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Welcome from the President
Welcome to the College of Aeronautics!

Whether you are beginning or continuing your studies here, you have chosen to join a
vibrant institution that strives to improve and expand academic opportunities and
student services. We are committed to building on our foundation of excellence in
aeronautical and aerospace education; we are committed to your success as a student.
At the College of Aeronautics, you will be able to stretch yourself intellectually, build
your academic and social skills, and explore new ideas and activities.

Your educational experience at College of Aeronautics will encompass both classroom
and co-curricular learning opportunities. The College continues to increase the array of
opportunities for student involvement in educational, cultural, recreational and social
programs. Become actively involved in activities in which you have a special interest.
Your participation and leadership will significantly enrich your collegiate experience and
better prepare you for the challenges that lie beyond college.

This Student Handbook is a guide that will help you take full advantage of the
opportunities the College provides. It will introduce you to services, programs, student
organizations, campus procedures and student conduct policies. The Student Handbook
is designed to serve as a guide to understanding the College and how you can best
become involved and take advantage of our services and activities.

We look forward to your active, responsible membership in this unique educational
community. | look forward to our meeting and wish you a satisfying and successful year.

Best regards,

http://www.aero.edu/stuhandbook/handbook.html (1 of 61)1/14/2004 9:38:58 AM



College of Aeronautics
5’} f C Eg o

John C. Fitzpatrick, Ed.D.

President
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Welcome from the Student Body President

My name is Khern Forde and | am the 2003-2004 president of the student government
association at the College of Aeronautics. On behalf of the student body, I would like to
welcome you to a wonderful institution of higher learning; you will find that you have
chosen a college that is a supportive and challenging place to study. We are happy that
you are a part of our College community and hope that you will be an active part of
campus life as well.

Please make the most of your educational experience by joining clubs and participating
in activities here at the College. While each student is unique and has different interests
and time commitments, the College offers different types of extra curricular
opportunities for everyone, ranging from one-time events to continuing programs.

The student government association welcomes your involvement in ensuring our
collegiate environment is the best possible for all students. We need your
representation on important committees and also in elected offices. Our meetings are
open to all students and we encourage you to use the student government association
as your official voice here at the College.

This Student Handbook outlines many exciting programs and organizations on campus.
It will serve as an important reference tool and also doubles as a planner to help
organize your time during this year. Please make good use of it and your time here at
the College; become involved and make being an active student one of the more
memorable experiences of your life!

If you have any questions about being a student here at the College of Aeronautics,
please do not hesitate to contact me and | will be happy to help.
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I look forward to meeting you when you arrive.

Sincerely,

=
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Khern P. Forde

Student Government Association President

Back to Top

CONTENTS

. Introduction

. Getting Help

. Student Services and Resources

. Student Government, Leadership and Organizations
. Health, Safety and Security

. Civil Rights Policies

. Campus Policies and Reqgulations Governing Conduct

. Policy and Procedure Governing Use of College Computer Systems,

Communications Systems and External Database Access

. Effects of Drugs and Alcohol

. Sexual Assault Laws and Penalties
. Tips for Living in New York City

. Important Dates

. A Final Word

Back to Top

The Student Handbook of the College of Aeronautics is prepared by the office of student
affairs in consultation with other College departments. It is a compilation of the
services, policies, practices, and procedures that are available at the College. Please
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read it and become familiar with its content. Together with other major College
publications, such as the Catalog, it provides answers to many of your questions
informs you of your rights and responsibilities, and establishes the Collegeis
expectations of you as a member of its community.

Keep in mind that while the handbook strives to be comprehensive, there will be new
developments and changes to past practices. Therefore, the College reserves the rights
to modify, change, or eliminate any policy, practice, or procedure described in this
guide and to promulgate new policies and procedures as needed or in response to
changes in the applicable laws and regulations. Such changes may be of any nature,
including but not limited to, the modification or elimination of policies, procedures,
activities, services or programs. Students will be advised of changes when necessary.
By the act of enrolling at the College, including registering for courses, attending
classes, payment of tuition or fees, or participating in College activities, students
consent to comply with the policies, procedures, and practices described in this
publication and the Collegeis related rights. Please confirm the currency of any policies
of procedures contained in this publication which could affect the completion of your
academic program, licensure, or maintenance of attendance at the College. If you have
any questions or need further clarification, please see the Director of Student Affairs.

The College has designated the director of student affairs and the assistant vice
president of college services and human resources as the officials who can provide
information on, or handle complaints regarding, Title IX (gender rights and
discrimination) and Section 504 and Americans with Disabilities Act (rights and
discriminatory practices involving individuals with disabilities).

The College of Aeronautics is committed to a policy of equal treatment and opportunity
in every aspect of its relations with its students, faculty, staff, applicants, and members
of the larger community. This includes the admission process, access to programs,
privileges, activities and services, without regard to age, race, color, creed, religion,
national origin, citizenship status, gender, sexual orientation, marital status, disability,
or status as a Vietnam or other veteran, or for any other category recognized by local,
state or federal law.

Back to Top

INTRODUCTION

The College of Aeronautics is an institution dedicated to providing a distinctive
education to a diverse population of students.

