX Coordinator, or only the former or the latter. The Title 

IX Coordinator can guide the victim through the available options and support the victim in his or her decision. 

 

Investigation and Resolution 
Title IX Coordinator/Campus President and managers are trained annually on the issues related to domestic violence, 

dating violence, sexual assault, and stalking and taught how to conduct an investigation and grievance process that 

protects the safety of the victim and promotes accountability. The training also addresses what constitutes relevant 

evidence and how it should be used during a proceeding. A refresher is given annually on proper techniques for 

questioning witnesses and basic procedural rules for conducting an investigation. The training also covers the rules 

on avoiding actual and perceived conflicts of interest. 

 

Upon notice of a potential discrimination or harassment situation related to this policy, the Title IX Coordinator will 

conduct an assessment to determine if the complaint constitutes a potential violation of this policy. If it does not, the 

complaint will be dismissed (or could be referred to another department if the complaint constituted a violation of 

another college policy.) If the complaint could constitute a violation of this policy, a fair and impartial investigation 
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will be conducted by at least one trained staff member. Charter College reserves the right to employ external 

investigators if it determines that the investigation would be best conducted in this way. 

 

The investigation will typically include interviewing all involved parties (accused, victim, witnesses) and the 

collecting of any documentation or evidence relevant to the allegation. Upon completion of the investigation, the 

investigator and the Title IX Coordinator shall meet to determine if the investigation is complete. If the investigation 

is complete, the investigator will meet with the victim and respondent separately after fact-finding but before a finding 

of responsibility and advise them of the facts that will be used in determining if it was more likely than not that the 

respondent violated this policy. The parties will be offered an opportunity to correct any information that is factually 

inaccurate or to present any new information to the investigator at this time. If new information is presented that 

prompts the need for further investigation, the investigator will complete it based on the new information shared. If 

no further investigation needs to occur, the investigator will provide the final report to the Title IX Coordinator. The 

investigator will include in their findings their determination of whether or not it is more likely than not that the 

respondent violated this policy and will include that rationalization in the report, which will be shared with the Title 

IX Coordinator. 

 

The victim and respondent are permitted to bring, at their expense, an advisor of choice to any meeting or disciplinary 

proceeding in which they are required to be present. An advisor of choice means any person who the victim or 

respondent chooses to bring to advise, counsel, or support them. Charter College permits an advisor of choice, 

however, strictly controls the role of such advisor. An advisor may not speak to anyone other than his or her advisee, 

may not ask questions of the administrator, investigator, or witnesses, and may in no way interfere with the meeting 

or proceeding in which they are attending. At any point,  Charter College may remove an advisor if it is determined 

that the advisor is being disruptive to the process. If at the conclusion of the investigation the investigator has 

determined that it is more likely than not that sexual misconduct occurred in violation of this, the following will occur: 

 

If the accused party is a student, the Title IX Coordinator will confer and decide on the appropriate sanction. After 

determining the sanction, the Title IX Coordinator will issue the finding, the reason for the finding and the associated 

sanctions in writing simultaneously to the victim and respondent. The Title IX Coordinator will impose the sanctions 

as identified, which include options such as undergoing Title IX education and prevention program; Title IX training 

assignment/research paper, apology letter, community service, presentation, loss of privileges, including possible 

exclusion from participating in school related events; probation, no contact with the victim; suspension or expulsion 

from Charter College. 

 

If the accused party is an employee, the Title IX Coordinator and/or Chancellor will confer with the Human Resources 

department and decide on the appropriate sanction. After determining the sanction, the Title IX Coordinator or 

Chancellor will issue the finding, the reason for the finding and the associated sanctions in writing simultaneously to 

the victim and respondent. Human Resources will impose the sanctions as identified by the Title IX Coordinator or 

Chancellor, which could include undergoing Title IX education and prevention program, apology letter, community 

service, probation, no contact with the victim; suspension or termination of employment. 

 

The Title IX Coordinator and Chancellor will routinely confer on all cases to ensure consistent application of this 

policy. Charter College reserves the right to bring complaints forward against a student or employee and to act as the 

victim for purposes of this policy. Further, a victim need not be a member of the Charter College community. 

