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330 North Green Street Chicago, Illinois 60607 •  Phone-1-773-577-8100 •  Fax-1-312-226-3818 

www.coynecollege.edu 
 
Dear Student: 
 
Welcome to Coyne College.  I congratulate you on your decision to make an investment in your 
future.  Your investment in your education is one of the most important decisions you can make. 
I know that you had choices about which school you would attend, and I thank you for choosing 
Coyne.   
 
For several reasons, I’m confident that you will find you made a wise decision in choosing 
Coyne: 
 

Your training program is approved by the Accrediting Commission of Career Schools and 
Colleges and Coyne’s Program Advisory Committees, made up of industry professionals, have 
helped design your curriculum.  These Advisory Committee Members are owners, managers, 
and supervisors in many of the companies who hire our graduates. 
 

Your Instructors are caring professionals who will guide you through your training and 
provide real-world insight into the challenges you will face in your new career.   
 

The Staff here at Coyne stand ready to assist you with any problems or concerns you 
may have.  They understand that every situation is unique, and you will never be treated as “just 
another student.” 
 

Finally, your training here at Coyne will build upon a century of success.  Since 1899, 
Coyne has been training men and women for career success, and I am committed to ensuring 
that the College’s fine history continues well into the future. 
 
Once again, welcome to Coyne College.  I urge you to take advantage of the services we offer, 
and to see any of our Staff if you have a problem, question, concern, or suggestion.  I am glad 
you chose Coyne, and I think before long, you’ll be glad too. 
 
Sincerely, 
COYNE COLLEGE 
Russell T. Freemen 
R. T. Freeman 
President 
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Enrollment Accord 
 

In enrolling at Coyne College, I am making a positive commitment to achieve my potential 
as a professional in my chosen career field.  Toward that end, I pledge to: 

 
1.    Organize my life in a manner which recognizes that my training is a priority. 
 
2.    Focus my energies toward performing at my highest level as a student. 
 
3.    Make every effort to be punctual and prepared for every class. 
 
4.    Conduct myself as a professional in speech, dress, and attitude at all times in 
school. 
 
5.    Strive to develop a positive set of habits and attitudes toward my career       
employment. 
 
6.    Strive to overcome any personal shortcomings as a part of my overall education. 
 
7.    Respect the expertise and authority of the faculty and staff. 
 
8.    Ask for assistance when I need it. 
 
9.    Participate in the creation of a positive learning environment. 
 
10.  Make the most of this opportunity which I have chosen for myself. 
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Introduction 
 
Welcome to Coyne College.  You have enrolled at Coyne College to prepare for a job in your 
chosen career field.  It is the goal of every Coyne staff member to help transform you into a 
professional who approaches work with solid technical skills, good problem solving abilities, a 
positive attitude, and good work habits.  To achieve this goal, Coyne provides an up-to-date 
learning environment, highly qualified instructors, effective support services, and a training 
program approved by the Accrediting Commission of Career Schools and Colleges.  At Coyne, 
you can expect the highest quality technical training available anywhere. 
 
To make the most of your training experience, we at Coyne will expect your best efforts.  We will 
expect you to be punctual, mature, and serious about your training.  We will expect you to 
approach your training with a positive attitude, and to establish and strive toward goals.  You 
owe it to yourself to do your best work every day while training at Coyne. 
 
This Student Guide, and the New Student Orientation, will provide you with an overview of 
Coyne’s services, policies, and program structure.  It will also offer strategies for success which 
can help you to make the most of your training experience at Coyne.  Your first assignment as 
a Coyne student is to familiarize yourself with the information contained in this Student 
Guide.  Your Instructor will quiz you on its contents in the next few days, and you will be 
graded on your knowledge of its contents.   
 
As a student, you will be surveyed occasionally to discover your opinions about Coyne and its 
training programs.  However, if you have a complaint, question, or concern, please don’t hesitate 
to see a school official.  We rely on your input to help us improve the school, and if you have a 
problem or complaint, we want to hear about it. 
 
Coyne College’s reputation has been built student by student, graduate by graduate, for over 
110 years.  As a student, you can expect each and every staff member at Coyne to contribute to 
that reputation and increase it.  We look forward to helping you do your very best work, both 
here at the College and in your career.  It is through your success that our work will be 
measured, and it is through your success that Coyne’s reputation and history will continue to 
grow. 
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Key People and Student Services 
 

 
All staff at Coyne College maintain an Open-Door policy, which means that you may visit 
them with questions, concerns, problems, or complaints at any time.  No appointment is 
necessary.  Please check at individual offices for personnel hours. 
 
President 
 
Mr. Russell Freeman is President of Coyne College.  He manages the overall business of the 
College, and presides over educational strategy, curriculum development, and student policy.  
His office is located in the north Administrative wing.  
 
Education Office 
 
Mr. Lee Mueller is Director.  He manages the day-to-day operations of the College, including 
student advising and referrals.  His office is the first office south of the Reception Desk.  Mr. 
Durwin Morris is Operations Coordinator.  Mr. Tom Stryczek is Evening Operations Manager.   
 
Controller 
 
Mr. Greg Robertson is Controller.  He oversees the Financial Aid Office and the Accounting 
Office, among other duties.  His office is in the north Administrative wing. 
 
Director of Education 
 
Ms. Kelley Anderson is Director of Education.  She oversees curriculum development and 
revision, student policies, and program procedures.  She is available to discuss any student 
questions or concerns.  Her office is located in the north Administrative wing. 
 
Student Services  
 
Ms. Rachael Joiner is the Director of Student Services. She is available for student advising and 
to assist with student resources. The Student Services Office is located in the north 
Administrative wing. 
 
Director of Admissions 
 
Mr. Russell Freeman, President, is the acting Director of Admissions.  He is available to answer 
questions regarding program enrollment, program changes, and the admissions process.  His 
office is in the north Administrative wing. 
 
Financial Assistance 
 
Ms. Ashley Tuchten is the Director of Financial Aid.  The Financial Aid Office is in the north 
Administrative wing. 
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Accounting Office 
 
Ms. Donna Drabek, Ms. Noelle Folden, Ms. Geneva Harris, and Ms. Margarita Trinidad manage 
student accounts in the Accounting Office, which is located in the north Administrative wing.   
 
Career Services 
 
Ms. Laureen Spencer, Ms. Jenny Gonzalez, and Ms. Jessica McCague are the Career Services 
Representatives.  The Career Services Office is the first office on the north corridor, right of the 
Reception Desk. 
 
Ms. Alexandra Nikitina is the Externship Coordinator. She is located in the north Administrative 
wing.  

 
Student Records 
 
Ms. Tina Fanucchi is the Registrar.  The Registrar’s Office is located in the north Administrative 
wing. 
 
Learning Resource Center 
 
The Learning Resource Center is a student resource library containing books, periodicals, 
reference materials, computers with internet access and Coyne’s online electronic library, and 
more.  The Learning Resource Center is located on the second floor west corridor, overlooking 
the Atrium.  Ms. Diana Barthelemy is the Librarian.  The Librarian is present during hours of 
operation to assist students with any resource needs.  Please check the Learning Resource 
Center door for posted hours. 
 
Student Lounges and Break Areas 
 
The main student break area is located on the first floor at the rear of the Atrium and spreads out 
into the rear portion of the Atrium.  A second student lounge is located on the second floor south 
corridor in the east corner.  Both break areas offer an assortment of vending machines. 
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Student Services Overview 
 

 
Academic Advising/Assistance 
 
Advising on academic matters is especially important at the College.  Your academic success is 
of the utmost importance.  If you are struggling, your Instructor can help you to locate the source 
of your difficulties and possible solutions.  Further advising is available through the Operations 
Coordinator, the Director of Student Services, the Director of Education, or the school Director. 
 
Your Instructor will keep you updated regarding your academic progress.  In addition, the 
Director reviews all exam grades, and may wish to discuss your performance with you. 
 
