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Welcome
The decision you have made to continue your education with the hope of preparing yourself for a new career in the business world is a wise and realistic one.  Newport Business Institute exists to equip you with the knowledge and skills and the opportunity for personal growth.

The college administration and staff will help you in every way possible to make your stay pleasant and enriching and to prepare you to experience success in your endeavors. However, the burden of responsibility is yours; accept it with enthusiasm; approach it with all your talents and efforts; work at it with perseverance.

Student Responsibility

This handbook has been prepared for your use – to help make your college life at Newport Business Institute more useful, more productive, and more enjoyable. This handbook will also help you to become acquainted more quickly with the aims, policies, and academic activities of the school.

Students are expected to familiarize themselves thoroughly with the contents of the handbook, including any amendments. Ignorance of the rules and regulations included in the handbook will not be accepted as an excuse for infraction.

Philosophy of Education

Newport Business Institute is a co-educational institution offering career-oriented programs of study in the field of business.

The school perceives as its major role the education and training of men and women in the general and particular fields necessary for success in any one of the several positions in the business community.  The school concentrates on business instruction as the fundamental pursuit of the institution and faculty.

Newport Business Institute realizes the importance of general related studies that become an integral part of the total learning environment.  Lectures, discussions, and personal counseling are combined to train an employable business graduate.  In each program, emphasis is given to the individual.  Our policies reflect those accepted in business today. Our goal is not just to help you attain a career, but to keep it.

Attendance 

Students are expected to log into their classes once a week and submit work. (Please see below for details.) Failure to do so may result in removal from our program. Tuition charges may still apply.

Student Expectations

Faculty and staff at Newport Business Institute are here to serve our students. We are here to ensure student success to the best of our ability.  To do this, we expect our students to work to their potential - - and succeed.  While we will assist you in any way possible, here are a few expectations we have of you, our student, to encourage your success.

1. Attendance will count as 20% of your final grade in EACH class

2. Students must log into EACH class and SUBMIT AN ASSIGNMENT (not a discussion forum, not a quiz) to be considered IN ATTENDANCE each week.  (Keep in mind, though, that discussions and quizzes are, also, part of your weekly grade.)
Note: ‘weeks’ are defined as Mondays through Sundays.

For example, if you:

Read work and submit a discussion forum – you are not in attendance

Submit a response to another student – you are not in attendance

Submit the assignment – you are in attendance
Submit a quiz – you are not in attendance

If you do NOT submit, at minimum, an assignment for every class every week, you are NOT in attendance. If this occurs for TWO consecutive weeks, you will be considered a ‘non start’ and will, ultimately, be dropped from the class in which this occurs. If you are not in attendance, this will, ultimately, affect your final grade. (See #1 above.) If, in a week – such as week six – the class does not have an assignment, quizzes and discussion will be counted as ‘in attendance’. Please be sure to contribute to each class!

(Please note, you must submit by week TWO - NOT week 3. I have learned that waiting until week 3 will negatively affect financial aid.)
3. Assignments are due Sundays at midnight for each class. It is your responsibility to contact your teacher if this cannot be done.  Extenuating circumstances may apply.  Students will lose ONE LETTER GRADE each day an assignment is late.  If you have not contacted your instructor, and you have not submitted, your grade will be a zero five days after the due date.

4. If you have a question about a course, contact your instructor first.  He/she is your first point of contact. Take advantage of this valuable resource.

5. Computers – it is your responsibility to have access to a computer to complete coursework each week.  It is your responsibility to have a “back up plan” in place in the event there is a problem with the main computer you use. 

6. If you have a concern that has not been – or cannot be - addressed by your instructor, contact the Director of Online Programs at 1-800-752-7695 or director@newportonline.edu. 

7. For technical assistance, please contact our technical support team (visit the website or call):

Bill Landman, Network Administrator - 724-249-4192

Bryan Nichols, Moodle (LMS) Support Specialist – 724-472-4677

8. For Student Success, Concierge Service, and Placement, please contact:

Stefanie Landman  
slandman@newportonline.edu


724-207-3892  

fax: 724-483-2785

Please refer to Newport Business Institute’s Distance Learning Course Catalog at newportonline.edu for additional requirements for such topics as academic progress, transcripts, repeating courses, and course descriptions.

