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2011-2012 ACADEMIC CALENDAR 
 

Fall Semester Begins   August 18 

Labor Day (No Classes)   September 5 

Registration for Winter/Spring Semester 

     Continuing Students Begins  October 18 

Thanksgiving Recess (No Classes)  November 24-27 

Mid-Year Graduation ï Green Bay  December 14 

Last Day of Fall Semester   December 19 

Holiday Recess    December 20 ï January 11  

Winter/Spring Semester Begins  January 12 

Spring Break    March 12-16 

Last Day of Winter/Spring Semester May 16 

Graduation ï Green Bay   May 14 

Graduation ï Sturgeon Bay  May 17 

Graduation ï Marinette   May 18 

NWTC CAMPUSES AND PHONE DIRECTORY  
Green Bay Campus  (920) 498-5400 or (800) 422-NWTC 

Marinette Campus  (715) 735-9361 

Sturgeon Bay Campus  (920) 746-4900 

Voice Mail Weather Message (920) 498-6380 

 

Offices Room Phone Day Hours 

Advising/Counseling Center SC240 920-498-5444 M-R 

F 

S 

8:00 am ï 7:00 pm 

8:00 am ï 5:00 pm 

8:00 am ï 11:00 am 

Assessment Center SC365 920-498-5427 M-R 

F 

S 

8:00 am ï 7:00 pm 

8:00 am ï 5:00 pm 

8:00 am ï 11:00 am 

Apprenticeship AP218 920-498-5682 M-R 

F 

7:30 am ï 7:00 pm  

7:30 am ï 5:00 pm 

Basic Education SC305 920-498-5421 M-R 

F 

7:30 am ï 7:00 pm 

7:30 am ï 5:00 pm 

Bookstore ï Green Bay SC146 920-498-5407 M-R 

F 

S 

8:00 am ï 7:00 pm 

8:00 am ï 5:00 pm 

8:00 am ï 11:00 am 

Bookstore/Registration ï Marinette MN102 715-735-9361 M-R 

F 

S 

7:30 am ï 7:30 pm 

7:30 am ï 4:30 pm 

8:00 am ï 12:00 pm 

Bookstore ï Sturgeon Bay 

(Saturday hours are for Fall & Spring terms 

only) 

SB131 920-746-4900 M-R 

F 

S 

8:00 am ï 7:30 pm 

8:00 am ï 4:00 pm 

8:00 am ï 12:00 pm 

Business & Information Technology BI322 920-498-5435 M-R 

F 

7:30 am ï 7:00 pm 

7:30 am ï 5:00 pm 

Business & Information Technology Computer 

Lab (Open Lab) 

(Lab closes at 7pm M-R, and 3:30 pm on 

Fridays during the summer term) 

BI212 920-498-5546 

920-498-5438 

M-R 

F 

S 

7:30 am ï 9:30 pm 

7:30 am ï 6:00 pm 

8:00 am ï 4:00 pm 

Career Services Center SC235 920-498-6250 M-R 

F 

8:00 am ï 7:00 pm 

8:00 am ï 5:00 pm 

College Diversity DO320 920-498-6826 M-F 8:00 am ï 4:30 pm 

Community & Regional Learning Services CB206 920-498-6373 M-R 

F 

7:30 am ï 10:00 pm 

7:30 am ï 8:00 pm 
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S 7:00 am ï 11:00 am 

Correspondence (TCA) SC208 920-498-5571 M-F 7:30 am ï 4:00 pm 

Distance Learning SC206G 920-498-5424 M-F 7:30 am ï 4:30 pm 

Enrollment Services 

     Includes: 

- Call Center 

- Financial Aid (Veterans) 

- Admissions/Program Enrollment 

- Student Records (Transcripts, Grades) 

- Welcome Center   

SC240 920-498-5444 

or 

888-385-6982 

M-R 

F 

S 

8:00 am ï 7:00 pm 

8:00 am ï 5:00 pm 

8:00 am ï 11:00 am 

General Studies SC305 920-498-5421 M-R 

F 

7:30 am ï 7:00 pm 

7:30 am ï 5:00 pm 

Group Dynamics/Traffic Safety CB102 920-498-5526 M-F 7:30 am ï 3:30 pm 

Health Sciences HS310 920-498-5543 M-R 

F 

7:30 am ï 7:00 pm 

7:30 am ï 5:00 pm 

Library & Computer Lab 

(Library closes at 6 pm M-R and 4:30 pm on 

Fridays during the summer term) 

SC215/ 

SC227 

920-498-5493 M-R 

F 

S 

7:00 am ï 10:00 pm 

7:00 am ï 4:30 pm 

8:00 am ï 4:00 pm 

Multicultural Center SC139 920-498-5720 M-R 

F 

8:00 am ï 7:00 pm 

8:00 am ï 4:00 pm 

Online Learning SC206 920-498-5503 M-F 7:30 am ï 4:30 pm 

Public Safety CB102 920-498-5485 M-R 

F 

7:30 am ï 7:00 pm 

7:30 am ï 5:00 pm 

Scholarships/Foundation DO211 920-498-6914 M-F 8:00 am ï 4:30 pm 

Service Learning CB206 920-491-3793 M-F 8:00 am ï 4:00 pm 

Special Needs 

- TTY (920-498-6901) 

SC230 920-498-6904 M-R 

F 

8:00 am ï 7:00 pm 

8:00 am ï 5:00 pm 

Student Finance Office SC240 920-498-5444 

or 

888-385-6982 

M-R 

F 

S 

8:00 am ï 6:00 pm 

8:00 am ï 5:00 pm 

8:00 am ï 11:00 am 

Student Life SC118 920-498-5483 M-R 

F 

8:00 am ï 7:00 pm 

8:00 am ï 5:00 pm 

Student Support Services 

     Includes: 

- Tutoring  (Room SC135) 

- Single Parent Program 

- Displaced Homemaker Program 

- Non-Traditional Occupations Program 

- WIA (Workforce Investment Act) 

Case Managers 

SC140 920-498-6258 M-R 

F 

8:00 am ï 7:00 pm 

8:00 am ï 5:00 pm 

Trades & Engineering Technologies AP218 920-498-5461 M-R 

F 

7:30 am ï 7:00 pm 

7:30 am ï 5:00 pm 

Wellness Center/Gym SC120 & 

CB115 

 M-R 

F 

S 

6:30 am ï 9:30 pm 

6:30 am ï 6:00 pm 

8:00 am ï 1:00 pm 

 

Please note, summer and holiday hours may vary. 

 

QUICK REFERENCE GUIDE 
 

Absences 

It is not necessary to contact NWTC for an absence of one or two days unless requested by instructor.  If a specific 

instructor requires students to report absences, students should phone the instructor directly at the number provided 
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on the course syllabus.  A message can be left on the instructorôs voice mail or email.  If students are attending an 

evening course, they should contact the instructorôs department and request that a message be given to the instructor. 

 

Children in the Classroom and/or Labs 

Instructors are not authorized to permit children in the classroom. Only registered students are allowed in 

classrooms.  If a student brings a child to class, they will be asked to leave the class.  Also, unattended children are 

not allowed in the buildings. 

 

Copy Machines 

Coin operated copy machines are available to all students.  Copy machines are located in: 

 

Å Library, SC215 

Å Business and Information Building (open computer lab), BI212 

 

Emergency Messages for Students 

Emergency calls are calls in which the situation prompting the call is grave, life threatening or once-in-a-lifetime 

events or notification of serious accidents involving great injury.  Very few situations should be considered a true 

emergency. 

 

Green Bay Campus calls    (920) 498-5400, or (800) 422-NWTC 

Marinette Campus calls   (715) 735-9361 

Sturgeon Bay Campus calls (920) 746-4900 

 

If an emergency call is received, NWTC staff will make every effort to notify the student immediately. 

 

Emergency Medical Procedures 

For a medical emergency occurring on campus, call (920) 498-5454.  The following information must be provided 

to the call taker:  Identify the location by building, level and room number. The room number is noted on the inside 

of the door frame. Describe the emergency; i.e. if the patient is conscious or unconscious. The call taker will then 

notify 911, and, if they are available, the campus First Responders. Stay with the person and while waiting, get any 

helpful information possible from the patient, i.e. medical history, doctorôs name, allergies, and anyone to be 

notified. An Injury-Illness Form must be filled out after the emergency. 

 

Grade Reports 

Grade reports can be viewed online at my.NWTC. 

 

Lost & Found Procedures 

All items found must be turned in to the lost and found area located in the Student Life Office on the Green Bay 

campus during listed hours of operation.   If a student has lost something, contact the Student Life staff at (920) 498-

5483 or (800) 422-NWTC, extension 5483, during the listed hours of operation. 

 

Parking Information 

Parking at NWTC is open to the general public. Parking is allowed in designated areas and marked stalls.  Seasonal 

motorcycle parking is available in designated areas.  Handicapped parking areas are clearly marked.  Use of 

handicapped parking requires a state of Wisconsin permit. Parking for visitors is provided on the Green Bay campus.  

Please refer to signs for conditions of use.  Posted parking is also available in Green Bay for persons using 

dental/medical services provided by NWTC.  Walkways are also clearly marked in each parking lot.  Entrances and 

walkways are designed to promote easy access to buildings.  These areas should be free from any obstructions at all 

times. 

 

The Green Bay Parking Utility and NWTC campus security monitor the Green Bay Campus lots. Local police 

departments in Marinette, Sturgeon Bay, Shawano and other outlying areas monitor parking lots to  

ensure safety and the free flow of traffic. Parking citations are subject to local municipal ordinances. 

 

Standard Precautions 
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NWTC has a Health Emergency Plan, which follows the CDCôs and Wisconsin Department of Healthôs regulations 

for both students and staff.  This may require individual restriction of access to campuses and services in case of a 

health crisis.  No student grade penalties will apply.  

 

Transcripts 

Upon successful completion of a class of study, students may request copies of their official NWTC transcript.  

Official transcripts can be ordered online at www.nwtc.edu for an $8.00 fee.  Unofficial transcripts may be viewed 

and printed on my.NWTC for no charge.  On-demand transcripts may be requested on the Green Bay campus for a 

$15.00 fee. 

 

Weather Related School Closing 

Students can call the NWTC weather line number, (920) 498-6380 at anytime. During school hours, school closing 

information will be listed on all TV monitors.  During the winter months, some area schools and day care centers 

may close due to inclement weather.  Students are advised to listen to radio announcements pertaining to early 

school closings. Marinette and Sturgeon Bay campus closings will be announced separately.  Information on campus 

and regional center closings will be posted to the NWTC website homepage. 

 

Green Bay Campus ï Day Class Cancellation 

The radio and television stations listed below will be contacted by 6:00 a.m. to announce a school closing.  Radio 

announcements will be made on WIXX, WTAQ, WLTM, WNCY, WNFL, WROE, WOZZ, WZBY, WDUZ, 

WQLH, WAPL, WHBY, WSCO, WZOR, and WECB.  Television announcements will be made on WBAY, 

WFRV, NBC26, and WLUK. 

 

Green Bay Campus ï Evening Class Cancellation 

If a winter storm should develop during the day necessitating evening class cancellation, the above listed local radio 

and television stations will be contacted by 3:00 p.m. to announce a school closing. 

 

Marinette Campus:  Radio announcements will be made on WAGN/WHYB, WLST/WMAM, and WOCO. 

 

Sturgeon Bay Campus:  Radio announcements will be made on WBDK, WSRG and WDOR or call the Sturgeon 

Bay campus weather line at 920-746-4935.   

 

Sanctions will not be imposed for students who exercise reasonable judgment and do not attend class 

 

ACADEMIC INTEGRITY POLICY (Including:  Plagiarism, Collusion, Cheating) 
As a student at NWTC, students are expected to maintain personal and professional honesty in all of their actions at 

the College.  Students must do their own work and take steps to avoid plagiarism, collusion, or cheating.  Student 

work includes tests, papers, projects, speeches or any other assigned work that will be evaluated for a grade. 

 

Definitions: 

Plagiarism is ñto steal and pass off (the ideas or words of another) as oneôs own é[to] present as new and original 

an idea or product derived from an existing sourceò (Websterôs Ninth New Collegiate Dictionary, 898). 

 

Collusion occurs when two or more students who are preparing individual assignments work together and submit 

similar work for assessment.  Any student who allows another to use his or her materials is guilty of collusion.  

Collusion does not occur if students have been assigned group projects. 

 

Cheating includes, but is not limited to, looking at, copying, or using the work of another for assignments or 

projects, sharing test questions, or by using unauthorized notes or materials on examinations. 

 

Examples: 

A student is guilty of dishonesty if the student does any of the following: 

 

http://www.nwtc.edu/
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Å Submits a paper, examination, computer program, project, speech or assignment as his or her own work if 

someone else prepared it. 

Å Copies verbatim (word-for-word) the written materials of others without putting such words in quotation marks 

and/or without documenting the source of those words. 

Å Paraphrases (puts into the studentôs own words) the ideas of others without documenting the source of these 

ideas. 

Å Copies the artistic creations of others without documenting the source of those ideas. 

Å Copies a table, chart, diagram or any illustration without documenting the source. 

Å Uses terminology or concepts created by another without documenting the source. 

Å Presents false, fabricated, or altered information or data to support the thesis or main idea of the work. 

Å Submits the same assignment for more than one course without the permission of all of the instructors. 

Å Downloads and uses text or materials from the Internet, from a hard drive of any computer (on campus or 

elsewhere), or from a diskette, CD-ROM or other electronic storage device without documentation and the 

original authorôs consent. 

Å Performs and/or accesses any work for another enrolled student, regardless of delivery mode.  

 

Consequences: 

If a student uses plagiarism, collusion or cheating, the instructor may choose to: 

 

Å Give the assigned work a zero or an F. 

Å Notify the studentôs program instructors of the incident. 

Å Ask the student to create original work in a supervised setting. 

Å Drop the student from the course with an F. 

Å Suggest to the Dean that the student be dropped from the studentôs academic program. 

Å Adhere to the penalty stated in each courseôs syllabus. 

Å Record an event of cheating in the studentôs record. 

 

ACCREDITATION OF PROGRAMS 
Northeast Wisconsin Technical College is accredited by the Higher Learning Commission and is a member of the 

North Central Association, www.ncahlc.org.   

 

ADMISSIONS/PROGRAM ENROLLMENT 
The Admissions/Program Enrollment staff provides up-to-date information on all NWTC programs, 

admission/application procedures, and program wait lists.  For questions regarding admission to an NWTC program, 

students should contact Enrollment Services at (920) 498-5444 or (888) 385-NWTC.     

 

Applications     

Applications to enter an associate degree or technical diploma program will be accepted from students who have, at 

least, entered their senior year of high school.  NWTC begins accepting applications the Monday after Labor Day 

for the following academic year.  

 

To apply online, go to www.nwtc.edu and click on the my.NWTC link.  Paper applications are available through 

local high school counselors, from any campus or  regional learning center, or by calling Enrollment Services at 

(920) 498-5444 or (888) 385-NWTC.       

 

Freedom of Access to Admissions 

NWTC admits those applicants who have the desire and the determination to obtain a technical diploma or associate 

degree and who have completed the application procedures outlined in its various publications.  It is the 

responsibility of the student to complete the application procedure so that all admission requirements can be met.  

Completed applications will be processed on a first-come, first-served basis. 

http://www.ncahlc.org/
http://www.nwtc.edu/
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Individuals will be accepted upon evaluation and approval of their experience or examination to meet the entrance 

requirements.  The high school record and other transcripts, as well as test results submitted, are used exclusively in 

counseling and placement of aptitudes and motivations.  Individuals may be admitted with a personal learning plan 

(PLP) if the above mentioned criteria, indicates the need for requisites. 

 

Applications will not be accepted from students who owe past due balances and have service indicators on their 

accounts that prevent registration. Students who owe money should contact the Student Finance Office and satisfy 

the balance owed before applying to a program. 

 

AFFIRMATIVE ACTION POLICY 
Statement of Policy - Northeast Wisconsin Technical College does not discriminate on the basis of age, ethnicity, 

color, disability, gender, national origin, language, or other protected status in employment or programs and 

activities.  Discrimination against any individual for reasons of political affiliation, age, ethnicity, creed, color, 

handicap (disability), marital status, gender, national origin, language, ancestry, sexual orientation, arrest record, 

religion, pregnancy, parental status, service to the armed forces, genetic testing, and the use or non-use of lawful 

products off the employerôs premises during non-working hours is specifically prohibited in employment and in 

education programs.  It is the policy of the College that a formal Affirmative Action program operates within the 

District. 

 

Primary responsibility for equal employment and affirmative action is with the College President.  The Director of 

College Diversity develops and monitors the functions of the Affirmative Action program.  The total support of 

every employee, student, and recipient of college services is also required to assure equality of opportunities and 

respect for individuals. 

 

AGE REQUIREMENTS 
Individuals can enroll at NWTC if they meet statutory and Board-approved age requirements unless restricted by 

licensing, certification, or other regulations, statutes, or court decrees. Individuals who wish to enroll before 

reaching the age of 16, will be required to have a written consent of his/her parent or guardian and his/her school 

principal.   

 

Individuals participating in a home-based private educational program will need the written consent of an authorized 

individual and that of an NWTC divisional representative. 

 

ASSESSMENTS 
Admission Assessments 

NWTC is committed to assisting every student in meeting his or her service and learning goals.  NWTCôs 

Assessment Center provides a variety of assessments, tests, and certifications in a secure environment and 

atmosphere conducive to testing.  Valid photo identification and related fees, if applicable, are required prior to 

testing.  Cell phones and pagers are to be turned off and locked, along with all other personal items, in lockers 

located in the Assessment Center.   