Peer and Instructor Tutoring are available free of charge on an as-needed basis.  Peer Tutoring 
for construction trade programs is held every Tuesday and Thursday from 12:45 pm – 5:45 pm 
in room 120.  Current students in the electrical and HVAC programs provide assistance with 
technical or general education questions.  Peer Tutoring for allied health programs is held every 
Tuesday and Thursday from 1:15 pm – 6:15 pm in room 120.  Current students in the allied 
health programs provide assistance with clinical or general education questions.  No 
appointment or sign-up is required.  For additional information regarding the Peer Tutoring 
program, contact the Director of Student Services.   
 
Instructor Tutoring is provided to students who require specific assistance to supplement the 
student’s regular class work.  Tutoring is available free of charge on an as-needed basis. It is not 
meant to function as a substitute for attending regular classes, and students with poor 
attendance may be denied the privilege of special tutoring.  Instructor Tutoring can be arranged 
by completing a Tutoring Request Form in the Education Office. 
 
Advising on personal matters of concern is available through the Director of Education, the 
Career Services Director, the Director of Student Services, or the school Director, who may refer 
the student to other departments of the College or to outside sources of assistance. 
 
Financial Assistance 
 
Various financial assistance programs are available to qualifying students at the College. 
They include: 
 

- Pell Grant, a federal program designed to assist students demonstrating financial need. 
- Stafford Student Loan, a federal program of low-interest, long-term loans to assist 
students in meeting educational expenses. 
- Vocational Rehabilitation Benefits, an educational benefit program under the Veterans 
Administration for certain disabled veterans. 

 
If you are interested in investigating sources of financial aid, please visit the Financial Aid Office. 
 
***TIP: If you are receiving financial aid in any form, set up a file or folder at home where 
you can put the various documents, letters, and information you will be receiving 
regarding your financial aid.  This will help you months or even years down the road if 
there is an error or confusion regarding eligibility, loan payments, etc. 
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Please be aware that financial aid funds are not posted to your student account until those funds 
are disbursed to the school from the financial aid source.  Typically, such disbursements will 
take from 30 to 120 days after your first day of classes, and are often incremental. 
 
Career Development and Placement Assistance 
 
Career Development and Placement Assistance is available for all actively enrolled students and 
all graduates of the College. 
 
The Career Services Office is committed to enhancing and strengthening the professional 
development and employability skills of students and graduates.  Career Services 
Representatives provide career placement assistance and guidance on resume writing, 
interviewing techniques, job search strategies and networking skills.   
 
Every student meets individually with a Career Services Representative prior to graduation to 
review personal career goals and assess employment opportunities in training related fields. 
Discussion covers current industry hiring trends and other tools to increase exposure for 
employment including social media and other job search strategies. 
 
Coyne College is continually expanding its network of employer partnerships to provide a wide 
range of career opportunities for its students and graduates.  The Career Services team works 
directly with employers to facilitate hiring opportunities.  This includes presenting resumes, 
scheduling interviews, and providing employer feedback to graduates.  Placement assistance 
efforts are concentrated in training related fields.   
 
Twice a year, the College hosts Career Fairs to showcase its students and graduates to hiring 
managers in training related fields.  The Career Services Office also coordinates a guest 
speaker series which brings speakers from training related industries into the classroom. 
 
All students and graduates are encouraged to sign up for employment emails in the Career 
Services Department and on Facebook. 
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 Graduate Review of Courses 
 
Graduates of the College may review any course contained in their previous program of study at 
no tuition charge.  This opportunity enables graduates to continuously update their knowledge in 
their technical field.  The graduate will be charged a $50.00 fee to cover expendable materials 
for each course reviewed.  In addition, the following restrictions apply: 
 

- Graduates may not review any course within six months of their graduation date, unless 
   granted special permission by the Operations Coordinator. 
- Graduates may not review any course with an active enrollment of 25 or more students. 
- Graduates are required to abide by the College’s dress policy at all times. 
- Graduates are required to purchase any books or manuals they need for the course. 
- A tool deposit is required for some courses, and is fully refundable. 

 
 
 

Payment of Tuition 
 

Coyne College accepts the following forms of payment: 
 
1. Currency 
2. Money Orders or Cashier’s Checks 
3. Corporate or Personal Checks 
4. Credit Cards and Credit Card Convenience Checks  
 

In the event of a refund, keep in mind that forms 1 and 2 above will result in immediate credit to 
your account.  However, if you pay with forms 3 or 4 above, the College will wait ten business 
days for your payment to clear before issuing a refund. 
 
Make payments by mail or in person at the Bursar’s window, located on the first floor, 
north corridor.  
 
The Bursar’s window accepts payment during regular class hours.  Please check the 
schedule for other hours of operation. 
 
 

A $25 fee will be charged for returned checks. 
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Getting Started: Preparing for Success 
 
 
Materials for School 
 
Bring the following items to class every day: 
 
1.  Pens and/or Pencils 
2.  Paper: Most students find a spiral notebook or binder ideal for note-taking 
3.  Your textbooks and lab manuals.  Students without necessary textbooks and manuals are not 
permitted to participate in class or lab. 
4.  Ruler or straight edge for technical drawings in technician programs. 
5.  Calculator: A basic four-function calculator with trigonometric functions will be fine for 
technician programs. 
6.  Some classes require colored pencils for technical drawings. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 12 

 
School Dress Policy 

 
The College’s Dress Policy is designed to promote an environment of safety and 
professionalism: 
 
1.  All students in Construction Trade programs will be issued uniform shirts.  You must wear 
your uniform shirt to class every day.  Coyne T-Shirts may be purchased at the Bursar’s 
window and picked up in the Student Supplies office and may be substituted for the standard-
issue uniform shirt.  Shirts must be worn buttoned up, tucked in, and as the outer layer, and may 
not be altered in any way.    You will not be permitted to attend class without a uniform 
shirt. 
 
All students in Allied Health programs will be issued uniform scrubs. You must wear your 
scrubs to class every day. Uniform scrubs must be worn without the showing of midriff skin nor 
underwear. Students may wear a long sleeve white or matching color t-shirt (cotton) underneath 
their scrubs for additional warmth.  Employers have also noted that the wearing of jeans, etc. 
underneath the scrubs is not acceptable in their places of employment.  Students should note 
this matter prior to going out on externship since it may affect their ability to remain at the clinical 
site. Finger nails are to be kept short, trimmed and clean. WHITE LEATHER shoes is the 
expectation for all Allied Health students. You will not be permitted to attend class without 
uniform scrubs. 
 
 
 **TIP: Keep a uniform shirt or a set of uniform scrubs in your car trunk or glove box, or in 
your book bag.  This way you will have one to wear in case you forget to wear one. 
 
2.  Long pants must be worn at the College at all times. No sweat pants of any kind are allowed.  
 
3. No sandals or open-toe shoes are permitted to be worn at any time. 
 
4. Students are required to remove hats, caps, and other headgear in the building. Sunglasses 

may not be worn in class or lab.  For safety in the labs, students will not be permitted to wear 
necklaces, dangling earrings, rings, or other jewelry. No false nails, overlays, or colored nail 
polish is permitted in clinical lab classes.   

 
5. Students are allowed to wear Coyne-branded hooded sweatshirts, hooded zip sweatshirts, t-

shirts, and polo shirts that are purchased from the Coyne Corner Store.  Shirts/sweatshirts 
must not be altered in any way.  Hoods must not be worn over the head during class time.  
As with all other headgear, Coyne hats are not permitted to be worn inside the school 
building.  Logoed t-shirts and polo shirts must be tucked in. 

 
6. All facial piercings should be removed. All tattoos should be covered.  

 
7. Facial hair is to be neat and trimmed. Mustaches and beards are only acceptable if kept well-

groomed. 
 

