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Studio Incamminati  

 
POLICIES & 

GUIDELINES 2019/2020 

 

 

 
Welcome to Studio Incamminati! In order to uphold a 

positive learning experience and mainta in a clean, safe 

studio environment, the following guidelines and 

policies have been developed. Please don’t hesitate to 

speak with the office personnel or contact m e directly 

if  you should need more information about our 

guidelines. With your cooperation,  Studio Incamminati 

can continue to provide a professional,  respectful and 

productive studio atmosphere.  

 

 

 
Thank you,  

Dan Thompson 

Dean of Fine Arts 
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I. GENERAL STUDIO POLICIES 

 
1.  Non-Discrimination 

Stud io  Incamminat i ’ s  purpose  i s  to  t ra in  excep t iona l ly  
ta len ted  a r t i s t s  to  ca l l  upon  the i r  ab i l i ty  to  crea te  h igh ly  
meaningfu l  ar t .  Accord ingly ,  acceptance  in to  S tudio  
Incamminat i ’ s  p rograms  is  en t i re ly  mer i t -  based .  S tud io  
Incamminat i  does  no t  d iscr imina te  on  the  bas is  o f  race ,  
co lor ,  gender ,  r e l ig ion ,  sexual  o r ien ta t ion ,  na t iona l  o r  
e thn ic  o r ig in ,  age ,  d isab i l i ty ,  o r  ve teran  s ta tus  in  any  
program or  ac t iv i ty  or  in  employment .  

2.  Harassment/Sexual  Harassment 

Because  S tudio  Incamminat i  seeks  to  preserve a  work  and 
learn ing env i ronm en t  f r e e  f r om h a ra s s m en t / sex ua l  
ha r a s sm en t ,  i t  i s  th e  p u rpo s e  o f  th is  po l icy  to  prohibi t  
harassment  and  to  ident i fy  the  resources  ava i lab le  to  
concerned  ind iv idua ls .  

Sexual  abuse  take s  the  form of  inappropr ia te  sexual  
contac t  or  in te rac t ion  for  the  gra t i f ica t ion  of  the  ac tor  
who is  funct ion ing  as  a  careg iver  and  i s  respons ib le  fo r  the  
s tuden t ’ s  o r  ch i ld ’s  ca re .  Sexual  abuse  inc ludes  sexual  
assau l t ,  exp lo i ta t ion ,  moles ta t ion  or  in ju ry .  I t  does  no t  
inc lude  sexual  harassment ,  which  i s  ano ther  form of  
behav ior ,  which  i s  prohibi ted  a t  S tudio  Incamminat i .  

The  po l ic ies  on  abuse  and  moles ta t ion ,  harassment ,  sexual  
harassment ,  d i scr imina t ion ,  sexual  v io lence ,  and  soc ia l  
media  i s  loca ted  in  Sec t ion  
III .  6 and 7  of  th is  pol icy  manual.  

3.  Substance Abuse  Policies  

For  subs tance  abuse  po l ic ies ,  r e fer  to  the  la tes t  Drug  
and  Alcohol  Prevent ion  Handbook.  

4.  Studio Visitors 

Pr ior  au thor iza t ion  f rom the  o f f ice  personnel  i s  r equ i red  fo r  
gues ts  to  be  permi t ted  in to  the  s tud io .  S tud io  gues ts  mus t  be  
escor ted  by  a  s tuden t  a t  a l l  t imes .  

5.  Noise Pollution 

Cel l  phones  mus t  be  p laced  on v ib ra te  or  tu rned off  
dur ing  s tud io  hours .  Phone  conversa t ions  should  be  
conducted  outs ide  the  s tudio .  

S te reos  and  o ther  aud io  equ ipment  a re  no t  permi t ted  
wi thou t  fu l l  consen t  f rom the  Ins t ruc tor  and  o ther  
members  o f  the  s tud io  f loor .  

6.  Photography 
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In  genera l ,  a l l  pho tography  and f i lming  must  be  conducted  
wi thou t  d i s r u p t ing  ope r a t io ns  o r  l im i t in g  ac ce s s ib i l i ty  to  
exh ib i t ion s ,  s t a i r w e l l s , en t r ances /ex i t s ,  h igh  t raf f ic  a reas  and  
o ther  loca t ions  o f  in teres t  to  gues ts .  

For  Vis i tors :  St i l l  pho tography  i s  permi t ted  for  p r iva te ,  
non-commercia l  use  only .  Photographs  cannot  be  
publ ished ,  so ld ,  reproduced ,  t ransfer red ,  d is t r ibu ted ,  o r  
o therwise  commerc ia l ly  exp lo i ted  in  any manner  
whatsoever .  Video  and  voice  record ings  of  any  na tu re  a re  
p roh ib i ted .  Stud io  Incamminat i  r eserves  the  r igh t ,  in  i t s  
so le  d iscre t ion ,  to  wi thhold  permiss ion  to  photograph  on  
i t s  p remises .  

For  Press :  Members  o f  the  press  and  media  may 
photograph  wi th in  des ignated  areas  of  the  fac i l i ty  in  
order  to  promote  the  miss ion  and  purpose  of ,  o r  repor t  
on  newswor thy  even ts  invo lv ing  S tud io  
Incamminat i .  Al l  members  of  the  press  and  media  must  
contac t  the  Communica t ions  Manager  pr ior  to  a r r iva l .  A 
member  of  the  Studio  Incamminat i  s ta f f  mus t  be  presen t  to  
escor t  members  o f  the  p ress  and media  through exhib i t ions  
and  a l l  o ther  a reas  of  the  fac i l i ty .  Make  ar rangements  wi th  
the  Communica t ions  Manager  a t  leas t  24  hours  in  advan ce  to  
en su re  av a i l a b i l i t y .  I nc a m m in a t i  r e se rv es  t he  r ig h t  t o  ap p rov e  
f ina l  conten t  for  anyth ing  in  which  images  of  Studio  
Incamminat i ,  i t s  s ta f f  o r  s tuden ts ,  o r  the i r  ar twork  wi l l  
appear .  Cour tesy  copy  of  a l l  f ina l  con ten t  sha l l  be  p rov ided  
to  S tud io  Incamminat i  fo r  i t s  use  fo r  in te rna l  and 
promotional  purposes.  

For Commercia l  Purposes:  Commercia l  and  spec ia l  
f i lming  and  photography ar rangements  a re  de te rmined  on 
case -by-case  bas is ,  and reques ts  mus t  be  submit ted  a t  leas t  
one  week  in  advance  through  the  Communica t ions  
Manager .  Fees  and charges  may app ly  and vary  fo r  each  
ar rangement;  a l l  a re  the  so le  d iscre t ion  of  Studio  
Incamminat i .  S tudio  Incamminat i  reserves  the  r ight  to  
approve  f inal  conten t  for  any th ing in  which  images  of  
S tud io  Incamminat i ,  i t s  s ta f f  or  s tudents ,  or  the i r  a r twork  
wi l l  appear .  Cour tesy  copy  of  a l l  f ina l  con ten t  sha l l  be  
p rov ided  to  S tud io  Incamminat i  for  i t s  use  for  in te rna l  and  
promot iona l  purposes .  

7.  Smoking 

Smoking i s  no t  permi t ted  in  S tud io  Incamminat i  o r  in  
the  Wolf  Build ing.  Violators  are  subject  to  a  $100 
f ine.  

8.  Absences/Probation/Dismissal  

Studio  Incamminat i  reserves  the  r ight  to  require  the  
wi thdrawal  of  any  s tud en t  wh os e  e du ca t io na l  dev e lo pm en t  i s  
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un sa t i s f ac to r y  o r  who s e  conduct  i s  deemed  harmful  to  the  
Studio  by  the  adminis t ra t ion .  

Students  a re  required  to  be  present  a t  leas t  90% of  the i r  
approved  schedule .  S tuden ts  who do  no t  meet  these  
a t tendance  requ i rements  wi l l  r ece ive  wr i t ten  no t i f icat ion  
f rom the  admin is t ra t ion .  I f  poor  a t tendance  con t inues ,  
s tuden ts  wi l l  be  asked  to  repea t  c lasses ,  or  a  fu l l  year  o f  
the  program,  or  be  d ismissed  f rom Stud io  Incamminat i .  
S tuden ts  who are  d ismissed  f rom the  Fu l l - t ime or  Par t - t ime 
Advanced  F ine  Ar t  Program for  unsa t i s fac to ry  p rogress  
mus t  reapp ly  to  re-en ter  the  p rogram.  S tuden t  la teness  wi l l  
be  recorded  and  prora ted  as  absences .  

9.  Billing/Refunds 

Payment  i s  due  30  days  before  the  f i r s t -c lass  day  of  each  
semes ter .  Payment  may be  made by  Visa ,  Mas terCard ,  
Amer ican  Express ,  Discover ,  check,  
o r  money  order .  A one- t ime  new s tudent  reg is t ra t ion  depos i t  
o f  $500 i s  due  upon accep tance  in  the  Advanced  F ine  Ar t  
Program.  In  add i t ion ,  an  Ins ta l lment  Payment  P lan  is  
ava i lab le  for  a l l  Advanced  Fine  Ar t  P rogram s tuden ts  in  
good  s tand ing  beg inn ing  wi th  the  second  semes ter  o f  the  
f i r s t  year .  For  in format ion  on  the  p lan ,  ca l l  215-592-7910 
or  v is i t  s tu d io inc am m in a t i . o rg /p ro g ram s / f in anc i a l - a id .  
S tud en t s  who  w i th d ra w  
pr ior  to  the  s ta r t  o f  c lasses  wi l l  r ece ive  a  fu l l  r efund  i f  
r ece ived  wi th in  f ive  ca lendar  days  of  s ign ing  the  
enro l lment  agreement .  

S tuden ts  who wi thdraw af te r  t he  f ive  ca lendar  days  fo l lowing 
the  da te  of  s ign ing  the  enro l lment  agreement ,  bu t  p r io r  to  the  
beg inn ing  o f  c lasses ,  wi l l  r ece ive  a  fu l l  re fund  except  the  
non-refundable  $25  appl ica t ion  fee .  

S tuden ts  who wi thdraw dur ing  the  f i r s t  seven  ca lendar  days  of  
the  semes ter  wi l l  rece ive  a  75% refund  of  the  tu i t ion  for  the  
semester .  S tudents  who wi thdraw af te r  the  f i r s t  seven  
ca lendar  days ,  bu t  wi th in  the  f i r s t  25% of  the  semester ,  wi l l  
rece ive  a  55% refund  of  the  tu i t ion  for  semester .  S tudents  
who withdraw af te r  25% but  wi th in  50% of  the  semester  
wi l l  rece ive  
a  30% refund  of  the  tu i t ion .  Students  who withdraw 
af te r  50% of  the  semes te r  wi l l  rece ive  no  refund .  

S tuden ts  who wi thdraw withou t  of f ic ia l  no t i f ica t ion  the  
wi thdrawal  da te  wi l l  be  de te rmined  as  the  day  of  the  las t  
c lass  a t tended .  The  da te  of  
wi thdrawal  fo r  a  s tuden t  who i s  on  an  approved  Leave  o f  
Absence  sha l l  be  the  las t  da te  o f  a t tendance  before  the  
leave  began .  
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Studen ts  enro l led  in  the  payment  p lan  a re  respons ib le  for  any  
ou ts tand ing tu i t ion  payments  a f te r  wi thdrawing  f rom the  
program.  

Any ind iv idua l  who i s  en t i t led  to  educa t iona l  ass i s tance  under  
chap ter  31 ,  Vocat iona l  Rehab i l i ta t ion  and Employment ,  or  
chap ter  33  Pos t -9 /11  GI  Bi l l  benef i ts  can  a t tend  or  
par t ic ipa te  in  the  course  of  educat ion  dur ing  the  per iod  
beginning  on  the  da te  on  which  the  ind iv idual  p rovides  to  
the  educat ional  ins t i tu t ion  a  cer t i f ica te  o f  e l ig ib i l i ty  for  
en t i t lement  to  educa t ion  ass i s tance  under  chap ter  31  or  33  (a  
“cer t i f ica te  o f  e l ig ib i l i ty”  can  a l so  inc lude  a  “Sta tement  o f  
Benef i t s”  ob ta ined  f rom the  Depar tment  of  Veteran’s  Af fa i r s  
(VA)  websi te  e -Benef i ts ,  o r  a  VAF 28-1905  form 
for  chap ter  31  au thor iza t ion  purposes)  and  end ing  on  the  
ear l ie r  of  the  fo l lowing  da tes :  

1.  The da te  on  which  payment  f rom VA is  made  to  the  
ins t i tu t ion .  

2.  90  d ay s  a f t e r  th e  d a te  t he  i n s t i tu t i on  ce r t i f i e d  tu i t io n  and  f ee s  
f o l lo w ing  the  rece ip t  o f  the  cer t i f ica te  o f  e l ig ib i l i ty .  
Our  ins t i tu t ion  can  ensure  tha t  any  ind iv idual  under  
chapter  31  or  33  wi l l  no t  rece ive  a  pena l ty ,  inc lud ing  the  
assessment  of  la te  fees ,  the  den ia l  of  access  to  c lasses ,  
l ib rar ies  o r  o ther  ins t i tu t iona l  fac i l i t i e s ,  o r  
the  requ i rement  tha t  a  covered  ind iv idua l  borrow 
addi t iona l  funds ,  on  any  covered  ind iv idua l  because  o f  the  
ind iv idua l ’ s  inab i l i ty  to  meet  h is  o r  her  f inanc ia l  
ob l iga t ion  to  S tud io  Incamminat i  due  to  the  de layed  
d isbursement  funding  f rom the  VA.  

10.  Student Grievances 

Stud io  Incamminat i  p rov ides  a  dynamic  teach ing program to  
p roduce h ighly  sk i l led  a r t i s t s  who can  ca l l  upon  thei r  
ab i l i t ies  to  crea te  a r t  wi th  dep th  of  purpose.  S tud io  
Incamminat i  s t r ives  to  p rov ide  a  nur tu r ing  and suppor t ive  
env i ronment  where  s tudents  can  learn  and  grow together .  
In  doing  so ,  Studio  Incamminat i  s t r ives  to  provide  the  bes t  
exper ience  poss ib le  and  the  h ighes t  leve l  of  se rv ice .  In  the  
even t  s tuden ts  have  a  ser ious  complaint ,  the  fol lowing 
procedures  are  avai lable .  

I f  i t  i s  a  d ispu te  invo lves  cur r icu lum,  c lass room management ,  
ins t ruc t ion ,  or  eva lua t ions ,  i t  i s  bes t  to  reso lve  the  i s sue  wi th  
the  ind iv idua l  teacher .  
I f  tha t  does  no t  reso lve  the  i s sue,  p lease  see  the  Direc to r  o f  
Educat iona l  Programming  or  Dean  of  Facu l ty  and  S tuden ts ,  
and  then  the  Pres iden t .  

I f  the  concern  per ta ins  to  f inancia l  a id  or  b i l l ing ,  p lease  
see  the  Admin is t ra t ive  Serv ices  Manager  and  then  the  
Pres iden t  in  tha t  order .  
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I f  the  above procedure  does  no t  reso lve  the  i s sue,  s tuden ts  
may  address  the i r  g r ievance  in  wr i t ing  to  the  Board  of  
Direc to rs ,  which  meets  s ix  t imes  per  year .  Gr ievances  mus t  be  
submit ted  to  the  Pres iden t  a t  leas t  one  month  pr ior  to  the  
board  meet ing .  

For  sexual  harassment  i s sues ,  p lease  see  sec t ion  I .  2 ,  Sexual  
Harassment  in  th is  Pol ic ies  &  Guide l ines .  

In  addi t ion  to  the  above  procedures ,  the  U.S.  Depar tment  
o f  Educat ion requ i res  ins t i tu t ions  to  p rov ide enro l led  and 
prospec t ive  s tuden ts  wi th  con tac t  informat ion  fo r  f i l ing  
compla in ts  wi th  i t s  accredi t ing  agency  and wi th  the  
appropr ia te  s ta te  agency  fo r  hand l ing  compla in ts  in  the  
s tuden t ’ s  s ta te .  Many of  the  outs ide  agencies  wi l l  require  
tha t  a l l  ins t i tu t iona l  procedures  be  fol lowed  before  the  
concern  wi l l  be  cons idered .  Before  con tac t ing  one  of  these  
agencies ,  S tud io  Incamminat i  encourages  you  to  in form the  
adminis t ra t ion  of  your  compla in t  f i r s t .  

S tud io  Incamminat i  i s  na t iona l ly  accredi ted  by  the  Nat iona l  
Assoc ia t ion  o f  Schools  of  Ar t  and Des ign (NASAD).  For  a  
copy of  S tudio  Incamm ina t i ’ s  accredi ta t ion  s ta tus ,  p lease  
v is i t  NASAD websi te  a t  www.nasad .ar ts -  accred i t .org  
Ques t ions  or  concerns  tha t  a re  no t  sa t i s fac to r i ly  reso lved by 
the  persons  des igna ted  above  or  by  o ther  school  o f f ic ia l s  may  
be  b rought  to the  a t ten t ion  o f  the  S ta te  Board  o f  Pr iva te  
Licensed  Schools ,  Pennsy lvan ia  Depar tment  of  Educat ion ,  333 
Market  S tree t ,  Har r i sburg ,  Pennsy lvania  17126-0333.  

11.  Student Evaluations 

Studen ts ’  p rogress  th rough  the  Advanced  F ine  Ar t  Program is  
de te rmined by  the  mid  and  end  o f  semes ter  eva lua t ions .  The  
Mid  Semes ter  eva lua t ions  are  done  wi th  s tudents  and  the i r  
ins t ruc tor .  The  End of  Semester  eva lua t ions  can  be  done  as  
one-on-one  or  in  a  group cr i t ique  format  depending  on  the  
ins t ruc tor  preference .  Thes e  eva lua t ions  and  the  s tuden t ’ s  
body  of  a r twork  produced  in  c lass  de te rmine  the  re ten t ion  and 
advancement  s ta tus  of  s tudents  in to  the  next  leve l /year .  

12.  Grading/Satisfactory  Academic Progress 

Policy/Withdrawals 

A.  Process  Overv iew 

Federa l  regu la t ions  requ ire  a l l  schools  par t ic ipa t ing  in  
Federa l  T i t le  IV,  HEA Studen t  F inancia l  Aid  programs  to  
es tab l i sh  and  app ly  reasonab le  s tandards  for  measur ing  
Sat is fac tory  Academic  Progress .  These  s tandards  are  
app l icab le  to  a l l  s tuden ts  enro l led  in  the  Advanced  F ine  Ar t  
Program and  are  used  to  measure  the i r  sa t i s fac to ry  progress  
toward  graduat ion .  The  pol icy  i s  p rovided  to  a l l  s tudents  
pr ior  to  the  f i r s t -  c lass  sess ion  and  i s  cons is ten t ly  app l ied  

http://www.nasad.arts-/
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to  a l l  s tuden ts  in  the  p rogram,  regard less  o f  the  s tudent’ s  
par t ic ipa t ion  in  the  T i t le  IV programs.  
Evalua t ions  a re  main ta ined  in  s tudents’  f i les .  

New SAP def in i t ions  went  in to  e f fect  on  Ju ly  1 ,  2011.  
Studio  Incamminat i  developed  po l ic ies  to  de te rmine  the  
academic  s tandards  tha t  s tudents  mus t  meet  and  
cons truc ted  a  means  and  a  schedule  of  measur ing  
accep tab le  Quant i ta t ive  (Pace  o f  Progress )  and  Qual i ta t ive  
(Grade Po in t  Average)  s tandards .  The Quant i ta t ive  measure  
ensures  s tuden ts  a re  p rogress ing  th rough  the i r  p rogram of  
s tudy  a t  a  min imum Pace  tha t  wi l l  p rov ide  for  comple t ion  
o f  the i r  program wi th in  150% of  the  normal  t imef rame.  

SAP s tandards  a re  es tab l i shed by the  facu l ty  in  
consu l ta t ion  wi th  the  Direc to r  o f  Educat iona l  
Programming or  Dean of  Facu l ty  and S tuden ts ,  and  in  
compl iance  wi th  Accred i t ing  agency  s tandards  and 
Federa l  T i t le  IV regu la t ions .  S tuden ts  mus t  main ta in  
SAP accord ing to  the  fo l lowing  s tandards  in  order  to  
con t inue  enro l lment .  SAP i s  
measured  a t  the  end  of  each  payment  per iod  and  wi l l  be  
checked  pr ior  to  d isbursement  of  a id .  

The  pol icy  for  Ti t le  IV,  HEA s tudents  i s  iden t ica l  to  the  
school  s tandards  fo r  s tuden ts  enro l led  in  the  same 
educa t iona l  programs  who are  not  receiv ing  Ti t le  IV  a id .  

B .  Evalua t ion  Per iods  

Formal  eva lua t ions  for  SAP are  conducted  a t  the  end  o f  
each  Term (payment  per iod)  as  fo l lows:  

Fa l l  Semes te r  -  

January  Spr ing  

Semes ter  -  June  

Evalua t ions  de te rmine  i f  s tuden ts  have  met  the  min imum 
requ i rements  for  SAP.  The  f requency  of  eva lua t ions  
ensures  tha t  s tudents  have  cont inuous  knowledge  of  the i r  
p rogress  toward  comple t ion .  

C .  Academic  Year  Def in i t ion  

For  purposes  of  Federa l  f inanc ia l  a id ,  the  academic  year  
def in i t ion  i s  a  min imum of  24  cred i ts  and  37  weeks  of  
ins t ruc t ional  t ime.  

D .  Quant i ta t ive  Measure  (Pace  of  Progress ion)  and  Maximum 

Time Frame 

Studio  Incamminat i’s  SAP policy  contains  a measure  
of  Pace of  Progress ion .  Studen ts  mus t  p rogress  through the  
Advanced  F ine  Ar t  Program  a t  a  suf f ic ien t  pace  to  ensure  
comple t ion  wi th in  the  maximum t ime frame of  150% of 
the published length of  the program,  as expressed in 
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at tempted  credi ts .  

The  maximum t ime  fo r  s tuden ts  to  comple te  the  
Advanced  F ine  Ar t  Program is  as  fo l lows:  

Credi t  Hours  in  Program:  99  cred i ts  

Maximum At tempted  Credi t  Hours :  148  cred i ts  

To  be  cons idered  making SAP,  s tudents  a re  required  to  
earn  a  minimum of  67% of  the  c red i ts  a t tempted ,  
cumula t ive ly ,  a t  each  eva lua t ion  po in t .  Th is  wi l l  ensure  
comple t ion  of  the  p rogram wi th in  the  150% of  the  
normal  t imef rame.  Evalua t ions  a re  conducted  a t  the  
end  of  each  payment  per iod  to  de termine  i f  s tudents  
have  met  the  min imum requ i rements  and  are  based  on  
the  cumula t ive  cred i t  
comple t ion  percen tage  as  o f  the  las t  day  o f  the  eva lua t ion  
per iod .  The  Pace  o f  Progress ion  i s  de te rmined by d iv id ing  
the  cumula t ive  cred i t  hou r s  e a rne d /co m ple te d  b y  the  
cu mu la t ive  c r ed i t  h ou r s  a t t em p ted .  A t  the  end  of  each 
eva lua t ion  per iod ,  the  school  de te rmines  i f  s tuden ts  have  
main ta ined  a t  leas t  67% cumula t ive  Pace  of  Progress ion  
s ince  the  beginn ing  o f  the  course .  Th is  ind ica tes  that ,  
g iven  the  same  Pace ,  the  s tudent  wi l l  g raduate  wi th in  the  
maximum t ime  f rame  a l lowed.  