NWTC uses an Academic Skills Assessment to determine whether a student possesses the entry skills necessary to 

succeed in the program of his or her choice.  The Academic Skills Assessment measures the individualôs skill level 

in the areas of math, reading comprehension, sentence skills, and other math assessments as designated by the 

program.  Assessments are taken on a computer, and scores are provided immediately upon completion.  A $20 fee, 

payable prior to taking the assessment, covers all program entry testing.  

 

A general description of the Academic Skills Assessments and the benchmark scores specific to each program are 

available in the College Catalog or on NWTCôs web site, www.nwtc.edu.  For more information call (920) 498-5427 

or (920) 498-5688. 

http://www.nwtc.edu/
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Students are unable to devote full attention to testing when children accompany them to the Assessment Center.  

Children are not allowed in the testing labs while students are testing nor will the Assessment Center staff tend to 

them while parents are testing.  

 

Exams From Other Institutions 

As a community service, proctoring for correspondence exams or exams from other institutions is available in the 

Green Bay Campus Assessment Center (Room SC365).  A $30 per exam proctoring fee is payable prior to taking 

the exam.  Valid photo identification is required, and appointments are necessary.  For more information or to make 

an appointment, please call (920) 498-5427.    

 

Course/Instructor Testing 

As a service to students and instructors, course-related tests are administered in the Green Bay Campus Assessment 

Center (Room SC365). Tests are given on a walk-in basis during scheduled Assessment Center hours.  Students 

should allow for sufficient time to complete the test prior to closing time.  Contact Marinette and Sturgeon Bay 

campuses for their specific course-related testing instructions. 

 

Microsoft® Office® Exams   
Microsoft Office Specialist (2003) allows you to demonstrate knowledge in the areas of Microsoft® Word®, 

Excel®, PowerPoint®, Outlook®, Access®, Word Expert®, and Excel Expert®.   Microsoft Certified Application 

Specialist Series (2007) credentials demonstrate proficiency in the newest standard in the areas of Microsoft® 

Word®, Excel®, PowerPoint®, Outlook®,  Access®, and Windows Vista for the Business Worker®.  Test costs 

vary from $77-$100, and appointments can be made by contacting the Assessment Center at 920-498-7965. For 

more detailed information on the MOS exams, go to www.certiport.com or call the number listed above. 

NREMT Certification Testing 

NREMT Certification Examinations are intended to evaluate the competence of EMS practitioners at a variety of 

levels:  First Responder, EMT Basic, EMT Intermediate (ô85 and ô99), and Paramedic.   Registration and payment of 

fees for the NREMT Certification Exams can be made through the Pearson VUE website at www.pearsonvue.com.  

Exams are administered in the Green Bay Campus Assessment Center (Room SC365).  For more information go to 

the Pearson VUE website or call (920) 498-5427. 

 

ATTENDANCE POLICY 
NWTC reserves the right to impose class attendance restrictions in courses and programs based on program 

administrative guidelines.  Attendance may affect your grade or program status.  

 

The NWTC College Board recognizes the need to reasonably accommodate a studentôs sincerely held religious 

beliefs for class absence during exams and other academic requirements. 

 

BOOKS, SUPPLIES AND CLASS-RELATED FEES 
Books, supplies and class-related fees vary with each course.  Students are required to purchase their own textbooks 

and, in some courses, supplies such as tools, safety glasses, and uniforms.  After a student has registered for courses, 

specific textbook information can be viewed online at mybooks.nwtc.edu.  Textbooks, both new and used, can be 

purchased at the campus store, or online at mybooks.nwtc.edu. 

 

Textbooks may be purchased using financial aid.  After financial aid is processed, students may request a book 

voucher (see directions on the Financial Aid web page).  Once the voucher is approved, books can be picked up.  

Tuition and books will be deducted from a studentôs financial aid before it is disbursed.     

 

http://www.certiport.com/
http://www.pearsonvue.com/
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Students eligible for a tuition payment plan may add books to the agreement.  In the application process, students 

will be asked if they would like to add books to the plan.  Once the application is complete and approved, books can 

be picked up. 

 

CAREER SERVICES 
The Career Services Center is a career exploration and job seeking resource serving all residents of the NWTC 

District. The center serves prospective students, current students, and community members.   Students enrolled in 

one or more of the collegeôs 80 programs are eligible to set up their credential files and register for employment 

services.  Career assessments are available at no charge to customers.  The center, located in SC235 on the Green 

Bay campus, also provides resume and cover letter critiques and mock interviews.  

 

Career Advising is available by contacting the Career Services Center at (920) 498-6250.  An interpretation of the 

assessment will be assigned to a career professional.   

 

Career Exploration 

Individuals can research specific occupations, map a career path, determine current salary information, research 

occupational employment outlook, and pinpoint industries hiring specific graduates.  The center has an extensive 

collection of web resources and print materials for career research.  Customers are able to assess their interests, 

skills, personality, and values.  The following is a list of career planning web sites available through the center.  

 

Å MyPlan 

Å Career Cruising 

Å Wisconsin Careers 

 

The web site for the center can be found at www.nwtc.edu.  Click on ñExplore Careers.ò                               

 

Student Employment Services 

Students are able to access Wisconsin TechConnect, the statewide technical college job posting system, for jobs 

related to their program.  They can also view jobs on Wisconsin Job Net, as well as a variety of other web sites 

designed to assist in finding employment.    

 

Wisconsin TechConnect ï Student Employment Job Listing Database 

Intranet access from on-campus computers does not require a password and is available to anyone while on the 

NWTC campus.  Internet access from outside NWTC requires a USER ID & PASSWORD which provides an 

NWTC student or graduate with exclusive access to program related technical college job postings.  Students and 

graduates who fall into the following categories have those exclusive rights:  

 

Å A NWTC graduate (Anyone who has an associate degree or technical diploma from NWTC) 

Å A student enrolled in an associate degree or technical diploma program.     

 

Only NWTC program students and graduates are eligible for Internet access and must start by completing a 

credential file.  This file includes a Credential File Registration form.  Students will be able to collect references 

from their instructors.  Students are advised to obtain reference print-outs from our office and take them to a job 

interview.     

 

NWTC offers guaranteed retraining if an employer certifies that the graduate is lacking the job competencies 

specified in the educational program for an entry-level position.  NWTC also offers guaranteed retraining for those 

graduates who have not secured related employment within six months of graduation as indicated in Wisconsin 

Statute 38.24 (4). 

 

Graduate Follow-Up Studies 

Graduate follow-up data is listed on the college website and is also available in booklet form.  When accessing this 

through the NWTC website, go to www.nwtc.edu/services/explorecareers and then click on Graduate Follow-up 

http://www.nwtc.edu/services/explorecareers
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Study on the left hand side, under the heading of Explore Careers.  Within the second bolded section on that page, 

click on ñSee the full Graduate Follow-up Study Reportò.    

 

CIVIL RIGHTS COMPLIANCE 
The College will continue to comply with the following laws: Titles VI and VII of the Civil Rights Act of 1964 as 

amended, Title IX of the Educational Amendments Act of 1972, Section 504 of the Rehabilitation Act, the 

Americans with Disabilities Act of 1990, the Civil Rights Act of 1991, the Carl D. Perkins Vocational Education 

Act, the Equal Pay Act of 1973, the Age Discrimination Acts of 1967 and 1975, the Civil Rights Restoration Act of 

1987, the Wisconsin Fair Employment Law, other appropriate laws and executive orders and/or administrative 

directives; and Discrimination and Denial of Services on the Basis of Race, Color, National Origin, Sex, and 

Handicap in Vocational Programs (34 CFR, Part 100, Appendix B). Lack of English reading/speaking skills will not 

be a barrier to admission and participation in NWTC programs. 

 

COPYRIGHT NOTICE 
Eight categories of material are protected by copyright law ð literary, musical, dramatic, choreographed, pictorial 

(or graphics), audio visual, sound recording, and architectural. An original work is considered copyrighted when it is 

in a ñfixedò or ñtangibleò medium, (i.e. written down on paper, saved to a computer disk, recorded on a CD, etc.). 

Assume that all work is copyrighted, even if the copyright symbol (©) is not on the material. 

 

To ensure compliance with copyright law, it is always best to request permission from the author. However, the 

ñFair Use Doctrineò of current copyright law allows for a small amount of copyrighted material to be used for 

academic purposes or news reporting without asking for permission. This means a student can quote or paraphrase 

copyrighted material, but he or she must cite the author. 

 

If a student requests and consequently receives permission from the author, he or she must save a copy of the written 

permission, or the e-mail granting permission. In cases where the author has preemptively granted permission, 

students should follow any directions given about the use of the material. 

 

If students have any questions, or need assistance with a copyright request, they should contact the Library staff. 

 

COUNSELING/ADVISING CENTER 
Services Available: 

Academic Advising is available for those who need assistance with programs of study, program qualifications, 

course content, course selection, prerequisites, academic goal setting, recommended credit load, advanced standing 

credit award, registration, transferability of courses to and from NWTC, career goal exploration, admissions and 

graduation.   

Personal and Mental Health Counseling is provided by Licensed Professional Counselors (LPC) who have 

specialized training in areas of mental health, personal, academic, special needs, substance abuse and family 

dynamics counseling.  

 

To make an appointment with either a counselor or an advisor, call (920) 498-5444. 

 

COURSE CANCELLATION  
NWTC reserves the right to cancel courses.  If NWTC cancels a course, students will be notified by mail, telephone, 

or email and refunded 100% of all fees paid. 
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CREDIT FOR PRIOR LEARNING 
NWTC recognizes that skills and knowledge may be gained in ways other than formal classroom or laboratory 

learning.  The Enrollment Services Department will be responsible for granting Credit for Prior Learning if a student 

requests such action.  Counseling or Enrollment Services may, at their discretion, call upon administrators and 

Deans/Associate Deans as appropriate to aid in any decision to grant Credit for Prior Learning.  Students must be 

officially admitted to an NWTC certificate, diploma or degree program before Credit for Prior Learning procedures 

may be initiated.  NWTC policy is in keeping with the Wisconsin Technical College System Board (WTCSB) 

policy, which states students cannot obtain Credit for Prior Learning for more than 75 percent of the credits required 

for graduation.  A minimum of 25 percent of core course requirements must be taken in residence at NWTC.  

 

Three means for obtaining Credit for Prior Learning are: 

 

Transfer of Credit. If students transfer from other institutions of higher education, they may request to have their 

records evaluated by Enrollment Services.  Permission to waive certain program requirements will be granted if the 

courses being transferred are equivalent in nature and if satisfactory (grade of C based on a 2.0 GPA) grades were 

received.    

 

Credit by Work or Life Experience.  Students may be granted credit for previous work, life, and military 

experiences that are comparable in content and level with specific NWTC courses.  Portfolio documentation will be 

required; assistance in developing a portfolio is available through the Green Bay campus Communication Skills Lab 

or a community Basic Skills Lab.  Forms are available in each of these divisional offices:  Business and Information 

Technology, Health Science, Trades & Engineering Technologies, Public Safety, and General Studies on the Green 

Bay campus.  Once the form is obtained and filled out, it is brought to the Welcome Center (Green Bay campus) for 

payment.  Fees are 30% of the program fee and must be paid in full prior to developing a portfolio.   

 

Credit by Exam.  Credit by Exam is determined by departmental policy and subject to instructor approval.  The 

student must be in good credit standing with the college and accepted into an Associate Degree, Technical Diploma 

or Certificate Program.   Student is to pick up the Credit by Exam form from a Learning divisional office on the 

Green Bay Campus or designated staff on the Marinette or Sturgeon Bay Campus.   

 

Credit by Exam Procedure for students enrolled in a course.   

Credit by Exam must be taken within 14 calendars days of the class start date.  The first day of class is counted as 

day 1of the calendar days.  When day 14 falls on a Sunday or holiday, the first day the College is open prior to day 

14 is the last day for taking the exam.   For example, if day 14 falls on Labor Day, the last day for taking the exam is 

the previous Friday, since the College is closed on the Saturday, Sunday and Monday of Labor Day weekend. 

Å Student must be enrolled in the course, since student receives a transcripted grade eligible for transfer, academic 

progress (GPA), financial aid and student health insurance. 

Å Tuition and fees for the course must be paid in full. 

Å Staff and student must complete the required Credit by Exam form. 

Å The student is required to take the Credit by Exam form to the course instructor for signature. 

Å Student goes to the Assessment Center (SC365) or designated area on the Marinette or Sturgeon Bay Campus, 

with the signed Credit by Exam form to take the exam. 

Å Student must continue attending class until the Credit by Exam grade is accepted or declined.   

Å Student goes to the Assessment Center (SC365) 7 - 14 days after taking the Credit by Exam to accept or decline 

the exam grade.  The student must indicate ñAcceptò or ñNot Acceptò and sign the Credit by Exam form.  

Students may accept only grades of A, B, or C. 

Å Grade will automatically be declined if student does not go to Assessment Center (SC365) within 14 calendar 

days of test date and accept or decline the grade.  Student will be required to remain in the class and take the 

instructor-given grade at the end of the course. 

Å Student may attempt one Credit by Exam per course per academic school year (June 1- May 31). 

Å Tuition and fees are non-refundable regardless of the Credit by Exam outcome. 

 
Credit by Exam Procedure for students not enrolled in a course (Credit by Exam may be taken at any time): 

Å Student must NOT be enrolled in the course. 

Å Staff and student must complete the required Credit by Exam form.  
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Å Student is given the name of the go-to instructor to verify that a Credit-by-Exam is available.  Instructor must 

sign the form.  

Å Student must pay 50% of the tuition per credit in the Student Finance office (SC240) on the Green Bay Campus 

or designated area at Sturgeon Bay or Marinette Campus, prior to taking the exam. This fee is non-refundable 

regardless of the Credit by Exam outcome. 

Å After obtaining the instructorôs signature, student will go to the Assessment Center (SC365), or designated area 

at the Sturgeon Bay or Marinette Campus, to take the Credit by Exam. 

Å Student will be notified by email whether he/she has passed or failed the exam.  

 

For more information, please refer to the Credit for Prior Learning section of the College catalog. 

 

E-MAIL POLICY 
NWTC provides an e-mail system for the use of the students of NWTC in their College related activities. Any 

messages transmitted via the NWTC e-mail system are subject to all requirements and regulations regarding privacy 

of College records, records retention, and open records and all other requirements of College documents. The e-mail 

system may be used only for College business and for purposes specifically authorized by the college. 

 

Any person who uses the NWTC e-mail system consents to all of the provisions of this policy and agrees to comply 

with the entire policy and with all applicable state, federal and international laws and regulations. 

 

All NWTC students are to use their NWTC e-mail address and the NWTC e-mail system for all College business. 

Electronic messages regarding College business are to be communicated using the College e-mail system. 

 

To access the complete Student Email policy, please go to the my.NWTC student portal and click on the student 

help link. Violators of College policies are subject to disciplinary action, including revocation of their email account.  

The user may appeal actions according to established College appeal process.  

 

For any questions regarding your email, please contact the Student Help Desk toll-free at 800-422-NWTC ext. 6900 

or 866-235-5037. 

 

EARLY RELEASE 
Under certain circumstances, students may be allowed an early release from classes.  A formal request for early 

release must be made no earlier than six weeks prior to the end of any semester.  An Early Release Committee will 

meet to determine if the request, with supporting required documents provided, meets early release criteria, and 

approve or deny the request. The following criteria must be met to be considered for early release:    

 

Å Student must obtain an Early Release packet of forms from Enrollment Services or Academic Division.   

Å Student must provide the Academic Division with a written statement from the potential employer, on company 

letterhead, stating the duties of the position, that the position is full-time and permanent, and that it is not 

possible to hold the position until the end of the semester.  

Å Student must have a least a 2.00 GPA (or a projected 2.00 GPA).  

Å Student must submit all materials to the Academic Division no earlier than six weeks prior to the end of the 

semester in which the student will graduate.  

 

ENROLLMENT SERVICES  
Enrollment for Classes by Program Students  

The following steps are taken to register as a program student: 

Å An individual must apply and be accepted into a program through the admissions process. 
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Å Prior to each registration, students may access their Degree Progress report through my.NWTC or meet with an 

advisor (Room SC240) to determine the classes to be taken for the semester. 

Å The date on which a student can enroll in classes for the upcoming semester, an Enrollment Appointment is 

available in my.NWTC.  The registration schedule will also be posted around campus.   Students are asked to 

adhere to the scheduled registration date and time to ensure admittance to the desired classes. Class admittance 

is not guaranteed.  Openings are available on a first-come, first-served basis. 

Å Payment for classes is required by the beginning of the semester, or within ten calendar days, unless otherwise 

noted, or if other arrangements have been made with the Student Finance office.  Any student funded by a 

funding agency or an employer is required to present proof of funding by the tuition due date. 

Å A credit agreement must be signed on line if classes are not paid for at time of registration.  

Å Mail and in-person registration takes place separately for non-program (undeclared) students enrolling in either 

degree or non-degree classes.  These classes are listed in a schedule of classes, the Continuing Education 

magazine, and online. 

Å For more information, call Enrollment Services at (888) 385-NWTC or (920) 498-5444. 

 

Enrollment for Classes by Non-Program Students   

The following steps are taken to register as a non-program student:  

Å Announcements will be made of the specific dates of registration for each semester.  

Å Payment for credit classes is required by the beginning of the semester, or within ten calendar days, unless 

otherwise noted, or if other arrangements have been made with the Student Finance office.  Any student funded 

by a funding agency or an employer is required to present proof of funding by the tuition due date.  Payment for 

all non-credit classes is required at the time of registration.  