 
Students who violate the school’s Dress Policy will be sent home for the day. 
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Setting Goals for Success 
 
 

Successful people in all fields of life share a common strategy: They set goals and strive 
to achieve them.  You can ensure that you will gain the most benefit from your training at 
Coyne College if you define goals for yourself and refer to them regularly to check your 
progress.  Personal goals will help you to maintain focus and energy as a student. 
 
Your goals should be clearly defined, with a specific outcome and a stated time for 
achieving each goal. 
 
To assist you in formulating your own personal goals, here is a sample of a Coyne 
student’s goals: 
 
Short-Term Goals: 
 
1.  I will maintain excellent attendance during my first course of training.  I will try to achieve 
perfect attendance. 
 
2.  I will schedule one hour of study time each day to review my notes from class.  I will schedule 
more time if my class requires it, but I will study at least one hour, every single day. 
 
3.  I will achieve an overall grade of “B” for my first course of training.  I will try to achieve an “A.” 
 
Mid-Term Goals: 
 
1.  I will prepare for my EPA certification exam and gain my certification by the end of my third 
course of training. (This is a certification for HVAC technicians). 
 
2.  I will develop a plan for purchasing a set of personal tools and begin purchasing tools.  My 
plan is to have a set of basic technician tools and equipment by the time I graduate from Coyne. 
 
3.  By the end of my fourth course, I will have a well-written, professional resume.  I will begin 
researching companies in my field of study in my fifth course of training. 
 
4.  I will read at least one trade journal in the school’s Resource Center every two weeks, so that 
I can learn more about the industry I will be working in. 
 
 
Long-Term Goals: 
 
1.  I will complete my training at Coyne.  My attendance record will be excellent, and my grade 
average will be the best that I can attain.  I will accept no grade lower than a “B” from myself. 
 
2.  I will begin interviewing with companies six weeks before graduation.  I will practice 
interviewing at home.  I will do my best to have a job lined up before I graduate from Coyne. 
 
3.   I will continue to supplement my technical education by subscribing to trade journals.  I will 
attend at least one technical seminar every six months. 
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4.  I will protect my credit rating and make good on my promise to pay back my student loan in a 
timely fashion.   
 
5.  In five years, I will be in a supervisory position in my technical field of choice.  I will be 
extremely knowledgeable about my field, a positive advisor to my co-workers, a reliable and 
professional resource for my customers, and an asset to my company.  
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My Goals 
 

Today’s Date: 
 
 
 
Short-Term Goals: 
 
 
 
 
 
 
 
 
 
 
Mid-Term Goals: 
 
 
 
 
 
 
 
 
 
 
Long-Term Goals: 
 
 
 
 
 
 
 
 
 
 
Remember: You must refer to your goals regularly or you’ll forget about them and get off track.  
And, your goals can change!  Change them when you need to! 
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Professional Development 
 

You have chosen to prepare for a career in a technical field.  You will train to become a 
Professional Technician.  Technical skills alone do not make a Professional Technician.  
This is important!  You must develop “professionally” at the same time that you develop 
“technically!”   
 
 What is “Professional Development?” 
 
Put simply, Professional Development means improving your skills in relating to people.  What 
people?  These people:  Your employer, your co-workers, your customers, and all of the people 
with whom you must deal in your career.  It’s not just what you say, either: your professionalism 
comes across on many different levels. Your professional development is every bit as important 
as your technical development. 
 
Developing good “people skills” and a professional attitude is a matter of practice and habit.  
Begin now, as a student, in your dealings with Instructors and fellow students. 
A wise person once noted: 

Bad habits are easy to learn and hard to live with. 
Good habits are hard to learn and easy to live with. 

 
Communication Skills: 
 
Good communication skills are the backbone of professionalism.  Grammatically proper English, 
spoken clearly and directly, is the language of business.  Make it a point to speak clear, proper 
English to the people you deal with every day, both inside and outside of school. The use of 
slang or street expressions is unacceptable in a business environment. 
 
 
Courtesy: 
 
In the world of business, courtesy is a strength, not a weakness.  When was the last time you 
wanted to help someone who was demanding and abrasive?  People who are friendly and 
accommodating are far more successful in achieving their ends than people who show no 
regard for the feelings and needs of others.  Service technicians who are polite and helpful make 
a deeply positive impression on customers, regardless of the technical problems at hand.  Make 
a point to exercise courtesy throughout the day.  Smile!  Friendliness and courtesy are far more 
powerful than most people realize.  This is so important it bears repeating: Smile! 
 
 
Listening: 
 
Listening is a critical business skill that far too few people take the time to develop.  When you 
are seeking help from others, how often do people interrupt you, jump to conclusions, and 
assume that they know what you’re going to say?  It’s aggravating, isn’t it?  Make a point of 
allowing people to express their problems and needs.  Listen thoughtfully and don’t rush.  If you 
make a habit of really listening to what people have to say, you’ll learn a lot more than you think. 
 And when you learn to listen well, you’ll come to realize how few people in this world know how 
to really listen.  It will be one of your most powerful skills. 
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Problem-Solving Skills: 
 
When you really learn to listen to people, then you can develop the most prized skills in the 
business world: problem-solving skills.  If you listen well, you can understand the problem at 
hand.  From there, it’s like a puzzle.  Learn to develop your logical faculties.  Use your intuition.  
Build your experience and refer to it.  Troubleshooters are problem-solvers, and the most highly 
paid technicians are those who can decipher a problem and solve it quickly and efficiently.  
Much of the work you will do here at Coyne is designed to develop your problem-solving abilities. 
 Make the most of it! 
 
Professional Appearance: 
 
Clean. Neat. Conservative.  These are key words in describing the appearance of a professional 
technician.  You may not know it, or you may choose not to believe it, but your appearance 
makes an important, gut-level impression on people every day.  In the business world, this 
impression must be a positive one if you are to succeed.  A grizzled goatee, a strutting walk, 
sagging pants, a menacing scowl, dirty hands, prominent tattoos: these are not likely to bring 
business to your doorstep.  You must cultivate a clean, neat, conservative appearance if you 
want to make a positive business impression.  Your body movements and posture have a lot to 
do with it, too.    Start now by practicing a more professional appearance.  
 
Positive Attitude: 
 
Successful, professional people are positive people.  Good things don’t happen to them; they 
make good things happen by thinking about the positive side of things.  Where others see 
trouble and chaos, they see opportunity.  Where others give up hope of finding a solution, they 
visualize many possible solutions.  Where others see hard work and drudgery, they see a 
chance to do a job well.  Where others see failure, they see a necessary part of the process of 
succeeding, and a chance to learn something.  A positive attitude isn’t just important for 
business. It’s a key to happiness in life.  Start thinking positively today! 
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Employability and Professionalism 
 

Introduction 
 

Coyne’s Program Advisory Committees have recommended that we emphasize qualities 
of employability and professionalism in our training programs.  In response, we have developed 
a system to familiarize students with these qualities, to establish standards of professional 
behavior and traits of employability, and to evaluate students’ day-to-day performance with 
respect to the established standards. 
 

What are Employability and Professionalism? 
 

 Employability encompasses the basic traits necessary to gain and maintain career 
employment.  These include reliability, communication skills, self-motivation, and other areas of 
fundamental importance to the act of keeping a job.  These are extremely important traits to the 
employers who hire Coyne graduates.  Without these traits, our graduates would be unable to 
get hired and stay employed. 
 
 Professionalism encompasses the qualities and skills necessary to perform and succeed 
in the world of business.  In general, these qualities and skills create an impression of 
competence.  The word employers often use to describe this impression is “polished.”  This 
means that an individual can be relied upon to handle responsibility, treat people with tact and 
dignity, and accomplish tasks despite unforeseen obstacles.  Without these qualities and skills, 
our graduates would be limited in the types of jobs they could perform and the heights to which 
their careers might advance. 
 
