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STUDENT SERVICES

QUICK REFERENCE GUIDE

ADVISING & ENROLLMENT SERVICES

Advising Center (Cumberland Campus)
College Center, CC-141
301-784-5199

Admissions and Registration (Cumberland Campus)
College Center, CC-143
301-784-5199

ACADEMIC ACCESS & DISABILITY RESOURCES
Humanities Building, H-1 & H-3
301-784-5234

FINANCIAL AID

Student Financial Aid Office
College Center, CC-138
301-784-5213

MENTAL HEALTH SUPPORTS & RESOURCES
Office of Student & Legal Affairs
College Center, CC-12

301-784-5206

PENNSYLVANIA CAMPUS INFORMATION
Directory, Pages 15, 18, 49, 59

PHOTO IDS

Office of Student Life
College Center, CC-12
301-784-5205

SCHOLARSHIPS

Foundation Office

College Advancement Building
301-784-5200

STUDENT & LEGAL AFFAIRS (OFFICE OF)
College Center, CC-12
301-784-5206

This is a partial listing of most frequently requested services.

STUDENT HOUSING

Area Coordinator for Student Housing
301-784-5638
(Willowbrook Woods Clubhouse)

Director of Residence Life
College Center, CC-12
301-784-5368

STUDENT LIFE (Activities, Student Government,
Clubs)

College Center, CC-12

301-784-5205

TESTING (Cumberland Campus)
Learning Commons
LC-Library 124

301-784-5554

TRIO/STUDENT SUPPORT SERVICES
Pathways For Success
Humanities Building, H-57
301-784-5630

TUTORING (Cumberland Campus)
Learning Commons

LC-Library 115

301-784-5669

UNITY CENTER
Humanities Building, H-66
301-784-5289

VETERANS SERVICES
College Center (CC-128)
301-784-5209

HOURS OF OPERATION:

Regular: Monday — Friday, 8:30 a.m. - 4:30 p.m.
Summer (June — August), 8:00 a.m. - 4:00 p.m.



INTRODUCTION TO

ALLEGANY COLLEGE of MARYLAND
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Allegany College of Maryland, founded in
1961, is a publicly supported co-educational
community college providing numerous career,
technical, transfer, general education, and
continuing education programs. Our students
receive Associates Degrees, Certificates,
Letters of Recognition, and Transfer Credits;
many students pursue specific credit and non-
credit classes for career development and
personal enrichment.

The College consists of two campuses:

the main campus in Cumberland, Maryland
and the Bedford County campus in Everett,
Pennsylvania (established in 1990). The
College also manages multiple teaching sites
including the Bedford County Technical Center;
the Gateway Center in downtown Cumberland
which houses the Culinary Arts, Hotel &
Restaurant Management, and the Hospitality
Management programs; Garrett County
Memorial Hospital in Oakland, Maryland
which graduates a cohort of twenty registered
nurses every other year; the Somerset
Education Site which continues to offer

early college; and Western Maryland Works
(ie, Makerspace) in LaVale, Maryland which
offers extensive industrial and technology
training. Also, the College offers a wide
variety of online and distance learning classes/
programs, as well as extensive early college
opportunities in local high schools.

The mission of the Allegany College of
Maryland Center for Continuing Education

and Workforce Development cultivates

lifelong learners by providing superior,

flexible and relevant workforce education,
professional development training and personal
enrichment opportunities to enhance economic

advancement and quality of life for our students, partners,
and communities.

With opportunities offered at both Bedford County and
Cumberland campus locations, Continuing Education
Department gives countless options through customized
contract trainings, open enrollment courses, professional
conferences, certification and licensure courses, and job entry
and advancement trainings.

The College is approved for operation by the Maryland
Higher Education Commission in Annapolis (Maryland) and is
accredited by the Commission on Higher Education, Middle
States Association of Colleges & Schools in Philadelphia
(Pennsylvania). Local governance is provided by the College's
Board of Trustees — appointed members of the local community
(Allegany County, Maryland); Allegany College of Maryland

is proud to have a highly engaged and inspired Board
membership: Kim Leonard (Chair), Jane Belt (Vice Chair),
Mirjhana Buck, Linda Buckel, Eugene Frazier, Michele Martz,
and James R. Pyles.

