e 3

R : ~

R R ] Ro lins College | Crummer Graduate School of Business
5 ok 2" ' ~1000 Holt-Avenue

P = A A " Winter Park, FL 32789-4999 \ TP
- ROLLINS MBA | mimiinsime -~
% st 3 S e, A RS S X
CRUMMER GRADUATE S C.EIJO’ w ks . Copyright© ZﬁTf,RQH'ms College. All'Rights Reserved.
& o 8 i&i“ 3 s




On behalf of President Lewis Duncan, Dean Craig McAllaster, and

the Student Services Team, welcome to

Rollins College, Crummer Graduate School of Business.

The faculty, staff and current students at Crummer will be a valuable asset to you as you
familiarize yourself with the program and the Central Florida area. If you have any questions
or concerns regarding student life, course work, or any other items important to you please stop
by the Student Services Office immediately. We look forward to working with you on your
academic journey.

Steve Gauthier, Associate Dean of Operations & Student Services
sgauthier@rollins.edu
407-646-2487

Lynda Boyce, Executive Assistant
Associate Dean and Faculty
Ibboyce@rollins.edu
407-646-2491

Alice Argeros, Director of Student Services
aargeros@rollins.edu
407-646-1579

Carlene M. Sterling, Assistant Director of Student Services
cmsterling@rollins.edu
407-691-1267

Christopher Johnson, Instructional Technologist
cjohnson@rollins.edu
407-691-1343

Francine Chase, Student Records Coordinator
fchase@rollins.edu
407-646-2415

Ann Ketteringham, Student Services Coordinator
aketteringha@rollins.edu
407-691-1195

For a complete listing of Crummer staff, please visit us online at:
http://www.rollins.edu/mba/mba-programs/staff.htmil
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RoOLLINS

CRUMMER GRADUATE SCHOOL

Crummer Vision Statement

The vision of the Roy E. Crummer Graduate School of Business is to be a
recognized leader in graduate business education with the reputation
for producing highly successful managers and leaders.

Crummer Mission Statement

The mission of the Roy E. Crummer Graduate School of Business is to
prepare students to be both managers and leaders who will add
value to their organizations and communities.




CRUMMER STUDENT SERVICES

Student Services Mission

The mission of Roy E. Crummer School Student Services department
IS to provide support, assistance, and resources to all
MBA students that will enhance their MBA experience and
foster success in earning the MBA degree.

Student Services Vision

The vision of Roy E. Crummer School Student Services department
IS to be a recognized leader in the area of student services and a resource
to our graduate students to be successful in their MBA endeavor.

Student Services Values

The values of Roy E. Crummer School Student Services department
are to create an open environment of nurturing, sharing, and caring for all.




CRUMMER STUDENT MISSION

The Crummer student community values a culture of honesty and mutual trust.
As representatives of our college, we expect all members to respect and uphold
these core values at all times.

Mission
We, the students of the Crummer Graduate School of Business,

develop leadership, cultivate teamwork, embrace diversity, endorse service,
and, above all, preserve excellence in all our endeavors.

Leadership
We develop leadership by encouraging students
to listen, take initiative, and accept personal accountability.
We strive to maximize our potential as effective leaders and followers.

Teamwork
By working together we achieve success.
We value ideas and input from each of our classmates.
We will act with integrity to build relationships that actively enhance our learning.

Diversity
As individuals contributing to a business community,
we respect, appreciate, and embrace cultural differences.
The multiplicity of backgrounds and experiences strengthen
our program and student community.

Service
We value our graduate education. It is our responsibility to
share our time, our talents and the knowledge we have gained with
the Crummer School, the Rollins community, charitable causes,
and the global business community.

Excellence

We will not accept carelessness or complacency.
As a community of scholars, we expect that each of us will
capitalize on our strengths; strive to overcome our weaknesses,
and contribute our personal best in all undertakings.
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Billing and Payments

Each registered student will receive monthly billing statements from the Rollins College Office of the Bursar.
Correspondence from the Bursar's Office (including monthly billing statements) will be sent to the student's
official College '@rollins.edu’ email account. Students are expected to check their email on a frequent and
consistent basis in order to stay current with College-related communications. Student Records and Student
Services office do not provide tuition statements.

Payment Options - Acceptable forms of payment include cash (in person only), check, money order, cashier’s
check, or wire. Payments may be made 24 hours a day from any computer via the QuikPAY On-Line Billing
and Payment System. Credit card payments (MasterCard, Discover and American Express) are only accepted
via the QuikPAY On-Line Billing and Payment System. There is a fee of 2.75% charged for all credit card
payments made through the QuikPAY On-line Billing and Payment System. Electronic check is also available
via the QUikPAY On-Line Billing and Payment System. There is no fee for an E-check payment.

For additional information and the QuikPAY On-Line Billing & Payment User Guide please go to the Bursar’s
web site at: http://www.rollins.edu/bursar/quikpay.html.

Payments may be made in person at the Bursar’s office window in the Warren Administration Building between
the hours of 8:30 a.m. and 4:30 p.m. Monday-Friday or may also be deposited in the drop box located on the
right side of the front door. Please enclose payment in a sealed envelope marked “Bursar”. Do not deposit cash
into the box. Make sure you include your student I.D. number on the check. Non-cash payments can also
be mailed to:

The Office of the Bursar
1000 Holt Avenue-2716
Winter Park, FL 32789

For all billing statement and payment inquires visit or contact the Bursar’s Office directly.

Office of the Bursar
(#44 on campus map)
Warren Administration Building
Phone: (407) 646-2252
8:30 a.m. — 4:30 p.m. Monday - Friday

E-Mail (Holt & Crummer): bursar@rollins.edu

Website: http://www.rollins.edu/bursar/index.html
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L ate fees and Holds on Accounts

Tuition and deferment forms are due prior to or on the first day of class each term. Accounts are considered
past due after that date, and late fees of $75.00 per month will be assessed.

 Late fees will remain for deferments filed after a term has begun.

« Students whose accounts are past due, and do not have an authorized deferment on file, will not be
allowed to attend class.

 Late fees will not be assessed for students who have authorized financial aid or have been approved for an
alternative loan that covers the entire balance.

« Late fees will be assessed when accounts become past due because of parking or library fines.

« Diplomas, grades and transcripts are withheld until all balances have been paid in full, even if a deferment
form is on file for that term.

» A Bursars Hold (BH) is placed on all student accounts which are past due. Accounts are considered past
due if tuition has not been paid, a deferment form has not been filed, or pending financial aid has not been
authorized prior to, or on the first day of class for that term’s balance.

* A hold prevents students from registering for the next term, receiving grades, and receiving transcripts.
Diplomas are not released until all balances are paid.

« Students will receive automated email notification when accounts are placed on hold. Please read the
message thoroughly to see what hold type has been placed on your account. BH is a Bursar’s Hold placed
on accounts for financial reasons and it does prevent students from registering for future classes and
receiving grades and transcripts. DF indicates that a Deferment Form is on file. Students who file
deferment forms will receive this notification simply to inform them that the deferment form has been
received and processed.

» For questions regarding holds, please contact the Office of the Bursar.

Office of the Bursar
(#44 on campus map)
Warren Administration Building
Phone: (407) 646-2252
8:30 a.m. —4:30 p.m. Monday - Friday

E-Mail (Holt & Crummer): bursar@rollins.edu Website: http://www.rollins.edu/bursar/index.html

» A student experiencing an unusual financial circumstance should consult with the Financial Aid Office at
407-646-2395 or via email at finaid@rollins.edu and the Office of the Bursar well before the due date
for payment. Any special payment arrangement must be requested in writing and requires the approval of
the Bursar.
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Academic Policies

Continuous Enrollment Policy — Programs are structured so that each class of students progresses as a group.
Failure to enroll in three consecutive semesters (i.e., one full year) is considered non-continuous attendance.
Students who are not enrolled in the college for a period of three consecutive semesters will be removed from
active student status, and must reapply for admission. Readmission is not guaranteed.

A student who is discontinued for breach of continuous attendance will lose the option of fulfilling the degree
requirements originally listed in his/her official program of study already on file, and will instead be subject to
the degree requirements in effect at the time the student resumes his/her attendance.

Registration- all students will be automatically registered for all core classes at Crummer. Students are
responsible for registering for their elective courses based on their individual Program of Study. Online
registration dates for elective courses will be forwarded to students via their Rollins email account prior to the
start of registration. Course schedules, registration procedures and instructions to register online, and dates for
add/drop period is posted on the student records registrar web page at: http://r-net.rollins.edu/mba/mba-
registrar.html. Online registration is not continuous.

Email - It is the responsibility of students to regularly check their Rollins email account. All course schedules,
registration dates, drop/add deadlines, refund and withdrawal dates, class cancellation, course schedule changes,
etc., are sent by the Crummer Student Records Office to all currently registered Crummer students via their
Rollins email account.

Dropping or Adding a Course Policy — Drop/add dates will be forwarded to all currently enrolled students via
their Rollins email account. Bursar holds on student accounts will prevent schedule changes and will prevent
access to FoxLink. Drop/add requests for core classes must be submitted to their academic advisor for approval.
Online drop/add periods are for ELECTIVE COURSES ONLY and must take place within the announced date
parameters. Students are responsible to be aware of all drop/add, refund and withdrawal dates which are posted
in the Registration Procedures and Refund Policy posted at: http://r-net.rollins.edu/mba/mba-registrar.html. No
course may be added once the class has met. The drop/add period will be extended ONLY if a student is
accepted to a consulting project.