 

The standard of proof used to determine whether or not a violation of this policy has occurred is a preponderance of 

evidence, which means it is more likely than not the misconduct occurred, to have a finding of responsibility. 

 

Typically, the investigation, resolution, and appeal will not exceed 60 days although Charter College  reserves the 

right to exceed this timeframe in order to conduct a thorough investigation. If the investigation does or is anticipated 

to exceed 60 days, Charter College will notify the victim and respondent in writing and will advise them of the reason 

for the delay and the anticipated timeframe for the completion of the investigation. 

 

The outcome/finding, the rationalization for the finding, and the sanctions imposed, if any, shall be conveyed to the 

victim and respondent simultaneously and in writing as noted above via the Charter College email system and will 

be delivered via certified/registered US Mail at the same time.  
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Both the victim and the respondent have a right to appeal the finding or non-finding of responsibility or the associated 

sanction. Charter College will simultaneously notify, in writing, both the victim and the respondent, of the 

institution’s procedures for the respondent and the victim to appeal the result of the institutional disciplinary 

proceeding.  Appealing the finding of responsibility or non-responsibility must be based on a process error, (i.e., a 

procedural error, not that the party didn’t feel the resolution or sanction was appropriate) or the discovery of new 

evidence. Both parties will have five business days from notification to appeal in writing to the next level of authority, 

whose decision is final: 

Vice President of Student Finance and Compliance and/or Vice President of Human Resources 

750 Sandhill Road, Suite 100 

Reno, NV 89521 

 

Both individuals will be informed in writing and simultaneously of any change to the results that occur prior to the 

time that such results become final and when such results become final. The victim will be notified of any 

sanctions/outcomes that are specific to the victim (e.g., respondent has interim suspension and is ordered by the 

institution to have no contact with the victim). 

False Reports 

The College recognizes that sexual harassment frequently involves interactions between persons that are not witnessed 

by others or cannot be substantiated by additional evidence. Lack of corroborating evidence or “proof” should not 

discourage individuals from reporting sexual harassment under this policy. However, making false charges of sexual 

harassment is a serious offense. If a report is found to have been intentionally false or made maliciously without regard 

for truth, the claimant will be subject to disciplinary action. This provision does not apply to reports made in good 

faith, even if the facts alleged in the report cannot be substantiated by an investigation. 

Additional Information 

Students and employees may contact the Title IX Coordinator with any questions related to this policy. In addition, 

the U.S. Department of Education Office for Civil Rights (“OCR”) investigates complaints of unlawful harassment of 

students in educational programs or activities. This agency may serve as a neutral fact finder and will attempt to 

facilitate the voluntary resolution of disputes with the parties. For more information, visit the OCR website at: 

http://www.hhs.gov/ocr/. To the extent that an employee or contract worker is not satisfied with the College’s handling 

of a complaint, he or she may also contact the appropriate state or federal enforcement agency for legal relief. 

 
SEX OFFENDERS  

 
The Campus Sex Crimes Prevention Act requires colleges and universities to disclose to its students the location of 

sex offender registries and the campus community where state law enforcement agency information concerning 

registered sex offenders may be obtained.  The act also requires registered sex offenders to provide a notice of any 

campus of higher education in which the offender is employed, carries on a vocation, or is a student to state officials.  

 

Students who are subject to an involuntary civil commitment, after completing a period of incarceration for a forcible 

or non-forcible sexual offense, are ineligible to receive a Federal Pell Grant.  

 

Montana’s Sexual or Violent Offender Registration Act is designed to protect the public from sexual or violent 

offenders by requiring them to register with local law enforcement agencies in the jurisdiction where they reside. 

Information about offenders is made available to the public.  

 

This Registry provides an up-to-date listing of sexual and violent offenders who are required to register their 

whereabouts. The registry can be found on the Montana Attorney General’s office website 

https://app.doj.mt.gov/apps/svow/ 

 

REPORTING CRIMES 
1. Students and staff should report criminal acts to the Campus President at the campus or a member of the 

Campus Management staff.  