E .  Qual i ta t ive  Measure  

The qual i ta t ive  measure  of  progress  is  based  on grade  
point  average.  Students  must  mainta in  a  cumulat ive  
grade  point  average  of  a t  leas t  
2 .0  a t  the  end  of  each  evaluat ion  point  (semester) .  The  
Financia l  Aid Adviser  and the  Director  of  Educat ional  
Programming  moni tor  qual i ta t ive  progress .  

 

GRAD

E 

POINT

S 

DESCRIPTION 

A 4.00  
Super ior :  Mas tery  of  subjec t  mat te r  

A-  3 .70 
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B+ 3.30  
Good :  Above  ave rag e  o f  mas t e ry  o f  

sub j ec t  ma t t e r  

B 3.00 

B-  2.70 

C+ 2.30  
Sa t i s f ac to ry :  Accep tab l e  mas t e ry  o f  

sub j ec t  ma t t e r  

C  2.00 

C-  1 .70 

D+ 1.30 Low pass :  L imi ted  maste ry  of  subjec t  

ma t te r  D 1.00 

F  0.00 Fa i lure :  Def ic iency  in  subjec t  mat ter  

F .  Financia l  Aid  Warning  

Studio  Incamminat i  eva lua tes  SAP a t  the  end  of  each  
semester  (payment  per iod) .  S tuden ts  who fa i l  to  meet  
e i ther  the  Quant i ta t ive  and /or  Qual i ta t ive  measures  of  
SAP are  considered  in  a  s ta tus  o f  “Not  Making  SAP”.  
S tudents  Not  Making  SAP wi l l  be  pu t  on  Financia l  Aid  
Warn ing  for  one  semes ter /payment  per iod .  S tuden ts  who 
are  
pu t  on  a  Financia l  Aid  Warning  cont inue  to  rece ive  
Ti t le  IV a id  for  one  semes ter /payment  per iod  af te r  they  
a re  p laced  on  F inancia l  Aid  Warn ing  s ta tus .  The  s ta tus  
wi l l  be  confer red  au tomat ica l ly  wi thou t  the  s tuden t  
appea l ing  the  SAP s ta tus .  S tuden ts  wi l l  be  no t i f ied  in  
wr i t ing  of  the i r  f a i lure  to  meet  SAP requ i rements  and  
p lacement  on  FA Warning  s ta tus ,  

G.  Appeal  Process  

Students  who do  not  make  SAP a t  the  end  of  the  
Financia l  Aid  Warn ing  per iod  a re  considered  “Not  Making  
SAP”  and  lose  the i r  T i t le  IV f inanc ia l  a id  e l ig ib i l i ty .  
These  s tudents  wi l l  be  p laced  on  Academic  Development  
Sta tus  and  the  r igh t  to  appeal .  S tudents  may  have  
the  oppor tuni ty  to  have  the i r  Ti t le  IV,  HEA f inancia l  
a id  e l ig ib i l i ty  re ins ta ted  by  appea l ing  the  Not  Making  
SAP/Academic  Development  Sta tus ,  and  be ing  p laced  on  
Financia l  Aid  Probat ion  i f  the  appeal  i s  g ran ted .  

In  order  to  appea l ,  s tudents  have  three  (3 )  bus iness  days  
a f te r  be ing  no t i f ied  to  submit  an  appea l .  The  appea l  mus t  
be  in  wr i t ing  and  g iven  to  the  Pres ident ,  who  wil l  meet  
wi th  the  F inancia l  Aid  Academic  Appeals  Commit tee  to  
make  a  dec is ion  on  the  appeal .  

The  bas is  on  which  a  s tuden t  may f i le  an  appea l  are :  
in ju ry  o r  i l lness ;  dea th  of  a  re la t ive ;  o r  o ther  spec ia l  
c i rcumstance .  Students  must  p rov ide  suppor t ing  
documents  and  descr ibe  in  wr i t ing  any  unusual  
c i rcumstances  tha t  warrant  spe c ia l  cons idera t ion .  
S tuden ts  must  prov ide  in format ion  as  to  why they  d id  no t  
make  SAP and  what  has  changed  tha t  wi l l  a l low them to  
make  SAP by  the  next  eva lua t ion  poin t .  
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The  Pres ident  wi l l  prov ide  a  dec is ion  in  wr i t ing  wi th in  f ive  
(5 )  bus iness  days .  

Financia l  Aid  Probat ion  

I f  Probat ion  S ta tus  i s  g ran ted ,  s tuden ts  rega in  Ti t le  IV,  
HEA e l ig ib i l i ty  for  the  next  e l ig ib le  payment  per iod  
only .  S tudents  must  be  making  SAP a t  the  end  of  the  
payment  per iod  to  rega in  Ti t le  IV,  HEA funding  for  the  
next  payment  per iod .  

Students  who  rega in  SAP a t  the  next  eva lua t ion  per iod  
rega in  fu l l  e l ig ib i l i ty  for  Ti t le  IV,  HEA funding .  
Students  no t  making  SAP cont inue  to  be  ine l ig ib le  to  
rece ive  Ti t le  IV funds  wi thou t  the  op t ion  to  appeal .  

H .  Reins ta tement  of  Ti t le  IV,  HEA Aid  

Re ins ta tement  of  a id  is  l imi ted  to  the  per iod  under  
eva lua t ion .  S tuden ts  making  SAP by the  conclus ion  o f  the  
F inancia l  Aid  Warn ing or  F inancia l  Aid  Probat ion  per iod  
wi l l  be  removed  f rom sa id  s ta tus  and wi l l  rega in  
e l ig ib i l i ty  for  Ti t le  IV,  HEA funding .  

A former  s tudent  reques t ing  to  be  re ins ta ted  as  an  ac t ive  
s tudent  should  do  so  in  wr i t ing .  Suppor t ive  
documenta t ion  and/or  informat ion  concern ing  any 
mi t iga t ing  c i rcumstances  s hould  be  noted  in  the  reques t .  
The  reques t ing  fo rmer  s tuden t  sha l l  be  no t i f ied  of  the  
Reins ta tement  Review wi th in  f ive  (5 )  bus iness  days  
fo l lowing the  dec is ion  of  the  Financia l  Aid  Academic  
Appeals  Commit tee .  A re tu rn ing  s tuden t  a lways  re-en ter s  
the  program in  the  same SAP s ta tus  as  when the  s tudent  
le f t  the  program.  

I .  Course  Incomple tes ,  Wi thdrawals ,  Repet i t ions  and  Transfer  

Cred i t s  

Students  who  withdraw and  re-enro l l  wi l l  re turn  in  the  
same SAP s ta tus  as  a t  the  t ime  of  wi thdrawal .  Course  
incomple tes ,  r epe t i t ions  and non-cred i t  r emedia l courses  do  
no t  app ly .  Therefore ,  the  school  does  no t  i s sue inc omple tes  
o r  of fe r  non-cred i t  r emedia l  courses .  Al l  hours  a t tended  
are  cons idered  a t tempted .  S tudents  a re  not  permit ted  to  
wi thdraw f rom ind iv idua l  sub jec ts .  S tuden ts  wi thdrawing  
f rom school  wi l l  r ece ive  c red i t  fo r  a l l  work  success fu l ly  
comple ted  up  to  the  po in t  o f  wi thdrawal .  

Due  to  the  un ique  na ture  o f  S tud io  Incamminat i ’ s  
cu r r icu lum,  t ransfer  c red i ts  a re  not  accepted  f rom other  
ins t i tu t ions .  

 

Off ic ial  Withdrawal from School  

Studen ts  who wi thdraw f rom the  school  mus t  consu l t  
wi th  the  Pres iden t  and /or  Direc t o r  of  Educat iona l  
Programming and not i fy  in  wr i t ing  of  h is /  her  
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off ic ia l  las t  day .  

Unoff icial  Withdrawal from School  

I f  Studio  Incamminat i  unoff ic ia l ly  wi thdrawals  a  
s tudent  f rom the  school ,  the  Pres iden t  and /or  
Direc to r  of  Educat iona l  Programming  wi l l  r ecord  
the  c i rcumstances  and  las t  day  in  
wr i t ing  and  inc lude  the  informat ion  in  the  s tuden t ’ s  
o f f ic ia l  f i le .  A  s tuden t  who  fa i l s  to  a t tend  c lasses  fo r  
14  consecu t ive  ca lendar  days  wi l l  be  cons idered  to  
have  unoff ic ia l ly  wi thdrawn f rom the  ins t i tu t ion .  

13.  Verification 

Each  year  the  U.S.  Depar tment  o f  Educat ion  requ i res  schools  
par t ic ipa t ing  in  the  Ti t le  IV,  Federa l  Studen t  Aid  programs  to  
ver i fy  the  cons is tency  and  accuracy  of  da ta  submit ted  on  the  
Free  Appl ica t ion  for  Federa l  Student  Aid  (FAFSA) .  Any 
s tudent  who comple tes  a  FAFSA may be  chosen  for  
ver i f ica t ion  by  the  Depar tment  o f  Educat ion .  Nat ionwide,  about  
30% of  a l l  FAFSA appl ica t ions  a re  se lec ted .  

I f  se lec ted ,  s tuden ts  ( i f  Independent )  and  the i r  paren ts  ( i f  
Dependent )  mus t  supp ly  documenta t ion  to  conf i rm the  da ta  
repor ted  on  the  FAFSA form.  
S tuden ts  must  submit  a  requ i red  Ver i f ica t ion  Workshee t  and  
cop ies  o f  thei r  ( and  the ir  paren ts ’ )  f edera l  income tax  
t ranscr ip ts .  In  some ins tances ,  s tuden ts  wi l l  be  requ i red  to  
p rov ide  proof  o f  iden t i f ica t ion  and  graduat ion  of  High  School  
(or  the  equiva len t) .  I f  se lec ted ,  the  Financia l  Aid  
Adminis t ra tor  wi l l  no t i fy  the  s tuden t  and  prov ide  a  copy  of  the  
ins t i tu t ion’s  deta i led  Ver i f ica t ion  Po l ic ies  and  Procedures .  No 
federa l  f inanc ia l  a id  may be  c red i ted  to  the  s tudent’ s  account  
un t i l  th is  process  i s  comple ted .  

Th i s  po l i c y  a pp l ie s  to  s tud en t s  who  w i l l  r ece ive  su b s id i ze d  
s tud en t  f i nan c i a l  ass i s t ance  such  as  Pe l l  Gran t  and  Subs id ized  
S tuden t  Loans .  S tuden ts  may  be  se lec ted  for  ver i f ica t ion  by  
the  Depar tment  o f  Educat ion  or  S tudio  Incamminat i  i f  there  
is  an  e r ror  made  on  the i r  FAFSA or  the  school  requ i res  more  
in format ion .  S tuden ts  who are  e l ig ib le  fo r  bo th  subsid ized  and  
unsubs id ized  Ti t le  IV a id  may  no t  avo id  ver i f ica t ion  by  
accep t ing  on ly  unsubs id ized  a id .  

A.  Notif ica t ions  

S tuden ts  who are  se lec ted  fo r  ver i f ica t ion  by  the  U.  S .  
Depar tment  of  Educat ion  they  wi l l  be  no t i f ied  on  the i r  
S tuden t  Aid  Repor t  (SAR)  in  the  comments  sec t ion  
exp la in ing  what  documenta t ion  i s  requ ired .  I f  se lec ted  for  
ver i f ica t ion  by  the  F inancia l  Aid  Adviser  (FAA) a t  S tud io  
Incamminat i ,  the  school  wi l l  con tac t  the  s tuden t  v ia  phone 
or  emai l  ask ing  them to  prov ide  any  reasonab le  
documenta t ion  in  accordance  with  any consis tent ly  
appl ied  school  pol ic ies.  
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B .  Submit t ing  Ver i f ica t ion  Documenta t ion  

S tuden ts  must  submit  the  requ i red  ver i f ica t ion  
documenta t ion  for  subs id ized  f inanc ia l  a id ,  inc lud ing  
Pe l l  Gran ts  and  Federa l  Direc t  Subs id ized  Loans ,  by  
Sep tember  3 ,  2019  or  120  days  f rom the  las t  day  of  
s tuden t ’ s  en ro l lment ,  whichever  i s  f i r s t .  For  Federal  
Direc t  
Unsubs id ized  Loans ,  s tuden ts  a re  requ ired  to  submit  a l l  
documenta t ion  by  the  las t  day  of  the  Spr ing  semester  on  
June  12 ,  2020.  I f  a  s tudent  does  no t  submit  the  requ i red  
ver i f ica t ion  documenta t ion  wi th in  the  a forement ioned  t ime 
per iod ,  the  school  cannot  o r ig ina te  or  d isbu rse  any  Federa l  
Direc t  Subs id ized  Loans ,  and  they  fo r fe i t  the i r  Pe l l  Gran t  

fo r  tha t  award  year  and  mus t  re tu rn  any  Pe l l  money  
a l ready  rece ived tha t  year .  

To  submit  the  ver i f ica t ion  documents  any  s tudent  who 
has  an  FSA ID-  regard less  of  how he /she  o r ig ina l ly  
app l ied -may cor rec t  any of  the i r  own da ta  by  us ing  
FAFSA on the  Web a t  www.fafsa .gov .  I f  dependent  
s tuden ts  need  to  change  paren ta l  da ta ,  a  paren t  mus t  e i ther  
s ign  e lec t ronica l ly  wi th  h is /  her  own FSA ID or  pr in t  ou t  
and  s ign  a  s igna ture  page.  I f  S tud io  Incamminat i  sends  the  
cor rec t ion  o r  update  fo r  a  s tuden t ,  the  school  mus t  f i r s t  
have s igned documenta t ion  f rom the  s tuden t  and  paren t .  
The  documenta t ion  can  be  s igna tures  on  Par t  2  o f  the  SAR,  
a  s igned  copy  of  the  correc t ion ,  o r  update ,  o r  a  s igned  
ver i f ica t ion  document .  Unl ike  those  fo r  the  or ig ina l  
app l ica t ion ,  these  
do  no t  have  to  be  wet  s igna tures .  Cen t ra l  Process ing  Sys tem 
(CPS)  wi l l  p rocess  the  change ,  send  not ice  to  the  school ,  
and  send  the  s tudent  
a  one-page  SAR acknowledgement  o r ,  i f  the  CPS has  her /h is  
e -mai l  address ,  an  e -mai l  wi th  a  l ink  to  her /h is  SAR 
informat ion  on  the  Web.  

Once  the  requ i red  ver i f ica t ion  documenta t ion  has  been  
submit ted ,  the  U.S.  Depar tmen t  of  Educat ion  and  Studio  
Incamminat i  wi l l  r ev iew the  submit ted  in format ion .  I f  a  
s tuden t ’ s  Est imated  Fami ly  Cont r ibu t ion  i s  ad jus ted  and  
the  amount  of  Ti t le  IV Federa l  S tuden t  Aid  award  changes ,  
the  FAA wi l l  ca l l  and  emai l  the  s tuden t  wi th in  three  (3 )  
bus iness  days  to  se t  up  an  in-person  appoin tment  to  
d iscuss  the  s tudent’ s  f inancia l  a id  award .  

C .  Fraud 

I f  f raud  o r  abuse  i s  de tec ted  or  suspected  i t  mus t  be  
repor ted  to  Tamara  S tokes ,  F inancia l  Admin is t ra to r  a t  
S tud io  Incamminat i .  The  FA wi l l  r e fe r  informat ion  fo r  
inves t iga t ion  to  the  Off ice  of  Inspec tor  Genera l  a t  the  
Depar tment  of  Educat ion .  Al l  c red ib le  informat ion  
ind ica t ing  tha t  an  appl icant  fo r  Ti t le  IV may have  engaged  

http://www.fafsa.gov/
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in  f raud  or  o ther  c r imina l  conduct  wi l l  be  p rov ided  to  the  
Depar tment .  Fraud  i s  in ten t  to  dece ive  as  opposed to  a  
mis take .  In  addi t ion ,  Studio  Incamminat i  wi l l  re fer  any  
th i rd -  par ty  serv icer  who may  have engaged in  f raud ,  
b reach of  f iduc iary  respons ib i l i ty ,  or  o ther  i l lega l  conduct  
invo lv ing  the  FSA Programs.  

OIG Address and Phone Numbers  

Office of  Inspector  General  
U.S.  Depar tment of  Educat ion 
400  Maryland  Avenue ,  SW Washington ,  DC 
20202-1510 1-800-MIS-USED 
Email :  o ig.hot l ine@ed.gov  

Web:  

h t tp : / /www.ed .gov/about /o f f ices / l i s t /o ig /ho t l ine .h tml  

Regional Off ices Telephone No.  National  Hotl ine  

Inspector  General’s  Hotl ine —  Phi ladelphia,  PA (215) 

656-6900 

OIG referrals  

34 CFR 668.16(g)  —  IRS Publicat ion 17  

mailto:oig.hotline@ed.gov
http://www.ed.gov/about/offices/list/oig/hotline.html
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14.  Awarding of Title IV,  HEA Programs 

Studen ts  cannot  be  in  defau l t  on  any  prev ious  s tuden t  loans  
and /or  does  no towe  a  refund  on  a  gran t  f rom another  school  
in  order  to  rece ive  any  new awards .  The  s tuden t ’s  to ta l  
f inanc ia l  a id  mus t  no t  exceed  the  s tuden t ’ s  f inancia l  need  
(Need  = Cos t  o f  At tendance  minus  the  EFC) .  

A.  Pel l  Grant  

A Pel l  Gran t  i s  cons idered  to  be  the  f i r s t  source  of  Federa l  
S tuden t  Aid  and  begins  wi th  Pe l l  e l ig ib i l i ty .  A s tudent  
must  be  enro l led  in  S tudio  Incamminat i ’ s  Advanced  F ine  
Ar ts  Program to  rece ive  a  Pe l l  Gran t ,  and any s tuden t  who 
has  earned a  Bachelor ’ s  Degree  i s  no t  cons idered  an  
undergraduate  and  cannot  rece ive  a  Pe l l  g ran t .  

The  amount  o f  a  Pe l l  Gran t  the  s tudent  wi l l  be  awarded  i s  
de te rmined by  the  s tudent’ s  EFC f rom the ir  FAFSA,  and  
the  Cost  o f  At tendance  a t  an  ins t i tu t ion .  The  Pe l l  Grant  
maximum award  for  the  2019-2020  Award year  is  
$6,195.  

B .  Direc t  Staf ford  Student  Loan  

These  loans  may  be  ob ta ined  through  the  Federa l  
Government ,  ca l led  Direct  S tuden t  Loans ;  o r  they  may  be  
ob ta ined  th rough  Banks  which  a re  cal led  FFEL.  There  a r e  
two  k inds  o f  Direc t  S ta f ford  S tuden t  Loans :  

1. Direc t  Subs id ized  S taf ford  Loan:  A dependent  o r  
independent  s tudent  may  borrow up  to  $3500 as  a  
f reshman  and  $4500 as  a  sophomore  prov ided  the  
s tuden t  has  need .  here  i s  no  in te res t  whi le  the  
s tuden t  i s  in  school .  In te res t  and  repayment  beg ins  
6  months  a f te r  graduat ion  or  wi thdrawal  f rom 
school .  

2. Direc t  Unsubs id ized  S taf fo rd  Loan:  An independent  
s tuden t  may borrow up  to  $6000 dur ing  each  of  the  
f i r s t  two  years  o f  s tudy  under  th is  p rogram.  The  
in te res t  r a te  beg ins  immedia te ly  and  can  be  pa id  
quar te r ly ,  o r  i t  can  be  capi ta l ized  and  pa id  wi th  
p r inc ipa l  a f te r  the  s tudent  leaves  school .  The  
unsubs id ized  loan  i s  no t  need  based  and  can  rep lace  
the  EFC;  however ,  the  to ta l  o f  a l l  f inanc ia l  a id  cannot  
exceed  the  Cost  of  At tendance .  

C .  Counsel ing  

Each  s tudent  rece iv ing  a  Direc t  Loan  a t  S tudio  
Incamminat i  must  comple te  an  Ent rance  In te rv iew.  
S tuden ts  can  comple te  th is  in te rv iew a t  s tudent loans .gov  
or  you  can  ask  your  FAA,  Tamara  S tokes ,  for  
the  document .  When  you  leave  the  school ,  e i ther  by  
wi thdrawal  or  g raduat ion ,  you  must  comple te  Exi t  
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Counse l ing  on  the  same s i te  for  your  s tudent  loans .  

15.  Policy on Return of Title IV Funds 

When A Studen t  Withdraws  When s tuden ts  app ly  fo r  
f inanc ia l  a id ,  a  s ta tement  i s  s igned  tha t  the  funds  wil l  be  
used  fo r  educa t iona l  purposes  on ly .  Therefore ,  i f  s tuden ts  
wi thdraw before  comple t ing  the  program,  a  por t ion  o f  the  
funds  rece ived  may have  to  be  re turned.  S tud io  
Incamminat i  wi l l  ca lcu la te  the  amount  o f  funding  to  be  
re turned  to  the  Ti t le  IV HEA Federal  fund programs 
according to the pol ic ies  below: 

A.  Return  to  Ti t le  IV Funds  Pol icy  

This  po l icy  app l ies  to  s tuden ts  who wi thdraw of f ic ia l ly ,  
unof f ic ia l ly  o r  fa i l  to  re tu rn  f rom a  leave  o f  absence  or  are  
d ismissed  f rom enro l lment .  I t  i s  separa te  and  d is t inct  f rom 
Stud io  Incamminat i ’ s  Refund  Po l icy .  

The  ca lcu la ted  amount  o f  the  Return  of  t i t le  IV,  HEA 
funds  tha t  a re  required  to  be  re turned  for  the  s tudents  
a f fec ted  by  the  pol icy ,  a re  de te rmined  accord ing  to  the  
fo l lowing  def in i t ions  and  procedures  as  prescr ibed  by  
the  regula t ions .  