Wait Lists - Students placed on wait lists will be notified via Rollins email if space becomes available. Students
will have until 9:00 a.m. the following business day of the email being sent to respond with any course changes
as a result of being registered for a wait-listed class.

Withdrawal Policy - Students may withdraw from classes up until the mid-point of the term by filling out a
Withdrawal Form. Students that withdraw from a course in this fashion will receive a grade of "W" on their
transcript. While it is expected that students will extend the courtesy of informing the instructor and their team,
this will not suffice as an official withdrawal. A Withdrawal Form must have their academic advisors
approval/signature and be submitted to the Crummer Student Records Office. The refund policy with
specific dates for withdrawal is stated each term on the course schedule. Students who withdraw after the mid-
point of the term or stop attending class without notifying the student records office will receive a “WF” for the
course. This grade is equivalent to a failure and will be factored into the student’s GPA. Students who do not
attend a class they have been registered for will receive a failing grade at the end of the semester.

Refund Policy - The refund policy with specific dates for withdrawal is stated each term on the Refund Policy.
An exception to the Drop/Add policy is considered upon offer/acceptance of Domestic and Global Consulting
Projects. Those students will be permitted to drop one registered course without penalty and replace it with a
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practica, should they so elect.

Practicums — These are faculty led consulting projects that students must apply and be accepted to. Only two
(2) may be taken during the Program of Study for a total of six (6) elective credits. Students may only use three
(3) credits of practicum credit toward a concentration. Some courses and consulting projects may be used
toward different concentrations. Please contact the Student Services Office for details.

Project Period — Faculty assign the class projects and/or team meetings during this time. NOT A BREAK
PERIOD.

Employment/Extra Curricular Activities — Students acknowledge that the academic program takes
precedence over full-time, part-time, and internship work as well as extracurricular activities and collegiate
sports. An unexcused absence from class, team meeting, or mandatory session due to work or extracurricular
activities may be reflected in a student’s grade.

Course Overloads - Students may not seek to register for a course overload until all required courses have been
completed. Students seeking an overload must have a minimum grade point average of 3.6 and approval from
the Director of Student Services is required.

Grades - Grades are available within two weeks after each term has ended and can be viewed in FoxLink.
Please note - GPA, hours earned, etc., will not be accurate until after all administrative processes are
complete. GPAs are not rounded.

Grades are reported as follows. Grades A, B, and C may be modified by a plus or minus as appropriate:
A Indicates consistently excellent
B Indicates consistently excellent work
C Indicates work that is below the quality expected in graduate study
F Indicates work that is unacceptable in graduate level study
| Indicates that the student and instructor have signed a written agreement that outstanding work will
be completed and the grade changed to A, B, C, or F by the mid-term point of the following term or
the grade will be changed from an | to an F.
W Withdrawal
CR, NCR Credit or No Credit may only be assigned for specifically designated courses.

Grading System - The following quality points are assigned for each terms letter grade:
A 4.00 C+ 233

A-  3.67 C 2.00
B+ 3.33 C- 167
B 3.00 F 0.00
B- 267

Grade Appeal Process — The review process established to ensure a fair hearing in cases of grade disputes is as
follows:

1. Students must arrange to meet with the instructor to determine whether an error has been made or
the instructor wished to reconsider the grade. This must occur within 30 days from when grades are
posted to FoxLink.

2. Students who still question their grades after consultation with the instructor should document their
reasons for the grade dispute and submit documentation to the Student Services Director. A faculty
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committee that submits their decision to the Dean/Associate Dean of the Crummer School decides
all grade disputes. The Dean/Associate Dean’s Office will communicate the final decision to the
student.

Failing Grade Policy — Should a student receive an F for a core course they must retake that same course until
they achieve a passing grade. If the F is awarded in an elective course the student may retake the same class or
choose another elective, based on course availability. In both cases the original F will remain on the transcript
and be averaged into the student's overall GPA. In cases where the GPA falls below a 2.5 the student will
automatically be dismissed from the program.

Transfer Credits — A student may transfer up to six (6) credit hours of course material to their Crummer
School Program of Study. These six hours must be graduate-level courses completed within the last six years
from a school accredited by the AACSB International, and the student must have earned a grade of “B” or
better. Approval from the Student Services Director must be obtained and a course transfer form must be
completed. Courses may not be taken at another school while enrolled in Crummer unless special permission is
granted in advance.

Graduation Requirements — It is the responsibility of each student to make certain that all the course
requirements for graduation listed in their Program of Study have been met. If there is any doubt, an Academic
Advisor should be consulted prior to registration for the last term preceding expected graduation. An Intent to
Graduate form must be filed with the registrar prior to the term in which graduation is anticipated.

Scholastic Requirements - Degree candidates are required to complete all course requirements stated on their
Program of Study with a minimum grade point average of 2.85. Any student whose average drops below 2.85
will be placed on probation. Students on academic probation may not graduate until a GPA of at least 2.85 is
earned. If the average drops below 2.5, the student is automatically dismissed. A student’s academic record,
including the transcript and diploma, will be withheld until the student account is paid in full.

Dean’s List - Students who complete at least six credits in a given term without any incomplete assignments,
and achieve at least a 3.6 grade point average are placed on the Dean’s List for that term.

Graduating with Honors - Students who complete their MBA program with a cumulative grade point average
of 3.85 or higher will receive the distinction of graduating with honors.

Beta Gamma Sigma - Students who graduate in the top twenty percent of their class in terms of cumulative
grade point average will be inducted into Beta Gamma Sigma (BGS), the leading national business honor
society. BGS status is calculated at the end of the fall term preceding spring commencement; calculations at
that time include students who have completed degree requirements 1 (one) term prior to commencement, and
those who will be finishing in the term directly following commencement.

Program Change Requests — Any student seeking to change programs are required to obtain written approval
from the Director of Student Services. Please note that transfers may only occur between the EAMBA and
PMBA Program and only one program transfer will be permitted.

1. Student must meet admissions requirements of program wishing to be entered.

2. Complete elective requirements of original program (no reduction in elective requirements will be
permitted).

3. Complete the final two semesters in the same program.
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Transcripts- Due to compliance and sensitivity of information provided official and unofficial transcript
requests must be made via a signed, written request and may be submitted to the student records office by mail,
fax or walk-in. Transcript requests cannot be requested via email or telephone and will not be processed
without a signature or if there is a hold on a student’s account. Please allow up to five business days for all
requests to be processed.
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Academic Integrity Policy

Revised: 12-17-12

The Crummer School expects that all faculty, staff, students, and alumni will strive to maintain the highest
academic ethical standards. Leadership is a cornerstone of the Crummer experience and academic integrity is
one of the foundations of leadership. Our philosophy is to practice a standard of academic integrity we know
will help you succeed in your career and attain your life goals. Our policy is to incorporate academic integrity
into a framework of learning. Students who do not adhere to our high standards can expect serious
consequences. However, we will guide and counsel those students such that the incident(s) and consequence(s)
constitute an opportunity to learn from one’s mistakes.

As an academic community, we define a failure of academic integrity as failing to maintain the high standards
of ethical academic behavior that we demand of all members of the Crummer Graduate School of Business.
The academic integrity policy relates to all course work both in and out of the classroom. This includes, but is
not limited to:

1. PLAGIARISM. Offering the words, facts, or ideas of another person as your own in any academic
exercise. Self-plagiarism, the undisclosed reuse of significant portions of own previously submitted writings
in subsequent assignments, articles or reports.

2. CHEATING. Using or attempting to use unauthorized materials, information, or study aids in an
academic exercise. This includes sharing knowledge of previously administered or current tests. The keeping of
tests, papers, and other assignments belonging to former students is prohibited. Use of external assistance (e.qg.,
books, notes, websites, calculators, conversations with others) in completing an "in class" or "take home"
examination, unless specifically authorized by the professor, is prohibited.

3. UNAUTHORIZED COLLABORATION. Collaboration, without specific authorization by the
professor, on homework assignments, exam preparations, research projects, take home exams, essays, or other
work for which you will receive academic credit.

4. SUBMISSION OF WORK PREPARED FOR ANOTHER COURSE. Resubmitting previous work, in
whole or in part, for a current assignment without the consent of the current professor(s).

5. FABRICATION. Misrepresenting, mishandling, or falsifying information in an academic exercise. For
example, creating false information for a bibliography, inventing data for an assignment, or representing a
quotation from a secondary source (such as a book review or a textbook) as if it were a primary source.

6. FACILITATING ACADEMIC DISHONESTY. Helping another student commit an act of academic
dishonesty.

7. VIOLATION OF TESTING CONDITIONS. Looking at other students’ answers, allowing other
students to look at your test, texting or instant messaging during an exam, and working past allotted time are
just a few examples where test conditions may be considered to be violated.