Å A credit agreement must be signed on line if classes are not paid for at time of registration.  

Å Payment for a non-credit class is required at the time of registration. 

Å For more information, call Enrollment Services at (888) 385-NWTC or (920) 498-5444.  

 
Enrollment After Class Start Date 

Enrollment after class start date requires written instructor(s) approval.  The class cost is not prorated. 

 
Exchange of Credit Classes 

Students may exchange classes through Enrollment Services.  Exchanges made prior to the start of the class will 

receive credit for 100% of class fees dropped. The new class will be charged at 100% tuition and fees. 

 

NOTE: Even Exchange Policy is not in effect when the student is placed on the waitlist for the added class. 

 

A student who drops from one course and adds another during the first 14 calendar days of the fall or spring term (or 

first seven calendar days of summer term) shall receive credit for 100% of class fees dropped which must be applied 

to the class added. Addition and drop of classes involved must occur on the same day.  

 

Å If the applicable class fees for the course added exceed the fees for the course dropped, the student will be 

assessed the additional amount. 

Å If the applicable class fees for the course dropped exceed the fees for the course added, the student will be 

issued a refund. 

 

After fourteen calendar days of the fall or spring term, or after seven calendar days of summer term:  

 

Å Even exchanges will only be considered between classes with the same catalog number.   

Å Classes with different catalog numbers will not be even exchanged.  Drops will be refunded according to WTCS 

policy.  The added class will be charged at 100% of tuition and fees.  

Å Addition and drop of classes involved must occur on the same day.  

Å The even exchange policy is not in effect when the student is placed on the waitlist for the added class.  

Å If adding a TCA or NET (online) class, and if open for enrollment, an instructor signature is not required.  

Å An exception will be granted for Prepared Learner courses when the student re-enrolls in the recommended 

course.  
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Any extenuating circumstances to the above must be approved by the dean for the department offering the course.  

Classes exchanged due to a college error or institution correction are reimbursed at 100% to the student. 

 

Students interested in exchanging classes should contact Enrollment Services in person or by phone, (920) 498-5444 

or (888) 385-NWTC.  Students requesting information on the Collegeôs refund policy may contact the Student 

Finance office at (920) 498-5444 or (888) 385-NWTC.   

 

Withdrawal From Classes or Programs/Certificates 

If a student wishes to withdraw from one class or all classes, they must contact Enrollment Services, (920) 498-5444 

or (888) 385-NWTC, so that necessary procedures and forms can be completed.  These forms may require signatures 

of the instructor and Dean or Associate Dean of the division.   

 

If a student withdraws from a program or certificate, it is the studentôs responsibility to also withdraw from classes.  

A student may wish to continue in classes without pursuing a program or certificate, therefore Student Services is 

not responsible if a student chooses to remain in classes after withdrawing from a program or certificate.  

Withdrawing from a program has an impact on financial aid eligibility. 

 

If a student withdraws during the refund period, a refund adjustment may be posted to their account.  If a student 

withdraws beyond the refund period, there is no refund adjustment.  If a student receives financial aid, veteranôs 

funding or agency assistance, it is the studentôs responsibility to notify a Financial Aid advisor for potential 

repayment of funds. 

 

After the 60% date of a class, no withdrawals are allowed; students will receive the grade earned.  If a student has a 

special circumstance in which a withdrawal would be appropriate, they must contact their instructor.  The instructor, 

along with the Dean/Associate Dean will need to approve the withdrawal.  

 

Armed Forces:  If a student who is a member of a national guard or a member of a reserve unit of the U.S. armed 

forces withdraws from school after September 11, 2001, because he or she is called into state active duty or into 

active service with the U.S. armed forces for at least 30 days, the district board shall reenroll the student beginning 

in the semester following his or her discharge from active duty or the next succeeding semester, whichever the 

student prefers, and, at the studentôs request, do one of the following for all courses from which the student had to 

withdraw: 

 

Å Reimburse the student all tuition and fees paid for all the courses. 

Å Grant the student an incomplete in all the courses and permit the student to complete the courses, within 6 

months after leaving state service or active service, without paying additional tuition or fees.  

 
Auditing Courses 

Anyone wishing to review or to obtain general understanding of a subject could request enrollment in a class as an 

auditing student. As an auditor, students may attend classes, receive a grade of Audit (AU), and are not required to 

take examinations.  Audited classes are not considered part of a credit load and cannot be used to satisfy 

prerequisites or graduation requirements or applied toward financial benefits.  Audit fees are the same as regular 

class cost.  

Students may audit most levels of classes (Associate Degree, Technical Diploma, or Vocational) at the College.  

Exceptions include: Community Service (600 level) and designated open-entry, self-paced or online classes which 

include Correspondence (TCA), Online (NET), or Self Paced (SP).   

 

The College reserves the right to determine certain classes as inappropriate for audit and/or limit the number of 

auditing students per class.  

 

Audit Requirements:  

 

1.  Audit fees are due at the time of registration.  

2. Wisconsin Statute 38.24 (4m) provides a program fee exemption if all the following requirements are met: 

Å Student is age 60 or older on the day the class starts or first date of attendance, whichever is later.   

Å Student is a resident of Wisconsin or is covered under a reciprocity agreement with another state.  
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Å Space is available in the class.  

Å Exemption is for the program fee portion of class tuition only.  Student is responsible for material, activity 

and other miscellaneous class fees.  

 

Student may not change from audit to credit status or from credit to audit status at any time after 

enrollment.  

 

Enrolling in Flexible Ways of Learning 

Flexible Ways of Learning at NWTC include online, blended, correspondence (TCA), accelerated, and self-paced 

classes.  Learners are able to enroll into all of these ways of learning unless a student fails, withdraws, or is a no-

show three times total during four consecutive terms.  If this occurs, the learner is required to meet with an academic 

advisor/counselor before enrolling in additional flexible ways of learning.  The academic advisor/counselor will 

review the success of previous classes and provide advising regarding future enrollment opportunities.  During this 

time, students will still be able to enroll into classes delivered in other ways of learning.  

 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
Access to a Northeast Wisconsin Technical College studentôs educational record is governed by the Family 

Educational Rights and Privacy Act of 1974 (FERPA) and in conjunction with the Wisconsin Technical College 

System and Wisconsin Statutes.  

 

FERPA is a law which protects the educational records of students. A studentôs official educational records are 

paper and electronic records kept about the student which relate to being a student. Under FERPA, students have the 

right to access or deny access to their records. In compliance with these laws, the College annually notifies students 

of their rights regarding student information.  

 

A studentôs official education record is confidential and shall not be released to anyone except the student (Under 

FERPA, parents are third parties, with no rights to the record.) Except under the following conditions: 

 

1. A Release of Student Records form is duly signed with proper documentation by the student or a parent/legal 

guardian, is received and on file with the Northeast Wisconsin Technical College Student Records Department.   

 

2. A request for specific information is received from a court or in compliance with judicial order pursuant to any 

lawfully issued subpoena.  Only the specific information will be provided.  

 

3. Request from NWTC Technical College faculty and staff with a legitimate need to know.  

 

4. Request from representatives of agencies or organizations from which the student is receiving financial aid.  

 

5. Request from officials of other postsecondary educational institutions to which the student has applied for 

admission.  

 

6. Request from other persons or agencies specifically exempted from the prior consent requirement by the Act. 

This includes certain federal and state officials of the District accrediting agencies, etc. 

 

Studentôs who wish to inspect their education records, must submit a written request for the inspection of identified 

records to the NWTC Registrarôs Office. The Registrar will contact the student with a day, time and place for the 

inspection.  The notification and inspection shall occur within 45 days from the receipt of the written request for 

inspection on records.  

 

After inspection, the student has the right to request the amendment of student education records that the student 

feels are inaccurate or misleading. A student should write the Registrar; clearly identifying the part(s) of the record 

that they want changed, and specify why they feel the record(s) is inaccurate or misleading.  If Northeast Wisconsin 
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Technical College decides not to amend the record as requested, the College will notify the student of the decision 

and advise the student of his or her right to a hearing regarding the request for amendment.  

 

For more information concerning the Act, contact the Registrar at (920) 498-6269 

 

Hold Status on Education Records 

With the understanding that it cannot deny a studentôs review and inspection of their records, NWTC reserves the 

right to withhold release of copies of a studentôs education records and transcripts or grades in the following 

situations: 

Å A student has an outstanding financial obligation to NWTC (including, but not limited to, unpaid tuition or 

financial aid, book or supply fees, library fines, NSF checks, etc.) 

Å There is an unresolved disciplinary action against the student. 

 

Directory Information 

Anyone can request what is termed ñdirectory informationò. Each institution defines what they consider to be 

directory and non-directory information. The student also has the right to withhold any directory information that 

they wish from any third party by filling out a Privacy Request form.  Students must carefully consider the 

consequences of any decision made to withhold directory information, as any future requests for such information 

from non-institutional persons or organizations such as prospective colleges and employers will be refused. NWTC 

will honor an individualôs request to withhold directory information until removed by the person, but cannot assume 

responsibility to contact a student for subsequent permission to release information.  
 

In accordance with the Act, and at its discretion, NWTC may release, without student consent, the following 

directory information:  

 

Å Studentôs name 

Å Current mailing address, telephone number and email address 

Å Participation in officially recognized activities 

Å Date of birth and place of birth 

Å Major field of study 

Å Full-time or part-time enrollment status 

Å Dates of attendance 

Å Degrees and awards received  

Å Date(s) of degrees(s) 

Å Most recent, previous educational institution attended by student (includes high school) 

Å Photographs 

 

Student Records 

Transcripts of educational records will contain only information about educational status.  Information from 

disciplinary or counseling files will not be available to unauthorized persons on campus or to any person off campus 

without the expressed consent of the student involved except under legal compulsion or in cases where safety of 

persons or property is involved.  No records will be kept which reflect the political activities or beliefs of students.  

Provisions will also be made for periodic routine destruction of non-current disciplinary records.  Administrative 

staff and faculty members will respect confidential information about students that they acquire in the course of their 

work.  Students can have access to their personal educational records through a member of the Enrollment Services 

professional staff. 

 

FINANCIAL AID 
The Financial Aid Office provides information about financial aid opportunities and eligibility.  Although the major 

responsibility for financing a college education resides with the student, NWTC is able to assist student in meeting 

their educational expenses.  Assistance may be in the form of grants, scholarships, loans, employment, or a 

combination of these.   
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Å Grants and scholarships are financial aid that does not have to be repaid. 

Å Work-study enables students to work and earn money to help pay for school. 

Å Loans are borrowed money that must be repaid with interest. 

 

Many of the financial aid programs are based upon financial need.  Financial need is the difference between the 

students established educational expenses and resources the student and/or family have available to meet those costs. 

Students must complete the Free Application for Federal Student Aid (FAFSA) at www.fafsa.gov each year in order 

to apply for financial aid.  

 

For more information contact the Financial Aid office at 920-498-5444 or (888) 385-NWTC, refer to the college 

catalog, or stop in the Welcome Center, room SC240 on the Green Bay campus.   Students seeking financial aid 

should visit the Financial Aid page on NWTCôs website at www.nwtc.edu by clicking on ñFinancial Aidò.   

 

Veteran Information 

Veteran Service is located in SC240 in the Student Center on the Green Bay Campus.  Students who wish to use 

their Federal Veteran Educational Benefits must be accepted into a program, complete the required forms each 

semester and submit the necessary paperwork for certification.  In an effort to provide sufficient time to establish an 

award, students should apply for veteran benefits at the same time they apply for admission to their program. 

 

Assistance is available for federal benefits under: 

Å Chapter 30, Montgomery GI Bill (Active-Duty) 

Å Chapter 31, Disabled Veteranôs Vocational Rehabilitations Program 

Å Chapter 33, Post 9/11 GI Bill 

Å Chapter 35, Survivor/Dependentsô Educational Assistance Program 

Å Chapter 1606, Selected Reserve GI Bill (Reserve and Guard) 

Å Chapter 1607, Reserve Education Assistant Program  

Assistance under Wisconsin Benefits includes: 

Å National Guard Tuition Grant 

Å Part-Time Study Grant 

Å Economic Assistance Loans 

Å Retraining Grant 

Å WI GI Bill 

Veterans who wish to continue to receive benefits must maintain satisfactory academic progress (GPA 2.0) each 

semester. Students must notify Enrollment Services of drops or withdrawals to prevent potential overpayments. 

 

For more information on Veteran Benefits contact the Financial Aid office at 920-498-5444, refer to the college 

catalog located on the website at www.nwtc.edu, or stop in the Welcome Center, room SC240 on the Green Bay 

campus.  Additional information can be found online at: www.gibill.va.gov for Federal  

Benefits; for State Benefits go to: http://dva.state.wi.us 

 

Scholarships 

Scholarships are similar to grants in that there is no obligation to repay them.  Scholarship information is available 

through NWTCôs Educational Foundation Office, Room DO211, or by calling (920) 498-6914 or (800) 422-NWTC, 

extension 6914.  This information is also available on the NWTC Web site, www.nwtc.edu 

 

Federal Education Tax Benefits 

Some costs of attending college may result in federal tax advantages. Students and parents should consult with tax 

advisors for specific information regarding eligibility.  NWTC cannot provide tax advice to students. 

 

On an annual basis, NWTC will provide 1098-T statements to those students determined to have eligible charges for 

tax purposes.  Students are encouraged to retain receipts for tuition payments made during the calendar year for tax 

filing purposes.  Please note that student financial information cannot be released to anyone other than students over 

the age of 18 without written authorization from the student. The Student Finance office can be contacted at (920) 

498-5444 or (888) 385-6982, with questions regarding this information. 

 

http://www.fafsa.gov/
http://www.nwtc.edu/
http://www.nwtc.edu/
http://dva.state.wi.us/
http://www.nwtc.edu/
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GRADING SYSTEM 
Each student attending NWTC receives a grade from the instructor at the end of a term or class session.  A letter 

grade based on a 4.0 grading scale is used, each grade carries a specified point value per credit unit and grades A 

through C equate to satisfactory progress.  The scale and point values for graded classes are: 

 

Grade Point Value 

A 4.00 

B 3.00 

C 2.00 

D 1.00 

F 0 

 

The District recognizes that skills and knowledge may be achieved in ways other than formal classroom or 

laboratory training where classes with grade points are not involved.  Such classes carry letter symbols with no 

grade point average (GPA) associated with them and the College uses the following symbols: 

 

S Satisfactory 

U Unsatisfactory 

I Incomplete 

R Repeated Class 

W Withdrawn 

AU Audit 

IP In Progress 

TC Transfer Credit 

LE Life Experience Credit 

AS Advanced Standing Credit 

EX Credit by Examination 

NS No Show 

 

Satisfactory/Unsatisfactory (S/U) 

Some classes at NWTC are offered on a Satisfactory/Unsatisfactory (S/U) basis.  Credits in these classes are not 

included as part of a term/semester credit load, cannot be used to satisfy prerequisite or graduation requirements, 

may not be applied toward financial aid benefits and are not considered as units/credits attempted in computing a 

grade point average.  Students in customized post secondary training classes could receive these letter grades if they 

meet the academic requirements as listed in the class syllabus. 

Incomplete (I) 

The designation of Incomplete (I) is assigned when a student is unable to complete the class work because of illness, 

injury or other extenuating circumstances.  The student and instructor will make written arrangements to remove the 

Incomplete within the subsequent term/semester.  If a grade change form has not been received in the Enrollment 

Services Student Records Office by the end of the subsequent term/semester, the Incomplete grade will be 

automatically assigned a grade of F.  A student will not be allowed to graduate from NWTC with an Incomplete 

grade on his/her transcript. 

Repeated Class (R) 

Credit bearing classes may be repeated whenever a student chooses to do so.  The original grade on the transcript 

will be replaced with the symbol R and the grade point average calculation removed.  The repeated class grade will 

be the official transcript grade and a new grade point average calculated.  The most recent grade awarded, whether 

higher or lower, is the official grade on a student transcript. 

Withdrawal (W) 

A student who officially withdraws during the first 60% of the class hours will receive a Withdrawal (W) grade.  

Beyond that time period, a student must obtain the instructorôs and Dean/Associate Deanôs signatures by use of the 

ñRequest to Withdrawò form.     

In Progress (IP) 

The College views an In Progress (IP) grade as valid for specific offerings.  This grade allows the student to 

complete the class during the subsequent semester.  The instructor must submit grade change forms in order to 

remove the IP grade from the student transcript.  A student will not be allowed to graduate with an In Progress grade 

on transcript and there is no cumulative grade point average calculation. 
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Credit For Prior Learning 

To receive Transfer Credit (TC), Life Experience Credit (LE), Advanced Standing Credit (AS) or Credit by 

Examination (EX), a student must be officially accepted into a program/plan through the College Admissions 

process. Students accepted by technical colleges participating in a shared program offered at NWTC may request 

Credit for Prior Learning for general education and support classes. The letter grades denoting prior learning do not 

carry point values and cannot be applied toward financial benefits.  They may, however, be used to satisfy 

graduation requirements. 

No Show (NS) 

The grade of No Show (NS) is assigned when a student enrolls in a course but does not attend.  For full semester in-

person classes (17 weeks), a No Show (NS) grade will be assigned after the third week for non attendance.  For all 

other delivery modes, a grade of No Show (NS) is assigned when a student enrolls but does not attend 

 

Completing curriculum requirements, completing core classes within a program/plan and maintaining a certain 

grade point average are requirements for graduation from the College.  A minimum cumulative grade point average 

of 2.0 or better and at least 25% of the core credits/units for a program/plan completed through graded classes are 

part of these requirements.  There may be additional program/plan specific requirements as approved by the Vice 

President for Learning. 