 You will notice the frequent use of words such as “traits” and “qualities.”  These are 
somewhat vague terms, and necessarily so.  Each employable, professional Coyne graduate is 
a different person, with a different background and personality.  In being employable, and 
professional, you are not destroying your personal style.  There is plenty of room for you to be 
yourself, and to also possess the traits and create the impressions of being employable and 
professional. 
 
 Read the “Employability and Professionalism Evaluation” form at the back of this 
guidebook.  Are these qualities, traits, and behaviors clearer? 
 

Your Grade 
 

 Ten percent of your course grade will consist of your employability traits and 
professionalism as you exhibit them day-to-day at school.  For the purposes of this evaluation, 
your Instructor will think about you as if you were an employee at work. 
 

Do you have any questions about the Evaluation form?  Ask them!
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Program Structure and Progress Standards 
 

Construction Trade Students 
 
Your program is structured around individual courses.  Each course deals with a particular 
subject, such as “Gas Heating” or “Electrical Construction.”  For Day students, each course is 
three weeks in length with 54 hours of scheduled training or six weeks in length, with 108 hours 
of scheduled training.  For Evening students, each course is four weeks in length with 54 hours 
of scheduled training or eight weeks in length, with 108 hours of scheduled training. 
 
Allied Health Students 
 
Your program is structured around individual courses. Each course deals with a particular 
subject, such as “Medical Office Administration” or “Basic Insurance and Coding.” For Day 
students, each course is three weeks in length, with 60 hours of scheduled training or six weeks 
in length, with 120 hours of scheduled training.  For Evening students, each course is five weeks 
in length, with 60 hours of scheduled training or ten weeks in length with 120 hours of scheduled 
training. Externship is six weeks for day students and ten weeks for evening students, with 160 
hours of scheduled training.  
 
 
Academic Progress 
 
 
Your overall progress as a student at Coyne College will be evaluated according to your level of 
achievement in each course.  The College’s Progress Standards establish minimum levels at or 
above which you must achieve in order to successfully complete your training program. 
 
The College’s Progress Standards fall into three main categories: Academic Progress, 
Attendance and Punctuality, and Maximum Time of Completion. 
 
Each course, you will be evaluated on your performance in several areas.  You will take two or 
three major exams each course (depending on your training program).  You will take at least six 
quizzes (depending on the Instructor, you may take many more).  You will be evaluated on the 
quality and the quantity of your hands-on work in the technical or clinical laboratories.  You will 
also be evaluated on your Employability and Professionalism traits.  All of these items will be 
combined into an overall grade for the course.  You must earn an overall course grade of 
75% or higher to pass the course and move on in your training.  
 
If you fail a course, you will be required to take it over.  During your repeat, you will receive no 
credit for work completed in your prior attempt, and you must take all exams, all quizzes, and 
complete all required laboratory work. 
 
If a student repeats any course(s) in his or her program of study at Coyne College, the student 
must pay the contracted tuition rate and fees applicable to such course(s).  Students repeating a 
course must complete an Adjusted Tuition Contract form in the Student Accounts Office. 
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Contesting Course Grades:  If you believe there is an error or problem with your final grade, 
you must first obtain a copy of your individual grade sheet from the Education Office, then meet 
with your Instructor to discuss the grade.  If you are not satisfied with your Instructor’s 
explanation, you must then meet with the Education Director to contest the grade.  If you remain 
dissatisfied, proceed with Step 3 of the Student Complaint Procedure as explained in the 
Academic Catalog.  Final grades may be contested up to six weeks after the grade was 
issued.  After six weeks, the grade is considered permanent and may not be contested. 
 
 
Special Academic Awards: 
 
Students who achieve an A+ in any course are honored by inclusion on the Dean’s List.  A 
special certificate accompanies this honor. 
 
Students who achieve a cumulative GPA of 3.8 or higher through all of their courses are 
honored with the special designation “Honors Graduate.”  Honors graduates receive a special 
certificate signifying this achievement.  Honors graduates are also recognized individually for 
their achievement during the graduation ceremony.  
 
Attendance and Punctuality 
 
Good attendance and punctuality are critical to your success at Coyne.  The College’s 
Progress Standards require that no student may miss more than 10% of the scheduled 
training hours for a course and pass that course. 
 
All absences, as well as late arrivals and early departures, are recorded on the attendance 
roster.  Any time missed in excess of 10% of the scheduled training hours for a course is 
considered excessive. 
 
For Construction Trade Day and Evening students, 10% of scheduled training hours is 
equal to 10.8 hours for full length courses (6 or 8 weeks), and 5.4 hours for half-length 
courses (3 or 4 weeks). 
 
For Allied Health Day and Evening students, 10% of scheduled training hours is equal to 
12 hours for full length courses (6 or 10 weeks), and 6 hours for half-length courses (3 or 
5 weeks). 
 
 
Students are expected to arrive on time for classes.  Chronic or repeated tardiness is considered 
disruptive to the learning environment.  Students who are tardy three or more times in a week 
will be subject to a progressive disciplinary warning procedure culminating in termination of 
training. 
 
In the event a student accumulates excessive absences, the Operations Coordinator must do 
one of two things: 
 

1.  If the student provides adequate documentation to prove the absences were 
necessary or unavoidable, the Operations Coordinator may approve and schedule makeup work 
in the form of a makeup class or other work.  Makeup work is limited to the equivalent of one 
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class per course, and will be scheduled according to the Operations Coordinator or the Director. 
Makeup will not be scheduled during the final week of any course. 
 

2.  If the student can provide no documentation or compelling reason for the absences, 
or if the student accumulates excessive absences beyond the permitted makeup work, the 
Operations Coordinator must interrupt the student’s training.  The student’s enrollment will be 
interrupted and the student will have to repeat the course from the beginning when it is offered 
again.   
 
Students are encouraged to phone the Education Office when they know that they will miss 
class.  
 
Special Attendance Award: 
 
Students who complete their program of study without any absences, tardiness, or early 
departures are honored during the graduation ceremony and receive a special certificate 
recognizing their Perfect Attendance achievement.  
 
 
 
Maximum Time of Completion 
 
Students are required to complete their training in no more than 1.5 times the normal 
training time for their programs.  This requirement is evaluated based on the number of 
credit hours a student has attempted. 
 
Whenever a student begins a course of training, even if only to participate in the class for one 
week or even a single day, that student is considered to have attempted the course.  If a student 
successfully passes a course, that is considered a successful attempt. 
 
Unsuccessful attempts include: Academic failure of a course; withdrawal in the midst of a 
course; interruption of training by the Operations Coordinator for excessive absences, 
interruption by the Accounting Office for failure to make tuition payments, and suspension for 
violation of the school’s rules and regulations. 
 
The total attempts, successful and unsuccessful, that a student may make in any training 
program, is 1.5 times the number of quarter credit hours that constitute the training program. 
 
For most programs, the limit is two unsuccessful course attempts. Third attempts are granted in 
extreme circumstances and must be approved by the Campus Director.  
 
 
This Progress Standard is rooted in Federal Law, and may not be violated in any way. 
 
If a student fails to complete his or her program within the maximum time of completion, 
that student’s enrollment will be terminated.  The student may not return to training, and 
may not earn a diploma. 
 
In order to ensure that students do not approach the Maximum Time of Completion Progress 
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Standard, the College does not allow students to attempt any course more than twice, except in 
situations with extreme, documentable circumstances.  In such situations, students must apply 
for reinstatement to the school by writing a letter to the Director appealing for a third and final 
attempt at a course. 
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Enrollment Changes and Applicable Fees: 
 
Program Change: Program or schedule changes may be made without charge providing they do 
not require revision of the student’s contract with the school. A non-refundable processing fee of 
$50.00 must be paid in advance if the program change requires revision of the contract. 
 
Repeat: If a student repeats any course(s) in his or her program of study at Coyne College, the 
student must pay the contracted tuition rate and fees applicable to such course(s).  Students 
repeating a course must complete an Adjusted Tuition Contract form in the Student Accounts 
Office.   
 
