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DISCLAIMER STATEMENT 

 

Every effort has been made to assure the accuracy of the 
information in this publication as of August 1, 2017. The 
policies in the Student Handbook are applicable to all 

matriculated undergraduate and graduate students. 
Students are advised, however, that such information is 
subject to change. Therefore, they should consult the 

appropriate academic department or administrative offices 
for current information. The provisions of this publication are 
subject to change without notice and do not constitute an 
irrevocable contract between any student or applicant for 

admission and the University of Saint Joseph. The University 
is not responsible for any misrepresentation of its 
requirements or provisions that might arise as a result of 

errors in the preparation of this publication. 
 
The University of Saint Joseph has reserved the right to add, 

amend, or repeal any of its regulations and rules in whole or 
in part, at such times as it may choose. None shall be 

construed as an abridgement or limitation of any rights, 
powers, or privileges of the Board of Trustees. 
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Welcome from President Rhona Free 

 
 
 
 

 
 

  
 
 

 
 

 
Fall 2017 
 

 
 

Dear University of Saint Joseph Students: 
 
Welcome to the 2017-2018 academic year at the University of Saint Joseph! You are part of a 

community of individuals who are pursuing intellectual growth, preparing for citizenship and 
service, and seeking to contribute to a just but flourishing economy. Our faculty and staff are 

dedicated to supporting you, and to helping you achieve your goals.  
 
Please make time to investigate the wide range of opportunities here – you will find myriad 

ways to make your time at USJ both fulfilling and fun. You can attend events and activities; join 
and support athletic teams; take on leadership roles in clubs and organizations; share your 

talents through theater, dance, and music performances; and more. Many of our activities place 
a special emphasis on providing service to others and responding to societal needs, which will 

allow you to enjoy the satisfaction of knowing that you truly made a difference in someone 
else’s life.  
 

We are so pleased that you are here, and we look forward to seeing your contributions and your 
successes.  

 
Sincerely, 

 
Rhona C. Free, Ph.D. 
President 
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THE UNIVERSITY OF SAINT JOSEPH FACTS AND INFORMATION 
 

I. University’s Mission Statement 

The University of Saint Joseph, founded by the Sisters of Mercy in the Roman Catholic tradition, 
provides a rigorous liberal arts and professional education for a diverse student population 
while maintaining a strong commitment to developing the potential of women. The University 

is a community which promotes the growth of the whole person in a caring environment that 
encourages strong ethical values, personal integrity and a sense of responsibility to the needs 

of society. 
 

II. The University Shield 
The shield of The University of Saint Joseph combines the insignia 
of the Sisters of Mercy, the Cross and Crown, with the Coat of Arms 

of Saint Joseph. The Coat of Arms, according to the medieval 
heralds, consisted of a blue field, upon which lay a silver carpenter’s 

square that overlays three silver lilies. The carpenter’s square 
symbolizes Saint Joseph’s occupation and is also a symbol of 
accuracy and truth. The lilies symbolize purity and indicate that 

Saint Joseph was the earthly spouse of the Blessed Virgin Mary, 
whose purity is represented by the chaste white lily. Three flowers 

are used to represent the Blessed Trinity. However, in the University 
Shield, the center flower is replaced by the cross which, combined 
with the crown, represents the Sisters of Mercy under whose 

sponsorship the University of Saint Joseph was founded and 
continues to flourish. 

 
III. University’s Core Values 

The University of Saint Joseph, a Catholic institution founded and sponsored by the Sisters of 

Mercy, fosters a climate that enhances global awareness and interdisciplinary approaches to 
learning. This creates a sense of community within the University that reaches to the broader 

environment in which we live. 
 

Catholic Identity - USJ is grounded in its heritage as a Catholic institution, expressing the 

Catholic tradition in an ecumenical and critical manner. 
 

Commitment to Women - USJ encourages, inspires, and challenges each woman to develop 

every aspect of her personhood, intellectual, spiritual, social, emotional, and physical. 
 

Compassionate Service - USJ promotes, supports, and facilitates caring service as an 

integral part of all teaching and learning experiences. 
 

Respect/Integrity - USJ demonstrates respect and reverence for all people and fidelity in 

personal witness. 
 

Academic Excellence - USJ provides a value-centered education that prepares students as 

global citizens, lifelong learners, and informed decision makers. 
 

Hospitality - USJ is a welcoming community; its relationships are based on openness, 
inclusivity and mutual respect. 
 

Multiculturalism/Diversity - USJ is committed to fostering the growth of an inclusive 
community that welcomes differences among community members and benefits from them. 
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IV. History of the Sisters of Mercy 
The roots of the University of Saint Joseph can be traced back to 

the Sisters of Mercy, a religious order founded in 1831 by 
Catherine McAuley. The Mission of the Sisters of Mercy was to 

teach and care for the sick, poor and needy in Ireland. Catherine 
McAuley’s devotion was to the Sisters of Mercy mission. 
 

The first Sisters of Mercy arrived in the United States from Ireland 
in 1843 at the invitation of the Bishop of Pittsburgh, Pennsylvania. 

Their energy in ministering to the sick and economically poor, 
attracted many new members. By 1854, sisters had come from 
Ireland to settle in New York and San Francisco, California, and 

continued to spread throughout the country, establishing schools 
and hospitals. 

 
V. The University of Saint Joseph: A Bold Beginning 

In 1932, the Sisters of Mercy of Connecticut set out on a remarkable journey. Their mission: 

to establish the first liberal arts college for women in the Hartford area; one founded on the 
principles of service and leadership; one determined to develop the potential of women in a 

complex and evolving world. The Founders were women of great purpose. They maintained 
that in order to address life's challenges, one must balance professional aspirations with 

humanistic studies. Innovative and visionary, the Founders thus forged the dual ideals of 
academic excellence and programmatic applications at the institution which was known as 
Saint Joseph College until the June 2012 when the name changed to the University of Saint 

Joseph. 
 

Throughout the 80-year history of the University of Saint Joseph, this inclusive mission has 
never been compromised. Guided by this vision, the University has flourished and is now 
nationally recognized for its outstanding programs in education, nursing, human services, the 

humanities, the sciences and the School of Pharmacy. These programs have proven themselves 
vitally important to the people and the economy of our community. Graduates of the 

University's liberal arts and the professional degree programs continue to serve their 
communities in significant ways throughout their lives. 
 

 
 

In focusing on the needs of people of all ages, races, religions, and cultures, the Founding Sisters 

initiated programs that serve a broad range of students. Beyond the undergraduate Women's 
University, the University of Saint Joseph serves the adult learner through the coeducational 
Weekend and Graduate Schools. From preschoolers enrolled in The School for Young Children to 

young adults in The Gengras Center, all benefit from the University's vision. 
 

As the University of Saint Joseph has evolved into a vibrant educational complex, it has never 
strayed from its original vision: that is, its commitment to preparing women for insightful 

leadership. The University has endured throughout the years and remains today the sole four-
year women's University in the State. 
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VI. Alma Mater 
 
 
 
 
 
 
 

ALMA MATER 
 

 
 

While we have hearts that beat, 

And voices we can raise, 
 You’ll always hear us sing  

Our Alma Mater’s praise. 
With strength and hope each day, 

Our hearts are filled with cheer, 
In our Alma Mater’s praise, 
We sing this song so dear. 

 

 
 

May your glory never dim, 
This ever be our prayer, 

For you our hearts will always Brim 

with love so fair. 
Your truth to us shall bring 

Light all throughout life’s trail, 
And as we shall proudly sing, 

Saint Joseph hail! 
 
 
 
 

 
WRITTEN BY: 

 
Edwiga Rafalowska Peppler ‘40 
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Federal Guidelines and Policies 
 

Statement of Nondiscrimination 
The University of Saint Joseph is accredited by the New England Association of Schools (NEASC) 

and Colleges, Inc. and the State of Connecticut Board of Higher Education. The University of Saint 
Joseph prohibits discrimination against any persons on account of their race, color, religious creed, 

age, sex, gender identity, sexual orientation, transgender status, marital or civil union status, 
national origin, ancestry, present or past history of mental disorder, mental retardation, learning 

disability, or physical disability in the administration of its educational policies, admissions policies, 
employment practices, scholarship and loan programs. 
 

Statement Condemning Acts of Hatred and Violence 
Behavior that denigrates others on the basis of difference is unacceptable in a learning environment 

dedicated to Judeo-Christian values. The University of Saint Joseph does not tolerate threats of 
violence or acts of hatred of any kind and any member of the University community who harasses 
or discriminates against another person, regardless of protected class status, may be subject to 

the Student Conduct Process. Behavior or activities that may endanger the physical or mental 
well-being of others, including idle or real threats, the possession and/or use of firearms, fireworks, 

hazardous chemicals, and other real or potential weapons are strictly prohibited. Such behavior 
may result in penalties up to and including termination for employees and expulsion for students. 
 

Bullying behaviors are viewed by the University as a form of harassment and will be handled as 
such. Bullying is on-going behavior that deliberately harms, intimidates, offends, degrades, or 

humiliates an individual and creates an environment of fear or hostility. Examples of harassment 
and bullying include, but are not limited to, the following: 
 being sworn at, shouted at, called names or subjected to other humiliating behaviors; 

 unwarranted or invalid criticism, or blame without factual justification; 
 physical violence such as pushing, shoving or throwing objects; 

 using the Internet and related technologies to harm other people in a deliberate, repeated and 
hostile manner. 

 

Personal abuse in any form violates standards of appropriate discourse and civil conduct; 
substantiated instances of such behavior will result in sanctions in the Student Conduct process 

up to and including expulsion. 
 
Title IX: Sexual Misconduct, Domestic Violence, Relationship/Dating Violence and 

Stalking Policy 
The University of Saint Joseph believes in the intrinsic value of all human beings. Moreover, it is 

committed to the full, peaceable participation of all of its members in the educational endeavor it 
fosters. The University is committed to maintaining a learning and living environment which is fair, 
respectful and non-tolerate of any threats or acts of sexual harassment, sexual assault or sexual 

violence which are all a forms of sex discrimination that creates a hostile environment. A hostile 
environment occurs when the conduct interferes or limits a student’s ability to participate in a 

school’s program. The University has an obligation to consider the effects of off-campus conduct 
when evaluating whether there is a hostile environment in a University program or activity. The 

University will process all Title IX complaints regardless of where the conduct occurred. Any reports 
of such behavior or action should be made to the Title IX Coordinator or Deputy: 
 Deborah Spencer, Title IX Coordinator 860.231.5390, Mercy Hall Human Resources office, 

dspencer@usj.edu or 
 Paul Lombardo, Title IX Deputy 860.231.5396, McGovern Hall Public Safety office, 

plombardo@usj.edu or 
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 Zanira Shabazz, Title IX Deputy 860.231.5793, Academic Advisement, Library 2nd floor, 
zshabazz@usj.edu, 

 
Complaints regarding the university’s handling of a Title IX matter can also be sent to 

TitleIX@usj.edu or be made via the University’s ethics line reporting at: 
https://secure.ethicspoint.com/domain/media/en/gui/33024/index.html. 

Complaints can also made to the Office for Civil Rights, Boston Office, U.S. Department of 
Education, 8th floor, 5 Post Office Square, Boston, MA 02109-3921, 617.289.0111, 
OCR.Boston@ed.gov.   

 
A report of sexual harassment, assault, violence or stalking will be taken seriously, promptly 

investigated and addressed. While respecting the rights of all parties involved, the safety and well-
being of the complainant and the campus community are the University’s primary concern. 
Appropriate action will be taken to discipline an offending party. The University of Saint Joseph 

maintains a sexual misconduct policy, on record reporting, a commitment to investigation, support 
and protection of any involved parties, annually published security reports, as well as prevention 

initiatives.   
 
Definition of Terms 

Sexual Misconduct is a broad term covering a range of behaviors including sexual assault, sexual 
harassment, intimate partner violence, stalking, voyeurism, sexual exploitation, and any other 

conduct of a sexual nature that is nonconsensual, or has the purpose or effect of threatening, 
intimidating, or coercing a person. Sexual misconduct may involve nonconsensual sexual contact, 
but this is not a necessary component. All individuals are protected from sexual misconduct and 

sexual misconduct is prohibited regardless of the harasser. 
 

Sexual Assault/Sexual Violence is a sexual act committed or attempted against one's will. It 
includes a range of acts from unwelcome sexual touching to forced sexual intercourse. Sexual 
assault refers to any sexual act without the explicit consent of the recipient.  

 
Sexual exploitation is when an individual takes non-consensual or abusive sexual advantage of 

another for their own advantage or benefit or benefit or advantage of someone other than the one 
being exploited, and that behavior does not otherwise constitute one of the other sexual 
misconduct offences. Examples include invasion of sexual privacy, non-consensual video or audio 

taping of sexual activity, engaging in voyeurism, exposing ones genitals and knowingly 
transmitting an STI or HIV to another individual. 

 
Intimidation is implied threats or acts that cause an unreasonable fear of harm in another. 
 

Economic abuse is withholding economic resources to intimidate, threaten, or cause the victim 
to remain in a relationship because of lack of access to finances. Examples include but not limited 

to sabotaging employment opportunities and withholding money. 
 

Emotional/Psychological Abuse is any behavior verbal or non-verbal that the respondent does 
to control the complainant and or damage the complainant’s emotional well-being. Examples 
include but not limited to name-calling, mocking, yelling or making humiliating remarks, 

monitoring phone calls, texts, or computer use. 
 

Technological Abuse is the use of technology to control, harass, intimidate, or stalk another 
person. Examples include hacking or logging into a victim’s email or other electronic accounts 
without permission, installing tracking devices on cellphone, manipulation through social media, 

violation of information privacy and sending insulting or threatening emails or messages. 
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Hazing is acts that are likely to cause physical or psychological harm or social ostracism to any 

person with in the university community, when related to the admission, initiation, pledging, 
joining or any other group-affiliation activity. 

 
Sexual harassment is unwanted sexual attention of a persistent or offensive nature. Sexual 
harassment includes sexually oriented conduct that is sufficiently pervasive or severe to 

unreasonably interfere with a student’s educational performance or create an intimidating, hostile 
or offensive environment. 

 
Stalking involves any behaviors or activities occurring on more than one occasion that collectively 
instill fear in the complainant and/or threaten her/his safety, mental health, and/or physical 

health. Such behaviors or activities may include, but are not limited to non-consensual 
communications (face to face, telephone, e-mail), threatening or obscene gestures, surveillance, 

or showing up outside the targeted individual's classroom or workplace. 
 
Intimate Partner Violence is any physical or sexual harm against an individual by a current or 

former spouse or person in a dating relationship with such individual that results from any action 
by such spouse or such person that may be classified as a sexual assault, stalking, or 

domestic/family violence. Intimate Partner Violence includes a pattern of verbal, emotional and/or 
physical behavior in an intimate relationship that is used to establish power and control over 
another person through fear and intimidation. A pattern of behavior is typically determined based 

on the repeated use of words and/or actions and inactions in order to demean, intimidate, and/or 
control another person.  
 

Domestic Violence is a pattern of abusive behavior in any relationship that is used by one partner 
to gain or maintain power and control of another, whether an intimate partner or non-intimate co-

habitant. Domestic violence can be physical, sexual, emotional, economic, or psychological actions 
or threats of actions that influence another person. This includes any behaviors that intimidate, 
manipulate, humiliate, isolate, frighten, terrorize, coerce, threaten, blame, hurt, injure, or wound 

someone. The state of Connecticut (P.A. 16-106) defines domestic/family violence as an event 
between family or household members that either cause physical injury, or creates fear that 

physical injury is about to happen. Family or household members include people who are related, 
people who are, or were, married, people who live together, people who have a child together, 
and people who are, or were recently, in a dating relationship. 

 
Coercion is unreasonable pressure for sexual activity. Coercion is the use of emotional   

manipulation to persuade someone to do something they may not want to do such as being sexual 
or performing certain sexual acts. Being coerced into having sex or performing sexual acts is not 
consenting to having sex and is considered sexual misconduct. 

 
Affirmative consent is an active, clear and voluntary agreement by a person to engage in sexual 

activity with another person. Silence, on its own, cannot be interpreted as consent. Neither 
relationship nor prior permission implies future consent. Consent cannot be obtained from someone 
who is asleep or otherwise mentally or physically incapacitated due to alcohol, drugs, or some 

other condition. A person is mentally or physically incapacitated if they lack the ability to make or 
act on considered decisions to engage in sexual activities. Affirmative consent may be revoked at 

any time during the sexual activity by any person engaged in such activity. It is the responsibility 
of each person to ensure that they have the affirmative consent of all persons engaged in sexual 

activity to engage in the sexual activity and that the affirmative consent is sustained throughout 
the sexual activity. 
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Force may include, but is not limited to, the use or display of a weapon, physical immobilization, 
threats, intimidation or coercion. Another example of force is psychological pressuring or any 

attempt to take advantage sexually of an individual under duress or incapable of making a decision 
on their own. This includes situations in which an individual is under the influence of alcohol, drugs, 

or otherwise physically incapacitated.  
 
Bystander Intervention is defined by the state of Connecticut as the act of challenging the social 

norms that support, condone or permit sexual assault, stalking and intimate partner violence (P.A. 
16-106). Students are encouraged to undertake bystander intervention actions when they are able 

to do so in a manner that is safe for all concerned. Examples of bystander intervention include: 
asking if someone is alright; distracting one or both people involved; encouraging someone to 
seek help from appropriate resources, such as the Student Counseling Center. 

 
Know Your Rights 

An individual reporting an incident of sexual misconduct is considered the “complainant” and the 
individual who the incident is reported against is the “respondent”. The University encourages 
complainant of sexual harassment, assault, violence or stalking to talk to somebody about what 

happened – so the complainant can get the support they need, and so the University can respond 
appropriately. Different employees on campus have different abilities to maintain a victim’s 

confidentiality. 
 Some are required to maintain near complete confidentiality; talking to them is sometimes 

called a “privileged communication.” 

 All other employees are required to report all the details of an incident (including the identities 
of both the complainant and respondent) to the Title IX coordinator.  A report of these 

employees (called “responsible employees) constitutes a report to the University – and 
generally obligates the College to investigate the incident and appropriate steps to address the 
situation. 

 
This policy is intended to make students aware of the various reporting a confidential disclosure 

options available to them – so they can make informed choices about where to turn should they 
become a complainant of sexual violence. The University encourages the complainant to talk to 
someone identified in one or more of these groups regardless if the respondent is an employee, 

student or a non-campus third party individual. 
 

The Options 
 

A. Privileged and Confidential Communications 

 
Professional and Pastoral Counselors 

Professional, licensed counselors and pastoral counselors (not including Campus Ministry 
employees) who provide mental-health counseling to members of the university community (and 

including those who act in that role under the supervision of a licensed counselor) are not required 
to report any information about an incident to the Title IX coordinator without a complainant’s 
permission. 

 
A complainant who speaks to a professional counselor must understand that, if the complainant 

wants to maintain confidentiality, the University will be unable to conduct an investigation into the 
particular incident or pursue disciplinary action against the respondent. Even so, these counselors 
will still assist the complainant in receiving other necessary protection and support, such as victim 

advocacy, academic support or accommodations, disability, health or mental health services, and 
changes to living, working or course schedules. A complainant who at first requests confidentiality 

may later decide to file a complaint with the University or report the incident to local law 
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enforcement, and thus have the incident fully investigated. The counselors will provide the 
complainant with assistance if the victim wishes to do so. 

 
B. Reporting to “Responsible Employees” 

A “responsible employee” is a University employee who has the authority to redress sexual 
violence, who has the duty to report incidents of sexual violence or other student misconduct, or 
who a student could reasonably believe has this authority or duty. When a complainant tells a 

responsible employee about an incident of sexual violence, the complainant has the right to expect 
the University to take immediate and appropriate steps to investigate what happened and to 

resolve the matter promptly and equitably. 
 
A responsible employee must report to the Title IX Coordinator all relevant details about the 

alleged sexual violence shared by the complainant in order for the University will need to determine 
what happened – including the name(s) of the complainant and respondent(s), any witnesses, and 

any other relevant facts, including the date, time and specific location of the alleged incident. To 
the extent possible, information reported to a responsible employee will be shared only with people 
responsible for handling the University’s response to the report. A responsible employee should 

not share information with law enforcement without the complainant’s consent or unless the 
complainant has also reported the incident to law enforcement. 

 
Before the complainant reveals any information to a responsible employee, the employee should 
ensure that the complainant understands the employee’s reporting obligations – and, if the 

complainant wants to maintain confidentiality, direct the complainant to confidential resources. 
 

If the complainant wants to tell the responsible employee what happened but also maintains 
confidentiality, the employee should tell the complainant that the University will consider the 
request, but cannot guarantee that the University will be able to honor it. In reporting the details 

of the incident to the Title IX Coordinator, the responsible employee will also inform the Title IX 
Coordinator of the complainant’s request for confidentiality. Responsible employees will not 

pressure a complainant to request confidentiality, but will honor and support the complainant’s 
wishes, including for the University to fully investigate an incident. By the same token, responsible 
employees will not pressure a complainant to make a full report if the complainant is not ready 

to. 
 

Certain campus officials have a duty to report sexual assault, domestic violence, dating violence 
and stalking for federal statistical reporting purposes (Clery Act). All personally identifiable 
information is kept confidential, but statistical information must be passed along to the Director 

of Public Safety regarding the type of incident and its general location (on or off-campus, in the 
surrounding area, but no addresses given) for publication in the annual Campus Security Report. 

 
This report helps to provide the community with a clear picture of the extent and nature of campus 

crime, to ensure greater community safety. The information to be shared includes the date, the 
location of the incident (using Clery location categories) and the Clery crime category. This 
reporting protects the identity of the complainant and may be done anonymously. 

 
Complainants of sexual misconduct should also be aware that University of Saint Joseph 

administrators must issue immediate timely warnings for incidents reported to them that are 
confirmed to pose a substantial threat of bodily harm or danger to members of the campus 
community. The University will make every effort to ensure that a complainant’s name and other 

identifying information is not disclosed, while still providing enough information for community 
members to make safety decisions in light of the danger. 
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Reporting Procedures 
Any member of the University of Saint Joseph Community who has experienced, witnessed as a 

bystander or learned about any sexual harassment, assault, domestic violence or stalking is 
encouraged on or off campus is encouraged to contact the Title IX Coordinator/Deputy and/or 

Campus Safety. Reporting an act of sexual misconduct allows the institution to pursue safety and 
support for the complainant and the community. The complainant may request confidentiality, but 
should recognize this may limit the institution’s ability to respond. Where the complainant provides 

consent, University personnel will strive to protect the privacy of any involved students during the 
reporting and investigation process. Where strict confidentiality is not possible, discernment and 

sensitivity will be used in sharing information on a need-to-know basis only. 
 
If the appropriate personnel determines that it cannot maintain a complainant’s confidentiality, 

the University will inform the complainant prior to starting an investigation and will, to the extent 
possible, only share information with people responsible for handling the University’s response. 

 
The safety and well-being of the complainant and the campus community are the institution’s 
primary concern. It is the complainant’s choice (if they are of legal age) whether to file a formal 

complaint with local law enforcement and/or the University at any point in the informal process. 
If the complainant files a criminal complaint with a local law enforcement agency, the University 

will comply with law enforcement agency requests for cooperation. That such cooperation may 
require the University to temporarily suspend the fact-finding aspect of a Title IX investigation 
while the law enforcement agency gathers evidence. The University will then promptly resume its 

Title IX investigation as soon as notified by the law enforcement agency that it has completed the 
evidence gathering process. In addition the complainant may stop proceedings at any time.  

 
In cases where University personnel have reason to believe an incident of sexual misconduct has 
occurred, the institution is legally obligated to investigate and respond. This may occur without 

the receipt of a formal complaint. 
 