 

GRADUATION 
Students are eligible for graduation when the following requirements are met: 

 

1. A student must have completed an application and been accepted to the program/plan from which he or she 

wishes to graduate.  

2. A student must have completed all the classes published in the programôs curriculum with a cumulative grade 

point average of 2.00 or better (ñCò average).  Additional classes taken outside the programôs required classes 

are not used to calculate the cumulative GPA for the program.  

 

After the beginning of each semester, Enrollment Services will contact students who are on track to graduate at the 

end of the semester.  All associate degree and technical diploma graduates will receive a diploma and diploma cover 

and are welcome to participate in the graduation ceremony. Students who expect to graduate but are not contacted 

by Enrollment Services should check with their Academic Advisor to verify program completion.   

 

Certificate completers are also eligible to participate in graduation, provided that they have previously taken, or are 

currently enrolled in the required classes the semester of graduation.  Certificates that are 15 or more credits are also 

eligible for honor cords based on the certificate GPA.  Students who are graduating from both a program and a 

certificate will have the highest credential (typically the program) announced at graduation.  

 

Official program completion information will be posted to successful graduatesô transcripts approximately two 

weeks after the end of the semester. A diploma is mailed approximately four weeks after graduation, provided all 

financial obligations to the college have been satisfied.  

 

HEALTH INSURANCE 
Forms for a health insurance policy (covering accident and hospitalization) are available at the Welcome Desk 

(SC240) on the Green Bay campus. Students are strongly urged to consider an insurance plan if they do not have 

other health coverage.  (Doctor and hospital bills incurred as a result of an accident, illness, or injury on campus or 

while participating in program-related clinical assignments are studentsô responsibility.)  Forms are available 

electronically at www.sas-mn.com. 

 

http://www.sas-mn.com/
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HONORS 
Honors notations are based on the following grade point average:  

GPA                DEFINITION        NOTATION 
4.00   Highest Honors  *** 

3.75-3.99  High Honors  ** 

3.20-3.74  Honors   * 

Honors notations reflect course work completed prior to the final eight weeks of the final semester.  At the end of 

the final semester, after all grades are posted, a program/plan GPA will be recalculated and, if applicable, honors 

notations will be posted along with graduation information to a successful graduateôs official NWTC transcript.  

Honors are not publicized for students in programs or certificates with curricula fewer than 15 credits.  

 

INDEPENDENT STUDY 
A project for credit is possible through independent study.  Requests must be submitted through the division dean or 

associate dean.  These requests must be made in advance of the semester in which a student intends to take the study 

project.  The objective of independent study is to provide a means whereby a student may earn program credits to 

satisfy graduation requirements by doing specific research or other projects in areas in which there are no specific 

courses of instruction at NWTC. 

 

Process for Independent Study: 

 

Å A student should seek counseling with the programôs major instructor or program advisor, to establish that 

independent study is a viable course of action. 

Å A student should meet with their program advisor to request permission to undertake projects and courses and 

to arrange for an instructor to supervise progress. 

Å A student should initiate the independent study abstract forms, in consultation with the project instructor, being 

certain that the forms are complete and that all necessary signatures have been obtained. 

 

Deadlines: 

 

Å Applications to undertake independent study projects or courses must be on file in Enrollment Services at least 

two weeks prior to the beginning of the semester in which the independent study is to be done. 

Å Arrangements for projects and courses must be planned so that completion is at least two weeks before the end 

of the school semester in which the work is undertaken. 

Å The application form to undertake independent study should include statements of objectives of the study, the 

manner or method of research, if it is a research project, and an outline of the work to be completed with a time 

schedule for major divisions or units of work. 

Å A student may undertake independent study for credit if 50% of the programôs required credits have been 

completed and assurance is given of the ability to complete such work by having a grade point average of 2.5 at 

the time of undertaking the project. The final independent study must be approved by the Vice President for 

Learning. 

 

LIBRARY 
With both physical and virtual libraries, the Library staff at NWTC strives to serve studentsô informational needs 

wherever they are.  The Library is open to everyone within the NWTC district. 

 

For assistance, call (800) 422-NWTC ext. 5493 or (920) 498-5493, text (920) 288-2ASK or (920) 288-2275, email 

Ask.Library@nwtc.edu, or use the Ask a Librarian chat service available at www.nwtc.edu. 

 

Web Page 

Choose the Library link under Resources and Services at  www.nwtc.edu to connect to the resources listed below as 

well as useful web sites, online library tours/tutorials, and customized library guides for each program.   

mailto:Ask.Library@nwtc.edu
http://www.nwtc.edu/
http://www.nwtc.edu/
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Online Catalog 

Students can use the online catalog to search for books, e-books, magazine titles, videos, online videos, and 

multimedia items in the Libraries at all three NWTC campuses.  The catalog shows the location and availability of 

materials.  Students can also use it to renew their items. 

Also available are links to WISCAT and WorldCat which allow students to find and request materials through 

interlibrary loan from around the world.   

 

Article Resources 

Magazine and newspaper articles are frequently the best sources for current information.  In addition to NWTCôs 

400 magazine and newspaper print subscriptions, the Library also provides access to over 20,000 electronic journals 

through the article resources and Journal List on the Library web site. 

 

Course Reserves 

Books, articles, DVDôs, etc., required by instructors may be put on reserve in the Library or on electronic reserve on 

the Libraryôs web site.  Physical reserve materials are kept at the Circulation Desk and may not be checked out of 

the Library unless specified by the instructor.   

 

Electronic Reserves 

The Library helps instructors put additional materials online for students to access through E-Reserves.  Students 

can read and print these materials any time.   

 

E-Books and Online Videos 

The Library subscribes to many electronic books and videos that can be viewed online.  These e-books and videos 

are listed in the Online Catalog and may be linked to courses.   

 

Library Computer Lab 

The Library Lab includes over 100 PCs, MACs, scanners, high-speed printers, tablet PCs, headphones, reservable 

study rooms, specialty software, a color printer, and a copy machine.  Lab technicians are available to offer technical 

support and increase studentsô computer confidence.  The technicians also provide handouts and ñhow toò videos to 

help students.  All computer users must abide by NWTCôs computer use policy.  

 

Reference Help  

Reference help is available from the Library staff in person or via phone, emailing, chatting, or texting.  Students 

and staff members can get assistance in using the Online Catalog, article resources, electronic reserves, online 

videos, and other Library services.   

 

Fiction Center 

The Library maintains a collection of fiction books donated by students and staff members. These books do not have 

due dates or overdue fines. Donations are accepted at the Circulation Desk. 

 

Circulation Policies 

Books and magazines circulate for two weeks. Correspondence videos circulate for four weeks.  DVDs circulate for 

three days to students and one week to staff members. Reference materials  can be photocopied for free, but do not 

circulate. 

 

Items can be renewed by phone or online unless someone else is waiting to borrow the material.  Students receive a 

courtesy notice via email reminding them that materials will be due soon.  The email includes directions and a link 

for renewing items.  

 

Overdue materials are subject to fines. Students will be sent overdue notices via mail and email if they keep 

materials longer than the lending period.  Please help us provide fair access to everyone by returning or renewing 

items before the due date.  Grades and transcripts will be withheld if materials are not returned and fines are not 

paid. 

 

Interlibrary Loan 



23 

 

Interlibrary loan is exactly what the term implies ï libraries borrowing materials from each other.  Free ILL services 

are available to all NWTC students and employees.  If the NWTC library does not have an item, it can be requested 

from another library.  The fine policy above also applies to these materials.  

 

Courtesy Cards 

The NWTC Library has agreements with other local libraries that will allow students to check out materials from 

them.  For more information, ask at the Circulation Desk. 

 

Ask a Librarian via email or Chat 

Students can also visit the Libraryôs home page, the Library tab in Blackboard, or the Learning Resources tab of 

my.NWTC to ñAsk a Librarianò 24/7 via e-mail or instant chat. Chat sessions provide an interactive conversation 

with a librarian at any time.  E-mail questions will be forwarded to a librarian who will try to answer a students 

question within 24 hours.  

 

Tablet PCôs 

Students may reserve a Tablet PC for use in the Library or its study rooms.  Ask at the Computer Lab desk.  

 

PERSONAL LEARNING PLAN 
Students may be admitted to a program with a Personal Learning Plan.  A Personal Learning Plan means the student 

is eligible for admission to the program but has not met the programôs suggested test scores. After each semester, a 

studentôs academic record may be evaluated to determine the level at which they will be able to continue in the 

program.  The decision to continue will be determined by a counselor/academic advisor, instructor and other staff 

associated with the students program.  If a studentôs status must be changed, a conference with the persons directly 

involved will be held and a decision made.  This decision will be at initial enrollment and after each semester in the 

studentôs program. 

 

PROGRAM CHANGES 
Students may switch to another associate degree or technical diploma program by completing an application for the 

new program.  All admissions requirements apply for the new program and no priority is given for previously 

admitted students.  Program changes should be discussed with a counselor/advisor before a final decision is made.  

If a student has been accepted to a program and is no longer interested in the program, the student should indicate in 

writing his/her desire to be removed from the program and submit it to Admissions/Program Enrollment.     

 

If a student withdraws from a program or certificate, it is the studentôs responsibility to also withdraw from classes.  

A student may wish to continue in classes without pursuing a program or certificate, therefore Student Services is 

not responsible if a student chooses to remain in classes after withdrawing from a program or certificate.  

Withdrawing from a program has an impact on financial aid eligibility.   

 

REFUND POLICY 
Refunds are processed according to the Wisconsin Technical College System (WTCS) Refund Policy for program, 

material, activity and non-resident tuition fees.  Refunds are applicable only from the date the student officially 

drops the course(s) through Enrollment Services or a regional campus office.    

 

Students who decide to withdraw from a course should do so immediately as a single day can make a difference in 

the amount of the refund. Students will be given a confirmation number when a class is dropped.  It is the studentsô 

responsibility to obtain and retain the confirmation number as proof of their drop.    
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If a student registers for a class after its start date, they are subject to the refund policy as stated.  Please note:  The 

official start date for on-line courses is the date published or the first date a student may access the course.  The start 

date is not determined by the date the student first accesses the course or obtains the course materials.  

 

Any refund under $4.00 will be issued only upon request by the student.  Student refunds may be claimed by NWTC 

to pay outstanding student debts or by the Financial Aid Office to cover grant repayments and outstanding student 

loans.  

 

All students receiving financial aid or enrolled in at least 6 credits will receive a Higher One/NWTC Debit Card in 

the mail approximately 1 week after initial registration.  This Debit Card is the key to receiving refunds from 

NWTC.  Upon receiving the NWTC Debit Card, students must visit NWTCDEBITCARD.COM to select their 

refund preference (how the refund is deliveredé..electronically deposited to the NWTC Debit Card, electronically 

deposited to an account of choice, or paper check).   

 

The WTCS Refund Policy states: 

Drop before the first scheduled meeting of the class     100% refund 

If at or less than 10% of total class meetings completed at time of drop     80% refund 

If after 10% but not more than 20% of total class meetings completed at time of drop   60% refund 

After more than 20% of total class meetings completed at time of drop       0% refund 

 

After the first scheduled day of class, miscellaneous class-related fees (i.e. luncheon, insurance, etc) are non-

refundable. 

 

Students may drop a class in several ways:  

 

Å my.NWTC web portal at www.nwtc.edu.  

Å Phone Enrollment Services at (920) 498-5444 or (888) 385-NWTC. 

Å In person at the Welcome Center at any NWTC location. 

 

Students are fully responsible for tuition and fees.  To avoid charges, late fees and collection activities, 

students must pay class fees by the due date and must drop any classes through Enrollment Services.  

Students will not be automatically dropped from classes by simply not attending.   

 

Drop requests are not accepted through instructors. 

 

For refund information, call (920) 498-5444 or (888) 385-NWTC.   

 

REGISTRATION (see Enrollment Services) 
 

RIGHTS & RESPONSIBILITIES 
In The Classroom 

The instructor in the classroom and in conference will encourage free discussion, inquiry, and expression.  A 

studentôs performance should be evaluated solely on an educational basis, not on opinion or conduct in matters 

unrelated to academic standards. 

Å Protection of Freedom of Expression.  A student will be free to take reasonable exception to the data or views 

offered in any course of study and to reserve judgment about matters of opinion, but they are responsible for 

learning the content of any course of study, for which they are enrolled, as required by the instructor. 

Å Protection against improper educational evaluation.  A student will have protection through orderly procedures 

against prejudices or capricious educational evaluation.  At the same time, they are responsible for maintaining 

standards of educational performances established for each course in which they are enrolled. 
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Å Protection against improper disclosure.  Information about a studentôs views, beliefs, and political associations, 

which instructors, counselors, and advisor may acquire through their work with a student, should be considered 

confidential.  Protection against improper disclosure is a serious professional obligation.  Judgments of ability and 

character may be provided under appropriate circumstances; normally with your knowledge and consent. 

 

Institutional Authority and Civil Penalties 

Student activities may, upon occasion, result in violation of law.  In such cases, College officials should be prepared 

to apprise students of sources of legal counsel and may offer other assistance.  If students violate the law, they may 

incur penalties prescribed by civil authorities, but College authority will never be used merely to duplicate the 

function of general laws.  Only where the Collegeôs interests as an educational community are distinct and clearly 

involved, should the special authority of the College be asserted.  If a student violates College regulations in the 

course of an off campus activity, such as one relating to class assignment, the student will be subject to penalty no 

greater than would normally be imposed by law.  College action should be independent of community pressure. 

 

Student Code of Conduct 

In order to maintain high standards of instruction and to permit all who attend NWTC to obtain the most from their 

educational experience, students will a) conduct themselves in a manner as to comply with all civil and criminal 

laws and College policies and regulations while on NWTC properties or off-site school sponsored events; b) not 

interfere with the educational process of the College in any manner; c) conduct themselves both on-campus and off-

site so that they do not endanger the safety or well-being of other students, staff or faculty. 

Students who fail to observe general standards of acceptable conduct or who disrupt the educational process may be 

suspended, dismissed, and/or subject to legal action for offenses including, but not limited to the following: 

 

1.  Physical or verbal abuse, threats of violence, intimidation, harassment or detention of any person on NWTC 

property or at NWTC sponsored activities, which may endanger his/her health, safety, or civil rights. 

2. Public use of inappropriate language, which interferes in any way with the educational experience of other 

students.  

3. NWTC has zero tolerance for bomb threats.  Any such action will be immediately addressed. 

4. Interference with the learning process of other students or failure to follow behavioral and safety rules identified 

for the learning environment, including classrooms, labs, clinics, or other college designated areas. 

5. Theft or damage to NWTC property, including abuse of computer time and/or equipment. 

6. Theft of any funds, including forging documents for financial gain. 

7. Possession of firearms, dangerous articles, incendiary devices, explosives, or other potential weapons are 

forbidden on NWTC owned or operated property or at NWTC sponsored activities, except in program and/or 

course required and designated instances.  

8. Violation of NWTCôs Alcohol and Drug Policy for Students as published in the ñStudentôs Right to Knowò 

section of this handbook.        

9. Violation of the Collegeôs Technology Use Policy, or any NWTC policy.    

10.  Use of camera phones, photographs, audio tape, etc. for educational purposes is prohibited when others would 

have a reasonable expectation of privacy.  

11. Dishonesty, including cheating and plagiarism, or knowingly furnishing false information to NWTC. 

12. Violation of federal, state, or local laws while on NWTC premises, at NWTC-sponsored activities, or in any 

context which might endanger the safety or well-being of other students, staff or faculty, or which might 

otherwise be detrimental to the interests of the College.   

13. Any other behavior considered harmful to students, the college community, or the teaching/learning process. 

14.  Use of technology not conducive to learning, (i.e. online gaming).  

 

The term ñstudentò includes all persons enrolled in courses at NWTC, either full or part-time, pursuing 

undergraduate or professional studies. Persons who are not officially enrolled for a particular term but who have a 

continuing relationship with NWTC or have been notified of their acceptance for admission are considered students. 

This applies to all NWTC campuses, centers or sites owned and/or operated by NWTC as well as all modes of 

program and/or course delivery.  Students must provide appropriate photo identification upon request by College 

personnel.   

Procedural Standards in Disciplinary Proceedings 

Educational institutions have a duty and the disciplinary powers to protect their educational purpose, through the 

setting of standards of scholarship and conduct for the students who attend them, and through the regulation of the 
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use of institutional facilities.  In the exceptional circumstances when these preferred means fail to resolve problems 

of student conduct; proper procedural safeguards will be observed to protect the student from unfair imposition of 

serious penalties.  Student conduct outcomes will not necessarily change if criminal charges are dismissed or altered. 

 

Procedures for Disciplinary Action: 

Violations of the student code of conduct may be brought before a Peer Review Board, the RISC Team, Vice 

President of Student Services and/or the Safety and Security Manager or his/her designee, who may temporarily 

suspend a student from a class or the college, pending an investigation, if the situation warrants such action.   

 

Å Peer Review Board ï In certain instances, where cases do not rise to the level of the RISC Team or Vice 

President of Student Services, a Peer Review Board Advisor will hear the case.  If a student accepts 

responsibility in meeting with the Peer Review Board Advisor, the case will close at that level and a sanction, if 

warranted, may be issued.  If a student does not accept responsibility, the case will be heard by the Student Peer 

Review Board, which will decide responsibilities and appropriate sanctions, when necessary.  A written copy of 

the Student Peer Review Boardôs operational guidelines will be available in the Student Life Office.   