2. Reporting crimes is on a voluntary, confidential basis.  

https://app.doj.mt.gov/apps/svow/
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3. The Campus President is responsible to document any criminal acts, as well as reporting crimes to the local 

authorities as required by law.  

4. The campus is required to make timely warnings to members of the campus community regarding the 

occurrence of crimes. The campus community includes all campus buildings and grounds, all adjacent public 

property and externship sites.   

5. Timely warnings to the campus community will be issued in a handout or flyer, and also posted on any notice 

boards within the campus.  

6. If there is an ongoing investigation of a crime that occurred in, at, or on any of the locations listed above that 

would be jeopardized, cause the suspect to flee, risk the safety of an individual, or result in the destruction of 

evidence, the campus may delay the timely warning until any adverse effect is no longer likely to occur.  

7. The statistics are collected centrally for each campus on a monthly basis and reported to the U.S. Department 

of Education annually.  

 

Students and staff who report crimes will be provided with an explanation of your rights and options. 

 

Sanctions 

Students found responsible for violating any of the College’s policies may receive disciplinary sanctions. The 

fundamental principle guiding the imposition of sanctions in the student discipline system is founded in the College’s 

effort to balance upholding community standards with the educational development of its students in addressing 

individual behavior. 

 

The sanctioning regimen is designed to reestablish order while considering the common good, which sometimes 

necessitates the temporary or permanent removal of the offender. Mechanism within which offenders can reflect upon 

their actions and their impact on both themselves and restoration of the offender to good standing within the 

community provided the safety of the community is not jeopardized by the individuals’ presence or return.  The 

sanctions listed below are not meant to be exhaustive.    

 

 Suspension from campus 

 Dismissal from the College 

 

The final determination of the appropriate sanction is done by the Campus Leadership, in combination with the 

Corporate Office Leadership. 

 

Employees found responsible for violating the College’s policies may receive disciplinary sanctions that could include 

a written warning, final written warning and/or dismissal from employment depending on the specific violation of the 

College’s policies.  The final determination for employees is decided by the Human Resources department. 

 

CRIME STATISTICS  
The federal law requires that colleges and universities disclose statistics on crimes that may occur on-campus, on non-

campus property, or on public property adjacent to the campus. For the purposes of the Clery Act, any building that 

is owned or controlled by the institution, or is located on property that is owned or controlled by the institution, and 

is within the reasonably contiguous geographic area that makes up the campus is considered an on-campus student 

facility even if the building itself is owned or controlled by a third party, as classified by the FBI Uniform Crime 

Report. The Campus Crime Statistics contain the criminal offenses and disciplinary instances as reported to the campus 

or the local law enforcement as occurring on campus, off campus, or on public property within close proximity of the 

campus. 

 
Campus specific statistics are attached as an addendum and may be obtained by students and/or employees (current 

and perspective) via the campus website at http://www.chartercollege.edu/campus-crime-securityor at the residential 

campus location. The Campus Crime Statistics include the number of offenses or instances for the last three completed 

calendar years. 

CAMPUS SECURITY AUTHORITY CHART 
 

Individuals to contact in case of emergency: 

http://www.chartercollege.edu/campus-crime-security
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1. Receptionist / Campus Support Specialist 

2. Director of Admissions  

3. Instructor 

4. Campus President 

 

DRUG-FREE CAMPUS AND WORKPLACE  

 

ALCOHOL and DRUG POLICY  

 
The campus is designated as “Drug-Free.” The campus will provide to each student upon enrollment a separate, clear 

and conspicuous written notice with information on the penalties associated with drug-related offenses. The 

possession, sale or the furnishing of alcohol on campus is governed by the Code of Student Conduct found in the 

catalog. The Code of Student Conduct states that students will be held accountable for “the use of alcoholic beverages 

or controlled substances on College or externship property, including the purchase, consumption, possession, or sale 

of such items.” The National Minimum Drinking Age Act of 1984 required all states to raise their minimum purchase 

and public possession of alcohol to age 21.  