The  amount  o f  t i t l e  IV,  HEA earned  is  based  on  the  
amount  o f  t ime  a  s tuden t  spen t  in  academic  a t tendance ,  
and  the  to ta l  a id  rece ived ;  i t  has  no  re la t ionsh ip  to  the  
s tuden t ’ s  incur red  ins t i tu t iona l  charges .  Because  these  
requirements  dea l  on ly  wi th  T i t le  IV HEA funds ,  the  
order  of  re turn  of  unearned  funds  does  no t  inc lude funds  
f rom sources  o ther  than  the  t i t le  IV,  HEA programs.  

Ti t le  IV,  HEA funds  are  awarded  to  s tudents  under  the  
assumpt ion  tha t  he /she  wi l l  a t tend  school  fo r  the  en t i re  
per iod  for  which  the  a id  is  awarded.  S tuden ts  who 
wi thdrawal  may  no  longer  be  e l ig ib le  fo r  the  fu l l  amount  
o f  Ti t le  IV,  HEA funds  tha t  were  or ig ina l ly  scheduled .  
Therefore ,  the  amount  o f  Federa l  funds  earned  must  be  
de te rmined.  I f  the  amount  d isbursed  i s  g rea te r  than  the  
amount  earned ,  unearned  funds  must  be  re turned .  

The  Payment  per iod  for  a  te rm-based  cred i t  hour  program 
is  one  ha l f  the  academic  year  and  one ha lf  the  c red i ts .  

S tuden ts  who do  no t  comple te  a l l  the  days  in  the  payment  
per iod  o r  per iod  of  enro l lment  tha t  the  s tuden t  was  
scheduled  to  comple te  a re  cons idered  to  be  wi thdrawn.  
S tuden ts  who ceases  a t tendance  (drops  o r  wi thdraws)  f rom 
a l l  h i s  o r  her  t i t l e  IV e l ig ib le  courses  in  a  payment  per iod  
o r  per iod  o f  enro l lment  a re  a l so  cons idered  to  be  
wi thdrawn.  

Date of  Determination that the S tudent Withdrew 

The Date  of  Determinat ion  is  the  da te  of  the  ins t i tu t ion’s  
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determina t ion  tha t  the  s tuden t  wi thdrew var ies  depending  on  
the  type  o f  wi thdrawal .  S tuden ts  who of f ic ia l ly  wi thdrawal  
o r  prov ide  of f ic ia l  no t i f ica t ion  of  the i r  in ten t  to  wi thdraw,  
the  da te  of  the  ins t i tu t ion’s  determina t ion  tha t  the  s tuden t  
wi thdrew would  be  the  date  the  s tudent  began  the  off ic ia l  
wi thdrawal  process  or  the  da te  of  the  s tudent’ s  
not i f ica t ion ,  whichever  i s  la te r .  S tudents  who  do  no t  
begin  the  
of f ic ia l  wi thdrawal  p rocess  o r  prov ide  no t i f ica t ion  o f  
h is /her  in ten t  to  wi thdraw,  the  da te  of  the  ins t i tu t ion’s  
determina t ion  tha t  the  s tuden t  wi thdrew  would  be  the  da te  
the  school  becomes  aware  tha t  the  s tuden t  ceased  
a t tendance .  Stud io  Incamminat i  does  take  a t tendance  and  so  
the  las t  da te  o f  a t tendance  wi l l  a lways  be  used  when  
ca lcu la t ing  Return  to  Ti t le  IV.  Studio  Incamminat i  has  45  
days  f rom the  da te  tha t  the  ins t i tu t ion  de te rmines  tha t  the  
s tuden t  wi thdrew to  re turn  a l l  unearned  funds  for  which  i t  i s  
r espons ib le .  The  school  i s  r equ i red  to  o f fer  a  pos t  
wi thdrawal  d isbursement  tha t  i s  no t  cred i ted  to  the  s tuden t ’ s  
account  wi th in  30  days  of  the  da te  of  de terminat ion .  

The  Date  o f  Determina t ion  tha t  the  s tuden t  wi thdrew is  a  
maximum 14 days  a f te r  the  las t  da te  o f  a t tendance .  The  
Date  of  Determinat ion  s t a r t s  the  c lock  for  t imely  re funds  
o f  Ti t le  IV Programs.  Funds  mus t  be  re tu rned  wi th in  45  
days  a f te r  the  Date  o f  Determina t ion .  Al l  da tes  are  based  
on  required  off ic ia l  Stud io  Incamminat i  a t tendance  
records .  

S tud io  Incamminat i ’ s  Off ice  i s  r equ i red  by  federa l  s ta tu te  
to  ca lcu la te  the  percentage  of  earned  Ti t le  IV Funds  
rece ived  or  pending  and  to  re tu rn  the  unearned  funds  for  
s tuden ts  who wi thdrew,  were  te rmina ted  o r  fa i led  to  re turn  
f rom an  approved  leave  of  absence .  For  s tuden ts  who  fa i l  to  
re turn  f rom a  

Leave  of  Absence ,  the  Date  of  Withdrawal  i s  the  las t  day  
the  s tuden t  a t tended  c lass  before  the  Leave  began.  
Therefore ,  for  s tuden ts  enro l led  in  c red i t  hour  te rm 
programs for  a  LOA to  be  an  off ic ia l  LOA a  school  mus t  
a l low a  s tudent  re tu rn ing  f rom a  LOA to  comple te  the  
coursework  tha t  he  or  she  began  pr ior  to  the  LOA.  In  
addi t ion ,  the  ins t i tu t ion  may  no t  impose  add i t ional  
charges  and  may  no t  award  the  s tudent  addi t iona l  Ti t le  
IV ass is tance .  

Payment  Per iod:  
For  a  s tuden t  in  an  e l ig ib le  program in  semes ter s ,  
and  measures  progress  in  c red i t  hours ,  the  payment  
per iod  i s  the  semes ter .  

Rounding:  
Enter  do l la r s  and  cen ts  us ing  s tandard  rounding  ru les  to  
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round  to  the  neares t  penny.  F ina l  payment  amounts  tha t  
the  school  and  s tuden t  are  each  respons ib le  for  re tu rn ing  
may  be  rounded  to  the  neares t  do l la r .  

Percen tages  a re  ca lcu la ted  to  four  dec imal  p laces  and  
rounded  to  three  dec imal  p laces .  

Students  who reenter  wi th in  180  days of  the i r  
wi thdrawal  a re  immedia te ly  e l ig ib le  to  rece ive  a l l  Ti t le  
IV funds  tha t  were  re tu rned  when they  ceased  
a t tendance .  

“Official” Voluntary Withdrawal  

Studen ts  a re  cons idered  to  be  “Off ic ia l ly”  wi thdrawn  on 
the  da te  he /  she  not i f ies  the  Financia l  Aid  Adviser  o r  
Direc tor  of  Educat ional  Programming  in  wr i t ing  of  the i r  
in ten t  to  wi thdraw.  The da te  o f  the  te rmina t ion  for  re tu rn  
and  re fund  purposes  wi l l  be  the  ear l ies t  of  the  fo l lowing  
for  off ic ia l  wi thdrawals :  

1. Date  s tuden t  p rov ided  off ic ia l  no t i f ica t ion  of  in ten t  
to  wi thdraw in  wr i t ing .  

2. Date  s tudent  began  the  wi thdrawal  f rom the  school’s  
r ecords .  Students  wi l l  be  permit ted  to  resc ind  h is /her  
no t i f ica t ion  in  wr i t ing  and  con t inue  the  program i f  so  
chosen.  However ,  s tuden ts  who  subsequent ly  drop ,  the  
wi thdrawal  da te  i s  the  o r ig ina l  da te  of  no t i f ica t ion  of  
in ten t  to  wi thdraw.  

Upon  rece ip t  of  the  wi thdrawal  informat ion  the  S tud io  
Incamminat i  wil l  complete  the  fol lowing:  

1. Determine  the  s tudent’ s  las t  da te  o f  a t tendance  as  
o f  the  las t  recorded  da te  of  academic  a t tendance  on  
the  school ’s  a t tendance  record ,  and 

2. Perform two  ca lcu la t ions  

a .  The  s tudent ’s  l edger  card  and  a t tendance  record  a re  
rev iewed  to  de termine  the  ca lcu la t ion  of  Return  of  
Ti t le  IV,  HEA funds  the  s tudent  has  earned ,  and  i f  
any ,  the  amount  o f  Ti t le  IV,  HEA funds  for  which  
the  school  i s  r espons ib le .  Returns  made  to  the  
Federa l  Funds  Account  a re  ca lcu la ted  us ing  the  
Depar tment ’ s  Return  of  Ti t le  IV,  HEA Funds  
Worksheets ,  scheduled  a t tendance  and  are  based  
upon the  payment  per iod .  

b.  Calcu la te  the  school ’ s  r e fund  requ i rement  ( see  
school  refund  ca lcu la t ion) .  

3. Studen t ’ s  g rade  record  wi l l  be  updated  to  re f lec t  
h is /her  f ina l  g rade .  

4. Stud io  Incamminat i  wi l l  re tu rn  the  amount  fo r  any  
unearned por t ion  of  the  T i t le  IV,  HEA funds  for  
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which  the  school  i s  respons ib le  wi th in  45  days  o f  
the  da te  the  o f f ic ia l  no t ice  was  provided.  

5. I f  app l icab le ,  S tud io  Incamminat i  wi l l  prov ide  
s tuden ts  wi th  a  le t te r  exp la in ing  the  Ti t le  IV,  HEA 
requ i rements .  To inc lude :  

a .  The amount  o f  Ti t le  IV,  HEA ass is tance  the  
s tudent  has  earned.  Th is  amount  i s  based  upon  
the  leng th  of  t ime  the  s tuden t  was  enro l led  in  
the  program based  on  scheduled  a t tendance  and  
the  amount  of  funds  the  s tuden t  rece ived .  

b.  Any re turns  tha t  wi l l  be  made  to  the  Federa l  
p rogram on  the  s tuden t ’s  beha l f  as  a  resu l t  of  
ex i t ing  the  program.  I f  a  s tuden t ’ s  scheduled  
a t tendance  i s  more  than  60% of  the  payment  per iod ,  
he /she  i s  cons idered  to  have  earned  100% of  the  
Federa l  funds  rece ived  for  the  payment  per iod .  In  
th is  case ,  no  funds  need  to  be  re turned  to  the  
Federa l  funds .  
 

c .  Advise  the  s tuden t  of  the  amount  of  unearned  Federa l  
funds  and tu i t ion  and  fees  tha t  the  s tudent  must  
re turn ,  i f  appl icable .  

Supply  the  s tudent  wi th  ledger  card  record  not ing  
outs tanding  ba lance  due  to  the  school  and  the  ava i lab le  
methods  of  payment .  A  copy  of  the  comple ted  worksheet ,  
check ,  le t te r  and  f ina l  ledger  card  wil l  be  kept  in  the  
s tuden t ’ s  f i l e .  

S tuden ts  who dec ide  to  resc ind  h is /her  of f ic ia l  no t i f ica t ion  
to  wi thdraw must  prov ide  a  s igned  and  da ted  wr i t ten  
s ta tement  indica t ing  he /she  
i s  con t inu ing  h is  o r  her  p rogram of  s tudy  and  in tends  to  
comple te  the  payment  per iod .  Ti t le  IV,  HEA ass i s tance  
wi l l  cont inue  as  or ig ina l ly  p lanned.  Studen ts  who 
subsequent ly  fa i l  to  a t tend  o r  cease  a t tendance wi thou t  
comple t ing  the  payment  per iod  wi l l  have  the i r  wi thdrawal  
da te  re turn  to  the  las t  da te  of  a t tendance .  

Unoff icial  Withdrawal  

A student  who  does  no t  provide  off ic ia l  no t i f ica t ion  of  
h is /her  in ten t  to  wi thdraw and  i s  absen t  fo r  more  than  14  
consecu t ive  ca lendar  days ,  f a i l s  to  main ta in  sa t i s fac to ry  
academic  p rogress ,  f a i l s  to  comply  wi th  the  school ’s  
a t tendance  and  /or  conduct  po l icy ,  does  no t  mee t  f inancia l  
ob l iga t ions  
to  the  school ,  o r  v io la tes  condi t ions  ment ioned  in  the  School  
con t rac tua l  agreement ,  wi l l  be  subjec t  to  te rmina t ion  and  
cons idered  to  have  unoff ic ia l ly  wi thdrawn.  

With in  two weeks  o f  the  s tuden t ’ s  l as t  da te  of  academic  
a t tendance ,  the  fo l lowing  procedures  wi l l  take  p lace :  
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1. The  Off ice  wi l l  make  three  a t tempts  to  no t i fy  
the  s tuden t  regard ing  h is /her  enro l lment  
s ta tus .  

2. Determine  and  record  the  s tudent’ s  l as t  da te  o f  
a t tendance  as  the  las t  r ecorded  da te  o f  academic  
a t tendance  on  the  a t tendance  record .  

3. The  s tuden t ’s  wi thdrawal  da te  i s  de te rmined  as  the  
da te  the  day  a f te r  14  consecut ive  ca lendar  days  of  
absence .  

4. Not i fy  the  s tuden t  in  wr i t ing  of  the i r  fa i lu re  to  con tac t  
the  school  and  a t tendance  s ta tus  resu l t ing  in  the  
curren t  te rminat ion  of  enro l lment .  

5. Stud io  Incamminat i  wi l l  ca lcu la te  the  amount  of  
Federa l  funds  the  s tuden t  has  earned,  and,  i f  any,  the  
amount  of  Federa l  funds  for  which  the  school  i s  
responsib le .  

6. Calcu la te  the  school ’ s  r e fund  requ i rement  ( see  
school  refund  ca lcu la t ion) .  

7. The schoo l ’ s  FAA wi l l  re turn  to  the  Federa l  fund  
programs any  unearned  por t ion  of  Ti t le  IV funds  
for  which  the  school  i s  responsib le  wi th in  45  
days  of  the  da te  the  wi thdrawal  de te rmina t ion  was  
made ,  and  record  on  s tuden t ’ s  l edger  card .  

8. I f  app l icab le ,  S tud io  Incamminat i  wi l l  prov ide  the  
s tuden t  wi th  a  re fund  le t te r  expla in ing  Ti t le  IV 
requirements :  

a .  The  amount  o f  Ti t le  IV a id  the  s tuden t  has  earned  
based  upon the  length  of  t ime  the  s tudent  was  
enro l led  and  scheduled  
to  a t tend in  the  p rogram and the  amount  of  a id  the  
s tuden t  rece ived .  

b.  Advise  the  s tuden t  in  wr i t ing  of  the  amount  o f  
unearned  Ti t le  IV,  HEA 
aid  and  tu i t ion  and  fees  tha t  he /she  must  re turn ,  i f  

appl icable .  

9. Supply  the  s tuden t  wi th  f ina l  s tuden t  ledger  card  
showing ou ts tand ing  ba lance  due the  school  and  
ava i lab le  methods  o f  repayment .  

10 .  A copy  of  the  comple ted  workshee t ,  check,  le t te r ,  and  
f ina l  ledger  card  wi l l  be  kept  in  the  s tudent’ s  f i le .  

 

Withdraw Before 60% 

Studio  Incamminat i  mus t  per form a  re turn  to  Ti t le  IV to  
de termine  the  amount  o f  earned  a id  through  the  60% poin t  
in  each  payment  per iod .  The  school  wi l l  use  the  Depar tment  
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of  Educat ion’s  p rora te  schedule  to  de te rmine  the  amount  of  
the  re turn  to  Ti t le  IV funds  s tuden ts  have  earned a t  the t ime 
of  withdrawal .  

Withdraw After 60% 

After  the  60% poin t  in  the  payment  per iod ,  s tuden ts  have  
earned  100% of  the  Ti t le  IV or  HEA funds  he /she  was  
scheduled  to  rece ive  dur ing  th is  per iod .  S tud io  Incamminat i  
mus t  s t i l l  per fo rm a  re turn  to  t i t l e  IV to  determine  the 
amount  of  aid  s tudents  have earned.  

S tud io  Incamminat i  measures  p rogress  in  c red i t  hours  
and  uses  the  payment  per iod  for  the  per iod  of  
ca lcu la t ion .  

The Calculat ion Formula  

Determine the amount of  Ti t le  IV  
or  HEA a id  tha t  was  d isbursed  p lus  
Ti t le  IV or  HEA a id  tha t  cou ld  have  
been  d isbursed .  

Calculate  the percentage of  Ti t le  IV,  HEA aid earned by 

s tudent:  

a )  Determine  the  percentage  of  the  per iod  comple ted :  
Div ide  the  calendar  days  comple ted  in  the  per iod  by  
the  to ta l  ca lendar  days  in  the  per iod  (exc lud ing  
scheduled  b reaks  o f  f ive  days  or  more  AND days  
tha t  the  s tuden t  was  on  an  approved leave  of  
absence) .  

COMPLETED DAYS 
TOTAL DAYS IN PERIOD = % EARNED (rounded 
to  one s ignif icant  d ig i t  to  the  r igh t  o f  the  dec imal  
po in t ,  ex .  .4493  = 44 .9  %)  

b)  I f  th is  percentage  is  grea ter  than  60%,  the  s tudent  

earns  100%.  I f  th is  percen t  i s  less  than  or  equal  to  

60%,  proceed  with  
calculat ion.  

19
 

Percen tage  earned f rom (mul t ip l ied  by)  Tota l  a id  
d isbursed  or  could  have  been  d isbursed  = AMOUNT 
STUDENT EARNED.  

Subt rac t  the  Ti t le  IV a id  earned  f rom the  to ta l  
d i sbursed  = AMOUNT TO BE RETURNED. 

100% minus percent  earned = UNEARNED 

PERCENT 

Unearned  percen t  (mul t ip l ied  by)  to ta l  ins t i tu t iona l  
charges  fo r  the  per iod  = AMOUNT DUE FROM 
Studio  Incamminat i .  
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c )  I f  the  percent  of  Ti t le  IV a id  d isbursed  i s  grea te r  than  
the  percen t  unearned  (mul t ip l ied  by)  ins t i tu t iona l  
charges  for  the  per iod ,  the  amount  d isbursed  wi l l  be  
used  in  p lace  of  the  percen t  unearned.  

I f  the  percent  unearned  (mul t ip l ied  by)  ins t i tu t ional  
charges  fo r  the  per iod  are  less  than  the  amount  due  
f rom the  school ,  the  s tuden t  mus t  re turn  or  repay  
one-ha l f  of  the  remain ing  unearned Federa l  Pe l l  
Grant .  

Students  a re  no t  required  to  re turn  the  overpayment  i f  th is  
amount  is  equal  to  o r  less  than  50% of  the  to ta l  g ran t  
ass i s tance  tha t  was  d isbursed  /  or  cou ld  have  been  d isbursed .  
The  s tuden t  i s  a l so  no t  requ i red  to  re tu rn  an  overpayment  i f  
the  amount  i s  $50  or  less .  

S tud io  Incamminat i  wi l l  i s sue  a  gran t  overpayment  no t ice  
to  s tuden ts  wi th in  30  days  f rom the  da te  the  school ’s  
de te rmina t ion  tha t  s tudents  wi thdrew,  g iv ing  s tudents  45 
days  to  e i the r :  

1.  Repay  the  overpayment  in  fu l l  to  S tudio  Incamminat i  

or 

2.  Sign  a  repayment  agreement  wi th  the  U.S.  Depar tment  o f  

Educat ion .  

Order of  Return 

The  School  is  au thor ized  to  re tu rn  any  excess  funds  a f te r  
app ly ing  them to  curren t  ou ts tanding  Cos t  o f  At tendance  
(COA)  charges .  A copy  of  the  Ins t i tu t iona l  R2T4 work  
shee t  per formed  on  your  beha l f  i s  avai lab le  through the 
off ice  upon s tudent  request .  

In  accordance  wi th  Federa l  regu la t ions ,  when  Ti t le  IV,  HEA 
f inanc ia l  a id  i s  invo lved,  the  ca lcu la ted  amount  of  the  R2T4 
Funds  i s  a l loca ted  in  the  fo l lowing  order :  

•  Unsubsid ized  Direc t  Sta f ford  loans  (o ther  than  PLUS loans)  

•  Subsid ized  Direc t  Staf ford  loans  

•  Direc t  PLUS loans  

•  Federa l  Pe l l  Gran ts  fo r  which  a  Return  i s  requ i red  

•  I raq  and  Afghanis tan  Serv ice  Grant  for  which  a  Return  is  

required  

•  Ins t i tu t iona l  a id  
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Post Withdrawal Disbursements  

Studio  Incamminat i  mus t  of fer  any  amount  of  a  pos t -
wi thdrawal  d isbursement  wi th in  30  days  of  the  Date  of  
Determinat ion  to  s tudents  or  parents .  This  mus t  be  done  by  
provid ing  a  wr i t ten  not i f ica t ion  to  the  s tuden t  or  paren t  and  
iden t i fy  the  type  and  amount  of  the  Ti t le  IV Funds  tha t  make 
up  the  Pos t -wi thdrawal  Disbursements .  S tuden ts  mus t  e i ther  
accep t  o r  dec l ine  some or  a l l  o f  the  Post -  wi thdrawal  
Disbursement .  I f  the  Pos t -wi thdrawal  Disbursement  i s  
accep ted  by  the  s tuden t  and /or  paren t ,  the  ins t i tu t ion  has  45  
days  for  gran ts  and  180  days  for  loans  f rom the  Date  of  
Determinat ion  to  d isburse  the  funds  or  dec l ine  to  do  so  a t  
i t s  own d isc re t ion .  

A Pos t  Withdrawal  Disbursement  mus t  be  made f rom 
avai lab le  g ran t  funds  f i r s t ,  before  tak ing  ava i lab le  loan  
funds .  No permiss ion  i s  requ i red  to  d isburse  gran t  funds .  

Inst itut ional Responsibi l it ies  

Stud io  Incamminat i ’ s  r espons ib i l i t ies  in  regards  to  Ti t le  
IV,  HEA funds  fo l low:  

•  Provid ing  s tudents  in format ion  wi th  informat ion  in  th is  

po l icy ;  

•  I den t i f y in g  s tude n t s  w ho  a r e  a f f e c ted  by  th i s  po l i c y  a n d  
co mp le t ing  th e  re turn  of  Ti t le  IV funds  ca lcu la t ion  for  
those  s tudents ;  

•  Return ing  any  Ti t le  IV,  HEA funds  due  to  the  cor rec t  Ti t le  

IV programs.  

The  ins t i tu t ion  i s  no t  a lways  requ ired  to  re tu rn  a l l  o f  the  
excess  funds;  there  a re  s i tua t ions  once  the  re turn  to  Ti t le  
IV ca lcu la t ions  have  been  comple ted  in  which  the  
s tudent  mus t  re turn  the  unearned  a id .  

Overpayment of  Tit le IV, HEA Funds  

Any amount  o f  unearned  grant  funds  tha t  s tudents  must  
re turn  is  ca l l ed  an  overpayment .  The  amount  of  gran t  
overpayment  tha t  s tuden ts  must  repay  i s  ha l f  o f  the  gran t  
funds  rece ived .  Students  must  make  arrangements  wi th  
Studio  Incamminat i  o r  the  U.S.  Depar tment  of  Educat ion  
to  re turn  the  amount  o f  unearned  grant  funds .  