Replacement Student ID: Students requiring a replacement for a lost student ID must pay a 
$10.00 fee to the Operations Office before receiving a new ID. 
 
Tools and Equipment Charges: Laboratory tools are borrowed from the stock rooms each lab 
session.  Students are financially responsible for the tools they borrow and for the equipment 
they work on.  If a tool or piece of equipment is lost or damaged, the student will be required to 
pay for the replacement cost of the tool or equipment.  Students are encouraged to ensure that 
all tools and equipment are in working condition when they are borrowed from the stock rooms.   
 
** TIP: When working in the lab, do not leave tools lying around out of your sight.  Even if 
another student has taken or damaged your tools, you will be required to pay for them. 
 
 
Fees are subject to change without notice.
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Answers to Common Questions about Attendance 
 

The attendance policies at Coyne College are influenced by Federal Law, the school’s 
Accrediting Commission, and other factors.  The Education Office monitors student attendance 
and advises students when they approach excessive absences.  Some common questions: 
 
How is attendance recorded? 
On the class roster, your Instructor records who is present and who is absent.  The Instructor 
also marks the number of minutes a student arrived late or left class early.  Even if you are late 
from break, the time you missed will be marked down.  The Operations Coordinator adds up all 
of a student’s missed time. 
 
How much time am I permitted to miss? 
You may miss no more than ten percent (10%) of the total course hours.  Any time missed 
beyond these amounts is considered excessive. 
 
Are there any excused absences? 
There are no excused absences.  Regardless of reason, we cannot ignore any absences. 
 
What if I accumulate excessive absences? 
With authorization from the Operations Coordinator, you may be permitted to make up a day by 
coming to night school (or a night by coming to day school).  Make up work is limited to one 
class meeting per course and is subject to other restrictions. 
 
If I make up a class, can I still be eligible for the Perfect Attendance honors? 
No.   
 
What if I accumulate more than a day of excessive absences? 
The Operations Coordinator will interrupt your enrollment for excessive absences, and you will 
be required to repeat the course from the beginning. 
 
What if I was absent because of an emergency, or a death in the family? 
If you were absent because of extreme circumstances and you have documents to prove it, you 
should present those documents to the Operations Coordinator.  Circumstances vary and 
situations are considered on a case-by-case basis by the Operations Coordinator. 
 
If I am late for a quiz, can I make it up? 
No.  Missed quizzes can not be made up.  If you arrive late and the quiz is still being conducted, 
it is the Instructor’s choice whether to allow you the remaining time to complete the quiz, or not.   
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Strategies for Successful Studying 
 
I.  Get the most out of each class: 
 
1.  Establish relationships with Instructors and classmates. 
 
2.  “Be there” by arriving early, having necessary materials, doing homework prior to  
      lecture, having questions prepared, and asking questions. 
 
3.  Listen with focus and remain attentive!  Make eye contact, sit up straight, take notes,              
     and ask for clarification as soon as you have a question. 
 
4.Try to stay an assignment ahead of the pace of the class.  Preview upcoming material. 
 
5.  Be aware of your Instructor’s expectations. 
 
II.  Homework and Studying 
 
If you are going to succeed at Coyne College, you must make the time and discipline 
yourself to study every day.  You must learn a great deal of material in a short time, and if 
you don’t make the time to study every day, you are unlikely to learn to the best of your 
ability. 
 
 
1.  Preview your new text books the first day.  Don’t wait for your Instructor to introduce the 
information.  Determine the level of difficulty of the text and the general contents of the text by 
making a focused skim the first night. 
 

Read: 
Introduction to the text. 
Table of Contents 
Chapter titles and section headings. 
Read questions at the end of each chapter. 
Read the first paragraph of each chapter. 

 
2.  When reading a new chapter as part of a homework assignment, try one or more of the 
following strategies: 
 

a.  Read the chapter very fast, without stopping.  Then reread, slowly, taking notes and    
                 answering the questions at the end of the chapter. 
 

b.  Read the chapter at a normal pace, and highlight important sections with a marker, or 
                 make notes in the margins.  Then go back and transcribe the highlighted sections into 
                 a notebook, including your own thoughts and questions. 

 
c.  Read the questions at the end of the chapter before starting the chapter.  Keep the     

                     questions in mind as you read the chapter. 
 
3.  After the material has been read and lectured upon, the job is not over.  You shouldn’t wait 
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for a quiz or exam to determine how much of this material you absorbed.  Go home that day and 
“teach” yourself the material.  Go over your notes briefly, isolating the key elements.  Identify any 
trouble areas and make a note to remind yourself to ask for clarification in the next class. 
 
4.  Time management is essential.  You must establish a regular schedule for studying.  
Cramming is ineffective.  Six hours of homework in one night is counterproductive.  You will be 
far more productive and retain much more material if you study one hour per night for six nights. 
 
5.  Buy a notebook or binder or a small filing system and file away all notes, quizzes, handouts, 
and other materials for each module.  This will facilitate studying, and will enable you to locate 
materials later, when they may be useful to you for preparation in future classes or even on the 
job. 
 
6.  Use a calendar or date book to record all dates for exams, lab projects, special events, and 
your study schedule. 
 
 
III.  Note taking 
 
There are many approaches to note taking.  Find out for yourself what works for you.  
Remember that in lecture, the Instructor may not always write important items on the 
board for you to copy.  You must be prepared to write notes from the Instructor’s 
comments alone.  Do not write down solely what the Instructor writes on the board! 
 
1.  Two tips which may prove useful to you: 
 

Try a 2-column, “T” approach.  Divide your notebook pages into two equal sections.  On  
            the left, place your notes from your homework readings.  On the right, place the lecture    
            material that connects to the notes from the readings. 
 

Try using different color pens or a highlighting marker to emphasize important notes. 
 
2.  Notes are worthless if they are poorly organized or illegible.  Try these tips: 
 

Legibility: 
 

- After class, rewrite your notes neatly and completely. 
- To keep up with the flow of information in class, use abbreviations or invent you own      

              short-hand. 
- Use high lighters to emphasize important notes. 

 
Organization: 

 
- Use the structure of the textbook chapters as a guide. 
- Even if the lecture is presented in a seemingly disorganized manner, re-write your notes 

              in an orderly fashion that you determine yourself. 
- Use headings and write notes in outline style. 
- Break your notes up into sections (e.g. definitions, formulas, questions and answers,     

              etc.). 



 
 27 

 
3.  You need to take from class as much information as possible.  However, you can’t                  
     spend the entire class writing notes, because you’ll miss more than you acquire and you         
     won’t participate actively in the class.  What should you write down?  The following are clues  
     that you should write down notes: 
 

- The Instructor repeats the information 2 or even 3 times. 
- The Instructor writes or draws on the board. 
- You receive a handout on the material being covered. 
- A visual aid like an overhead projector or video is utilized. 
- The teacher says something like “do you all understand” or “remember this” or “this will  

               be on the exam,” or, of course, “write this down.” 
- The teacher pauses after a statement to allow you to write it down. 
- The Instructor asks the class for questions about a topic to verify understanding. 

 
IV. Test Taking Strategies 
 
To study for an exam: 
 

- Five nights before the exam, skim through text and notes. 
- On the fourth night, “teach” the material to a study partner. 
- On the third night, skim through your text and notes again. 
- On the second night, develop a “sample exam” of your own, from chapter questions or  

              past quizzes, and take the exam. 
- The night before, if you did well on your “sample exam,” skim through your notes and     

              text again, and let it go.  If you did not do well, do a careful reading of the material you    
              struggled with. 
 
Get a good night’s rest before the exam.  Don’t cram! Cramming doesn’t work! 
 

- The day of the exam, rise early and do a brief recap of the information covered in the     
              exam. 
 

- It’s normal to be nervous.  Make sure you bring all necessary materials to the exam,      
             and arrive early and get focused. 
 