 

A student committing this violation shall receive a written warning concerning the misconduct and is subject to 

disciplinary action up to and including immediate suspension or dismissal, criminal prosecution, fine and/or 

imprisonment. Students dismissed for conduct violations will not be readmitted. The possession, sale, manufacture of 

distribution of any controlled substance is illegal under both state and federal laws.   

 
In conjunction with the campus security bi-annual in-services, the campus will address the Drug and Alcohol 

Prevention program that was implemented to determine the following:  

 
1. The number of drug and alcohol-related violations and fatalities that occur on the campus or as part of any 

of the campus activities must be reported to campus officials, and  

2. The number and type of sanctions that are imposed by the campus as a result of drug and alcohol-related 

violations and fatalities on the campus or as part of any of the campus activities.  

 

Note: Additional information is available within the Employee Handbook for campus personnel.  

 
The campus must provide a timely notice to each student who has lost eligibility for any grant, loan, or work-study 

assistance as a result of penalties in a separate clean, and conspicuous written notice that notifies the student of the 

loss of eligibility and advises the student of the ways in which to regain eligibility. If the student successfully passes 

two unannounced drug tests conducted by a drug rehabilitation program that complies with criteria established by the 

Secretary he may be eligible to regain eligibility of Federal funds.  

 
DESCRIPTION OF HEALTH RISKS ASSOCIATED WITH ALCOHOL  

 
Alcohol (at .08 Blood Alcohol Concentration & Above) 

Impaired motor abilities; reduced judgment; sleepiness; increased sexual desire but reduced ability to perform; nausea, 

vomiting; liver disorders-alcoholic hepatitis, alcoholic cirrhosis; cancer of the tongue, mouth, throat, esophagus, liver, 

breast; fetal alcohol syndrome (most common symptom is mental retardation). 
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TABLE OF MONTANA DRUG AND ALCOHOL PUNISHMENT 
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FEDERAL SANCTIONS 

 

Federal Penalties and Sanctions for Illegal Possession of a Controlled Substance 

 First Conviction: Up to one year imprisonment and fined at least $1,000 but not more than $100,000 or 

both 

 After one prior drug conviction: At least 15 days in prison, not to exceed two years, and fined at least 

$2,500 but not more than $250,000, or both 

 After two or more drug convictions: At least 90 days in prison, not to exceed three years, and fined at least 

$5,000 but not more than $250,000 or both 

 Special sentencing provisions for possession of crack cocaine: Mandatory at least five years in prison, not 

to exceed 20 years, and fined up to $250,000, or both if: 

o First convictions and amount of crack possessed exceeds five grams. 

o Second crack conviction and the amount of crack possessed exceed three grams. 

o Third or subsequent crack conviction and the amount of crack possessed exceeds one gram. 

 Forfeiture of personal and physical property used to possess or to facilitate possession of a controlled 

substance if that offense is punishable by more than one year of imprisonment. (See special sentencing 

provisions re: crack). 

 Forfeiture of vehicles, boats, aircraft, or any other conveyance used to transport or conceal a controlled 

substance. 

 Civil fine of up to $10,000 (pending adoption of final regulations). 

 Denial of federal benefits such as student loans, grants, contracts, and professional and commercial 

licenses, up to one year for first offense, and up to five years for second and subsequent offenses. 

 Ineligible to receive or purchase a firearm. 

 Revocation of certain federal licenses and benefits (e.g. pilot licenses, public housing tenancy, etc.) are 

vested within the authorities of individual federal agencies. 
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Federal Trafficking Penalties for Illegal Distribution of a Controlled Substance 

 Methamphetamine (10-99 gm, or 100-199 gm mixture) 

 Heroin (100-999 gm mixture) 

 Cocaine/Cocaine Base (500-4,999 gm mixture (Cocaine)/5-49 gm mixture (Cocaine Base)) 

 Phencyclidine (PCP) (10-99 gm or 100-999 gm mixture) 

 LSD (1-10 gm mixture) 

 Fentanyl/Fentanyl Analogue (40-399 gm mixture (Fentanyl)/10-99 gm mixture (Fentanyl Analogue)) 

 Marijuana (Mixture containing detectable quantity)(100-1,000 kg; or 100-999 plants) 

1. First Offense: Not less than five years and not more than 40 years. If death or serious injury not less 

than 20 years and not more than life. Fine of not more than $2 million for individuals, $5 million other 

than an individual. 