Department Information 
and 

Support 

Informal 
Remedie

s 

Formal 
Resolution 

Counseling 
Services 

Confidentiality Level 

Counseling 

And Wellness Center 

 

* 

   

* 

Strictly Confidential 

 

Health Services 

*    Strictly Confidential 

 

Public Safety 

* * *  Confidential in 

accordance with 

state law 

Vice President of 

Student Affairs 

* * *  Mostly Confidential 

Title IX 

Coordinator/ 

Human Resources 

 

* 

 

* 

 

* 

 Mostly Confidential 

 

Anonymous Reporting 
The University of Saint Joseph Public Safety Department recognizes the importance of allowing 
individuals reporting an incident to Public Safety to remain anonymous. The Public Safety 

Department utilizes an anonymous reporting tip line. The phone number for the Anonymous Tip 
Line is 860.231.5742 or x5742 from any campus phone. The Anonymous Tip Line voicemail will 

be reviewed by the Director of Public Safety. All calls will remain anonymous unless the caller 
states that they wish to be contacted. Reports may also be made via the University’s ethics line 
reporting at: https://secure.ethicspoint.com/domain/media/en/gui/33024/index.html 
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Investigation Procedures 
Upon receipt of a formal complaint, a timely investigation will be conducted. An investigation will 

begin within 10 working days of the received complaint and may include, but is not limited to the 
following steps: 

 Both complainant and respondent have equitable rights during the investigation (i.e. have the 
same opportunities to produce evidence or witness, afford similar and timely access to any 
documents and information used at a hearing, including the University’s Title IX investigative 

report). 
 The complainant is not required to be present at the hearing as a prerequisite to proceed. 

 Presumption of inadmissibility of evidence of the complainant’s past relationships with anyone 
other than the respondent. 

 Both are entitled to be accompanied to any meeting by an advisor or support person of their 

choice, provided the involvement of such advisor or support person does not result in the 
postponement or delay of such meetings as scheduled. 

 Both complainant and respondent may not personally question or cross-examine each other 
during the hearing. 

 Fact finding interview with the complainant (procedures will be based on the “preponderance 

of the evidence standard”). 
 Interviews or written statements from witnesses. 

 Interview with the respondent with opportunity to respond to all allegations. 
 Written record of all interviews and pertinent information (confidentially maintained). 
 Mediation is not an appropriate final decision in these cases. 

 Notice of a student’s right to file a criminal complaint and a Title IX complaint simultaneously 
 

The University of Saint Joseph may take interim steps to ensure the safety and wellbeing of the 
complainant before the final outcome of the investigation. The complainant has the right to request 
that immediate interim steps be taken to include but not limited to a change in living arrangements 

or other modifications to avoid forced contact with the respondent. A respondent may be asked to 
change their work schedule, alter their academic schedule, withdraw from a class, be suspended 

or removed from campus housing and/or declared an unapproved guest on campus, pending the 
outcome of the investigation. Also, when deemed appropriate the University can issue a no-contact 
letter between the parties involved. 

 
Unapproved guests are subject to additional University disciplinary action or arrest if found on 

campus. The conclusion of the investigation can be expected within a timely manner not to exceed 
the legal standard and will be communicated in writing to the complainant and the respondent.  
 

Incidents involving respondents who are nonmembers of the University community will be 
processed according to local and state laws. 

 
Disciplinary Response 

Where there is sufficient evidence to conclude that sexual misconduct has occurred, the resolution 
for a student respondent will include disciplinary action. This may include, but is not limited to:  

 Written Apology 

 Personal Accountability 
 Issuance of a “No Contact Letter” 

 Ban from Campus  
 Suspension  
 Counseling – A University Counselor staff member will administer counseling for a set 

amount of time. University Counselors may recommend additional counseling or testing if 
needed. 

 Removal from campus housing, but not classes 
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 Voluntary Withdrawal from campus housing and classes 
 Dismissal from campus housing and classes 

 
Results of Disciplinary Procedures 

Both the complainant and respondent will receive simultaneous written notification of the outcome 
of disciplinary hearing, sanctions (if imposed) and the institution’s appeal process.  The University 
maintains records for seven years according to Clery requirements or a specific length of time 

based upon Connecticut law.  The following records will be kept: informal and formal complaint, 
including individuals involved, investigative steps taken, documentation received, individuals 

interviewed, decisions reached and reason(s) for the decision(s) reached. 
 
Appeal Process 

Both the complainant and respondent may request an appeal based upon the outcome of the 
disciplinary hearing. The appeal process can be concluded within a timely manner and not to 

exceed the legal standard. For additional information regarding the appeal process, please review 
the “Student Appeals Board” located within the “Student Rights and Freedoms” section of 
the student handbook. 

 
Retaliation 

The University of Saint Joseph strictly prohibits any form of retaliation against individuals who 
report sexual misconduct or assist in the investigation. Retaliation is any action that could be 
perceive as intimidation, hostility, harassment, retribution, threats or violence in connection with 

the report or investigation of an incident of sexual misconduct.  The University will respond to 
retaliation as a separate incident.  

 
Care after a Sexual Assault 
Individuals who have been sexually assaulted will be treated with dignity, respect and should 

immediately consider the following important steps: 
 

1. Get away from the attacker to a safe place as fast as you can.  
 On-campus students should call their Resident Coordinators/Resident Assistant immediately 

or go directly to the nearest emergency room. 

 Off-campus students are encouraged to call a trusted friend or a member of Counseling and 
Wellness Center and/or Student Health Services. 

 If immediate medical attention is needed, call Campus Safety at 860.231.5222 and they 
will call 911. 

2. Seek medical care due to possible exposure to health risks. See “Resources for Medical 

Attention” for additional information. 
3. File a report with a Title IX coordinator, Campus Safety 860.231.5222 or West Hartford Police 

860.523.5203. 
4. Speak with a counselor either on campus at the Counseling and Wellness Center located in the 

Little Red House and also by calling (Monday – Friday 8:30am-4:30pm at 860.231.5530). You 
can also contact Connecticut Sexual Assault Crisis Services or Interval House for similar 
services off-campus. 

 
Resources for Medical Attention  

Complainants of sexual assault should seek treatment from hospitals that participate in the SAFE 
program. The SAFE program is a complainant services program that provides participating 
hospitals with 24/7 access to Sexual Assault Nurse Examiner (SANE) who are sexual assault 

forensic examiners and use “rape kits” to collect forensic evidence. Participating hospitals in 
Connecticut include: Saint Francis Hospital, Hartford Hospital, The Hospital of Central Connecticut 

(New Britain campus), Manchester Hospital, Middlesex Hospital, and Windham Hospital. 
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You can take a support person with you to the hospital. Also a sexual assault complainant advocate 
from Connecticut Sexual Assault Crises Services (ConnSACS) can accompany you or meet you at 

the hospital. Call 24 hours a day 888.999.5545 to request an advocate. Hospitals can also call and 
request an advocate for you. 

 
Students may also seek treatment from the USJ’s Health Services located in the Little Red House 
on campus however this office does not complete the sexual assault evidence collection kit. To 

contact USJ Health Services call 860.231.5530. 
 

Importance of Preserving Evidence/Before You Arrive at the Hospital 
Hospital staff will ask to collect evidence. Whether or not you decide to have evidence collected, 
it is important that you DO NOT do the following prior to arriving at the hospital: change clothes, 

shower or bathe, douche, drink, eat, smoke, brush your teeth, use the bathroom unless absolutely 
necessary. Taking these precautions before the medical exam allows you to keep your legal options 

open as long as possible. These activities can destroy vital evidence. If you have not changed your 
clothes, bring a change of clothes with you. If you’ve changed your clothes since the assault, place 
the clothes you wore at the time of the attack in a paper bag (not plastic). Bring them with you to 

the emergency room. Let your nurse or doctor know you have them, and tell them if you have 
done anything else (washed, etc.) before you arrived. 

 
Resources for preventable sexually transmitted diseases 
Burgdorf Health Center, Hartford STD Clinic,  

Disease Prevention and Health Promotion  
131 Coventry Street, 1st Floor  

860.757.4830 or 860.757.4772  
No appointment necessary. Fee for service.  
 

Connecticut Sexual Assault Crisis Services, Inc. 
96 Pitkin Street 

East Hartford, CT 06108 
info@connsacs.org  
24-Hour Hot Line 888.999.5545 

 
All services are FREE and CONFIDENTIAL and services provided include: 

 Hotline Services 24 hours/day 7 days/week 
 24 hour crisis counseling 
 Information & referral 

 Advocacy for children and non-abusing parent 
 Short-term counseling for complainants and their family and/or friends 

 Support groups and more 
 Community education programs dealing with sexual assault issues 

 Community prevention programs dealing with safety concerns, etc. 
 

Interval House 

Our Services that are provided include:  
• 24-hour Hotline 

• Safety planning and domestic violence counseling 
• Emergency shelter 
• Support groups 

• Court and legal advocacy  
• Programs for children 

• Community education and awareness 
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For more information call the 24-Hour Domestic Violence Hotline 860.527.0550 or 888.774.2900 

or go to intervalhousect.org. 
 

Other Resources 
Connecticut Coalition Against Domestic Violence 
24-hour Statewide, Toll Free Domestic Violence Hotline 888.774.2900 

For counseling services, support groups, emergency shelter and general support services, please 
call our 24-hour statewide, toll free domestic violence hotline at 888.774.2900 to be connected to 

the nearest domestic violence agency. An advocate can talk with you about your needs and help 
you identify shelters, programs and other resources. All services are free and confidential. Located 
at 912 Silas Deane Highway, Lower Level, Wethersfield, CT 06109 Phone: 860.282.7899 | Toll 

free (CT only): 800.281.1481 or http://www.ctcadv.org/. 
 

Office of Victim Services 
The Office of Victim Services (OVS), Connecticut Judicial Branch, is the state’s lead agency 
established to provide services to victims of violent crime. OVS contracts with non-profit and public 

organizations to provide services to crime victims. These services include, but are not limited to, 
information and referral, criminal justice support/advocacy, therapy, safety planning, group 

treatment/support, personal advocacy and assistance in filing applications for victim 
compensation. For more information, call 711 or 1.800.833.8134; go to 225 Spring Street, Fourth 
Floor, Wethersfield, Connecticut; or http://www.jud.ct.gov/crimevictim/. 

 
Office of Victim Advocate 

The Office of the Victim Advocate (OVA) is an independent state agency charged with the 
responsibility of protecting and enforcing the rights of crime victim’s throughout the state of 
Connecticut. The OVA monitor’s services provided to crime victims by state agencies and private 

entities; receives and investigates victims’ complaints regarding their treatment in the criminal 
justice process. They can intervene in court cases to advocate for a crime victim when their rights 

have been violated. They make recommendations to the legislature, criminal justice professionals, 
and victim service providers for changes in state policies and laws to benefit crime victims. They 
also provide public education and outreach regarding services available to victims of crime and 

their families. For more information call 860.550.6632 or Toll Free (CT) 888.771.3126, go to 505 
Hudson Street, 5th floor, Hartford, Connecticut  06106, or email at ova.info@ct.gov or 

http://www.ct.gov/ova/site/default.asp 
 
Awareness and Education 

The University of Saint Joseph recognizes that awareness and educational efforts are important 
steps in sexual assault prevention. The University commits to the following prevention initiatives: 

 This and related policies are included in faculty, staff and student handbooks.  
 New students receive information and training prior to the 15th of October through a mandatory 

on line program and during New Student Orientation.   
 Current students are reminded during residence hall meetings each fall of the dangers and 

prevalence of sexual assault, domestic violence and stalking. 

 Brochures and information on sexual assault are made available in key locations including the 
Student Health Services, Counseling and Wellness Center, Public Safety Office, Offices of all 

Title IX Coordinators and the Office of the Student Affairs.  
 Residence Life staff receives yearly training on responding to sexual assault. 
 All first year students, student leaders, athletes, CAE academic tutors receive by-stander 

training. 
 All University employees including student employees receive regular training on being a 

responsible employee. 
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 Information is also located on the Title IX Sexual Misconduct tab on the MyUSJ webpage. 
 The student peer health and wellness educators offer regular programming including passive 

and active information campaigns, tabling, activities and presentation on a variety of topics 
including sexual assault, sexual harassment, stalking, intimate partner violence, bystander 

training, safe dating, self-defense and affirmative consent for the entire USJ community. 
 

Additional Services 

 Campus Safety provides escorts for any student crossing campus in the evening hours. Call 
860.231.5222 to request this service.   

 Emergency phones can be found throughout campus. 
 

University Policy Statement Regarding Students with Disabilities 

The University of Saint Joseph is committed to providing equal educational opportunities and full 
participation for persons with disabilities. No qualified person will be excluded from participation in 

any University program or be subject to any form of discrimination based on a disability. The 
University recognizes its obligations to comply with the Americans with Disabilities Act of 1990, 
hereafter referred to as ADA, and Section 504 of the Rehabilitation Act of 1973, hereafter referred 

to as Section 504. 
 

The ADA states: “No individual shall be discriminated against on the basis of disability in the full 
and equal enjoyment of the goods, services, facilities, privileges, advantages, or accommodations 
of any place of public accommodation by any private entity who owns, leases (or leases to), or 

operates a place of public accommodation.” (28 C.F.R. § 36.201a) Section 504 states: “No otherwise 
qualified individual with a disability [...] shall, solely by reason of her or his disability, be excluded 

from the participation in, be denied benefits of, or be subjected to discrimination under any 
program or activity receiving Federal financial assistance.” (29 U.S.C. § 794) 

 

Students needing meal plan accommodations and/or exemptions must first contact the 
Accessibility Services Coordinator at 860.231.5481. Consistent with its responsibilities, the 

University provides reasonable accommodations to promote equal educational opportunity. For 
more information regarding disclosure contact the Accessibility Services Coordinator at 
860.231.5481. 

 
Drug-free Schools and Communities Act Amendment of 1989 

The University of Saint Joseph maintains all federal and state requirements for a drug-free campus 
and workplace. The University of Saint Joseph prohibits the unlawful possession, use, or 
distribution of drugs and alcohol by employees and students on the institution’s property and as a 

part of the institution’s activities. The University expects all members of the community to comply 
with state and federal laws pertaining to illegal drugs. The sale, purchase, manufacture, 

possession, distribution and illegal use of controlled substances, synthetic cannabinoids (K2), drugs 
and drug paraphernalia, including hookahs, are prohibited. The University of Saint Joseph adheres 

to the Connecticut statutory definitions of drugs and drug paraphernalia. 
 
The University of Saint Joseph will impose sanctions on employees and students consistent with 

local, state, and federal law. These sanctions are up to and including expulsion and/or referral for 
prosecution for violations of the standards of conduct.  The University of Saint Joseph is required 

by law to inform employees and students of the penalties for the trafficking, sale, or possession of 
illegal drugs. This information is provided in order to comply with the Drug-Free Schools and 
Communities Act of 1989. 
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a. Penalties 
 Trafficking of illegal drugs—no less than five years and no more than 40 years in federal 

prison. Fine can range from $250,000 to $4 million. 
 Illegal manufacturing, sale, or distribution of illegal drugs — no more than 15 years in 

federal prison or $50,000 in fines. 
 Illegal possession of controlled substances — no more than 7 years in federal prison or 

$50,000 in fines. 

 
b. Drug and Alcohol Policy Relative to Faculty and Staff 

Occasionally, departments and offices will entertain students. Under these circumstances, the 
office or department may provide alcohol under conditions that conform to the University 
Regulations and the law and are cleared through the Vice President of Student Affairs. 

Employees entertaining students privately are advised to be certain that alcohol is provided 
only under conditions that meet the requirements of the law. Under no circumstances should 

illicit drugs ever be present at such gatherings and/or be offered to a student. 
 

Family Educational Rights and Privacy Act (FERPA) 
The Family Educational Rights and Privacy Act (FERPA) afford students certain rights with respect 
to their education records. These rights include: 

 

1. The right to inspect and review the student's education records within 45 days of the day the 
University receives a request for access. Students should submit to the registrar, dean, head of 

the academic department, or other appropriate official, written requests that identify the 
record(s) they wish to inspect. The University official will make arrangements for access and 
notify the student of the time and place where the records may be inspected. If the records are 

not maintained by the University official to whom the request was submitted, that official shall 
advise the student of the correct official to whom the request should be addressed. 

 
2. The right to request the amendment of the student's education records that the student believes 

is inaccurate. Students may ask the University to amend a record that they believe is inaccurate. 

They should write the University official responsible for the record, clearly identify the part of 
the record they want changed, and specify why it is inaccurate. If the University decides not to 

amend the record as requested by the student, the University will notify the student of the 
decision and advise the student of his or her right to a hearing regarding the request for 
amendment. Additional information regarding the hearing procedures will be provided to the 

student when notified of the right to a hearing. 
 

3. The right to consent to disclosures of personally identifiable information contained in the 
student's education records, except to the extent that FERPA authorizes disclosure without 
consent.  One exception, which permits disclosure without consent, is disclosure to school 

officials with legitimate educational interests. A school official is a person employed by the 
University in an administrative, supervisory, academic or research, or support staff position 

(including law enforcement personnel and health staff); a person or company with whom the 
University has contracted (such as an attorney, auditor, or collection agent); a person serving 
on the board of Trustees; or a student serving on an official committee, such as a disciplinary 

or grievance committee, or assisting another school official in performing his or her tasks.  A 
school official has a legitimate educational interest if the official needs to review an education 

record in order to fulfill his or her professional responsibility. 
 

4. The right to file a complaint with the U.S. Department of Education concerning alleged failures 
by State University to comply with the requirements of FERPA. The name and address of the 

Office that administers FERPA is: 
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Family Policy Compliance Office 
U.S. Department of Education 400 Maryland Avenue, 

SW Washington, DC 20202-4605 
 

Directory Information 
Institutions may disclose information on a student without violating FERPA if it has designated that 

information as "directory information." University of Saint Joseph defines directory information as: 
 Name 

 Address (permanent vs. on-campus) 
 Telephone Number 
 Major field of study 

 Dates of Attendance 
 Current enrollment status (full/part time) 

 Class standing 
 Receipt or non-receipt of a degree 

 Academic awards received (Dean's List, honor roll) 
 

Prior written consent from the student is required before releasing non-directory information (other 

than the above). University of Saint Joseph may release directory information to educational 
officials unless written notification to not release directory information is on file in the Registrar's 

Office. 
 
FERPA has been amended to no longer prohibit post-secondary institutions from disclosing to 

parents or legal guardians of students under the age of 21 information regarding alcohol or other 
drugs. Please familiarize yourself with the following section. 

 
Download our FERPA brochure. 
 

FERPA Directory Information Opt-Out 
If you do not want the college to disclose directory information from your education records without 

your prior written consent, you must complete a form and return it to the Registrar’s Office. Your 
information will not be released from the time we receive your form until the request is rescinded. 

If directory information is released prior to receiving your opt-out request, the college may not be 
able to stop the use of your information. Therefore, it is recommended that you file the opt-out 
form at registration. 

 
Please complete the FERPA Directory Information Opt-Out form (available in the Registrar’s Office) 

if you do not wish to have your directory information disclosed to third parties. Upon receipt, your 
request will remain in effect until such time as you tell the Registrar’s Office that you no longer 
wish to keep your information private. Prior to filing your request, please consider all the 

consequences of opting out. For example, if you tell the Registrar’s Office not to disclose your 
directory information to third parties, they will not share your information with anyone (except 

persons who have a right to see your information under the law), including persons or agencies 
offering jobs and educational benefits such as scholarships and discounts; media sources; 
companies that manufacture class rings and publish yearbooks, etc. Also note that if you have 

requested that the Registrar’s Office not disclose your directory information but you would like to 
have your name appear in the College commencement program, you must provide signed written 

consent prior to that time. 
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Solicitation by Credit Card Companies 
The University of Saint Joseph adheres to the Credit CARD (Card Accountability, Responsibility, 

and Disclosure) Act of 2009 which is intended to protect consumers and students from high interest 
rates and fees. In keeping with this law, credit card companies may not solicit on campus. 

 
Handling of Sensitive Data Policy 
As required by CT Public Act 08-167, An Act Concerning the Confidentiality of Social Security 

Numbers, this policy serves as the University’s official notice to faculty and staff. 

 

Employees, students and volunteers are required to hold in strict confidence and not disclose 

information obtained in the course of employment and/or work study to any person or entity that 
does not require this information in his/her official capacity. Confidential and other sensitive 
information includes but is not limited to: social security numbers, driver’s license number, state 

identification card number, account numbers, credit or debit card number, passport number, alien 
registration number, health insurance identification number, current or former student or 

employment records, financial records, business planning documents, alumnae records, donor 
lists, and contribution records and other confidential or sensitive information relating to the affairs 
of the University. 

 
Employees, students and volunteers will not disclose to or permit non-authorized persons or casual 

onlookers, to view or access confidential or sensitive information. System IDs and passwords are 
intended for the exclusive use of the authorized individual. Passwords are not to be shared with 
anyone including family and friends. Records may be printed and/or copied only when necessary 

for purposes related to the institution. All printed or copied records must be kept in files that are 
locked when not in use. Employees and students will use the University’s administrative systems 

(Jenzabar EX, Raiser’s Edge, Ceridian, etc.) and University records only for the purposes for which 
they are intended and only to the extent authorized to do so. 
 

Any personal information that is printed or stored electronically shall be destroyed, erased or made 
unreadable prior to disposal. 

 
Upon leaving the University, employees, students and volunteers shall not take with them any 
materials belonging to, or relating to the affairs of the University. Prior to leaving the University 

and notwithstanding the circumstance surrounding their departure, employees, students and 
volunteers will inform the University of the location of data and materials in their possession, or 

under their control, belonging to or relating to the affairs of the University and ensure that such 
data and materials are accessible to the University. 
 

Employees who disclose confidential information or otherwise engage in activities that conflict with 
or impair their obligations of confidentiality may be subject to disciplinary action, including 

termination from their employment and/or legal actions. 
 

Students who disclose confidential information or otherwise engage in activities that conflict with 
or impair their obligations of confidentiality may be subject to sanctions in the Student Conduct 
process, including expulsion from the University and/or legal action. 

 
Copyright Compliance 

The University of Saint Joseph acknowledges that compliance with the copyright law is not only a 
legal requirement; it is also the ethically correct stance for any academic institution. The University 
of Saint Joseph Community members are expected to adhere to the copyright law. 
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Information Technology Policy 
a. Introduction 

H.R 4137, the Higher Education Opportunity Act (HEOA), is a reauthorization of the Higher 
Education Act. It includes provisions that are designed to reduce the illegal uploading and 

downloading of copyrighted works through peer-to-peer (P2P) file sharing. These provisions 
include the requirements that: 
 Institutions make an annual disclosure that informs students that the illegal distribution of 

copy-righted materials may subject them to criminal and civil penalties and describes the 
steps that institutions will take to detect and punish illegal distribution of copyrighted 

materials. 
 Institutions certifies to the Secretary of Education that they have developed plans to 

“effectively combat” the unauthorized distribution of copyrighted material 

 Institutions, “to the extent practicable,” offer alternatives to illegal file sharing. 
 

This document outlines the University of Saint Joseph plan to comply with these requirements 
 

b. Annual Disclosure 

The University of Saint Joseph communicates with all students and employees on an annual 
basis, reminding them: 

 All members of the University of Saint Joseph community agree to comply with the 
University’s IT Policies which include a requirement to adhere to all federal, state and local 
laws including copyright laws. 

 The University adheres to the Digital Millennium Copyright Act and will immediately remove 
and/or block the unauthorized use of copyrighted material. 

 File sharing software can have a serious negative impact on the operation and performance 
of a computer. 

 The University manages Internet traffic to support the primary mission of the University. 
 

Members of the University of Saint Joseph community will be encouraged to read our document 
on The University of Saint Joseph Pope Pius XII Library Copyright Compliance 

Guidelines which includes information about University policies and copyright laws and 
penalties. This document can be found on the Library MyUSJ page. 

 
c. Plans to “Effectively Combat” the Unauthorized Distribution of Copyrighted 

Material 

The University employs Internet traffic management technology to prioritize network traffic. 
The amount of bandwidth available to peer-to-peer applications is limited but the University 

does not filter such applications since much of the traffic is legal. When excessive traffic levels 
are found the individual user is contacted directly and corrective actions are taken upon further 
investigation. 