Mission Statement
To create an environment that cultivates personal growth and leadership in preparation
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for successful careers. The College is committed to:
Objectives

Maintaining a culture of excellence that is conducive to learning, which enables
students, faculty and staff to achieve their fullest personal, professional and career
potential;

Providing students with the theoretical knowledge and practical skills they need to
achieve professional success in their chosen careers; integrating technology into
academic programs while emphasizing communication and analytical skills;

Instilling in our students the professional and civic values that will make them
outstanding contributors to society; educating students about how to be responsible
citizens, whose integrity, personal values and high ethical standards will be emulated
within the community;

Ensuring academic excellence by recruiting and developing an outstanding faculty and
instructional staff, encouraging the pursuit of research and other professional
development activities that extend the body of scientific knowledge and its practical
application to societal and industrial needs;

Serving the industries that employ our graduates by providing an innovative curriculum
responsive to changing needs, covering a broad spectrum from leading-edge
certification and training to baccalaureate aviation, management and engineering
technology degree programs;

Providing an administration that is responsive to the daily and long-term management
issues that ensure an environment of excellence in learning; and

Welcoming men and women from all racial, cultural, ethnic and religious backgrounds
to join our students, faculty, staff and trustees in creating a sense of community in
support of the vision and mission.

About This Handbook

The College of Aeronautics has much to offer. This handbook includes listings and
descriptions of the Collegeis extracurricular programs, organizations and services, as
well as campus policies and procedures.

The division of student affairs helps students balance their lives at the College of
Aeronautics by supporting student activities, including clubs, organizations, athletics,
and career development. The office of student life provides assistance for international
students, as well as personal counseling referrals for all students.
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Students, who want to start a new group or conduct an activity, may discuss their ideas
with the coordinator of student activities and leadership.

If you have any questions, comments or suggestions regarding this publication feel free
to stop by the office of student affairs. Weire always glad to hear from you!

GETTING HELP

Back to Top

In addition to the student handbook, the College of Aeronautics has several publications
that provide comprehensive information about all College policies, procedures,
regulations and programs. These include the catalog, financial aid guide, admissions
guide, class schedules, international student guide, Higher Education Opportunity
Program brochure, Student Support Services Program brochure, and many others.

If you have questions or concerns regarding any College-related issue, please refer to
the appropriate publication or office for details.

The most commonly asked questions about financial aid, adding/dropping or
withdrawing from classes, withdrawal, grades and academic policies are answered in

the financial aid guide and the catalog.

The College of Aeronautics is small enough that almost any problem may be handled

quickly and, in most cases, informally. Concerns should be brought to the appropriate
person as quickly as possible, so that the problem does not interfere with a studentis
studies. The following list has been provided to help you to bring your question or

concern to the right person.

Person to see:
Dr. Jain

Questions about:
Academic research

Academic support Ms. DeSimone

Advisement Mr. Lamhaouar
Airframe certificate Mr. Brienza
Electronics Technology Dr. Jain

PAS Program Mr. Lamhaouar
Career counseling Ms. Edwing
Design/drafting Dr. Kizner
Disability Ms. Hopkins

Ms. McPartland

Can be found at:

Acting vice president of academic
affairs

Assistant vice president for
academic affairs and academic
support services

Academic support services
Director of aviation training
Avionics technologies depit.
Academic resource center
Career development office
Engineering technologies dept.
Student affairs office

Student advisement center
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Discrimination Ms. Hopkins Student affairs office

English Dr. Grossfield Liberal arts dept.

Evening/Weekend Mr. Tyler Student activities and leadership

Services office

Financial aid Ms. Williams Financial aid office

Flight operations Dr. Seth Avionics tech. dept.

Health services Ms. Holland Student life

Fitness Center Mr. Tyler Student activities and leadership
office

HEOP Mr. Haiber HEOP office

Housing Ms. Holland Student life office

Mathematics Dr. Grossfield Basic sciences dept.

Personal counseling Ms. Hopkins Student affairs office

Prior learning credit Mr. Bracken Admissions office

Powerplant Certificate Mr. Brienza Director of aviation training

Program/schedule

Ms. DeSimone

Assistant vice president for
academic affairs and academic
support services

Security Mr. Santana College services office
Sexual assault/ Ms. Hopkins Student affairs office
harassment
Student activities Mr. Tyler Student activities and leadership
office
Student conduct Ms. Hopkins Student affairs office
Student Government Mr. Tyler Student activities and leadership
office
International students Ms. Hopkins Student affairs office
Ms. Holland Student life office
Transcript requests Ms. Chan Office of the registrar
Tutoring Mr. Lamhaouar Academic resource center
Transfer credit Mr. Bracken Admissions office

If you still have questions or concerns after consulting with these individuals, schedule
a consultation with the appropriate department chair or administrator. For academic
questions, speak with the vice president for academic affairs; for financial matters,
speak with the financial aid director; for issues related to nonflacademic or personal
matters, attendance, or disciplinary matters, speak with the director of student affairs.