2. Second Offense: Not less than 10 years and not more than life. If death or serious injury not less than 

life. Fine of not more than $4 million for individuals, $10 million other than an individual. 

 Methamphetamine (100 gm or more, or 1 kg or more mixture) 

 Heroin (1 kg or more mixture) 

 Cocaine/Cocaine Base (5 kg or more mixture (Cocaine)/50 gm or more mixture (Cocaine Base)) 

 Phencyclidine (PCP) (100 gm or more, or 1 kg or more mixture) 

 LSD (10 gm or more mixture) 

 Fentanyl/Fentanyl Analogue (400 gm or more mixture (Fentanyl)/100 gm or more mixture (Fentanyl 

Analogue)) 

 Marijuana (Mixture containing detectable quantity) (1,000 kg or more; or 1,000 or more plants) 

1. First Offense: Not less than 10 years and not more than life. If death or serious injury, not less than 20 

years and not more than life. Fine of not more than $4 million for individuals, $10 million other than 

an individual. 

2. Second Offense: Not less than 20 years and not more than life. If death or serious injury, not less than 

life. Fine of not more than $8 million for individuals, $20 million other than an individual. 

 Marijuana (Less than 50 kg) 

 Hashish/Hashish Oil (Less than 10 kg (Hashish)/less than 1kg (Hashish Oil)) 

1. First Offense: Not more than five years. Fine of not more than $250,000 for individuals, $1 million 

other than an individual. 

2. Second Offense: Not more than 10 years. Fine of not more than $500,000 for individuals, $2 million 

other than an individual. 

 Marijuana (50-100 kg; or 50-99 plants) 

 Hashish/Hashish Oil (10-100 kg (Hashish)/1-100 kg (Hashish Oil)) 

1. First Offense: Not more than 20 years. If death or serious injury, not less than 20 years and not more 

than life. Fine of no more than $1 million for individuals, $5 million other than an individual. 

2. Second Offense: Not more than 30 years. If death or serious injury, not less than life. Fine no more 

than $2 million for individuals, $10 million other than an individual. 

 

HEALTH RISKS AND DISORDERS 

 
CANNABIS MARIJUANA HASH/HASH OIL THC 

Diminished-short term memory, motivation and cognition, coordination and concentration, oral communication, 

reaction time; anxiety and panic reactions; carcinogenic elements in smoke; damaged lungs and respiratory system. 

 

COCAINE (includes CRACK COCAINE) 

Increased likelihood of risk taking; seizures; sleeplessness; paranoia; irregular heartbeat; can cause sudden death by 

stroke or heart failure, even in young users; cocaine psychosis (paranoia and hallucinations); ulceration of mucous 

membranes in the nose; sexual dysfunction; during pregnancy can cause severe physical and emotional problems in 

babies.  
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AMPHETAMINES, METHAMPHETAMINES, OTHER STIMULANTS (excluding Cocaine) 

Increased heart and respiratory rates; elevated blood; decreased appetite; headaches, blurred vision; dizziness; 

sleeplessness; anxiety; amphetamine psychosis-violent behavior, hallucinations, delusions, paranoia; drug tolerance 

and dependency; mood swings; ulcers; mental confusion. 

 

NARCOTICS, OPIUM, MORPHINE, CODEINE, HEROIN, METHADONE, DARVON, DEMEROL 

Feeling of euphoria followed by drowsiness; nausea and vomiting; respiratory depression; central nervous system 

depression; use of unsterile needles promotes AIDS, hepatitis B, endocarditis (infection in the heart); women 

dependent on opiates have multiple pregnancy complications-spontaneous abortions, still births, anemia, diabetes. 