 
The following University of Saint Joseph Technology Policies are intended to provide a 

framework for all members of our University community regarding the use of technology 
resources in ways that are consistent with the mission and educational goals of the University, 
as well as in conformity with all local, state and federal laws. 

 
d. Responsible Use 

Technology and telecommunications equipment is provided for members of the University of 
Saint Joseph community for the sole purpose of enhancing and promoting the academic and 
administrative needs of the University. Any actions that deliberately undermine or interfere with 

the normal operations of technology systems or files will be subject to disciplinary actions by 
University administration and local, state and federal authorities. Such violations include but 
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are not limited to: 
i. Accessing or attempting to access files or systems that one is not authorized to access; 

ii. Using an ID/password other than the one assigned to an individual by the University; 
iii. Sending/creating files such that the normal operations of the University network are 

affected; 
iv. Creating or installing a virus or program that is intentionally designed to damage or harm 

a system or network (internal or external to the University of Saint Joseph); 

v. Deliberately damaging University property (e.g. computers, printers, scanners, 
telephones, etc.) 

vi. Using the University network as a means to commit a criminal act which violates a local, 
state or federal law. 
 

e. ID and Passwords 
ID and passwords are issued to all users of the University of Saint Joseph computer network 

allowing access to various resources such as e-mail and software licensed for the University of 
Saint Joseph use. ID and passwords are intended for the exclusive use of the authorized 
individual. Passwords are not to be shared with anyone including family and friends. 

Remember, on the network you are your ID and password. If someone signs on to the network 
using your ID and password they become you. This allows the unauthorized individual to hide 

his or her true identity, gain access to information only you may have access to and pose as 
you in chat rooms or other electronic conversations. 
 

f. Confidentiality and Privacy of Electronic Communication 
As computers and the use of computer technologies continue to enhance the teaching and 

learning experience at the University of Saint Joseph, the need to communicate electronically 
also increases. As laws are enacted to protect the interception and content of e-mail it is best 
to think of e-mail as a "postcard." That is to say, electronic communication is considered 

confidential and will not be monitored in the normal course of business. However, the content 
may be inadvertently seen and read during times of routine network maintenance or while 

investigating a potential violation. 
 

g. E-commerce 

 E-commerce refers to the buying and selling of goods and services conducted as an ongoing 
and sustained business activity for the purpose of making a profit. E-commerce involves 

advertising, promoting, and soliciting business associated with, but not limited to, professional 
and personal services and consulting, and the buying and selling of goods and services. The 
University of Saint Joseph technology resources include campus computers, installed application 

software, peripheral devices connected to computers, and connection to the campus Intranet 
and the Internet. These resources are intended solely to enhance and promote the academic, 

administrative, and extracurricular student-life interests of the University community. Students, 
faculty, and administrators are prohibited from using University technology resources for E-

commerce. 
 

h. Censorship 
 The University of Saint Joseph strives to create an environment that facilitates teaching and 

learning where academic freedom is encouraged, valued and supported. Censorship in any form 
would be contrary to these beliefs. Therefore, access to information through the Internet will 
not be censored. 
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i. Harassment 
All communications through the campus-wide network will abide by the existing University 

policies relating to Harassment and Sexual Harassment and apply to all persons utilizing the 
University of Saint Joseph technologies. 

 
j. Faculty, Staff and Student Home Pages 

The service of hosting personal home pages on the University owned Web server is a benefit 

provided to the University of Saint Joseph community. While the University will provide disk 
space the content of the page reflects the view and opinions of the web page creator not of the 

University. 
 
The University of Saint Joseph acts as a distributor, not as a publisher. The University will not 

exercise editorial control over the content of these pages. It is important to note that local, 
state and federal laws govern the contents of the page and will be the responsibility of its 

creator. For instance the possession, distribution, and/or sale of materials relating to "Child 
Pornography" is illegal and punishable by law. 
 

In accordance with the Digital Millennium Copyright Act of 1998 (DMCA) it is illegal to post 
copyrighted material without the owner's authorization. Upon receiving proper notification of 

copyright infringement the University of Saint Joseph will expeditiously take down or block 
access to the material in question. 
 

It is the responsibility of the web page creator to be familiar with the Digital Millennium 
Copyright Act of 1998 (DMCA). Detailed information regarding DMCA is located at 

www.loc.gov/copyright. 

 
k. University Technology Equipment 

 Technology equipment including computers, printers, scanners, telephones, etc. are made 
available for use to faculty, staff and students during their tenure at the University of Saint 
Joseph. This equipment may be assigned to an individual(s) or may be made available in various 

common spaces and classrooms. All members of the University of Saint Joseph community are 
expected to use the equipment in a manner that does not deliberately undermine or interfere 

with the normal operations of the equipment. Any deliberate undermining or interfering actions 
would be a violation and may be subject to sanctions in the Student Conduct process. 

 
Disclosure of Information 
 

Press and Other Media 
The Office of Marketing and Communications approves all matters concerning the press and 

other media. It is the policy of the University of Saint Joseph that any employee or student at 
the University who is contacted by the press or other media refers the inquiry to the Office of 
Marketing and Communications. Any student or employee appearing in the press or other media 

as a representative of The University of Saint Joseph must receive the prior approval of the 
Director of Marketing and Communications (or in her absence, the President). Violations to this 

policy by faculty, students or staff will be referred to the appropriate area for possible 
disciplinary action. 

 

Releasing Data 
It is the policy of the University of Saint Joseph that data concerning the University cannot be 

released to any person or agency outside of the University without the prior approval of the 
President. 
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The following University of Saint Joseph Technology Policies are intended to provide a 

framework for all members of our University community regarding the use of technology 
resources in ways that are consistent with the mission and educational goals of the University, 

as well as in conformity with all local, state and federal laws. 
 
Emergency Notification 

The University of Saint Joseph is committed to providing a safe and quality environment for our 
students. Part of our overall commitment to you is to assure that in times of emergency we 

can give you accurate and timely information. When you enroll at the University of Saint Joseph 
your emergency contact information is collected. Your emergency cell phone information will 
be placed into our notification system, USJAlert. When urgent or timely information needs to 

be sent to students, your emergency point of contact will receive a text message giving you 
vital updates. The University will send emergency notices to student e-mail accounts and post 

information on the University website, www.usj.edu. If you have any questions, please contact 
the helpdesk at 860.231.5310 or helpdesk@usj.edu.  
 

CAMPUS POLICIES AND PROCEDURES 
 

USJ Academic Integrity Policy 
Effective Starting Fall semester 2014 
Revisions effective January 2017 

 

It is the policy of the University of Saint Joseph that all members of the community act honestly. By 
enrolling in or working at the University, all members, faculty, staff, administration and students, 
implicitly agree to uphold the University’s policy on academic integrity. 

 
Defining Academic Integrity 

 
Why Integrity? 
Although USJ will penalize Academic Dishonesty, integrity bears its own rewards. Working with 

integrity means that we enjoy real accomplishments; if we cheat, steal, or lie, then we cannot call 
our “achievements” our own. In the rare case that it would go uncaught, copying from a friend’s 

test may result in a desired grade but it also leaves the cheater without the skills and knowledge to 
enter a desired profession. Integrity therefore brings us the satisfaction of real accomplishment and 
the confidence of overcoming challenges. 

 
Why is Integrity a Community Issue? 

Although some people consider integrity a purely personal matter, every individual’s actions impact 
our community. The rare student who graduates from USJ having committed Academic Dishonesty 

only diminishes USJ’s reputation and the value of the degree that goes along with it. Dishonest 
students who cheat or plagiarize steal from the community. They steal the value of the University 
of Saint Joseph diploma. They steal from the hard work put in by other students or authors. They 

steal from the hard work put into teaching by the faculty. Therefore, it is because USJ values the 
hard work put forth by its honorable students and faculty members that it so seriously sanctions 

Academic Dishonesty. 
 

Honor Statement 

Some faculty members choose to require that students write and sign the following Honor Statement 
when submitting work, but all assignments assume this pledge whether or not it is made explicit. 

“I understand the Academic Integrity code, have acted with Academic Integrity.” 
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Academic Dishonesty 
Violations of the Academic Integrity policy can take many forms. Some examples of those forms 

follow, but they should not be viewed as an exhaustive list: 
 

Plagiarism 
Plagiarism is the use of any material from another source without giving credit for that material back 
to the source. Whenever we use the terminology, ideas, or information from another source—a book, 

an article, a teacher, a student, the Internet etc.—we must make it clear that the information came 
from that source. Therefore, we can take credit only for ideas and language that are uniquely our 

own. Typically, faculty members will require that students use a predetermined format for attributing 
material back to the original source, e.g. APA, MLA, CSE, AMA, Chicago, Turabian, etc., but the 
absence of a prescribed format in no way diminishes the necessity for attributing source material. 

 
Here are some examples of plagiarism: 

 Copying from another document word for word without quotation and attribution, even if it just 
part of a sentence. 

 Paraphrasing a passage from another work without giving credit back to that source 

 Using a sentence from another work while changing some of the key words in someone else’s 
work to make it appear original 

 Using a quotation but changing or omitting some of the language in order to make it better suit 
the point you want to make 

 Using information from a lecture or ideas from another person without attributing credit 

 Submitting a paper, or part of a paper, to two different classes without permission from both 
professors (see also misrepresentation) 

 Using information, statistics, or terminology from a source without attributing credit 
 
Examples of what is not plagiarism: 

 Common knowledge: References to ideas/language that is commonly known within a field or 
discipline, or just generally known by the average reader, is not considered plagiarism. For 

example, a citation is not required for stating that Barack Obama is President. However, what 
constitutes “common knowledge” in a given field can become murkier. Typically, the test for 
common knowledge if as follows: Language/ideas stated in four or more texts that is not 

attributed to another person specifically attributed to another person typically falls under 
“common knowledge.” Some professors might also consider references to class materials or ideas 

to be “common knowledge” while you are in that particular course, but students need to check 
with each professor accordingly, and students should not suppose that what one professor 
considers common knowledge will also be considered common knowledge in another course. 

Since determining common knowledge can be difficult at times, it is always better to cite 
information if there is any question as to its status. 

 Use of University Resources: The University presumes that students will take advantage of 
available resources such as tutors at the Center for Academic Excellence and reference librarians 

at the library. Unless a professor explicitly forbids use of such resources or requires students to 
disclose the use of such resources, the undisclosed use of such resources is not considered a 
violation of Academic Integrity. 

 Proofreading: Provided only typographical matters are addressed, or unless a professor explicitly 
requires otherwise, getting assistance from a peer in proofreading a paper is not a violation of 

Academic Integrity. 
 
Unassigned Collaboration 

Unassigned Collaboration refers to any work you do with peers for which you do not have permission 
from the professor. If you are assigned a presentation then you must complete that assignment 

yourself. You obviously may not plagiarize parts of that presentation, but you also may not work 
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with a friend in creating that presentation or purchase/acquire any parts of the presentation from 
another source. Some faculty members allow students to receive feedback from peers or tutors 

provided the work remains original, but students should make sure they have that permission before 
engaging in any collaboration. 

 
Cheating 
Cheating concerns things such as: copying answers from another person’s test, accessing 

information during a test from an electronic device, fabricating information or a source, or any other 
access to information that is not authorized by the professor. Students who allow other students to 

copy their work are just as guilty of Academic Dishonesty as the students who do the copying. 
 
Misrepresentation 

Misrepresentation refers to making false statements in the academic context or committing other 
fraudulent activities. Examples include lying about the completion of an assignment, about a reason 

for missing class, about the reason you might want an extension on a due date, etc. Under the Honor 
Statement, a student who has witnessed Academic Dishonesty and fails to report Academic 
Dishonesty has committed a misrepresentation. Furthermore, misrepresentation might include the 

forgery of a professor’s signature, the manufacture of false documents, falsifying a grade, submitting 
the same paper to two different professors without permission from each, (see also plagiarism), etc. 

 
Cyber Fraud 
Cyber Fraud concerns things such as misrepresenting yourself during an online course or through 

other electronic media. It also concerns more serious and potentially illegal acts such as 
manipulations of USJ computer files and tampering with computer programs or electronic 

correspondences. As technologies evolve, so will definitions of cyber fraud expand to include other 
similar violations. 
 

Academic Integrity Office & Committees  
 

Academic Integrity Officer (AIO) 
1. The AIO serves as a resource for both faculty and students concerning the University’s Academic 

Integrity policy. 

2. The AIO initially determines whether an alleged violation would constitute a Level one, Level 
Two, or Level Three violation, but the AIB can amend that initial determination. 

3. The AIO presides over AIB hearings. 
4. The AIO is appointed by the Provost. 
5. The AIO sits on the Academic Integrity Boards in a non-voting, advisory context and provides 

facts of the case needed for the student and the board to be able to make an informed decision. 
6. The AIO keeps records of all A.I. violations and notifies administrative offices, e.g. registrar, as 

required. If any alleged violation does not have sufficient evidence to proceed as a case, all 
documents will be expunged from the AIO records. 

7. If requested by a faculty member and/or student involved in the A.I. case, the AIO may delay 
proceedings for extenuating circumstances. Documentation of extenuating circumstances may 
be solicited. 

8. 8) The AIO is the institutional representative/member of the International Center for Academic 
Integrity and attends ICAI seminars and/or conferences supported by the University to ensure 

that the University remains abreast of best practices. 
9. If for any reason the AIO cannot preside over an A.I. matter or is otherwise involved in bringing 

the charge forward, a previous AIO or an academic Dean from a School other than that where 

the alleged violation occurred will serve as acting AIO for that particular case. 
10.The AIO will present a yearly report on Academic Integrity to the Provost and the community. 
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Undergraduate Academic Integrity Board (AIB) 
The AIO will openly solicit faculty and students to be included in a list of available members for a 

hearing board. Potential hearing board members must be approved by the Dean of the school or 
Dean of Students. In addition, AIO may recruit specific board members as needed to fulfill 

particular hearing needs. 
 
Hearing Boards will be composed of the following: 

1) Two faculty members, from different Schools; with 12 credits of teaching at USJ usually one 
from the school of the student with the alleged violation and one from a different school. 

2) The Chair of the department of the course in which the violation is asserted. If the course is 
co-listed, the AIO will determine which Chair will serve. 

3) Three students from different programs if possible. 

a) Students who have been found guilty of past violations may serve on the AIB 
provided (1) they completed the required sanctions and (2) they have the approval of 

the Dean of their School. 
4) The AIO (nonvoting). 
5) The Dean of the School that is home to the course in which alleged violation occurred also will 

be present. The Dean is nonvoting except in the case of a tie. If the Dean of the requisite 
school cannot attend, another Dean may take his or her place. 

6) Before serving on any hearings, new members (faculty and students) must undergo training 
from the AIO. A meeting with the AIO prior to a hearing is acceptable when time constraints 
make the regular training not feasible. 

7) If the entire complement of the AIB cannot meet, a hearing may proceed with a quorum of 
two students and two faculty members and either the Dean or chair must also be present to 

serve as a voting member. 
 

Graduate Academic Integrity Board (AIB) 

The AIO will openly solicit faculty and students to be included in a list of available members for a 
hearing committee. Potential hearing board members must be approved by the Dean of the school 

or Dean of Students. In addition, AIO may recruit specific board members as needed to fulfill 
particular hearing needs. 
 

Hearing Boards will be composed of the following: 
1) Two graduate faculty (faculty that regularly teach graduate courses) members, from different 

Schools, with 12 credits of teaching at USJ. Usually one faculty member will be from the school 
of the student with the alleged violation and one from a different school. 

2) The Chair of the department of the course in which the violation is asserted. If the course is 

co-listed, the AIO will determine which Chair will serve. 
3) Three graduate students from different programs when possible. Students who have been found 

guilty of past violations may serve on the AIB provided (1) they completed the required 
sanctions and (2) they have the approval of the Dean of their School. 

4) The AIO (nonvoting). 
5) The Dean of the School that is home to the course in which alleged violation occurred also will 

be present. The Dean is nonvoting except in the case of a tie. 

6) Before serving on any hearings, new members (faculty and students) must undergo training 
from the AIO. A meeting with the AIO prior to a hearing is acceptable when time constraints 

make the training not feasible. 
7) If the entire complement of the AIB cannot meet, a hearing may proceed with a quorum of two 

students and two faculty members and either the Dean or chair must also be present to serve 

as a voting member. 
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Student Bill of Rights 
1) A student is presumed to be not in violation until exonerated of the charge or determined to be 

in violation. With the exception of other policies outlined herein, the student is otherwise 
entitled to all rights and coursework in the class until A.I. proceedings conclude. 

2) A student may at any time confidentially meet with the AIO about general student rights and 
the A.I. policy but the AIO cannot make presumptions of the outcome of proceedings. 

3) As valued members of the University community, students may bring forth a charge of 

Academic Dishonesty against other students, staff, and faculty members either directly to the 
AIO or through another trusted member of the community. 

4) Provided the withdrawal deadline has not passed, a student can submit to the Registrar a 
request to withdraw from a course. However, that withdrawal will not be executed until the A.I. 
proceeding is complete, and then may only go into effect if (1) the student did not receive a 

sanction of an F in the course or (2) the student has fulfilled whatever other sanction(s), e.g., 
rewriting a paper, has been imposed. 

5) If the student’s case goes to an A.I. hearing, the student may opt to have a trusted USJ faculty 
or staff member present, but that trusted member may not address the AIB directly. As this is 
an internal University matter, the student may not have a parent, lawyer, or other non-

University person present. 
6) Through a waiver, the student can request that a hearing be conducted before the ten 

procedural day period. The University, however, is not obligated to expedite the process if not 
feasible. 

7) If the student is part of a group charged collectively, the student may opt to have his or her 

case handled individually. 
8) In case of extenuating circumstances, e.g. serious illness, the student may submit a written 

request to the AIO to delay proceedings. The student may be asked to produce documentation, 
and final determination of delay rests in the AIO’s discretion. 
 

Submitting Cases of Academic Dishonesty 
Any member of the USJ community may bring forth an A.I. matter. Any academic integrity violation 

can be withdrawn at the discretion of that member. 
 
Faculty 

Faculty who discover potential violations will bring them forth according to policies outlined under 
“Procedures for Faculty” 

 
Staff 
If Academic Dishonesty is discovered by any other University agent, e.g., a lie to the Registrar’s 

Office, portfolio director, or any other, the University’s agent in that context will bring for the case 
to the AIO by filling out the AIF. The AIO will base proceedings off existing A.I. policy. 

 
Portfolio 

If Academic Dishonesty is discovered in a student’s Critical Writing and Reasoning Portfolio, the 
academic agent who discovered the alleged violation will describe the nature of that violation to the 
student in the written section of the CWR Portfolio evaluation, and include a non-passing score for 

the appropriate criteria on the CWR Portfolio rubric for those students attending prior to 2016. 
Students under the portfolio that are being assessed with the TARGET will receive a non-passing 

score for citation/reference category. In either case the agent will submit an Academic Integrity 
Form and with the assistance of the AIO will follow the process based on existing A.I. policy. 
 

Proxies 
If for any reason a faculty member or other University agent cannot present a charge, e.g., because 

of serious illness, the Chair of the department in which the course was taught, or the Dean of the 
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School, may act as proxy. 
1) If Academic Dishonesty is discovered in any other context, e.g. a lie to the Registrar’s Office, the 

University’s agent in that context will bring forth the case as would a faculty member. 
2) If for any reason the faculty member or academic agent cannot present the charge, the Chair of 

the department in which the course was taught, or the agent’s supervisor, may act as proxy. 
3) If for any reason the AIO cannot be present or is otherwise involved in bringing the charge 

forward, an academic Dean from a School other than that where the alleged violation occurred 

will serve as acting AIO for that particular case. 
 

Student Who Discover Dishonesty 
 
Student Violation 

1) A student who believes he or she has knowledge of another student’s violation should report it 
to a trusted faculty member, instructor or AIO within six procedural days** of the alleged 

academic dishonesty occurrence. 
2) Anonymous reports are permitted. However, anonymous testimony cannot be considered in A.I. 

proceedings. A faculty member or the AIO may, however, pursue other evidence based on 

anonymous information. 
3) FORMAL REPORT 

a. A student(s) may fill out a formal report by completing the Academic Integrity Violation Form 
(AIF) in consultation with the AIO or a faculty member. 

b. The faculty member and/or AIO may act on the report accordingly. 

c. The name of the student(s) filing the report will be held in confidence unless the matter goes 
to a hearing. 

d. A student(s) filing a formal report may withdraw the report prior to a hearing if they want. 
 

Faculty/Staff Violation 

1) A student who believes he or she has knowledge of a faculty or staff member’s violation should 
report it to a trusted faculty member or AIO within six procedural days** after the discovery. 

2) Anonymous reports are permitted. However, anonymous testimony cannot be considered in A.I. 
proceedings. A faculty member or the AIO may, however, pursue other evidence based on 
anonymous information. 

3) FORMAL REPORT 
a. A student(s) may fill out a formal report by completing the AIF in consultation with the AIO. 

b. The AIO may act on the report accordingly by contacting the Provost and the faculty/staff 
member’s supervisor, and/or the Office of Human Resources. 

c. In the case of an alleged faculty violation, the matter may be handled through the Grievance 

Committee, which will consult with the AIO. 
d. The name of the student(s) filing the report will be held in confidence unless the matter goes 

to a hearing. 
e. A student(s) filing a formal report may withdraw the report prior to a hearing if they want. 

 
**“Procedural Days” refers to weekdays on which regular classes or exams are held. This would include days where classes meet regularly, 

exam days, and study days. This would exclude breaks, e.g. winter break, days where classes are cancelled for weather, and summers 

(unless the violation in question occurred in a summer class). 

 

Categories of Academic Integrity Violations 
The following categories describe three different severities of the academic violations described 
above in Section C. 

 
Level One Violation: 

Refers to those instances where the violation is deemed a small matter of error amidst otherwise 
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sound work. May occur because of inexperience or lack of knowledge of the code of conduct needed 
for maintaining Academic Integrity. Intent may be questionable. 

 
Examples: 

 Writing a 3-5 page paper and shows some attempt to paraphrase and cite but does not do so 
throughout the length of the paper. 

 Using facts, statistics, graphs, or other illustrative material without proper reference. 

 Helping another student with the content of their paper without authorization. 
 

Level Two Violation: 
Refers to instances where the violation is a more significant matter or affects a more significant 
portion of the assignment or coursework. When it is considered Academic Integrity is understood 

and yet not followed. 
 

Examples: 
 Copying word for word or lifting phrases or a special term from a source or reference, whether 

oral, printed or on the internet, without proper attribution. 

 Copying from a student on an exam. 
 Lying to a professor to receive an extension. 

 Helping another student write their paper. 
 Engage in unauthorized collaboration when they expressly have been instructed to do their own 

work. 

 Using unauthorized notes or study aids or information from another student on an examination. 
 Discussing specifics of exam questions to a student taking the exam in a later section. 

 
Level Three Violation: 
Refers to intentional and blatant disregard for Academic Integrity and the mission of the University. 

Involves premeditation or is an essential portion of the work for the course. 
 

Examples: 
 Buying a paper or using another person’s paper and turning it in as your own work. 
 Stealing a test 

 Forging a signature 
 Assuming a false identity 

 Conspiring to commit Academic Dishonesty 
 Fabricating data 

 

Procedures for Faculty 
First Steps 

1) A faculty member who believes he or she has found Academic Dishonesty should, within five 
procedural days** of the discovery, electronically submit the Academic Infraction Form (AIF) to 

the AIO. The faculty member may consult with the AIO prior to submitting the AIF, but the AIO 
will not disclose whether or not the student was found guilty of a prior violation until after the 
AIF is submitted. 

2) The faculty member may approach a student suspected of violation before submitting the AIF. 
However, the faculty member may not establish any sanction until after submitting the AIF and 

determining (1) whether or not the student has had prior violations and (2) the severity of the 
violation in question. 

3) GROUP CHARGED COLLECTIVELY 

a) If multiple students are collectively charged with the same alleged violation, the faculty member 
can consult with the AIO to determine the appropriateness of meeting with the students as a 

group. This does not supersede each student’s right to have his or her case handled individually. 
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4) Within five procedural days** of receiving the AIF, the AIO will (1) advise the faculty member 
as to whether or not the alleged infraction could be considered a violation of the Academic 

Integrity policy, (2) advise the faculty member if the violation qualifies as Level One, Level Two, 
or Level Three, and (3) notify the faculty member of any prior violations by the same student. 