Strategies to consider during the exam: 
 

- Be positive.  Talk yourself up, not down.  Remember, you are not your grade. 
- When you begin the exam, do a “memory dump” on scratch sheets (if allowed).  Write   

             down formulas, memorized lists, etc. 
- As you take the exam, skip questions that you are struggling with, and come back to      

              them later. 
- Answer the questions you know first. 
- If the exam has a time limit, pace yourself! Establish a time schedule for each section. 
- Don’t panic if other students finish well ahead of you. 
- Read all directions before answering a question. 
- If a question confuses you, ask the Instructor for clarification. 
- If there is no penalty for guessing, guess if you don’t know the answer. 
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- Use all the time allowed.  Go back and check your calculations and your answers. 
- Do not change answers unless you are certain it is wrong.  Your first instinct is often      

              correct. 
- Teachers are not out to trick you.  If you read a question, it was probably meant to be     

              clear, and not to be confusing or tricky.  Don’t look for tricks, but take the questions at    
              clear face value. 
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School Policies 
 
 

Parking Lot and Vehicle Registration 
 

School policy requires all students who intend to park in the campus parking lot to 
register their vehicle.  Any vehicle parked in the lot without prior registration is subject to 
towing without notice, and at the owner’s expense. 
 
Towing without notice will also occur in the event the student parks: 
 
* In any reserved spot. 
 
* In any handicapped spot, without prior authorization from the Education Department. 
 

• In the aisles, or any other areas of the lot that have not been designated for parking by 
painted yellow lines. 

 
 
The parking lot is free of charge, but can not accommodate all student vehicles.  The parking lot 
is available on a first-come, first-served basis.  When the lot is full, students must park 
elsewhere.  There is limited street parking along the many side streets near the school.  Please 
be conscious of tow-zones, street cleaning signs, snow emergency routes, and other 
restrictions. 
 
Please be advised that the east side of Green Street in the block just north of the Metra tracks is 
a tow zone.  The College does not own, operate, or monitor any lots or properties in the area, 
other than the lot directly across the street from the school building. 
 
Street parking during morning classes is very limited in the neighborhood surrounding 
the school.  Students are strongly encouraged to use public transportation if they will be 
attending morning classes. 
 
Parking registration forms are available in the Education Office. 
 
 

School Tools and Equipment 
 

School tools, lab materials, and equipment may not be removed from campus.  
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Rules and Regulations 
 

Section I: A student’s enrollment will immediately be terminated in the event the student: 
 

1.  Damages or steals school property or that of other students. 
2.  Writes, etches, or otherwise places graffiti on school property. 
3.  Physically accosts any Coyne student or employee. 
4.  Verbally accosts any student or employee in a vicious, racist, or sexist manner. 
5.  Uses, possesses, or is under the influence of illegal drugs or alcohol at school. 
6.  Carries any weapons on school property. 
7.  Cheats; or steals or falsifies any school related documents. 
8.  Smokes anywhere inside the school building. 
9.  Engages in any criminal, threatening, or mob-action or gang-type activity. 

 
Section II: The student will be subject to a disciplinary warning procedure, up to and including 
termination, in the event the student: 
 

1.  Leaves the class without the Instructor’s knowledge and permission.  Students must   
                 sign out from class if they wish to leave early. 

2.  Eats, sleeps, or reads non-class related materials in class or lab. 
3.  Violates the dress policy, as stated previously in this Student Guide. 
4.  Loiters in hallways or the Atrium Bridge during class time or breaks.  Breaks are to be 

                 taken in designated areas only. 
5.  Makes excessive noise in any area of the school, including the Atrium and break         

                 areas. Students are expected to conduct themselves with maturity and restraint at all  
                 times. 

6.  Disturbs class with a beeper, cell phone, or other cellular device.  Cell phones, PDAs, 
                 Blackberries, and similar devices must be stowed at all times in class and lab.  Cell     
                 phones may be used only in designated break areas and the Atrium. 

7.  Uses an unauthorized exit. 
8.  Fails to return school tools and equipment at the end of the lab session. 
9.  Uses offensive, sexist, or racist language toward any Coyne student or employee.       

                 Extreme forms of verbal harassment or threats will result in expulsion (see I-4 above). 
10. Causes any disruption in any class or lab, including talking when the Instructor is        

                  lecturing, shouting, or making noise in hallways or stock areas, and any other             
                  activities which disrupt the learning environment. 

11.  Litters, spits, or discards chewing gum, cigarette butts, or other rubbish in an             
                   inappropriate manner, inside or outside the school. 

12. Disrespects or disregards the authority of any Coyne Instructor or employee.  Failure 
                   to follow instructions may result in immediate termination of enrollment. 

13.  Walks through campus landscaping.  Students must use sidewalks. 
14.  Smokes on the concrete apron by the planters, west of the painted red line. 
15. Gambles on school property. 
16. Engages in any other activities which the staff or faculty deem improper or       

                  inappropriate for a proper learning environment. 
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Disciplinary Warning Procedure 

 
The Disciplinary Warning Procedure is a mechanism for handling violations of the Rules and 
Regulations of Coyne College. 
 
The Disciplinary Warning Procedure is a four-step procedure. 
 
Step 1: 
 

A verbal warning by the Instructor during class or laboratory time, or by any staff member 
at any time. The Instructor or staff member shall remind the student of school policy. 
 
Step 2: 
 

A private consultation with the student and the Instructor or staff member.  A written 
record of the infraction and subsequent consultation shall be forwarded to the Education Office 
and kept in the student’s file. 
 
Step 3: 
 

A final warning session in the Education Office with both the Instructor or staff member 
and the Operations Manager or Director in attendance. The student will be placed on written 
probation and shall be sent home for the remainder of the day. 
 
Step 4: 
 

Termination of enrollment. 
 
 
Coyne College strives to provide the highest quality technical training available anywhere.  The 
College’s Rules and Regulations and Disciplinary Warning Procedure help to ensure a safe, 
professional, enjoyable learning environment for all students. 
 
 

Student Complaint Procedure 
 
A procedure for handling student complaints is posted in the Education Office and in other areas 
throughout the College.  The complaint procedure is also printed in the College’s Catalog. 
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ACADEMIC HONESTY POLICY 
Becoming an educated person requires adherence to ethical principles. As is fitting, 
Coyne College treats ethical violations affecting coursework with the utmost seriousness. 
Cheating of any kind, as defined in this statement and also as defined in practice by the faculty, 
will result in disciplinary action. 
Academic dishonesty includes, but is not limited to: 

• Copying someone else’s work or answers. 
• Putting your name on a paper written by someone else and handing it in for credit. 
• Allowing another student to copy your work or answers for assignments. 
• Using materials or information hidden on one’s person during quizzes and examinations. 
• Obtaining and using teacher’s editions of textbooks, instructor’s manuals, tests, or test 

answers in an unauthorized fashion. 
• Providing course materials such as papers, lab data, reports, or answers to be presented 

by another student as his or her work. 
• Making up or falsifying information for the purpose of completing an assignment, quiz, 

exam, or presentation. 
• Taking an exam in place of another student or having someone take an exam in your 

place. 
• Turning the same paper in to two different instructors without first receiving permission 

from both of them. 
• Presenting a paper as a speech in a public speaking class which had been submitted as 

a paper in another class without first receiving permission from both instructors. 
• Copying a computer program for unauthorized use.  
• Breaking into or utilizing College-owned computer files in an unauthorized manner. 
• Altering a grade sheet or forging a signature on an academic document. 
• Using a cell phone, PDA, Blackberry, tablet, computer or similar device during a quiz or 

exam. These items must be stowed and not visible during a quiz/exam. 
• Plagiarism (discussed below in more detail). 

 
PLAGIARISM 
Although in academic writing one often presents intellectual material gathered from sources, it is 
imperative that these sources be clearly identified in the student paper. 
Only then can students avoid plagiarizing. Plagiarism, then, refers to the act of representing 
someone else’s words, ideas, or data as your own. Here are some examples: 

• Including passages — no matter how short or long — from source material in a paper 
without using quotation marks and a reference to the source to indicate the borrowing. 