8. LYING. Lying is the making of a statement that one knows to be false with the intent to deceive. It
includes actions such as (a) lying to faculty, administrators, or staff, and (b) lying to a fellow student.
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9. FAILURE TO REPORT AN HONOR CODE VIOLATION. Failure to report occurs when a student has
knowledge of or is witness to an act in violation of the Academic Integrity Policy and does not report it within
ten days.

Cheating dishonors Crummer students, faculty, staff, graduates, and supporters worldwide. Allegations of a
failure of academic integrity are treated as serious matters that are due prompt and thorough attention. Each
faculty member retains the right and the responsibility to administer grades in their courses. However, the
faculty recognizes that academic dishonesty is so serious as to warrant separate attention. Therefore, this policy
is designed to make your responsibilities clear and to describe the process by which the faculty and
administration deals with suspected violations of the policy. If grades are assigned through this process they
cannot be changed by the faculty member.

Because academic integrity is fundamental to the pursuit of knowledge and truth and is the heart of the
academic life of Crummer School, it is the responsibility of all members of the school to practice it and to report
apparent violations. All students, faculty, and staff are required to report violations in writing by entering
Foxlink and filling out an Academic Honor Code Referral.

1. If a faculty member has reason to believe that a violation of the Academic Honor Code has
occurred, he/she may have an initial meeting with the student to determine if a violation has occurred.
This initial meeting is to clarify if a violation has occurred and not to determine if a known violation is
to be reported. If the faculty member believes that a violation has occurred he/she is required to report
it. All violations must be reported to the school and cannot be resolved by a single faculty member.

2. Students who commit acts of academic dishonesty may demonstrate their renewed commitment
to academic integrity by reporting themselves in writing through a link on Foxlink. Students may not
exercise the self-referral option more than once during their enrollment at the school. This does not
eliminate the possibility of an appropriate penalty for the infraction.

3. If a student has reason to believe that a violation of academic integrity has occurred, he/she is
required to report it to the school. The student who has witnessed a violation can, but is not required to,
encourage the student suspected of the violation to self-report. If the student refuses to self-report, then
the student that witnessed the violation must report it to the school.

4. Staff members who believe they have witnessed a violation may also fill out an academic honor
code referral through Foxlink.

These academic honor code referrals are forwarded to the Associate Dean of the Crummer School. Allegations
must be submitted in writing within ten days of the discovery of the alleged violation. The complaint should
indicate all relevant details, including names of witnesses. The following are the steps that will be taken when
an academic honor code referral is submitted:

1. When the Associate Dean receives a referral he/she will notify the student in writing of the specific
charges that have been made and the steps that will be taken to resolve the situation.

2. The instructor(s) of the course(s) where the suspected violation occurred will meet with the Director
of Student Services and the Associate Dean. The Director of Student Services and the Associate
Dean will conduct any investigation considered necessary by the group including, but not limited to,
collecting physical evidence and interviewing witnesses.
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3. The Director of Student Services will immediately alert the Academic Integrity Chairperson (a
faculty member appointed by the Dean).

4. Upon the conclusion of the group’s investigation the Academic Integrity Chairperson, the Director,
and the instructor (initial panel) will meet to discuss the results of the investigation. The accused
student will be notified in writing by the Associate Dean of the time and place of this meeting and
has the right to appear before this panel and speak on their own behalf, as well as review all evidence
presented in support of the charge/s. The following three outcomes are possible:

a. The panel may agree the allegations are unfounded and no further action is necessary.

b. The panel may agree that the allegations are true and agree upon a suitable penalty. The
initial panel may only approve a penalty that relates to a grade on the assignment in question,
the final course grade, or a special assignment that includes but is not limited to a written
assignment in the area of ethics and integrity or a public apology to classmates and faculty.
If the initial panel decides on a dismissal from program, the violation must then be sent for
review to an Academic Integrity Committee that is appointed by the Dean.

c. The panel may disagree on whether the allegations are true or partly true or they may
disagree on a suitable penalty.

5. If the three parties (the initial panel) agree that no violation has occurred (4.a above), the student is
so notified and no further action is taken. If the three parties agree that a violation has in all
probability occurred (4.b above) and a penalty related to the course grade or a special assignment is
approved, the student is notified through a sanction letter from the Associate Dean and the letter
shall be placed in the student’s file. This letter will contain the description of the allegations, the
results of the investigation, the basis for the decision, the terms of the penalty and the student’s
further rights to appeal. The matter is then reported to the Crummer faculty at their next regularly
scheduled faculty meeting.

6. If the three parties (the initial panel) do not agree (4.c above) or they agree that dismissal from the
program is indicated (4.b above), an Academic Integrity Committee is appointed by the Dean. This
Committee consists of three faculty members — two who have not taught the accused student in
class, plus the Academic Integrity Chairperson — and two currently enrolled MBA students
representing different programs from the one in which the accused student is enrolled. These
students must affirm that they do not have a personal relationship with the accused. This committee
reviews the case and makes a recommendation to the dean of the Crummer School as to facts and
appropriate punishment, including dismissal, if warranted. The accused student will be notified in
writing by the Associate Dean of the time and place of this meeting and the student has the right to
appear before this committee and speak on their own behalf, as well as review all evidence presented
in support of the charge/s. If the Committee agrees that no violation has occurred (4.a above), the
student is so notified and no further action is taken. If the Committee agrees that a violation has in
all probability occurred (4.b above), it sends its recommendation in writing to the Dean. The Dean
then reviews all material provided and makes a final decision. The student who violated the policy
is notified by a sanction letter from Associate Dean of the Dean’s decision and the letter is inserted
in the student’s file. The letter will include the allegation(s), the results of the investigation, the
basis for the decision, and the terms of the penalty. The matter is then reported to the Crummer
faculty at their next regularly scheduled faculty meeting.

7. Students have the right to appeal an unfavorable decision. All appeals must be made by the
designated date in the sanction letter. If the student disagrees with a decision reached by the
instructor, Director of Student Services, and Academic Integrity Chairperson (initial panel), the
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8.

student may in writing appeal to the Dean and request that the situation be reviewed by an Academic
Integrity Committee.

If the student disagrees with the decision reached by the Dean, the student must follow the
guidelines stated below. Appeal Procedures:

a.

Prior to an appeal, if the student believes that there is new evidence or relevant facts that were
not brought out in the original hearings and that may be sufficient to alter the original finding,
the student may make a request that this information be considered. The student must make such
request in writing to the Academic Integrity Chairperson by the date designated in the sanction
letter. If the purported new evidence or relevant facts are deemed by the Chair to be substantial
enough to potentially change the committee decision, the matter will be returned to the
Academic Integrity Committee. The Academic Integrity Chairperson will in writing notify the
student of his/her decision including justification for any decision that is made. If the decision is
made to reconvene the student will be notified of the time and place of the meeting.
Recommendations of a reconvened Academic Integrity Committee that are approved by the
Dean are final and cannot be appealed.

If a student is found by the Academic Integrity Committee to have violated the Academic
Integrity Policy and the student believes the finding was prejudicial or biased, the student may
appeal. Appeals must be made in writing to the Dean of the Crummer School by the designated
date in the sanction letter. In making the appeal, the student must furnish evidence that there was
procedural misconduct by the Academic Integrity Committee that was prejudicial to the accused
student.

Appeals submitted to the Dean of the Crummer School will be reviewed by an Academic
Integrity Appeals Committee that will be comprised of the Vice President for Academic Affairs
and Provost, the Vice President for Student Affairs of Rollins College, and the President of the
Crummer School Faculty. The Academic Integrity Appeals Committee will meet to determine if
grounds for appeal exists. The review will be limited to the verbatim record of the Academic
Integrity Committee hearing, supporting documents, and the written appeal. New evidence or
other relevant facts not part of the original hearing will not be considered.

The accused student will be notified in a timely fashion of the Academic Integrity Appeals
Committee’s determination. Decisions of the Academic Integrity Appeals Committee are final.

While it is difficult to prejudge violations of academic integrity and each case is considered on its own merits
and punishments are designed to fit the severity of the violation, punishments generally can range from an F on
the assignment in which the violation occurred, to special assignments (written and practical) in the area of
ethics and integrity, to public apologies to classmates and faculty, to an F in the course, to dismissal from the
program with or without the right to reapply.

In all cases the student’s right to privacy is respected. Students who bring a charge under this policy to the
attention of the school can expect to be notified when the case has reached a conclusion. However, they are not
entitled to be informed of the findings or the penalty.

Print Name:

Signature:

Rollins ID:

Date:
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RoLLINS

CRUMMER GRADUATE SCHOOL

MBA Team Assignment Policy

Team Assignment and Participation

Study team participation is considered one of the most valuable aspects of the Rollins MBA program. While
you are taking your core courses, you will be assigned to a team of 4 to 6 classmates. About half of your course
assignments will be team projects for which you and your team will receive a shared grade. You are required to
participate in a study team in order to complete the Rollins MBA.

The faculty and staff of the Crummer Graduate School of Business believe that you succeed as a business
professional when you learn to work effectively with others. This enriches your experience by exposing you to a
diverse student body, and providing you with the opportunity to interact with others whose skills differ from
your own.

The Crummer Graduate School of Business expects students to participate fully on their study teams, taking
responsibility for their individual contributions, demonstrating mutual respect, promoting civil and professional
relationships, and maintaining a learning environment.