The policy will provide the range of grade sanctions the faculty can impose within the limitations 
of the level of the violation. 

5) The faculty member then proceeds as follows according to category of the violation 

 
Level One Violation 

Procedures 
1) If the alleged violation is Level One, the faculty member must email student within three 

procedural days** after receiving the AIF back from the AIO in order to establish a meeting 

with the student. 
2) The faculty member must afford the student six procedural days** to respond to the allegation, 

and must include in the email the date that response would be required. 
3) If the student does not respond within six procedural days**, the student defaults into violation 

and the faculty member’s sanction goes into effect. 

4) The faculty member and student must find a time to meet within six procedural days** after 
the student responds to the email. The faculty member must at that time (a) present the charge 

in writing through the AIF, (b) notify the student that he or she may meet with the AIO prior to 
admitting or denying any charges. 

5) In the case of emergency closures or other disruptions to the University’s schedule, the meeting 

must occur within five procedural days** upon the return to normal procedural days. 
Proceedings that would exceed the academic semester or would need to be initiated outside the 

academic semester, e.g. intercession or summer, may be delayed until the beginning of the next 
academic term or processed at the students’ request. 

6) Either the student or the faculty member may request that the AIO attend meetings to discuss 

the alleged violation, and each party may meet with the AIO individually. If the meeting is 
scheduled when the AIO cannot attend, the meeting may be rescheduled to meet within five 

procedural days** at another time when all parties can attend. 
7) The student will have three procedural days** to consider the charge. 
8) If the student admits the violation, he or she accepts the penalty set in place by the faculty 

member. 
9) If the student denies the violation, the AIO will act as judge and determine whether or not the 

student is in violation. 
10) If the student does not reply to the faculty member within three days after receiving the charge, 

the student is found in violation and the faculty member’s sanction goes into effect. 

11) The faculty member will submit the final, signed AIF to the AIO within three procedural days**. 
 

Sanctions for Level One Violation 
Sanctions for Level One violations may not exceed a zero on the given assignment, and may also 

involve revision, resubmission, or the completion of additional coursework. In addition to sanctions, 
faculty members are encouraged to treat Level One violations as teachable moments, but they may 
also consider the number of prior Level One violations when determining the severity of the sanction 

imposed. All students found in violation must either complete an Academic Integrity course or meet 
with a CAE tutor for an A.I. consultation. 

 
Level Two Violation 
Procedures for Level Two Violation 

1) If the alleged violation is Level Two, the faculty member must email student within three 
procedural days** after receiving the AIF back from the AIO in order to establish a meeting 

with the student. 

Table of Contents 



Page 35 

 

 

2) The faculty member must afford the student six procedural days** to respond to the 
allegation, and must include in the email the date that response would be required. 

3) If the student does not respond within six procedural days**, the student defaults into 
violation and the faculty member’s sanction goes into effect. 

4) The faculty member and student must find a time to meet within six procedural days** after 
the student responds to the email. The faculty member must at that time (a) present the charge 
in writing through the AIF, (b) notify the student that he or she may meet with the AIO prior 

to admitting or denying any charges. 
5) The student will have three procedural days** to consider the charge. 

6) If the student admits the violation, he or she accepts the penalty set in place by the faculty 
member. 

7) If the student denies the violation, the case goes to an A.I. Hearing. 

8) If the student does not reply to the faculty member within three days after receiving the 
charge, the student is found in violation. The faculty member will submit the final, signed AIF 

to the AIO within three procedural days**. 
 

Sanctions for Level Two Violation 

1) The sanction for a first Level Two violation may not exceed an F in the course. It may include 
additional coursework, e.g. rewriting the paper for a lower possible grade, but may not include 

additional coursework and an F in the course. 
2) Regardless of other sanctions, the student also must either (a) re-take the Academic Integrity 

course (if offered), (b) read materials about academic integrity as assigned by the AIO and 

pass a test, or (c) meet with a CAE tutor for an A.I. consultation. The student’s graduation in 
the case of a senior, will be withheld until either a, b, and/or c is complete. Students may 

register for the following term but needs to complete required sanctions before future classes 
can be taken. 

3) A student found in violation of a charge during the second semester of his/her senior year and 

receives an F in the course will not be allowed to repeat the course for credit until after 
completion of any suspension. 

4) Students who receive an F in a course because of Academic Dishonesty and who do not need 
the credits or requirement to graduate do not need to retake the course. 
 

Procedures for a Second or Third Level Two Violation 
1) The AIO will email student within three procedural days** after returning the AIF to the 

faculty member. 
2) The AIO must afford the student six procedural days** to respond to the allegation, and must 

include in the email the date that response would be required. 

3) If the student does not respond within six procedural days**, the student defaults into 
violation and the faculty member’s sanction goes into effect and a hearing will be scheduled to 

consider other sanctions. 
4) The AIO, faculty member, and student must find a time to meet within six procedural days** 

after the student responds to the email. The AIO must at that time (a) present the charge in 
writing through the AIF, (b) The AIO will communicate that the case must go to an A.I. hearing. 
 

Sanctions for a Second or Third Level Two Violation 
1) Second Level Two Violation 

a) A student found in violation of a second Level Two violation will be suspended from 
the University for one or two semesters, typically the semester that follows the 
conclusion of proceedings. 

(i) Students who typically attend only spring/fall classes will typically be suspended for 
the spring if found in violation in the fall, and for the summer and fall if found in violation 

in the spring. Depending on the structure of the student’s program, the summer may 
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count as a semester. 
(ii) A student found in violation of a charge during the second semester of his/her senior 

year receives an F in the course and will not be allowed to repeat the course for credit 
until after completion of any suspension. 

(iii) In addition to the suspension, the student typically will, at the discretion of the faculty 
member, also receive an F in the course. 
(iv) Regardless of other sanctions, the student also must either (a) re-take the Academic 

Integrity course (if offered), (b) read materials about academic integrity as assigned by 
the AIO and pass a test, or (c) meet with a CAE tutor for an A.I. consultation. The 

student’s enrollment in the following term, or graduation in the case of a senior, will be 
withheld until either a, b, and/or c is complete. Students may register for the next 
approved term but need to complete required sanctions before future classes start. 

 
2) Third Level Two Violation 

(a) A student found in violation of a third Level Two violation will be expelled from the 
University. 
(b) This action requires the approval of the Provost. 

 
Procedures for a First or Second Level Three Violation 

1) The AIO will email student within three procedural days** after returning the AIF to the 
faculty member. 

2) The AIO must afford the student six procedural days** to respond to the allegation, and must 

include in the email the date that response would be required. 
3) If the student does not respond within six procedural days**, the student defaults into 

violation and the sanction goes into effect. 
 

4) The AIO, faculty member, and student must find a time to meet within six procedural days** 

after the student responds to the email. The AIO must at that time (a) present the charge in 
writing through the AIF, (b) The AIO will communicate that the case must go to an A.I. hearing. 

 
Sanctions for a Level Three Violation 

1) First Level Three Violation 

(a) The sanction for a first Level Three violation is a one-semester or one-year suspension, 
but may include expulsion. 

(i) Students who typically attend only spring/fall classes will typically be suspended for 
the spring if found in violation in the fall, and for the summer/fall if found in violation in 
the spring. 

(ii) A student found in violation of a charge during the second semester of his/her senior 
year and receives an F in the course will not be allowed to repeat the course for credit 

until after completion of any suspension. 
(iii) In addition to the suspension, the student will, at the discretion of the faculty 

member, also receive an F in the course. 
(iv) Regardless of other sanctions, the student also must either (a) re-take the Academic 
Integrity course (if offered), (b) read materials about academic integrity as assigned by 

the AIO and pass a test, or (c) meet with a CAE tutor for an A.I. consultation. The 
student’s enrollment in the following term, or graduation in the case of a senior, will be 

withheld until either a, b, and/or c is complete. Students may register for the next 
approved term but need to complete required sanctions before future classes start. 
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2) Second Level Three Violation 
(a) A student found in violation of a second Level Three violation will be expelled from the 

University. 
(b) This action requires the approval of the Provost.  

 
Atypical Sanctions 
In cases where students do not fit pre-existing categories, e.g., mixed violations such as having 

been found in violation of a Level Three violation and then in a subsequent case guilty of a Level 
Two violation, the AIO (non-hearing), in consultation with the faculty member, or the AIB (hearing) 

may alter sanctions accordingly provided they act within the spirit of the sanctions listed, including 
expulsion. For example, a Level Two violation that occurs on top of a Level Three violation may be 
treated as a third violation rather than a second violation. 

 
Hearings 

Timeline 
1) The AIO will convene a hearing of the AIB within ten procedural days** after receiving the 

signed AIF form indicating that a student has denied a charge or after the notification to a 

student of a required hearing. All parties will be notified through email.  
2) The student will be informed of the hearing date, time, and location, and should be given a 

minimum of three procedural days** in which to write a response to prepare for the defense. 
The student has the right to examine the written evidence or exhibits in the AIO’s possession. 

3) Through a waiver, the student can request that a hearing be conducted before the ten 

procedural day period. 
4) Within five procedural days** after the hearing, the AIO will send via registered mail, or by 

email if agreed to by the student, notification of the AIB’s verdict and sanctions. 
 

Verdict 

1) The student’s guilt shall be established through majority vote on a more likely than not basis. 
Circumstantial evidence may be considered by the hearing board. 

2) If the vote results in a tie, the Dean/Chair may vote to break the tie. 
3) The AIB votes separately on each of the following matters: 

a. Whether or not the student is in violation. 

b. The category of the violation (Level One, Level Two, Level Three). 
(i) Should the AIB agree on a higher level than was originally presented, the student has 

the right to have another hearing with different AIB members. If the second AIB does 
not agree with the first AIB hearing board’s decision to increase the level of the offense, 
the original level and sanctions determined by the faculty and AIO will go into effect. 

 
Sanctions 

1) Except in the case of an atypical sanction, the AIB must impose a penalty within the range of 
penalties allowed. 

 
Hearing Policies 

1) More than one charge against a student can be considered at a hearing. 

2) A hearing may be conducted in the absence of the student after the AIB has made a reasonable 
effort to provide adequate notice of the hearing time, date, and location. 

3) The hearing is closed to anyone not explicitly admitted through the A.I. policy. 
4) The hearing shall be recorded by use of digital recorder. 

a. The original record of the hearing shall be retained in a confidential file in the Office of the 

Academic Integrity Officer for a period of five years after the event or two years after 
graduation unless there is a transcript notation involved, whereby the file will be retained 

permanently. 
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b. Only the Provost, AIO, or Dean of the School in which the incident occurred shall have access 
to these records. 

c. The proceedings of the appeals hearing as well as all written documents arising out of the 
hearing are to be held in the strictest confidence. 

5) The student may bring to the hearing a faculty or staff member of her or his choice from the 
University’s community. A reasonable effort should be made to accommodate the schedule of 
an advisor who will assist the student who is accused of academic dishonesty. 

6) Any AIB member who has been involved in investigating the case or potentially part of the case 
should not serve on the AIB while it is reviewing the particular case in question. A replacement 

will be appointed by the AIO. Any AIB members should recuse themselves if they are concerned 
with a potential bias. 

7) The student may confront and cross-examine witnesses. 

 
Appeals 

1) A student may not appeal the verdict of any hearing by the AIB but may appeal the sanction 
in hopes of a lighter sanction. 
(a) A student may not appeal the sanction for a Level One offense or a first Level Two offense 

2) Appeals must be submitted in writing to the Provost and the AIO within three procedural 
days** after the student receives notification. 

3) Within six procedural days** after receiving the appeal, the Provost, who may consult with 
the AIO when considering the appeal, will respond to the student in writing and notify the AIO 
of his/her decision. 

4) The Provost’s decision is final and the student is permitted no subsequent appeals. 
 

Reference Material 
http://www.clemson.edu/academics/academic-integrity/ 

 

INSTITUTIONAL REVIEW BOARD POLICY 

All individuals conducting research at USJ are required to submit a research application to the USJ 
Institutional Review Board (IRB). The purpose of the (IRB) is to assure that all research involving 

human subjects, conducted under the sponsorship of the University, conforms to related state and 
federal regulations. Additionally, the IRB is charged with assuring that all human subjects research 

comply with the University’s fundamental commitment to safeguard the rights and welfare of 
participants. 

 
The review process is designed to fulfill those two purposes. It is intended to help the researcher 
comply with federal regulations in addition to protecting the welfare of human subjects. IRB review 
is required for all research involving human subjects conducted at The University of Saint Joseph, 

or under its sponsorship at another location. Review is also required for research carried out under 
the sponsorship of another institution if the research is performed at The University of Saint Joseph. 

This applies even if the study has already been approved by the IRB at the sponsoring institution. 
Finally, the policies apply to all research that is large or small in scale, short or long term, funded 
or not funded and conducted by any member of the University community including faculty, staff, 

and students, provided the study involves the use of human subjects. 

 
Required of all researchers is the submission of a certificate verifying completion of the Protecting 
Human Research Participants course offered by the National Institute of Health Office of Extramural 
Research with proposal submission. Access to the required NIH course can be found at the following 

URL: http://phrp.nihtraining.com/users/login.php. Prior to completing the certification course 
online, researchers may wish to read the Belmont Report as a means of gaining a fundamental 

knowledge of the issues and background need for protecting human participants. 
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Researchers can obtain more information and the required forms on the Faculty or Student tabs 

once logged into MyUSJ. 
 

Discontinuing Academics 
More information can be found at: 
http://catalog.usj.edu/content.php?catoid=7&navoid=262#Discontinuing_Academics_-_Undergraduate_and_Granduate 

 

Leave of Absence from the University 
A student may request a one semester Leave of Absence (LOA) for an upcoming major semester 

(as defined by the academic program) for documented extenuating circumstances. The granting 
of a LOA should not be considered a routine process since documented extenuating circumstances 
will be required as a condition for approval of the Leave of Absence. An approved Leave of Absence 

insures that during the LOA that any student loans continue to be deferred and the student will 
retain their current academic good-standing status with the University. If a Leave of Absence from 

is properly approved by the Provost, the Registrar’s Office will process the LOA form and record 
the fact on the student’s academic record (transcript). The Leave of Absence will start on the first 

day of the semester for which the Leave of Absence is granted and will continue until the last day 
of that semester. The student does not need to reapply to return to the University and can register 
for classes up to the add deadline for the semester which starts at the end of their Leave of 

Absence. Extensions for a Leave of Absence cannot be granted. 
 

A student on a Leave of Absence no longer attends classes, participates in University programs, or 
uses University facilities, and if resides on campus, must vacate University housing. 
 

If the student does NOT register by the add deadline of the semester for which they are to return, 
their status will revert to “stop out” and they will be administratively withdrawn. A Leave of 

Absence will only be granted for one major semester (as defined by the academic 
program) since loan obligations will start after the end of the LOA or if the student does 
not return when specified by the Leave of Absence. 
 

NOTE: Loan repayment obligations are applicable. Students who are no longer registered at the 
University of Saint Joseph should contact the Financial Aid Office at 860.231.5223 to discuss and 
understand the conditions of their enrollment status and loan repayment obligations. 
 

Official Withdrawal 
If a student does not plan to return to the University of Saint Joseph, he or she must file a properly 

completed and signed University Withdrawal Form with the Registrar’s Office prior to the drop 
deadline for the next major semester (fall or spring). The Withdrawal Form can also be found on 
the Registrar’s Office MyUSJ page. In the case of School of Pharmacy students, summer is also 

considered a major semester. If the University Withdrawal Form is filed by that time, any courses 
for which the student is registered in the semester of the withdrawal will be dropped from the 

student record and a statement of “Official Withdrawal” will be entered. A student must reapply 
to the Undergraduate or Graduate Admissions Office to return to the University. The student will 
be readmitted to the University under the Catalog of the semester in which he or she returns. 

 
Failure to complete a University Withdrawal Form will result in tuition liabilities being incurred for 

registered courses for that semester. 
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Administrative Withdrawal (“Stop Out”) 
If a student leaves the University without having completed an Official Withdrawal Form the 

student will be considered a “stop out” and will be administratively withdrawn. Administrative 
Withdrawal status will be determined at the add deadline for course registration of the next major 

semester (as defined by the academic program) for which the student does not register. If that 
condition is determined, the Registrar’s Office will process an Administrative Withdrawal for the 
student for that semester and the student’s record will be noted. If a student has been determined 

to have been administratively withdrawn because of his or her “stop out” status, the student will 
be required to reapply for admission for a semester subsequent to the semester for which he or 

she was administratively withdrawn. If the student is readmitted it will be under the Catalog 
provisions for the semester of the readmission. 
 

Involuntary Leave of Absence 
As a community, the University’s concern is always the health and well-being of each student. Our 

goal is to enable all of our student to successfully participate fully as members of USJ”s community. 
However, students who’s psychological or other medical condition causes them to pose a threat 

to themselves or others, or causes them to significantly disrupt the educational and other activities 
of the University community, may be required to take a leave of absence from the University. 
 

An involuntary leave of absence is not a Student Conduct sanction. However, an incident that 
gives rise to a leave of absence, whether voluntary or involuntary, may subsequently be the basis 

for a Student Conduct. The University may place a student on an involuntary leave of absence or 
require conditions for continued attendance under the following circumstances when the student 
exhibits behavior that: 

 Threatens, harms or has the potential to harm the health or safety of the student or others 
 Significantly disrupts and caused a level of distraction to the educational or other activities or 

the University community 
 Causes or threatens to cause significant property damage 

 

Anyone aware of such circumstances should immediately contact the Vice President of Student 
Affairs. 

 
In making an informed decision to place a student on an involuntarily leave of absence, the Vice  
President of Student Affairs (or their designee) will consider germane medical and other 

information available to the Vice President, including timely information provided by the student 
and others. The Vice President of Student Affairs (or their designee) will seek an immediate 

assessment of the student’s psychological or other medical condition from the Counseling and 
Wellness Center or Health Services, or from other appropriate professionals regarding the 
student’s circumstances. The student may be required to sign a medical records release which 

authorizes direct communication between the Director of Counseling and/or the Director of Student 
Health Services (or their designee) and the student’s medical provider(s) regarding the 

circumstances and the student’s medical information. The student may also be required to sign a 
release which authorizes the Director of Counseling and/or the Director of Student Health Services 
to share the substance of those communications with the Vice President of Student Affairs (or their 

designee). 
 

Based upon the information gathered, the Vice President of Student Affairs (or their designee) may 
determine it is in the best interest of the student and/or others, if the student: 
 continue to be enrolled with no conditions 

 continues as a student as long as they adhere to specific conditions which will to be described 
to the student in writing 

 is required to take a leave of absence 
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If a leave of absence is recommended, the student as a rule will be given the opportunity to take 
the leave of absence voluntarily. The student will also be given the opportunity to contact a legal 

guardian or parents to assist them in this decision making. If a student chooses not to contact a 
legal guardian or parent, the University reserves the right to do so especially if the University feels 

it is in the best interest of the student.  
 
If the student declines to take a voluntary leave of absence and/or the behavior is severely 

impeding the educational mission of the University, the Vice President of Student Affairs (or their 
designee) has the authority to place the student on an immediate “Involuntary Leave of Absence”. 

 
When in the judgment of the Vice President of Student Affairs (or designee), a student's continued 
presence is likely to pose a substantial risk to the health, safety and well-being of the student or 

to  others, the student may be placed on an emergency interim leave before a final determination, 
as described above, is made. The emergency interim leave will remain in effect until a final decision 

has been made or a determination has been made that the reasons for imposing the interim leave 
no longer exists. 
 

When the Vice President of Student Affairs decides that an involuntary leave of absence is 
appropriate, the decision and the conditions for resumption of studies will be communicated in 

writing. A student on an involuntary leave of absence no longer attends classes, participates in 
University programs, or uses University facilities, and if resides on campus, must vacate University 
housing. 

 
A student placed on an involuntary leave of absence may request, within 10 business days of the 

date of the decision, a review of the decision from the Vice President of Student Affairs along with 
the Provost. The student must submit the request for a review of the decision and any supporting 
materials in writing. The Vice President of Student Affairs and Provost (or their designee) will review 

appropriate records and documentation, confers with appropriate University personnel, and when 
feasible and appropriate, will meet with the student. The Vice President of Student Affairs and/or 

Provost will communicate a final decision in writing as soon within 10 business days. The 
Involuntary Leave of absence will remain in effect during the period that the Vice President of 
Student Affairs and the Provost consider the student's request. 

 
NOTE: Students placed on an Involuntary Leave of Absence will be required to complete the 
appropriate academic forms with the Registrar for the leave and are still required to meet all Loan 
repayment obligations as applicable. Students who are no longer registered at the University of 
Saint Joseph should contact the Financial Aid Office at 860.231.5223 to discuss and understand 
the conditions of their enrollment status and loan repayment obligations. 
 

Notification of Others 

The Vice President of Student Affairs (or their designee) may notify a student's parents, emergency 
contact, or others when in the Vice President of Student Affairs’ judgment is the student is unable 
to make the notification or the student's behavior poses an imminent danger to students or others, 

or requires an immediate disclosure of information to avert or diffuse serious threats to the safety 
or health of the student or others. A leave of absence does not preclude the application of 

the University Student Conduct process. 
 

Returning to Campus after an Involuntary Leave of Absence 
A student on an involuntary leave of absence will not be permitted to resume his or her studies 
until the Vice President of Student Affairs and the Provost make a fact-specific assessment of the 

circumstances and concludes that the student no longer poses a significant disruption to the 
functioning of the University and/or no longer poses a significant risk to the health and safety of 
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the student or others (that cannot be eliminated by a reasonable accommodation). In making this 
determination, usually the Vice President of Student Affairs and Provost (or their designee) will 

require the student to authorize any and all treating professionals to contact the Director of 
Counseling or Director of Health Services (depending on the issue) to discuss the student's clinical 

condition, whether the student continues to pose a direct threat to the safety and well-being of 
others, as well as the student's preparedness for (1) a return to the academic rigor of the 
University, (2) the ability to navigate self-sufficiently as a functioning, non-disruptive member of 

the University community, and (3) the capability for continuing appropriate treatment via 
University or other resources, if necessary. If the student is to continue treatment while resuming 

studies, the Vice President of Student Affairs will ask the student to sign a release that authorizes 
the treating professional to notify the Vice President of Student Affairs if the student does not 
adhere to the treatment plan. 

 
Medical Transport Policy 

If a student requires a medical or psychological transport from the University, prior to their return 
to the University, they must meet with either the Director of Health Services and/or the Director 
of Counseling (depending on the case) to discuss the reason for the transport. An appointment for 
this meeting can be made by calling the Little Red House at 860.231.5530. A release may be 

required to obtain necessary information from their health professional.  

 
Students may not return to campus, the residence halls and/or campus until this information has 

been shared with the appropriate University personnel and it is determined that the student has 
the ability to return to the academic rigor of the University. 

 

Student Rights and Freedoms 
Preamble 

Academic institutions exist for the transmission of knowledge, the pursuit of truth, the development 
of students and the general well-being of society. Free inquiry and free expression are 

indispensable to the attainment of these goals. As members of the academic community, students 
should be encouraged to develop the capacity for critical judgment and to engage in a sustained 

and independent search for truth. Institutional procedures for achieving these purposes may vary 
from campus to campus, but the minimal standards of academic freedom of students outlined 
below are essential to any community of scholars. 

 
Freedom to teach and freedom to learn are inseparable facets of academic freedom. The freedom 

to learn depends upon appropriate opportunities and conditions in the classroom, on the campus 
and in the larger community. Students should exercise their freedom with responsibility. 
 

The responsibility to secure and to respect general conditions conducive to the freedom to learn is 
shared by all members of the academic community. Each college and university has a duty to 

develop policies and procedures, which provide and safeguard this freedom. Such policies and 
procedures should be developed at each institution within the framework of general standards and 
with the broadest possible participation of the members of the academic community.  The purpose 

of this statement is to enumerate the essential provisions for student freedom to learn at the 
University of Saint Joseph. 
 