Student Conduct, Termination, and Dismissal

In addition to unsatisfactory grades, a student will be suspended or expelled for unacceptable behavior, damage or theft of school property, or the proven use, sale or possession of illegal drugs, narcotics alcohol or any other controlled substance.  Newport reserves the right to suspend or permanently dismiss any student whose conduct is detrimental to the training environment.  We further reserve the right to dismiss any student whose conduct, work, or attendance is for any reason unsatisfactory.  A student may also be dismissed for financial delinquency.  Students are expected to conduct themselves in a manner consistent with the best interest of their own careers, the entire student body and the administration.

Readmission Procedure

Students requesting readmission must submit an application to the distant learning director for consideration.  The distant learning director will contact the student to evaluate the reasons the student has requested readmission. If the student was dismissed due to academic probation, that student must indicate in writing the desire to continue in the program.  The Distant Learning Director will make a final decision on readmission. Students granted readmission will re-enter on a probationary period of one module.

Graduation Requirements 

To qualify for graduation in our program, the required credit hours must be attained for the specific program for which a student is enrolled, and the must have a cumulative grade point average of 2.0 (“C” average) on a 4.0 scale.

If a student meets requirements for graduation but has not paid all tuition or other fees due, the student shall graduate but will not be entitled to a degree, transcript or other documents from the school.
Leave of Absence

A leave of absence is granted only to students who which to temporarily interrupt their training for personal or medical reasons. A request for a leave must be made in advance in writing. The student must obtain the form from the Registrar or Distant Learning Director. The Distant Learning Director must approve the leave. The Veterans Administration will be notified immediately when a student who is a veteran is granted a leave of absence.  Taking a leave of absence may jeopardize funding from certain organizations.
Plagiarism: 

Newport Business Institute expects that all its students will practice academic honesty and ethical conduct.  NBI regards plagiarism, cheating on examinations, falsification of papers, non-sanctioned collaboration, and misuse of library material, computer material, or any other material, published or unpublished, as violations of academic honesty.  
Any unreferenced use of the written or spoken material of another, or of previously submitted work of the student’s own, constitutes plagiarism.  Paraphrasing the thoughts or written work of another without reference is also plagiarism.  

A first instance of plagiarism will result in a zero for that particular assignment.

A second instance of plagiarism – whether in that same course or another course – will result in failure of the course.  

A third instance of plagiarism – whether in the same course or another course – will result in being dropped from our program.

What, exactly, is plagiarism? *

Many people think of plagiarism as copying another's work, or borrowing someone else's original ideas. But terms like "copying" and "borrowing" can disguise the seriousness of the offense: 

According to the Merriam-Webster Online Dictionary, to "plagiarize" means

· to steal and pass off (the ideas or words of another) as one's own

· to use (another's production) without crediting the source 

· to commit literary theft 

· to present as new and original an idea or product derived from an existing source.

In other words, plagiarism is an act of fraud. It involves both stealing someone else's work and lying about it afterward. 

But can words and ideas really be stolen?

According to U.S. law, the answer is yes. The expression of original ideas is considered intellectual property, and is protected by copyright laws, just like original inventions. Almost all forms of expression fall under copyright protection as long as they are recorded in some way (such as a book or a computer file). 

All of the following are considered plagiarism:

· turning in someone else's work as your own 

· copying words or ideas from someone else without giving credit 

· failing to put a quotation in quotation marks 

· giving incorrect information about the source of a quotation 

· changing words but copying the sentence structure of a source without giving credit 

· copying so many words or ideas from a source that it makes up the majority of your work, whether you give credit or not (see our section on "fair use" rules) 

Most cases of plagiarism can be avoided, however, by citing sources. Simply 

acknowledging that certain material has been borrowed, and providing your audience with the information necessary to find that source, is usually enough to prevent plagiarism. See our section on citation for more information on how to cite sources properly. 

Taken from * http://www.plagiarism.org/learning_center/what_is_plagiarism.html

Standards of Academic Progress

This information can be found in the NBI Distant Learning Catalog available at www.nbi.edu
Copyright Infringement and Peer-to-Peer File Sharing Policy
Copyright Law

Copyright is a form of legal protection provided by U.S., law, Title 17 U.S.C. §512(c) (2), that protects an owner’s right to control the reproduction, distribution, performance, display and transmission of a copyrighted work. The public, in turn, is provided with specific rights for fair use of copyrighted works.