This Student Handbook details the many opportunities,
services, policies, and procedures that make Allegany College
of Maryland the quality institution it has always been and will
continue to be.

STUDENT HANDBOOK 2023-2024



Allegany College of Maryland is a community resource, proud to contribute to the growth of Allegany County and the Tri-State
Area, through the development of Pennsylvania Campus in Bedford County.

Allegany College of Maryland is accredited by the Commission on Higher Education, Middle States Association of Colleges and
Secondary Schools, and approved by the Maryland Higher Education Commission.

Allegany College of Maryland supports the efforts of the State of Maryland and the United States to provide learning centers and
workplaces free of illegal drug and alcohol use. The Code of Student Conduct includes provisions making unlawful use or possession
of drugs or alcoholic beverages a violation of the Code. In addition, the use of oral tobacco or tobacco substitute products or
smoking, or the carrying of any lighted tobacco product or tobacco substitute is prohibited in all interior areas of all campus buildings
and in all College vehicles. Allegany College of Maryland is a tobacco free environment. Violators are subject to discipline which might
include censure, restitution, probation, suspension, dismissal, or expulsion. In addition, some of the financial aid programs made
available through Allegany College of Maryland or through the State of Maryland require certification that the student recipient remain
drug free and avoid the unlawful use of alcohol. Conviction of an alcohol or drug violation in a court or under the College Code of
Student Conduct could mean loss of valuable financial aid or scholarships. All college students are encouraged to become familiar
with the Code of Student Conduct, the College Drug/Alcohol Abuse Policy, Heroin and Opioid Prevention Awareness Policy, and the
College Tobacco Use Policy, each of these policies are found in this Student Handbook. If help is needed, the College's Alcohol and
Drug Abuse Resource Manual and additional information/resources can be obtained from the Office of the Dean of Student & Legal
Affairs or from the College’s website at www.allegany.edu/drugs-and-alcohol . Students and employees at the Pennsylvania campus
may contact the Bedford County Campus Student Services Office for resources specific to Bedford County.

A report on Allegany College of Maryland’s Campus Security Policies and Crime Statistics (34CFR Part 668) and the Clery Act,
20 U.S.C. 1092 (a) and (b) in accordance with the FBI Uniform Crime Reporting (UCR)/National Incident-based Reporting System
(NIBRS) is available in the Dean of Student & Legal Affairs’ Office (College Center Building room 152) or from the College’s
website at www.allegany.edu.

Non-Discrimination Statement

Allegany College of Maryland does not discriminate on the basis of age, ancestry/national origin, color, disability, gender
identity/expression, marital status, race, religion, sex, or sexual orientation in matters affecting employment or in providing
access to programs and activities.

For inquiries related to this policy, Title IX, and ADA/504, please contact:

Dr. Renee Conner

Dean of Student and Legal Affairs
Title IX Coordinator

ADA/504 Coordinator

301-784-5206 / rconner@allegany.edu

Policy Mandates

Allegany College of Maryland is required to inform prospective and current students of important College policies including
Non-Discrimination, Title IX, Child Abuse Mandated Reports, Clery Act, Heroin & Opioid, Drug and Alcohol Use, Academic
Disabilities, Religious Accommodations, FERPA, Accreditation, and Medical Disclosure Procedure. For full details on these
key policies, please visit the Allegany College of Maryland website at allegany.edu/policy-mandates.

Allegany College of Maryland prohibits sexual misconduct and sex discrimination by or against all students, employees, and
campus guests. If you have any questions or concerns or if you need to make a complaint, contact ACM's Title IX Coordinator,
Dr. Renee Conner in CC-12, by email at rconner@allegany.edu, or by phone at (301) 784-5206. For detailed information about
policy, procedures, and prevention education, see www.allegany.edu/title-ix .