Student  Responsibi l i t ies  in  regards to  return of  Tit le  IV,  

HEA funds 

•  Return ing  to  the  Ti t le  IV,  HEA programs  any  funds  tha t  
were  d ispersed  in  which  the  s tuden t  was  de te rmined  to  be  
ine l ig ib le  fo r  v ia  the  re turn  to  Ti t le  IV  ca lcu la t ion .  

•  An y  no t i f i ca t i on  o f  w i th d ra w  sho u ld  be  i n  wr i t in g  a nd  
add r es s ed  to  t he  appropr ia te  ins t i tu t iona l  of f ic ia l .  
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•  Studen ts  may resc ind  h is /her  no t i f ica t ion  of  in ten t  to  
wi thdraw.  Submiss ions  of  in ten t  to  resc ind  a  wi thdraw 
no t ice  mus t  be  f i led  in  wr i t ing .  

•  E i th e r  th es e  n o t i f i ca t io n s ,  t o  w i thd ra w  o r  r e s c ind  t o  
w i th d ra w,  mu s t  b e  made  to  the  Direc tor  o f  Educat ional  
Programming  or  Pres ident .  

Refund vs.  Return to Tit le IV  

The  requ i rements  fo r  the  Ti t le  IV,  HEA program funds  
when  s tuden ts  wi thdraw  are  separa te  f rom the  S tud io  
Incamminat i  r e fund  po l icy .  
Therefore ,  s tuden ts  may s t i l l  owe funds  to  the  school  to  
cover  unpaid  ins t i tu t iona l  charges  or  i f  appl icable ,  
rece ive  a  cred i t  ba lance .  Studio  Incamminat i  may  a lso  
charge  fo r  any  Ti t le  IV,  HEA program funds  tha t  they were  
required to  re turn  on  your behalf .  

Stud io  Incamminat i ’ s  re fund po l icy  i s  loca ted  in  the  2019 -
2020 School  Cata log  and  the  2019-2020  Pol ic ies  & 
Guide l ines .  A paper  copy  can  be  provided from the  
off ice.  

Return to Tit le IV Quest ions  

Studen ts  who have  ques t ions  regard ing  Ti t le  IV,  HEA program 
funds  a f te r  v is i t ing  wi th  the  F inancia l  Aid  Adviser  may  ca l l  
the  Federa l  Studen t  Aid  Informat ion  Center  a t  1 -800-4-
feda id  (800-433-3243) .  TTY users  may ca l l  800 -730-8913.  
Informat ion  is  a l so  ava i lab le  on  s tudent  a id  on  the  w eb  
www.s tudenta id .ed .gov .  

This pol icy  is  subject  to  change at  any t ime,  and without 

prior not ice.  

16.  Studio Incamminati Policies and Sanct ions on 

Copyright  Infringement  

Studio Incamminati  prohibi ts  copyright in fr ingement .  
The fo l lowing in format ion  wi l l  be  in  a  not ice  prov ided  
annual ly  conta in ing  a  l i s t  and  br ie f  descr ip t ion  o f  the  
consumer  in format ion  the  school  must  d isc lose  as  we l l  as  
the  procedures for obtaining th is  information .  

S tudio  Incamminat i  wi l l  take  d isc ip l inary  ac t ion  aga ins t  
s tudents  who d is t r ibu tes  unau thor ized  copyr igh ted  mater ia l s  
inc lud ing  peer - to -peer  f i le  shar ing  and  the  proh ib i ted  use  o f  
the  ins t i tu t ion’s  informat ion  technology  y  sys tem for  those  
ac t iv i t ies .  Disc ip l inary  ac t ion  wi l l  be  taken  aga ins t  s tuden ts  
involved  in  such  an  ac t  and  wil l  repor t  to  the  proper  
au thor i t ies .  

S tud io  Incamminat i  ab ides  by  the  copyr igh t  laws  o f  the  Uni ted  
S ta tes ,  and,  a l though  i t  r ecognizes  tha t  the  fa i r  use  defense  
p laces  cer ta in  l imi ta t ions  on  the  exc lus ive  r igh ts  of  copyr igh t  

http://www.studentaid.ed.gov/
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owners ,  i t  i s  never the less  the  express  po l icy  of  Studio  
Incamminat i  tha t  anyone  assoc ia ted  wi th  the  school  no t  re ly  
on  the  doc t r ine  o f  fa i r  use ,  bu t  ob ta in  permiss ion  f rom the  
copyr igh t  owner  fo r  any  non-de  minimis  use  of  a  copyr ight  
pro tec ted  work .  

The  procedures  for  handl ing  copyr ight  in f r ingement  a re  
rev iewed per iodica l ly  for  the  e f fec t iveness  of  the  p lan  to  
combat  unauthor ized  d is t r ibu t ion  o f  copyr igh ted  mater ia l s  
by  users  of  the  ins t i tu t ion’s  ne twork .  

S tud io  Inc am m in a t i  i s  i nv e s t ig a t ing  t ec h no lo gy - b as ed  de te r r e n t s  
in c lu d ing  bandwidth  shaping ,  t ra f f ic  moni tor ing ,  accept ing  
and  responding  to  Dig i ta l  Mi l lenn ium Copyr igh t  Act  no t ices  
and  some commerc ia l  p roducts  des igned  to  reduce  and  b lock  
i l lega l  f i le  shar ing .  

Th e  po l i cy  r ega r d ing  u na u tho r iz ed  d i s t r ibu t ion  o f  cop yr igh te d  
ma te r i a l  i s  p rovided upon reques t  to  prospec t ive  and  
enro l led  s tudents .  

A.  Sum m ary  o f  C iv i l  an d  Cr im ina l  
Pen a l t i e s  f o r  Vio la t ion  of  Federa l  
Copyr ight  Laws 

Copyr igh t  inf r ingement  is  the  ac t  o f  exerc is ing ,  wi thou t  
permiss ion  or  lega l  author i ty ,  one  o r  more  o f  the  
exc lus ive  r igh ts  gran ted  to  the  copyr ight  owner  under  
sec t ion  106  of  the  Copyr ight  Act  (T i t le  17  of  
the  Uni ted  Sta tes  Code) .  These  r igh ts  inc lude  the  r igh t  to  
reproduce  or  d is t r ibu te  a  copyr igh ted  work .  In  the  f i le -
shar ing  con tex t ,  downloading or  up loading  subs tan t ia l  par t s  
o f  a  copyr igh ted  work  wi thou t  au thor i ty  cons t i tu tes  an  
inf r ingement .  

Penal t ies  for  copyr ight  in f r ingement  inc lude  c iv i l  and  
cr iminal  penal t ies .  In  genera l ,  anyone  found l iab le  for  
c iv i l  copyr ight  in f r ingement  may be  ordered  to  pay  
e i ther  ac tua l  damages  or  “s ta tu to ry”  damages  a f f ixed  a t  
no t  less  than  $750  and  no t  more  than  
$30 ,000  per  work  infr inged .  For  “wil l fu l”  
in f r ingement ,  a  cour t  may  award  up  to  $150,000  per  
work  infr inged .  A cour t  can ,  in  i t s  
d iscre t ion  a lso  assess  cos ts  and  a t torneys’  f ees .  For  
de ta i l s ,  see  Ti t le  17 ,  Uni ted  Sta tes  Code ,  Sec t ions  504 ,  
505 .  

Wil l fu l  copyr igh t  in f r ingement  can  a lso  resu l t  in  cr imina l  
pena l t ies ,  includ ing  impr isonment  of  up  to  f ive  years  and  
f ines  o f  up  to  $250,000  per  of fense .  For  more  informat ion ,  
p lease  see  the  websi te  o f  the  U.S.  Copyright Off ice  a t  
www. copyright.gov  

B .  Legal  a l te rna t ives  to  unauthor ized  downloading  

http://www/
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The Higher  Educat ion  Oppor tun i ty  Act  requ i res  a l l  
co l leges  and un iv e r s i t i e s  t o  o f f e r  l e ga l  a l t e rn a t ive s  t o  
una u tho r i zed  do wn lo ad ing .  The  be low inc ludes  a l l  o f  
the  leg i t imate  onl ine  serv ices  tha t  a re  approved  by  the  
AAP,  MPAA, and  RIAA.  No endorsement  or  
eva lua t ion  i s  in tended.  To sugges t  add i t ions  o r  p rovide  
o ther  inpu t ,  con tac t  po l icy@educause .edu .  

Note :  Some of  the  s i tes  l i s ted  p rov ide  some  or  a l l  con ten t  
a t  no  charge ;  they  are  funded  by  adver t is ing  or  represent  
a r t i s ts  who want  the i r  mater ia l  d i s t r ibu ted  fo r  f ree ,  or  for  
o ther  reasons .  Jus t  because  con ten t  i s  f ree  doesn’ t  mean 
i t ’ s  i l lega l .  On the  o ther  hand ,  you  may f ind  websi tes  
offer ing  to  se l l  conten t  which  are  not  on  the  l i s t  be low.  
Jus t  because  conten t  i s  no t  f ree  doesn’ t  mean  i t ’ s  lega l .  

C .  Legal  Sources  of  Onl ine  

Conten t  Books:  

In  addi t ion  to  music  and  movies ,  the  In terne t  i s  be ing  used  
for  the  unau thor ized  d is t r ibu t ion  of  books ,  inc lud ing  
tex tbooks .  For  lega l  sources  of  e lec t ron ic  vers ions  of  
tex tbooks  and  o ther  wr i t ten  works ,  v i s i t  the  l i s t  o f  Legal ly -
Avai lab le  Dig i ta l  Vers ions  of  Tex tbooks  and Other  Wri t ten  
Works  provided  by  the  Associa t ion  of  Amer ican  

P u b l i sh e r s  a t  

h t t p : / /w w w . p u b l i sh e r s . o r g /p r o d u c t l i n k s /  Movies  

and  TV Shows:  
The  Mot ion  P ic tu re  Assoc ia t ion  of  Amer ica  (MPAA) 
po in ts  to  Legal  Opt ions  for  Movies  & TV Shows  on  
th is  s i te  o f  serv ices  ava i lab le  
to  u se r s  in  th e  U . S .  a t  
h t t p : / /w w w. m paa . o rg /c on te n tp ro te c t io n /ge t -  movies - tv-
shows 

Music:  
The  Record ing  Indus t ry  Assoc ia t ion  o f  Amer ican  (RIAA),  
toge ther  wi th  NARM, the  music  bus iness  assoc ia t ion ,  
main ta ins  the  Why Music  Mat te r s  webs i te  tha t  p rovides  a  
cur ren t  l i s t  o f  the  l icensed  mus ic  serv ices  in  the  Uni ted  
S ta tes  a t  h t tp : / /www.whymusicmat te r s . com/  

17.  Family Education Rights and Privacy Act of 1974 

(FERPA) 

Stud io  Incamminat i  wi l l  d i s t r ibu te  annual ly  to  a l l  
enro l led  s tuden ts  in format ion  about :  

•  The r igh t  to  rev iew the i r  educa t ion  records ;  reques t  
amendment  of  r eco rd s ;  c on se n t  to  d i s c lo su re s  o f  pe r so na l ly  
id en t i f i a b le  i n fo rm a t ion ;  a nd  f i le  compla in ts  wi th  the  U.S.  
Depar tment  o f  Educat ion.  

mailto:policy@educause.edu
http://www.publishers.org/productlinks/
http://www.mpaa.org/contentprotection/get-
http://www.whymusicmatters.com/
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•  Proc edur es  f o r  r ev i e w in g  e duc a t ion  r ec o rds  a nd  r equ e s t ing  
am end m en t  o f  the  records .  

•  I n fo rma t ion  a bou t  th e  S tud io  I n ca m m in a t i ’ s  po l i cy  r e ga rd in g  
d i s c lo su re s  t o  sch oo l  o f f i c i a l s  w i th  a  l eg i t im a te  e du ca t io na l  
in t e r e s t  in  t he  edu ca t ion  records .  

A. Information Sharing and FERPA  

What is  FERPA? 

The  Fami ly  Righ ts  and  Pr ivacy  Act  o f  1974,  as  amended,  
(commonly  known  as  the  Buckley  Amendment)  i s  a  
federa l  law which  prov ides  tha t  schools  wi l l  main ta in  the  
conf iden t ia l i ty  o f  s tuden t  educa t ion  records .  The  law says  
tha t  no  one ou ts ide  the  ins t i tu t ion  sha l l  have  access  to  
s tuden ts ’  educa t ion  records  nor  wi l l  the  ins t i tu t ion  
d isc lose  any in form at ion  f rom those  records  wi thout  the  
wr i t ten  consen t  o f  s tuden ts .  There  a re  excep t ions  so  tha t  
cer ta in  au thor ized  personnel  wi th in  the  ins t i tu t ion  may  
see  the  records  in  an  emergency  to  p ro tec t  the  hea l th  or  
safe ty  of  s tudents  o r  o ther  persons .  

What is  considered directory information?  

In  compl iance  wi th  FERPA ,  the  fo l lowing  s ta tements  
summar ize  S tud io  Incamminat i ’ s  po l icy  concern ing  
d i rec to ry  in format ion .  

Direc tory  informat ion  tha t  may be  re leased  by  te lephone:  

a )  s tudent’ s  dates  of  a t tendance  

b)  date  of  graduat ion  and  degree  or  cer t i f ica te  earned .  

Direc to ry  informat ion  tha t  may be  re leased  by  on ly  in  
response  to  a  wr i t ten  reques t :  
a )  s tudent’ s  address ,  te lephone  l is t ing  o r  program of  

s tudy  

b)  awards  rece ived  

c )  the  mos t  recent  prev ious  educat ion  or  ins t i tu t ion  

a t tended .  

Direc to ry  informat ion  tha t  may be  re leased  on ly  wi th  
a  s tuden t ’ s  wri t ten  consent :  
a )  course  grades  or  grade  poin t  average  

b)  courses  taken  

c )  soc ia l  secur i ty  number  or  o ther  personal  

in format ion .  

S tud io  Incamminat i  r eserves  the  r igh t  to  re fuse  the  above  
in format ion  i f  the  reason  fo r  the  reques t  i s  no t  cons idered  
to  be  a  suf f ic ien t  need  to  know. 

S tuden ts  have  the  r igh t  to  inform Stud io  Incamminat i  tha t  
any  or  a l l  o f  the  informat ion  is  no t  to  be  re leased .  In  tha t  
case ,  no  informat ion  wi l l  be  re leased  wi thou t  the  wr i t ten  
consen t  of  the  s tuden t  and  the  s ta tus  i s  b ind ing  un t i l  S tud io  
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Incamminat i  i s  no t i f ied  in  wr i t ing  by  the  s tuden t  to  permit  
re lease  of  directory  information.  

Parental  Access to  Children’s Education Records  

At the  pos tsecondary  level ,  paren ts  have  no  inheren t  r igh ts  
to  inspec t  a  s tuden t ’ s  educa t ion  record .  The  r igh t  to  
inspec t  i s  l imi ted  so le ly  to  the  s tudent .  Records  may  be  
re leased  to  paren ts  on ly  under  the  fo l lowing 
c i rcumstances :  (a )  th rough  the  wr i t ten  consent  o f  the  
s tudent ,  (b)  in  compl iance  wi th  a  subpoena .  

Post ing of  Grades by Faculty  

The  publ ic  pos t ing  of  grades  e i ther  by  the  s tuden t ’s  name,  
ins t i tu t iona l  s tudent  iden t i f ica t ion  number ,  o r  secur i ty  
number  wi thout  the  s tudent’ s  wr i t ten  permiss ion  is  a  
v io la t ion  of  FERPA.  

Responsibi l i ty  of  administra t ive  staf f  and facult y 
Staf f  and  facul ty  of  Studio  Incamminat i  may  have  access  
to  s tudent  educa t ion  records .  Thei r  conf iden t ia l i ty ,  use ,  
and  re lease  are  governed by  FERPA.  Ut i l iza t ion  o f  th is  
in format ion  is  governed  by  the  regu lat ions  and  du t ies  and  
respons ib i l i t ies  of  the  posi t ion .  Any reques ts  for  
d isc losure  of  in format ion  f rom ins ide  or  ou ts ide  the  
school  must  
be  refer red  to  the  Pres ident .  Release  of  in format ion  
conta ined  on a  s tuden t ’ s  record  wi thout  the  wr i t ten  consen t  
o f  the  person  iden t i f ied  on  the  document  is  in  v iolat ion  
of  Sec.  438 Public  Law 90-247.  

Staf f  and  facul ty  a re  responsib le  for  main ta in ing  the  
pro tec t ion  of  accounts  and  passwords  on  the  computer  
sys tem and  e -mai l .  Pro tect ion  of  your  s ign-on  password  
and  procedure  is  c r i t ica l  for  secur i ty .  

Releasing student information  

Staf f  au thor ized  to  re lease  s tuden t  in format ion  mus t  
remember  the  fo l lowing:  
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1. Check  the  person’s  p ic ture  iden t i f ica t ion  when  
re leas ing  records .  Ver i fy  tha t  the  s tudent  permit ted  
d isc losure  of  in format ion  before  you re leas ing  
informat ion .  

2. Discuss ing  a  s tuden t ’ s  r ecord  wi th  any  person  who 
does  no t  have  a  leg i t imate  educat ional  in te res t  i s  a  
v io la t ion  of  FERPA.  Th is  ru le  per ta ins  to  
conversa t ions  on  and  off  the  job .  

3. Removing  documents  f rom the  of f ice  fo r  non-
bus iness  purposes  i s  a  v io la t ion  of  FERPA.  

4. Releas ing  conf iden t ia l  s tuden t  in format ion  (non -
d i rec to ry)  to  ano ther  s tuden t ,  Col lege  or  Univers i ty ,  
o rgan iza t ion ,  or  to  any person  who does  no t  have  a  
leg i t imate  educa t iona l  in te res t ,  o r  to  the  paren ts  of  a  
dependent  s tuden t  wi thout  the  s tuden t ’s  wr i t ten  
au thor iza t ion  is  in  v io la t ion  of  FERPA.  

5. Leaving  repor ts  o r  computer  screens  con ta in ing  
conf iden t ia l  in format ion  in  v iew of  o thers  who do  
no t  have  a  leg i t imate  educa t iona l  in te res t  in  the  
da ta  or  leav ing your  computer  una t tended  is  in  
v io la t ion  of  FERPA.  

6. Making  personal  use  of  s tuden t  in format ion  i s  in  
v io la t ion  of  FERPA.  

7. Allowing  another  person  to  use  your  computer  access  
code  i s  in  v io la t ion  of  FERPA.  

8. Put t ing  paperwork  in  the  t rash  wi th  a  s tuden t ’ s  
in format ion  ( i . e . ,  soc ia l  secur i ty  number  o r  g rades)  i s  
a l so  in  v io la t ion  of  FERPA.  

9. In  addi t ion  to  the  poss ib i l i ty  o f  personal  
l i t iga t ion ,  proven  FERPA v io la t ions  may  resu l t  in  
loss  o f  federa l  funds  to  Stud io  Incamminat i .  

10. Viola t ion  o f  conf iden t ia l i ty  and  secur i ty  by  s ta f f  o r  
facu l ty  wi l l  lead  to  d isc ip l inary  ac t ion .  

The  fo l lowing  in format ion  cannot  be  re leased  wi thou t  
s tuden t ’ s  wr i t ten  consent :  

1. Socia l  secur i ty  number  o r  use  i t  fo r  conf i rming  
s tuden t ’ s  ident i f ica t ion  

2. Cit izenship  

3. Gender  

4. Ethnici ty  

5. Relig ious  preference  

6. Grades  

7. GPA 
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8. Daily  c lass  schedule -event  to  parents ,  po l ice ,  o r  o ther  

au thor i t ies  
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II.  STUDIO OPERATIONS 

1.  Hours of  Operation 

The Studio  Adminis t ra t ion  Off ice  is  open  9  a .m.  to  5  p .m. ,  
Monday th ro ugh  F r ida y ,  e xc lu d ing  ho l iday s  and  s em es t e r  b r e ak s .  
Nor ma l  c la s s  hou r s  a re  9  a .m.  to  3 :45  p .m.  for  day  c lasses ,  and  
6  p .m.  to  9  p .m.  for  evening  c lasses .  Lunch  break is  f rom 
noon to  12:45  p .m.  

Hol iday and semes ter  schedules  are  pos ted  on  the  bu l le t in  
board  and the  S tud io  Incamminat i  webs i te .  In  the  ra re  even t  o f  
severe  inc lement  weather ,  S tud io  Incamminat i  may  e lec t  to  
c lose  or  c lose  ear ly .  In  the  even t  of  school  c los ings  or  de layed  
open ings ,  s tuden ts ,  f acu l ty  and  s ta f f  wi l l  be  sen t  a  tex t  message  
spec i fy ing  a  c los ing  or  delayed  open ing .  The  informat ion  a lso  
wi l l  be  po s t e d  on  the  sc ho o l ’ s  we bs i t e  h om e  pa ge  a t  
w w w.s tud io in ca mm ina t i . o r g  

In  any  even t ,  s tuden ts ,  f acu l ty ,  o r  s ta f f  shou ld  no t  a t tend  
school  i f ,  in  the i r  personal  de te rmina t ion  or  by  the  warn ing of  
law enforcement  of f ic ia l s ,  t r ave l  condi t ions  in  the i r  a rea  a re  
unsafe  o r  i f  o ther  c i rcumstances  would  p lace  the i r  
l ives /hea l th  in  jeopardy .  

2.  Access/Security  

All  s tud io  access  poin ts  should  be  c losed  and  locked  a t  a l l  
t imes .  Access  codes  for  the  four th  and  f i f th  f loor  s tud io  
en trance  are  g iven  to  a l l  Advanced  F ine  Ar t  Program s tuden ts .  
Codes  mus t  be  kep t  conf iden t ia l  to  p ro tec t  the  p r ivacy  and  
secur i ty  o f  the  S tud io  Incamminat i  communi ty  and other  
bu i ld ing  tenants .  

A key  is  ava i lab le  to  any  Advanced  Fine  Ar t  Program 
s tudent  who undergoes  a  b r ie f ing  on  s tud io  open ing  and  
c los ing  procedures .  Keys  may  no t  be  dupl ica ted  or  shared .  
Keys  are  re turned  a t  the  end  of  the  spr ing  semester ;  los t  
keys  a re  subjec t  to  a  $35  rep lacement  fee .  

Students  au thor ized  to  use  the  s tud io  a f te r  hours  a re  
responsib le  for  comple t ing  a l l  s tud io  c los ing  procedures  and  
mus t  keep  the  s tud io  doors  locked  whi le  working  af te r -
hours .  