Students with disabilities are encouraged to become familiar with the Section 504 and
Americans With Disabilities Acts officer of the college (director of student advisement
center). The goal of this officer is to assist all students with disabilities to function as
independently as possible. Section 504 and the ADA regulations are designed to provide
accommodations for students in programs and activities who have a disability.

Getting Academic Help
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The faculty and administration of the College of Aeronautics are dedicated to your
academic success. Few students can proceed through college without occasional
assistance.

You will be the first to know when you have a problem, long before your instructor can
detect signs of difficulty. Seek help at once when you have difficulty with a course, feel
lost, or donit understand a lecture or assignment.

See your instructor, who can be the first and primary source of help. Ask questions
about problems and principles that you donit understand. If you need further
assistance, donit hesitate to see your academic advisor or department chair.

Other steps include help sessions from academic support services; which include the
peer tutorial program, computeriiaided and audiofivisual supplemental instruction,
computeriaided writing, as well as a series of minifilectures and workshops on study
and interpersonal skills. In addition, the mentoring and academic advising available
through the Program for Academic Success may be useful.

Program for Academic Success

Program for Academic Success (PAS) is designed to provide peer and professional
tutorial services, mentoring and academic advisement. The programis primary
objectives are to boost retention and reduce academic failure for those students
interested in obtaining a two-year vocational degree. PAS provides the skills necessary
to succeed in college by helping students strengthen academic, vocational and technical
competencies.

Higher Education Opportunity Program

The College of Aeronautics slated to participate in the New York State Education
Departmentis Higher Education Opportunity Program (HEOP). This program has been
designed for educationally and economically disadvantaged New York State residents
who otherwise might not be able to attend college. The program includes intensive
academic and personal support as well as financial support. To be considered for HEOP,
follow the standard admission procedure described in the college catalogue.

Student Support Services Program

The Student Support Services Program (SSSP) is an integral part of the academic
support services available at the College. SSSP is designed to offer academic,
educational and motivational support to students. With a staff of counselors, advisors,
and tutors, the program helps students meet the challenge of achieving academic
excellence. SSSP also provides academic skills classes, personal counseling, financial
aid assistance, career information, workshops and a place to go when they have
personal questions. SSSP offers a friendly environment where students can become
part of a goal-oriented team, committed to ensuring that their educational goals
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become reality.

Back to Top

STUDENT SERVICES AND RESOURCES

There are many services and resource available to students at the College of
Aeronautics, including:

Alumni Association

The mission of the College of Aeronautics Alumni Association is to assist in improving
communication between the College and alumni, students, parents, faculty and
industry, thus creating a strong network of relations for the growth and development of
the College and its student body. The alumni association hosts events throughout the
year, as well as regularly scheduled meetings. Upon graduation, alumni are
encouraged to keep the College informed of changes in address and to continue their
association with the College of Aeronautics through many of the services of the office of
alumni affairs.

Academic Resource Center

The Academic Resource Center (ARC) offers a variety of services including peer tutorial,
computer aided instruction, mini lectures, and audio-visual instructional library, weekly
workshops, as well as a quiet study area.

Bookstore

The Collegeis bookstore, which is owned and operated by Barnes and Noble College
Bookstores, sells the educational materials needed by most students. You can also
purchase clothing, stationery, models, and other items of interest. The bookstore sells
personal equipment and hand tools that are required by some courses and meet course
quality standards.

The College bookstore can also be accessed on-line at aeronauticsbookstore.com. You
can purchase textbooks and materials using this Internet site. Textbooks for courses
that are taught through the Collegeis distance learning program are also available at
varsitybooks.com.

Book VVouchers

The College of Aeronautics has established a book voucher policy to help students
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purchase textbooks and necessary educational supplies with their financial aid funds
prior to the scheduled refund date.

Book vouchers are issued through the office of financial aid to students who have
received a financial aid award, have credit on their tuition account, and have proof of
registration. These vouchers may only be used at the campus bookstore.

You may spend up to the amount indicated on the voucher and the voucher must be
used to purchase books and supplies for courses in which you are registered. Clothing,
snacks and other non-course related items cannot be purchased with a voucher. A
registration form (151 or 152) must be presented with the voucher for all transactions.

A voucher may be used only once for the semester and is not valid after the 14 day of
classes. Subsequent purchases must be paid for out-of-pocket. Lost vouchers will not
be replaced.

The book voucher is not cash. It cannot be combined with cash transactions (including
cash, credit cards, checks, money orders, etc.). Cash back or cash refunds are not
permitted.

Credit for any balance shown on your voucher will be assigned to your account once the
office of student accounts has reconciled all transactions, which may be as early as the
fifth week of classes, but no later than the end of the semester.

Returned books are subject to the policies established by Barnes and Nobles Associates
which is neither owned nor managed by the College of Aeronautics. The policy stated
here is that of the College of Aeronautics.

Bulletin Boards

The College has bulletin boards for posting college news and information throughout the
building. Certain clubs, organizations and departments have their own boards. Only
designated bulletin boards may be used for personal items or outside commercial
interests. Anyone interested in posting an item must first have it approved and stamped
by the office of student activities and leadership.