Copyrighted works protect original works of authorship and include:

· Books, articles and other writings

· Songs and other musical works

· Movies and television productions

· Pictures, graphics and drawings

· Computer software

· Pantomimes and choreographic works

· Sculptural and architectural works

Specific information on copyright law and fair use may be found at the following sites:

· The U.S. Copyright Office: http://www.copyright.gov
· The Electronic Frontier Foundation fair use frequently asked questions: https://www.eff.org/
Copyright Infringement

The copyright law provides the owner of copyright in a work the exclusive right to the following:

· Reproduce the work in copies

· Prepare derivative works based upon the work

· Distribute copies of the work to the public by sale or other transfer of ownership, or by rental, lease or lending

· Perform the work publicly

· Display the copyrighted work publicly

· Perform the work publicly by means of a digital audio transmission in the case of sound recordings

The copyright law states, “anyone who violates any of the exclusive rights of the copyright owner is an infringer of the copyright or right of the author.”

Generally, under the law, one who engages in any of these activities without obtaining the copyright owner’s permission may be liable for infringement.

Peer-to-Peer File Sharing

Peer-to-Peer (P2P) file sharing is a general term that describes software programs that allow computer users, utilizing the same P2P software, to connect with each other and directly access digital files from one another’s hard drives. Many copyrighted works may be stored in digital form, such as software, movies, videos, photographs, etc. Through P2P file sharing it has become increasingly easy to store and transfer these copyrighted works to others thus increasing the risk that users of P2P software and file-sharing technology will infringe the copyright protections of content owners.

If P2P file-sharing applications are installed on a student’s computer, the student may be sharing someone else’s copyrighted materials without realizing they are doing so. As a user of the Mullen Corporation network, recognizing the legal requirements of the files that a student may be sharing with others is important. A student should be careful not to download and share copyrighted works with others.

The transfer and distribution of these works without authorization of the copyright holder is illegal and prohibited.

Violations and Penalties under Federal Law

In addition to Mullen Corporation sanctions under its policies as more fully described below, anyone found liable for civil copyright infringement may be ordered to pay either actual damages or statutory damages affixed at not less than $750 and not more than $30,000 per work infringed. For willful infringement, a court may award up to $150,000 per work infringed. A court can, in its discretion, also assess costs and attorneys’ fees. For details, see Title 17, United States Code, Sections 504, 505.

Willful copyright infringement can also result in criminal penalties, including imprisonment of up to five years and fines of up to $250,000 per offense.

Mullen Corporation Plans to Effectively Combat Unauthorized Distribution of Copyrighted Material; Student Sanctions

A student’s conduct in the Mullen Corporation classrooms and websites is subject to and must fully conform to the Mullen Corporation Student Code of Conduct policy, its Acceptable Use policy and any other applicable Mullen Corporation policies.

The Mullen Corporation may monitor traffic or bandwidth on the networks utilizing information technology programs designed to detect and identify indicators of illegal P2P file sharing activity. In addition to, or as an alternative, the Mullen Corporation may employ other technical means to reduce or block illegal file sharing and other impermissible activities.

The Mullen Corporation will also provide for vigorous enforcement and remediation activities for those students identified through the Mullen Corporation Digital Millennium Copyright Act policy as potential violators or infringers of copyright.

Disciplinary sanctions will be based on the seriousness of the situation and may include remediation based on a comprehensive system of graduated responses designed to curb illegal file sharing and copyright offenses through limiting and denial of network access or other appropriate means. These sanctions may be in conjunction with additional sanctions through the Mullen Corporation Student Code of Conduct, its Acceptable Use Policy and any other Mullen Corporation policy applicable to the particular situation.

Students who are subject to professional codes of conduct that apply to their enrollment at the Mullen Corporation shall be sanctioned according to the requirements of the respective code.

Education and Awareness

The Mullen Corporation uses a variety of means to inform students and faculty about copyright laws and the response to copyright infringement claims by the University.

The Mullen Corporation informs its campus community through the Consumer Information Guide and other periodic communications that unauthorized distribution of copyrighted material, including unauthorized P2P file sharing, may subject students and faculty to civil and criminal liabilities and the extent of the possible liabilities;

The Consumer Information Guide is available on the Mullen Corporation website, is provided to potential students and employees, and is sent by email on a yearly basis to current students, faculty and employees.

Legal Sources for Online Music and Videos

The following links are online sources that provide information on legal access to copyrighted music and videos:

EDUCAUSE is an association of colleges and universities, which maintains a list of legal media sources: 

educause.edu/Resources/Browse/LegalDownloading/33381

Motion Picture Association of America (MPAA) provides a list of legal motion picture and video sources: 

mpaa.org/contentprotection/get-movies-tv-shows

The Recording Industry Association of America (RIAA) provides a list of legal music sources:

http://www.riaa.com/aboutus.php?content_selector=about-who-we-are-riaa