Freedom of Access to Higher Education 
The University of Saint Joseph is open to all students who are qualified according to its admissions 
standards within the limits of its facilities. Under no circumstance is a student barred on the basis 

of race, religion or disability. Under normal circumstances, most facilities and services of the 
University are open to all enrolled students. 
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I. In the Classroom 

The professor in the classroom and in conference encourages free discussion, inquiry and 
expression. Student performance is evaluated on an academic basis, not on opinions or conduct 
matters unrelated to academic standards. 

 
A. Protection of Freedom of Expression 

Students are free to take reasoned exception to the data or views offered in any course of 
study and to reserve judgment about matters of opinion, but they are responsible for 
learning the content of any course of study for which they are enrolled. 

 
B. Protection against Improper Academic Evaluation 

Students have protection through orderly procedures against prejudiced or capricious 
academic evaluation.  At the same time, they are responsible for maintaining standards of 

academic performance established for each course and/or major in which they are enrolled. 
 

C. Protection against Improper Disclosure 

Information about student views, beliefs and political associations which professors acquire 
in the course of their work as instructors, advisors and counselors shall be considered 

confidential. Protection against improper disclosure is a serious professional obligation. 
Judgments of ability and character may be provided under appropriate circumstances, 
normally with the knowledge or consent of the student. 

 
II. Student Life 

A. Freedom of Association 
Students bring to the campus a variety of interests previously acquired and develop many 
new interests as members of the academic community. They are free to organize and join 

associations to promote their common interests under the advice and consent of the Vice 
President of Student Affairs, providing they meet standards set by the governing groups of 

which they are a part and are consonant with the mission and philosophy of the University 
of Saint Joseph. 

 

1. The membership, policies and actions of a student organization are governed by the 

Student Government Association (SGA) under the advice of a faculty/staff advisor and 
general direction of the Vice President of Student Affairs. 

 
2. Affiliation with an external organization does not of itself disqualify a student organization 

from institutional recognition. 

 
3. Campus advisors are required and each organization is free to choose its own advisor.  

Institutional recognition will not be withheld or withdrawn solely because of the 
temporary inability of a student organization to secure an advisor. Campus advisors may 
advise organizations in the exercise of responsibility, but they do not have the authority 

to control the policy of such organizations. 
 

4. Student organizations are required to submit to the Student Activities Office (SAO) a 
requisition form, constitution or a statement of purpose, criteria for membership, rules 
or procedures and a current list of officers.  The SAO must approve the constitution for 

the organization to be recognized. The submission of a membership list is not required 
as a condition of institutional recognition. A current list of officers is kept on file in the 

Student Activities Office each semester. 
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5. Campus organizations, including those affiliated with an external organizations, are open 
to all students without respect to race, creed or national origin. 

 
6. Any campus club or organization which receives financial support from the Student 

Government Association is required to send two representatives (the treasurer and one 
other member) to bi-weekly SGA Meeting and must conduct one community service 
project per semester.   

 
B. Freedom of Inquiry and Expression 

1. Students and student organizations are free to examine and discuss all questions of 
interest to them, and to express opinions publicly and privately.  They are always free to 
support causes by orderly means which do not disrupt the regular and essential operation 

of the institution. At the same time, it should be made clear to the academic and the 
larger community that in their public expressions or demonstrations, students or student 

organizations speak only for themselves. 
 

2. Students are allowed to invite and to hear guest speakers with approval of the Vice 

President of Student Affairs. Persons considered by the larger community to be 
controversial must be approved by the Vice President of Student Affairs and the 
President, after due consideration of all aspects resulting from the individual’s presence 

on campus. The routine procedures required by the University before a guest speaker is 
invited to appear on campus are designed to ensure that the scheduling of facilities is 

orderly, that there is adequate preparation and security for the event, and that the 
conduct of the occasion is appropriate for an academic community. Sponsorship of guest 
speakers does not necessarily imply approval or endorsement of the views expressed, 

either by the sponsoring group or by the University of Saint Joseph. 
 

C. Student Participation in Institutional Government 

As constituents of this academic community, students are free, individually and collectively, 
to express their views on issues of institutional policy and on matters of general interest to 

the student body. The student body has clearly defined means to participate in the 
formulation and application of institutional policy affecting academic and student affairs 

though the Student Government Association and its subcommittees. 

 
Any campus club or organization which receives financial support from the Student 

Government Association is required to send two representatives (the treasurer and one 
other member) to bi-weekly SGA Meeting and conduct one community service project per 

semester. 

 
D. Student Publications 

At the University of Saint Joseph, student publications are not part of an independent 

corporation financially and legally separate from the University; therefore The University of 
Saint Joseph, as the publisher of student publications, has the responsibility for the contents 

of the publication. However, editorial freedom for student publications is sufficient to 
maintain their integrity of purpose as vehicles of free inquiry and free expression in our 
academic community. 

 
I. The editorial freedom of student editors and managers entails corollary responsibilities to 

be governed by the canons of responsible journalism such as the avoidance of libel, 
slander, indecency, undocumented allegations, attacks on personal integrity, and the 

techniques of harassment and innuendo. 
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II. A statement explicitly indicating that the opinions expressed are not necessarily those 
of the University or student body shall appear on the editorial pages of all the University 

of Saint Joseph student publications. 

 
III. Freedom of Students Off Campus 

A. Exercise of Rights of Citizenship 

University students are both members of the academic community and citizens of the 
United States of America. As citizens, students enjoy the same freedom of speech, 
peaceful assembly and right of petition that other citizens enjoy; as members of the 

academic community, they are subject to the obligations which accrue to them by virtue 
of this membership. The faculty and administrative officials of the University of Saint 

Joseph ensure that institutional powers are not employed to inhibit such intellectual and 
personal development of students as is often promoted by the exercise of their rights of 
citizenship both on and off campus. 

 
B. Institutional Authority and Civil Penalties 

In cases where activities of students result in violation of the law, the President of the 
University, Vice Presidents or Deans will apprise the student sources of legal counsel and 
offer other appropriate assistance. Students who violate the law may expect to receive 

the same penalties as any other citizen of the United States of America. The student may 
also be subject to penalties imposed by the University when a student’s actions has a direct 

and distinct adverse impact on the University community, its members and/or the pursuit 
of its objectives regardless of where such conduct may occur. 
 

IV. Disciplinary Standards and Procedures 
The student judicial process supports the mission of the institution and provides a framework 

within the University behavioral standards are applied and reviewed. Students are expected 
to act responsibly and in concert with the mission of the institution. In addition to fostering 
an environment conducive to learning, it addresses the immediate safety and security 

concerns of the University. However, the Student Conduct process is not intended to be an 
extension of, or replacement for, the local, state, or federal legal system. Students are 

expected to act responsibly and in concert with the mission of the institution. All students 
have the obligation to participate in the Student Conduct process when requested to do so by 
a University official. Failure to do so could result in the dismissal or suspension from the 

residence halls and/or classes. 
 

A. Standards of Conduct Expected of Students 
The general behavioral expectations of the student at the University of Saint Joseph are 

those stated in this Student Handbook or outlined by state or federal regulations. These 
regulations will be interpreted in a manner consistent with principles of relevancy and 

reasonableness. Violations will be dealt with according to the procedures stated in this 
Student Handbook. 

 

B. Staff Access to University Owned Housing 

The University, its officers, employees and agents have the right to enter an assigned room 

or University-owned residence for the purpose of inspection and repair, preservation of 

health, safety, quietude, recovery of University owned property and for suspected policy 

violations. If a policy violation is suspected, a student’s on-campus premises can be 

searched when appropriate authorization has been obtained. For premises not controlled 

by the institution (off-campus rooms, apartments, etc.) similar procedures will be followed 

with local law enforcement and the ordinary requirements for a lawful search adhered to. 

 

Table of Contents 



Page 46 

 

 

C. Immediate Disciplinary Suspension 
The University of Saint Joseph recognizes that its educational mission is permanently linked 

with the protection of its students, faculty, staff and property. Confirming the intention of 
this protection, the Vice President of Student Affairs or a designee reserve the right to act 

in the best interests of the University of Saint Joseph community in situations that threaten 
the health, welfare and safety of students, University of Saint Joseph personnel and 
property. The Vice President of Student Affairs or a designee has the authority to 

immediately suspend from the University of Saint Joseph any student who is a threat to 
self or others and who, by his or her actions, is a potential danger to the community. The 

University of Saint Joseph reserves the right to communicate with parents on any Student 
Conduct action taken by the University of Saint Joseph officials. 
 

The Director of Residence Life or a designee can suspend immediately from the residence 
halls any student who threatens the safety and well-being of themselves, students, 

University of Saint Joseph personnel or University property. In addition, a student can be 
suspended if there is a continuous threat of disruption or interference with the normal 
operations of the residence halls. 

 
V. Student Conduct Process 

A. Any student, faculty or staff member may initiate a complaint against a student by written 
notification to the appropriate office.  In academic situations or violations of the Academic 
Integrity Policy, the complaint shall be addressed to the Provost. In matters regarding 

violations of the Student Handbook, the complaint shall be addressed to the Vice President 
of Student Affairs. 

B. Upon receipt of the complaint, the appropriate administrator will inquire into the 
circumstances surrounding the event in question and will email a student to arrange a 
conduct Student Conduct hearing. At the Student Conduct hearing, the student, who 

must attend, will be informed of the allegations in the complaint, and the student will be 
given an opportunity to present the student’s version of what occurred, if applicable 

following the Student Conduct hearing, the administrator may exercise one of the following 
options: Dismiss the case or decide on an appropriate sanction. Written notification to the 
student will include information about the action taken. 

C. If a student fails to reply within 24 hours to schedule a Student Conduct hearing, a meeting 
will be arranged according to the student’s class schedule.  If the student fails to show up 

for the scheduled Student Conduct hearing, the conduct case will be held absentia (without 
the student present) and with no right to appeal. 
 

SANCTIONS 
The following sanctions may be applied singly or in combination for individuals found in violation 

of University regulations. The list is not to be considered inclusive or complete and other sanctions 
may be imposed at the discretion of the appropriate disciplinary officer or board. All students will 

receive a formal written notice of their sanction. 
 
A. Sanctions 

1. Written Warning - A formal written statement reprimanding the student for any 
inappropriate behavior and indicating that similar future violations of the Student Handbook 

will result in more serious disciplinary action as well as additional sanctions. 
2. Probation - A formal written notice of disciplinary censure warning the student that further 

inappropriate behavior will most likely result in suspension from residence or from the 

University. Probationary periods are for a stated length of time. 
3. Suspension from Campus Housing - Separation for disciplinary reasons from on-campus 

residence for a stated or an indefinite period of time. During the suspension, the student 
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may not enter a residence hall or be in residence hall parking lots. 
4. Expulsion from Campus Housing - Permanent separation for disciplinary reasons from on- 

campus residence. During the expulsion, the student may not enter the residence halls or 
be in the residence hall parking lots. Re-admittance is not possible. 

5. Suspension from University - Separation for disciplinary reasons from continued attendance 
at the University for a stated period of time. During the suspension, the student may not 
enter the University property or attend University functions, events and activities. A student 

must go through the Admissions re-admittance process to be allowed back to USJ campus. 
6. Expulsion from University - Permanent dismissal for disciplinary reasons from the University. 

During the expulsion, the student may not enter the University property or attend University 
functions, events and activities. Re-admittance is not possible. 
 

B. Additional Sanctions 
Any or all of the conditions listed below may be coupled with the sanctions listed above in 

Section A. 
1. Restitution – Compensation for loss of or damage to property or services rendered.  This 

may take the form of appropriate service and/or monetary or material replacement.   

2. Service Assignment - An individual is required to perform services for the community or the 
University and complete a reflection assignment about their experience. 

3. Referral – An individual is recommended to an appropriate psychological or psychiatric service 
for counseling or other services. 

4. Revocation - Restriction of privileges, prevention of participation at University events or the 

use of designated University facilities. 
5. Mediation - A mandated facilitated session with an appropriate administrator.   

6. Any other sanction which is deemed appropriate and is keeping with the University’s mission. 
 

C. Parental Notification 

The University reserves the right to notify parents/guardian when their student is found 
responsible for a violation of the University’s alcohol or other drug policies, including violation 

of local, state or federal laws regarding use or possession of alcohol or other drugs that are also 
violations of institutional policy. This notification will normally take place under any of the 
following conditions related to alcohol or drug policy violations: 

• the violation is the second violation in an academic year. 
• the student is found responsible for violations resulting in a separation sanction (i.e., 

suspension from residence halls, suspension or dismissal from the University). 
• the violation is the result of excessive/dangerous intoxication including violations that result 

in the student being placed in protective custody. 

• the student’s health or safety has been compromised through the use/abuse  of  
alcohol or other drugs. 

 
The University also reserves the right to notify parents/legal guardians when a student is found 

responsible for misconduct involving violence and/or committing an assault, or any other 
serious offense. 
 

IV. Student Appeals Board 
ARTICLE I – PURPOSE 

1. In all student appeals involving academic/student life issues (not including Academic Integrity), 
the Student Appeals Board investigates if the student was treated equitably. The Student 
Appeals Board gathers facts, researches issues, conducts hearings, requests information, 

investigates the equity of procedures, and renders decisions in student-student, student-staff, 
student-faculty or student-administrator disputes which have been properly appealed. 

2. The Board makes a recommendation to the appropriate Vice President within two working days 
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of each appeals hearing and the appropriate Vice President communicates the final decision in 
writing within two days following that action. Please note that the decision of the Vice President 

is final. 
 

ARTICLE II – MEMBERSHIP 
General Membership shall include: 

 the Provost 

 the Vice President of Student Affairs 
 A total of nine voting members of the Board: 

o three faculty 
o three administrators 
o three students 

 
An Appeals Hearing Board will include a panel of four voting members. The composition of these 

four voting members will represent each population involved in the hearing. A member of the 
board will be selected to serve as the Chair of the proceedings and is responsible for providing the 
appropriate Vice President the Board’s recommendations based upon the evidence submitted 

during the hearing. 
 

SECTION I - RESPONSIBILITIES OF THE STUDENT APPEALS BOARD MEMBERS 
A. Responsibilities of the appropriate Vice President and/or their designee shall be: 

1. To schedule meetings of the Student Appeals Board as necessary, except in the case of a 

tie. 
2. To instruct the Student Appeals Board of their charge which includes gathering the facts, 

researching issues, conducting hearings and making determinations of equitable treatment 
in situations involving Academic Integrity Policy infractions, violations of University 
regulations and appeals from one or more parties to a dispute which has previously been 

heard through another channel. 
3. To establish necessary timelines to obtain complete information pertaining to each case. 

B. Responsibilities of the Student Appeals Board members shall be: 
1. To attend both meetings and appeals hearings of the Student Appeals Board as voting 

members. 

2. To follow the Student Appeals Board operating procedures. 
 

ARTICLE III - APPOINTMENTS, ELECTIONS, TERMS OF OFFICE 
 
The Provost and the Vice President of Student Affairs shall serve ex officio. The term of office for 

students shall be one academic calendar year. The term for faculty and administrators shall be 
two years. The faculty and administrator terms should be staggered so that for each year there is 

a balance of returning members of the Board, and new members. 
 

In the case of an appeal which occurs during a time period when regular classes are not session, 
the appropriate Vice President or their designee has the right to select the members of the Board. 
 

SECTION I. SELECTION OF MEMBERS 
A. Qualifications for candidacy shall be: 

1. Student must have attended the University of Saint Joseph for one academic year and must 
be in good academic and community standing. 

2. Faculty must have served at the University of Saint Joseph one year full-time or two years 

half-time. 
3. Administrators must have served at The University of Saint Joseph one year full-time. 
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B. Procedures for selection of representatives to the Student Appeals Board shall be: 
1. Students – three student representatives shall be designated by the Executive Board of SGA. 

2. Faculty - three representatives shall be selected according to Faculty Committee of the 
Whole procedures. 

3. Administration - three representatives shall be selected by the Director of Human Resources. 
 

ARTICLE IV - MEETINGS AND APPEALS HEARINGS 

Appeals Hearings shall be called by the appropriate Vice President and will consist of an Appeals 
Hearing Panel of two members representing each population involved in the hearing (i.e. two 

students and two faculty, or two students and two administrators, etc.) 
 
Appeals Hearings shall be held in executive session: open only to the four members on the Appeals 

Hearing Panel, the Dean of the appropriate School if necessary, the involved parties and person(s) 
to speak on behalf of the parties. 

 
ARTICLE V - PROCEDURE TO FILE AN APPEAL NOT RELATED TO TITLE IX 
Before a case can be heard, the parties involved must have followed the appropriate prior steps 

and received a decision at each step: 
 

In an Academic Matter 
 Pick up an appeals form from the Provost Office (located on the first floor of Mercy Hall) 
 Within 30 days from the date of the incident bring the form to the faculty member for who 

the grievance is being filed. 
 If the student is not satisfied with the decision made at this level, they must bring the form to 

the Director of the Program. 
 If the student is not satisfied with the decision made at the Director level, the student must bring 

the appeal form to the Dean of the appropriate College. 
 If the student is not satisfied with the decision made at the Dean’s level, the Student must bring 

the Appeal’s Form to the Provost. 
 Once the Provost renders a decision, an appeal may go to the Vice President of Student Affairs 

for one of the following two reasons:  new evidence and/or procedural error.  If the Vice President 
of Student Affairs investigates the complaint and determines that an appeal should be granted, 

an Appeals Committee will be convened.  In the matter involving academics the Vice President 
of Student Affairs will oversee this Appeals Committee. 
 

In a Student Life Matter 
 Pick up an appeals form from the Provost Office (located on the first floor of Mercy Hall) 
 Within 30 days from the date of the incident, the student must bring the completed form to 

the Director of Residential Life. (A decision must be made within five working days).   
 If the student is not satisfied with the decision made at the Director level, the student must bring 

the appeal form to the Assistant Dean of Student Affairs (or Designee). 
 If the student is not satisfied with the decision made at this level, they must bring the form to 

the Vice President of Student Affairs Office (located on the 2nd floor of McGovern Hall) 
 Once the Vice President for Student Affairs and/or Designee renders a decision, an appeal may 

go to the Provost for one of the following two reasons:  new evidence and/or procedural error.  If 

the Provost investigates the complaint and determines that an appeal should be granted, an 
Appeals Committee will be convened.  In the matter involving student life the Provost will oversee 
this Appeals Committee.  

 

If a Student is satisfied with the decision at any level, the procedure stops at that step.  In order to 

have a case to come before the Student Appeals Board, the student must have proceeded through 
all steps listed above.  The student must also meet with the Appropriate Vice President within five 
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working days of the last decision in the steps taken. 
 

If the party meeting with the student at a particular step is unable to render a decision, that 
information must be contained in the student’s form, along with a rationale. 

 
ARTICLE VI - PROCEDURE FOR THE APPEALS HEARING 
The appropriate Vice President and/or Designee will require the involved parties to submit written 

testimony within five working days and to be available for a Student Appeals Board Hearing. A 
request for the presence of a person to speak on behalf of the involved parties or any resource 

persons to attend and offer information may be made by any of the involved parties or the 
appropriate Vice President and/or Designee at least five working days prior to the hearing. The 
Vice President and/or Designee will notify all individuals of the time and place of the hearing.  The 

Student Appeals Board Hearing must be called by the Vice President and/or Designee within two 
weeks of the date the appeal is filed by the involved party. 

 
At the Student Appeals Board Hearing, the Vice President and/or Designee shall present all written 
information to the four members of the Appeals Hearing Panel. Immediately following the review 

of the information, the appeals hearing shall begin.  Both parties shall be present during the 
hearing. Each party may have one person, who is not a witness, present to act as an advisor and 

resource – this person cannot be a lawyer nor a family member. Although such persons may 
not be allowed to speak directly on the person’s behalf, they may provide support and advice.  The 
committee may also have its own council present.  Witnesses and persons speaking on behalf of 

the appealing party shall then be brought in to provide any additional information. Then the other 
involved party or parties shall provide information. Witnesses and persons speaking on behalf of 

the other involved parties shall then be brought in to provide any additional information. After all 
testimony is delivered, each party will have the opportunity to ask questions of the other. The 
Appeals Hearing Panel may ask questions throughout all stages of the procedure. If it is 

determined by the Appeals Hearing Panel that more information is necessary, the 
hearing may be reconvened at a later date to allow for the research of this information.  

If the hearing is reconvened, all involved parties must again be present. 
 
ARTICLE VII – DELIBERATION 

If at all possible, the Board shall render a recommendation to the appropriate Vice President and/or 
designee at the conclusion of the hearing. However, the Board must render a recommendation 

within two working days after the conclusion of the hearing. 
 
ARTICLE VIII – DECISIONS 

The appropriate Vice President and/or Designee will render a decision in writing within fifteen 
working days after receiving the Board’s recommendation. The decision of the Vice President 

and/or Designee is final. 
 

ARTICLE IX – SCHEDULE 
This schedule for accepting cases and appeals, procedure, deliberation and decisions is regulated 
according to the weekdays the University is in session. When the University is on semester break 

and/or the summer meetings will be called when and if necessary. 
 

ARTICLE X – RECORDS 
The Appeals Board may authorize the use of a tape recorder and/or invite an additional party to 
attend the hearing to record the proceedings. The original record of the hearing shall be retained 

in a confidential file in the Office of the Vice President of Student Affairs for a period of seven years. 
Only the Vice President and/or designee shall have access to these records. All tapes used in 

appeals hearings will be destroyed after minutes have been completed for the file. 
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ARTICLE XI – CONFIDENTIALITY 
The proceedings of the appeals hearing as well as all written documents arising out of it are to be 

held in the strictest confidence. Any member violating this confidence is subject to dismissal from 
the Board by the appropriate Vice President and/or Designee. 

 

CODE OF PERSONAL CONDUCT 
 
The students, faculty and staff of the University of Saint Joseph are all members of an educational 

community founded in the Mercy tradition, which promotes strong ethical values, personal integrity 
and a sense of responsibility to the needs of society. Respect for individual difference is central to 
the University of Saint Joseph mission. To ensure the fulfillment of its mission, it is necessary that 

all members of the University community adopt standards that are consistent with the values of 
the University and that preserve a caring environment which encourages student development. 
 

The following standards provide the basis for the University’s Code of Personal Conduct: 

A. To uphold a high level of honesty and integrity; 
B. To have concern for the physical and emotional health and safety of members of the University 

community; 

C. To respect the property and authority of community members. 
 

This Code makes it possible for members of a diverse community to live, interact and learn together 
in a manner which will remain consistent with the ideals of the University and protect individual 
freedom. 

 
The maintenance of a harmonious community requires that behavior which interferes with the 

personal conduct standards be prevented. It is expected that students abide by these standards 
of behavior. Any student who fails to uphold these standards will be subject to review, which may 
result in sanctions being issued against the individual. In cases where local, state or federal law 

may apply, individuals may be subject to civil or criminal liability. Students must accept 
responsibility for the behavior of their guests as well. 
 

To list all the acts which might constitute unacceptable conduct is impossible. Following, please 

find examples of violations of the standards of behavior. Violations are not limited to this list. 
The University of Saint Joseph reserves the right to list other standards as part of the Code of 

Personal and Academic Conduct. Please refer to specific policies for further elaboration. 
 
A. Honesty and Integrity 

Examples of violations of this standard include, but are not limited to: 
1. Academic dishonesty, abuse of library materials and other unethical conduct as defined in 

the USJ Academic Integrity Policy; 
2. Intentional misrepresentation, forgery or falsification of University documents, records or 

I.D. cards. Knowingly furnishing false information to University officials; 

3. Misuse of computer resources; and 
4. Tampering with the election of any University organization. 

 
B. Concern for the Physical and Emotional Health and Safety of the Members of the 

University Community 

Examples of violations of this standard include, but are not limited to: 
1. Actual intended attempts to inflict physical harm or unwanted sexual attention on any 

member of the University community or on any person on University premises. This 
includes, but is not limited to, any behavior that victimizes individuals on the basis of race, 
ethnicity, religion, gender, sexual orientation, creed, national origin, ancestry, age or 
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disability. 
2. Possession, distribution, manufacture or use of alcoholic beverages except as expressly 

permitted by the law and University regulations. 
3. Possession, distribution, manufacture or use of illegal drugs as prescribed by University 

policy, state and federal law. 
4. Setting fires or tampering with or misusing campus fire alarms, firefighting or safety 

equipment. 