Rollins MBA students are required to acknowledge the following:

e | understand that communication is critical within a team and | agree to maintain contact
information for each member of my team and keep them apprised of any changes in my
schedule or inabilities to perform my assigned role.

e | agree to uphold my fair share of the workload, to take on leadership roles at various times
during the program, and to willingly contribute to content matter that may not necessarily be
my area of expertise.

e | agree to abide by my team contract and understand that to be a student in the MBA program
at the Crummer Graduate School of Business | must be able and willing to be an active
member of a study team. No students are allowed to be a team of one in any courses at the
school.

e | understand that team assignments are made at the discretion of the Student Services office
and my team may change over the duration of the program.

The Crummer Graduate School of Business expects students to adhere to and uphold the high standards stated
above. Students who fail to comply with the standards set forth for creating and maintaining high-
performance teams will be subject to possible dismissal from the program.

Please sign and date below to indicate your understanding and agreement.

Print Name: Rollins ID:

Signature: Date:
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RoLLINS

CRUMMER GRADUATE SCHOOL

MBA Team Management Policy

Resources for Team Success

You will be provided with a number of tools and resources to help you build and maintain the courage,
discipline, and emotional energy required to function as a successful team. Three resources in particular are
designed to build high-performance teams:

e MBA 501, Management Analysis will help you lay the groundwork. This course includes team building
exercises, behavioral assessments, case readings, team contracts, and tools for moving forward.

e MGT 501, Organizational Behavior will help you better understand team dynamics. This course includes
conflict resolution and negotiation skills; giving and receiving feedback techniques are re-visited.

e Team Meetings with Program Staff and Consultants will help you build awareness of your team’s
strengths and challenges. This session emphasizes communication and sharing best practices, and lets you
revisit and revise your team contract.

Managing Team Conflict

The Student Services office is always available to assist if your team encounters a serious conflict. When a
difficult team situation presents itself, you are encouraged to take the following steps in a timely manner:

1. Work within the team for resolution.

2. Review and discuss DiSC behavioral assessments.

3. Revisit and revise team contract as necessary. Turn a new copy into the Student Services office.

4. If you are unable to resolve the issue, contact the Director or Assistant Director of Student
Services.

When Student Services assistance is required, the following steps will take place:

1. A meeting with the entire team will be called and, in an open forum, the issues will be candidly
defined and discussed. The director and the assistant director will participate in this discussion.
All discussions will be carefully documented.

2. Failure to reach a resolution or compromise might result in the need to remove a student from his

or her team.

The responsibility to find another team then becomes this student’s responsibility.

4. The inability to find another team to accept this student will result in his or her dismissal from
the program.

Note: The Student Services office may deviate from these steps based on each situation.
Each team issue is evaluated on a case-by-case basis.

w

Please sign and date below to indicate your understanding and agreement.

Print Name: Rollins ID:

Signature: Date:
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E-Mail and Internet Policy

Upon enrollment in the MBA Program at Crummer, one of the first things to be accomplished is the creation of
your Rollins e-mail. During the computer distribution session of orientation, Information Technology staff will
assist you with the set-up of your email account.

E-mail is the method we use exclusively to communicate with you; therefore it is absolutely essential that you
read your Rollins e-mail on a daily basis. Failure to do so could cause you to miss crucial information.
Students have access to the Rollins e-mail system both on and off-campus. This is a vital part of your ability to
communicate with classmates, team members, faculty, and the administration. IT IS YOUR
RESPONSIBILITY to make sure you read your Rollins e-mail daily.

Statement of Responsibility

Users agree not to use the Rollins site for sale, trade or other commercial purposes. Communications should be
courteous and professional; all campus policies that apply to written communications also apply to e-mail.
Users also may not post or transmit information or materials that would violate rights of any third party or
which contains a virus or other harmful components. At Rollins, any distribution of or participation in Internet
chain letters, unsolicited mass emailing (spamming), or transmission of e-mail hoaxes of any kind is prohibited.
Furthermore, all members of the Rollins community are encouraged to apply to the Internet/E-mail the same
code of conduct found in our Student Handbook and other College documents. Rollins College reserves the
right to cancel or suspend e-mail privileges from users who violate these policies.

In addition, the Crummer Graduate School of Business provides its users with electronic communication
services as required for the performance and fulfillment of academic responsibilities. These services are for the
purpose of increasing knowledge and not for inappropriate activities. Personal use of the College’s electronic
communication services is permitted provided that such use is consistent with professional conduct. Violations
of Internet and e-mail use include, but are not limited to, accessing, downloading, uploading, saving, or sending
material that includes sexually explicit content or other material using vulgar, sexist, racist, threatening, violent,
or defamatory language. Violations of this policy will be investigated on a case-by-case basis and inappropriate
acts could result in suspension or dismissal from the program.

I have read the above e-mail policy and understand that it is my responsibility to check and read my
@rollins.edu e-mail on a daily basis. | will be professional in all my e-mail correspondences. Additionally,
Crummer Graduate School is not held responsible for losses or penalties | may suffer in the event of a missed
schedule change, registration deadline, etc., due to failure to check and read my Rollins e-mail.

Print Name: Rollins ID:

Signature: Date:
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ROLLINS PHOTOGRAPHY/VIDEO AGREEMENT
& RELEASE

In consideration of the engagement of (“Actor”) by Rollins College
as a model/actor, and for payment acknowledged as received, I, on behalf of myself, or on behalf of myself,
grant to Rollins College a perpetual and unrestricted right to use, sell, or license use of the Actor’s name, image,
likeness and voice, in whole or in part (“Actor’s Likeness”), in photographs, videos, and any other media now
known or later invented, for all commercial and non-commercial purposes to benefit Rollins College.

I waive any right to review or approve the finished product or other materials containing the Actor’s Likeness
that may be created under this agreement. | also release and agree to hold harmless Rollins College from any
liability, including but not limited to any claims for libel or invasion of privacy, that may occur and be related to
the use of the Actor’s Likeness under this agreement.

I understand that for purposes of this agreement, the term “Rollins College” includes all business entities which
are now or in the future owned or controlled by Rollins College and those business entities which are or
subsequently become subject to the common control or ownership of an organization which controls or owns
Rollins College, as well as all employees, officers, agents, assigns and representatives of Rollins College.

By signing below, | declare that | am over the age of 18 and have the right to sign this agreement on behalf of
myself. | have read this entire agreement, and any questions about its contents have been answered for me. |
have not been coerced into signing this agreement, and understand that this agreement is legally binding on my
heirs, assigns and representatives.

Print Name: Rollins ID:
Signature: Effective Date:
Email Address: Phone No.:
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Crummer Dress Code Policy

Revised: 12-4-12

Crummer MBA Students with support of the faculty and staff created these guidelines to preserve the ideals of
professionalism and excellence that are represented in the Crummer School Community.

Professional Dress—Required for all class presentations, networking events, and interviews.

Examples for Men:

Jacket

Dress pants in dark colors (black, navy, or charcoal

grey)

Dress shirt preferably in white or blue
Conservative tie (basic colors and patterns)
Dress shoes (i.e. oxfords, monks, derbies or
loafers) with high-fitting dark socks
Simple and essential-only jewelry

Light on cologne or aftershave

Examples for Women:

Jacket (short, long or three-quarter sleeves)
Dress, pants or skirt in dark colors (black,
navy, or charcoal grey)

Dress shirt, blouse, or cardigan

Sensible heel pumps

Stockings are optional

Simple and essential-only jewelry
Light on perfume
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Business Casual Dress—Required for classroom attendance, guest speakers in class, and events held at
Crummer.

Examples for Men: Examples for Women:

« Khakis, Chinos, Corduroys or other non-denim « Khaki or dark colored pants, skirts or dresses
slacks (no jeans or shorts) knee-length or longer (no jeans or shorts)

» Polo, collared shirt or dress shirt (jacket or blazeris + Blouse, polo or button-up shirt (jacket or
optional; tie is optional) blazer is optional)

» Dress shoes » Open or closed-toe dress shoes (i.e. pumps or

sling backs with moderate heels, loafers, flats)
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Absolutes

e Other than for religious or health reasons, no hats should be worn inside the Crummer building

e No “flip-flops” or casual shoes (i.e. athletic shoes, flat sandals, etc.) should be worn at any time
o No sweat-shirts, cut-offs, midriff, or strapless tops

¢ No leggings, shorts, jeans or denim pants

Student Services may require any student observed wearing inappropriate attire to change his/her outfit.
This may negatively impact class participation grade.
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The Crummer Hall Building Policies

Building Hours
The Crummer building is open Monday thru Sunday from 7:00 a.m. — Midnight.
Business hours for Crummer Offices are 8:30 a.m. to 5:00 p.m., Monday thru Friday.

Lounge

The student lounge is located next to the Leadership Center in the Crummer lower level. Vending machines,
a refrigerator, a telephone, and a microwave are located there for student use. There are also several work
tables and study desks available for teams and individual students. In addition, the lounge has flat screen
monitors available for students to connect to their laptop computers. The phone in the student lounge may be
used for local outgoing calls by dialing 8 and the phone number. The lounge phone number is (407) 646-
2388.

Printers
Printers are available for students’ use adjacent to the Center for Leadership Development in the basement.
Students that are connected to the Rollins network via their notebook computers have access to the printers.