 

Å RISC Team (Responsive Intervention for Student Concerns -  The RISC Team serves as a cross functional 

team focused on prevention and early intervention of campus situations involving students experiencing 

extreme distress or engaging in harmful or disruptive behaviors.  The team is made up of divisional staff from 

Student Services, Counseling, Learning, and Security.  Team members are trained to recognize and address 

student conflict management issues.   The team may utilize various methods and strategies in dealing with 

student concerns.  Students who meet with this team may be required to meet one-on-one with a team member, 

may be asked to meet with the entire team, or be referred to a mental health professional, either employed by 

NWTC, or someone from an outside agency.  The end result is to offer the student a plan for success, always 

mindful of the studentôs best interest.  The RISC Committee adds an element of safety to the college 

environment.   

 

Å Faculty-Student Grievance Committee - See Method and Procedures for Student Disciplinary Redress, Steps 

1-4, below.  

 

Investigation of Student Conduct 

Except under extreme emergency circumstances, premises occupied by students and the personal possessions of 

students will not be searched unless reasonable suspicion exists and appropriate authorization has been obtained.  

For premises such as lockers and other facilities controlled by the College, an appropriate and responsible authority 

will be designated to whom application should be made before a search is conducted. This person is the Vice 

President of Student Services or his/her designee, at NWTC (i.e. Security Manager)  

 

An application will be prepared specifying the reasons for the search and the objects or information sought.  The 

student will be present, if possible, for the search.  For premises not controlled by the College, the ordinary 

requirements for lawful search will be followed.  When reasonable suspicion exists, tests for illegal controlled 

substances or alcohol may be administered consistent with applicable law.  

 

Appropriate law enforcement personnel will be responsible to advise students of their rights when students are 

charged or arrested for violations of law. Appropriate College officials reserve the right to independently investigate 

student misconduct and alleged violations of institutional regulations or policies.   No illegal harassment will be 

used by College representatives to cause an admission of guilt, or to extract information about conduct of other 

suspected persons.   

 

Status of Student Pending Final Action 

Pending action for charges of serious violations, student status will not be altered, campus presence will not be 

restricted and class attendance will be permitted, EXCEPT FOR REASONS RELATING TO THE SAFETY AND 

WELL-BEING OF STUDENTS, FACULTY, STAFF, MAINTENANCE OF A VIABLE TEACHING AND 

LEARNING ENVIRONMENT OR PROTECTION OF INSTITUTIONAL PROPERTY OR SUCH OTHER 

CIRCUMSTANCES DETERMINED BY ADMINISTRATION TO WARRANT RESTRICTION IN THE BEST 

INTERESTS OF THE COLLEGE.  
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Method and Procedures for Student Disciplinary Redress 

If students question or wish to dispute the disciplinary action taken against them by the College, they must use the 

following process: 

Step 1 ï As an informal step, students may contact a counselor who will advise them of their rights and procedures 

for disciplinary redress.  The counselor will attempt to facilitate a solution informally by working and 

communicating with the various parties concerned. 

Step 2 ï If resolution cannot be reached, students should contact the Division Dean of their program within five 

working days of prior action taken, in further attempt to reach a resolution.  A student should put their concerns in 

writing and provide a copy to each staff member contacted. 

Step 3 ï If the issue cannot be resolved as described in Steps 1 and 2, a student may request that the Faculty-Student 

Committee hear the issue.  The Vice President of Student Services, or his/her designee, determines whether an 

appeal moves forward to committee for hearing. This request for hearing must be submitted in writing to the office 

of the Vice President of Student Services, (following failure to reach resolution by Steps 1 and 2) according to the 

procedures set forth in this publication.   At the same time, a copy of this request must be given to the studentôs 

program division Dean.  The office of the Vice President of Student Services will provide the student with hearing 

procedures.   

 

The Faculty-Student Committee has the following guidelines: 

 

Å The committee will be chaired by a divisional Dean (or designee of Vice President of Student Services) and 

have seven members; membership will include three students named by NWTC Student Senate and three 

faculty (one being a counselor) named by the NWTC Faculty Association.  The committee will strive for a 

cross-section of program divisions; avoiding conflict of interest through program division assignment or student 

familiarity. 

Å If members have a conflict of interest in an individual hearing, they will be excused from that proceeding. 

Å The committee should govern itself according to Robertôs Rules of Order and/or other pertinent regulations. 

Å These meetings will be closed meetings.  Parties involved have the right to request the presence of other college 

students or staff to speak on their behalf; subject to approval by the office of the Vice President of Student 

Services (only students and staff familiar with the action taken may speak).     

Å The Faculty Student Committee shall hear all testimony in an impartial manner and shall issue a ruling based on 

the preponderance of evidence.  This testimony should be limited to facts surrounding the case in question.  

Testimony by any party (staff or student) should not exceed 30 minutes.  

Å The Committeeôs operational guidelines will be written and available for review from the chairperson. 

Å The proceedings will be taped to ensure accurate information should the committeeôs opinion be appealed. 

 

Step 4 ï The decision of the Faculty-Student Committee shall be final, subject only to the right of written appeal to 

the President of the College.  This appeal must be submitted in writing within five working days following the 

committeeôs decision. 

 

Procedural Standards for Student Academic Redress 

If a student has sufficient justification (definite data) to question a grade received, the following steps should be 

taken (there should be no outstanding balance for the course in question):  

Step 1 ï Within five working days of receipt of a grade to be disputed, a student should first contact the instructor 

who submitted the grade. If a satisfactory resolution is not reached, the student must, within five subsequent 

working days, contact a counselor.  The counselor may facilitate a meeting with the student, the instructor, and if 

appropriate, the division Dean or Associate Dean.  All grade disputes must be taken to the appropriate Dean or 

Associate Dean before moving forward.  

Step 2 ï If the issue is not satisfactorily resolved, the student may request that the Faculty-Student Committee hear 

the dispute. The Vice President of Student Services, or his/her designee, determines whether an appeal moves 

forward to the committee for a hearing. This request must be submitted in writing to the office of the Vice President 

of Student Services within five working days following consultation with the appropriate Dean or Associate Dean.  

A copy of the complaint must be given to the divisionôs Associate Dean or Dean.  The student will be provided the 

procedural protocol followed by the committee.   

 

The Faculty-Student Committee has the following guidelines: 
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Å The committee will be chaired by a divisional Dean (or designee of Vice President of Student Services) and 

have seven members. Membership will include three students named by the NWTC Student Senate and three 

faculty (with one being a counselor acting in the role of advisor) named by the NWTC Faculty Association. The 

committee will strive for a cross-section of program divisions; avoiding any conflict of interest through program 

division assignment or student familiarity.   

Å If members have a conflict of interest in an individual hearing, they shall be excused from the proceedings. 

Å The committee should govern itself according to Robertôs Rules of Order and/or other pertinent regulations. 

Å These meetings will be closed meetings.  Parties involved have the right to request the presence of other college 

students or staff to speak on their behalf, but such persons must be pertinent to the request (fellow students* or 

college staff ï no parents, spouses, or other outside persons). 

Å ñFellow studentsò is defined as a student who is in the same class as the claimant and       has 

ñfirst handò knowledge of the circumstances surrounding the disputed grade.        Students from 

prior semester classes/clinicals will not be allowed to testify. 

Å The Faculty-Student Committee shall hear all testimony in an impartial manner and shall issue a ruling.  

Testimony by any party (staff or student) should not exceed 30 minutes.  

Å The Committeeôs operational guidelines will be written and available for review via the chairperson. 

Å The hearing will be taped to ensure accurate information should the committeeôs opinion be appealed. 

Å Decision of the Faculty-Student Committee will be communicated through the office of the Vice President of 

Student Services. 

 

Step 3 ï The decision of the Faculty-Student Committee shall be final, subject only to the right of appeal to the Vice 

Presidents of Learning and Student Services.  This appeal must be submitted in writing within five working days 

following the committeeôs decision. 

 

Exception for Health Sciences Clinical Students - Any Health Science clinical course grade appeal will be heard 

by the Health Sciences Appeals Committee.  The student will follow the same appeals process as outlined above.  

The committee will be chaired by the Dean or Associate Dean of Health Sciences.  The committee will have seven 

members.   Membership will include three Health Science program students that are not in the program of the person 

grieving the clinical grade, and three faculty (with one being a counselor acting in the role of advisor) who are 

members of the Health Science Appeals Committee.  The committee will strive for a cross-section of health program 

members; avoiding any conflict of interest through program assignment or student familiarity.     

 

All grade disputes must follow the above schedule, although time frames can be modified with the approval of 

the Vice President of Student Services or his/her designee.  
 

Any personal conflict between student and faculty member must be reconciled through the Learning 

Division.  (student must see their Dean or Associate Dean) 

 

SPECIAL NEEDS ACCOMMODATIONS AND SUPPORT SERVICES 
Services for learners with disabilities at all campuses are coordinated through the Special Needs Office on the Green 

Bay campus.  To request special accommodations, call (920) 498-6904 or (888) 385-6982. To request sign language 

interpreter services, call (920) 498-6390 (v).  For TTY users, call (920) 498-6901.  Counselors at the Sturgeon Bay 

or Marinette campuses and instructors at the Regional Learning Centers can also arrange services with the Green 

Bay office.   

 

STUDENT AMBASSADOR PROGRAM 
The Ambassador Program is a select group of trained and informed students that represent the college at significant 

events and activities.  Duties of an Ambassador: 

Å Conduct campus tours 

Å Assist with special events, such as job fairs and recruitment events. 
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Å Develop special projects within the Student Services department, such as business professional fashion shows 

and etiquette dinners. 

Å Engage in community outreach. 

Å Develop workshops and presentations for high school students. 

 

STUDENT LIFE 
The mission of the Student Life Office is to promote the development of the whole student by complimenting the 

academic experience through a variety of innovative activities.   

 

Co-curricular events are designed to provide a wide base of experience paralleling professional, leadership oriented, 

technical, civic, and social activities. 

 

Student Life is responsible for the following services/events: 

 

Å Awards Banquet 

Å Blood Drive (twice per year)  

Å Digital Lounge 

Å Discounted Marcus Movie Passes 

Å Discounted Community Event Tickets 

Å Discounts at area businesses 

Å District Ambassador Competition 

Å Drive-in Movies 

Å Entertainers:  Musicians, Comedians, Hypnotists 

Å Family Movie Nights 

Å Game Room Tournaments (Pool, Ping Pong, Air Hockey, etc.) 

Å Graduation Ceremonies 

Å Intramural Sports (Basketball, Flag Football, Volleyball) 

Å Leadership Development Opportunities 

Å Lockers*/Lost & Found 

Å Movies in Movie Lounge 

Å National Association for Campus Activities (NACA) 

Å Socials (welcome back social, fall picnic, etc.) 

Å Speaker Series 

Å Student Organizations 

Å Student Planners 

Å Student Senate 

Å Student/Staff Photo IDôs*  

Å Volunteer Opportunities 

Å Wellness Center 

Å Wisconsin Student Government (WSG) 

 

Lockers can be rented for a nominal fee.  

Student photo IDôs are available to all currently enrolled students.  Wellness Center IDôs are $5.00.  Students can 

receive discounts with a student photo ID.    

 

Student Organizations 

The main purpose of each organization is to provide the opportunity to gain educational experience outside of the 

classroom in working toward desired goals.    

   

The following is a list of all student organizations on the Green Bay, Marinette and/or Sturgeon Bay campuses.  

New organizations are always welcomed and encouraged.    

 

Å Adults on Course for Excellence and Success (ACES) 

Å African American Student Network (AASN) 
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Å Architectural 

Å Asian American Student Association 

Å Auto Club 

Å Ballroom Dance Club 

Å Business Professionals of America 

Å Business Professionals of America (Marinette) 

Å Civil Engineering (ACET) 

Å Clinical Lab Technician 

Å Collision Repair 

Å Criminal Justice Association 

Å Dental Assisting 

Å Dental Hygiene 

Å Diesel Club (Sturgeon Bay) 

Å Electricity Club (TEC) 

Å Electronics Club 

Å Fire Protection Club (Marinette) 

Å Health Care Business Services/Health Information Technology (HCBS/HIT) 

Å Heating, Ventilation, Air conditioning, and Refrigeration Technology (HVAC-R) 

Å Hispanic American Student Association 

Å Horticulture Club 

Å Jewelry Repair & Fabrication 

Å Machine Tool Operation 

Å Medical Assisting 

Å Multi-ethnic Student Association (MESA) 

Å Organization of Technology Professionals (OTP) 

Å Phi Theta Kappa International Honor Society (PTK) 

Å Physical Therapist Assistant 

Å Prototype 

Å Radiography 

Å Respiratory Care 

Å SkillsUSA 

Å Society of Manufacturing Engineering (SME) 

Å Students Taking Responsibility In Drug Education (STRIDE) 

Å Supply Chain Management 

Å Wisconsin Marketing & Management Assn. (WMMA) 

Å Young Farmers Association 

 

Student Organizations Requirements 

 

Å NWTC advisors are required and appointed as long as the organization is using NWTC facilities and/or funds. 

Å Student organizations will be required to submit a current constitution and all required paperwork in order to be 

an officially recognized organization. 

Å All NWTC organizations are open to individuals without respect to race, creed, or national origin.  

 

NWTC holds open membership to any and all students who desire participation in extracurricular clubs and/or 

activities, and will provide reasonable accommodation/s for students who have self-reported need and for whom the 

college has appropriate documentation of said need, as long as the college is directly sponsoring said club or activity 

or if the club or activity is held on premises owned and/or operated by NWTC. The college will not be responsible, 

however, for accommodations as defined by A.D.A. and Section 504 of federal rehabilitation Act of 1973, if 

functions and/or extracurricular activities are not directly sponsored by one or more of Northeast Wisconsin 

Technical Collegeôs departments or programs, and if said functions or activities are held on premises other than 

those owned and operated by NWTC. This includes, but is not limited, to state sponsored program competitions held 

off campus, CTSO conferences, and any other function as defined by NWTC administrative policy. 

 

Student functions that are held outside the College facilities are subject to the guidelines and policies established by 

the College, Student Services, Student Life Office, Student Senate, and staff in charge of each function.  These 
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functions can include, but are not limited to, club field trips, leadership development, state and national competition, 

banquets, graduations, and all other functions which take place in the best interest of the College. 

 

Student Senate 

Student Senate representatives from each student organization are named at the beginning of each year.  They meet 

twice monthly to promote the welfare of the student body.  The Student Senate Board, made up of officers elected 

from the representatives, outlines plans and policies for the Student Senate members. 

 

STUDENT SUPPORT SERVICES 
The Student Support Services office provides an abundance of services geared toward student success. Services are 

provided to NWTC studentôs district-wide and focus on Single Parent Services, Displaced Homemakers  

(Divorce/Separated, Widowed), Non-Traditional Occupations and WIA (Workforce Investment Act) Case 

Managers.  Additionally, the Tutoring program is a component of the Student Support Services office.  For more 

information, call (920) 498-6258, or stop in Room SC140 on the Green Bay campus.  For TTY users, call (920) 498-

6901.  Counselors at the Marinette or Sturgeon Bay campuses and instructors at the Regional Learning Centers can 

also arrange services at the Green Bay office.  

 
Tutoring ï As part of the Student Support Services office at NWTC, the Tutoring program is available, free of 

charge, to credit students.  Every effort is made to match students with a 1:1 tutor and/or a tutor lab session 

according to individual needs, availability of tutors, and studentsô schedules.  The goal of tutoring is to increase a 

studentôs understanding of key concepts and increase their confidence and competence for their future academic 

career.  The Tutoring staff will notify the course instructor that a student is requesting assistance.  Students will be 

matched with a tutor if they attend class regularly and a tutor is available.   

 

To request free tutoring services, complete and submit an application online located within your student center tab 

on the my.NWTC portal. For more information, call (920) 498-5693 or (800) 422-NWTC, extension 5693. 

 

TECHNOLOGY USE POLICY 
The NWTC Information System environment has been designed and developed to provide information resources for 

students, faculty, and staff of NWTC in their College related activities. The College provides computing facilities 

including electronic mail capabilities, Internet access, and data access for on-campus use of the College Community.  

 

To access the complete Information Systems Acceptable Use policy, please refer to NWTCôs website at 

www.nwtc.edu. 

 

TERMINATION OR DISMISSAL 
NWTC reserves the right to terminate a studentôs enrollment in a program at any time for sufficient reason.  Prior to 

termination, a conference between the studentôs instructor, dean or associate dean, and counselor may be held.  

Appeal of such a decision must be conducted through the office of the Vice President of Student Services. Reasons 

for dismissal include but are not exclusive to:   

 

Å Lack of aptitude for the program as shown by neglect of duty or failure to meet scholastic program requirements 

Å Failure to abide by NWTC policies or Student Code of Conduct  

Å Failure to abide by program attendance policy 

Å Inappropriate or unethical behavior 

Å Health problem/s that impair the studentôs ability to meet program requirements.   

Å Failure in more than one occupational course at the end of the semester 

http://www.nwtc.edu/
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TOBACCO USE POLICY ɀ ALL CAMPUSES  
The College intends to maintain a safe, healthy, and clean learning environment at all times.  Tobacco use is 

generally recognized as an activity with significant negative health, safety, and aesthetic impacts.  Therefore, the 

College needs to place certain restrictions on its use on College property.  Tobacco use is primarily smoking but also 

is defined to include the use of chewing tobacco and all non-FDA approved nicotine delivery devices (this covers 

the e-cigarette). 

 

The College views the use of tobacco products on its property as a privilege and not a right.  It is the responsibility 

of the user to adhere to the following operating standard to maintain this privilege in the future. 