5. Illegal or unauthorized possession or use of explosives, firearms, incendiary devices, 
dangerous chemicals or other weapons. 

6. Threats, spoken or written, with intention to commit physical or emotional harm, directed 
toward any member of the University of Saint Joseph community or any other person on 
University premises or at University-sponsored events. This includes, but is not limited to, 

verbal slurs, invectives or epithets referring to an individual’s race, ethnicity, religion, 
gender, sexual orientation, creed, national origin, ancestry, age or disability, made with the 

purpose of injuring or attacking the person to whom the words or actions are directed and 
not made as part of a discussion or exchange of an idea, ideology or philosophy. 

7. Intentional obstruction or disruption of teaching, research, administration, Student Conduct 

proceedings or other University activities. 
8. Conduct that is disorderly, lewd or indecent; breach of peace. 

9. Stalking - defined as any behaviors or activities occurring on one or more occasion that 
collectively instill fear in the victim and/or threaten her /his safety, mental health, and/or 
physical health. Such behaviors or activities may include, but are not limited to non- 

consensual communications (face to face, telephone, e-mail) threatening or obscene 
gestures, surveillance, or showing up outside the victim’s classroom or workplace.  

10. Engaging in an activity or behavior that creates a threat or explicitly endangers the safety 
and well-being to oneself.  

11. Engaging in behaviors that disrupt the institution or interfere with the mission of the 

university including but not limited to behaviors that impede others from pursuing their 
academic endeavors. 

 
C. Respect for the Property and Authority of Others 

Examples of violations of this standard include, but are not limited to: 

1. Unauthorized possession of University property, or the unauthorized possession of the 
property of a member or guest of the community; 

2. Attempted or actual destruction, reckless damage, misuse or defacement of University 
property or the property of a member or guest of the community; 

3. Unauthorized entry into or use of University facilities as well as unauthorized possession, 

duplication, use or distribution of keys, access codes and swipe cards; 
4. Failure to comply with the directions of duly authorized University personnel (including 

Residential Life Coordinators, Resident Assistants and Public Safety) acting in performance 
of their duties; 

5. Failure to comply with the other University policies in the Student Handbook and other 

University publications including, but not limited to, the party policy and residence hall 
contract; and violation of federal, state or local law on University premises or at University- 

sponsored events. 
6. Students involved in any type of dispute may be mandated to attend a mediation session 

with an administrator.  
7. Prior to a no contact order being issued, mediation is required with an appropriate 

administrator. If there is an issue of safety, a no contact order will be issued immediately 

and if appropriate, a mediation session will be scheduled. 
 

Table of Contents 



Page 53 

 

 

Institutional Policies 
Academic Fraud 
Students are expected to conduct themselves at all times in such a way as to reflect respect for 
themselves and the University. Students found to have misrepresented themselves or other 

persons by altering a University of Saint Joseph academic record or producing a fraudulent 
document will be subject to the Student Conduct process at the University of Saint Joseph, as well 

as possible criminal action. 
 
Alcohol 

The student is expected to be aware of and observe the Connecticut State Law that prohibits the 
purchase or consumption of alcoholic beverages by a minor (persons under the age of 21). In 

addition, Connecticut State Law prohibits the sale of alcoholic beverages without a license. 
 

A. A student must be of legal drinking age to consume alcohol on campus. The consumption of 
alcohol is permitted only in the residence hall rooms of individuals of legal drinking age in the 
State of Connecticut which is 21 years of age. 

B. Any person who serves or otherwise supplies alcohol to someone underage is as much 
responsible as the underage individual who is drinking; both are accountable for their behavior. 

C. Alcohol will not be permitted at University sponsored student activities (exceptions can be made 
for Senior Week or Graduate Student activities if approved by Vice President of Student Affairs). 
The consumption of alcoholic beverages for events on campus must be approved by the Vice 

President of Student Affairs. 
D. The University does not permit transportation of alcoholic beverages in open or primary or 

secondary containers outside the designated areas. Therefore, the legal use of alcohol on 
campus is restricted to residence hall rooms (not hallways) and/or any other area designated 
by the Vice President of Student Affairs. Beer balls, kegs, and common containers used for 

alcohol such as punch bowls and trash barrels are not permitted on campus or at campus events 
unless cleared by the President and/or a Vice President. The promotion of alcohol in University 

publications or at University functions is prohibited. 
E. Students drinking illegally or illegally dispensing alcohol to others are subject to the Student 

Conduct process. 

F. Also review the “Drug and Alcohol Policy Relative to Faculty and Staff” located in the 
Student Handbook. 

 
PHYSICAL AND MEDICAL EFFECTS OF ALCOHOL AND DRUGS 
Alcohol is a drug that is absorbed into your bloodstream and transmitted to virtually all parts of 

your body. It is a depressant that causes a number of changes in behavior, though particular 
effects vary among individuals. Even one or two drinks will significantly affect your alertness, 

judgment, and physical coordination, making it dangerous for you to drive and participate in 
certain sports, and impairing your ability to make decisions about further drinking. Small to 
moderate amounts of alcohol increase aggressive behavior. Larger amounts cause physical effects 

such as staggering, slurred speech, double vision, sudden mood swings, and marked impairment 
of higher mental functions, severely altering your ability to learn and remember. Very high 

consumption, either long-term or in binges, can cause unconsciousness, respiratory arrest, and 
death. If combined with other depressants of the central nervous system, much smaller amounts 
of alcohol will cause the same effects. 

 
Heavy drinking may make you dependent on alcohol; sudden withdrawal may produce severe 

anxiety, tremors, hallucinations, and convulsions, and may even be life-threatening. Long-term 
heavy drinking increases your risk of developing liver and heart disease, circulatory problems, 

peptic ulcers, various forms of cancer, and irreversible brain damage. Women who drink alcohol 
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during pregnancy may give birth to infants with fetal alcohol syndrome, causing irreversible 
physical abnormalities and mental retardation. Children of alcoholic parents may suffer from a 

number of developmental and psychological problems, and are a greater risk of becoming 
alcoholics than are other children. 

 
For More information regarding health risks:  

http://www.ctclearinghouse.org/topics/customer-files/learn-about-alcohol-tobacco-and-other-drugs.pdf 
o Info Line - 211 

o Helpline Crisis Line – Hartford 524-1182 
o Al-Anon & Alateen, Hartford 860-244-0022 
o Alcoholics Anonymous Hartford 860-232-7837, 866-783-7712  

o Alcohol Abuse Action Addiction Helpline 860-547-1027 
o Alcohol 24 hr access Helpline & Counseling Center – 800-861-5731 
o Drug Abuse Action Addiction Helpline 860-282-2100 

o Drug & Alcohol 24 hr Able Helpline & Detox Rehab Hartford 800-322-9195 
o Cocaine Hotline 24 hr – Hartford 860-522-4636 
o Cocaine AA Abuse AAAA Access Helpline & Treatment – 800-827-6785 

o Cocaine Anonymous 24 hr Hartford– 860-522-4584 
o Alcohol and Drug Recovery Ctrs Inc (ADRC) Detoxification Center Hartford 860-714-3700 
o Saint Francis Hospital Alcohol & Drug Recovery Center 860-714-3701 

 

Bicycles 

A student with a bicycle on campus must assume full responsibility for it. Bikes many not be stored 
in any residence hall room. It is strongly recommended that every bicycle be locked at the Bicycle 
racks which are provided behind McDonough Hall and by Lynch Hall. A bicycle may not block doors, 

walks, stairs, halls, fire escapes or any other area where it may be considered a fire or other safety 
hazard. A bicycle stored in an unassigned area will be removed. 

 
Controlled Drugs 
The student is expected to be aware of and to observe the Connecticut and federal statutes 

concerning the illegal possession, distribution, sale, manufacture, prescription and/or 
administration of those drugs which contain “any quantity of a substance which has been 

designated as a depressant or stimulant drug pursuant to Federal Food and Drug laws, or which 
has been designated by the Public Health Council and Commissioner of Consumer Protection 
pursuant to Section 19-451 as having a stimulant, depressant, or hallucinogenic effect upon the, 

higher functions of the central nervous system and as having a tendency to promote abuse of 
psychological or physiological dependence or both. 

 
Controlled drugs are classifiable as amphetamine-type, cinogenic-type, morphine-type, and other 
stimulant and depressant drugs. Specifically excluded from controlled drugs are alcohol, nicotine 

and caffeine.” 
 

In situations involving drugs, the University may find it necessary to take action independent from 
or in cooperation with other appropriate authorities. A student involved in, charged with and/or 

convicted of possession, use or sale of drugs will be subject to the University’s policy on felonies. 
 
Damage 

Repair/replacement costs for damage to University property will be charged to the student(s) 
known to be involved. If the student(s) involved cannot be identified, the cost of repairs will be 

assessed to the appropriate campus group. In addition, each student is responsible for damage 
costs incurred by their guest(s). Students who cause damage or whose guest(s) cause damage 
will be subject to the Student Conduct process. 

Table of Contents 

http://www.ctclearinghouse.org/topics/customer-files/learn-about-alcohol-tobacco-and-other-drugs.pdf


Page 55 

 

 

Dating between an Employee and Student  
A romantic or sexual relationship, even if welcome, between an employee (faculty or staff) who 

may be in a position to exercise power or authority over the student or may be perceived as having 
such power or influence constitutes unprofessional and unethical conduct on the part of the 

employee and is strictly prohibited.   
 
Furthermore, a romantic or sexual relationship, even if welcome, between any employee and any 

student is strongly discouraged because such a relationship may be harmful to the interests of the 
student involved, unfair to other students and detrimental to the academic process. 

 
If a romantic or sexual relationship develops between any employee and a student, it is the 
responsibility and mandatory obligation of the employee to promptly disclose the existence of the 

relationship to the employee’s department senior manager.  The student may make the disclosure 
as well, but the burden of doing so is upon the employee.   

 
The department senior manager is required to inform the appropriate Vice President(s), relevant 
department senior manager(s), senior Human Resources administrator and others with a need-

to-know, generally including the employee’s direct supervisor.  Management may take all steps 
that it, in its discretion, deems appropriate, up to and including termination of the employee.   

 
Any person who believes that s/he has been adversely affected by such a relationship, 
notwithstanding its disclosure, is encouraged to make her/his views about the matter known to 

the Human Resources department or a department senior manager. 
 

Dogs on Campus 
There are significant health and safety hazards and nuisances created by unrestrained dogs on 
campus. Accordingly, the following guidelines shall be enforced: 

 
1. A dog (or other service animal as described by ADA standards) which has been individually 

trained to do work or perform tasks for the benefit of an individual with a disability is permitted 
in all areas of campus. 

2. Dogs shall not be brought on campus unless they are under the complete control of the owner 
and present no hazard to people. Its owner shall not regard the wearing of a muzzle by a dog 
as control. 

3. Dogs are not permitted in any campus building or on the main quad even though leashed except 
for guide dogs serving their owners. 

4. Dogs may not be brought onto the campus except when they are secured to a leash, cord, 
chain, or similar direct physical control of a maximum length of six (6) feet, the other end of 
which is retained by a person; or securely confined in a vehicle, cage or similar restrictive 
conveyance. 

5. Dogs may not be tethered on campus. 
6. Dogs must have a valid license and tags as evidence of current rabies vaccinations. 
7. Dogs may are not allowed on the outdoor track. 

 

Felonies 

Should any student be charged with or convicted of a felony, the University reserves the right to 
make a determination in each case as to the academic and resident status of the student. 

 
Good Samaritan Policy 
The health and safety of University of Saint Joseph students are a main concern for the institution.  

All students are expected to be concerned community members for themselves and active 
bystanders for others. There may be times when a student is in a situation under the influence of 

Table of Contents Table of Contents 



Page 56 

 

 

alcohol or drugs where medical attention is necessary. Students have an ethical responsibility by 
contacting a Residential Life or Public Safety staff member for immediate assistance. 

 
Students that request medical assistance on their own behalf or for another individual will not face 

disciplinary action due to this policy. Any student who contacts the above departments on their 
own behalf or for another student will also not receive any disciplinary action unless they are in 
violation of a major alcohol or drug policy. Under the Good Samaritan policy, the violation will be 

handled through an educational sanction instead of a disciplinary sanction. 
 

Harassment 
Physical attack, interference with a person’s customary or usual affairs, harassing phone calls, 
electronic and/or Internet communication, notes or other behavior which puts the person in fear 

for his/her safety, or causes the person to suffer actual physical injury or mental distress, is not 
tolerated. This includes, but is not limited to, any harassment, abuse or attack on the person’s 

race, religion, sex, creed, national origin, sexual orientation, gender identity, or physical or mental 
abilities. The University of Saint Joseph prohibits and does not tolerate: personal harassment, 
verbal abuse, the threat of action in a manner that inflicts physical harm, physical abuse, mental  

distress or injury to any person, actions that inflict physical harm, physical abuse, mental distress 
or injury to any person, sexual abuse and sexual harassment, non-physical or physical coercion, 

slanderous, false or malicious statement(s) about a person or defamation of character, 
endangerment of the health and safety of self and/or others. If you feel you are a victim of 
harassment, contact the Title IX Coordinators listed within the “Title IX” section of this handbook 

or via the University’s ethics line reporting at: 
https://secure.ethicspoint.com/domain/media/en/gui/33024/index.html. 

 
Hazing 
The University of Saint Joseph is unconditionally opposed to any activities sponsored by any 

organization, student athletic team or group of students that involves hazing of any member of the 
University of Saint Joseph community. 

 
A. Definition of Hazing 

Hazing is defined as any action taken or situation, on or off campus, which creates mental or 

physical discomfort, embarrassment, harassment, ridicule or possible mental or physical injury. 
Intoxication or agreement to participate is not acceptable excuse for someone’s behavior. For 

the purpose of this section, the term “member” includes individuals who participate in an 
organization’s activities even on a limited basis. Organization members who perpetrate, plan 
or witness (without reporting) a hazing incident or organization leaders that have prior 

knowledge or withhold information of an incident may be subject to the Student Conduct 
process. 

 
The following are examples of hazing but are not an inclusive list: Requesting and/or requiring 

any member, regardless of status within the organization, to (or attempt to): 
• perform calisthenics (i.e., pushups, sit-ups) and/or physical exercise 
• wear conspicuous apparel 

• engage in public stunts or jokes 
• participate in degrading or humiliating games and/or activities 

• wear or carry specific items (i.e., rocks, paddles, crates, bags) 
• throw things (i.e., water, paint, food) at any members 
• force any members to drink alcoholic beverages or use illegal substances 

• request or compel attendance at unannounced events and outings 
• require that personal errands be run 

• participate in pranks or other actions intended to harass any organization member, another 
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organization or any member of the Saint Joseph community 
• call any members degrading names that may cause embarrassment or ridicule 

• restrict or disrupt the sleep of any member at any time 
• not permit adequate time for studies during recruitment and initiation for new members 

• conduct lengthy work sessions 
• expect members to complete any directives from a member 
• demean any member 

• cause physical or psychological harm to any members 
• commit any violation of the Student Code of Conduct, federal, state or local law 

 
Hazing also includes any activities not consistent with student organization procedures, student 
athletic policies and/or University policies. 

 
B. How to Report a Hazing Incident 

A hazing incident should be reported to the Office of Public Safety. The Office of Public Safety, 
in conjunction with the Vice President of Student Affairs or designee, will investigate the 
incident. After the investigation is completed, any individuals and/or members of an 

organization or team involved in the incident may be referred to the Student Conduct process. 
 

Hoverboards 
The use of, possession of, and/or charging of batteries for any Hoverboard-type device on the 
University of Saint Joseph campus is prohibited.  This includes all self-balancing boards/scooters 

and other similar equipment that is motor or battery powered.  Students who have these devices 
and who cannot return them home immediately may leave them with the Office of Public Safety 

until it is convenient to remove them from campus. 
 
Indebtedness to the University 

Financial responsibilities must be resolved before grades and/or official transcripts are released or 
before the student registers for additional classes. These include any fines or fees. 

 
Internet Communications 
The University of Saint Joseph wants students to be aware that the Internet is considered a public 

forum and information posted there can be viewed by anyone. Caution should be used when 
posting any information on the Internet. 

 
The University encourages its students to become involved and connected to the community in as 
many ways as possible. The internet has provided additional ways for communication to occur. 

However, with these additional means of networking and communicating, community members 
must exercise care and diligence. They must also accept the added responsibility associated with 

the use of such means of communication. 
 

Communications on sites such as Facebook, Twitter, Instagram, Snapchat, and other social media 
websites or applications represent public and open communication. Communications on such sites 
are not specifically monitored by the University of Saint Joseph officials, but may be brought to 

the attention of officials when they are seen as possible violations of the Code of Personal Conduct 
as outlined in the Student Handbook and/or the postings materially and substantially disrupt the 

work and discipline of the institution. As with other public arenas, information found on Internet 
sites is acceptable as information in personal conduct meetings and other proceedings. The 
different types of information that can be used in conduct meetings may include, but is not limited 

to: wall postings, journal entries, blog postings, pictures, comments, text messages, emails and 
other openly public and accessible communications 
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Missing Student Policy 
Safety is a major concern for everyone on campus, and the University of Saint Joseph strives to 

provide an ideal environment for learning, working and living. The University has instituted the 
Missing Student Notification Policy to enhance the safety and security of our students.  

 
It is the policy of the University of Saint Joseph, to carefully investigate any report of a missing 
student who is enrolled and attending classes at the University. Missing student investigations will 

be completed through the cooperation of the Division of Student Affairs and the Department of Public 
Safety.   

 
This Policy applies to all University of Saint Joseph students, whether or not they reside in University 
student housing. 

1. A student will be deemed missing when the student is reported absent from University housing 
without any known reason.  

2. A student will be deemed missing when the student is reported absent from the University at 
any of its campuses or non-campus locations in a manner which is believed to be continual, 
uncharacteristic or suspicious.  

3. In the event of statements made by a student indicating self-harm or suicidal ideations, that 
student shall be deemed as missing if the student is not in the company of a University official 

or family member.  
4. Pursuant to 20 U.S.C. § 1092(j) and 34 C.F.R. § 668.46(h), it is required that any missing 

student report must be referred immediately to the University's Department of Public Safety at 

860-231-5222, 
a. Public Safety will investigate each report and make a determination whether the student 

is in fact missing in accordance with this policy. 
 

Students have the option to identify a confidential contact person or persons who will be notified 

within 24 hours in the event that a determination is made by the Public Safety Department that the 
student is missing. Confidential contact information will be kept separate from general emergency 

contact information. Only authorized campus officials and law enforcement officers in furtherance of 
a missing person investigation may have access to this information. 

 
If a missing student is under 18 years of age, and not an emancipated individual, the University will 
notify a custodial parent or guardian of the missing student no later than 24 hours after the 

determination by the Public Safety Department that the student is missing.  
 

The Public Safety Department will contact local police and other law enforcement agencies no later 
than 24 hours after the University receives a report that any student is missing. 
 

The Division of Student Affairs shall have the responsibility to make the provisions of this policy and 
the procedures available to students. 

 
Procedures 

Any report of a possible missing student, from whatever source, must immediately be directed to 
the Public Safety Department. When a student is reported missing the Public Safety Department 
will: 

A. Initiate an investigation to determine the exigency of the missing person report; 
B. Advise and Inform the Residential Life Coordinator (if the student resides on campus); 

C. Inform the Vice President of Student Affairs; 
D. Inform the Senior Vice President for Finance and Strategy and the President; 
E. Make a determination as to the status of the missing student; 
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F. Notify local police or other appropriate law enforcement agencies within 24 hours after the 
University receives a report that the student is missing; 

G. The Senior Vice President for Finance and Strategy will contact the Director of Marketing and 
Communications. 

 
Upon notification by the Public Safety Department of the likelihood that a student is missing, the 
Division of Student Affairs will: 

A. Notify the person(s) identified by the missing student as the confidential contact within 24 
hours of making the determination that the student is missing; 

B. If the missing student is under the age of 18, and not an emancipated individual, notify the 
student’s custodial parent or guardian as contained in the records of the University within 24 
hours of the determination that the student is missing; 

C. Coordinate responses and actions of Health Services and Counseling Services; 
D. Inform other University departments, such as the school in which the student is enrolled; 

E. Initiate whatever other action is deemed appropriate under the circumstances to be in the 
best interest of the missing student. 
 

Student Contact Information: 

In addition to having the option to identify a “confidential contact person” as provided in this policy, 
all students will provide contact information upon enrollment as well as the student’s emergency 

contact as stated on the student’s housing application. 
  
When students are instructed about their option to identify a confidential contact, it must be made 

clear that the information will be shared with the Division of Student Affairs. Only authorized campus 
officials and law enforcement officers in furtherance of a missing person investigation may have 

access to this information. 
 
Student Notification of This Policy: 

A. Included on USJ Student Affairs and Public Safety web pages and on the Student Handbook 
website. 

B. Included in student and parent enrollment communications. 
C. Discussed during orientation, week of welcome and mandatory Residential Life meetings. 
D. Included in the Annual Campus Security and Fire Safety Report. 

  
Public Safety Investigative Procedures 

During the initial stages of a missing student investigation, the Public Safety Department will attempt 
to obtain the following information as completely as possible: 

1. Attempt to have direct contact with the student to ascertain if they are in fact missing; 
2. Obtain a recent color photograph of the student; 
3. Obtain the student's full name, Date of Birth, USJ ID Number; 

a. Ascertain last time ID access card was used and where; 
b. Obtain video of card access use; 

4. Review any Public Safety case reports involving the student which could include; 
a. Domestic Violence issues; 
b. Dating Violence issues; 

c. Stalking complaints; 
d. Mental Health issues; 

5. Obtain clothing description; 
6. Develop a time frame from when the student was last seen until the report was made; 
7. Obtain home address (apartment number if it applies); 

8. Obtain cell and home phone number; 
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9. Obtain email address; 
10.Check social media usernames (especially for children and teens); 

11.Obtain work address and phone number; 
12.Check vehicle information (make, model, color, body type, parking registration, license plates, 

a. Condition of vehicle (i.e. was it recently worked on? They may have broken down 
somewhere); 

 

Public Safety – Student Affairs Contact Information 
 

Public Safety – Emergencies (860) 231-5222  5222 from campus phone 

Public Safety - Routine Line       (860) 231-6766 6766 from campus phone 

Public Safety - Investigations (Text or Call)  (860) 965-2340  

Public Safety - Anonymous Tip Line     (860) 231-5742 5742 from campus phone 

Resident Assistants (duty phone) (860) 944-8989  

Vice President of Student Affairs  (860) 231-5737 5737 from campus phone 

Director of Residential Life  (860) 231-5214 5214 from campus phone 

Director of Public Safety   (860) 231-5396 5396 from campus phone 

Director of Marketing and Communications (860) 231-5297 5297 from campus phone 

 
REFERENCE: Missing Student Notification Policy Disclosure Citation 34 CFR 668.46(b)(14); New York University; 
National Center for Missing and Exploited Children. 
 

Non-Compliance 
Students are required to comply with reasonable directions and requests made by the University 

of Saint Joseph officials within five working days. Such directions and requests may include, but 
are not limited to, the request to make an appointment, the request to vacate the residence halls, 

the request to show University ID or the request to fulfill disciplinary sanctions. Student Conduct 
hearings will be held for students who are deemed non-compliant. 
 

Postings 
All materials to be posted must be approved and stamped by the Student Affairs Office (2nd floor 

McGovern Hall). If materials are not stamped, they will be removed.  Appropriate bulletin boards 
and stairwell must be used to post your noticed and announcements. Postings containing any false 
information, inappropriate language, or material that is otherwise inconsistent with the mission 

and core values of the University of Saint Joseph will not be approved. The Vice President of 
Student Affairs reserves the right to deny approval of any publicity material deemed inappropriate. 

 
Any posting must adhere to the following: 
 Please make sure all spelling and information is correct. 