Allegany College of Maryland provides information about its programs, policies, procedures, schedules, and services in
numerous publications and mediums including, but not limited to, catalog, handbooks, marketing materials, applications, web
sites, and social media. This information is offered for general guidance and shall not be construed as a contract — express or
implied — between the College and any person. Students and other individuals are responsible for obtaining the most current,
accurate, and complete information from the appropriate College official or other authoritative source. The College reserves
the right to modify, supplement, or replace any provision(s) with or without prior notice. The College is not required to offer
alternatives or exceptions to any such changes. Unless otherwise stated in writing, all such changes are effective when made
and apply to both prospective students and currently enrolled students. The College will comply with all local, state, and federal
laws - as well as regulations. Such legislative/regulatory mandates can and do change; therefore, if any content of this Student
Handbook (or other ACM publications) is inconsistent with legislative/regulatory mandates, ACM will follow the law-regulation.

Online links or references to other materials and information provided in the above-referenced sources are also for informational
purposes only and do not constitute the College’s adoption or endorsement of any products or services referenced.
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STRATEGIC PRIORITIES

OUR VISION

We will be the college of choice that transforms lives, strengthens communities, and makes learners the center of
everything we do.

OUR MISSION

We deliver diverse and relevant education centered around student success in a supportive and engaging
community.

OUR VALUES

QUALITY We improve through assessment.
INTEGRITY We promote honesty and trust.
RESPECT We foster dignity and worth.
OPPORTUNITY We provide innovative choices.
WELLNESS We promote healthy lifestyles.

OoUR MISSION-BASED GUIDING PRINCIPLES

To provide convenient geographical access to post-secondary education to people within the service region of the
college.

To provide financial access to a college education by assuring reasonable tuition rates, comprehensive financial
assistance, and college scholarship opportunities.

To provide quality education and services, in a safe and comfortable environment, at a reasonable cost.
To support an environment that promotes quality teaching and learning.

To promote a college that enhances lives and the community through education and service.

To instill in our students a philosophy of life-long learning.

To foster a pro-learning campus environment that embraces the values of Allegany College of Maryland.

To develop the technical competence and knowledge and other essential skills that prepare students for direct
entry into the workforce, for career change and advancement, or for transfer to another college or university.

To continually assess our programs and services in order to promote and encourage continuous improvement.
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A MESSAGE FROM
THE PRESIDENT

Welcome to the 2023-24 academic year at Allegany College of Maryland. | congratulate you on your decision
to pursue your educational goals. Whether you are a new or returning student, all of us at ACM look forward to
providing you with an outstanding educational experience that will benefit you for a lifetime.

Allegany College of Maryland has a long history of serving the educational and training needs of the region.
Whether you are seeking an affordable route to a bachelor’s degree, credentials for the workplace or personal
enrichment, ACM has something to offer you. Here you will find many opportunities to acquire the education that
you need to achieve your personal and career goals.

The College is proud of the many modern and beautiful facilities which provide an ideal environment for learning.
Our caring faculty and staff are committed to your success, whatever your goals may be. | encourage you to make
the most of the many resources available to you.

Take the first step toward your success by exploring this student handbook. Inside of these pages, you will find
basic information about the College’s programs, services and activities. Should you find that you have additional
questions, please contact us. Our faculty and staff are here to assist you with answers.

My best wishes for a successful year!

Sincerely,

&fﬁ.‘(/ﬁd_ﬁ; 8. Bomb.as_

Cynthia S. Bambara, Ph.D.
President

6 ALLEGANY COLLEGE of MARYLAND



GREETINGS FROM
THE DEAN OF STUDENT & LEGAL AFFAIRS

To students both new and returning to Allegany College of Maryland, we are glad you are here. Congratulations
on your accomplishments so far; there are many more to come. Our college’s faculty and staff are committed to
helping you achieve your dreams while you study and prepare for tomorrow. We also want you to enjoy today.

| urge you to read this Student Handbook carefully and to keep it in a convenient place or bookmarked in your
web browser. It contains a wealth of information to guide your success in credit programs* at Allegany College
of Maryland- from academic criteria to computer/internet use to library hours to student clubs to disciplinary
procedures. Consult its pages for answers to questions (large and small) and for ideas to enrich your campus life.
Allegany College of Maryland has much to offer you, and we are confident you will have valuable contributions to
make on your campus.