Cafeteria

Breakfast, lunch and dinner are served in the College cafeteria. The dining room is
located across from the academic resource center and adjacent to the student lounge.
This area can be used for eating, studying or socializing. Itis open to all members of the
College community and their invited guests. The kitchen only operates when the
College is in session. Daily hours and specials are posted.

Career Development
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The office of career development assists students and alumni with career guidance and
placement services. Through this office, students explore career interests, develop job
search skills and strengthen their awareness of career options. The career development
office also assists students with rEsumEs, letter writing, interview training and
onficampus recruitment. In addition, it also maintains a listing of full-time, partfitime,
summer positions, as well as internships and co-op opportunities. The career
development office sponsors two career fairs every academic year (November and
April). Other activities sponsored by the career development office are panel
discussions, speakers and field trips. These events are advertised across campus.

Club Mailboxes

The office of student activities and leadership provides mailboxes for recognized clubs
and organizations upon request. Mailboxes must be checked daily.

Common Hour

Every Tuesday and Thursday the period from 11 a.m. to noon is reserved as a common
hour. This is a free period that is generally used for club meetings, activities and
intramural games.

Students are encouraged to use this time productively by meeting with instructors or
advisors, attending infihouse workshops (such as those offered in the academic
resource center), or taking care of Collegeriirelated administrative items (e.g., financial
aid, bursar, records office).

Computer Facilities

Over the last several years, the College has installed a computer network, at a cost of
approximately $1,000,000, for the use of students, faculty and staff. This computer
system allows a common interface for a number of operating systems, including Novell
NetWare 3.12, 4.1 and Windows NT. The system also supports other operating systems,
including Windows 2000, Windows for Workgroups, Macintosh and UNIX Sparc Station.
More than 160 personal and Macintosh computers are connected together through fiber
optic cables to allow sharing of more than 20 of the most up-to-date applications,
including desktop publishing, 3-D computer-aided design (CAD), mathematics, word
processing, spread sheets, databases, shared print services, file and scanning services.

A T1 line has been installed, giving each workstation access to the Internet and full
electronic mail and messaging services inside and outside the College. Access to the
network and internet is available via wireless connections located in the cafeteria,
library and student lounge with laptop computers. The Collegeis web site is: www.aero.

edu.

Disabled Students
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Students with disabling conditions should consult with the Section 504 and Americans
with Disabilities coordinators regarding services and accommodations. It is the Collegeis
goal that students should be able to participate fully in the Collegeis programs and
activities. Accordingly, the director of student affairs, the director of the student
advisement center and the assistant vice president of human resources and college
services are the designated College administrators responsible for these matters and
available to assist students.

Fitness Center

The student fitness center, a health facility with weight training and cardiovascular
equipment, has free weights, as well as Nautilus equipment, a Stairmaster, treadmill
and stationary bicycle.

The fitness center is staffed by partiitime trainers. Students who wish to utilize the
fithess center must provide a doctoris note certifying that they had a recent physical
exam and are medically cleared to use the Center. All users must abide by the posted
guidelines for effective and safe use of the Center. For more information, please see the
coordinator of student activities and leadership.

Housing

The office of student life offers assistance to students and prospective students in
finding off-campus housing upon request. For a list of local landlords with available
rooms and apartments, please contact the coordinator of student life.

International Student Services

Many students from countries around the world have chosen to further their education
at the College of Aeronautics. Their presence adds to the richness of our wellfirounded
population.

The international student advisor helps to orient international students to life at the
College of Aeronautics, New York City and in the United States. The advisor also helps
with campus and community services, social security, travel and immigration matters
and liaisons with other offices and government agencies and departments. At the
College of Aeronautics, the coordinator of student life serves as the international
student advisor.

Internships and Cooperative Education

Students interested in participating in an internship program should contact the career
development office and the chair of their academic department. Postings of internship
opportunities can be found in several locations throughout the College. Students
participating in internships must register for the three-credit elective course il01
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Internship.i There will be no tuition assessed for this course, but the semester fee will
still be applicable. Some partiitime internships allow students to take additional
courses. Students must register for a total of nine credits (including 101) to be eligible
for full time financial aid. Students pursuing an AOS degree may take the course, but
may not apply the internship credit toward their degree.

The procedure for participation in internships is as follows:

1. Student selects the internship in which they wish to participate.

2. The career development office completes an initial screening to ensure that
participation criteria are met and forwards the application to the sponsoring
company.

3. Once accepted by the company, the student must complete an ilnternship
Application Formi (IAF) from the career development office.

4. The student takes the IAF to the chair of the liberal arts department for approval.

5. Once approved, the student must register for 101 through the registraris office.

A five to seven page report on the internship experience will be required as part of the
course. The department chair will provide full details on the paperis format and
content. Additional information is available in the College catalog.

Library

The Collegeis library offers extensive general, technical, resource and periodical
material totaling more than 62,000 volumes and more than 1,000 audiovisual and
training materials.