 

PSYCHEDELICS, LSD, MESCALILNE, PSILOCYBIN, PHENCYCLIDINE (PCP), MDMA (ECSTACY)  

Distorted sense of distance, space and time; blockage of pain sensations; nausea, vomiting and diarrhea; severe mood 

disorders, panic depression, anxiety; greater suggestibility and feelings of invulnerability; unpredictable reactions if 

drugs are “cut” with impurities; tolerance after (3-4 daily doses—higher doses are required to produce same effects).  

 

DRUG AND ALCOHOL COUNSELING 
Although the availability and use of various substances may change from time to time, the use of chemical substances 

by youth and adults continues at an alarming rate. Working with individuals and families who have become unable to 

cope with the demands of daily living and who have turned to chemicals to help in coping is difficult and complex 

task. 

 

We recognize that it is not easy for individuals and families to confront the problem of drug and alcohol abuse and 

harder still to admit the need for outside help. We strongly believe that early intervention and early treatment will 

significantly decrease the potential harm from drug and alcohol abuse and more easily repair dysfunctional 

relationships. 

 

With this goal in mind, Charter College has a staff member who is available to all students, faculty and staff for 

advising. Charter College may assist in the referral to one of the local agencies. 

 
NATIONAL AGENCIES 

This list is not intended to be complete but it represents a variety of alternative locations.  Charter College does not 

have a personal association with any agency. 

 

National Clearinghouse for Alcohol and Drug Information 

(800) 729-6686 

 

National Council on Alcoholism and Drug Dependence of SC www.ncadd.org 

(805) 254-0700 or (800)NCA-CALL   

 

Alcoholics Anonymous  www.aa.org   National Organization for Victim Assistance 

CA: (805) 254-0700     800-TRY-NOVA 

WA: (360)694-3870     www.trynova.org 

AK: (907)272-2312 

 

Drug Abuse Hotline     The National Center for Victims of Crimes 

(800) 662-HELP      202-467-8700 

       www.victimsofcrime.org 

National Alcohol Hotline 

(800)-ALCOHOL 

 

Cocaine Hotline 

(800) COCAINE 

(805) 254-0700 

(818) 988-3001 

 

http://www.ncadd.org/
http://www.aa.org/
http://www.trynova.org/
http://www.victimsofcrime.org/
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STATEMENT OF INSTITUTION SANCTIONS 
Violation of this policy can result in a disciplinary action, up to and including termination of an employee or 

dismissal of a student, even for a first-time offense. 

 
DRUG & ALCOHOL ABUSE PROCEDURES FOR EMPLOYEES 

The Company is concerned about the use of alcohol, illegal drugs or controlled substances as it affects the workplace. 

The following rules and standards of conduct apply to all employees during the workday (including meal and rest 

periods) either on or off company property, as well as during business related travel. No employee may use, possess, 

distribute, sell, or be under the influence of alcohol or drugs. The legal use of prescribed drugs is permitted on the job 

only if it does not impair the employee’s ability to perform the essential functions of the job in a safe manner.  

 

In order to enforce this policy, the Company reserves the right to conduct searches of Company property or 

employees and/or their personal property that is located on Company property and to implement other measures 

necessary to deter and detect abuse of this policy.  

 
Employees must notify the Company of any criminal drug statute conviction for themselves if the violation occurred 

in the workplace. This notification must be made within five (5) days after such a conviction.  
 
Employees are encouraged to voluntarily request assistance from reputable sources in the community to deal with an 

alcohol or drug-related problem. Volunteering to participate in a treatment program does not excuse or limit the 

employee’s obligation to meet the Company’s policy and standard regarding job performance and behavior on the job. 

When an employee or student is suspected of being in violation of this policy, the individual making the observation 

should immediately consult with an appropriate member of management. 

 
REVIEW OF PROGRAM 

It is the intent of Charter College to review our Drug Awareness Program each year to ensure: 

 To measure the effectiveness of the program and to modify where necessary. 

 The sanctions will be reviewed and ensure all violations are consistently enforced. 

 A record of all biennial reviews. These reviews will be maintained and will be available if required. 

 

 
QUESTIONS? 

Please direct any questions or concerns to the Campus President. 