As a college student, your first priority is to obtain a meaningful education. Learning occurs both inside and outside
the classroom; Student & Legal Affairs’ mission focuses on the learning that occurs outside the classroom. Every
experience is an opportunity to develop and grow. We are here to help you and urge you to visit our offices: Student
Life, Residence Life, Student Support, and Dean. We welcome your input, suggestions, and questions. We want
you to get involved. Each campus is a reflection of the lives lived upon it, and you can leave your mark for both
your peers and future generations.

*Non-credit classes are available through ACM's Continuing Education and Workforce Development; their
information, courses, and policies are found online and in the twice-yearly published CE catalog.

Wishing you a terrific year,

B R D

B. Renee Conner, J.D.
Dean of Student & Legal Affairs
ADA/504 Coordinator | Title IX Coordinator
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ALLEGANY COLLEGE OF MARYLAND | STUDENT & LEGAL AFFAIRS
EXPECTATIONS

Our Mission: We deliver diverse and relevant education centered around student success in a
supportive and engaging community.

EXPECTATION #1: Attend Class. Go to each of your classes each time it meets. Be on time, and stay for the
entire class session. If you must miss class because of illness or emergency, check your course syllabus to know
the instructor’s attendance policy. Make up any missed work promptly. (It is vitally important that you read each
course syllabus! [t contains what you need to know to be successful in that class; it also tells you what each
individual instructor's expectations are.)

EXPECTATION #2 Do the Work. It is true that for every hour you spend in class you should study two hours
outside of class. (If you are taking 12 credits, you should be studying/doing homework 24 hours each week.) Read
each assignment. Turn in your homework when it is due.

EXPECTATION #3: Ask for Help. If you are having problems with a class or an assignment, help is available.
See the instructor. Go to the Student Success Center for a tutor. Form a study group with classmates. Meet with
your advisor. But don't wait until it is too late! Waiting until the final weeks of a semester is unlikely to help.

EXPECTATION #4: Read the Handbook. The Student Handbook is full of useful information to help you
negotiate the often-roiling waters of college life. It also details the responsibilities of campus citizenship.
(Ignorance of the rules is NOT an excuse for breaking them.) The answer to virtually any question you have about
Allegany College of Maryland is in this Handbook.

EXPECTATION #5: Respect Others. One of the College’s Core Values is Respect. Showing respect means
many things, including being courteous in the classroom, hallway, library, cafeteria, courtyard, parking lot — anyplace
you encounter other people. Respect also means treating others as you would like to be treated; insulting,
humiliating, judging, or ignoring another person hurts feelings. Shouting and cursing are always inappropriate in a
learning environment.

EXPECTATION #6: Be Responsible. \We trust that you meet all obligations that are part of attending college. As
an adult, you must learn to read all notices given to you, mailed to you, or posted for you to read, to show up for
work study assignments, to pay your bills on time, and to manage problems/issues yourself without demanding
special treatment or immediate gratification.

College is about more than merely attending classes and getting grades. College is about finding and creating
opportunities to grow. It is about learning independence, making your own decisions, and becoming a
community citizen. We are here to help you learn those things, too.

We promise to treat you with respect, to give you quality education, to act with integrity, to provide you with
opportunities to learn and to grow as a person, and to promote wellness in mind, body, and spirit. That's our
part. You must do yours.
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ALLEGANY COLLEGE OF MARYLAND | STUDENT & LEGAL AFFAIRS
MISSION STATEMENT

Student & Legal Affairs relies upon the College’s mission statement* as a

reference point whenever we undertake new projects or make decisions on
unfamiliar matters.

* We deliver diverse and relevant education centered around student success in a supportive and engaging

community.

THE MISSION OF STUDENT AFFAIRS
Is to provide direct, non-instructional support
services to students to cultivate a safe learning
and living environment and to support institutional
compliance with laws and regulations.
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SECTION ONE:
GENERAL INFORMATION

I. STUDENT AFFAIRS

Student Affairs includes Residence Life, Student Life, Student Support as well as numerous non-academic

services:
e Student Counseling Program e Photo IDs
¢ Residency e Lockers
e Conflict mediation e |egal issues related to students
e Student Discipline/Safety e Title IX, Clery Compliance
e On-campus housing at Willowbrook e ADA/504
Woods e Drug & Alcohol Education, Prevention,
e Student Programming/Leadership and Complaince
e New Student Orientation e First Amendment activities, FOIA
e SGA & Student Clubs/Organizations e And much, much more!