The collections contain the latest released findings of the research and development
efforts of the aviation and aerospace industries. In addition, vast amounts of
information are available to students and employees through a state-of-the-art CD-
ROM tower which includes the Aircraft Technical Publishers (ATP) system, the Encarta
and the Americana encyclopedias, the World Almanac, Janeis All the Worldis Aircraft
and the DeLorme Street Atlas. Wilson Full Text Periodical Index is available online for all
faculty, staff and students. Ten personal computers are available for student use in this
reference area.

The library, which occupies more than 4,500 square feet, offers seating for 100
students and has an attached computer lab with 20 computer stations.

Library Hours:

Monday and Tuesday 8a.m. to 11 p.m.
Wednesday and 8a.m.to9 p.m.
Thursday

Friday 8 a.m. to 6 p.m.
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Saturday 8am.tolp.m.
Lockers

A limited number of lockers are available for rent for a minimal fee. All lockers are
located along the hallway of the main floor. Students may rent lockers on a per
semester basis, or they may be rented for an entire academic year. Lockers must be
emptied at the completion of the rental period. Items left in lockers one week beyond
the rental period will be removed and discarded.

The College is not liable for any lost or stolen property; the use of a good lock is
strongly advised. To rent a locker, contact the office of student activities and leadership.

The lockers are the property of the College, and the College reserves the right to
inspect any locker and search its contents. A student shall have no expectation of
privacy with regard to the contents of a campus locker. A student may not store
dangerous or illegal items and materials or flammable substances in a locker.

Lounge

The student lounge is used for relaxation and recreation between classes. It is also
available for club and organization functions, at the discretion of the office of student
activities and leadership.

Parking

Parking is provided as a service for students, faculty and staff. Anyone using the
College parking facilities must register their vehicle with the College and obtain the
appropriate parking permit. Students can obtain their parking permit from the office of
student life. The Collegeis policies and regulations on parking can be found in the rules
and regulations section of this book.

Peer Tutors

The Academic Resource Center (ARC) is a referral service for the Collegeis academic
resources. The ARC also offers peer tutorial services for students who feel they need
extra academic help. If you feel that you could use a tutor or if you would like to be a
peer tutor, contact the ARC Director.

Student Advisement Center

The Student Advisement Center (SAC) is a center committed to fostering a system of
advisement which enables students to flourish academically, personally and
professionally from the point of acceptance to graduation. The SAC is designed to
provide students with appropriate, accurate and valuable information in institutional
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policies, procedures and programs as they relate to degree completion.
Publications

A monthly newsletter is published by the office student life. It contains the latest news
about activities and events on campus. Many important notices are posted through the
newsletter. Copies are available throughout the College and students are encouraged to
take the time to read this newsletter.

College Catalog

The catalog contains information on programs of study, course descriptions, academic
and graduation requirements and financial aid. Students are responsible for being
familiar with its contents.

Student Handbook

This handbook is one of the most important documents that you will receive during your
years at the College of Aeronautics. If you have any questions or comments about the
information in it, feel free to discuss them with any member of the student affairs staff.
Your comments and ideas are always welcome.

School Closing

School closings are generally caused by inclement weather, such as snowstorms. When
weather conditions make travel difficult, check local radio news stations WINS (1010
AM) and WWOR (770 AM) to find out if the College will be closed.

Telephone Calls

Students should not make requests to use the Collegeis telephones for personal
reasons. There are several public phones available for studentsi use, located throughout
the building. College staff can not and will not accept personal calls for students.

STUDENT GOVERNMENT, LEADERSHIP, AND ORGANIZATIONS
Student Government Association

The Student Government Association (SGA) serves and represents the student body
through effective, responsible leadership. Under the purview of the director of student
affairs, the student government acts as a liaison between the Collegeis administration
and the student body, working toward the betterment of student welfare and morale.

The SGA works in conjunction with other student organizations, as well as the student
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affairs staff, to coordinate many extracurricular and co-curricular student activities. All
student organizations operate under the guidance of the Student Government
Association and are expected to abide by its constitution.

Any matriculated student registered and in good standing at the College is eligible to be
a member of the SGA. The executive board of the SGA consists of six elected officers:
president, vice president, secretary, treasurer, student activities committee chair, and
academic affairs committee chair. Officers are elected every spring through a college-
wide election. All registered students are allowed and encouraged to vote in the SGA
elections.

The SGA also includes one representative from each curriculum, appointed by the
executive board and one representative from each recognized student organization,
appointed by the respective organization.

Student Club and Organizations

There are four types of student organizations at the College: student clubs, professional
societies, honor societies, and intramural sports. Most organizations usually meet
weekly during the common hour (11 a.m. to noon on Tuesday and Thursday). The
coordinator of student activities and leadership may be contacted for exact meeting
times and locations.

Student Clubs

Amateur Radio Club i This club is designed to teach and train future ham radio
operators. The club networks with other ham radio operators throughout the United
States and attempt overseas communications. All club members are encouraged to
obtain a ham radio license to operate equipment. The club teaches its members the
ethics and regulations of ham radio operations.

Caribbean Culture Club i This club was established by students for the purpose of
creating a medium in which its members could unite as one voice. The Caribbean
Culture Club aims to share and celebrate the diversity of cultures of its members.
Although most members are of Caribbean descent, this club welcomes people of all
backgrounds.