 

Operating Standard: 

Å Tobacco use is restricted to smoking huts or designated parking lot areas only at the College campuses and 

regional centers. 

- There is no smoking in the following lots on the Green Bay Campus:  Student Center Lot, District 

Office Lot, Health Sciences Lot, and Automotive Lot B. 

Å Where a parking lot is adjacent to a building, there is no smoking within 25 feet of the building as well as being 

restricted to the parking lot.   

Å There is no tobacco use in any of the Collegeôs buildings or structures under any circumstance. 

Å Tobacco users are to dispose of all cigarette butts and other tobacco use materials in the proper receptacle.  If no 

receptacle is in the proximity, the individual is to retain the waste until they come upon an appropriate waste 

receptacle.  Cigarette butts are non-biodegradable waste and disposing of butts on the ground is littering which 

is not permitted. 

 

TUITION AND FEES 
Class Fees 

The Wisconsin Technical College System Board and the NWTC Board of Trustees officially set course fees. Fees 

are established each spring for the following school year and are subject to change without notice. 

 

Payment is due by the first day of the term.  For students who register after the first day of the term, payment is due 

within 10 days of registration date.  Program, parking/security, and activity fees are charged on a per-credit basis. In 

addition, students must pay a material fee assigned by the State Board to the educational area of instruction and also 

a State set per credit fee for online classes. In some cases, additional project related fees are charged by the 

individual classes. 

 

The approved rates for the 2011-2012 academic year are as follows: 

 

Program Fees ï Postsecondary & Voc Adult  $111.85/credit 

Program Fees ï Collegiate Transfer   $150.00/credit 

Material Fees     $4.00-$65.00/credit 

Online      $10.00/credit; $10.00 minimum 

Activity Fees     $6.40/credit 

Parking/Security Fees    1.85/credit 

Community Service Classes (Aid Code 60): 

     Community Service Fee   $146.00/credit 

     Registration Fee    $3.65 per class 

Criminal Background Check (CBC)  $10.00 

     Processing Fee    $20.00 

Criminal Background Check Replacement Card $15.00 

 

Non-resident fees for 2011-2012 are $55.95/credit in addition to the course fees. Michigan/Wisconsin reciprocal 

students pay a non-resident fee of $5.00 per credit in addition to the course fees. This reciprocal agreement applies 

to residents of Gogebic, Iron, Dickinson, Delta and Menominee counties in Michigan. 
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The act of registering for a class creates an obligation to pay.  Payment in full is due by the first day of the term.  If 

you have not signed up for the Automated Clearing House (ACH) Payment Plan or paid your account in full by the 

due date, a ñholdò will be placed on your record, stopping further registration, exchange of classes, or release of 

grades and transcripts until tuition and fees are paid.  The student will be responsible for any additional fees that are 

applied to his/her account as a result of a past due balance.  If a student is interested in signing up for the ACH 

payment plan, call (888) 385-NWTC or (920) 498-5444, or click on Current Students/Student Financials/Tuition & 

Payment Options/Payment Plan Option on the NWTC web site at www.nwtc.edu 

 

The College accepts the following forms of payment:  cash, check, money order, Visa, MasterCard, and Discover. 

 

NWTC requires all students who register for classes and do not pay in full at the time of registration, to sign the 

NWTC Revolving Credit Agreement.  A hold will be placed on student accounts preventing further registration 

and/or exchange of classes until this requirement is complete.  

 

The Student Finance Office may refer students with past due and outstanding tuition and fee obligations to an 

outside agency for collection and/or credit bureau reporting.  The following information may be released to the 

Collegeôs collection agent/s including student payment history, student identification number and social security 

number.  In the event of such action, the student is responsible to pay all costs of collection, including reasonable 

attorneyôs fees incurred by NWTC, or its representatives, in connection with the collection of the past due amount.  

 

Students that plan to withdraw from a particular class should do so immediately.  A single day can make a major 

difference in the amount of the refund.  Non-attendance does not constitute a cancellation of registration, and 

students will be responsible for tuition and fees not paid.  

 

Refunds are processed according to the Wisconsin Technical College System Refund Policy.  Refunds are 

applicable only from the date you officially drop the class through Enrollment Services or my.NWTC.  NWTC will 

not drop classes for a student for nonpayment or nonattendance.  Drop requests are not accepted through instructors.  

The refund policy is available on our web site at www.nwtc.edu.  This refund policy is strictly enforced and is the 

studentôs responsibility to read.    
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NWTC RESOURCES 

Affirmative Action Officer     (920) 498-6826 

 

COURSES AND INSTRUCTION ON SELF-PROTECTION SKILLS ARE OFFERED THROUGH: 

 

NWTC Community Connection Courses    (920) 498-5444 

Green Bay YWCA      (920) 432-5581 

Green Bay YMCA      (920) 436-9622 

Green Bay Sexual Assault Center of Family Service Association (920) 436-8899 

 

For immediate support after the crisis, contact: 

 

Sexual Assault Center of Brown County ï 24-hour   (920) 436-8899  

Family Violence Center - Golden House, Green Bay (help line) (920) 432-4244 

Family Service - Brown County 24-hour Crisis Hotline        (920) 436-8888   

Sexual Assault Center of Marinette County - 24-hour  (715) 732-7300 

ADAPT-Marinette ï (mental health, substance abuse, crisis) (715) 732-7760 

ADAPT-Marinette - After Hours Crisis Hotline    (888) 732-7549 

Rainbow House Domestic Abuse Services ï Marinette  (715) 735-6656  

Oconto County Sexual Assault Center ï 24-hour   (920) 846-2111 

HELP of Door County, Inc. ï 24-hour Domestic Abuse Hotline (920) 743-8818 

http://www.nwtc.edu/
http://www.nwtc.edu/
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Sexual Assault Center of Door County ï 24-hour   (920) 746-8996   

Safe Haven Domestic Abuse Hotline ï Shawano   (715) 526-3421 

Shawano County Dept of Community Programs, 24-hr Helpline (715) 526-3240 

 

 

DRUG- AND ALCOHOL-FREE CAMPUS AND WORKPLACE POLICY  

 

I.  INTRODUCTION 

Northeast Wisconsin Technical College supports the goals and policies of a drug- and alcohol-free educational 

environment and workplace.  NWTC is committed to providing students, faculty, staff, and visitors a safe and 

healthful campus and workplace.  NWTC recognizes the health risks associated with controlled substance use and 

alcohol misuse and is committed to supporting students and employees who seek treatment for these conditions.  

NWTC also recognizes that controlled substance use and alcohol misuse diminish workplace and campus safety and 

undermine NWTCôs ability to fulfill its missions of providing education, training, and lifelong learning 

opportunities for individuals and businesses leading to the development of a skilled workforce.  NWTC has 

therefore developed this Alcohol-Free and Drug-Free Campus and Workplace Policy.  Compliance with this policy 

is considered a condition of employment and attendance at NWTC.  All employees and students will be notified of 

this policy by publication at least annually.  

 

This policy is effective immediately.  This policy supersedes any prior oral or written policy of NWTC dealing with 

drug and alcohol issues.  The provisions of this policy are intended to comply with applicable state and federal law 

including, but not limited to, the Drug-Free Workplace Act of 1988, the Drug-Free Schools and Communities Act 

Amendments of 1989, the United States Constitution, the Wisconsin Constitution, and the Americans With 

Disabilities Act of 1990.  This policy is subject to change at the sole discretion of NWTC.  

 

II. SCOPE 

This policy applies to all students, employees, and invitees as defined in Section III below, except those regulated 

under federal or state drug laws to the extent that this policy conflicts with such laws.  

 

III. DEFINITIONS 

Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight alcohols 

including methyl or isopropyl alcohol. 

 

Controlled substances (or "drugs") refers to any drug or substance whose use is legally prohibited including, but not 

limited to, marijuana (THC), cocaine, opiates, phencyclidine (PCP), amphetamines (including methamphetamines). 

 

Employee(s) means faculty, staff, or student employees. 

 

Invitee(s) means any person authorized by NWTC to engage in NWTC-related activities on NWTC premises 

including, but not limited to, independent contractors, consultants, volunteers, individuals employed by outside 

employment agencies, conference attendees, persons taking or auditing educational programs, and individuals 

participating in continuing education or certification activities. 

 

Student(s)  includes all persons enrolled in courses at NWTC, either full or part-time, pursuing undergraduate or 

professional studies. Persons who are not officially enrolled for a particular term but who have a continuing 

relationship with NWTC or have been notified of their acceptance for admission are considered students. This 

applies to all NWTC campuses, centers or sites owned and/or operated by NWTC as well as all modes of program 

and/or course delivery including program or course field trips.  

 

NWTC premises means any building, structure, vehicle, improved land, or unimproved land, in whole or part, which 

is owned, used, or occupied by NWTC. 

 

Workplace means any NWTC premises or other location where an employee is engaged in NWTC business. 

 

IV. PROHIBITED CONDUCT 

The following conduct is prohibited:  
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Alcohol 

Using, selling, manufacturing, distributing, possessing, storing, dispensing, or being under the influence of alcohol 

on or off  NWTC premises, as part of any College-related activity, or in the workplace, except as authorized under 

NWTC policy or otherwise by NWTC.   

Controlled Substances 

Using, selling, manufacturing, distributing, possessing, storing, dispensing, or being under the influence of 

controlled substances on or off NWTC premises, as part of any College-related activity, or in the workplace, except 

as authorized under NWTC policy or otherwise by NWTC. 

Employee Treatment Programs 

Failing to meet the requirements of a drug or alcohol treatment program that NWTC requires an employee to 

complete as a condition of employment. 

Workplace or Campus Inspection  
Interfering with a workplace or campus inspection. 

Impaired Job Performance or Attendance 
Alcohol misuse or controlled substance use, even though not during working hours or in the workplace, which 

impairs job performance or attendance. 

Testing Procedures 

Failing any drug or alcohol test or engaging in any other conduct prohibited under NWTC drug or alcohol testing 

procedures.   

Prescription Drug Use   

1. Being under the influence of legally prescribed drugs in the workplace that prevent an individual from 

performing the essential functions of his or her job or where that individual poses a direct threat while using 

those drugs.  

2. Inquiries regarding prescription drug use by employees are governed by the Americans With Disabilities Act of 

1990, and therefore should be made only as authorized by Human Resources.    

Other Misconduct 

Any other conduct that NWTC determines to be inconsistent with providing a drug-free and alcohol-free campus 

and workplace. 

 

V. CONSEQUENCES OF ENGAGING IN PROHIBITED CONDUCT 

Factors Relevant to Sanction or Corrective Action 

NWTC will evaluate violations of this policy on a case-by-case basis.  In determining the appropriate sanction or 

corrective action, NWTC may consider an individualôs work or academic record, the seriousness of the violation, the 

safety-sensitivity of the individualôs position, whether the individualôs behavior violated any other NWTC policies, 

whether a sanction or corrective action is permissible under law including, without limitation, The Americans With 

Disabilities Act of 1990, the provisions of any applicable collective bargaining agreement, and any other relevant 

factors. 

Employee 

Any employee who engages in prohibited conduct may be: 

1. Immediately removed from duty.  

2. Referred to the Employee Assistance Program.  

3. Required to successfully complete an alcohol or drug abuse treatment 

program as a condition of employment.   

4. Reported to authorities for criminal prosecution or other appropriate 

action.  

5. Disciplined, up to and including termination of employment.  Subject 

to any other appropriate action by NWTC. 

Invitee 

Any invitee who engages in prohibited conduct may be barred from further work for NWTC or from participating in 

other NWTC-related activities as may be permitted by law.  Further, they may be reported to authorities for criminal 

prosecution or other appropriate action.  

Student 

Any student who engages in prohibited conduct may be: 

1. Referred to appropriate NWTC personnel for assistance.  

2. Required to successfully complete a drug or alcohol abuse treatment 

program as a condition of attendance.  
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3. Reported to authorities for criminal prosecution or other appropriate 

action.  

4. Subject to disciplinary penalties, up to and including expulsion.  

5. Subject to any other appropriate action by NWTC.  

 

VI. FEDERAL CONTRACT OR GRANT EMPLOYEES 

Under the Drug-Free Workplace Act of 1988 and the Federal Acquisition Regulations System, in addition to the 

other requirements of this policy, an employee engaged in the performance of (1) a federal agency contract for 

procurement of property or services valued at $25,000 or more, or (2) a federal agency grant will notify his or her 

supervisor or department head if he or she is convicted under a criminal drug statute for conduct in the workplace no 

later than five calendar days after the conviction. NWTC will notify the federal contracting or granting agency 

within 10 calendar days after receiving notice of the conviction from the employee or otherwise receiving actual 

notice of the conviction. 

 

VII. DRUG OR ALCOHOL RESOURCES FOR STUDENTS AND EMPLOYEES   

Resources for Students 

NWTC recognizes drug or alcohol dependency or abuse as a major health problem as well as a safety and security 

problem.  A student in need of help in dealing with such a problem is encouraged to contact his or her personal 

physician and to use the Student Services referral system, NWTC counselors, and other NWTC services.  A 

conscientious effort to seek help shall not, in itself, jeopardize any studentôs enrollment.   

Resources for Employees 

An employee needing assistance in dealing with drug or alcohol dependency or abuse is encouraged to contact his or 

her personal physician and to use NWTCôs Employee Assistance Program and other NWTC services as appropriate.  

A conscientious effort to seek help shall not, in itself, jeopardize any employeeôs job. 

 

VIII. STUDENT AND EMPLOYEE COMPLAINTS 

Any student or employee with a complaint relating to the application of this policy may seek redress through any 

applicable NWTC complaint resolution policy and procedure or collective bargaining agreement. 

 

IX. CONFIDENTIALITY 

NWTC will ensure privacy and confidentiality under this Policy, as may be required by State or Federal law 

including, but not limited to, the Family Educational Rights and Privacy Act of 1974, as amended.  

 

X. ADMINISTRATIVE RESPONSIBILITY 

The Human Resources department will be responsible for administering this policy as it relates to employees and 

invitees.  The Vice President of Student Services will administer this policy as it relates to students. 

 

HEALTH RISKS ASSOCIATED WITH ALCOHOL AND DRUG USE 

Alcohol 

Psychologically and physically addictive, respiratory depression, depression of the immune system; increased risk of 

heart disease, cancer, accidents, hypertension; brain damage to unborn fetus; impotence at high dosage levels.  

Specific effects include; Brain ï The most dramatic and noticed effect alcohol has is on the brain.  It produces lack 

of coordination, confusion, disorientation, stupor, anesthesia, comas, and finally death.  Liver ï alcohol inflames and 

destroys the cells of the liver.  This condition prevents bile from being properly filtered through the liver.  Jaundice 

develops, turning the whites of the eyes and the skin yellow.  Heart ï Alcohol causes inflammation of the heart 

muscle.  Pancreas ï Alcohol irritates the cells of the pancreas and can lead to acute hemorrhagic pancreatitis.  

Pancreatitis can destroy the pancreas and create a lack of insulin.  Stomach and Intestines ï Alcohol also irritates the 

stomachôs protective lining and can result in gastric or duodenal ulcers.  In the small intestine, alcohol blocks 

absorption of substances such as thiamine, folic acid, vitamin B1, vitamin B12, and amino acids. 

Cannabis (Marijuana, Hashish) 

Psychologically addictive; increased risk of lung cancer, bronchitis, and emphysema; contributes to heart disease, 

fatigue, paranoia, possible psychosis; withdrawal symptoms including insomnia, hyperactivity and decreased 

appetite; depression of the immune system; decreased sperm count in men and irregular ovulation in women. 

Stimulants (Cocaine, Crack, Amphetamines, Methamphetamine) 

Psychologically and physically addictive; withdrawal symptoms, convulsions, respiratory failure, frequent accidents; 

increased blood pressure which can lead to irregular heartbeat and death; possible damage to unborn fetus. 
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Depressants (Barbiturates, Tranquilizer) 

Psychologically and physically addictive; drowsiness, withdrawal symptoms, tremors, abdominal and muscle 

cramps, insomnia, anxiety, convulsions, possible death; possible damage in unborn fetus; potentially fatal when 

combined with alcohol. 

Hallucinogens (LSD, PCP, Ecstasy, Psilocybin) 

Psychologically addictive, and physically addictive, unpredictable behavior, depression, withdrawal symptoms, 

convulsions, death, possible damage to unborn fetus. 

Inhalants (Glue, Gasoline, Paint, Aerosols) 

Psychologically and physically addictive, blurred vision, damage to lungs, liver, kidneys and bone marrow; anemia, 

choking, suffocation, death. 

Narcotics (Heroin, Codeine, Darvon, Morphine, Vicodin, Oxycontin, Synthetic Opiates) 

Psychologically and physically addictive; depression, withdrawal symptoms, convulsions, coma and death; possible 

damage to unborn fetus. 

Anabolic Steroids 

Due to concerns that there is a growing illicit market and prevalence of abuse combined with the possibility of long-

term effects of steroid use, Congress classified anabolic steroids as Schedule III drugs under the Controlled 

Substances Act (CSA).  The adverse effects of large doses of multiple anabolic steroids is not well-established; 

however, there is increasing evidence of serious health problems associated with the abuse of these drugs, including 

cardiovascular damage, liver damage and damage to reproductive organs.  Physical side effects include elevated 

blood pressure and cholesterol levels, severe acne, premature balding, reduced sexual function and testicular 

atrophy.  