 Do not post flyers on glass windows or doors. 
 Duct tape is not permitted. Use masking tape or scotch tape. 

 Remove postings within 24 hours after the event or meeting has taken place. 
 

Postings for off-campus groups or individuals 

 Internship-related postings are handled through the Career Development office. 

 Off-campus organizations advertising lectures or workshops must receive prior approval 
through Student Affairs. 
 

Locations for events must be booked through the Office of Campus Events prior to advertising. If 

proper event planning procedures have not been followed, flyers for such events will not be 
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approved. Please see the Office of Student Activities and Orientation Programs for information on 

planning events. For additional detailed information please see the “Student Club/Organization 

Manual”. 

 
Publications of Photographs & Videos 

The Office of Marketing and Communications shares authentic photographs and other visual images 
with prospective students and the general community. As a regular practice, the Office of Marketing 

and Communication will use photos or video taken at campus events for both digital and print 
marketing materials.  
 

Upon a student’s admission, the University has the right to include all students in photographs and 
electronic publications unless otherwise explicitly stated. Any student who does not wish to appear 

in any photos or video used for these purposes must notify the Office of Marketing and 
Communications (marketing@usj.edu) in writing, immediately upon matriculation. 
 

Sexual Assault/Sexual Harassment Policy (see TITLE IX) 
 

Smoke-Free Workplace Policy 
Effective June 1, 2016, all University locations will be smoke-free/tobacco-free environments. 
Smoking or the use of smokeless tobacco products, e-cigarettes, and unregulated tobacco products 

will not be permitted on or within any property, building, or space occupied by the University of 
Saint Joseph, including personal vehicles on University property. This policy applies to all individuals 

on University property, including but not limited to: students, employees, contractors, 
subcontractors, volunteers, visitors, and members of the public. 
 

Definitions 
Smoking: Inhaling, exhaling, burning, carrying, or possessing any lighted tobacco product, 

including cigarettes, cigars, pipe tobacco, or any other lit tobacco products. 
 

Tobacco Products: All forms of tobacco, including but not limited to cigarettes, cigarillos, cigars, 
shisha, pipes, herbal cigarettes, water pipes (hookahs), electronic cigarettes (vaporizers), electronic 
hookahs, and all forms of smokeless tobacco.  

 
Exceptions 

This ban does not extend to the use of nicotine products (e.g., nicotine gum, transdermal patches) 
used for the purpose of cessation, as long as such products do not impact others or the environment. 
 

For educational purposes, research involving tobacco or tobacco products may be approved as an 
exception to this policy. To ensure the health and safety of any participants, permission must be 

granted by the Institutional Review Board and Health Services prior to conducting any research. 
Theatrical performances that require smoking to keep the integrity of the production may be 
permitted, as long as non-nicotine containing products are used. Permission for such usage must be 

granted by the Director of the Autorino Center and the Director of Public Safety, as well as the Vice 
President of Student Affairs for USJ student performances. 

 
Enforcement in Regards to Smoke-Free Workplace 
The responsibility for the enforcement and communication of this policy rests with all members of 

the University community. Signage will be placed in appropriate designated, visible areas. This policy 
applies equally to students, employees, and visitors. Those who violate the policy may be subject to 

the Student Conduct process. (Note: This section deals only with legal products that are in violation 
of the University’s Smoke-Free/Tobacco-Free policy. Sanctions for the use of illegal/controlled 
substances, such as marijuana, are defined in the Student and Employee Handbooks.) 
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Supervisors and managers on campus are responsible for leading by example and respectfully 
communicating the policy to employees, students, volunteers, and visitors. Employees, students, 

volunteers, and visitors who observe individuals using tobacco products on University controlled 
property are encouraged and empowered to respectfully explain that its use is prohibited at USJ and 

report the individual to Public Safety, Human Resources, or the Vice President of Student Affairs. 
 
All University of Saint Joseph students, employees, contractors, subcontractors, volunteers, visitors, 

and members of the public are required to adhere to this policy. Violations will be handled as follows: 
 

Violations by students and/or their guests should be brought to the attention of the office of the Vice 
President of Student Affairs, which will take appropriate educational or student conduct action. 
Possible sanctions for violations of the Smoke-Free/Tobacco-Free policy are as follows: 

 
1st Violation: Warning 

2nd Violation: Letter of Reprimand, $50 fine 
3rd Violation: Letter of Reprimand, $100 fine 
4th Violation: 1 year Disciplinary Probation, $150 fine 

5th Violation: 1 year Disciplinary Probation, $200 fine, possible removal from University Housing 
 

Violations by employees should be brought to the attention of the employee’s supervisor or the 
Office of Human Resources, which will take appropriate action as necessary, consistent with the 
University’s Corrective Action & Progressive Discipline policy. 

 
Violations by visitors/guests of the University, including vendors and contractors, should be brought 

to the attention of the hosting department/organization or Public Safety. The hosting 
department/organization and Public Safety reserve the right to ask the visitor/guest to leave campus 
immediately. 
 

CESSATION ASSISTANCE 

The University of Saint Joseph is committed to supporting all employees and students who wish to 

stop using tobacco or nicotine products. Assistance for faculty and staff to overcome tobacco or 
nicotine addiction is available through the University’s medical plan or the resources listed below. 

Student assistance is available through the Health Services Office, located in the Little Red House. 
 

Connecticut Quit Line 

1.800.784-8669 

www.quitnow.net/connecticut 
 

EX—a new way to think about quitting smoking 
www.becomeanex.org 
 

Be Tobacco Free 
betobaccofree.hhs.gov 
 

Quit Tobacco 
www.ucanquit2.org 
 

USJ Employee Health Provider—Connecticare 

1.800.390.3522 

QuitCare Smoking Cessation Program 
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Massachusetts Smokers’ Helpline 

1.800.QUIT.NOW (1.800.784.8669) 

http://makesmokinghistory.org/ 
 

ADDITIONAL INFORMATION 

Students seeking additional information should contact the Vice President of Student Affairs at 
860.231.5737. 
 

Solicitation/Fundraising 
No employee student, student club/organization or employee organization may serve as the agent 

or representative of any off-campus organization or agency for the purpose of soliciting, selling or 
promoting the activities, or sale of goods or services on the University of Saint Joseph, The Gengras 
Center or The School for Young Children campus, unless approval is given by the Vice President of 

Student Affairs or the Vice President of Finance and Strategy. Individuals and organizations that 
are not part of the University community are not permitted to sell, solicit or promote the sale of 

goods and/or services unless on behalf of a student organization or agency of the University. 
 
Theft 

Should any student be involved in, charged with or convicted of theft, the University reserves the 
right to make a determination in each case as to the academic and resident status of the student. 

In a given situation involving theft, the University may find itself obligated to apprise the 
appropriate authorities. Any student may call Public Safety or an RA to report a theft and file an 
incident report if a theft occurs. The University does not reimburse for items stolen. 

 
Weapons 

Possession, storage, or control of firearms and weapons on University property is prohibited, 
including storing of weapons in vehicles on campus as well as in the residence halls. The only 
exception is for authorized law-enforcement officials. Fire arms are defined as any gun, rifle, pistol, 

or handgun designed to fire bullets, BBs, pellets, or shots (including paint balls), regardless of the 
propellant used. Other weapons are defined as any instrument of combat or any object not 

designed as an instrument of combat but carried for the purpose of inflicting or threatening bodily 
injury. Examples include but are not limited to knives with fixed blades or pocket knives, razors, 
metal knuckles, blackjacks, hatchets, bows and arrows, nunchaku, swords, mace, pepper spray, 

tasers, fireworks, or any explosive or incendiary device. Possession of realistic replicas of weapons 
on campus is prohibited. Students who store weapons in residence halls rooms, who brandish 

weapons, or who use weapons in a reckless manner may face the Student Conduct process, which 
may include suspension or dismissal from the University. 
 

All students, faculty, and staff who have knowledge of weapons on campus must report 
that knowledge immediately to the Director of Public Safety or an on-duty Public Safety 

Officer at 860.231.5222. 
 
Weather-Related Closings Information 

The University of Saint Joseph intends to maintain its regularly scheduled classes, avoiding school 
closings due to inclement weather whenever possible. A delayed opening is preferable to closing 

for an entire day. Occasionally, when bad weather conditions develop during the day, a decision 
may be made to close the University early and/or to cancel scheduled afternoon or evening 

programs. In deciding whether to close or delay opening, several factors are considered: the 
character of the storm (onset time, intensity, and duration); the condition of travel routes to the 
University; and the condition of campus roads and walkways. 
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In case of inclement weather or other problems necessitating a change in the University's 
operational status, check 860.232.4571 after 6:00 a.m. or visit www.usj.edu for details. An e- mail 

will be sent to all USJ e-mail accounts and a text message sent to subscribers of our free emergency 
alert system, USJAlert. Please do not call the Department of Public Safety or other campus offices 

for this information. 
 

In addition, the announcement will also be reported on the following radio stations: 
 

WLAD-AM 800  WTIC-FM 96.5 

WTIC-AM 1080  WPLR-FM 99.1 

WDCR-AM 1360  WRCH-FM 100.5 

WZMX-FM 93.7  WDRC-FM 102.9 

The announcement will also be reported on the following television stations: 

WFSB (CBS) Channel 3  WVIT (NBC) Channel 30 

WTNH (ABC) Channel 8  WTIC (FOX) Channel 61 

 

Please note that radio and television media offer a limited menu of display message options. For 
the most up-to-date and accurate information, call 860.232.4571 or visit www.usj.edu. 

 

EMERGENCY PROCEDURES AND INFORMATION 
All students need to be aware of what to do in emergency situations. Any situation in which life, 
physical well-being or property is in jeopardy constitutes an emergency. In such a situation, first 

render assistance where practical and the second step is to get help. Emergencies might require 
the response of medical, law enforcement or firefighting professionals. If there is a question about 

the need for help, it is advisable to call. 
 
The best source for help is through Public Safety. When calling the Public Safety emergency line 

at 860.231.5222, an officer will respond directly, securing any necessary assistance such as the 
Police Department, Fire Department or ambulance service. It is best to allow the Public Safety 

Officer to coordinate the response to emergencies. Should the Public Safety Officer not be available 
by phone; you should call the police or an ambulance directly, and then notify Public Safety. In 
case of a fire, call the Fire Department directly and then notify the Public Safety Officers.  

 
Remember: You must first dial 9 from a campus phone, so 9+911 would need to be dialed 

for local emergency assistance. 
 
When calling the Public Safety Emergency Line, the hand-held radiophone has a two-minute talking 

capacity. Therefore, please speak clearly, concisely and provide a telephone number where you 
can be reached. Also, since you are speaking on a two-way radio, only one person can speak at a 

time.  Remember to state name, give your location and give a description of the emergency 
situation. 

 
Emergency Call Boxes (BLUE LIGHTS) 
There are several emergency call boxes located on the grounds of the campus 

that will put you in direct contact with Public Safety. When activated, these 
phones will automatically call Public Safety, announce your location and set off 

the blue strobe light. The emergency call boxes should be used whenever you 
need to contact Public Safety or to summon additional help such as police, fire 
or ambulance. These lights are to only be used to summon help for an active 

emergency situation. 
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Reporting of Emergencies 
In an all emergency situations, your first call should be to Public Safety at 860.231.5222. Public 
Safety will summon the appropriate emergency services. When you call Public Safety during an 
emergency, you must state YOUR NAME, LOCATION and CIRCUMSTANCES 

 
If the emergency is occurring in a residence hall, contact your RA, the RA on-Duty and/or the RLC 

on Call. 
 
LOCATION OF EMERGENCY 911 TELEPHONES (Town of West Hartford Notification) 

 McDonough Hall – 1st, 2nd and 3rd floor (two on each floor) 
 Madonna Hall - Southwest door near Assumption parking lot 

 Assumption Hall - Southwest door near Rosary Hall at roadside 
 Mercy Hall - Entrance door near Crystal Room 
 Rosary Hall – 1st floor near door (one inside) 

 
For a false alarm/call, you or your residence hall will be fined $500.00.You or your hall 

will be responsible for guest behavior. Excuses will not be accepted. Please notify Public 
Safety if you notice anyone tampering with these emergency telephones or if you find 
them in need of repair. 

 
Fire and Other Evacuation Procedures: 

Do: 

 Activate nearest fire alarm. 
 Keep room doors unlocked. 

 Always close the door behind you before exiting. 
 Walk quickly to the nearest accessible exit.  Leave the building. 

 Move away from the building to assigned area. 
 Report missing persons (roommates, floor mates) immediately to Public Safety or Residence 

Hall Staff. 

 Remember R.A.C.E. – Remove yourself. Activate the Alarm. Confine the fire (close the doors 
where the fire is located). Extinguish only small fires, when in doubt just leave the area. 

Do Not: 

 Try to fight a fire. 
 Use any electrically related equipment including elevators. 
 Return to the building until instructed to do so. 

 
In case of fire immediately outside the room you are occupying: 

Do: 
 Leave the door shut. 
 Feel the door and, if it is hot or seeping smoke, block door cracks. 

 Open windows a crack at the top and at the bottom. 
 Hang a sheet or other visible object from the window of the room to signal rescuers. 

 Lay face down on the floor to minimize smoke inhalation. 
Do Not: 
 Jump unless there is no alternative. 

 
Fire Precautions Do: 

 Locate fire alarm pull station nearest your room. 
 Know emergency phone numbers. 

 Keep exit doors, hall doors and stairwell doors closed and free from any posting or 
obstructions. 

 Know alternate escape routes from your room. 
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 Use only fire retardant materials and equipment and UL approved appliances.  
 Comply with proper usage of potentially hazardous items. 

 Realize that emergency lighting is designed for this purpose only and not for long-term use. 
 Place telephones and wires on floor close to wall. 

 Observe all other emergency considerations. 
Do Not: 

 Tamper with fire alarms or fire extinguishers. 
 Block hallways, stairs, stairwells, room doors or any other areas leading to exits. 

 Store items in stairwells, under stairs or in corridors. 
 Fight an electrical fire with a water or soda acid extinguisher. 

 Overload electrical circuits. 
 Leave microwave ovens unattended in the kitchen areas. 
 Smoke in buildings. 

 Dispose of cigarette materials in trash containers; use metal receptacles that are provided. 
 

Maintenance Emergency 
For a maintenance emergency during non-business hours, call Public Safety at 860.231.5222. 

 
Power Outage Phones 

If a power failure occurs on campus, our telephone system will remain in operation for eight hours 
allowing normal use of campus phones. However, after eight hours without power, the telephone 

system will become inoperable.  If this occurs, beige phones located in the following areas would 

become operable, allowing us to receive and place calls until power is restored. These phones will 
not have a dial tone unless the above situation occurs. 

 

Campus Buildings: 
 

 

McGovern Hall, Public Safety, 1st floor 860.232.4574 
Mercy Hall, 1st floor, President’s Office 860.523.7849 

  
Residence Halls:  
Assumption Hall, lounge 860.232.4577 

Madonna Hall, lounge 860.232.4576 

McAuley Hall, 1st floor 860.236.8625 
Rosary Hall, lower level 860.236.3226 
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RESIDENTIAL LIFE POLICIES 
**Resident students are required to abide by all polices within the student handbook in 
addition to the following policies specific to the residence halls.** 

 

Alcohol 
The University of Saint Joseph strives to educate students about the effects and the prevention of 

alcohol abuse. Students are expected to be aware of and observe the Connecticut State Law 
regarding the purchase or consumption of alcoholic beverages. In addition Connecticut State Law 

prohibits the sale of alcoholic beverages without a liquor license. Students will need to review the 
Alcohol policy in the “Institutional Policies” section of the Student Handbook. 
 

The following are definitions of some key terms as well as guidelines related to the University of 
Saint Joseph alcohol policy: 

 Legal Age: Connecticut State Law states that only individuals that are 21 years of age or 
older may purchase, posses, or consume alcohol. 

 Underage: Individuals under 21 years of age may neither purchase, posses, nor consume 

alcohol. 
 Supplying: The purchasing or providing alcohol to other individuals. 

 Open container: Any alcoholic beverage out of the original container or having a broken 
seal in the original container. 

 

The University of Saint Joseph Alcohol Policy: 
In accordance with the State of Connecticut: 

 It is illegal for anyone under 21 to misrepresent his or her age and/or use false identification 
for the purpose of obtaining alcohol. 

 A room in which both of its residents are younger than the legal drinking age of 21 years is 

considered a dry room. Alcohol or alcoholic paraphernalia, such as bottles, shot glasses, 
funnels and posters, are not permitted in a dry room at any time. 

 A student’s guest may consume alcohol in a residence hall room only if the guest and the 
resident are of legal drinking age or older.  The student will be responsible for the behavior of 

the guest. There must not be an unreasonable amount of noise. 
 In the event of an RA or University official investigating a University policy violation where 

alcohol is present, regardless of the occupant’s age, the RA or University official has the right 

to request all alcohol be disposed of within the room/suite. 
 No resident or guest(s) should be noticeably intoxicated or under any other such influence in 

public spaces within the residence halls or on campus. Consumption of alcohol to the point of 
intoxication regardless of age is prohibited. 

 The kitchen/living room area of North and South Halls are considered common space. 

Students are allowed to consume alcoholic beverages in the common area (adhering to the 
Connecticut State Liquor Law). 

 Any host providing alcoholic beverages must provide appropriate quantities of food and non-
alcoholic beverages for guests. 

 No open containers of alcohol are permitted in public areas of the residence halls; this includes 

hallways, lounges, bathrooms and outside areas. 
 The legal use of alcohol on campus is restricted to rooms in the residence halls and North and 

South Halls living areas. 
 Irresponsible distribution of alcohol is not allowed in the residence halls. This includes but is 

not limited to funnels, shot parties, beer pong, chugging contests, or other drinking games. 

 Common source alcohol distribution will result in immediate expulsion from on-campus 
residence and/or the University. 

 Collections and/or displays of alcohol containers (empty or full) are prohibited in the 
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residence halls regardless of being under or over the legal drinking age. 
 

Alcohol Limits 
Students who are 21 years old and above will be allowed to possess alcohol on campus, following 

these terms: one liter of 80-proof liquor OR twelve, 12oz cans of 5% beer or malt beverages, OR 
one 750ml of wine.  For example, in a double room, (where the two (2) residents are both 21 
years or older) the maximum quantity of alcohol allowed is two (2) one liter bottles of 80-proof 

liquor OR 24 12oz. cans of 5% beer or malt beverage, OR two (2) 750ml of wine in the room at 
one time.  Students must exercise responsible behavior when consuming alcohol. 

 
For More information regarding health risks:  
http://www.ctclearinghouse.org/topics/customer-files/learn-about-alcohol-tobacco-and-other-drugs.pdf 
o Info Line - 211 

o Helpline Crisis Line – Hartford 524-1182 

o Al-Anon & Alateen, Hartford 860-244-0022 

o Alcoholics Anonymous Hartford 860-232-7837, 866-783-7712  

o Alcohol Abuse Action Addiction Helpline 860-547-1027 

o Alcohol 24 hr access Helpline & Counseling Center – 800-861-5731 

o Drug Abuse Action Addiction Helpline 860-282-2100 

o Drug & Alcohol 24 hr Able Helpline & Detox Rehab Hartford 800-322-9195 

o Cocaine Hotline 24 hr – Hartford 860-522-4636 

o Cocaine AA Abuse AAAA Access Helpline & Treatment – 800-827-6785 

o Cocaine Anonymous 24 hr Hartford– 860-522-4584 

o Alcohol and Drug Recovery Ctrs Inc (ADRC) Detoxification Center Hartford 860-714-3700 

o Saint Francis Hospital Alcohol & Drug Recovery Center 860-714-3701 

 

Babysitting 

Babysitting children in the residence halls or McGovern lounge is prohibited. Students employed 
by local residents as a child care provider must provide these services off-campus. 
 

Damage to University Property 
The University holds each student responsible for damage to University property beyond normal 

usage. Residents will be charged for excessive damage done to walls, ceilings, floors, doors and 
windows or University furniture. If two students occupy a room in which damage occurs, each 
individual is liable for an equal amount of the damages unless responsibility is voluntarily assumed 

by one of the occupants. Students will be fined $200.00 for any damage that requires a room to 
be painted. If a student is unable to properly clean a $50.00 fine may be charged to an individual 

student found to be responsible (when specialized cleaning is required for blood or other bodily 
fluids). This applies to public, common and personal space in the residence halls. If the source 
student is unidentifiable community billing will occur. 

 
Decorating of Residence Hall Rooms 

Residents may decorate their rooms although there are the following exceptions: 
 No wall hangings, tapestries, flags or fabric are permitted over plugs, lights, ceilings or 

doorways. 

 Electrical sockets may not be overloaded. 
 Room doors may not be covered. 

 Products that leave adhesive damage or stains to paint, ceilings, walls, floors, doors, windows 
or University furniture may not be used. 

 Items may not be hung, displayed or thrown from the residence hall windows. 

 
Door Access 

For security reasons, exterior doors on each residence hall are equipped with a door access card 
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system. ( A resident student will only gain access to the residence hall they reside in by using 
their USJ student ID card.) Unless instructed otherwise by University personnel, a student is 

never permitted to duplicate or lend the student’s room key or access card to anyone.  
In addition, a student should never prop a door or place an obstructing object in a residence hall 

door that will cause it to remain ajar. 
 
Any student who copies or lends key or a USJ ID card to a non-resident, props a door or admits 

an unauthorized guest, tamper with emergency exit only doors will be subject to the Student 
Conduct process as determined by the Director of Residential Life. The fee for a lost room key is 

$50.00. The fee for a lost USJ ID card is $20.00. There is one designated entrance and exit for 
each of the halls. 
 

Residents are urged to keep room doors locked. Doors leading to the stairwells are fire 
doors and must be kept closed at all times. 

 
Entrance into a residence hall is only permitted though the door with an assigned ID card. Entrance 
through a residence hall window is prohibited. Students or guests found violating this policy may 

be held accountability for trespassing/breaking and entering. 
 

Drugs 
See Drug Free Schools Act in “Federal Guidelines and Policies” and Controlled Drugs in 
“Intuitional Policies” 

 
Duty Schedule 

There is an RA on duty 4:30 p.m. – 8:30 a.m. every day to assist residents. They can be reached 
by calling the RA cell phone, 860.944.8989. In emergency situations, RAs will contact Residential 
Life Coordinator for assistance. 

 
Fire Precautions and Procedures for Residence Halls 

Whenever a fire alarm sounds, each resident and the resident guest(s) are to assemble on the 
quad at least 100 feet from residence halls. Failure or refusal to respond to a fire alarm is 
considered a serious offense and the Director of Residential Life and/or the Vice President of 

Student Affairs may revoke the student’s residence or issue another sanction, as necessary. Any 
student who pulls a false alarm shall be fined $500.00 and the student’s residency may be revoked 

(also see “Emergency Procedures and Information”). 

 
Smoke alarms in the hallways and rooms are extremely sensitive to any/all types of smoke, 

including cigarette smoke. Any student who intentionally triggers a smoke alarm will be subject 
to fines or go through the Student Conduct Process. 

 
If shelter should be required, the Residential Life Coordinator or Resident Assistant will notify the 
student of a temporary living assignment. 

 
Food/Block Meal Plan 
The housing contract provides the student with the option of a 150, 225 or 285 block meal plan. 

First year student and sophomores are required to have the 285 block meal plan. Juniors and 
seniors may choose the 150, 225 or 285 block meal plan. All residents are required to participate 
in a University meal plan. Meal plan changes must be put in writing on or before August 1 for fall 

and December 1 for spring.  Students needing meal plan accommodations and/or exemptions for 
documented medical purposes must contact the Accessibility Services Coordinator at 

860.231.5481.   
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Furniture 
The University provides the following in each student’s room: 

 Bed 
 Mattress and mattress pad 

 Desk 
 Chair 
 Dresser 

 Window shades 
 

All furniture within the room must stay in the room at all times and should not be removed. The 
following items are prohibited: bunking beds, bunking desks and lofting beds. Any student 
who fails to comply with the above regulations shall be in violation of the student’s Residence Hall 

Contract and subject to the terms thereof. Furniture provided by the University cannot be removed 
from a student’s room, a public or common space. 