Hispanic Society of Aeronautical Engineers (HSAE) i1 This organization was established
by students to bring together students of different backgrounds and assist them in
obtaining their goals within the aviation industry and at the College of Aeronautics.
Among the clubis objectives is to promote awareness of Hispanic culture among the
HSAEis members and throughout the College community.

Flight Team i Students who are pilots, as well as others interested in flight
competitions, are eligible to join the flight team. The flight team is dedicated to
promoting a variety of flying and ground activities, as well as competing in flight and
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ground events for such organizations as the National Intercollegiate Flight Association.

Aviation Editors Reaching Out - Club AERO i The purpose of this organization is to
expresses the views and concerns of the student body through the use of effective
writing in a student newspaper. The organization also promotes the importance of
communication through aviation-related journalism.

Student Christian Fellowship i The College has a local chapter of the Intervarsity
Christian Fellowship, USA. This organization practices and promotes the teachings of
the Christian religion. The Christian Fellowship generally meets once a week for prayer
groups and other social/spiritual events. All students, regardless of religious affiliation
are welcomed to join this organization.

Professional Societies

The College of Aeronautics has active chapters of four national professional societies.
Membership offers students the opportunity to expand their knowledge through
interaction with industry professionals and to establish lasting professional contacts.
The student chapters sponsor industryiirelated field trips and lectures, as well as social
activities for all students.

American Institute of Aeronautics and Astronautics (AIAA) i The AIAA is a nationwide
society of professional aerospace specialists such as aeronautical engineers, test pilots
and electronic engineers. The organization was created to exchange intelligence,
standardize practices and encourage and enlighten young people on the career options
in this field. Since 1947, the College has had a student branch which actively
participates in intercollegiate design competitions, aircraft manufacturing, company
tours and College functions.

Institute of Electrical and Electronics Engineers (IEEE) i The IEEE is an international
organization, established to encourage interest in the field of electricity and electronics.
All members receive the IEEE journal and are encouraged to attend the annual
convention. Guest speakers are invited to lecture on various topics of interest.

Society of Automotive Engineers (SAE) i1 The SAE is a national professional society
whose members meet to discuss new and advanced technologies in the aviation
industry. The SAE conducts field trips to aviation/aerospace-related corporations,
participates in nationwide competitions and sponsors many student activities.

Women In Aviation International it The College of Aeronauticsi chapter of Women in
Aviation International is designed to help women integrate into what has traditionally
been a male dominated field.

The Society of Women Engineers 6 This society addresses the needs of women
attending college and entering the field of aerospace. Membership is not limited to
women, however. Any student who is interested in the advancement of women in the
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aviation industry may join. For more information, contact the coordinator of student
activities and leadership.

American Association of Airport Executives (AAAE) i1 The College has a local chapter of
this national organization. Among its goals, the AAAE works to promote, develop, and
instill professional attitudes in students who are engaged in the study of airport
development and administration.

Honor Society

Tau Alpha Pi i The national honor society for engineering technologies is Tau Alpha Pi.
It honors students who have shown academic excellence as well as the character that
exemplifies the Code of Ethics of Engineers.

Intramural Sports

The intramural sports and fitness program is specifically tailored to the needs of the
student body. It is designed to help students develop physical fitness, mental health,
good nutrition, competitiveness, and leadership skills while enhancing a healthy spirit of
fair play and team unity. Intramural programs may include tournaments in soccer,
basketball, and a istrong mani weightlifting competition.

New Student Organizations

While students are free to form groups and organizations at any time, it is highly
beneficial for any new group to become recognized by the College and by the Student
Government Association (SGA). Becoming a recognized College organization puts
groups in a better position to request services from the College. In addition, only
recognized organizations will be allocated money by the Finance Committee of the SGA.
Students wishing to form new organizations, or those of an existing club that is not
recognized, are urged to pick up a copy of the Guide to Student Activities, available
through the office of student activities and leadership.

The procedure for obtaining recognition for a new student group is as follows:

Have a representative of the interested students meet with
the coordinator of student activities and leadership to discuss
their ideas and plans.

Pick up a copy of the Guide to Student Activities.

Obtain a list of signatures of students planning to join the
proposed organization.

Choose a moderator (See guidelines in this section of the
Student Handbook). The moderator should meet with the
coordinator of student activities and leadership.
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Draft a constitution which should include the organizationis
mission and role of its officers and members.

Submit copies of the signatures, the constitution and the
proposed official name of the organization to the coordinator
of student activities and leadership and SGAis Student
Activities Committee for review.

Once the appropriate paperwork has been submitted, the
Student Activities Committee will review the proposal and
vote on it; a twofithirds affirmation vote is required for initial
acceptance. Final acceptance is determined by the coordinator
of student activities and leadership and the College
administration.

A finalized copy of the organizationis constitution,
membership roster and an approved moderator must be
submitted to the Student Activities Committee and the
coordinator of student activities and leadership for their
records. The above information should also be on file with the
approved moderator.

In being recognized, the organization accepts the responsibility to operate within the
guidelines and policies set forth by the SGA and the College of Aeronautics. All
recognized student organizations must:

Have an approved moderator.