Al l  S tud io  Incamminat i  p roper ty  mus t  remain  on  the  
p remises ,  includ ing bu t  no t  l imi ted  to  s t i l l  l i fe  props ,  
l igh ts ,  ease ls ,  books ,  a r twork ,  e tc .  

S tea l ing  S tudio  Incamminat i ’ s  o r  ano ther  s tuden t ’s  p roper ty  
i s  grounds  for  d ismissa l  f rom the  school .  

Only  Stud io  Incamminat i  ins t ruc tors ,  s ta f f  o r  au thor ized  
exhib i t ion  commit tee  members  may handle  o r  remove  hanging  
works  o f  ar t .  Ar twork  hanging  on  the  wal l s  i s  f rag i le ;  p lease  

http://www.studioincamminati.org/
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be  aware  o f  the  po ten t ia l  fo r  damage f rom i tems brushing  
aga ins t  a r twork .  

Each  s tuden t  i s  ass igned  a  tabore t  for  personal  use .  Al l  
Advanced  F ine  Ar t  Program s tuden ts  wi l l  be  ass igned  a  locker  
fo r  personal  i tems .  Al l  Advanced  

F ine  Ar t  Program s tuden ts  wi l l  have  a  shared  rack  fo r  
canvases  and  boards  in  the  s tudent  s torage  room.  Coats  
should  be  hung  on  the  coa t  rack  in  the  ha l lway .  Al l  s to rage  
a reas  l i s ted  above  should  be  c leared  a t  the  end  o f  each  school  
year .  

3.  Class Procedures 

Studio  doors  may  not  be  opened  dur ing  a  model’s  pose .  
Students  must  wai t  un t i l  the  model  break  to  re -en ter  the  
s tud io  a t  any  t ime.  Students  who  ignore  th is  ru le  may  be  
asked  to  leave  the  s tud io  fo r  the  day .  Repea ted  v io la t ions  wi l l  
resu l t  in  expuls ion  f rom the  c lass .  

S tuden t s  who are  runn ing  la te  and  would  l ike  the i r  space  saved  
may  ca l l  the  s tud io  main  number  before  9 :00  a .m.  to  inform 
the  moni tor .  Af ter  9  a .m. ,  unc la imed  spaces  may  be  used  by  
o ther  s tudents .  

Moni to rs  superv ise  the  model  and  perform cr i t ica l  tasks  such  
as  se t t ing  the  pose ,  tap ing  pos i t ions  and  t iming  for  model  
b reaks .  The  moni to r  has  the  f ina l  say  on  the  pos i t ion  of  the  
model ,  l igh t ing  and  ease l  p lacement .  
Moni to rs  are  a l so  responsib le  fo r  tak ing  a t tendance  and  are  the  
on ly  ones  to  communica te  wi th  the  models  dur ing a  pose .  

Food  i s  p rohib i ted  in  any  o f  the  s tud io  a reas .  (Th is  app l ies  

to  s tuden ts ,  in s t ru c to r s ,  work sh op /e v en in g  p rog ra m a r t i s t s  
and  mo de l s . )  Dr in ks  a r e  permit ted  only  in  the  des ignated  

approved  areas .  

4.  Closing 

Students  a re  responsib le  for  c leaning  u p  the i r  a rea  a t  the  end  
of  the i r  sess ion .  Al l  mater ia l s  mus t  be  moved  in to  tabore ts  or  
ass igned  s torage  un i t s ,  t rash  d isposed  of  and  f loor  mats  
p icked  up .  St i l l  l i fe  draper ies  (wi th  tape  removed)  and props  
mus t  be  re tu rned to  des igna ted  a reas ,  and ha logen l igh ts  
tu rned  of f  and  unplugged  af te r  c lass .  

Unmarked  and  unc la imed  mater ia l s  le f t  in  the  s tud io  af te r  
hours  may be  d isposed  of  by  s ta f f .  S tud io  sweeps  are  
conducted  on  Fr iday  af te rnoons .  

There  is  an  es tab l i shed  procedure  for  c los ing  the  s tud io  a t  
the  end  of  the  day.  S tuden ts  us ing  the  s tud io  a f te r  hours  a re  
respons ib le  fo r  comple t ing  a l l  s tud io  c los ing  procedures .  
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III.  HEALTH AND SAFETY 

1.  Materials  

Art  mater ia l s  recommended  and  approved  for  use  a t  S tud io  
Incamminat i  a re  descr ibed  on  c lass  supply  l i s ts .  

Use  of  the  fo l lowing  i tems  i s  proh ib i ted  in  S tud io  
Incamminat i  and anywhere  indoors  wi th in  the  Wolf  
Bui ld ing :  turpen t ine ,  varnishes  containing  turpentine,  
and charcoal  powder.  

2.  Materials  Handling 

Air  f i l t ra t ion  uni ts  must  be  used  dur ing  regular  c lass  hours .  

So lven ts  must  be  kep t  in  con ta iners  wi th  a i r t igh t  l ids .  Af te r  
c lass  i s  over  for  the  day ,  a l l  so lvents  used  must  be  labe led ,  
sea led  and  s tored  in  the  f lammable  cabine t  on  the  5 th  
f loor .  Solvents  a re  no t  to  be  kept  in  s tudent  lockers .  
Solvents  found  open  and  unat tended  af te r  c lass  hours  wi l l  
be  
d isposed  of  by  s ta f f .  F ixa t ives  a re  to  be  used  only  in  the  

s tud io  spray  booth .  

In  case  o f  an  emergency :  Eye  wash  s ta t ions  (6)  a re  loca ted  
th roughout  the  s tud ios  and  k i tchen  area .  

Relevan t  Mater ia l  Data  and  Safe ty  b inders  are  ava i lab le  fo r  
use  by  f i re  and emergency  personnel  and  for  s tudent  safe ty .  

S tuden ts  must  c lean  up  spi l l s  o f  so lvents ,  pa in ts  and  o i l s  
immedia te ly  and p lace  c leanup  mater ia l s  in  red  o i ly  was te  
can .  There  are  two s tud io  double  s inks  to  wash  brushes  and  
c lean  up  af te r  pa in t ing .  The  k i tchen  s ink  is  reserved  for  
food  preparat ion  and  c leanup  of  ea t ing  u tens i ls  on ly .  

S tuden ts  who are  pregnan t  or  th ink  they  may be  pregnan t ,  mus t  
consu l t  a  doctor  who i s  fami l ia r  wi th  the  tox ico logy  of  a r t  
mater ia l s ,  and  in  par t icu lar  the  mater ia l s  in  use ,  to  rece ive  a  
def in i t ive  assessment  of  the i r  c i rcumstances  and  
recommendat ions  about  how to  proceed  f rom a  medica l  po in t  of  
v iew.  

3.  Waste Disposal and Recycling 

Red o i l  cans  a re  des ignated  for  d isposa l  o f  on ly  o i ly  
mater ia ls  such  as  so lven t ,  pa in t ,  and  o i l - soaked  towels .  Other  
t r ash  such  as  paper  cups  and napkins  are  d isposed  o f  in  the  
regu lar  t r ash  cans .  P lease  a t tach  a  p las t ic  bag  or  o ther  was te  
conta iner  to  your  tabore t  for  co l lec t ion  of  o i ly  waste ,  then  
d ispose  of  in  red  o i l  cans  a t  the  end  of  the  day .  

S tud io  Inc am m in a t i  r ec yc l e s  g la s s  b o t t l e s ,  j a r s ,  p la s t i c  
con ta in e r s /b o t t l e s  and  empty  pa in t  o r  aeroso l  cans  only .  
Mater ia l s  for  recyc l ing  a re  to  be  d isposed  of  in  the  b lue  
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recycle  conta iners  loca ted  throughout  the  s tud io .  

Use  so lven t  to  c lean  brushes  of  excess  pa in t  before  wash ing  
them wi th  soap  and  water  in  the  s ink .  So lven t  can  be  reused  
af te r  a l lowing  pa in t  res idue  
to  se t t le  to  the  bot tom of  your  conta iner .  Af ter  pour ing  of f  
c lear  so lvent ,  d ispose  of  remain ing  s ludge  in  the  red  o i l  
con ta iner .  Do  no t  a l low s ludge  to  go  in to  the  s ink .  Toxic  
mater ia l  found  in  excess  in  the  p ipes  a re  subjec t  to  a  heavy  
f ine .  

4.  Lighting 

Halogen  l igh ts  used  for  l igh t ing  the  model  and  s t i l l  l i fe  
se tups  ge t  ex t remely  ho t .  P lease  use  cau t ion  when  handl ing ,  
fo r  bo th  yourse l f  and the  ind iv idua ls  around you.  Halogen 
l igh ts  mus t  no t  touch f lammable  mater ia ls ,  and  may  not  be  
le f t  una t tended .  Only  Studio  Incamminat i  moni to rs ,  
ins t ruc tors  and  s ta f f  may handle  l igh t ing  on  the  models .  
Safe ty  

l ines  on  l igh t ing  should  a lways  be  in  use .  Extens ion  cords  
used  in  the  s tud ios  fo r  model  l igh ts ,  hea te r s  or  fans  mus t  be  
used  wi th  f loor  cord  covers  or  be  taped to  the  f loor .  

Ligh t ing  and  o ther  s tud io  equ ipment  i s  proh ib i ted  f rom be ing  
hung  on  any f i re  suppression  sys tem  p ipes .  

5.  Emergency Evacuation 

The fo l lowing  is  the  Wolf  Bui ld ing  F ire  Evacuat ion  Procedure :  

I f  you  d iscover  f i re  or  smoke,  sound  the  bu i ld ing  f i re  
a la rm.  Know the  loca t ion  of  the  a la rm s ignal  s ta t ions  
and  how they  opera te .  

The  cen t ra l  s ta t ion  wi l l  no t i fy  the  F i re  Depar tmen t  when  
an  a la rm is  t ransmit ted  by  d ia l ing  9 -1-1 .  

When  the  f i re  a la rm sounds ,  leave  the  bui ld ing  a t  once  and  
c lose  doors  beh ind  you.  Proceed  in to  the  f i re  ex i t  and  leave  
the  bu i ld ing  by  the  s ta i r s .  Do not  use  the  e leva tors .  

Fee l  doors  before  opening  them.  I f  i t  i s  ho t  o r  smoke  is  
seeping  in ,  do  not  open.  I f  you  become t rapped  in  your  
o f f ice /s tud io  and  cannot  reach  the  f i re  ex i t ,  keep  the  door  
c losed  and  sea l  o f f  any  cracks .  Use  the  te lephone  to  ca l l  9-1-1  
and  g ive  the  name and  loca t ion  of  the  bui ld ing ,  the  f loor  
you  are  on  and  the  room number .  I f  the  door  fee ls  cool ,  open  
i t  cau t ious ly .  Be  braced  to  s lam i t  shu t  i f  the  cor r idor  i s  fu l l  
o f  smoke  or  i f  you  fee l  hea t  pressure .  I f  caught  in  smoke or  
hea t ,  s tay  low where  the  a i r  i s  be t te r .  Take  shor t  brea ths  
th rough  nose  un t i l  you  reach  the  f i re  ex i t .  Be  sure  to  keep  the  
f i re  ex i t  doors  c losed  a t  a l l  t imes  dur ing  da i ly  operat ions  so  
tha t  smoke  does  no t  en ter  the  s ta i rway.  F i re  ex i t  d r i l l s  a re  he ld  
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dur ing  the  school  year .  These  dr i l l s  wi l l  be  

scheduled  and  a l l  occup ants  wi l l  be  not i f ied  in  advance .  

6.  Policy on Sex Discrimination,  Sexual  Harassment  and 

Sexual  Violence 

This  po l icy  was  modif ied  March  2016  to  ensure  that  S tud io  
Incamminat i  p rocedures  are  in  compl iance  wi th  the  gu idance 
i ssued by  the  Off ice  for  Civ i l  Rights  on  Apr i l  » ,  2011 
re la t ing  to  pos t -secondary  ins t i tu t ions’  obl iga t ions  under  
Ti t le  IX to  respond  appropr ia te ly  to  a l lega t ions  o f  sexual  
ha r a s sm en t  an d  s exu a l  v io le nce .  Se xu a l  h a r a s s me n t  a nd  se xu a l  
v io le nc e  a r e  forms  of  sex  d iscr iminat ion  prohib i ted  by  Ti t le  
IX.  In  addi t ion  to  sexual  v io lence ,  th is  po l icy  addresses  any  
d iscr imina t ion  o r  harassment  based  
on  gender ,  sexual  o r ien ta t ion ,  gender  iden t i ty ,  o r  gender  
express ion .  Th is  po l icy  was  subsequent ly  modif ied  to  ensure  
tha t  S tud io  Incamminat i  i s  in  compl iance  wi th  the  Vio lence  
Agains t  Women  Act  amendments ,  Campus SAVE Act ,  the  
Apr i l  201» Quest ions  and  Answers  on  Ti t le  IX and  Sexual  
Vio lence  f rom the  Off ice  fo r  Civ i l  Righ ts ,  and  gu idance  
i ssued  under  The  White  House  Document ,  Not  Alone .  

Whi le  th is  po l icy  speaks  spec i f ica l ly  to  harassment  
based  on  sexual  d i s c r im in a t ion ,  a l l  in c iden t s  in vo lv ing  
ha r a s sm en t  u nde r  p r o te c te d  c lass i f ica t ions  as  ou t l ined  in  
the  S tud io  Incamminat i ’ s  Non-Discr imina t ion  Pol icy ,  
wi l l  fo l low the  same procedures  for  inves t iga t ion ,  
hear ing  and  appeal.  

A.  Pol icy  S ta tement  

I t  i s  the  po l icy  o f  S tud io  Incamminat i  tha t  whi le  employed  
or  enro l led  a t  the  School ,  no  adminis t ra tor ,  facu l ty  
member ,  s ta f f  member  or  s tuden t  shal l  be  sub jec t  to  
d iscr imina t ion  based upon sex ,  which  can  inc lude  ac ts  of  
sexual  v io lence ,  sexual  harassment ,  domes t ic  v io lence ,  
da t ing  v io lence  and  s ta lk ing ,  by  another  member  of  the  
School  communi ty .  S tudio  Incamminat i ’ s  communi ty  
inc ludes  s ta f f ,  f acu l ty ,  gues t  ins t ruc tors ,  vo lun teers ,  
s tuden ts ,  board  members ,  models ,  and independent  
con t rac to rs .  S tud io  Incamminat i  expects  a l l  members  to  
conduct  themselves  in  a  manner  tha t  does  no t  in f r inge  upon  
the  r igh ts  of  o thers ;  the  School  be l ieves  in  a  zero-
to lerance  pol icy  for  gender -  based  or  sexual  misconduct .  

Inc luded  wi th in  th is  Po l icy  i s  S tud io  Incamminat i ’ s  
commitment  to  p ro tec t  the  ind iv idua ls  who are  involved  
in  an  inves t iga t ion  of  a  
po ten t ia l  v io la t ion  of  th is  Po l icy  aga ins t  r e ta l ia t ion  f rom 
any  member  o f  the  School  communi ty .  Such  re ta l ia t ion  
wi l l  be  deemed  a  separa te  bas is  fo r  v io la t ing  the  School’ s  
Po l icy  on  Abuse  and  Moles ta t ion ,  Sex Discr iminat ion ,  
Sexual  Harassment  and  Sexual  Vio lence .  For  the  
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purposes  o f  th is  po l icy ,  abuse  and  moles ta t ion ,  sex  
d iscr imina t ion ,  sexual  harassment  and  sexual  v io lence  a l l  
f a l l  under  the  ca tegory  of  sexual  misconduct .  

B .  Pol icy  Rat ionale  

S tud io  Incamminat i  va lues  appropr ia te  re la t ionsh ips ,  
r espec t  for  a l l  and  shared  respons ib i l i ty .  Therefore ,  the  
School  i s  commit ted  to  
fos te r ing  an  educa t iona l  and work ing env i ronment  tha t  i s  
f ree  f rom sexual  harassment  and sexual  v io lence .  In  
recogni t ion  of  and respec t  fo r  the  d ign i ty  o f  a l l  a t  School ,  
sexual  misconduct  in  any  fo rm,  cannot ,  and  wil l  no t ,  be  
to le ra ted .  This  po l icy  d i rec t ly  suppor ts  our  miss ion  
to  p rov ide  a  pos i t ive  work  and  learn ing  env i ronment  and  
communal  r espec t .  The  las t  decade  has  wi tnessed  a  
he igh tened  awareness  in  our  soc ie ty  of  the  var ious  forms  
of  sexual  misconduct ,  and  a  deep  and s incere  concern  fo r  
the  S tud io  Incamminat i  communi ty  p rompts  us  to  form a  
Po l icy  on  Abuse  and Moles ta t ion ,  Sex Discr imina t ion ,  
Sexual  Harassment  and  Sexual  Vio lence .  

The  purpose of  th is  po l icy  is :  

•  To educa te  the  School’ s  communi ty  on  the  
def in i t ions  of  sexual  d iscr iminat ion,  

•  To ou t l ine  the  s teps  necessary  to  dea l  mos t  
e f fec t ive ly  wi th  cases  involv ing  a l lega t ions  of  
sexual  misconduct ,  and 

•  To def ine  the  r igh ts  and  respons ib i l i t ie s  fo r  members  
o f  the  S tud io  Incamminat i  communi ty .  

C .  Scope  of  Pol icy  

•  This  po l icy  and the  procedures  se t  fo r th  here in  app ly  to  and 
cover  a l l  members  o f  the  S tud io  Incamminat i  communi ty  
which  inc ludes  a l l  admin i s t r a to r s ,  f a cu l ty ,  s t a f f ,  an d  s tud en t s .  
T i t l e  IX  p ro te c t s  s tu de n t s  f r om se xua l  ha r a s sm en t  i n  a  
sc hoo l ’ s  e du c a t ion a l  p ro g ra ms  an d  a c t iv i t i e s  bo th  on  campus  
and  off .  

•  Th e  S ch oo l  a l so  con t r ac t s  a  nu mber  o f  ve ndor s .  Th e se  
in d iv id ua l s  a r e  a l so  p ro tec ted  f rom a l l  fo rms  of  
d iscr imina t ion  and  are  he ld  accountab le  to  po l ic i e s  and  
p roc edur es  ou t l in ed  by  th e i r  r e sp ec t ive  e mp lo ye r s .  I f  a  ven dor  
i s  accused  of  misconduct  aga ins t  a  member  o f  S tudio  
Incamminat i ,  the  School  wi l l  work  co l labora t ive ly  wi th  the  
ind iv idua l ’ s  employer .  At  the  reques t  o f  the  School ,  these  
ind iv idua ls  may  a lso  be  sub jec t  to  in te r im mea su re s  
( ou t l i ne d  b e lo w)  wh i le  an  i nc id en t  i s  in v es t i ga t ed  a nd  
r e so lve d .  

•  Employees  are  pro tec ted  f rom sexual  d iscr imina t ion  in  
a l l  phases  of  th e i r  e mp loy me n t  inc lud in g  ap p l ic a t ion s ,  jo b  
pe r fo rm an ce ,  s a l a ry  a nd  promotions .  
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•  Members  o f  S tud io  Incamminat i  who are  t rave l ing  on  
School  bus iness  (mee t ing s ,  con f e r en ce s ,  I n  Y our  To w n  
work s hop s )  a r e  ex pe c te d  to  co mp ly  wi th  th is  Pol icy  
regard less  o f  loca l  laws  and/or  cus toms.  

•  Ti t le  IX a lso  proh ib i t s  harassment  based  upon  sex  o r  sex-

s te reo typ ing.  

•  M e mb er s  o f  t he  S ch oo l ’ s  c om mu ni ty  a r e  p ro te c ted  f ro m 
be in g  r e ta l i a t ed  aga ins t  for  f i l ing  a  c la im or  for  
coopera t ing  in  an  inves t iga t ion .  

D .  Legal  Def in i t ion  

Discr iminat ion  or  harassment  on  the  b ias  o f  sex  is  a  
v io la t ion  of  Sec t ion  703  of  Ti t le  VII  o f  the  l964  
Civ i l  Rights  Act ion  and  Ti t le  IX of  the  Educat iona l  
Amendments  o f  1972.  Unwelcome  sexual  
adv an ce me n ts ,  r equ es t s  f o r  se xu a l  f av o r s ,  and  o th e r  ve r ba l ,  
non - v e rba l  o r  phys ica l  conduct  o f  a  s exual  na tu re  
cons t i tu te  sexual  harassment  when:  

•  Submiss ion  to  such  conduct  i s  made e i ther  exp l ic i t ly  
o r  impl ic i t ly  a  te rm or  a  condi t ion  of  an  ind iv idua l ’ s  
employment  o r  academic  advancement;  

•  Submiss ion  to  o r  re jec t ion  o f  such  conduct  by  an  
ind iv idua l  i s  used  as  a  basis  for  employment  o r  
academic  dec is ions  a f fect ing  the  ind iv idual ;  o r  

•  Such conduct  has  the  purpose  o r  e f fec t  o f  unreasonab ly  
in te r fe r ing  wi th  an  ind iv idua l ’ s  academic  o r  work  
per formance  o r  c rea t ing  an  in t imida t ing ,  hos t i le ,  o r  
o f fens ive  educa t iona l ,  l iv ing  or  work ing environment .  

 
E .  Tit le IX Coordinator  

S tud io  Inc am m in a t i  de s ign a t e s  Ta m ara  S to ke s ,  F ina n c ia l  
Ad m in i s t r a to r ,  as  the  T i t le  IX Coordina tor .  The  Ti t le  IX 
Coordina tor  oversees  the  School ’s  cent ra l ized  rev iew,  
inves t iga t ion ,  and  reso lu t ion  of  repor ts  of  sexual  
misconduct .  he  coord ina tor  a l so  coordina tes  the  School’s  
compliance  wi th  T i t le  IX.  The  Ti t le  IX coord inator  i s :  

•  respons ib le  fo r  overs igh t  o f  the  inves t iga t ion  and  
reso lu t ion  o f  a l l  r epor ts  of  sexual  misconduct ;  

•  knowledgeable  and  t ra ined  in  re levan t  s ta te  and  
federa l  laws  and School  po l icy  and  procedure ;  

•  avai lab le  to  adv ise  any ind iv idua l ,  inc lud ing a  
compla inan t ,  a  respondent ,  o r  a  th i rd  par ty ,  about  the  
courses  o f  act ion  ava i lab le  a t  the  School ,  bo th  
informal ly  and  formal ly ;  

•  ava i lab le  to  p rov ide  ass i s tance  to  any  School  
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member  regard ing how to  respond  appropr ia te ly  to  
repor ts  o f  sexual  misconduct ;  

•  respons ib le  fo r  moni to r ing  fu l l  compl iance  wi th  a l l  
r equ i rements  and  t imel ines  spec if ied  in  the  
compla in t  procedures ;  and  

•  responsib le  for  compil ing  annual  and  semi-annual  

repor ts .  