Room 221 — Video Conference Room
Room 221 is to be used exclusively for Video Conference, Teleconference, or presentations to Corporations.
It is not a study room. This room is available for use only when faculty or staff is present.

Study Rooms & Presentation Practice Rooms

Study rooms are available on a first come, first serve basis. Classrooms used for teaching may not be
reserved for presentation practice. Teams have priority over single individuals. Individuals studying on their
own are encouraged to utilize the student lounge or the Leadership Center. Food is not permitted in
classrooms or study rooms — covered drinks are acceptable. Crummer Study rooms are listed below.
Additional study rooms are available in the Olin Library.

Room Name # of Amenities

# chairs

9 Study Room — Lower Level 6-8 Wireless Connection
11 Study Room — Lower Level 6-8 TV, VCR, Wireless
12 Study Room — Lower Level 6-8 Monitor, Wireless
13 Study Room — Lower Level 6-8 Monitor, Wireless
14 Study Room — Lower Level 6-8 Monitor, Wireless
15 Study Room — Lower Level 6-8 Monitor, Wireless
21 Study Room — Lower Level 12 Monitor, Wireless
209 Ross Study Room — 2" Floor 6-8 TV, VCR, Wireless
210 Adventist Study Room — 2™ 6-8 TV, VCR, Wireless
310 Study Room — 3™ Floor 6-8 Wireless Connection

Facility Use

The use of administration offices, faculty offices, non-common areas and school equipment or resources
without permission is strictly prohibited. In addition, the Crummer School is not liable for damages to or the
theft/loss of personal property, for the failure or interruption of utilities, or for injury to persons.
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Student Consumer & Financial Aid
Rights & Responsibilities

Rollins College is accredited by the Southern Association of Colleges and Schools (SACS).

For specific information relating to: The cost of attendance, available financial aid programs, or financial aid
policies for study abroad programs, please contacts the Financial Aid Office directly.

Financial Aid Office
Location: Rinker Building
1000 Holt Ave. - 2721
Winter Park, FL 32789

T: 407-646-2395

F: 407-646-2173

Email: finaid@rollins.edu
Website: http://www.rollins.edu/finaid/

Graduation/Retention rates and information relating to the athletic program may be obtained by contacting the
Director of Institutional Research at (407) 646-2375. Information on campus crime statistics may be obtained
by contacting Campus Safety at (407) 646-2999.

The Family Educational Rights and Privacy Act (FERPA) assures the confidentiality of your educational
record. This Act also allows you access to information contained in your educational record. Please contact
the appropriate office if you would like access to any information held. Rollins College's policy regarding
confidentiality can be found in the College Catalogue. The policy permits the release of directory information
without the student's consent unless specifically requested in writing not to disclose. Students who wish to have
their directory information withheld must make this request no later than two weeks after the first day of fall
classes each year. If a request is received, all directory information will be withheld since the College cannot
release selected information. Requests for withholding of directory information should be made to the Office of
Student Records. Please visit http://www.rollins.edu/hr/ferpa/ferpal.htm for additional information on FERPA.

If you are a financial aid recipient you have certain rights and responsibilities:

You have the right to:

e Confidentiality - the privacy of your file is protected

e Appeal financial aid decisions about your application. Written appeals should be submitted to the
Student Aid Appeals Committee in care of the Office of Financial Aid.

e Information about the terms and conditions of financial aid programs. This information is provided in
the Rollins College Catalogue and in the Student Aid Award Notice enclosures.

e Inspect your education records and request amendment of those records, if you believe them to be
inaccurate, by contacting the Director of Student Services.

e File a complaint with the Department of Education if you believe your right to confidentiality has been
compromised.

e Defer Direct Loan payments for Peace Corps or certain other types of volunteer service after you
graduate.
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You are responsible for:

Submitting accurate applications and forms before the deadlines.

Following instructions for application, renewal of aid, or resolving problems.

Providing the Dean of Students Office with accurate permanent and local addresses and telephone
numbers.

Notifying the Office of Financial Aid if a change in your family financial situation occurs, or if you
receive assistance from an outside source.

Reading the provided information about the terms and conditions of all aid programs.

Requesting special assistance when it is needed.

Maintaining satisfactory academic progress according to the policies established for financial aid
recipients.
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Family Educational Privacy & Rights Act
(FERPA)

Rollins College complies with the Family Educational Rights and Privacy Act (FERPA). The Act is as follows:

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law
that protects the privacy of student education records. The law applies to all schools that receive funds under an

applicable program of the U.S. Department of Education.

For more information regarding FERPA please visit the link below.

http: //www.rollins.edu/ir/ferpa-policy.html
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ROLLINS

CRUMMER GRADUATE SCHOOL

STUDENT RECORDS OFFICE

Request to Prevent Directory Information

have the right to withhold disclosure of directory information. Directory information is generally defined as
personally identifiable information that the College is permitted to release unless otherwise directed by you in
writing. To withhold directory information you must submit a written request to the Crummer Graduate School
of Business Office of Student Records. Once received, this request remains in effect until withdrawn by you in
writing to the Crummer Graduate School of Business Office of Student Records. Please be aware that this
request for non-disclosure remains in effect even after you leave the College.

Directory information includes name, address, telephone number, email address, date and place of birth,
enrollment status, dates of attendance, major and minor field(s) of study, official athletic participation and
athlete height and weight, graduation date, degrees, awards and honors received.

If you wish for us to withhold release of this information, please indicate so below. College policy is to withhold
release of ALL directory information to off-campus users if requested and all but information needed for
College operations on-campus (name, email address, campus box). No hame or _contact information will be
released or appear in paper or electronic form to off-campus users. Please be aware this means we cannot
verify past or current attendance and/or degree completion without a signed, written request from you.

[ ] I'would like my directory information to be released.
[ 1 1 request that my directory information be withheld and understand that as stated above, no information

will be released without my signed, written request.

If this request is not submitted to the Crummer Graduate School of Business Office of Student Records, it will
be assumed that directory information may be disclosed.

Printed Name Rnumber

Signature Date
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Code of Community Standards

PHILOSOPHY

Rollins College is an educational environment dedicated to fostering intellectual achievement, personal
development, and social responsibility. The Community Standards and Responsibility system is an integral part
of our educational process. While a college education is primarily academic and intellectual in nature, it also
includes the development of values that translate into responsible behavior. To maintain standards that
contribute to the intellectual and moral development of students that endure the welfare of the college
community, Rollins College establishes the Code of Community Standards that can be found in its entirety at
the following address.

http://www.rollins.edu/csr/policies/code.html
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INTERNATIONAL TRAVEL CONDUCT
STUDY ABROAD COURSES AND PROGRAMS

This refers to your behavior and performance during class sessions, company visits, and social activities
throughout the course. You are expected to:

Be on time and have proper documentation (i.e. visa, passports, etc.) for airline flights.

Be on time for all land transportation, company visits, and school or host sponsored events.

Be courteous towards our hosts, fellow Crummer students, staff, and faculty.

Dress in appropriate business attire for company visits, tastefully for other social events, and in keeping
with the host country’s culture.

e Engage in proper behavior at all times and in a manner that reflects well on the Crummer School of
Business and Rollins College. Inappropriate behavior includes, but is not limited to, being intoxicated;
breaking host country’s laws; lewd behavior; being a public nuisance; causing a commotion or
disturbing the peace; and using obscene or foul language. Those involved are subject to being sent home
immediately and receiving a grade of “F” for the course.

Please remember that while abroad, you are an ambassador for Rollins College and the Rollins MBA. To this
end, Crummer administrators working with the Faculty and staff reserve the right to decline applications and/or
registration from students who wish to participate in future international study abroad programs or courses
based on past conduct and performance.
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NON-SMOKING POLICY

PPM: 800.25
Issued: June 1989
Revised: October 2012

Rollins College recognizes that smoking poses significant health risks to members of the community and
considers the needs and concerns of smokers and non-smokers alike in providing a healthy and safe living,
learning, and work environment for all students, staff, faculty, and guests.

Secondhand smoke is classified as a “known human carcinogen” (cancer-causing agent) by the US
Environmental Protection Agency (EPA), the US National Toxicology Program, and the International
Agency for Research on Cancer (IARC), a branch of the World Health Organization.

American Cancer Society Website:
http://www.cancer.org/cancer/cancercauses/tobaccocancer/secondhand-smoke

It is expected that smokers will comply with the spirit and intent of this Policy. All Rollins staff, students,
faculty, and guests are expected to comply with this Policy.

| . POLICY STATEMENT
While the College already prohibits smoking inside its buildings and facilities, beginning January 1, 2013, the
Policy will expand to prohibit smoking in College-owned vehicles, including cars, trucks, buses, golf carts, and

vans.

Also beginning January 1, 2013, smoking will be permitted on College grounds provided it occurs in the
designated areas as specified on the map below. Smokers are reminded that improper disposal of smoking
materials is a fire hazard and considered litter. All cigarette butts must be disposed of properly in an approved
receptacle.

I1. APPLICABILITY

This policy applies to all College faculty, staff, students, visitors, and contractors. It is the responsibility of the
College community to be in compliance with this policy.

I1l. EFFECTIVE DATE

This policy is effective January 1, 2013.