  

The CSA defines anabolic steroids as any drug or hormonal substance chemically and pharmacologically related to 

testosterone (other than estrogens, progestins, and coricosteroids), that promotes muscle growth.  Those commonly 

encountered on the illicit market include: boldenone (Equipoise), ethylestrenol (Maxibolin), fluoxymesterone 

(Halotestin), methandriol, methandrostenolone (Dianabol), methytestosterone, nandrolone (Durabolin, Deca-

Durabolin), oxandrolone (Anavar), oxymetholone (Anadrol), stanozolol (Winstrol), testosterone and trenbolone 

(Finajet). 

 

I. Tobacco (All Forms) 

Mouth, Larynx and Esophagus ï Smokers have three times as many cavities as nonsmokers.  Tobacco, both smoked 

and smokeless, is the leading cause of cancers of the cheeks, gums, palate, tongue and lips.  Smokers lose their teeth 

at a rate three times greater than nonsmokers.  A one pack-a-day smoker increases his/her chances of cancer of the 

esophagus by as much as 500%. 

 

Stomach and Heart - Peptic ulcers are twice as high in smokers as in nonsmokers.  Nicotine from any source causes 

secretion of excessive amounts of gastric acids, and delays healing of ulcers.  Nicotine is a powerful constrictor of 

the small arteries.  Insufficient oxygen supply to the heart is a cause of heart attacks. 

 

Pancreas, Bladder, and Kidneys ï Smokers have a 100% increased risk of developing cancer of the pancreas, three 

times the risk of bladder cancer, and a 50% greater risk of kidney cancer.  Carcinogens absorbed from cigarette 

smoke and smokeless tobacco can be concentrated and excreted in the urine.  The bladder and the kidneys are in 

constant contact with these cancer-causing chemicals. 

 

Bronchials and Lungs ï Smoking causes the lungs and bronchials to be inflamed and congested.  Chronic bronchitis 

predisposes smokers to emphysema in incurable lung disease.  Stretching and breaking of the tiny sacs of the lungs, 

making them useless for breathing, characterize emphysema.  Cigarette smokers are ten times more likely to die of 

lung cancer than nonsmokers. 

 

Reproduction ï Smoking more than 1/2 pack daily is associated with higher incidence of infertility in women.  

Babies born to women who smoke are lighter and smaller than those born to nonsmokers.  This is important because 

birth weight is a predictor of infant health.  Women who take birth control pills and who smoke are at greater risk of 

cancer.   

 

Brain ï A combination of high blood pressure and smoking is associated with stroke, the third leading cause of 

death in the U.S.  Nicotine from any source constricts blood vessels and restricts oxygen supply. 
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ALCOHOL ABUSE 

What Is Alcohol Abuse?  

For most people, alcohol is a pleasant accompaniment to social activities.  Moderate alcohol use ï up to two drinks 

per day for men and one drink per day for women and older people ï is not harmful for most adults. Nonetheless, a 

substantial number of people have serious trouble with their drinking.  Several million adults engage in risky 

drinking patterns that could lead to alcohol problems. 

The consequences of alcohol abuse are serious, and in many cases, life-threatening.  Heavy drinking can increase the 

risk for certain cancers, especially those of the liver, esophagus, throat, and larynx (voice box).   It can cause liver 

cirrhosis, immune system problems, brain damage, and harm to the fetus during pregnancy.  In addition, drinking 

increases the risk of death from automobile crashes, recreational accidents, and on-the-job accidents.  It also 

increases the likelihood of homicide and suicide.  In purely economic terms, alcohol use problems cost society 

approximately $200 billion per year; in loss of human life, of which the costs are incalculable. 

 

Alcohol abuse differs from alcoholism in that it does not include an extremely strong craving for alcohol, loss of 

control, or physical dependence.  In addition, alcohol abuse is less likely than alcoholism to include tolerance (the 

need for increasing amounts of alcohol to get ñhighò).  Alcohol abuse is defined as a pattern of drinking that is 

accompanied by one or more of the following situations within a 12-month period. 

 

Å Failures to fulfill major work, school, or home responsibilities. 

Å Drinking in situations that are physically dangerous, such as while driving a car or operating machinery.    

Å Recurring alcohol related legal problems, such as being arrested for driving under the influence of alcohol or for 

physically hurting someone while drunk. 

Å Continued drinking despite having ongoing personal relationship problems that are caused or worsened by the 

effects of alcohol. 

 

While alcohol abuse is basically different from alcoholism, it is important to note that alcoholics also experience 

many effects of alcohol abuse. 

 

Why can some individuals use alcohol without problems, while others are utterly unable to control their drinking?  

Recent research, supported by the National Institute on Alcohol Abuse and Alcoholism, has demonstrated that for 

many people, vulnerability to alcoholism is inherited.  Yet it is important to recognize that aspects of a personôs 

environment, such as peer influences and the availability of alcohol, are also significant influences.  Both inherited 

and environmental influences are called ñrisk factors.ò  But risk is not destiny.  Just because alcoholism tends to run 

in families does not mean that a child of an alcoholic parent will automatically develop alcoholism. 

 

Alcoholism has little to do with what kind of alcohol one drinks, how long one has been drinking, or even exactly 

how much alcohol one consumes.  But it has a great deal to do with a personôs uncontrollable need for alcohol.  This 

description of alcoholism helps one understand why most alcoholics cannot just ñuse a little willpowerò to stop 

drinking.  He or she is frequently in the grip of a powerful craving for alcohol, a need that can feel as strong as the 

need for food or water.  While some people are able to recover without help, the majority of alcoholic individuals 

need outside assistance to recover from their disease.  With support and treatment, many individuals are able to stop 

drinking and build their lives.  Help is available at NWTC. 

 

Help For Alcohol Abuse 

If an individualôs health care provider determines that they are not alcohol dependent, but are nonetheless involved 

in a pattern of alcohol abuse, he or she can help them.   

 

Examine the benefits of stopping an unhealthy drinking pattern.  Set a drinking goal.  Some people choose to abstain 

from alcohol, while others prefer to limit the amount they drink.  Examine the situations that trigger an individualôs 

unhealthy drinking patterns, and develop new ways of handling those situations so that they can maintain their goal. 

 

ALCOHOL AND DRUG ABUSE PREVENTION, INTERVENTION, AND REFERRAL SERVICES 

 

Campus Alcohol and Other Drug and Alcohol Abuse Prevention, Intervention and Referral Services  NWTC 

takes a proactive approach to addressing alcohol and drug dependency or abuse through education, assessment and, 
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when appropriate, referrals to outside resources for counseling and to self-help groups in the community.  NWTC is 

engaged in a continual effort to raise the awareness of the students, faculty, and the community to the problems of 

alcohol and drug dependency or abuse. 

 

Community Alcohol and Other Drug and Alcohol Abuse Prevention, Intervention and Referral Services 
There are numerous community counseling resources available to students and staff with drug or alcohol problems, 

including: 

 

Bellin Psychiatric Center - Green Bay   (920) 433-3630 

Brown County Mental Health - Green Bay   (920) 391-4700 

Crisis Center - Green Bay Family Services   (920) 436-8888 

Family Service of Northeast Wisconsin - Green Bay (920) 436-6800 

Jackie Nitschke Center, Inc. - Green Bay   (920) 965-0529 

Libertas Treatment Center - Green Bay   (920) 498-8600 

Lutheran Counseling and Family Services of Wisconsin (888) 867-4840 

Pathmakers      (920) 593-2605 

United Amerindian Center - Green Bay   (920) 436-6638 

 

STATE OF WISCONSIN AND FEDERAL LAWS RELATING TO ALCOHOL AND  

CONTROLLED SUBSTANCES   

Wisconsin Drug and Alcohol Laws. The Uniform Controlled Substances Act, Chapter 961 of the Wisconsin 

Statutes, prohibits certain conduct relating to controlled substances and provides substantial criminal penalties for 

offenders.  Penalties vary according to the type of drug involved, the amount of drug confiscated, the number of 

previous convictions, and the presence of any aggravating factors. A first-time conviction for possession of a 

controlled substance can result in a sentence of up to one year in prison and a fine of up to $5,000. Sec. 961.41(3g), 

Wis. Stats. A person convicted of manufacturing a controlled substance, delivering a controlled substance, or 

possessing a controlled substance with intent to manufacture or deliver, can be imprisoned for up to 30 years and 

fined up to $1,000,000. Sec.. 961.41(1) and (1m), Wis. Stats. The distribution of a controlled substance to a minor 

can lead to the increase of the applicable maximum term of imprisonment prescribed under 961.41(1) by not more 

than 5 years.  Sec. 961.46, Wis. Stats. 

 

Wisconsin also has substantial criminal sanctions that restrict the use of alcohol in various situations. It is unlawful 

to procure for, sell, dispense or give alcohol to anyone who has not reached the legal drinking age of 21 years. Sec. 

125.07(1)(a)(1), Wis. Stats. Every adult has a legal obligation to prevent the illegal consumption of alcohol on 

premises owned by the adult or under the adultôs control. Sec. 125.07(1)(a)(3), Wis. Stats. A first-time violator of 

either of the above subsections can be fined up to $500.  

 

It is against the law for an underage person to procure or attempt to procure an alcoholic beverage, to falsely 

represent his or her age for the purpose of obtaining alcohol, to enter premises licensed to sell alcohol, or to 

consume or possess alcohol on licensed premises. Sec. 125.07(4)(a), Wis. Stats. A first-time underage violator of 

Section 125.07(4)(bs), Wis. Stats., can be fined up to $500, ordered to participate in a supervised work program, and 

have their driverôs license suspended. 

 

Federal Laws Relating to Controlled Substances. There are numerous federal laws prohibiting various conduct 

relating to controlled substances.  These laws also provide substantial penalties, including: 

 

21 U.S.C. 844(a) 1st conviction: Up to one year imprisonment and fined at least $1,000. 

After one prior drug conviction: 

            At least 15 days in prison, not to exceed two years and fined at least $2,500. 

After two or more prior drug convictions: 

           At least 90 days in prison, not to exceed three years and fined at least $5,000. 

 

21 U.S.C. 853(a)(2) and 881(a)(7) 

Forfeiture of personal and real property used to possess or to facilitate possession of a controlled substance if 

that offense is punishable by more than one year imprisonment. (See special sentencing provisions re: crack, 

above.) 
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21 U.S.C. 881(a)(4) 

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

substance. 

      

 21 U.S.C. 844a 

          Civil fine of up to $10,000. 

 

21 U.S.C. 862 

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

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

 

In addition, the United States Sentencing Guidelines establish mandatory minimum penalties for categories of drug 

offenses and provide for penalty enhancements in specific cases. Under these federal guidelines, courts can sentence 

a person for up to six years for unlawful possession of a controlled substance, including the distribution of a small 

amount (less than 250 grams) of marijuana; a sentence of life imprisonment can result from a conviction of 

possession of a controlled substance that results in death or bodily injury and, possession of more than five grams of 

cocaine can trigger an intent to distribute penalty of 10 - 16 years in prison. 

 

NORTHEAST WISCONSIN TECHNICAL COLLEGE DISTRICT POLICY AGAINST 

DISCRIMINATION AND SEXUAL HARASSMENT 
 

WHAT IS DISCRIMINATION AND/OR SEXUAL HARASSMENT? 

 

DISCRIMINATIONémeans a difference in treatment in the service, program, course, or facility of NWTC on the 

basis of race, color, creed, religion, sex, national origin, disability, ancestry, age, sexual orientation, pregnancy, 

marital status, parental status, or other protected class status. If individuals are experiencing remarks or behavior of 

which they feel are being directed at their protected class and/or that behavior is creating a hostile environment, 

where it is impossible to learn or work, they are being discriminated against. 

 

HARASSMENTéincluding sexual harassment, is specifically prohibited.  Harassment is defined as any unwanted, 

deliberate or repeated unsolicited comments, gestures, graphic materials, physical contacts or solicitation or favors, 

which are based upon age, race, creed, color, handicap (disability), marital status, sex, national origin, ancestry, 

sexual orientation, arrest record, religion, pregnancy, or parental status or other protected status, unless such action 

is specifically job related.   

 

Harassment shall extend to physical contacts or solicitation of favors, which are based upon any of the 

aforementioned protected categories when: 

1. Submission to such conduct is made, either explicitly or implicitly, a term or condition of an individualôs 
employment or educational status; or 

2. Submission to, or rejection of, such conduct by an individual is used as the basis for employment or educational 

decisions affecting such individual; or 

3. Such conduct has the purpose or effect of substantially interfering with an individualôs work performance or 
creating an intimidating, hostile, or offensive work or learning environment. 

 

Sexual harassment, attention or sexual expression that makes the person experiencing it uncomfortable, 

means unwelcome sexual advances, unwelcome physical contact of a sexual nature, unwelcome requests for sexual 

favors, and other verbal or physical conduct of a sexual nature (including, but not limited to, the deliberate, repeated 

making of unsolicited gestures or comments, or the deliberate or repeated display of sexually graphic materials, 

which is not necessary for educational purposes). 

Types of behavior that can constitute harassing conduct include: 

 

Å Verbal abuse; repeated demeaning gestures, slurs, epithets, negative stereo types; or  threatening, intimidating 

or hostile acts. 
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Å Physical contact such as patting, touching, kissing, brushing against anotherôs body, and touching private areas 

of the body. 

Å Demands for sexual favors accompanied by implied or overt promises of threats of retention, promotion, or 

preferential treatment. 

Å Subtle pressure for sexual activity. 

Å Repeatedly asking for a date after the individual says ñno.ò 

 

STEPS 

Step 1 ï Informal Discussions 

Individuals should discuss their problems or concerns with the Affirmative Action Officer, Special Needs Office, a 

Counselor and/or Instructor.  If this action does not resolve the problem, individuals may submit a formal, written 

complaint to the College Diversity/ Affirmative Action Officer.  Obtain a copy of the Student/ Employee 

Discrimination Report form from the following offices: 

 

Green Bay Campus ï Director of College Diversity (920) 498-6826 

Marinette Campus ï Main Office (715) 735-9361 

Sturgeon Bay Campus ï Main Office (920)746-4900 

Regional Campuses ï Dean  (920) 498-6866 

 

Step 2 ï A written complaint must be filed within 300 days of the alleged discriminatory acts and should detail the 

time, place, pertinent facts, and circumstances of the alleged discrimination.  Keep a copy and forward the remaining 

copies to the Affirmative Action Officer. The Affirmative Action Officer will also forward a copy of the complaint 

to the appropriate administrative personnel as identified in the Affirmative Action policy. 

 

Step 3 ï Within 30 working days of the receipt of the formal complaint, the appropriate administrative personnel as 

identified in the Affirmative Action policy shall attempt to resolve the problem.  Such actions may include any of 

the following: 

 

1. A formal or informal meeting with the complainant. 

2. A formal or informal meeting with the respondent. 

3. A formal or informal meeting with all parties in an attempt to seek a resolution. 

4. A formal investigation of the complaint. 

 

All reasonable efforts will be made to complete the appropriate steps within the noted time frame.  In cases where it 

appears that this time frame is not appropriate, the complainant shall be notified and the appropriate time frame 

identified.  This shall be done within 15 working days of filing the formal complaint.  Regardless of the method used 

in an attempt to resolve the problem, the administrative personnel shall issue a written decision identifying the result 

of their review, including, but not limited to, identifying any formal or informal resolution which the parties 

themselves have agreed to and/or any formal determination which the investigating administrator had made.  Such 

written responses shall be forwarded to the complainant with a copy sent to the College President within the time 

frame noted above. 

 

Step 4 ï If either the complainant and/or respondent are in disagreement with the results, findings, or 

recommendations of Step 3, the following actions can be taken. 

 

1. If the respondent or the complainant is students, he/she can request, in writing, an impartial review by the 

Faculty/Student Committee within three working days of the findings.  Such review must be completed within 

20 working days after receiving the request. 

2. If the complainant is a student and the respondent is a staff member, all actions shall be taken by the College, 

and that staff member shall have the normal right or redress set forth in their labor agreement or Board policy.  

In such cases the student shall have an opportunity to present information and speak at each step of the process. 

3. If the complainant and respondent are employees, standard College disciplinary procedures and rights, as 

identified by labor agreements or Board Policy, shall be followed. 

4. Any party that is in disagreement with the results, findings, or recommendations of the above bodies has the 

right to appeal the decision, in writing, to the Board of Directors.  Such a request must be made within three 
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working days of the finding.  The Board shall have 20 working days after receiving the request to review the 

appeal and submit a decision to the applicant. 

 

Step 5 ï If there is a disagreement with the final written decision, the complainant may file directly with the 

Wisconsin Equal Rights Department, U.S. Department of Education, Office for Civil Rights, or may pursue avenues 

of resolution for complaints filed on the basis of sex, race, color, creed, ancestry, national origin, handicap disability, 

or age, marital status, sexual orientation, arrest record, religion, pregnancy or parental status, or other protected 

status. 

 

For more information contact the Director of College Diversity at (920) 498-6826. 

 

HOW TO AVOID SEXUAL ASSAULT SITUATIONS 

 

HOME 

We all like to feel safe in our homes and often do not consider the possibility of being attacked while at home.  

There are some ways, however, that you can help make your home safer. 

 

Å Do not allow anyone in your home with whom you are not comfortable or do not know. 

Å Always check identification of repair/sales people before opening your door.  If you have doubts, call the 

employer. 

Å If you live alone, do not advertise it.  Use only last name on mailbox and first initial and last name in the phone 

book. 

Å Teach children not to open the door or give out information by phone about who is home or how long they may 

be out. 

Å When you come home, if you notice any signs of tampering with doors or windows, do not go inside.  Leave 

immediately and call the police. 

Å Install dead bolt locks and peephole viewer in the door and use them. 