Have the approval of the coordinator of student activities and
leadership and the SGA for all organizationfisponsored
activities.

Appoint one club representative to the SGA who will attend all
general meetings of the SGA.

Be responsible for the organizationis assigned mailbox.

Have elected officers to serve as liaison to the College
administration and the SGA.

Sponsor at least one social, cultural and/or fundraising activity
during the academic year.

The director of student affairs reserves the right to review and/or disband any student
organization due to failure to comply with College regulations. All student organizations
must file a report with the coordinator of student activities and leadership at the end of
each semester and must adhere to the guidelines set forth by the College and the SGA.
For more detailed guidelines contact the coordinator of student activities and leadership.

Moderators

All recognized student organizations must have an approved moderator. The role of the
moderator is to serve as a consultant and mentor to the group. Moderators should have
a strong interest in the organizationis mission and should provide guidance and
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professional advice. All moderators must be full-time employees of the College of
Aeronautics.

It is up to the members of the organization to select a moderator. If the selected
individual agrees to serve in this capacity, the appointment must be finalized by the
College administration and the coordinator of student activities and leadership.

The moderator is expected to attend the organizationis meetings, support their
activities and work with the coordinator of student activities and leadership. The
members of the student organization are required to keep their moderator informed of
their plans and activities at all times.

Publicity Procedures For On-Campus Groups

All flyers, posters and other publicity material distributed by students or student
organizations must first be approved and stamped by the coordinator of student
activities and leadership.

Distribution privileges may be denied to any person or organization if the content or
format of the material is deemed inappropriate or unnecessary. Approved material will
be stamped and given a date by which it will have to be taken down and/or out of
circulation. It is the responsibility of the publicizing individual or organization to remove
all material by the specified date.

Student organizations may have copies of flyers or banners made through the office of
student activities and leadership. The cost of reproduction will be taken out of the
organizationis budget.

All publicity done off campus must be done through the office of public affairs. For more
information on exact guidelines on off campus publicity procedures, see the director of
public affairs.

Distribution and Posting

Flyers may be left on cars only in the Collegeis parking lot.
Posters, banners, etc. are to be posted only on designated
bulletin boards. No announcements may be posted on walls,
doors, windows or painted surfaces without the permission of
the director of student activities and leadership.

The posting of personal announcements is permitted on
designated bulletin boards only after they have been approved
by the coordinator of student activities and leadership.

Notices on bulletin boards are to be removed only by persons
authorized to do so.
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Student organizations that want to make announcements
through any of the mass media must first contact the office of
public affairs.

Publicity Procedures for Non-Campus Groups

The college generally does not permit commercial advertising unless specifically
deemed beneficial to the college community.

All flyers, posters and other publicity material distributed by students or student
organizations must first be approved and stamped by the coordinator of student
activities and leadership.

Distribution privileges may be denied to any person or organization if the content or
format of the material is deemed inappropriate or unnecessary. Approved material will
be stamped and given a date by which it will have to be taken down and/or out of
circulation. It is the responsibility of the publicizing individual or organization to remove
all material by the specified date.

Back to Top

HEALTH, SAFETY AND SECURITY
Health Services

The College endeavors to assist students in addressing important health issues and in
providing information about health insurance and safety requirements and services.

The College does not maintain a healthcare facility on the campus. Some members of
the staff have been trained in basic first aid, and first aid supplies are available on
campus for minor injuries. In the event of a significant health-related problem or
emergency, the College has access to the medical facilities at LaGuardia Airport and
community hospitals. If an emergency occurs, the College will utilize the New York City
911 emergency system to obtain immediate assistance.

To assist College personnel in the event of an emergency, students should provide the
College with the name and telephone number of an individual for contact in an
emergency, and whether the student has any medical conditions, limitations, or
allergies which would be significant in the event of a medical emergency.

The College has maintained a relationship with a medical consultant at LaGuardia
Airport who can be contacted for basic physical examinations. Dr. John Powell Herrlin
can be reached at (718) 476-5575.
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If there is a medical emergency, injury, or accident, on or adjacent to campus, it must
be reported immediately to the Collegeis administration. This will enable the College to
respond promptly, to take appropriate follow-up actions, and to be able to compile a
report of the incident.

The College maintains a voluntary plan for medical insurance for students. Depending
on the available plan, and a studentis choice of enrollment, the medical insurance may
be able to cover a portion of hospital and specialist bills.

To obtain more information about emergency precautions and procedures, and student
health insurance, please contact the office of student life.

Immunizations - New York State law requires all student s born on or after January 1,
1957, and who are taking six or more credits at the College, to demonstrate that they
have current immunizations for measles, mumps, and rubella (German measles). A
student who fails to submit timely proof of recent immunizations will be prohibited from
registering for classes, or administratively withdrawn from classes. Immunization
records will be checked as a routine aspect of early registration, and regular course
registration. Effective August 15, 2003, all students enrolled in 6 or more credit units
are required to have a meningitis vaccine response form on file.

Pets i1 No animals or pets, except seeing-eye dogs, are allowed inside college facilities.