 



Total Crimes Reported For: 2014 2015 2016 2014 2015 2016 2014 2015 2016 2014 2015 2016

Criminal Offenses 

(Includes Attempts)

Murder/Non-negligent Manslaughter 0 0 0 0 0 0 0 0 0 0 0 0

Negligent Manslaughter 0 0 0 0 0 0 0 0 0 0 0 0

Rape 0 0 0 0 0 0 0 0 0 0 0 0

Fondling 0 0 0 0 0 0 0 0 0 0 0 0

Incest 0 0 0 0 0 0 0 0 0 0 0 0

Statutory Rape 0 0 0 0 0 0 0 0 0 0 0 0

Robbery 0 0 0 0 0 0 0 0 0 0 0 0

Aggravated Assault 0 0 0 0 1 1 0 0 0 0 1 1

Burglary 0 0 0 0 1 1 0 0 0 0 1 1

Motor Vehicle Theft 0 0 0 0 3 2 0 0 0 0 3 2

Arson 0 0 0 0 0 0 0 0 0 0 0 0

Larceny-Theft 0 0 0 0 0 0 0 0 0 0 0 0

Simple Assault 0 0 0 0 0 0 0 0 0 0 0 0

Intimidation 0 0 0 0 0 0 0 0 0 0 0 0

Destruction/Damage/Vandalism of 

Property
0 0 0 0 0 0 0 0 0 0 0 0

Total Crimes Reported For: 2014 2015 2016 2014 2015 2016 2014 2015 2016 2014 2015 2016

VAWA Offenses:

(includes attempts)

Domestic Violence 0 0 0 0 0 0 0 0 0 0 0 0

Dating Violence 0 0 0 0 0 0 0 0 0 0 0 0

Stalking 0 0 0 0 0 0 0 0 0 0 0 0

Total Crimes Reported For: 2014 2015 2016 2014 2015 2016 2014 2015 2016 2014 2015 2016

Arrests and Disciplinary Referrals

Arrests: Weapons: Carrying,

Possessing, Etc.
0 0 0 0 1 1 0 0 0 0 1 1

Disciplinary Referrals: Weapons:

Carrying, Possessing, Etc.
0 0 0 0 0 0 0 0 0 0 0 0

Arrests: Drug Abuse Violations 0 0 0 0 5 6 0 0 0 0 5 6

Disciplinary Referrals: Drug Abuse

Violations
0 0 0 0 0 0 0 0 0 0 0 0

Arrests: Liquor Law Violations 0 0 0 0 0 0 0 0 0 0 0 0

Disciplinary Referrals: Liquor Law

Violations
0 0 0 0 0 0 0 0 0 0 0 0

Hate Crimes

Prejudice Categories:

 - Race

 - Religion

 - Sexual Orientation

 - Gender

 - Gender Identity

 - Disability

 - Ethnicity

 - National Origin

Total

Campus Security Report
(without student housing)

Reported in accordance with Uniform Crime Reporting procedures 

and the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act

Hate Crimes: 

Note: To be categorized as a hate crime, campus security or a local law enforcement agency must determine that 

there is evidence that the victim was intentionally selected because of the perpetrator's bias. 

2014: There were zero reported on-campus and public incidents of property hate crimes.

2015: There were zero reported on-campus and public incidents of property hate crimes.

2016: There were zero reported on-campus and public incidents of property hate crimes.

_________________________________________________________________________________________________

Total Unfounded Crimes:

Of the Total Crimes reported following is the total determined to be Unfounded Crimes:

2014 - 0           2015 -  0          2016 - 0

TotalOn Campus
Non-Campus Building

or Property
Public Property

Location:  BILLINGS, MT                      Updated:  9-25-17

On Campus
Non-Campus Building

or Property
Public Property Total

On Campus
Non-Campus Building

or Property
Public Property



Total Crimes Reported For: 2014 2015 2016 2014 2015 2016 2014 2015 2016 2014 2015 2016

Criminal Offenses 

(Includes Attempts)