IV. SUPERVISORY/EMPLOYEE RESPONSIBILITY

In order to achieve the intended balanced interests of this policy, employees should be permitted reasonable
time away from their work area to smoke when such breaks will not interfere with the department’s operating
needs or ability to deliver services to students and customers. Managers reserve the right to control and limit

employee breaks of any kind within their respective departments, and to take appropriate corrective measures as
the circumstances may warrant to ensure the effective operation of the College.
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V. SIGNAGE

The College will post signs appropriately throughout campus. Additional information can be printed from the
Human Resources website and shared with anyone who has questions about this policy.

V1. DESIGNATED SMOKING AREA

There will be 5 locations on campus designated as smoking areas.

@» Designated Smoking Area

k] Elﬁ

ROLLINS COLLEGE CAMPLIS - 2012

VIlI. ENFORCEMENT

Enforcement of this policy will depend on the cooperation of all faculty, staff, and students not only to follow
this policy, but also to encourage others to comply in order to promote a healthy environment in which to work,
study, and live. Anyone who observes a policy violation may courteously inform the individual offender of the
policy and request their compliance. Those notified that their actions are not in conformity with this policy are
expected to respond in kind and comply. Failure to comply with this policy under such circumstances will be
grounds for disciplinary action or removal from campus.
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DISCRIMINATION GRIEVANCE PROCEDURE: STUDENT
REPORTING DISCRIMINATION OR HARRASSMENT BY
FACULTY OR STAFF:

A discrimination grievance is a complaint or report of an injury, injustice or wrong in which the grounds for
complaint are based on of sex, disability, race, age, religion, color, national or ethnic origin, ancestry, marital
status, veteran status, sexual orientation, gender identity, gender expression, genetic information.

Rollins College is committed to creating and maintaining a community in which students, faculty, and staff can
work together in an atmosphere free of all forms of harassment, exploitation or intimidation. Specifically, every
member of the College community should be aware that Rollins is strongly opposed to discrimination, sexual
assault, sexual harassment and inappropriate behavior of any kind; and that such behavior is prohibited both by
law and by College policy. It is the intention of the College to take whatever action may be necessary to
prevent, correct, and, if necessary, discipline for behavior, which violates this policy.

Eligibility and Time for Filing

All students may use this procedure for discrimination related grievances by faculty or staff members, except
those involving grade appeals. Student on Student sexual assault complaints are to use the policy outlined in the
Code of Community Standards. Faculty and Staff must use the procedures outlined in the appropriate
handbook. Grievances should be reported immediately upon occurrence of the events leading to the complaint,
injury or wrong, and in any event must be reported within 180 days of such event unless the College determines
that good cause for an extension has been established. However there is no time limit for invoking this policy in
cases of alleged Sexual Assault. Nevertheless, students are encouraged to report alleged Sexual Assault
immediately in order to maximize the College’s ability to respond promptly and effectively.

Overview

Many complaints can be resolved through open discussion between the parties involved. Individuals are
encouraged to engage in direct consultation with each other so the problem can be solved through conciliation,
if possible. An individual is in no way required to directly approach an offender, and may initiate the grievance
procedure by reporting it to the Assistant VP (the AVP) Human Resources and Risk Management who is the
Title 1X coordinator for the College. The AVP will contact the appropriate Dean (the Dean) and appropriate
Vice President (The VP). The AVP (or designee) will act as resource for the student and will take part in the
investigation of the complaint. The Dean (or designee) will be involved in investigating the complaint. The
AVP is also available for questions and information about discrimination and harassment.

We cannot guarantee confidentiality. However, we are very sensitive to the difficulty the complainant may
have bringing this complaint forward and we will do our best to protect the privacy of the complainant. No
student shall be disciplined for filing a good faith grievance or report of discrimination or inappropriate
behavior.

Any student who believes that (s)he is the victim of discrimination or inappropriate behavior may elect to
follow the procedures detailed below. If a student files a complaint under a procedure other than the
Discrimination Grievance Procedure, (s)he cannot elect to have the same complaint heard under the
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Discrimination Grievance Procedure. However, if a student believes (s)he has been discriminated against on
the basis of sex, disability, race, age, religion, color, national or ethnic origin, ancestry, marital status, veteran
status, sexual orientation, gender identity, gender expression, genetic information during the process of a
complaint other than under the Discrimination Grievance Procedure, (s)he may file a complaint under the
Discrimination Grievance Procedure.

If a student exercises his/her rights to file a complaint with a government agency or files a court action, the
College reserves the right to terminate the grievance process. In the event that a student has already
commenced his/her grievance procedure at the time the student files a complaint with any governmental agency
including a state or federal court, the student shall notify the AVP. If the College chooses to terminate the
grievance process, the AVP will notify all parties involved.

Note: if the nature of the complaint is sexual assault the College will continue the internal investigation
regardless if the student filed a criminal complaint with the police department.

Burden of Proof

In all cases, the burden of proof rests with the complaining party. The AVP and the Dean will be available to
assist in fact finding but in no way will be responsible for proving the complainant’s charge. The determination
shall be made on the preponderance of presented evidence of whether it is more likely that the allegations
occurred.

Mediation

A. Students may elect to utilize the Mediation Program. This program is designed to help resolve disputes
in a more informal way than through the grievance process. It facilitates solutions without having to file
a formal grievance. A mediation does not impose any solution but helps parties reach a mutually agreed
upon solution.

Mediation is a non-adversarial process that does not guarantee a resolution but is a good way to discuss
disputes. Participation in a mediation process does not mean that an individual gives up any rights to
file a grievance or any other formal procedure. Further, both parties must agree to mediate a dispute.
No one can be forced into mediation. Mediation is not a process that imposes punishment, determines
facts or decides who is right or wrong. Mediation is a process whereby miscommunication can be
cleared up, individuals agree on solutions and people are empowered to make changes.

B. If Mediation between the parties is (a) not appropriate or (b) not possible, or (c) does not lead to
resolution, the AVP and the Dean shall proceed to investigate the report or complaint. Mediation does
not preclude the College from conducting an investigation of a complaint or taking such disciplinary
action as it determines is appropriate or necessary.

Note: Mediation is not available if the student’s complaint is related to sexual assault
Grievance Investigation

Both Complainant and Respondent shall have the option of assistance by an Individual of their choice from the
College faculty, staff or student body during all portions of the Grievance procedure, provided that the chosen
faculty, staff or student is willing to participate in the process. Third parties shall not be allowed to participate
except where otherwise explicitly permitted by this policy.

When a grievance is filed (verbally or in writing), the AVP will notify the person named in the complaint
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(“Respondent”) and provide the Respondent with the information regarding the complaint. The Respondent
may submit to the AVP a written response to the complaint within five (5) working days.

As soon as is practical, the AVP and the Dean, or an individual(s) appointed by the AVP, will initiate an
investigation of the complaint and where possible, attempt to reach conciliation between the parties. During
this period, the AVP and the Dean will have access to all information pertinent to the case, and may meet with
any individual with information related to the case. Upon the conclusion of the investigation, assuming all
reasonable efforts to conciliate have been exhausted, the AVP and the Dean will present a report to the
appropriate VP. The Dean and the AVP shall make a recommendation for resolution to the VP who will strive
to make a final determination within thirty (30) working days. All the time limits here may be extended at the
discretion of the AVP.

Appeals

If the VP’s determination is not acceptable to either the Complainant or Respondent, the decision may be
appealed within ten (10) working days to the VP. The VP will then convene a grievance committee.

The grievance committee shall be formed as follows. The VP, with the assistance of the AVP will select a list
of 10 faculty, staff or student members. A list of these 10 individuals will be provided to the Complainant and
Respondent. The grievance committee shall consist of one individual chosen by the Complainant, one
individual chosen by the Respondent, and a third chosen by mutual agreement of the two parties. If mutual
agreement is not reached, the VP will select the third member of the grievance committee. The grievance
committee shall review the complaint, any response, any documents provided by Complainant or Respondent,
and all other documents it deems appropriate. The grievance committee shall also have the option, but not the
obligation, to schedule a hearing and take testimony from the parties and other witnesses. Upon conclusion of
its review and/or investigation, the hearing committee will deliberate and shall make a written report, including
its conclusions and recommendations to the VP. The VP shall then have the option of amending his/her
determination based on the recommendations of the grievance committee. The VP determination shall then be
final.

http://www.rollins.edu/hr/resources/title-ix-compliance/title-ix.html
rev: 2011

| HAVE RECEIVED AND READ A COPY OF THE STUDENT RIGHTS AND RESPONSIBILITIES AND |
HERBY AFFIRM THAT AS A STUDENT OF THE CRUMMER GRADUATE SCHOOL OF BUSINESS
| WILL ADHERE TO THIS CODE.

Print Name: Rollins ID:

Signature: Date:
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Information Technology Services

External Display Help
Crummer Hall has a number of external displays that are available for your use. The classrooms feature
projection systems while the study rooms feature LCD flat panel displays.

If your image does not project:

1. Make sure the VGA cable is attached firmly to the back of the laptop.

2. Press the combination of FN (lower left on the laptop) and F8 on your
laptop (it has either a small square on it or says CRT/LCD). You might
need to press these together two or three times. To toggle the display to the
correct combination of the local and external displays.