Smoking - In accordance with New York State Law and College policy, smoking is
prohibited in all campus buildings and facilities. Students who violate this policy will be
subject to discipline.

Safety Codes and Regulations - The Collegeis safety programs and policies are designed
to enhance safety consciousness, to teach job-related safety skills and procedures, and
to maintain the Collegeis excellent safety record. Compliance with safety codes and
policies is mandatory and strictly enforced.

Campus safety includes, but is not limited to, the wearing of safety equipment and
garments, as proscribed in all laboratories and shops. In particular, students must wear
safety goggles to protect eyes and must familiarize themselves with safety equipment
and procedures in each laboratory or shop (appropriate safety goggles are available in
the Bookstore). Students who do not comply with safety policies are subject to
discipline.

Campus Security

This section, describing the Collegeis safety programs, is intended to raise your level of
awareness and to increase your understanding of preventive measures. Safety at the
College depends on each individual making it a priority.
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College Security

The assistant vice president of human resources and college services oversees the
selection and coordination of a contract security service to cover the Collegeis facilities
and adjacent lots. The security service is required by state law to screen and train its
guards for enforcement and protection work. Security cameras and lights assist in this
service. A close working relationship with the local police and airport security help the
Collegeis own efforts, as the security service canit make arrests. It can, however,
provide a security presence and assist law enforcement officials when theyire called by
members of the College community. There are many steps you can take to enhance
campus safety.

All members of the College community receive a photo identification (ID) card. ID cards
are obtained in the office of student life, must be visibly displayed at all times when
entering, and on campus. Visitors must isign ini for identification purposes, and will
receive a visitors pass.

If you witness any suspicious behavior or observe questionable activity, notify the
security desk guard so they can investigate. Whether you are the victim or a witness
notify the security desk or directoris office immediately of any criminal activity
(including sexual assault). Include as much factual detail as possible. When
appropriate, members of the College community will be encouraged to report criminal
activity, including sexual assault, to the police, as well.

Incidents of crime and other emergencies requiring immediate assistance may be
phoned into the security desk (ext. 130) and the police at 911 (911 is the cityfiwide
emergency number and does not require a coin in pay phones). Other emergencies,
such as fires, severe electrical problems, lab accidents and chemical spills, should also
be reported immediately to the director of college servicesi office and the security desk.
The College will respond as quickly as possible to aid and investigate any report of
criminal activity, security breach or emergency.

Campus Safety

Information on security procedures and crime prevention is made available to students
and staff as part of the orientation process. Periodic programs on these issues and
updates on recurring or unusual security incidents will be shared with the community.
Regular efforts will be designed to encourage students, faculty and staff to observe
safety precautions for their own security and the security of others. This includes the
importance of cooperating with efforts to secure doors and entrances, concentrating
traffic toward specific areas at offfipeak hours, caution about parking areas and
guidance on traveling to and from the campus. All are urged to notify the director of
college services for a security problem. Awareness of conditions, care about being alone
in isolated places and efforts to travel with other students or staff is encouraged to
promote personal and campus safety.
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As part of the growing awareness of personal safety and crime prevention,
programming on the effects of alcohol and drug abuse and their relationship to criminal
activitydimpairment may increase the risk of victimization or sexual assaultois also a
part of the educational efforts.

Sexual Assault

Sexual assault prevention measures are addressed through campus programs.
Information is provided to raise awareness of the seriousness of sexual assault
(including rape, acquaintance rape and other sex offenses). Reporting incidents aids in
prevention. Sexual assault prevention information is available for students, and includes
the nature of sexual assault and sex offenses; applicable laws on sex offenses, including
the criminal, civil and College penalties; the procedures for reporting and dealing with
sex offenses; and the availability of counseling and support services for victims is
available for all students. For further information on these issues, see the director of
student affairs.

Any student charged with sexual assault or any sexual offense will be subject to
discipline through the campus judicial system. If it is determined that a student has
committed such an act, they will be subject to sanctions up to and including dismissal.
The vice president for enrollment and students affairs may suspend a student
immediately, pending a judicial hearing, if there is enough circumstantial evidence of
the crime to indicate that permitting the student to remain on campus creates a risk.
Both parties will have an opportunity to participate in the disciplinary process and will
be advised of the outcome.

Victims of sexual assault and other sex offenses should report the incidents
immediately and they will be informed of their option to notify law enforcement
authorities, including the police and the option to be assisted by College officials in
notifying and cooperating with these authorities. College officials may independently
advise local police and law enforcement authorities of a sexual assault or sex offense as
part of its coordinated effort on campus security. Where the victim decides not to make
a report, the College will make every effort to keep that personis identity confidential.

Students will be informed of what procedures should be followed if a sex offense occurs,
including who should be contacted to report the offense, the importance of preserving
evidence if a criminal act of sexual assault has occurred, the importance of seeking
prompt medical attention and the availability of counseling and support services for
victims of sexual assault. Students will be informed of their right to protect their
privacy, how information willéor will notébe shared and the actions the College will take
to assist in dealing with this situation.

Information on the criminal laws and penalties for sexual assault can be found in a later
section of this handbook.

Annual Security Report
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