• Including pictures, graphs, statistics, or other data in a paper without referencing the 
source. 

• Summarizing or paraphrasing any material (not recognized as common knowledge) in a 
paper without referencing the source. 

• Purchasing a paper or having someone write a paper to submit as your own work. 
 
Students must also realize that the necessity to cite source material applies to any kind of source 
imaginable, including an interview with a person or persons, printed materials (newspapers, 
magazines, journals, books, etc.), and electronically accessed information (e-mail, chat rooms, 
data bases, Web sites, etc.). The point is to recognize other people’s work and their statements 
as their exclusive intellectual property. 
 
Students may borrow from it, but only as long as they acknowledge such borrowing and do so in 
ways recognized by the academic community. 
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WHOSE RESPONSIBILITY? 
All members of the Coyne community including faculty, staff and students must work together to 
protect the academic integrity of the institution. Together they share the responsibility for 
reporting acts of academic dishonesty. 
 
PROCEDURES FOR HANDLING ACTS 
OF ACADEMIC DISHONESTY 
If a student or faculty member witnesses or learns of an apparent violation, he/she should report 
the incident to the appropriate faculty. That person will then meet with the student or students 
implicated by these witnesses. Alternately, a faculty member who believes he or she has 
detected academic dishonesty on his or her own will meet with the student or students in 
question to discuss the situation. In all cases, the following procedures will apply: 
 
If a faculty or staff member has discovered evidence of cheating, he or she will report the matter 
to the Director’s Office in a timely manner, to include the submission of all related 
documentation. 
 
The Director will review the report and the documentation.  The Director may choose to interview 
the student or students involved, or otherwise investigate the matter further. 
 
The Director will choose the appropriate course of action.  In the event of academic 
dishonesty/cheating, students will be subject to immediate termination, in accordance with the 
college’s Rules and Regulations, Section I, Item 7. 
 
If students are terminated for academic dishonesty/cheating, the Director will provide them with 
steps for appealing their termination and for applying for reinstatement into training. 
 
Students are advised that the College takes matters of academic 
dishonesty/cheating/plagiarism very seriously.  Students who have been found to have 
engaged in academic dishonesty/cheating/plagiarism WILL BE DISMISSED FROM THE 
COLLEGE. 
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Addendum A: 
 

Notification of Rights under FERPA for Postsecondary Institutions 
 

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with respect to 
their educational records.  These rights include: 
 
1.  The right to inspect and review the student’s education records within 45 days of the day the College receives a 
request for access.  Students should submit to the Registrar or Director a written request identifying the record(s) 
they wish to inspect.  The Registrar or Director 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 school 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 College to amend a record that they believe is inaccurate.  They should write the Director, 
clearly identify the part of the record they want changed, and specify why it is inaccurate.  If the College decides not 
to amend the record as requested by the student, the College will notify the student of the decision and advise the 
student of his or her right to a hearing regarding the request for amendment.  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 College in an administrative, supervisory, academic or 
research, or support staff position (including law enforcement personnel and health staff); 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 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. 
 
Upon request, the College discloses education records without consent to officials of another school in which a 
student seeks to enroll. 
 
The College may disclose directory information without prior consent.  “Directory information” means information 
contained in an education record of a student that would not generally be considered harmful or an invasion of 
privacy if disclosed.  The following information has been designated “directory information” by the College:  
Student’s name, address, telephone listing, electronic mail address, photograph, date and place of birth, major field 
of study, dates of attendance, grade level, enrollment status, participation in officially recognized activities and 
sports, honors and awards received, and the most recent educational agency or institution attended. 
 
An eligible student may refuse to permit the College to designate as “directory information” any or all of the types of 
information listed in the preceding paragraph.  Students wishing to refuse to permit the College to designate any or 
all types of information as “directory information” must complete and sign a Directory Information Refusal Form in 
the office of the Registrar.  The student must complete the Directory Information Refusal Form within three weeks of 
matriculation at the College. 
 
4.  The right to file a complaint with the U.S. Department of Education concerning alleged failures by the College to 
comply with the requirements of FERPA.  The name and address of the Office that administers FERPA is: 
 
 Family Policy Compliance Office 
 U.S. Department of Education 
 400 Maryland Avenue, SW 
 Washington, DC 20202-4605 
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Addendum B:  Drug and Alcohol Prevention Program 
 

Notice to Students and Employees: 
 

Coyne College has established a Drug and Alcohol Free Awareness Program (DAFAP).  The DAFAP 
encompasses the following four phases: 
 

Phase One 
 

Warning of the dangers of drug and alcohol abuse: 
 

Drug and alcohol use impairs memory, alertness, and achievement.  It erodes the capacity to perform, think, and act 
responsibly.  It may be grounds for termination of your enrollment within in College or other legal action.  Schedule 
A of the Campus Crime Report specifically details these effects. 
 

Phase Two 
 

Coyne College has a policy of maintaining a Drug and Alcohol free learning environment 
(Standards of Conduct): 

 
All students and employees are hereby notified that the unlawful manufacture, distribution, dispensing, possession, 
or use of illicit drugs and alcohol is prohibited in the College’s learning environment.  Any student or employee must 
notify the College of any criminal drug or alcohol statute conviction in the learning environment no later than five 
days after such conviction.  In compliance with the Drug-Free Workplace Act of 1988, the College’s “workplace” 
consists of the following locations:  Coyne College, 330 N. Green St., and 230 W. Monroe St., or any teaching site, 
or any off-site location (e.g. field trips, externships, job placement, luncheons, meetings, etc.) where the activities are 
in any way related to the College. 
 

Phase Three 
 

Listing the available local drug counseling, rehabilitation, and assistance programs: 
 
Please refer to Schedule B of the Campus Crime Report. 
 

Phase Four 
 

Non-compliance with the terms of this College’s Drug-Free Workplace Statement: 
 
Employees:  Any employee who violates the College’s “Standards of Conduct” (Phase Two above) will be placed 
on probation for the first offense and terminated for the second offense.  Employees convicted of violating criminal 
drug statutes will be required to satisfactorily participate in a drug abuse assistance or rehabilitation program, or to 
face termination. 
 
Students:  Any student who violates the College’s “Standards of Conduct” (Phase Two above) will be subject to the 

Termination of Training section of the College’s catalog which reads: “the College makes every effort to help 
students continue and complete their studies.  However, in certain circumstances, the school may deem it in the best 
interests of all concerned to suspend or terminate a student’s training.  The reasons for this action include excessive 
absences or tardiness, improper conduct, inability to maintain the required grade averages, or failure to fulfill their 

financial obligations to the school.” 
 

Copies of the College’s Campus Crime Report are available upon request from the Director. 
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Addendum C:   
Grading Policy  

 
Detailed grading policies for each class are documented on course syllabus.  In general, the 
standard grading breakdown is: 
 

Graded Activity Percentage of Grade 
*Exams 40% 
*Quizzes 10% 
Lab/Homework 40% 
Employability and Professionalism 10% 

Total 100% 
 
* Makeup Exams and Quizzes are permitted only in the event of a documented emergency with the 
approval of the Director of Education.  
 
Employability and Professionalism (E&P) 
 
Every student starts with 10 E&P points.  E&P points are deducted as follows: 
 
No Point Deduction For two attendance infractions (absent, late, or 

leave early). 
0.5 Point Deduction For each additional attendance infraction 

(absent, late, or leave early) greater than 2.   
1 – 3 Point Deduction  For improper behavior inside or outside of 

classroom.  Exact point deduction depends on 
severity of improper behavior and is at the 
discretion of Instructor/Staff Member. 

1 – 3 Point Deduction  For lack of motivation, poor communication, 
and/or unprofessional attire.  Exact point 
deduction is at the discretion of Instructor/Staff 
Member. 