Our staff members are dedicated to helping educate students on life issues outside the classroom, to
cultivate a safe learning environment, and to assist students in becoming well-rounded, responsible adults.
The following pages reveal the breadth of Student Affairs. If you need help, we either offer what you need or
can guide you to the people who do.

A. ORIENTATION

Orientation programs are held at the Bedford County and Cumberland campuses for the Fall and
Spring semesters. These Orientation Programs inform incoming students about academic, social, and
safety policies/services as well as provide opportunities to engage with College staff, faculty, and other
students. Participation in Orientation is critical to student success and reaching academic goals.

1. Cumberland Campus
Multiple orientation sessions are scheduled for each semester; dates are provided online and via
email. New students register online for the session that is most convenient for them. Guests are
welcome.

In addition to the New Student Orientation, Willowbrook Woods residents must participate in
mandatory Willowbrook Woods Orientation immediately following move-in.

2. Bedford County Campus
One orientation session is scheduled for each semester; the date and time is provided in advance.
Guests are welcome.

3. Online, Garrett, and other students
Regardless of where/how classes are taken, any ACM students is welcome to travel to either
campus to attend a “live” session; since that may not be possible, online students should complete
an online Orientation session prior to the end of their first semester of attendance.
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4. Specific Academic Majors/Programs of Study
Some academic majors/programs have their own, unique orientation programs that address content
specific to that area of study; students are notified separately of any requirements by authorized
personnel in the academic major/program.

B. STUDENT PHOTO IDENTIFICATION (ID) CARDS

Students at all physical locations/instructional sites are required to obtain an official Allegany College

of Maryland Photo ID by the end of the second week of classes of their first semester of attendance
and must display or be able to immediately produce their College-issued photo ID card upon request
by an authorized College official. This policy does not apply to the following ACM students: those taking
exclusively online, remote or virtual classes, or early college students taking courses exclusively in local
high schools.

To obtain your student ID, simply bring a current photo ID (Such as a driver's license) and current
class schedule to the Office of Student Life (Cumberland Campus, room CC-12) or Student Services
(Bedford Campus).

The first ID is free and provides access to many student services, activities, sporting events, etc. Also,
students who show their ACM ID receive discounts at some local businesses.

. HEALTH & WELLBEING

While Allegany College of Maryland offers a variety of resources related to student health/wellness, the
College does not offer a clinic or other on-campus medical care. Students are encouraged to review the
following important information about resources to promote student health and wellbeing.

1. Medical Care
Allegany College of Maryland does not operate its own health center. Since ACM is a community
college, many students already have a local doctor, dentist, or other medical provider, but for other
students, the College maintains a list of local health care providers (ie., clinics) to which students
may be referred for general or specific medical issues. Allegany College of Maryland does not
endorse or recommend any of these health care providers. The list is provided simply as an
informational service. It is the student’s responsibility to choose his/her own provider and to pay for
all medical services. Additionally, each county in our service region has a Health Department which
provides numerous medical services/programs. The Cumberland campus is next-door to the Allegany
County Health Department and across the street from the hospital: UPMC-WM students are
encouraged to utilize urgent care centers for non-emergencies. Students who do not have medical
insurance through employeer, parent, or other source can inquire about insurance from the state’s
exchange: https://www.marylandhealthconnection.gov/ .

2. Medical Emergencies
Sixteen departments throughout the College (or each building of the main campus of Allegany College
of Maryland) have a First Aid Kit that is purchased, maintained, and kept current by Campus Safety/
Special Police. If you are in need of minor attention (i.e. scrapes, cuts, bee stings, etc.) please go
to a faculty/staff office and someone can assist you in locating the closest First Aid Kit. For medical
emergencies, call 911.

Each building also has an Automated External Defibrillator (AED) with personnel trained to use it. All
security guards are trained in AED and CPR/First Aid.

UPMC-WM's Emergency Department is located across the street from the Cumberland Campus.