Å Never open your door without knowing who is on the other side. 

 

WHILE DRIVING OR RIDING 

Be especially cautious when driving your car and/or using public transportation.  Reduce risks by taking these 

precautions: 

 

Å Have keys ready and in your hand when approaching your car or home. 

Å Park your car in well-lit areas. 

Å After entering or leaving your car, always lock the door. 

Å If you think you are being followed, drive to a public place or police station. 

Å When taking public transportation, wait in a well-lit place. 

Å Notice who gets on and off with you. 

Å Sit near the driver. 

Å If you feel you are being followed by someone, go to the nearest well-lit area or house/business and request 

help. 

 

DATE OR ACQUAINTANCE RAPE 

Every individual has the right to pursue a social life without being hindered by the fear of sexual assault.  However, 

the reality is that people are more often assaulted by people they know than by strangers.  Both direct attacks by 

strangers and subtle coercion by dates or friends can be considered sexual assault because neither offers choice.  It is 

important to remember that every person has the right to set social/sexual limits. 

The following are common examples of how and when women and men may feel reassured, intimidated or coerced 

into sex: 

 

Å Date expects sex in exchange for buying dinner or drinks. 

Å ñIf you love me, youôll have sex with me.ò 

Å ñNobody will believe you didnôt want to have sex with me when you invited me in after our date.ò 

Å ñWeôre married.  Itôs your duty to have sex with me.ò  If you feel your date is pressuring you into sex you do 

not want, be assertive in expressing your feelings.  Every person has the right to say ñNO.ò 
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IF ATTACKED 

Because all people and all situations are different, there is no one way to protect ones self from physical attack.  We 

all have different physical capabilities, and you must decide for yourself the best defense method to use.   

 

Do not panic.  THINK. 

There are many factors which will determine how you may react.  Make a quick assessment of the situation.  Is there 

a weapon involved?  Is there available help?  Is there a means of escape?  Do you have something you could use as a 

weapon or would an element of surprise throw the attacker off guard?  Whether you choose to escape, talk your way 

out of it or fight your way out of it, there is no wrong decision.  Youôll do what you have to do to survive. 

 

Immediate, assertive action has been shown to be effective in many situations. If the assault cannot be prevented, 

concentrate on identifying characteristics so you can make an accurate report to the police.  Reporting sexual 

assaults or attempted assaults to the police is a personal decision.  Reporting can help prevent the assailant from 

victimizing others in the future. 

 

After an assault, do not change clothing, shower, bathe or apply medication even though this would tend to be a 

natural reaction.  The physical evidence will be important in the prosecution of the attacker should you decide to 

report the assault. 

 

It is recommended that you have a medical exam not only for collection of evidence, but also because of the 

possibility of injury, pregnancy, or venereal disease. 

 

You are encouraged to discuss your situation with a volunteer at the Sexual Assault Center, 330 Crooks Street, 

Green Bay, WI, (920) 436-8899.  Services are free and confidential. 

 

PROTECTIVE BEHAVIORS 

 

BEING AWARE 

Being aware that sexual assault can happen to you is the first step in self protection.  Thinking that sexual assault 

only happens to someone else could increase your chances of actually becoming a victim. 

 

Once you accept the fact that you may become a victim, the next step is to decrease your vulnerability by increasing 

your ability to protect yourself. 

 

Å Be aware of the people who are around you (i.e. on the street, in the elevator, or on the bus). 

Å Be aware of areas of potential danger: high crime areas, unlit streets, vacant lots or alleys, dark doorways, 

parking lots. 

Å        Be aware of areas where you can seek help:  24 hour stores, police stations, houses with lights on, 

restaurants, hospitals. 

Å Know the facts about sexual assault. 

 

ASSERTIVENESS 

First learn to present yourself as strong and capable.  Appearing shy and afraid are signals to an assailant that you 

can be an easy victim. 

 

Å Body language: make eye contact, do not stare at people on the street approaching you or those you meet in 

elevators; walk erect with a firm step. 

Å Appear confident. 

Å If you are approached, do not be afraid to make a scene.  As a person you have rights.  If someone violates you 

in any way, you do not have to tolerate it. 

Å You have the right to say ñNO.ò  Say it as loudly and as often as you need to.  Sounding like a    broken record 

may eventually discourage the potential attacker. 

Å Know you have the right to set sexual limits. 

Å Communicate those limits to people. 

Å Be honest with people about what you want or do not want. 
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Å Trust your feelings.  If you feel you are in danger, you are probably right. 

Å Act on those feelings; do not ignore them.  Walk or run away, get angry, seek help. 

 

PROMOTE SAFETY 

 

CAMPUS SECURITY POLICY AND CAMPUS CRIME STATISTICS 

This information is being provided to students because of Northeast Wisconsin Technical Collegeôs commitment to 

safety and security on all three campuses and in response to the Crime Awareness and Campus Security Act of 

1990. 

Northeast Wisconsin Technical College is committed to maintaining a campus environment that enhances and 

supports student learning and achievement.  This means that the NWTC Board, Administration, and staff recognize 

the importance of a safe and drug free campus.  The use and abuse of alcohol and other drugs interferes with a 

personôs ability to learn and grow in the college environment. 

The Wisconsin Legislature and the U.S. Congress passed laws requiring colleges and universities to provide all 

students and staff with detailed written information about these issues, including relevant state and federal laws and 

sanctions.  The intent of the law is to ensure that students have complete information about the extent of the 

problem, the risks involved, the legal standards that have been adopted, and the offices and agencies in the 

community to which you can turn for help. 

 

SECURITY AND ACCESS TO CAMPUS FACILITIES 

The College maintains a commitment to campus security and safety.  Exterior lighting in the parking lots, pedestrian 

walkways, and the exterior of buildings is on from dusk to dawn to illuminate these areas. 

 

The College provides exterior emergency/assistance phones in the primary public parking lots at the Green Bay, 

Marinette, and Sturgeon Bay campuses.  On the Green Bay campus, phones are located in lots A, C, D, E, F, and G.  

Each phone with the push of a button, allows quick contact to 911 emergency response as well as the ability to make 

non-emergency calls to campus security for assistance.  When the phone is used, the security camera in the specific 

area is activated and focuses on to the area where the call is being made providing an additional security 

enhancement.  

 

The campus buildings are alarmed and periodically patrolled by College Security and Facilities staff.  All exterior 

doors are locked from 10:00 p.m. to 6:00 a.m. during the week and from 4:00 p.m. Saturday to 5:00 a.m. Monday.  

During closed periods, the buildings are locked with only authorized staff allowed entry. 

 

The grounds and landscaping are maintained by the facilities staff focusing on pedestrian and vehicle safety.  

NWTC has a day and evening security guard on duty throughout the week. ESCORTS TO THE PARKING 

LOTS ARE AVAILABLE UPON REQUEST. 

 

Statement of Current Policies Concerning Campus Law Enforcement: 

The College maintains a cooperative and harmonious working relationship with the police departments of Green 

Bay, Marinette, and Sturgeon Bay.  The College stands ready to cooperate fully with all Wisconsin and local police 

department personnel. 

 

Information is exchanged with the law enforcement agencies regarding Security Incident Report facts in an attempt 

to keep them informed about campus crime and crime-related problems.  A monthly and yearly report is compiled 

by the college based upon the Security Incident Reports filed during the year.  This report is presented to the Board 

annually. 

 

Reporting of criminal actions or emergencies: 

The responsibility for maintaining security and emergency responses at NWTC are under the direction of the 

Manager of Safety and Security, (920) 498-7147. To report a security and/or emergency situation, the reporter 

should contact Security staff by calling (920) 498-5699, or stopping at the Security office in room SC304, on the 

Green Bay campus.  

 

The Marinette campus, Sturgeon Bay campus, and the Regional Learning Centers are responsible for security and 

emergency responses.  To report a security and/or emergency situation, the reporter should contact a staff member at 
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that location.  All incidents will be documented and forwarded to the Manager of Safety and Security  on the Green 

Bay campus.  

 

If the report concerns a vehicular accident, vandalism, or theft, the originator of the form (victim) should call the 

police department. 

 

THE BASIC BILL OF RIGHTS FOR VICTIMS AND WITNESSES OF CRIMES 

A person shall be informed by local law enforcement agencies and the district attorney of the final disposition of the 

case. 

 

The victim/witness shall be notified that a court proceeding, to which they have been subpoenaed, will not go on as 

scheduled in order to save the person an unnecessary trip to court.  Information pertaining to the economic, physical 

and psychological effect of the crime upon the victim of a felony shall be submitted to and considered by the court. 

 

The victim/witness shall receive protection from harm and threats of harm arising out of their cooperation with law 

enforcement and prosecution efforts and be provided with information as to the level of protection available. 

 

The victim/witness shall be informed of financial assistance and other social services available as a result of being a 

witness or a victim of a crime.  The victim/witness shall be informed of the procedure to be followed in order to 

apply for and receive any witness fee to which they are entitled. 

 

The victim/witness shall be provided, whenever possible, a secure waiting area during court proceedings away from 

defendants and families and friends of defendants. 

 

The victim/witness shall have any stolen or other personal property expeditiously returned by law enforcement 

agencies when no longer needed as evidence within days of being taken. 

 

The victim/witness shall be provided with appropriate employer intercession services to ensure that employers of 

victims and witnesses will cooperate with the criminal justice process and the juvenile justice process in order to 

minimize an employeeôs loss of pay and other benefits resulting from court appearances. 

 

The victim/witness shall be entitled to a speedy disposition of the case in which they are involved as a victim or 

witness in order to minimize the length of time they must endure the stress of their responsibilities in connection 

with the matter. 

 

The victim/witness shall have the family members of all homicide victims afforded all of the rights and analogous 

services whether or not they are witnesses in any criminal proceedings. 

 

2008-2010 CAMPUS CRIME STATISTICS 

The crime statistics for 2008-2010 listed in the chart below have been provided by the police chief in each city in 

which NWTC has a campus (Green Bay, Marinette, and Sturgeon Bay).  This information, which must be provided 

to current and prospective students who attend the College, is required by Federal Legislation addressing the Student 

Right-To-Know and Campus Security Act of 1990. 

 

ACCUSED & ACCUSER RIGHTS 

 

INTERNAL REPORTING PROCEDURE 

Reporting the assault to a counselor, the Safety and Security Manager, or the Affirmative Action Officer will ensure 

an investigation into the matter, which may warrant internal disciplinary sanctions for rape, acquaintance rape, or 

other sex offenses (forcible or non-forcible).  If disciplinary sanctions are imposed, they will follow either the staff 

disciplinary procedures as identified in the Administrative Regulations, or the student disciplinary procedures found 

in the Student Code of Conduct. 

Procedures for on campus disciplinary action in cases of alleged sexual assault shall include: 

 

1. The accuser and the accused are entitled to the same opportunities to have a counselor/advocate or legal counsel 

present during a campus disciplinary proceeding. 
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2. Both the accuser and the accused shall be informed of the outcome of any campus disciplinary proceeding 

brought about by alleged sexual assault. 

3. Students and staff will be informed of their opinions when notifying proper law enforcement authorities, if they 

have not already done so.  A counselor or an Affirmative Action Officer will assist the student or staff members 

in contacting authorities. 

4. Students and staff will be informed of existing counseling, mental health or student services for victims of 

sexual assault both on campus and in the community. 

5. Students and staff will be informed of options for the available assistance in changing        academic/work and 

living situations after an alleged sexual assault incident, if so requested by the victim, and if such changes are 

reasonably available. 

 

2010 Crime Statistics for NWTC 

Category Green Bay Marinette Sturgeon Bay 
Regional 

Learning Centers 

Manslaughter 0 0 0 0 

Sex Offenses - Forcible 0 0 0 0 

Sex Offenses - Nonforcible 0 0 0 0 

Robbery 0 0 0 0 

Aggravated Assault 0 0 0 0 

Burglary 0 0 0 0 

Motor Vehicle Theft 0 0 0 0 

Arson 0 0 0 0 

Liquor-Law Violations 0 0 0 0 

Drug-Abuse Violations 0 0 0 0 

Weapons Possessions 0 0 0 0 

Hate Crimes 0 0 0 0 

Theft 23 1 0 1 

2009 Crime Statistics for NWTC 

Category Green Bay Marinette Sturgeon Bay 
Regional 

Learning Centers 

Manslaughter 0 0 0 0 

Sex Offenses - Forcible 0 0 0 0 

Sex Offenses - Nonforcible 0 0 0 0 

Robbery 0 0 0 0 

Aggravated Assault 0 0 0 0 

Burglary 0 0 0 0 

Motor Vehicle Theft 0 0 0 0 

Arson 0 0 0 0 

Liquor-Law Violations 0 0 0 0 

Drug-Abuse Violations 0 0 0 0 

Weapons Possessions 0 0 0 0 

Hate Crimes 0 0 0 0 

Theft 17 0 1 1 

2008 Crime Statistics for NWTC 

Category Green Bay Marinette Sturgeon Bay 
Regional 

Learning Centers 

Manslaughter 0 0 0 0 

Sex Offenses - Forcible 0 0 0 0 

Sex Offenses - Nonforcible 0 0 0 0 

Robbery 0 0 0 0 
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Aggravated Assault 1 0 0 0 

Burglary 0 0 0 0 

Motor Vehicle Theft 0 0 0 0 

Arson 0 0 0 0 

Liquor-Law Violations 0 0 0 0 

Drug-Abuse Violations 0 0 0 0 

Weapons Possessions 0 0 0 0 

Hate Crimes 0 0 0 0 

Theft 26 1 0 2 

     

     SEXUAL ASSAULT IS ANY FORCED OR COERCED SEXUAL CONTACT 

Sexual assailants, whether known to the victim or not, are motivated by a desire to humiliate and have power over 

the victim. 

 

Definitions of Sexual Assault of an Adult and Penalties are: 

 

WISCONSIN STATUTES FOR SEXUAL ASSAULT 

 (1) FIRST DEGREE SEXUAL ASSAULT - 940.225 

       Whoever does any of the following is guilty of a Class B felony: 

 (a.)  Has sexual contact or sexual intercourse with another person without consent of that person and causes 

pregnancy or great bodily harm to that person. 

 (b.)  Has sexual contact or sexual intercourse with another person without consent of that person by use or 

threat of use of a dangerous weapon or any article used or fashioned in a manner to lead the victim 

reasonably to believe it to be a dangerous weapon. 

 (c.)   Is aided or abetted by one or more persons, and has sexual contact or sexual intercourse with another 

person, without consent of the person by use or threat of force or violence. 

 

Penalty for first degree sexual assault is imprisonment for not more than 60 years. 

 

 (2) SECOND DEGREE SEXUAL ASSAULT - 940.225(2) 

Whoever does any of the following is guilty of a Class C felony: 

 (a.) Has sexual contact or sexual intercourse with another person  without consent of that person by use of 

threat of force or violence. 

 (b.)  Has sexual contact or sexual intercourse with another person without consent of that person and causes 

injury, illness, disease or impairment of a sexual or reproductive organ, or mental anguish requiring 

psychiatric care for the victim. 

        (c.)   Has sexual contact or sexual intercourse with a person who suffers from mental illness or deficiency, 

which renders that person temporarily or permanently incapable of appraising the personôs conduct, and 

the defendant knows of such condition. 

(d.)   Has sexual contact or sexual intercourse with a person who is under the influence of an intoxicant to a 

degree which renders that person incapable of giving consent if the defendant has actual knowledge that 

the person is incapable of giving consent and the defendant has the purpose to have sexual contact or 

sexual intercourse with the person while the person is incapable of giving consent.  

(e.)   Has sexual contact or sexual intercourse with a person who the defendant knows is unconscious. 

(f.)    Is aided or abetted by one or more other persons and has sexual contact or sexual intercourse with another 

person without the consent of that person. 

(g.)   Is an employee of a facility or program under S.940.295 (2) (b), (c), (h) or (k), and has sexual contact or 

sexual intercourse with a person who is a patient or resident of the facility or program. 

   

Penalty for second degree sexual assault is imprisonment for not more than 30 years and/or a fine of not more than 

$10,000, or both. 

 

 (3)  THIRD DEGREE SEXUAL ASSAULT ï 940.225(3) 
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Whoever has sexual intercourse with a person without the consent of that person is guilty of a Class G felony.  

Whoever has sexual contact in the manner described in sub. (5)(b)2. or 3. with a person without the consent of that 

person is guilty of a Class G felony. 

 

Penalty for third degree sexual assault is imprisonment for not more than 10 years and/or a fine of not more than 

$10,000. 

 

(4)  (3m) FOURTH DEGREE SEXUAL ASSAULT ï 940.225(3m) 

Except as provided in sub. (3), whoever has sexual contact with a person without the consent of that person is guilty 

of a Class A misdemeanor. 

 

Penalty for fourth degree sexual assault is imprisonment for not more than nine months in the county jail and/or a 

fine of not more than $10,000. 

 

NWTC SEX OFFENDER REGISTRY POLICY 

 

In accordance with the ñCampus Sex Crimes Prevention Actò of 2000, which amends the Jacob Wetterling Crimes 

against Children and Sexually Violent Offenders Registration Act, the Jeanne Clery Act and the Family Educational 

Rights and Privacy Act of 1974, the Northeast Wisconsin Technical College Campus Security Department is 

providing a link to the Wisconsin Department of Corrections Sex Offender Registry.   

 

The Wisconsin Department of Corrections is responsible for maintaining this registry.  Follow the link below to 

access the Wisconsin Department of Corrections Sex Offender Registry Website: 

 

http://offender.doc.state.wi.us/public/ 

 

 

http://offender.doc.state.wi.us/public/