 
Note:  No more than 10% of final grade will be impacted by E&P point deductions. Instructor’s 

Advisory Forms will be completed for each non-attendance E&P point deduction.  Sample 
Instructor’s Advisory Form on following page, Addendum D. 
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SSAAMMPPLLEE  AADDVVIISSOORRYY  FFOORRMM  
 
 
 

Addendum D: 
INSTRUCTOR’S ADVISORY FORM 

 

STUDENT’S NAME: ______________________ ______  DATE __________________ 

INSTRUCTOR: _______________________ _ ___________________ COURSE: _______________ 
 
IMPROPER BEHAVIOR    ___________ Date of Occurrence _________Points Deducted 
 
LACK of MOTIVATION  ___________ Date of Occurrence _________Points Deducted 
 
POOR COMMUNICATION  ___________ Date of Occurrence _________Points Deducted 
 
UNPROFESSIONAL ATTIRE ___________ Date of Occurrence _________Points Deducted 
 
DESCRIPTION OF PROBLEM:  
 
 
 
STUDENT SIGNATURE: __________________________________ DATE: _______ 

SIGNATURE OF ADVISOR: _______________________________ DATE: _______ 

DIR. OF ED. SIGNATURE: ________________________________ DATE: _______ 
 

 
 
 
 
 
 

SSAAMMPPLLEE  AADDVVIISSOORRYY  FFOORRMM  
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Addendum E:  Sample Employability and Professionalism Evaluation 
 

Employability and Professionalism Evaluation 
 

Objective:  The student will present himself/herself in a professional manner consistent with the 
occupation for which he/she is training. 
 
The following checklist is how the instructor evaluates the student with respect to the desired traits of 
employability and professionalism in the occupation.  Students are evaluated fairly and consistently.  Each 
evaluation will be followed with a brief, constructive, and positive conference with the student. 
 
 

1. Professionalism:  Student conducts self in a mature manner; respects the rights and property of 
others; treats students, faculty, and staff with respect; is patient and self-controlled; assumes 
responsibility; is organized and manages time well; produces work that is neat and high in quality. 

 
 

2. Reliability:  Student is punctual at class start and after breaks; is not excessively or unnecessarily 
absent; conforms to dress policy and is neat in appearance; completes assignments in a timely 
manner; arrives prepared for class; is attentive in class. 

 
3. Motivation:  Student is interested and self-directed; participates in class; is goal/job oriented; 

exhibits enthusiasm; shows initiative; exhibits a positive outlook; works well without close 
supervision; strives to improve; takes the role of learner seriously. 

 
 

4. Communication:  Student strives to communicate clearly and directly; refrains from inappropriate 
language; listens well and is attentive; asks carefully considered questions; is friendly and positive 
in tone; produces work that is legible and neat; avoids slang and profanity; strives to use 
grammatically proper business English. 

 
 

5. Safety:  Student works in a careful and safety-conscious manner; refrains from wearing jewelry, 
loose clothing, etc. in lab areas; wears eye protection when appropriate; refrains from distracting 
behavior and horseplay in lab areas; takes safety regulations seriously; cares for tools and uses 
them properly; practices good housekeeping skills in lab and class. 
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Student Complaint/Grievance Procedure 
 
Student complaints are handled as follows: 
 
Step 1: Students are encouraged to try to resolve their particular complaint or problem by first bringing the 
complaint to the attention of the Instructor. 
 
Step 2: If the Instructor is unable to furnish a satisfactory solution, the student should see the Director. Students are 
encouraged to voice any complaints, concerns, or suggestions to the Director. If, in the opinion of the Director, the 
complaint warrants documentation, an incident report will be completed. 
 
Step 3: If the student remains unsatisfied after meeting with the Director, the student should write down the nature of 
the complaint and the reasons for dissatisfaction. This written complaint should be given to the school’s President. 
Anonymous complaints will not be recognized. The President will respond within three working days of receiving 
the written complaint. The complainant will be provided with the school’s final decision regarding the complaint and 
the reasons for the decision. 
 

Schools accredited by the Accrediting Commission of Career Schools and Colleges must have a procedure 
and operational plan for handling student complaints. If a student does not feel that the school has adequately 
addressed a complaint or concern, the student may consider contacting the Accrediting Commission. All complaints 
considered by the Commission must be in written form, with permission from the complainant(s) for the Commission 
to forward a copy of the complaint to the school for a response. The complainant(s) will be kept informed as to the 
status of the complaint as well as the final resolution by the Commission. Please direct all inquiries to: 
 

Accrediting Commission of Career Schools and Colleges 
2101 Wilson Blvd./ Suite 302 

Arlington, VA 22201 
(703) 247-4212 

 
A copy of the Commission’s Complaint Form is available at the school and may be obtained by contacting the 
Director’s office. 
 

Coyne College is approved by the Division of Private Business and Vocational Schools of the 
Illinois Board of Higher Education.  Complaints against this school may be registered with the 
Illinois Board of Higher Education:  
 

Illinois Board of higher Education 
431 East Adams, 2nd floor  
Springfield Illinois 62701  

(217) 782-8548,  www.IBHE.org 
 
 
 

 
 

Addendum to the Student Guide 
Search and Seizure 
 
To maintain safety and security in the school, designated school authorities are authorized to conduct reasonable 
searches of school property and equipment, as well as of students and their personal effects.  “Designated school 
authorities” includes school liaison police officers. 
 

http://www.ibhe.org/
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School Property and Equipment and Personal Effects Left There by Students 
Designated school authorities may inspect and search school property and equipment owned or controlled by the 
school (such as lockers, desks, and parking lots), as well as personal effects left there by the student, without notice 
to or consent of the student.  Students have no reasonable expectation of privacy in these places or areas or in their 
personal effects left there. 
 
The Director or designee may request the assistance of law enforcement officials to conduct inspections and searches 
of lockers, desks, parking lots, and other school property and equipment for illegal drugs, weapons, or other illegal 
of dangerous substances or materials, including searches conducted through the use of specially trained dogs. 
 
Students 
Designated school authorities may search a student and/or the student’s personal effects in the student’s possession 
(such as, purses, wallets, knapsacks, book bags, tool boxes, lunch boxes, etc.) when there is reasonable ground for 
suspecting that the search will produce evidence the particular student has violated or is violating either the law or 
the school’s student conduct rules.  The search itself must be conducted in a manner that is reasonably related to its 
objective and not excessively intrusive in light of the student’s age and sex, and the nature of the infraction. 
 
When feasible, the search should be conducted as follows: 
 
1. Outside the view of others, including students, 
 
2.  In the presence of a school administrator or adult witness, and 
 
3.  By a designated school authority or liaison police officer of the same sex as the student. 
 
Immediately following a search, a written report shall be made by the designated school authority who conducted the 
search, and given to the Director. 
 
Seizure of Property 
If a search produces evidence that the student has violated or is violating either the law or the school’s policies or 
rules, such evidence may be seized and impounded by designated school authorities, and disciplinary action my be 
taken.  When appropriate, such evidence may be transferred to law enforcement authorities. 
 
LEGAL REF.: 
105 ILCS 5/10-20.14, 5/10-22.6, and 5/10-22.10a. 
Cornfield v. Consolidated High School Dist. No. 230, 991 F.2d 1316 (7th Cir., 1993). 
People v. Dilworth, 661 N.E.2d 310 (Ill., 1996), cert. denied, 116 S.Ct. 1692 (1996). 
People v. Pruitt, 662 N.E. 2d 540 (Ill.App.1, 1996), app. denied, 667 N.E. 2d 1061 (Ill.App.1, 
1996).  
T.L.O. v. New Jersey, 105 S.Ct. 733 (1985). 
Vernonia School District 47J v. Acton, 115 S.Ct. 2386 (1995).  
   
CROSS REF.: 
7:130 (Student Rights and Responsibilities), 7:150 (Agency and Police Interviews), 7:190 
(Student Discipline) 
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