F .  Bully ing  or  In t imidat ion  

Bul ly ing  inc ludes  any  in ten t iona l  e lec t ron ic ,  wr i t ten ,  
verba l ,  o r  phys ica l  ac t  or  a  se r ies  of  ac ts  d i rec ted  a t  
ano ther  ind iv idua l  o r  ind iv idua ls  tha t  is  severe ,  pers is ten t ,  
o r  pervas ive  and  tha t  has  the  in tended  effec t  o f  do ing  any  
o f  the  fo l lowing  :  ( i )  substan t ia l ly  in te r fe r ing  wi th  a  
s tuden t ’ s  educa t ion ;  ( i i )  crea t ing  a  threa ten ing  
env i ronment ;  or  ( i i i )  subs tan t ia l ly  d is rup t ing  the  order ly  
opera t ion  o f  the  School .  Bul ly ing  i s  proh ib i t ed  and  
par t ic ipa t ing  in  such  ac ts  wi l l  r esu l t  in  d isc ip l inary  ac t ion .  
Bul ly ing  tha t  i s  based  on  gender ,  sexual  o r ien ta t ion ,  gender  
iden t i ty ,  o r  gender  express ion ,  o r  based  on  any  o ther  
p ro tec ted  c lass i f ica t ion  as  ou t l ined  
in  the  School’ s  Non-Discr imina t io n  Pol icy  wi l l  be  
handled  under  th is  po l icy .  

In t imida t ion  i s  any  verba l ,  wr i t ten ,  or  e lec t ron ic  threa ts  
o f  v io lence  or  o ther  th reaten ing  behavior  d i rec ted  
toward  another  person  or  g roup  tha t  reasonab ly  leads  the  
person(s)  in  the  g roup  to  fear  fo r  her /  h i s  phys ica l  wel l -
be ing.  In t imida t ion  i s  p roh ib i ted  and  wi l l  r esu l t  in  
d isc ip l inary  ac t ion .  

Anyone  who a t tempts  to  use  bul ly ing  or  in t imida t ion  to  
re ta l ia te  aga ins t  someone  who repor ts  an  inc ident ,  b r ings  
a  compla in t ,  o r  par t ic ipa tes  in  an  inves t iga t ion  in  an  
a t tempt  to  inf luence  the  jud ic ia l  pro cess  wi l l  be  in  
v io la t ion  of  re ta l ia t ion  as  descr ibed  wi th in  th is  po l icy  and  
wil l  be  subjec t  to  d isc ip l inary  ac t ion .  
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SEXUAL MISCONDUCT OFFENSES INCLUDE, 

BUT ARE NOT LIMITED TO:  

1. Sexual  Harassment  

2. Abuse & Molestat ion  

3. Sexua l  Assaul t  

i .  Non-Consensual  Sexual  Contac t  (or  a t tempts  to  commit  

same)  

i i .  Non-Consensua l  Sexual  In te rcourse  (o r  
a t tempts  to  commit  same)  

4. Sexual  Explo i ta t ion  

5. Sta lk ing  

6. In t imate  Par tner  Vio lence :  Domes t ic  Vio lence  or  Dat ing  

Vio lence  

7. Bully ing  or  In t imidat ion  

Deta i l ed  def in i t ions  and  examples  o f  these  forms  of  
misconduct  are  inc luded  a t  the  end  of  th is  po l icy  
sec t ion .  

G.  Repor t ing  Sexual  Misconduct  in  Any  Form 

I f  a  member  has  been  subjec ted  to  an  ac t  o f  sexual  
misconduct ,  they  are  urged  to  repor t  the  inc iden t  
immedia te ly .  Members  may  a lso  want  to  d iscuss  the  even t  
wi th  a  c lose  f r iend,  roommate ,  Res iden t  Ass is tan t ,  s ta f f ,  
facu l ty ,  family  member ,  e tc .  who can  suppor t  you 
through  the  in i t ia l  medica l  t r ea tment  ( i f  necessary)  and  
repor t ing  of  the  even ts .  I f  a  member  has  been  the  v ic t im of  
sexual  v io lence ,  they  a re  u rged  to  repor t  the  inc ident  to  
the  pol ice  immedia te ly .  

I f  a  member  has  been  the  v ic t im of  an  ac t  o f  sexual  
misconduct ,  they  may  be  wonder ing  what  to  do  next .  Here  
a re  some of  your  op t ions :  

•  Get  to  a  p lace  where  you  fee l  phys ica l ly  and  

emot ional ly  safe .  

•  Contac t  someone  they  t rus t  to  s tay  wi th  for  mora l  

suppor t .  

•  Immedia te ly  repor t  the  inc iden t  to  the  
appropr ia te  School  personnel  or  another  person  
they  t rus t .  

•  Immedia te ly  repor t  the  inc ident  to  the  pol ice  by  ca l l ing  

911 .  

•  I f  a  member  was  a  v ic t im  of  sexual  v io lence ,  i t  i s  
impor tan t  to  seek  medica l  care  so  they  can  be  
t rea ted  for  in jur ies  and  tes ted  fo r  pregnancy  and 
sexual ly  t ransmi t ted  d iseases .  Ph i lade lph ia  has  
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crea ted  the  Ph i lade lph ia  Sexual  Assau l t  Response 
Center  (PSARC) ,  loca ted  a t  300  E .  Hunt ing  park  
Avenue,  Ph i lade lph ia ,  
PA 19124 and  can  be  reached  v ia  phone  a t  215-685-
3251 or  215-  800-1589.  

•  PSARC has  spec ia l ly  t ra ined  and  cer t i f ied  Sexual  
Assau l t  Nurse  Examiners  (SANE)  to  ass is t  in  the  
medica l  process  re la ted  to  fo rens ic  exams.  Forens ic  
ev idence  can  be  co l lec ted  up  to  96  hours  a f ter  an  
assaul t  has  occurred .  

•  A forens ic  exam,  comple ted  by  a  medica l  
p rac t i t ioner ,  i s  the  process  through  which  physica l  
ev idence  is  co l lec ted .  This  ev idence  cou ld  be  used  
in  a  jud ic ia l  case ,  i f  the  v ic t im chooses  to  pursue  
charges .  Phys ica l  ev idence  can  inc lude  photo  
documenta t ion  o f  in ju r ies ,  co l lec t ion  of  f lu ids  
(b lood,  semen ,  u r ine ,  sa l iva)  and  o ther  iden t i f iab le  
ob jec ts  (ha i r ,  c lo th ing  wi th  po ten t ia l  DNA).  
Forens ic  exams are  f ree  of  char ge to  v ic t ims  of  
assaul t  and  wil l  no t  be  b i l led  to  the  v ic t im or  the  
insurance  company.  

•  Avoid  shower ing ,  ba th ing ,  douch ing  o r  c lean ing  in  any  
o ther  way to  he lp  p reserve  medica l  ev idence  i f  you  
choose  to  p rosecu te .  Any c lo thes ,  shee ts ,  or  o ther  
i tems  tha t  may  be  cons idered  ev idence  should  be  
s tored  in  paper  (not  p las t ic )  bags .  I f  you  are  s t i l l  
wear ing  the  c lo thes  you  had  on  a t  the  t ime  of  the  
assaul t  be  su re  to  br ing  a  change  of  c lo thes  wi th  you  
to  the  hospi ta l .  

H .  To Fi le  A Compla in t  wi th  Studio  Incamminat i  

To make a  repor t  of  an  act  of  sexual  misconduct ,  

we encourage a member to  seek out  another  

member of  the School community with whom they 

feel  comfortable  ( th is  may include a f r iend,  

teacher ,  advisor ,  e tc.) .  I f  i t  occurs dur ing regular  

off ice hours,  the 

Adminis tra t ive Off ice should be contacted 

immediately at  215-592- 7910.  If  i t  occurs when the 

school is  c losed,  i t  should be reported to the 

Adminis tra t ive Off ices as soon as  possible af ter  the 

school is  open.  

All  repor ts  of  sexual  d iscr iminat ion,  molestat ion,  

harassment  and violence wil l  be repor ted to Tamara 

Stokes ,  Ti t le  IX Coordinator .  Individuals  should be 

advised that  the Tit le  IX Coordinator  is  obl igated to 

act  on any repor t  of  a l leged misconduct.  The School 

does not  l imit  the t imeframe for  f i l ing a repor t  of  
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misconduct.  Reports  can be submitted at  any t ime 

fol lowing an incident ,  a l though the School’s  abi l i ty  to  

take any action may be negat ively affected by the 

length of  t ime between the al leged incident and the 

repor t .  

Members may choose to pursue the inc ident through 

the School’s  hear ing process;  or  to  prosecute through 

the pol ice;  or  both .  Once the matter  is  repor ted,  the 

School may have a  responsibi l i ty  to  invest igate the 

s i tuat ion even if  a  member chose not to  cooperate  with 

the School.  Members should not  feel  pressured in to 

any opt ion and may want to  consult  with  their  family 

before making a decis ion .  

I .  Ty pe s  o f  O n - C am pu s  Re po r t s /C onf id en t i a l i t y  o f  R epor t s  

The  School  encourages  members  who  exper ience  sexual  
misconduct  to  ta lk  to  someone  about  what  happened so  
they  can  ge t  the  suppor t  they  need,  and  to  a l low the  school  
to  respond  appropr ia te ly .  Di f fe ren t  s taf f  members  have  
d i f fe ren t  ab i l i t ies  to  main ta in  a  vic t im’s  conf iden t ia l i ty .  

•  Some indiv iduals  a re  required  to  main ta in  comple te  
conf iden t ia l i ty ;  ta lk ing  to  them is  somet imes  ca l led  a  

“pr iv i leged  communica t ion .”  These  ind iv iduals  have  a  
lega l  and  profess ional  obl igat ion  not  to  reveal  
information shared  with  them in  the scope of 
performing their  dut ies .  

•  All  o ther  School  employees  a re  des ignated  as  
responsib le  employees  and  are  required  to  repor t  
a l l  the  de ta i l s  o f  an  inc iden t  ( inc lud ing  the  
iden t i t ies  o f  bo th  the  v ic t im and  a l leged  perpe tra tor)  
to  the  T i t le  IX coord ina tor .  A repor t  to  these  
employees  cons t i tu tes  a  repor t  to  the  School  and  
genera l ly  obl iga te s  the  School  to  inves t iga te  the  
inc ident  and  take  appropr ia te  s teps  to  address  the  
s i tua t ion .  

A. Pr iv i leged  and  Conf ident ia l  Communica t ions  

Profess iona l ,  l i censed counse lors  who prov ide 
menta l -hea l th  counse l ing  to  members  of  the  School  
a re  no t  requ ired  to  repor t  any  informat ion  about  an  
inc ident  to  the  Ti t le  IX coord ina tor  wi thou t  a  
vic t im’s  permiss ion .  S tud io  Incamminat i  can  refer  
members  to  a  profess iona l  counse lor  when  reques ted .  
However ,  members  may  a lso  choose  another  
counse lor  on the i r  own.  

B. Repor t ing  to  Responsib le  Employees  

S tud io  Incamminat i  s ta f f  are  cons idered  respons ib le  
employees .  A  respons ib le  employee  i s  an  employee  
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who has  the  au thor i ty  to  redress  sexual  v io lence ,  who  
has  the  du ty  to  repor t  inc iden ts  o f  sexual  v io lence  or  
o ther  misconduct ,  o r  who i s  an  ind iv idua l  who is  
reasonably  be l ieved  to  have  th is  au thor i ty .  

When a  v ic t im te l l s  a  respons ib le  employee  about  an  
inc iden t  o f  sexual  v io lence ,  the  v ic t im has  the  r igh t  
to  expec t  the  School  to  take  immedia te  and  
appropr ia te  s teps  to  inves t iga te  what  happened  and  
to  reso lve  the  mat te r  p rompt ly  and  equ i tab ly .  A 
respons ib le  employee  must  repor t  to  the  Ti t le  IX 
coord ina tor  a l l  r e levan t  deta i l s  about  the  a l leged  
inc iden t  shared  by  the  v ic t im so  tha t  the  School  can  
de te rmine  what  happened  -  inc lud ing  the  names  of  
the  v ic t im and  a l leged  perpe t ra to r (s ) ,  any  wi tnesses ,  
and  any  o ther  re levan t  facts ,  inc lud ing  the  da te ,  t ime  
and  spec i f ic  loca t ion  of  the  a l leged  inc ident .  

To  the  ex ten t  poss ib le ,  in format ion  repor ted  to  a  
responsib le  employee  wi l l  be  shared  on ly  wi th  people  
respons ib le  fo r  hand l ing  the  School’s  response  to  the  
repor t .  A responsib le  employee  should  no t  share  
in format ion  wi th  law enforcement  wi thou t  the  vic t im’s  
consen t  or  unless  the  v ic t im has  a l so  repor ted  the  
inc iden t  to  law enforcement .  Before  a  v ic t im revea ls  
any  informat ion  to  
a  respons ib le  employee ,  the  employee should  ensure  
tha t  the  v ic t im  unders tands  the  employee’s  r epor t ing  
ob l iga t ions  -  and,  i f  the  v ic t im wants  to  main ta in  
conf iden t ia l i ty ,  d i rec t  the  v ic t im to  conf ident ia l  
resources .  

I f  the  v ic t im wants  to  te l l  the  responsib le  employee  

what  happened  bu t  a l so  main ta in  conf iden t ia l i ty ,  the  

employee  should  te l l  the  v ic t im tha t  the  School  wi l l  

cons ider  the  reques t ,  bu t  cannot  guarantee  tha t  the  

School  wi l l  be  ab le  to  honor  i t .  In  repor t ing  the  de ta i ls  

o f  the  inc ident  to  the  Ti t le  IX Coordina tor ,  the  

respons ib le  employee  wi l l  a l so  inform the  Coord inator  o f  

the  vic t im’s  reques t  for  conf ident ia l i ty .  

Respons ib le  employees  wi l l  no t  pressure  a  v ic t im to  
reques t  conf iden t ia l i ty ,  bu t  wi l l  honor  and  suppor t  
the  vic t im’s  wishes ,  inc lud ing tha t  the  School  
inves t iga te  an  inc iden t  fu l ly .  By the  same  token,  
respons ib le  employees  wi l l  no t  p ressure  a  v ic t im to  
make  a  fu l l  repor t  i f  the  v ic t im is  no t  ready  to  do  
so .  

Request ing Confidential i ty  from Studio  

Incamminati:  How the School  Wil l  Weigh the 

Request  and Respond.  

I f  a  v ic t im d isc loses  an  inc iden t  to  a  
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respons ib le  employee  but  wishes  to  main ta in  
conf ident ia l i ty  o r  reques ts  tha t  
no  inves t iga t ion  in to  a  par t icu lar  inciden t  be  
conducted  or  d isc ip l inary  ac t ion  taken ,  the  
School  mus t  weigh  tha t  
reques t  aga ins t  the  School ’ s  ob l iga t ion  to  p rov ide  
a  sa fe ,  non-  d iscr imina tory  env i ronment  fo r  a l l  
ind iv idua ls ,  inc lud ing  the  v ic t im.  

I f  the  School  honors  the  reques t  for  conf iden t ia l i ty ,  a  
v ic t im must  unders tand tha t  the  Schoo l ’ s  ab i l i ty  to  
meaningfu l ly  inves t iga te  the  inc iden t  and pursue 
d isc ip l inary  ac t ion  aga ins t  the  a l leged perpe tra tor(s )  
may be  l imi ted .  

Al though  rare ,  there  a re  t imes  when  the  School  
may  not  be  ab le  to  honor  a  vic t im’s  r eques t  in  order  
to  p rov ide  a  sa fe ,  non-  d iscr iminatory  
environment .  

When weighing  a  vic t im’s  reques t  for  
conf ident ia l i ty  or  de te rmin ing  tha t  no  inves t iga t ion  
o r  d isc ip l ine  wi l l  be  pursued ,  the  Ti t le  IX 
Coordina tor  wi l l  cons ider  a  range  of  fac tors ,  
inc luding  the  fo l lowing:  

•  The  increased  r i sk  tha t  the  a l leged  perpe t ra to r  
wi l l  commit  addi t iona l  ac ts  o f  sexual  o r  o ther  
v io lence ,  such  as :  

•  whether  there  have  been  o ther  sexual  v io lence  
compla in ts  about  the  same a l leged  perpe tra tor ;  

•  whether  the  a l leged  perpe tra to r  has  a  h is to ry  o f  
a r res t s  o r  records  f rom a  pr io r  school  ind ica t ing  
a  h is tory  o f  v io lence ;  

•  wh e th e r  t he  a l l e ge d  p e rpe t r a to r  th r e a te ne d  fu r the r  
se xu a l  v io lence  or  o ther  v io lence  aga ins t  the  
v ic t im or  o thers ;  

•  whether  the  sexual  v io lence  was  commit ted  by  
mul t ip le  perpe tra tors ;  

•  whether  the  sexual  v io lence  was  perpe tra ted  wi th  a  

weapon;  

•  whether  the  v ic t im is  a  minor ;  

•  whether  the  School  possesses  o ther  means  to  
ob ta in  re levan t  ev idence  of  the  sexual  v io lence  
(e .g . ,  secur i ty  cameras  or  personnel ,  phys ica l  
ev idence) ;  

•  whether  the  vic t im’s  repor t  r evea ls  a  pa t te rn  of  
perpe t ra t ion  (e .g . ,  v ia  i l l i c i t  use  of  drugs  or  
a lcohol)  a t  a  g iven  loca t ion  or  by  a  par t icu lar  
group.  
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The  presence  of  one  o r  more  of  these  fac to rs  cou ld  lead  
the  School  to  inves t iga te  the  a l leged  inc iden t .  I f  the  
School  de te rmines  tha t  i t  cannot  main ta in  a  vic t im’s  
conf iden t ia l i ty ,  the  School  wi l l  inform the  v ic t im pr io r  
to  s ta r t ing  an  inves t iga t ion  and  wi l l ,  to  the  ex ten t  
poss ib le ,  on ly  share  informat ion  wi th  people  
responsib le  for  handl ing the  School’s  r esponse .  

The  School  wi l l  r emain  ever  mindfu l  o f  the  vic t im’s  
wel l -be ing,  and  wi l l  t ake  ongoing  s teps  to  p ro tec t  the  
v ic t im f rom re ta l ia t ion  or  harm and  work  with  the  
v ic t im to  c rea te  a  safe ty  p lan .  
Reta l ia t ion  aga ins t  the  v ic t im,  whether  by  s tuden ts  
o r  School  employees ,  wi l l  no t  be  to le ra ted .  The  
School  wi l l  a lso :  

•  ass is t  the  v ic t im in  access ing  o ther  avai lab le  
v ic t im advocacy ,  academic  suppor t ,  counse l ing ,  
d isab i l i ty ,  hea l th  or  menta l  hea l th  serv ices ,  and  
lega l  ass i s tance  bo th  on  and  of f  campus  ( see  
por t ion  of  po l icy  ident i fy ing  these) ;  

•  provide  o ther  secur i ty  and  suppor t ,  which  could  
inc lude  i ssu ing  a  no-  con tac t  o rder ,  he lp ing  a r range  
a  change  of  l iv ing  or  work ing  ar rangements  or  
course  schedules  ( inc lud ing  fo r  the  a l leged 
perpe t ra tor  pend ing the  ou tcome of  an  inves t iga t ion)  
o r  ad jus tments  for  ass ignments  o r  tes ts ;  and  

•  in form the  v ic t im  of  the  r igh t  to  repor t  a  c r ime  to  
campus  or  loca l  law enforcement -and  prov ide  the  
v ic t im wi th  ass i s tance  i f  the  v ic t im wishes  to  do  
so .  

Because  the  School  i s  under  a  con t inuing  ob l iga t ion  to  
address  the  is sue  o f  sexual  v io lence campus -wide ,  
repor ts  o f  sexual  v io lence ( inc lud ing  non- iden t i fy ing  
repor ts )  wi l l  a l so  p rompt  the  School  to  cons ider  
b roader  remedia l  ac t ion  -  such  as  increased  moni to r ing ,  
superv is ion  or  secur i ty  a t  loca t ions  where  the  
repor ted  sexual  v io lence  occurred ;  increas ing  
educa t ion  and  preven t ion  e f for t s ,  inc luding  to  ta rge ted  
popula t ion  groups;  conduct ing  c l imate  
a s se s s me n ts /v ic t im iza t io n  s u rvey s ;  and /o r  r ev i s i t i ng  i t s  
po l i c i e s  and  prac t ices .  I f  the  School  de termines  tha t  i t  
can  respec t  a  vic t im’s  r eques t  for  conf ident ia l i ty ,  the  
School  wi l l  a lso  take  immedia te  ac t ion  as  necessary  
to  pro tec t  and  ass is t  the  v ic t im.  

J .  Inves t iga t ion ,  Hear ing  and  Resolu t ion  

In  order  to  assure  a  prompt  and  equi tab le  reso lu t ion  to  the  

compla in t ,  
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compla inan ts  wi l l  be  asked  to  prov ide  an  in i t ia l  
s ta tement  repor t ing  the  spec i f ics  of  the  inc iden t ,  names  
o f  ind iv idua ls ,  da te ,  t ime,  p lace ,  spec i f ics  which  
occurred ,  wi tnesses  to  the  even ts  descr ibed,  e tc .  Th is  
s ta tement  wi l l  s ta r t  the  School ’s  inves t iga t ion  of  the  
even ts  repor ted .  

•  An inves t iga t ion  wi l l  be  conducted  once  a  
s ta tement  i s  f i led .  S ta tements  may be  f i led  by  the  
compla inan t ,  by  a  paren t  o r  by  a  th i rd  par ty .  

•  I f  reques ted ,  every  ef for t  wi l l  be  made  to  
inves t iga te  the  inc iden t  conf iden t ia l ly .  The  School  
cannot  promise  comple te  conf ident ia l i ty .  
Informat ion  can  only  be  shared  wi th in  the  School  
i f  there  i s  a  “leg i t imate  educa t iona l  need .”  In  order  
fo r  informat ion  to  be  shared  ou ts ide  of  the  School ,  
a  compla inant  
would  need  to  g ive  exp l ic i t  permiss ion  or  tha t  
in format ion  would  need  to  be  subpoenaed .  I t  should  
be  noted  tha t  the  School ’s  ab i l i ty  to  thoroughly  
inves t iga te  and  reso lve  inc iden ts  o f  sexual  misconduct  
may  by  l imi ted  should  the  compla inan t  no t  want  h is  or  
her  name or  any  ident i f iab le  informat ion  shared .  

•  The  person  who makes  the  repor t  i s  the  
compla inan t  and  the  ind iv idual  named  in  the  
repor t  i s  the  respondent .  

•  The  respondent  wi l l  be  asked  to  prov ide  h is /her  
vers ion  o f  the  even ts .  The  compla inan t ’ s  s ta tement  
wi l l  be  shared  wi th  the  respondent .  

•  The  respondent ’ s  s ta tement  wi l l  be  shared  wi th  the  

compla inan t .  