Murder/Non-negligent Manslaughter 0 0 0 0 0 0 0 0 0 0 0 0

Negligent Manslaughter 0 0 0 0 0 0 0 0 0 0 0 0

Rape 0 0 0 0 0 0 0 0 0 0 0 0

Fondling 0 0 0 0 0 0 0 0 0 0 0 0

Incest 0 0 0 0 0 0 0 0 0 0 0 0

Statutory Rape 0 0 0 0 0 0 0 0 0 0 0 0

Robbery 0 0 0 0 0 0 0 0 0 0 0 0

Aggravated Assault 0 0 0 0 0 0 0 0 0 0 0 0

Burglary 0 0 0 0 0 0 0 0 0 0 0 0

Motor Vehicle Theft 0 0 0 0 0 0 0 0 0 0 0 0

Arson 0 0 0 0 0 0 0 0 0 0 0 0

Larceny-Theft 0 0 0 0 0 0 0 0 0 0 0 0

Simple Assault 0 0 0 0 0 0 0 0 0 0 0 0

Intimidation 1 0 0 0 0 0 0 0 0 0 0 0

Destruction/Damage/Vandalism of 

Property
0 0 0 0 0 0 0 0 0 0 0 0

VAWA Offenses:

(includes attempts)
2014 2015 2016 2014 2015 2016 2014 2015 2016 2014 2015 2016

Domestic Violence 0 0 0 0 0 0 0 0 0 0 0 0

Dating Violence 0 0 0 0 0 0 0 0 0 0 0 0

Stalking 0 0 0 0 0 0 0 0 0 0 0 0

Arrests and Disciplinary Referrals 2014 2015 2016 2014 2015 2016 2014 2015 2016 2014 2015 2016

Arrests: Weapons: Carrying,

Possessing, Etc.
0 0 0 0 0 0 0 0 0 0 0 0

Disciplinary Referrals: Weapons:

Carrying, Possessing, Etc.
0 0 0 0 0 0 0 0 0 0 0 0

Arrests: Drug Abuse Violations 0 0 0 0 0 0 0 0 0 0 0 0

Disciplinary Referrals: Drug Abuse

Violations
0 0 0 0 0 0 0 0 0 0 0 0

Arrests: Liquor Law Violations 0 0 0 0 0 0 0 0 0 0 0 0

Disciplinary Referrals: Liquor Law

Violations
0 0 0 0 0 0 0 0 0 0 0 0

Hate Crimes:

Prejudice Categories:

 - Race

 - Religion

 - Sexual Orientation

 - Gender

 - Gender Identity

 - Disability

 - Ethnicity

 - National Origin

Public Property

Campus Security Report
(without student housing)

Reported in accordance with Uniform Crime Reporting procedures 

and the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act

Total

Hate Crimes: 

Note: To be categorized as a hate crime, campus security or a local law enforcement agency must determine that 

there is evidence that the victim was intentionally selected because of the perpetrator's bias. 

2014: There were zero reported on-campus and public incidents of property hate crimes.

2015: There were zero reported on-campus and public incidents of property hate crimes.

2016: There were zero reported on-campus and public incidents of property hate crimes.

___________________________________________________________________________________________________

Total Unfounded Crimes:

Of the Total Crimes reported following is the total determined to be Unfounded Crimes:

2014 - 0           2015 -  0          2016 - 0

TotalOn Campus
Non-Campus Building

or Property
Public Property

Location:  MISSOULA, MT                  Updated:  9-25-17

On Campus
Non-Campus Building

or Property
Public Property Total

On Campus
Non-Campus Building

or Property



CLERY ACT PROCEDURES 
 
 
Sexual Assault Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

Non-Forcible Sexual Offense Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

Murder and Non-Negligent Manslaughter Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

Negligent Manslaughter Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

Aggravated Assault Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

Robbery Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

 
 
 
 

 
 
Burglary Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

Motor Vehicle Theft Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

 
Arson Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 

 
Missing Person Procedures 
1. Initial complaint received. 
2. Determine if injury exists and if medical treatment is necessary. 
3. Contact local law enforcement if a criminal complaint is required. 
4. Transfer investigative duties to local law enforcement if required. 
5. Complete campus incident report. 
6. Provide support information to victim. 
7. Coordinate completed report and investigation with local law 
enforcement. 
8. Apply College policies upon completed investigation. 