3. Use the touchpanel (in a classroom) or the TV controls (in a study room) to
set the input to either laptop (classroom) or VGA (study room — most study
rooms stay on this input).

4. For additional problems call the Help Desk at 407-646-6363.

VGA Cable

Software

The Information Technology staff will assist with the proper functioning of the following applications:
Microsoft Office including Outlook for Rollins e-mail. Classes are offered to utilize these applications, but
general support does not include tutorial. As enhancements are made to the Crummer School technology
offerings, these packages may be upgraded at the school’s discretion.

Printers
Printers are available for students’ use adjacent to the Center for Leadership Development in the lower level.
Students that are connected to the Rollins network via their notebook computers have access to the printers.

IT Support

The Help Desk is located in the Olin Library near the Multimedia Lab; please visit their homepage for hours of
operation.

Phone: 407-646-6363 (on campus 6363)

Email: helpdesk@rollins.edu

Helpful Links

Campus logins - http://r-net.rollins.edu/
IT Home page — http://www.rollins.edu/it
Blackboard — http://blackboard.rollins.edu
FoxLink — http://foxlink.rollins.edu

Olin Library — http://www.rollins.edu/olin
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Student Organizations

MBA Association (MBAA)

The MBA Association (MBAA) is the student association for the full-time MBA (Early Advantage MBA)
program. Officers are elected by their peers and serve a one-year term during which they plan various student
activities and events. MBAA also meets regularly with the administration to discuss matters of concern and
student interest. The MBAA organizes several social events each year, including networking events, get-
togethers, and community service activities. The $80 membership fee is automatically billed to students
during their initial enrollment into the program through finance and serves as the funds for these events.

PMBA Association (PMBAA)

The purpose of the Professional MBA Association (PMBAA) is to promote leadership, academic integrity,
fellowship, and service; to represent students as the voice of the student body in all matters to the
administration, college and local community; to provide leadership and coordination to the student body in
academic, professional and social areas; and to provide general student input on policies, procedures and
resources that affect PMBA students. The PMBAA organizes several social events each year, including
networking events, get-togethers, and community service activities. The $80 membership fee is automatically
billed to students during their initial enrollment into the program through finance and serves as the funds
for these events.

http://www.facebook.com/home.php?ref=tn_tnmn#!/groups/313075758725/

Rollins Collegiate Entrepreneur’s Organization (Rollins CEO)

This organization acts as the student arm of the Center for Entrepreneurship. The Rollins CEO provides
members an invaluable opportunity to be directly involved in the Orlando business community. Through many
exciting events like the business plan competition, guest speakers, and workshops students are exposed to the
world of entrepreneurship.

Facebook: http://www.facebook.com/pages/Rollins-CEOQ/117942318359466

Twitter: http://twitter.com/rollinsceo

LinkedIn: http://www.linkedin.com/groups?gid=4106496&trk=hb_side_g
Website: http://rollinsceo.com/

MBA Women’s International (MBAWI)

This association seeks to promote community at Crummer while providing opportunities for networking and
personal growth. The WMBAA holds monthly meetings and special events throughout the year. Although the
focus of this group is on issues women face in business, it also makes an effort to provide valuable insight for
all students working through some of the challenges of the “real world”. Membership in this association is open
to all Crummer students.

http://www.facebook.com/#!/groupssfMBAWI/

Crummer Consulting Group (CCG)

The mission of Crummer Consulting Club is to provide its members with knowledge of the consulting industry,
development of a consulting skill set, networking opportunities with industry leaders and recruiters, and
exposure to practical applications of the consulting job through participation in real-world projects.
http://www.facebook.com/#!/groups/106815522720138/

Crummer Finance Organization (CFO)
This student association provides MBA students with a broad perspective of finance via prominent community
speakers, certification programs, peer discussions, and a stock market simulation game. The mission of CFA is
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to assist the professional, educational, and social developments of students interested in corporate finance,
banking, investments and related subjects.
http://www.facebook.com/#!/groups/460197914024725/

Toastmasters

Crummer is proud to have a chartered Toastmasters Club, open to students, faculty, staff and the business
community. Communication effectiveness is essential to success and Toastmasters offers a proven way to
improve your communication skills. By participating in a fun and supportive Toastmasters group, students can
become better speakers and leaders, and gain confidence to succeed in whatever career path is chosen. This
student lead club provides opportunities to deliver great presentations, to lead teams and conduct meetings, to
learn how to give and receive constructive evaluations, and to be a better listener. These are all important skills
essential in the business community and in an MBA program.
http://www.facebook.com/#!/ToastmastersRollinsCollege

Spirit of Business Forum

The mission of this student organization is to discover and develop the relationship that exists between business
and spirituality. With a strong emphasis on religious plurality, there will be discussions regarding religious
holidays, religious practices at work, cultural differences, and ethical concerns of people throughout the world.
The organization is intended to help students develop new perspectives that will make them better business
leader, neighbors, and friends.

Net Impact

Net Impact is an international nonprofit organization with a mission to inspire, educate, and equip individuals to
use the power of business to create a more socially and environmentally sustainable world. Spanning six
continents, our membership makes up one of the most influential networks of professionals and students in
existence today. Net Impact members are current and emerging leaders in CSR, social entrepreneurship,
nonprofit management, international development, and environmental sustainability who are actively improving
the world.

https://www.facebook.com/#!/RollinsNetImpact

The Association of Fundraising Professionals (AFP)

The Association of Fundraising Professionals — Rollins Chapter (AFP) is an organization that is led by
Crummer Students but welcomes all undergraduate and graduate students at Rollins College. The mission of
AFP is to expose all students to fundraising as a profession, the importance of philanthropy in our society, and
the vital role of ethics in professional practice. Fundraising is not just a practice that occurs in the non-profit
business world and therefore, AFP is open to all students, regardless of the industry they are interested in
entering upon graduation. This organization offers many opportunities including monthly luncheons with
fundraising professionals in the Central Florida Area, mentors, national webinars, careers resources, and much
more.

http://www.facebook.com/afprollinscollege

Rollins Entertainment Business Association (REBA)

The Rollins Entertainment Business Association is a student-run organization that strives to increase knowledge
of entertainment related industries and career opportunities within the Rollins Community by attracting industry
speakers and facilitating relationships between students, faculty, and alumni with common interests in these
industries.

Page: https://www.facebook.com/pages/Rollins-Entertainment-Business-Association/357176087630050

Group: https://www.facebook.com/groups/127982850650197/
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MBA Oath
Our mission is to unite Crummer graduates who aim to lead in the interests of the greater good and who have

committed to living out the principles articulated in their class’ oath. The oath is a voluntary pledge for
graduating MBAs and current MBAs to “create value responsibly and ethically.” Each year the Committee
solicits revisions to the previous year’s oath to ensure that the document retains its relevance and then hosts an
annual ceremony giving graduates the chance to publically declare their commitment to the oath’s ideals. Our
long-term goal is to transform the field of management into a true profession, one in which MBAs are respected
for their integrity, professionalism, and leadership. The MBA oath is a step towards realizing this vision.
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Rollins College Campus Information

R-Card
All students, faculty and staff members are required to obtain an R-Card as part of their orientation process. It
Serves as:

e Official campus ID card: Displays your personal photo, R-Number and status

e Library card: For checking out library materials

e Access control: For access to buildings, rooms, athletic and parking facilities

e Purchasing card: Utilizing TAR BUCS$, meal plan and charge accounts for on-campus purchases

Each cardholder will have the ability to make a deposit to their self-funded TAR BUC$ account via five
different ways:

e The Online R-Card Office: http://rollins.blackboard.com
Login required
Visa, MasterCard, American Express and Discover accepted
e VTS (Value Transfer Station)
Located in the lower level of Cornell Campus Center
Cash deposit only
e R-Card Office
Located at the Campus Security Office (#5 on the campus map)
Cash, check and credit cards accepted (Visa, MC, AMEX, DISC)

e Bursar’s Office

nd
Located at the 2 level of the Warren Administration Building (#45 on the campus map)
Cash, check, Visa and MasterCard accepted

You may also mail a check to: Rollins College R-Card Office, 1000 Holt Avenue — 2734, Winter Park, FL
32789. Please make sure to include your full name, R-Number and account (TAR BUCS$) on the memo line of
the check. Funds are available to use at all the locations listed below:

Dining Service Locations Other Locations

Bookmark Café Athletic Concessions Post Office

C-Store Campus Security Print Services

Cornell Courtyard Café Copy Machines R-Card Office

Dianne's Café Cornell Fine Arts Museum The Rice Family Bookstore
Marketplace Health Services The Student Involvement Desk
The Grille Olin Library Vending Machines

Your R-Card has value, so it is important to notify the R-Card Office immediately if your card is lost or stolen.
You may do so at http://rollins.blackboard.com or by calling the R-Card Office at 407-646-1564, or Campus
Security office at 407646-2999. You are liable for any unauthorized use of your card prior to notification.