•  In  the  event  there  is  l i t t l e  o r  no  d ispute  be tween  the  
vers ions  of  the  events  and  the  respondent  admi ts  the  
conduct ,  the  mat te r  may  be  reso lved  wi thou t  a  hear ing  
a t  the  d iscre t ion  of  the  Ti t le  IX Coord in a to r  o r  
de s ign a te d  in ve s t iga to r .  Th e  ap p rop r i a te  d i s c ip l in e  may  
be  imposed  by  the  School  based  upon  the  fac ts  
admi t ted  dur ing  the  inves t iga t ion .  I f  the  compla inant  
concurs  wi th  the  School ’ s  r eso lu t ion ,  the  mat te r  i s  
concluded  wi thou t  the  need  for  a  hear ing .  

•  Even  when  there  i s  s ign i f ican t  d i f fe rence  in  the  fac ts  
re layed  by  the  compla inant  and  respondent ,  the  School  
may  impose  in te r im measures  on  the  respondent .  

•  I f  the  fac ts  a re  in  d ispu te  and  the  Ti t le  IX Coord inator  
concludes  there  i s  a  bas is  to  move forward ,  a  p r iva te  
d isc ip l inary  hear ing  wi l l  be  he ld  where  the  
compla inan t  and  respondent  wi l l  each  be  t rea ted  
wi thout  pre judice  or  b ias  and  where  each  wil l  on ly  
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be  asked to  answer  ques t ions  re levan t  to  the  spec i f ic  
misconduct  under  cons idera t ion .  

•  A spec ia l ly  t ra ined  hear ing  pane l  wi l l  be  convened  to  
ad jud ica te  a l lega t ions  of  sexual  misconduct .  New 
members  of  th is  hear ing  panel  rece ive  t ra in ing  on 

Ti t le  IX,  curren t  gu idance  f rom the  Office  for  
Civi l  Rights  a t  the  Depar tment  of  Educat ion  and 
the School’s  judicia l  p rocess .  Refresher  t ra in ings  
are  held  for  the  fu l l  panel  annually .  

•  The hear ing  panel  wi l l  con ta in  be tween  3 -5  members  
fo r  each hear ing  These  members  a re  drawn  f rom a  
poo l  o f  be tween  5 -10  t ra ined  members .  Pane l  
members  may  recuse  themselves  f rom any  hear ing  
due to  conf l ic t  o f  in te res t  or  o ther  inab i l i ty  to  fu l ly  
par t ic ipa te  in  a  comple te  hear ing .  

•  The  Ti t le  IX Coord ina tor  wi l l  se rve  a l so  as  Secre ta ry  
i s  to  ensure  tha t  a l l  po l ic ies  and  procedures ,  as  
ou t l ined  in  the  Pol ic ies  & Guidelines  are  
fo l lowed.  

•  The School  wi l l  use  i t s  bes t  e f for ts  to  comple te  i t s  
inves t iga t ion  wi th in  14  bus iness  days  o f  the  da te  i t  
r ece ives  the  S ta tements  and to  schedule  a  d isc ip l inary  
hear ing  wi th in  ano ther  7  bus iness  days .  

•  The par t ies  may  mutual ly  agree  to  ex tend  these  t ime  

per iods .  

•  This  hear ing  wi l l  no t  be ,  and  may  not  be ,  taped .  Out  
o f  respec t  for  p r ivacy,  the  School  reques ts  tha t  a l l  
s tuden ts  keep  in format ion  f rom  a  hear ing  conf iden t ia l  
and  tha t  employees  exerc ise  d iscre t ion  regard ing  the  
informat ion  d isc losed  in  the  hear ings.  

•  Both  par t ies  need  to  submit  any  add i t iona l  
documenta t ion  to  the  hear ing  of f icer  a t  leas t  48  
hours  pr ior  to  the  hear ing  and  wil l  be  shared  wi th  
the  respec t ive  par t ies .  Both  par t ies  wi l l  be  shown a  
copy  of  the  s ta tements  p rov ided  by  the  o ther  par ty ;  
th i s  inc ludes  s ta tements  f rom a ny witnesses  of  fac t .  

•  At leas t  72  hours’  no t ice  wi l l  be  g iven  to  appear  a t  
the  hear ing  and  a  wr i t ten  dec is ion ,  comple te  wi th  
sanc t ions ,  i f  any ,  wi l l  be  rece ived  with in  10  
bus iness  days  a f te r  the  hear ing .  

•  I f  des i red ,  the  compla inant  wi l l  be  permi t ted  to  a t tend  
the  en t i re  hear ing .  I f  the  compla in t  chooses  no t  to  
a t tend  the  hear ing ,  he  or  she  wi l l  be  of fe red  the  
oppor tun i ty  to  submit  a  wr i t ten  s ta tement  of  fac t  to  be  
read  a t  the  hear ing .  I f  the  respondent  fa i l s  to  appear ,  
he  or  she  may  submit  a  wr i t ten  s ta tement  o f  fac t  to  
be  read  a t  the  hear ing .  I f  e i ther  par ty  dec l ines  to  
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par t ic ipa te ,  the  hear ing  wi l l  move  forward  and  no  
adverse  inference  wi l l  be  drawn.  

•  Both  par t ies  a re  permi t ted  to  br ing  an  adv isor  o r  
advoca te  wi th  them to  the  hear ing .  This  advisor  
may be  a  member  of  the  School ’s  communi ty .  Th is  
person  wi l l  no t  be  permi t ted  to  speak dur ing  the  
hear ing  bu t  can  s tay  for  the  dura t ion  to  provide  
suppor t .  

•  Once  the  or ig ina l  s ta tement  has  been  f i led ,  the  School  
wi l l  use  i t s  bes t  e f for t s  to  process  the  inc iden t  ( th is  
inc ludes  inves t iga t ion  o f  fac ts ,  hear ing  no t i f ica t ion ,  the  
hear ing ,  de l ibera t ion ,  no t i f ica t ion  of  the  outcome  of  
the  hear ing  and  the  appeal  process)  wi th in  60 

business  days.  Circumstances  may ar i se  that  
requ ire  the  extension  of  t ime  f rames ,  including  
extension  beyond  s ix ty  (60)  days.  Such  
circumstances  may include  the  complexity  of  the 
al legat ions,  

the  number  of  wi tnesses  invo lved,  the  ava i lab i l i ty  of  
the  par t ies  o r  wi tnesses ,  the  ef fec t  o f  a  concurren t  
c r imina l  inves t iga t ion ,  any  in te rven ing school  break  
or  vaca t ion ,  o r  o ther  unforeseen  c i rcumstances .  In  the  
even t  tha t  the  inves t iga t ion  and  reso lu t ion  exceed  
th is  t ime  f rame,  the  School  wi l l  no t i fy  a l l  par t ies  o f  
the  reason  for  the  de lay  and  the  expec ted  ad jus tment  
in  t ime  f rames .  
Bes t  e f for ts  wi l l  be  made  to  comple te  the  process  in  
a  t imely  manner  by  ba lancing  pr inc ip les  of  
thoroughness  and  fundamenta l  fa i rness  wi th  
promptness .  

•  Charac ter  wi tnesses  a re  not  permit ted  a t  the  hear ing .  
In  de te rmin ing  a  remedy,  the  School  may  take  in to  
cons idera t ion  the  pr ior  d i sc ip l inary  h is tory  of  the  
respondent .  

•  The  School  u t i l izes  p reponderance  o f  ev idence  as  
the  s tandard  o f  proof  in  d isc ip l inary  proceed ings ;  
th i s  s tandard  i s  met  i f  the  
p ropos i t ion  is  more  l ike ly  to  be  t rue  than  no t  t rue .  
Preponderance  of  ev idence  is  the  acceptab le  s tandard  
for  c iv i l  cases .  

•  The  compla inan t  and  respondent  wi l l  be  no t i f ied  of  
the  ou tcome of  the  hear ing ;  th i s  no t i f ica t ion  wi l l  be  
made  in  wr i t ing  and  wi l l  occur  as  concurren t ly  as  
poss ib le .  

•  The  process  wi l l  t e rmina te  i f  the  respondent  i s  no  
longer  a  s tuden t  or  employee .  

•  The  School  wi l l  coopera te  to  the  ex ten t  permi t ted  by  
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l aw wi th  cr imina l  p roceed ings .  The  School  does  no t  
condone  re ta l ia t ion  towards  the  respondent  or  the  
compla inant .  

•  Any c la ims  of  re ta l ia t ion  wi l l  be  inves t iga ted ,  and  
those  ind iv idua ls  wi l l  be  subjec t  to  d isc ip l inary  
ac t ion .  P lease  see  the  end  of  th is  po l icy  for  
addi t iona l  in format ion  on  re ta l ia t ion .  

•  Media t ion  wi l l  no t  be  used  to  reso lve  sexual  v io lence  

compla in ts .  

K.  Appeals  

•  Both  par t ies  have  the  r igh t  to  appeal .  A le t te r  o f  
appeal  shou ld  be  addressed  to  the  Pres iden t  wi th in  3  
bus iness  days  of  rece ip t  of  the  dec is ion .  Th is  le t te r  
shou ld  inc lude  fac t -based  reason ing  for  appea l ,  such  
as  fa i lure  to  ab ide  by  ex is t ing  p rocedures ,  f a i lu re  to  
cons ider  re levan t  in format ion ,  e tc .  The  par t ies  wi l l  
r ece ive  wr i t ten  no t ice  o f  an  appea l  dec is ion  wi th in  10  
bus iness  days .  Addi t iona l  detai ls  about  the Appeal  
Process  are descr ibed  below.  

•  Appeals  wi l l  go  to  a  spec ia l ly  t ra ined  appeals  
board .  The  School ’s  Appeals  Board  may  cons is t  of  
facu l ty ,  admin is t ra to rs  or  board  members  as  
appoin ted  by the  Pres ident .  The  non-  appea l ing  
par ty  wi l l  be  no t i f ied  tha t  the  appea l  has  been  

f i led .  Once i t  is  formed,  the  Appeals  Board  
wil l  not ify  the  par t ies  i f  addi t ional  
documentat ion  is  reques ted  and the t ime per iod  
for  i t s  submission .  Al l  documentat ion  rev iewed  
by the  Board  wil l  be  made avai lable  in  advance  
for  both  par t ies  to  review and submit  

comments ;  comments  wi l l  be  shared  with  one ano ther .  
I f  ev idence  is  d iscovered af te r  the  conclus ion  of  the  
hear ing ,  th is  new ev idence  wi l l  be  rev iewed  by  the  
Appeals  Board .  Both  par t ies  wi l l  be  made  aware  of  
any  new evidence .  

•  Th e  Ap pe a l s  Bo a rd  w i l l ,  a f t e r  r ev ie w ing  a l l  av a i l a b le  
ev id en ce  and  documenta t ion ,  make  a  recommendat ion  
to  the  Pres ident .  In  cases  invo lv ing a  
recommendat ion  of  suspe ns ion or  expuls ion ,  the  
recommendat ion  of  the  Appeals  Board  wi l l  be  i s sued  
to  the  Pres ident .  

•  In  cases  no t  invo lv ing suspens ion  or  expuls ion ,  
there  i s  no  r igh t  fo r  e i ther  par ty  to  appea l  to  the  
Pres iden t .  Both  par t ies  wi l l  r ece ive  wr i t ten  no t ice  
o f  the  appea l  dec is ions  wi th in  10 
bu s ine s s  d ay s  a f t e r  the  A pp ea l s  Bo a rd  h a s  r e ce iv ed  an y  
add i t i ona l  documenta t ion  i t  may  request .  As  s ta ted  
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ear l ie r ,  the  rev iew of  the  Appeals  Board  i s  l imi ted  to  
fac t -based i ssues  and inc ludes  ev idence  of  improper  
or  inadequate  proced ure ,  p re judic ia l  conduct  and/or  
d ispropor t iona te  penal ty .  

•  Sanct ions ,  such  as  in te r im suspens ion  f rom the  
School  may be  imposed  dur ing  the  appeals  process  
by  the  Pres ident .  

Complaints  Involving Faculty  or S taf f  

Upon  rece ip t  of  a  s ta tement  invo lv ing  facu l ty  members  or  
employees  o f  the  School ,  the  Ti t le  IX Coord ina tor  wi l l  
ass ign  an  inves t iga to r  to  
conduct  the  inves t iga t ion .  Impar t ia l  hear ing  of f icer ( s )  wi l l  
be  appoin ted  by  the  Board  Cha irman  to  conduct  the  
hear ing .  An employee  may 
on ly  be  suspended  or  te rmina ted  by  the  Pres iden t .  I f  the  
hear ing  o f f icer  recommends  suspens ion  or  te rminat ion ,  
the  mat te r  wi l l  go  to  the  Pres ident .  

L .  Sanct ions  

Ind iv idua ls  found  responsib le  fo r  v io la t ing  th is  po l icy  
may  face  one or  more  o f  the  fo l lowing  sanc t ions .  The  
sever i ty  o f  the  inc iden t ,  pas t  jud ic ia l  record ,  a t t i tude  and  
wi l l ingness  to  make  amends  wi l l  be  taken in to  
cons idera t ion  when de termin ing  sanct ion ing .  

Students  

•  Disc ip l inary  Warn ing :  no t ice  to  the  s tuden t ,  o ra l ly  o r  
in  wr i t ing ,  tha t  con t inua t ion  or  repe t i t ion  of  the  
conduct  found  wrongfu l ,  wi th in  a  per iod  of  t ime  
s ta ted  in  the  warn ing ,  may  be  cause  for  more  severe  
d isc ip l inary  ac t ion .  

•  Disc ip l inary  Probat ion :  an  of f ic ia l  wr i t ten  no t ice  to  a  
s tuden t  tha t  v io la t ion  of  School ’s  po l ic ies ,  r egu la t ions ,  

o r  pa t te rns  con t ra ry  to  School  s tandards  or  
expectat ions ,  wi l l  not  be  to lerated .  Repeated  
offenses  o r  v io lat ions  o f  any  condi t ions  o f  
probat ion  wil l  resu l t  in  more  severe  ac t ion ,  
inc luding  possib le  suspension  or  expuls ion .  
Discipl inary  probat ion lasts  for  a  s tated  t ime.  

•  Educat iona l  Sanct ions :  inc lude  bu t  a re  no t  l imi ted  to  
counse l ing ,  c lasses  and/o r  community  
engagement /serv ice .  

•  Loss  of  key  access  to  the  school .  

•  Suspens ion  f rom the  School  for  a  spec if ic  per iod  of  

t ime.  

•  Expuls ion :  termina t ion  (a f te r  due process )  o f  s tudent  
s ta tus  fo r  an  indef in i te  per iod .  The condi t ions  of  
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readmiss ion ,  i f  permi t ted ,  sha l l  be  s ta ted  in  the  order  
o f  expuls ion .  

Faculty and Staf f  

Facul ty  and  s ta f f  must  fo l low a l l  ru les  l i s ted  in  the  
Pol ic ies  & Guide l ines  manual .  Concerns  brought  to  
the  a t ten t ion  of  the  admin is t ra t ion  wil l  o rd inar i ly  be  
addressed  by a  ser ies  of  gradual  s teps  invo lv ing  
s t ra teg ies  to  reso lve  i s sues  tha t  have  been  iden t i f ied .  For  
example ,  the  s teps  may inc lude  personal  conferences ,  
verba l  and  wr i t t e n  warn in gs ,  an d  op por tu n i t i e s  f o r  
a s s i s t a nc e  w h ere  a pp l i cab l e .  
When these  s teps  a re  no t  war ran ted  because  of  the  
ser iousness  of  a  v io la t ion ,  or  when  they  do  no t  resul t  
in  a  sa t i s fac to ry  reso lu t ion ,  
ind iv idua ls  may  be  sub jec t  to  suspension,  p robat ion ,  and /or  

d ismissa l .  

M.  Reta l ia t ion  

Studio  Incamminat i  s t r ic t ly  prohib i t s  re ta l ia t ion  
aga ins t  any  ind iv idua l  for  repor t ing ,  prov id ing 
in format ion ,  exerc is ing  one’s  r igh ts  o r  respons ib i l i t ies ,  
o r  o therwise  be ing  invo lved  in  the  p rocess  of  
responding  to ,  inves t iga t ing ,  or  address ing  a l lega t ions  
o f  sex  
d i s c r im in a t i o n ,  s ex ua l  h a r a s sm en t ,  and  s exu a l  v io l en c e .  
Th e re fo r e ,  a n y  re ta l ia t ion ,  in t imida t ion ,  th rea ts ,  coerc ion ,  
o r  d iscr iminat ion  aga ins t  any  such  indiv idual ,  under taken  
or  a t tempted  e i ther  d i rec t ly  or  by  someone  ac t ing  on  
behalf  of  another ,  wi l l  be  addressed  in  the  most  ser ious  
way  by  the  School ,  and  ind iv idua ls  who  engage  in  such  
ac t ions  a re  sub jec t  to  d isc ip l ine  up  to  and  inc lud ing  
suspens ion,  expuls ion ,  
o r  d ismissa l .  These  behaviors  wi l l  r esul t  in  subsequen t  
d isc ip l inary  p roceed ings .  Anyone  who i s  aware  of  
poss ib le  re ta l ia t ion  or  has  o ther  concerns  regard ing  the  
response  to  a  compla in t  of  sexual  misconduct  should  
repor t  such  concerns  to  the  Ti t le  IX Coordina tor ,  who 
sha l l  take  appropr ia te  ac t ions  to  address  such  conduct  
in  a  prompt  and  equi tab le  manner .  

N .  Tit le IX Coordinator  

S tud io  Inc am m in a t i  de s ign a t e s  Ta m ara  S to ke s ,  F ina nc ia l  
Ad m in i s t r a to r ,  as  i t s  Ti t le  IX coord inator .  Her  contac t  
in format ion  is  t s tokes@stud io incamminat i .org  or  215 -592-
7910.  Any ques t ions  o r  compla in ts  regard ing  the  School’ s  
po l icy  or  i t s  implementa t ion  should  
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be  promptly  brought  to  the  a t ten t ion  of  the  Ti t le  IX 
coord ina tor .  The  Ti t le  IX Coord ina tor  wi l l  main ta in  a  
conf iden t ia l  l i s t  o f  the  compla in ts  made  under  th is  po l icy ,  
the  d ispos i t ion  of  these  compla in ts  and  the  t imeline for  
resolut ion.  

O.  To Fi le  a  Compla in t  wi th  the  Off ice  of  Civ i l  Rights  

Anyone  who wishes  to  f i le  a  compla in t  wi th  the  Off ice  o f  
Civ i l  Righ ts  (OCR)  may  do  so  through  the  mai l ,  emai l  o r  
on l ine .  Pr ior  to  f i l ing  a  compla in t  wi th  OCR agains t  an  
ins t i tu t ion ,  a  po ten t ia l  com pla inan t  shou ld  rev iew the  
g r ievance  process  and  use  tha t  p rocess  to  have  the  
compla in t  reso lved.  However ,  a  compla inan t  i s  no t  
requ i red  by  law to  use  the  ins t i tu t iona l  gr ievance  process  
before  f i l ing  a  compla in t  wi th  OCR.  I f  a  compla inant  
uses  an  ins t i tu t iona l  gr ievance  process  and  a lso  chooses  
to  f i le  the  compla in t  wi th  OCR,  the  compla in t  must  be  
f i led  wi th  OCR wi th in  60  days  a f te r  comple t ion  of  the  
ins t i tu t iona l  g r ievance  process .  For  more  in format ion  on  
f i l ing  a  compla in t ,  p lease  v i s i t  th e  O C R  we b s i t e  a t  
h t t p : / /w w w 2. ed .g ov /abo u t /o f f i c e s / l i s t / oc r /  index .h tml  

P .  Record  Keeping  

Af ter  a  mat te r  i s  concluded ,  the  ind iv idual  who 
conducted  the  inves t iga t ion  sha l l  p repare  a  wr i t ten  
summary  of  the  mat te r .  The  purpose  of  the  summary  is  
(1)  to  ensure  the  School  i s  aware  of  repea t  inc iden ts  by  
the  same ind iv idua l  and  (2)  for  record  keep ing  purposes  so  
the  School  can  eva lua te  the  e f fec t iveness  o f  i t s  an t i -  
harassment  po l icy  and  procedures .  Th is  summary  wil l  be  
kep t  in  a  separa te  f i le  which  may be  consul ted  for  the  two 
purposes  s ta ted .  

Q.  Supplementa l  Informat ion  

DEFINITIONS OF SEXUAL MISCONDUCT  

1. Sex ua l  

Har as s me n t  Sexual  

Harassment  is :  

•  unwelcome,  gender -based  verba l  o r  phys ica l  conduct  

tha t  i s ,  

•  suf f ic ien t ly  severe ,  pers is ten t  o r  pervas ive  tha t  i t ,  

•  unreasonab ly  in te r fe res  wi th ,  den ies  o r  l imi ts  
someone’s  ab i l i ty  to  par t ic ipa te  in  or  benef i t  f rom the  
univers i ty ’ s  educa t iona l  program and/  or  ac t iv i t ies ,  
and  is  

•  based  on  power  d i f feren t ia l s  (qu id  p ro  quo,  i . e .  where  
an  employee o r  s tuden t  i s  in formed  thei r  job  or  
academic  p rogress  i s  dependent  on  the ir  p rov id ing  

http://www2.ed.gov/about/offices/list/ocr/
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sexual  favors  to  someone  wi th  au thor i ty  over  them) ,  
the  c rea t ion  of  a  hos t i le  environment ,  o r  re ta l ia t ion .  

Examples  inc lude :  an  a t tempt  to  coerce  an  unwi l l ing  
person  in to  a  sexual  re la t ionsh ip ;  to  repeated ly  
sub jec t  a  person  to  egreg ious ,  unwelcome  sexual  
a t ten t ion ;  to  pun ish  a  re fusa l  to  comply  wi th  a  
sexual  based  reques t ;  to  condi t ion  a  benef i t  on  submit t ing  

to  sexual  ad van ce s ;  s e xua l  v io len ce ;  i n t ima te  pa r tn e r  v i o l en ce ,  

s t a lk ing ;  ge n de r -  based  bul ly ing .  

Sexual  harassment  a l so  inc ludes  harassment  based  on  
gender ,  sexual  o r ien ta t ion ,  gender  iden t i ty ,  or  gender  
express ion ,  which  may inc lude  ac ts  o f  verba l ,  nonverba l ,  
o r  phys ica l  aggress ion ,  in t imidat ion ,  or  hos t i l i ty  ba se d  
on  sex /ge nd e r  o r  s ex /g en de r - s t e r eo typ in g ,  ev en  i f  th e  ac ts  
do  no t  involve  conduct  o f  a  sexual  nature .  