If you are in need of minor attention at the Bedford County Campus, please go to a faculty/staff
office and someone can assist you in locating a First Aid Kit.
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3. Public Health Emergencies
Allegany College of Maryland complies with local, state, and national public health directives in
the event of any public health emergency. The Covid-19 pandemic is an example of the College's
implementing safety/mitigation protocols in response to a public health emergency. When such
an emergency occurs, the College will provide information to students, faculty, and staff about the
emergency, changes to classes/services/operations, campus requirements, and personal health/
wellness guidance. Links to local, state, and national public health resources will be provided, and the
College will follow best practices to the greatest extent possible — with everyone’s health and safety
our top priority. Persons who have questions about any public health emergency, what is required,
what has changed, or anything else should check www.allegany.edu, check their ACM email, and/or
contact a College Official for help. See the Infectious Disease Policy below.

4. INFECTIOUS DISEASE/CONDITION POLICY

BACKGROUND AND PURPOSE

Allegany College of Maryland is committed to providing healthy and safe teaching, learning, working,
living, sporting, and leisure environments for all students, employees and visitors as described
below. The College’s priorities are both the wellbeing and recovery of any person who is ill and

the protection of others from transmission of an infectious disease or condition — particularly those
whose immunity to disease is already compromised. Therefore, the College has a responsibility

to prevent and/or mitigate the risk of person-to-person transmission of diseases or conditions that
pose a risk to others. The College will utilize public health guidance from federal, state, and local
authorities and comply with any directives. The College also values the privacy of all persons and
meets its legal responsibilities under federal and state privacy laws.

POLICY
. Policy Statement

Persons who have been infected with or who have symptoms of an infectious disease or
condition as defined in this policy may be restricted from campus and programs/activities
while the person is contagious or presents a health risk to others. This policy does not apply
to diseases or conditions which are not transmitted person-to-person through casual contact or
which are not otherwise regarded as contagious.

Il. Scope of the Policy

This policy applies to all Allegany College of Maryland students, employees, volunteers, interns,
vendors, visitors, parents, spectators, Trustees, and/or any person who is present on any College
property for any purpose. College owned or managed property includes (but is not limited to)
Cumberland campus, Bedford County Campus, Somerset County site, Gateway Center, Garrett
site, Makerspace, and Willowbrook Woods. This policy also applies to any student or employee
who is engaged in any college-sponsored or college-affiliated activity at an off-campus location
including but not limited to sporting events, field trips, clinical/practicum course requirements, and
conferences. This policy applies while using College owned or rented vehicles.

This policy does not apply to single family dwellings owned by the College and leased as private
residences.

lll. Definitions

Clery Notification: Federal law requires colleges to notify students and employees of health and
safety emergencies. In a health emergency, the notification will alert the campus community
or individual students/employees of a campus outbreak and/or exposure to a person who has
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been diagnosed or tested positive for a highly transmissible disease/condition. The purpose of
the notification is to make those persons aware of the exposure, to provide information about
what exposure means, and to advise what steps can be taken to mitigate the risk and to protect
exposed persons and others.

Contact Tracing is how public health officials and/or designated College Officials identify persons
who have been exposed to an infectious disease or condition.

Endemic is the amount of a particular disease that is usually present in a community. It's also
called a baseline.

Epidemic is an increase — often sudden — in the number of cases of a disease above what is
normally expected in that population or in a specific area.

FERPA is the Family Educational Rights and Privacy Act, a federal law regarding access to and
privacy of student records as detailed in the College’s FERPA policy.

HIPAA is the Health Insurance Portability and Accountability Act, a federal law regarding access to
and privacy of patient/medical records.

Infectious Diseases and Conditions can also be known as Communicable Diseases which can
significantly threaten the health and safety of the College community. There are 4 distinct groups
covered by this policy.

Group A: Highly infectious diseases and conditions which transmit person-to-person via
casual contact are threats to the health and safety of the College community. Any person who
is symptomatic and/or actively contagious with a known infection of a condition listed in Group
A should seek immediate treatment and shall be restricted from the College. See Restricted.
For purposes of this policy, they include:

e Cholera

¢ Diphtheria

e Meningitis (viral and bacterial)
e Measles

e Mumps

® Pertussis

Rubella

Rubeola

Smallpox

Tuberculosis

Group B: Other, less infectious diseases and conditions which transmit person-to-person
via casual contact are c