Check Cashing
Students may cash a personal check for up to $50 by presenting it with a Rollins ID (R-Card), at the cashier
window on the second floor of the administration building. No third party checks may be cashed.
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Post Office

There is a small post office on campus where stamps are available and students may mail letters and packages.
It is located in the basement of the Mills building. All Rollins undergraduate students have a mailbox at this
location, but boxes are not available to Crummer students. To register for a mailbox, you may apply at the U.S.
Post Office on New York Avenue in Winter Park.

Food on Campus

Dining services are available at a number of locations around campus. Please be aware that all hours are subject
to change, current hours may be found at http://www.rollinsdining.com/locations.html. The main dining
services in the Cornell Campus Center down by the lake, offer three food service resources:

e The C-Store (a well-stocked convenience store)
e The Grille (burgers, sandwiches, chicken tenders, subs, fries, etc.)
e The Marketplace Servery (cafeteria-style selections of entrees and snacks)

Crummer students most frequently make use of the Cornell Café, which is located next door to the Crummer
School. Coffee, bagels, donuts, soups, salads, and sandwiches are available. This is a great place to go during
class breaks and while working late at school.

Bookstore

The Charles Rice Family Bookstore and Café is located on Holt Avenue next to Carnegie Hall. In addition to
new textbooks, the store carries a large selection of used texts and general interest books and magazines,
sportswear, greeting cards, school and art supplies, snacks, sundries, gifts and novelty items. Books are also
available in digital format. If you’re unsure of using this option, you can try it for free for seven days at
www.cafescribe.com. The bookstore will also buy back used books.

Writing Center

Need help with writing? Take in a paper a couple of days before it is due and the center’s staff will be pleased
to help polish it. Making an appointment ensures that someone will be available for consultation. The Writing
Center is located on the second floor of the Mills building. Call 407-646-2308 to make an appointment.

Ted & Harold Alfond Sports Center

The field house is equipped with state of the art exercise and weight equipment along with basketball and
volleyball courts. Shower and locker areas are available for your convenience. Your R-Card is required for
facility use. (407) 646

Alfond Swimming Pool
The swimming pool is located between Cornell Campus Center and Lake Virginia. There are locker rooms and
showers provided at the pool. (407) 646-2123

Boathouse
Small sailing dinghies and canoes are available from the boathouse. There is no charge, but an R-Card is
required. (407) 646-2396

Jogging Track

There is a "Fitness Trail" which goes around the campus and finishes back at the starting point behind the field
house.
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Tennis Courts
Available on a first come, first serve basis when tennis classes are not in session. The Tennis Courts are open
daily 8:00 a.m. to 9:00 p.m.

Annie Russell Theatre
Free admission tickets are available for current students on day of performance. (407) 646-2501.

Knowles Chapel

The Dean of the Chapel acts as the pastor of the College. There are weekly worship services, classes on
Scripture and Theology, marriage counseling and visits to the sick. The Dean also performs marriages,
baptisms, funerals and memorial services for members of the Rollins community. He also coordinates a wide
array of activities which provide a distinct aspect of student life here at Rollins. (407) 646-2115.

Medical

Students on the college's student insurance plan are encouraged to choose a physician within the First Health
provider network. However, the Rollins College Student Health Center also accepts appointments from
Crummer students, including international students enrolled in the plan. Office visits are subject to a $20 copay.
This opportunity is extended only to students on the plan, not to their enrolled dependents. The program office
can provide you with a plan brochure including coverage and cost information for the College’s student health
insurance plan.

Students experiencing emergency medical situations should contact 911. Students, with acute, non-emergency
medical conditions which require evening or weekend medical care should contact a taxi service. The student is
responsible for all costs incurred. In case of emergency, the nearest hospital to Rollins is Winter Park Memorial
Hospital located south of Aloma Avenue, on Lakemont Avenue at (407) 646-7000. For non-emergency
medical care outside the hours of the Rollins College Student Health Center, students are encouraged to visit
Winter Park Urgent Care located in the same building at the entrance of Rollins College at 118 West Fairbanks
Avenue; call (407) 772-2273 or visit www.urgicare.com.

All students are encouraged to have health insurance. Students interested in enrolling in the College’s health
insurance, please contact:

Oriana Guevera oguevara@rollin.edu
(407) 646-2356

Olin Library

Olin Library is available to Crummer students. To borrow a book or take out materials on reserve, students must
present their R-Card. Hours vary seasonally; you are advised to always call before coming to campus. There are
typing rooms available on the first and third floors. Meeting rooms are located on the first and second floors.
These are great for group project discussions, but are subject to availability. Keys may be obtained from the
library staff. For more information please read the study room section on page 48. Copy machines are also
available. There are a number of reference databases available to students — for inclusive lists please refer to
http://www.rollins.edu/olin/. Call (407) 646-2376 for additional questions.
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Study Rooms Available During Regular Hours

Additional group study rooms are available at Olin Library. Room keys are checked out at the circulation desk
with your R-Card. Your study group must have at least 2 students and there is a 2 hour limit, but when not busy
may keep longer.

Room # Projector # of Students # of Internet Connections
119 Yes Upto4 2 connections
120 Yes Upto4 2 connections
122 No Upto8 6 connections
123 Yes Upto8 6 connections
310 No Upto8 4 connections

Rooms for Presentation Practice

Olin library has 3 rooms available to students for presentation rehearsals. Each room is equipped with a
projector and internet connection. To reserve one of these rooms, please call Christi Leto at 407-646-2576. She
will assist you with your reservations and arrange for a room key to be left at the circulation desk for you. 48-
hour notice is required.

Room # Projector # of Students # of Internet Connections
263 Yes Upto6 4 connections
265 Yes 10-15 Wireless

Late Night Study Center

From Sunday 11:00 a.m. through Friday 6:00 p.m. the Olin Library has 24 hour access for students to a general
study area and a computer lab. Access is granted by swiping your R-card. Group study space is on a first come,
first served basis.

Hours of Operation
The library’s hours will vary during the academic year based on holidays, mid-term and exam weeks, and
semester breaks. Check the Olin Library website for up-to-date information. http://www.rollins.edu/library/.
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Campus Security

Important Numbers to Know Off Campus On Campus
Campus Security 407-646-2999 2999
Winter Park Police 407-644-1313
24-Hour Crisis Hotline 407-843-HELP
Sexual Trauma Recovery Center 407-246-8007
Lakeside Health 407-646-2235 2235
Campus Ministries 407-644-2115 2115

The Department of Campus Security is open 24 hours a day and provides protection and services to the campus
community. Officers are on duty 24 hours a day, seven days a week, 365 days a year and assist with the enforcement of
federal, state, and local statutes and campus regulations. It is the responsibility of the Campus Security Officers to patrol
campus properties and facilities to detect and deter criminal activity. Officers respond to and follow up on all reports of
crime. In addition to their patrol duties, officers investigate traffic accidents, assist in medical emergencies, enforce traffic
and parking regulations, help motorist, and provide physical security to campus functions, activities, and events.

To contact Campus Security to report an incident or request an escort or other assistance, dial 2999 from any campus
phone, or 407-646-2999 from off campus phone.

Parking

Students who registered their vehicle during the electronic check-in process will be able to pick-up their parking decal
during orientation. Students who need to register a vehicle after the program begins must contact the Campus Security
Office. The parking decal will include access to the parking garage across Fairbanks Ave., which is College property.
Parking rules and regulations are strictly enforced and students are responsible for following all regulations. If a new or
different vehicle is brought to campus, students must purchase a two week temporary permit or purchase a replacement
decal. For a complete copy of the Parking Regulation please go to www.rollins.edu/security/parking/index.html.

Crime Reporting

Rollins College encourages faculty, staff, and students to report all criminal incidents, threats, serious injuries, property
loss, accidents, safety hazards, etc. In the event of an immediate threat, danger, injury, or crime in progress, dial 911 for
assistance from Winter Park police, fire, or emergency medical personnel. To report the crime or emergency to Campus
Security dial 2999 (from off campus dial 407-646-2999). Trained officers are available 24 hours a day to respond to
emergency calls.

Telephones

Emergency telephones have been installed around campus and in the parking garage and provide direct communication to
the Winter Park Police. Regular courtesy phones are located at many exterior and interior campus locations. To connect
directly to the Winter Park Police, press the “Red Button” on emergency phones, or dial 911 from any phone.

Campus Facilities Access

Most campus facilities, except for residential buildings, are open to campus community members and their guests during
the day and evening hours when classes are in session. Regular business hours for academic and administrative offices
are 8:30 a.m.-5:00 p.m., Monday through Friday. When the College is officially closed, buildings are secured and only
preapproved faculty, staff, and students with proper ID’s are admitted.

Crime Statistics
For the Rollins College Crime Statistics visit the Campus Security website at:
http://www.rollins.edu/safety/clery act compliance/index.html
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ACKNOWLEDGMENT OF RECEIPT

I understand that the Crummer Graduate School of Business Student Handbook contains important information
about the School and their expectations of me as a student. The Student Handbook is readily available on the
Crummer student web site at: http://r-net.rollins.edu/mba/student-services-academic-advising.html ~ The
Crummer School has the sole discretion to alter these policies from time to time. | also understand that
revisions to these policies may supersede or eliminate one or more existing policies and that all such changes
will be communicated through official notices.

I will comply with the policies contained herein and any revisions made to it. These policies supersede any and
all prior editions.

Print Name: Rollins ID:

Signature: Date:
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