 

Guest and Visitor Policies 
 
Guest: An individual who is not a current USJ residential student or current USJ commuter student.  
Guests are not allowed into any of the residence halls during the first week of the Fall semester.  

Starting the Monday after the first week of classes, the guest policy goes into effect.  
 

Visitor: An undergraduate USJ student entering a residence hall that she does not reside in or a 
current USJ undergraduate commuter student.  In order for Residential Life and Public Safety staff 
to identify you appropriately, a visitor must carry their current USJ ID at all times. 

 
Guest/Visitor Policy Hours:   

  9:00 a.m. until 11:30 p.m. Sunday through Thursday 
  9:30 a.m. until 1:30 a.m. Friday and Saturday 
 

In order for a resident to have a guest or visitor in their room, the resident must have the approval 
from their roommate/suitemates prior to the guest/visitor arrival.  The student host shall be 

considerate of other residents when entertaining guests/visitors. Failure on the resident student’s 
behalf to properly follow these procedures will result in disciplinary action and additional action can 
be taken against the guest/visitor by the University.  Below is the procedure that hosts/guests must 

follow when signing in: 
 

Guest Sign In Procedure 
1. All guests are to be met outside the residence hall and are to be signed into the Guest Book by 

their host upon entrance of the building.  Guest books are located by the main entrance doors 

(there is one Guest Book per residence hall). 
2. The Guest Book must be completely filled out by the host.   

3. Guests must have a valid photo ID with them at all times.  A valid photo ID is defined as a driver’s 
license, state ID card, passport, military ID or permanent resident alien card.  Guests without 
proper ID on their person are not permitted into the residence halls. 

4. Guests must be escorted in the residence hall by their host at all times.  
5. All guests are expected to leave and sign out of the Guest Book by the end of guest/visitor policy 

hours. 
 

After-Hours Guest/Visitor 

All after-hours guests/visitors must follow the guest policy hours and sign in procedure above in 
addition to the policies below:  
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 Residents hosting an after-hours guest must fill out an After-Hours Guest Slip and have their 
roommate/suitemates sign the slip prior to their after-hours guest/visitor arrival.  The completed 

slip must be submitted in the Guest Book of the building the host resides in by 9:30 p.m. on the 
evening of the guest/visitor arrival 

 The after-hours guest/visitor is required to carry with him/her the copy of the After-Hours 
Guest Slip at all times and must present it upon request. 

 After-hours visitors with a vehicle on campus must register the vehicle with the Department of 

Public Safety. 
 All after-hours guests/visitors must be over the age of sixteen. 

 Each resident may have only one after-hours guest each evening. 
 Visitors may spend the night in a student’s room, but must be signed into the Guest Book as an 

after-hours guest and complete the After-Hours Guest Slip. Current resident students do not 

need to complete the guest slip if they are not staying in their room during the evening.  
 All guests and visitors are only allowed to stay after-hours in the residence halls a total of 7 times 

per month (no matter who they are signed in by) and they may not stay more than 3 consecutive 
nights in a month. 
 

After-hours Guests/Visitors for North and South Halls Residents only: 
Male and female guests are allowed after-hours during the entire week.  The student host is required 

to abide by all of the After-Hours Guest/Visitor rules above.  This is a privilege only for upper-class 
students residing in the suite-style residence halls.  Failure to abide by the guest and visitor policies 
may result in revoking this policy and disciplinary action. 

 
Hallways/Stairwells 

In compliance with fire regulations, hallways must be kept clear of personal or University property. 
Articles left in hallways are subject to confiscation, including bicycles. Students are not allowed to 
place obstructions of any kind in the hallways of residence halls. Hallway lighting may be adjusted 

according to energy conservation requirements within the limits of safety. 
 

Items prohibited in students’ rooms: 
Air conditioners (medical documentation required) Hot Plates (including George Foreman Grills) 

 All candles - even decorative unburned candles Extension cords 

 Electric coffee makers (Keurig’s© are allowed)  Plug in Air Fresheners 

 Irons (may be used in laundry rooms only)  Weapons 

 Common sources of alcohol  Incense, potpourri burners, Fireworks 

 Immersion cup heaters, hot pots  Halogen lamp 

 Toaster Live holiday greens and Christmas lights without 

UL approval 

 Microwave ovens  Hover boards 

 Sternos  Space Heaters 

 Kerosene lamps  Other burning/heating equipment or other 

potential fire hazards 

 

Prohibited items may not be stored in any student room. Appliances for cooking may be stored 

in any kitchen area only. 

 

Health & Safety Inspections 
Each month, the Residential Life staff in each building will be inspecting each room and private 

bathroom to identify and address any health, safety, sanitation, and maintenance issues that may 
be present.  There are several reasons for the health and safety room inspection program: 
 To encourage students to become engaged in maintaining the condition of their living 

environments, to assist students in learning how to maintain a clean and safe environment in 
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their room, and promote a better understanding of the expectations the university has for 
students living on campus; 

 To assist in the prevention of rodent and pest infestations, damage problems and other issues 
that impact the health and safety, as well as the quality of life for all students living in the 

residence halls; and 
 To assist us in properly maintaining the condition of our residence halls. 

 

Each Resident Assistant will be providing additional information about the inspection process and 
provide residents with a check list of things they should do to prepare for the room inspection. In 

addition, each RA will be holding floor/community meetings in advance of the inspection to answer 
questions and communicate information about the health and safety inspection program. 
 

Residential Life understands your concerns about privacy, but believe the inspection program is a 
necessary measure that will prove to be beneficial to all students living in the residence halls now 

and in the future. 
 
The following is a sample checklist of preparations that you would need to take prior to the 

inspection program. IMPORTANT: This is only a sample checklist 
 Remove all trash and properly dispose of it in the trash room or other trash receptacles located 

in your building. 
 Vacuum or sweep and mop the floor in your room. 
 Check your smoke detector to see if it is properly attached and in operational condition. 

 Check electrical outlets, cords, and connections to make sure they are not overloaded and that 
cords are not run under carpets or around bedding. 

 Check to ensure that beds, other furnishings, and other items are not blocking emergency 
egress and heating and ventilation units. 

 Note any maintenance problems in your room and report them to the staff during the 

inspection. 
 Do your laundry and properly store your clean clothes when finished. 

 Pick up and organize your personal stuff. 
 Make sure your screen is installed on windows (they are not supposed to be removed). 
 Walls, windows, ceilings, doors and university furnishings should be free of stickers, graffiti, 

stains, and unauthorized paint. 
 Clean up any spills and messes and get rid of any leftover food sitting around the room. 

 Do a little light dusting around the room. 
 For the suites: In the kitchen, dispose of spoiled food, wipe down surfaces, clean up appliances, 

do the dishes and store them away, and properly store food. 

 For those with private bathroom facilities: Clean the toilet, including in and around the bowl, 
clean the shower/tub, clean the floor, wipe down countertops and clean the sink, and put away 

and/or organize personal items. 
 

It is okay for your room to look a little bit "lived in," but it is expected that some effort will have 
been made to clean the room and to ensure that no health or safety concerns exist. Staff will be 
doing a quick visual check of your room that should only last five minutes. 

 
Keys & USJ ID 
1. Room Keys & USJ ID 
Each student is issued a room key and an USJ ID card. Residents should carry both items with 

them at all times. Your USJ ID card and keys should not be loaned. The unauthorized duplication 
of any University key is prohibited.  Residents must report lost keys to the Office of Residential Life 

or Public Safety. 
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The replacement charge for lost room keys is $50.00 which covers the cost of a lock change.  The 
replacement charge for lost student ID is $20.00 which covers the cost of the card and activating 

the card. All lost key and USJ ID charges will be added to your student account.  Any student who 
is approved by the Director of Residential Life to withdraw from housing must return all keys within 

24 hours to the Residential Life Coordinator. 
 
2. Mail Box Keys 

Mail box keys are issued by the mailroom staff, located in the lower level of Mercy Hall during the 
first week of classes. When a student changes their residence hall and/or permanently moves out 

of housing, keys are to be returned ONLY TO THE MAIL ROOM within 24 hours. There is a $50.00 
charge for lost mail box keys. 
 

Laundry Facilities 
Residence halls are equipped with washers and dryers for student use. Students are urged to 

remove laundry from washers and dryers as soon as the cycles are finished. Irons and ironing 
boards are available in each laundry room and are to be used only in those areas. The laundry 

machines are to be used only by University of Saint Joseph residential students. Students who 
allow outside guests to use the laundry facilities will go through the Student Conduct Process.  The 
University is not responsible for any items discarded or stolen from the laundry room. 

 
Lock-outs 

A student locked out of the student’s room can be admitted by Public Safety by calling 
860.231.5222. 
 First offense is free; 
 2nd offense: $5.00; 
 3rd offense: $10.00; 

 4th offense: meeting with Residential Life Coordinator and immediate lock change. 

 

Maintenance 

Requests for maintenance work orders should be submitted through your Resident Assistant. For 
student safety and security, policies are in place to prevent personnel who possess a key from 
entering a resident room without authorization.  Facilities staff cannot enter a resident student’s 

room without a work order request, nor can they accept verbal requests from students. By 
submitting a work order, a student is giving permission for a maintenance mechanic to enter the 

resident room anytime Monday through Friday between 9:00 a.m. and 5:00 p.m. The only 
exception to this rule is for emergencies. 
 

North and South Residence Hall common areas are cleaned twice per week, Tuesdays and 
Thursdays. Assumption, Madonna, McAuley and Rosary Residence Hall common areas will be 

cleaned Monday-Friday. 
 
Occupancy 

The maximum occupancy of any residence hall room as mandated by the fire code (Madonna, 
Assumption, Rosary and McAuley Hall) is 5 people. The maximum occupancy of North and South 

Hall suites as mandated by the fire code is 17 people in an 8 person suite and 21 people in a 10 
person suite. 

 
Opening/Closing of Residence Halls 
Residence halls open for the academic year on the date that Week of Welcome begins. At that 

time, the use of the residence halls may be limited to new residents, Orientation Leaders, Student 
Government Association Officers and the Residence Hall Staff. All others planning to live on 
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campus may establish residency on the day proceeding the first day of classes.  For the second 
semester, all students may occupy their rooms on the day proceeding the first day of classes. 

 
The University reserves the right to determine whether the residence halls and dining hall will 

remain open for any period of one or more days when there are no classes. When a residence hall 
closes for a vacation period, the students must vacate their rooms by the time designated on 
individual closing instructions which are distributed to each resident via the Resident Assistant. 

Any student who fails to comply with any closing procedure will be fined. Repeated incidents will 
be handled through the Student Conduct process. 

 
The residence halls will re-open at a designated time on the day before classes resume. For 
semester vacations, students are to vacate their room within 24 hours following their last 

examination or at the residence hall closing time established by the University, whichever comes 
first. 

 
Exceptions to scheduled arrival or departure times are made only as required by curricular or co- 
curricular situations and must be cleared by the Director of Residential Life. 

 
Personal Property 

Residents are strongly discouraged from keeping large sums of money, expensive jewelry or highly 
valued articles on their person or in their room. It is also recommended that student should have 
homeowners/renters insurance. 

 
The University is not responsible for personal property that is lost, damaged or stolen.  In such a 

case, immediately report it to the Resident Assistant or Residential Life Coordinator and file an 
Incident Report with Public Safety. Students who have been victimized by theft should contact their 
homeowners/renters insurance for restitution.  

 
Personal vs. Public vs. Common Space 

Personal space includes a residence room (unless there is suspicion of a policy violation that affects 
the community and necessitates entrance by a Residential Life Coordinator, the Director of 
Residential Life or the Vice President of Student Affairs). Public space includes the hallways, 

residence hall room doors, common bathrooms, stairwells, lounges, laundry rooms and building 
exteriors (balconies, walls and windows, lawns, sidewalks, etc.). Common space includes North 

and South Halls kitchen/living room areas and bathroom areas. 
 
Pets and Other Animals 

The only animals allowed in the residence halls are fish that can live in two gallons or less of water. 
All other pets and animals, including but not limited to, dogs, cats, hamsters, bunnies, turtles, 

ferrets and snakes, are not permitted in the residence halls. Fish must be removed during 
University breaks. Guests are not permitted to bring any kind of animal into the residence halls 

and/or University buildings. 
 
Privacy/Right of Entry into Rooms 

At no time should a student enter the room of another student without permission by the 
occupant(s). The University respects a student’s privacy rights. The University may enter a 

resident’s room with notice during reasonable hours, for monthly Health and Safety Inspections or 
when necessary to provide service, repairs or improvements. In an emergency, crisis situation, 
or policy violation the Residential Life Coordinator, the Director of Residential Life and 

the Vice President of Student Affairs have the authority to gain access to a residence hall 
room with a master key.  
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During all vacation periods the University reserves the right to repair student rooms. The 
University will exercise reasonable care of the property of the student. The Residential Life staff 

will conduct health and safety inspections monthly per semester. 
 

Quiet Hours 

The following quiet hours are in effect in all residence halls: 

Sunday – Thursday 11:30 p.m. - 9:00 a.m. 

Friday and Saturday    1:30 a.m. - 9:00 a.m. 

 
Courtesy hours are in effect 24 hours a day throughout all of the residence halls.  If another person 

requests you to reduce the noise level, you are expected to respond positively and comply with the 
request. 

 
Residence Hall Contract 
Living in a residence hall is part of the University experience a full-time student may choose when 

deciding to attend the University of Saint Joseph. 
 

The University assumes that a student who chooses to live in a residence hall agrees to live within 
the norms established to ensure the rights of each student. Therefore, it is important that the 
student who contracts for living space understands that if the student chooses a life style not 

consonant with the guidelines for residence hall living, the Director of Residential Life and the Vice 
President of Student Affairs have the authority and obligation to require that the student live 

elsewhere. 
 

The University agrees to provide room accommodations to the student during the academic year 
when the University is in session commencing at an opening time established by the University. 
This is typically on the day prior to the first day of classes. The semester closing date is within 24 

hours following the student’s last examination or at the residence hall closing time established by 
the University, whichever comes first. 

 
By Residence Hall contract, all residents are required to be registered for at least 12 credits per 
semester and to subscribe to a block meal plan provided by the University’s dining service.  There 

is no separation of room and board fees. The contract provides the student with the option of a 
150, 225 or 285 block meal plan. The 150 or 225 block meal plans are only for juniors and seniors. 

 
The student agrees to comply with residence hall and dining hall regulations as well as with those 

policies and procedures outlined in the University Catalog, Student Handbook and other 
publications. Such regulations are specifically part of this contract by reference. 
 

Residential Life Staff 
The Office of Residential Life consists of professional and para-professional staff, which includes: 

the Director of Residential Life, Residential Life Coordinators and Resident Assistants. 
 
The Residential Life Coordinators (RLCs) are full-time professionals who live in the residence halls 

and oversee the general operation of the residence halls. They are on duty each night and are 
trained to handle emergency situations which may arise after normal business hours. 

 
The Resident Assistants (RAs) are full-time undergraduate students who work with the residents 
to develop and maintain an educational environment conducive to the attainment of academic 

success, individual growth and the development of the community. The RAs serve as peer 
counselors and resource guides to the residents. They are responsible for assisting with residents’ 

problems and mediating conflicts, educating students about University policies and providing 
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educational programming. The RAs report to the Residential Life Coordinators and are accountable 
to the Director of Residential Life. 

 
Room Changes 

Room changes will be handled by the Office of Residential Life after the second week of each 
semester. Any student contemplating a room change must first speak with the student’s roommate 
and then with the Resident Assistant. Both students involved in a room change must meet with 

the Residential Life Coordinator to obtain a Room Change Form. Any student who makes an 
unauthorized room change will be assessed a $100.00 fine and will lose any moving privileges for 

the remainder of the year. 
 
The room change process is: 

Step One:   Conversation with roommate. 

Step Two:   Mediation with RA, one week living agreement trial period. 

Step Three: Mediation with RLC. 

 
Students who are looking to room change into North and South Halls must have the approved 
amount of credits to reside in those buildings. Student should also be aware that their student 
account will be pro-rated based upon moving into North and South Hall due to the difference in 
housing costs. 
 

Securing Medications 
Students requiring “controlled medications” to treat a medical condition are responsible to keep 

such medications in a secure location in their residence hall room. This includes locking the room 
when unoccupied. Students who use syringes for medication administration are also expected to 

keep syringes in a secure location and dispose of them in a puncture resistant container. Those 
containers are located at Health Services. If a syringe is found on campus please contact Public 
Safety to perform safe disposal. Epi-pen emergency injector kits have very specific disposal 

requirements in an institutional setting. Students who must discard a used Epi- pen should secure 
it in a clearly labeled puncture resistant container and contact either Health Services or Public 

Safety for proper disposal assistance. 

 

Student Conduct Process in Residence Halls 

Resident Assistants document policy violations and/or behaviors through incident reports and 
submit them to the Residential Life Coordinators. The RLCs then forward them to the Director of 
Residential Life. Upon review of the documentation, the Director of Residential Life or the 

Residential Life Coordinator will contact the student with information regarding the need for a 
Student Conduct meeting. 

 
The purpose of Student Conduct meetings is not simply to sanction students, but to educate them 
and help them to understand the campus regulations as well as to elicit their support of the 

community’s regulations in the future. 
 

For additional information, please view the Student Conduct Process within the “Campus Policies 
and Procedures” section of the Student Handbook. 

 
Withdrawal Policy for Residence Halls 
 
A. To receive a refund of residence fees, notification of withdrawal or meal plan changes must be 

made in writing to the Office of Residential Life prior to the fall semester and December 1st for 
the spring semester. The housing withdrawal form, meal plan change form and meal plan 

exemption/accommodation form can be found in the Office of Student Affairs or online under 
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the Student Life tab on MyUSJ.  
B. There will be a $500 withdrawal fee for any withdrawal requests received after August 1st 

for fall semester or December 1st for spring semester. In addition to the $500 withdrawal fee 
the $250.00 housing deposit is non-refundable for all students. 

C. A student residing in the residence halls is required to maintain full-time status. Failure to 
maintain full-time academic status will result in removal from housing within 48 hours. If a 

student is enrolled as a full-time student and stops attending classes the Vice President of 
Student Affairs reserves the right to terminate the housing contract. 
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Public Safety at The University of Saint Joseph 
The Jeanne Cleary Act 
The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, codified 
at 20 USC 1092 (f) as a part of the Higher Education Act of 1965, is federal legislation requiring 

Universities to disclose certain timely and annual information about campus crime and security 
policies. All public and private institutions of post- secondary education participating in federal 

student aid programs are subject to it. The Director of Public Safety compiles the information in 
this report.  The statistics are obtained from incident reports, information supplied by the West 

Hartford Police Department and from the Division of Student Affairs. All enrolled students and 
current employees are notified by e-mail of the report’s availability and paper copies are available 
from the Department of Public Safety. 

 
Safety for all is a major concern for everyone on campus, and the University strives to provide an 

ideal environment for learning, working and living. The University has instituted numerous policies 
and procedures to enhance security. Members of the University community have a responsibility 
to use the security procedures and services available and must be accountable for their own well-

being and also for the welfare of others. The University urges all members of the community to 
participate in maintaining Public Safety by promptly reporting any suspicious circumstances, 

accidents or criminal activity to the Department of Public Safety at 860.231.5222. 
 
The Department of Public Safety is located on the first floor of McGovern Hall and reports to the 

Vice President of Finance. The Director of Public Safety provides administrative support and 
direction for the Department’s many functions, aided by part-time personnel. Public Safety Officers 

and a Supervisor patrol the campus on a 24-hour basis. The officers are trained in areas applicable 
to their position in a University setting and their orientation is towards service, prevention and 
detection.  Officers are trained to solve problems and will assist in any way possible. 

 
Public Safety Officers cannot make criminal arrests but do enforce University rules and regulations 

on campus, including parking.  Every effort is made to enforce these rules and regulations equitably 
and professionally.  Public Safety Officers wear uniforms that make them easily identifiable, carry 
a University identification card, and patrol on foot and in a marked vehicle. 

 
The Department also works closely with the Town of West Hartford Police and Fire Departments 

on incidents occurring on or adjacent to campus. Public Safety’s close, professional relationship 
with the West Hartford Police and Fire Departments is based on prompt communication, frequent 
interaction and a high level of mutual respect. The West Hartford Police regularly request Public 

Safety’s presence at most routine calls and all serious occurrences on campus. 
 

The University of Saint Joseph campus is an open campus, meaning there are no outer protective 
boundaries and the campus is easily accessible to individuals not affiliated with the University. 
Academic and administrative buildings on campus are secured with lockable entrances and, in 

many cases, intrusion-detection systems. These buildings are accessible during regular working 
hours and after hours by authorized personnel only.  Public Safety Officers may admit faculty, staff 

and students after normal business hours if an appropriate University official has contacted Public 
Safety and authorized such access. The Public Safety Officer will ask to see a University 

identification card for verification. Buildings that are open during the evening for classes and 
computer use are secured by Public Safety when the classes have concluded. 
 

Faculty, staff, and students working in their offices, classrooms and laboratories are encouraged 
to follow these personal safety recommendations: 

 Report any suspicious individuals to Public Safety immediately. 
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 Lock valuables in a file cabinet or desk when at work. 
 Lock your office door even if you are leaving for a brief period of time. 

 Notify Public Safety when you are working late, on weekends or holidays. 
 Lock windows and doors when you leave for the day. 

 
Public Safety offers an escort service to all members of the University community. Contact the 
Public Safety Officer on duty at 860.231.5222 and the officer will be glad to escort you anywhere 

on campus. 
 

Residence halls are locked 24 hours a day. Access for resident students and staff is via a swipe 
strip located on the University identification card issued by Public Safety. Resident students are 
permitted to have guests visit them but must follow guidelines established by Residential Life. 

Resident students are not to prop open any doors or allow the entry of strangers into the residence 
hall. 

 
Maintenance staff, including maintenance mechanics, housekeepers, custodians and 
groundskeepers, continually wears their University identification cards. Vendors and contractors 

are issued identification cards that identify them as well.  No maintenance staff, including vendors 
or contractors, is permitted in residence halls prior to 9:00 a.m. or after 5:00 p.m. except in 

emergency situations.  If you observe an unauthorized person in your area, please contact Public 
Safety immediately. 
 

Crime Reporting Procedures 
The Department of Campus Safety is the central reporting center for criminal offenses that occur 

at The University of Saint Joseph. Community members are encouraged to report all crimes and 
Public Safety related incidents in a timely manner. Reporting incidents will aid in providing timely 
advisories to the community, when appropriate, and will ensure inclusion of the incident in the 

annual disclosure of crime statistics for the institution. The University does not have a policy that 
allows victims or witnesses to report crimes on a voluntary, confidential basis for inclusion in the 

annual disclosure of crime statistics. 
 
To report an incident on campus, please contact Public Safety. 

In an emergency situation when police or fire personnel are required, contact them immediately 
and then contact Public Safety so that the emergency personnel can be directed to the proper 

location. Contact information is listed below. 
 

Department of Public Safety 

 Public Safety   860.231.5222   24 hours, 7 days a week 
 Non-Emergency  860.231.5742  Mon. – Fri., 8:00a.m. – 4:30 p.m. 

 Safety Manager  860.231.5396    Mon. – Fri., 8:00a.m. – 4:30 p.m. 
 

West Hartford Police Department 
 Emergency   911 

 Non-Emergency  860.523.5203 
 

West Hartford Fire Department 
 Emergency  911 

 Non-Emergency 860.523.2100 
 

A daily log of campus incidents, including reported crimes, is maintained by the Department of 
Public Safety and available for Campus review Monday through Friday, 8:00 a.m. - 4:30 p.m. in 

the Public Safety Manager’s Office. 
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Uniform Campus Crime Report (UCCR) 
Notice is hereby given that, in accordance with the Federal Student Right-to-Know and Crime 

Awareness and Campus Security Act of 1990, the Uniform Campus Crime Report for the University 
of Saint Joseph is available from the University’s Department of Public Safety and will be provided 

upon request. Incident Logs and Public Safety Alerts are also available for view upon request. 
 

Uniform Campus Crime Report: www.usj.edu/uccr 
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