A s ingle ,  i so la ted  inc ident  o f  sexual  harassment  a lone  
may  crea te  a  hos t i le  envi ronment  i f  the  inc ident  i s  
suf f ic ien t ly  severe .  The  more  severe  the  conduct  the  less  
need  there  is  to  show a  repe t i t ive  ser ies  of  inc iden ts  to  
c rea te  a  hos t i le  env i ronment ,  par t icu lar ly  i f  the  harassment  
i s  phys ica l .  

2. Abuse  and  Moles ta t ion  

Sexual  abuse  takes  the  form of  inappropr ia te  sexual  
contac t  or  in te rac t ion  fo r  the  gra t i f ica t ion  of  the  ac to r  
who i s  func t ion ing  as  a  careg iver  and  is  respons ib le  fo r  
the  s tuden t ’ s  o r  ch i ld ’s  care .  Sexual  abuse  inc ludes  
sexual  assau l t ,  exp lo i ta t ion ,  moles ta t ion  o r  in ju ry .  
I t  does  no t  inc lude  sexual  harassment ,  which  i s  
ano ther  form of  behavior ,  which  is  prohibi ted  at  
Studio  Incamminat i .  

•  Sexual abuse usual ly involves e i ther  sexual  

in tercourse or  deviant sexual  in tercourse.  

•  Sexual abuse happens to people of  a l l  ages,  

however ,  molestat ion only happens to  chi ldren.  

( i )  Because  Stud io  Incammina t i  hos ts  h igh -school  aged 
s tuden ts  in  our  Emerging Ar t is t s  Program,  i t  i s  
impor tan t  tha t  we implement  a  Personal  
Interact ion Pol icy .  This  po l icy  i s  in tended  to  
guide  a l l  S tudio  Incamminat i  employees  in  
conduct ing  themselves  in  a  way tha t  re f lec ts  the  h igh  
s tandards  o f  behav ior  and profess iona l i sm requ i red  
o f  employees  who in te rac t  wi th  s tuden ts  and to  
spec i fy  the  boundar ies  be tween  s tuden ts  and s ta f f .  
Trespass ing  the  boundar ies  of  a  s tudent /  s ta f f  
r e la t ionsh ip  is  deemed an  abuse  of  power  and  a  
be t raya l  o f  pub l ic  t rus t .  I t  i s  each  employee’s  
ob l iga t ion  to  avo id  s i tua t ions  tha t  cou ld  p rompt  
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susp ic ion  by  paren ts ,  s tuden ts ,  co l leagues ,  o r  school  
leaders .  When  any  employee  reasonab ly  suspec ts  
or  be l ieves  tha t  another  s ta f f  member  may have  
crossed  the  
boundar ies  spec i f ied  in  th is  po l icy ,  he  o r  she  mus t  
immedia te ly  repor t  the  mat te r  to  the  school  
admin is t ra to r .  Al l  r epor ts  sha l l  be  as  conf iden t ia l  as  
poss ib le  under  the  c i rcumstances .  I t  i s  the  du ty  of  
the  admin is t ra to r  to  inves t iga te  and  repor t  
thoroughly  the  s i tua t ion .  Employees  mus t  a l so  repor t  
to  the  admin is t ra t ion  any  awareness  or  concern  of  
s tudent  behavior  tha t  c rosses  boundar ies  o r  where  a  
s tuden t  appears  to  be  a t  r i sk  for  sexual  abuse .  

3.  Sexual  Assaul t  

Sexual  assaul t  i s  def ined  as  hav ing  sexual  in te rcourse  or  
sexual  con tac t  wi th  another  ind iv idual  wi thout  consent ,  
inc luding:  

• by the use or  threat  of  force or  coercion;  

• without effect ive consent ;  or  

• where that  individual is  incapaci ta ted.  

Sexual  con tac t  inc ludes  in ten t iona l  con tac t  wi th  the  
in t imate  par t s  of  ano ther ,  caus ing  ano ther  to  touch one’s  
in t imate  par t s ,  or  d is rob ing  or  exposure  of  another  
wi thout  permiss ion .  In t imate  par ts  may inc lude  the  
breas ts ,  geni ta ls ,  bu t tocks ,  g ro in ,  mouth ,  o r  any  other  
par t  o f  the  body  tha t  i s  touched  in  a  sexual  manner .  
Sexual  contac t  a lso  inc ludes  a t tempted  sexual  
in te rcourse .  

Sexual  in te rcourse  inc ludes  vagina l  o r  ana l  
pene t ra t ion ,  however  s l igh t ,  wi th  a  body  par t  ( e .g . ,  
pen is ,  tongue ,  f inger ,  hand,  e tc . )  or  ob jec t ,  o r  ora l  
penetra t ion  involv ing  mouth  to  geni ta l  contac t .  

I t  i s  impor tan t  to  note  tha t  a  person  who is  
incapaci ta ted  cannot  consen t  to  sexual  ac t iv i ty .  
Consen t  to  engage  in  sexual  ac t iv i ty  mus t  be  knowing  
and  voluntary ;  i t  must  ex is t  f rom the  beginning  to  
end  of  each  ins tance  of  sexual  ac t iv i ty  and  for  each  
form of  sexual  con tac t .  Consen t  i s  demons t ra ted  th rough  
mutua l ly  unders tandab le  words  and /or  ac t ions  tha t  
c lear ly  ind ica te  a  wi l l ingness  to  engage  f ree ly  in  sexual  
ac t iv i ty .  Consen t  i s  ac t ive ,  no t  pass ive .  Incapac i ta t ion  
may  resu l t  f rom the  use  of  a lcohol  and/or  d rugs .  
Incapac i ta t ion  and consent  a re  fu r ther  def ined a t  the  end  
of  th is  po l icy .  Sexual  con tac t  and  sexual  in te rcourse  a re  
def ined  in  add i t iona l  de ta i l  in  i tems  i .  and  
i i .  below: 
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i. NON-CONSENSUAL SEXUAL CONTACT  

Non-Consensual  Sexual  Contac t  i s :  

• any in tent ional s exual  touching,  

• however  s l ight,  

• with any object ,  

• by a man or  a woman upon a man or  a  woman,  

• that  is  without consent and/or  by force.  Sexual 

Contact  includes:  

• Intent ional contact  with the breasts ,  but tock,  

groin,  or  geni ta ls ,  or  touching another  with any of  

these body par ts ,  or  making another  touch you or  

themselves  with or  on any of  these body  par ts ;  

any in tent ional bodily contact  in  a  sexual  manner,  

though not  involving contact  with/of /  by breasts ,  

but tocks,  groin,  geni ta ls ,  mouth or  o ther  or if ice .  

 

ii. NON-CONSENSUAL SEXUAL INTERCOURSE  

Non-Consensual  Sexual  In tercourse  is :  

•  any in ten t ional  sexual  touching ,  

•  however  s l igh t ,  

•  with any object ,  

•  by a  man  or  a  woman  upon a  man  or  a  woman,  

•  tha t  i s  wi thout  consent  and/or  by  force .  In te rcourse  

inc ludes :  

•  Vagina l  penet ra t ion  by  a  pen is ,  ob jec t ,  tongue  o r  
f inger ,  ana l  penetra t ion  by  a  penis ,  ob jec t ,  
tongue ,  o r  f inger ,  and  ora l  copula t ion  (mouth  to  
geni ta l  contac t  o r  geni ta l  to  mouth  contac t ) ,  no  
mat te r  how s l igh t  the  penetra t ion  or  contac t .  

4. Sexual  Explo i ta t ion  

Occurs  when  an  ind iv idua l  takes  non-consensua l  or  
abus ive  sexual  advan tage  o f  ano ther  for  h is /her  own 
advan tage  or  benef i t ,  o r  to  the  benef i t  or  advan tage  of  
anyone  o ther  than  the  one be ing exp lo i ted ,  and  tha t  
behav ior  does  no t  o therwise  cons t i tu te  one  of  o ther  sexual  
misconduct  of fenses .  Examples  of  sexual  exp lo i ta t ion  
inc lude,  bu t  a re  no t  l imi ted  to :  

•  Invas ion  of  sexual  pr ivacy;  

•  Pros t i tu t ing  another  ind iv idual ;  

•  Non-consensual  v ideo  or  audio - tap ing  of  sexual  

ac t iv i ty ;  
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•  Going  beyond  the  boundar ies  of  consen t  ( such  as  
le t t ing  your  f r iends  h ide  in  the  c lose t  to  watch  you  
hav ing  consensua l  sex) ;  

•  Engaging  in  voyeur ism;  

•  Knowingly  t ransmit t ing  an  STI /D or  HIV to  another  

ind iv idual ;  

•  Expos ing  one’s  gen i ta l s  in  non-consensua l  
c i rcumstances ;  inducing  another  to  expose  
the i r  geni ta l s ;  

• Sexual ly based  s ta lking and/or  bul ly ing may 

also be forms of  sexual  exploi ta t ion  

5. Sta lk ing  

Sta lk ing  occurs  when  a  person  engages  in  a  course  of  
conduct  or  repe a te d ly  co mm i t s  ac t s  to war d  an o th e r  pe r s on ,  
in c lu d ing  f o l low ing  the  person  without  proper  au thor i ty ,  
under  c i rcumstances  tha t  demonstra te  e i ther  of  the  
fo l lowing:  

•  place  the  person  in  reasonable  fear  o f  bodi ly  in jury ;  o r  

•  reasonab ly  cause  subs tan t ia l  emot iona l  d is t ress  to  the  
person.  Sta lk ing  inc ludes  the  concept  o f  cyber -
s ta lk ing ,  a  par t icu lar  fo rm of  s ta lk ing  in  which  
e lec t ron ic  media  such  as  the  In te rne t ,  soc ia l  
ne tworks ,  b logs ,  ce l l  phones ,  tex ts ,  o r  o ther  s imi la r  

dev ices  or  forms of  contact  are  used to  pursue,  
harass,  or  to  make unwelcome contact  wi th  
another  person  in  an  unsol ic i ted  fashion.  

Examples  of  s ta lk ing  inc lude:  

•  unwelcome and  repea ted  v isua l  or  physica l  p rox imi ty  to  a  

person ;  

•  repea ted  oral  o r  wr i t ten  threa ts ;  

•  extor t ion  of  money or  valuables ;  

•  un we lco me /u ns o l i c i t e d  wr i t t e n  c om m un ica t io n ,  in c lud in g  
l e t t e r s ,  ca rds ,  emai l s ,  ins tan t  messages ,  and  ac t iv i ty  
th rough  soc ia l  media  or  o ther  on l ine  mediums;  

•  un we lco me /u ns o l i c i t e d  c o mm un ica t io n s  abo u t  a  
pe r s on ,  t he i r  f amily ,  f r iends ,  o r  co -workers ;  o r  

•  se nd in g /po s t ing  u nw e lc om e/  un so l i c i t e d  me s sa ge s  
w i th  an  assumed ident i ty ;  o r  

•  impl ic i t ly  th rea ten ing  physic a l  contac t ;  

•  or  any  combina t ion  of  these  behav iors  d i rec ted  
toward  an  ind iv idual  person .  

6. In t imate  Par tner  Vio lence :  Domes t ic  Vio lence  or  Dat ing  
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Violence  

In t imate -par tner  v io lence ,  a lso  re ferred  to  as  da t ing  
v io lence ,  domes t ic  v io lence ,  and re la t ionsh ip  v io l ence ,  
inc ludes  any ac t  o f  v io lence  or  th rea tened  ac t  o f  
v io lence  aga ins t  a  person  who is ,  o r  has  been  invo lved  
in ,  a  sexual ,  da t ing ,  domes t ic ,  o r  o ther  in t imate  
re la t ionsh ip  wi th  tha t  person.  I t  may invo lve  one ac t  o r  
an  ongoing  
pa t te rn  o f  behav ior .  In t ima te-par tner  v io lence  can  
encompass  a  b road range  of  behavior ,  inc luding ,  bu t  no t  
l imi ted  to ,  phys ica l  v io lence ,  sexual  v io lence ,  emotiona l  
v io lence ,  and economic  abuse .  In t imate -  par tner  v iolence  
may take  the  form of  th rea ts ,  assaul t ,  p roper ty  damage ,  
o r  v io lence  or  th rea t  o f  v io lence  to  one’s  se l f ,  one’s  
sexual  o r  romant ic  par tner ,  o r  to  the  family  members  or  
f r iends  of  the  sexual  o r  romant ic  par tner .  In t imate -
par tner  v io lence  a f fec ts  ind iv idua ls  
o f  a l l  genders ,  gender  iden t i t ies ,  gender  express ions ,  and 
sexual  o r ien ta t ions  and  does  no t  d iscr imina te  by  rac ia l ,  
soc ia l ,  o r  economic background.  

7. Bully ing  or  In t imidat ion  

Bul ly ing  inc ludes  any  in ten t ional  e lec t ronic ,  wr i t ten ,  
verba l ,  o r  phys ica l  ac t  o r  a  ser ies  of  ac ts  d i rec ted  a t  
another  ind iv idual  or  indiv idua ls  tha t  i s  severe ,  
pers i s ten t ,  o r  pervas ive  and  tha t  has  the  in tended  ef fec t  
o f  do ing  any of  the  fo l lowing:  ( i )  subs tan t ia l ly  
in te r fer ing  wi th  a  s tudent’ s  educa t ion ;  ( i i )  c rea t ing  a  
threa ten ing  env i ronment ;  or  ( i i i )  subs tan t ia l ly  d is rup t ing  
the  order ly  opera t ion  of  the  School .  Bul ly ing  i s  
p roh ib i ted  and  par t ic ipa t ing  in  such ac ts  wi l l  r esu l t  in  
d isc ip l inary  ac t ion .  Bul ly ing  tha t  i s  based  on gender ,  
sexual  o r ien ta t ion ,  gender  iden t i ty ,  or  gender  express ion ,  
o r  based  on any  o ther  pro tec ted  c lass i f ica t ion  as  ou t l ined  
in  the  School’ s  Non-  Discr iminat ion  Policy  wil l  be 
handled  under  th is  pol icy.  

In t imidat ion is  any verbal ,  wri t ten,  or  e lectronic  

threats  of  v iolence or  o ther  threatening behavior  

d irected toward another  person or  group that  

reasonably leads the pers on(s)  in  the group to  fear  

for  her /h is  physical  well -  being.  Int imidat ion is  

prohibi ted and wil l  resul t  in  d isciplinary act ion.  

Anyone who at tempts  to  use bul ly ing or  in t imidat ion 

to re ta l ia te against  someone who repor ts  an incident,  

br ings a complaint ,  or  par t ic ipates in  an  

invest igat ion in  an  at tempt to  inf luence the judicial  

process  wil l  be in  v iolation of  re ta l ia t ion as 

descr ibed within th is  pol icy and will  be subject  to  
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discipl inary act ion.  

ADDITIONAL APPLICABLE DEFINITIONS:  

1 .  Consent:  

Consent  i s  c lear ,  knowing  and  voluntary .  Consent  i s  
ac t ive ,  no t  pass ive .  S i lence ,  in  and  of  i t se l f ,  cannot  be  
in te rpre ted  as  consent .  The  lack  of  a  “no”  cannot  be  
in te rpre ted  as  consen t .  Consen t  can  be  g iven  by  words  o r  
ac t ions ,  as  long  as  those  words  o r  ac t ions  c rea te  
mu tu a l ly  und e r s ta nd ab le  c l ea r  p e rm is s io n  r eg a rd ing  
w i l l in gne s s  to  engage  in  (and  the  condi t ions  of )  sexual  
ac t iv i ty .  

•  Consent  to  any  one  form of  sexual  ac t iv i ty  
cannot  au tomat ica l ly  imply  consen t  to  any  
o ther  fo rms  of  sexual  ac t iv i ty .  

•  Prev ious  re la t ionsh ips  o r  p r ior  consen t  cannot  imply  
consen t  to  fu ture  sexual  ac ts .  

•  The  School  af f i rms  a  “yes  means  yes”  s tandard  
fo r  consen t ;  by  th is  s tandard ,  consen t  i s  an  
a f f i rmat ive ,  consc ious  and  voluntary  agreement  
to  engage  in  sexual  ac t iv i ty  

2 .  Force:  

Force  i s  the  use  o f  phys ica l  v io lence and /or  impos ing on 
someone phys ica l ly  to  ga in  sexual  access .  Force  a lso  
inc ludes  threa ts ,  in t imida t ion  ( impl ied  th rea ts )  and  
coerc ion  tha t  overcome res i s tance  or  produce  consent  
(“Have  sex  wi th  me or  I ’ l l  h i t  you .  Okay,  don’ t  hi t  me,  
I ’ l l  do  what  you  want .” ) .  

•  Co erc ion  i s  u n rea so na b le  p r e s su re  f o r  s e xua l  ac t i v i ty .  
Co e rc ive  behav ior  d i f fe r s  f rom seduct ive  behav ior  
based  on  the  type 
of  pressure  someone uses  to  ge t  consent  f rom 
another .  When  someone  makes  c lear  to  you  tha t  
they  do  no t  want  sex ,  tha t  they  want  to  s top ,  o r  
tha t  they  do  no t  want  to  go  pas t  a  cer ta in  po in t  of  
sexual  in te rac t ion ,  con t inued pressure  beyond tha t  
point  can be  coercive.  

•  NOTE:  There  i s  no  requ i rement  tha t  a  par ty  res i s t s  the  

sexual  
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advance  or  reques t ,  bu t  res i s tance  i s  a  c lear  
demons t ra t ion  o f  non-consent .  The  presence  of  
force  is  no t  demonstra ted  by  the  absence  of  
res is tance .  Sexual  ac t iv i ty  tha t  i s  forced  is  by  
def in i t ion  non-consensua l ,  bu t  non-  consensua l  
sexual  ac t iv i ty  i s  no t  by  def in i t ion  forced .  

•  In  order  to  g ive  e f fec t ive  consent ,  one  must  be  of  

lega l  age .  

•  Sexual  ac t iv i ty  wi th  someone  who one  should  know 
to  be-or  based  on  the  c i rcumstances  should  
reasonab ly  have  known to  be-menta l ly  o r  phys ica l ly  
incapac i ta ted  (by  a lcohol  o r  o ther  drug  use ,  
unconsc iousness  or  b lackout ) ,  cons t i tu tes  a  
v io la t ion  of  th is  po l icy .  

•  Incapac i ta t ion  i s  a  s ta te  where  someone  cannot  
make  ra t iona l ,  r easonab le  dec is ions  because  they  
lack  the  capac i ty  to  g ive  knowing  consen t  (e .g . ,  to  
unders tand  the  “who,  what ,  when,  where ,  why or  
how”  of  the i r  sexual  in te rac t ion) .  

•  This  po l icy  a l so  covers  a  person  whose  incapac i ty  
resu l t s  f rom menta l  d isab i l i ty ,  s leep ,  invo lun tary  
phys ica l  res t ra in t ,  o r  f rom the  tak ing  o f  rape  d rugs .  
Possess ion ,  use  and /or  d is t r ibu t ion  o f  any  of  these  
subs tances ,  inc lud ing  Rohypnol ,  Ketomine ,  
GHB,  Burundanga,  e tc .  i s  proh ib i ted ,  and 
admin is te r ing  one o f  these  drugs  to  ano ther  
ind iv idua l  i s  a  v io la t ion  of  th is  po l icy .  More  
informat ion  on  these  drugs  can  be  found a t  h t tp : / /  
www.911rape .org /  

•  Use  of  a lcohol  o r  o ther  drugs  wi l l  never  func t ion  
as  a  defense  for  any  behavior  tha t  v io la tes  th is  
po l icy .  

•  The  sexual  or ien ta t ion  and /or  gender  iden t i ty  o f  
ind iv idua ls  engag ing  in  sexual  ac t iv i ty  i s  no t  
re levan t  to  a l lega t ions  under  th is  po l icy .  

•  For  reference  to  the  per t inen t  s ta te  s ta tu tes  on  
sex  o f fenses ,  p lease  see :  

h t tp : / /w w w. l e g i s . s t a t e .p a .u s /W U0 1 /LI /LI /C T /H T M /18 /00 .0 31

. .  

HTM 

EXTERNAL RESOURCES:  

Medical Care for Sexual Assault:  
Phi lade lph ia  Sexual  Assaul t  Response  Center  
(PSARC)  300  E.  Hunt ing  Park  Avenue  
Philadelphia ,  PA 19124  

215-685-3251 

http://www.911rape.org/
http://www.legis.state.pa.us/WU01/LI/LI/CT/HTM/18/00.031
http://www.legis.state.pa.us/WU01/LI/LI/CT/HTM/18/00.031
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Hotl ine:  215-425-1625 

24 Hour Hotl ines:  

Women Organized Against  Rape 215.985 -
3333* National Sexual Assaul t  Hotl ine:  800 -
656-HOPE* Phi lade lph ia  Domest ic  Vio lence  
Hot l ine :  866-SAFE-041 

Sexual  Harassment :  

Women’s Law Project  215.928.9801  

Phi lade lphia  Commiss ion  on  Human Re la t ions  

215 .686 .4692  

Prosecution:  

Special  Victims Unit  215.685.3251  
Pol ice  Sex Cr imes  Uni t  
215.685.1180/81 /82 Rape  Prosecut ion  
Uni t  215 .686 .8083  

Please  no te  tha t  these  resources  a re  in  Ph i lade lph ia .  
For  loca t ions  ou ts ide  of  
Phi lade lphia  p lease  ca l l  911 .  

*These  resources  are  conf ident ia l  

R .  School  Prevent ion  Ef for ts  

Prevent ion  ef for ts  focus  no t  on ly  on  educat ion ,  bu t  a lso  
pr imary  prevent ion  techniques  such  as  bys tander  
in te rvent ion ,  as  wel l  as  p rov id ing a l te r na t ive  
p rogramming fo r  ind iv idua ls .  Al te rna t ive  programming 
somet imes  has  an  educat ional  component ,  bu t  somet imes  
i t  i s  pure ly  des igned  to  prov ide  an  a lcohol  and  drug  f ree  
env i ronment  fo r  ind iv iduals ,  thus  he lp ing  to  min imize  
the i r  own r i sk .  Examples  of  programs  are  inc luded  in  the  
char t  be low:  

 

Type of  Program Examples  

Lectures  Sexual Violence 

Prevention presented 

annual ly  each September 

by Levone Cannaday,  

Educat ion Special is t ,  

Women Organized Against  

Rape 

Awareness Programs  Orientat ion Day tra ining 

and dis tr ibut ion of  Drug 

and Alcohol Prevention 

Handbook and Sexual 

Violence Prevention 

pol ic ies  
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Training Sexual Harassment and 

Abuse and Molestat ion 

Training 

•  To inform our  Employees  and  Ins t ruc tors  about  
abuse  and  moles ta t ion ,  sexual  harassment ,  and  
sexual  v io lence  a l l  a re  requ i red  to  a t tend  the  
Women  Organ ized  Agains t  Rape  lec tu res  tha t  take  
p lace  on  two d if feren t  days :  

-  September  16,  2019 at  12PM in the  lecture  room. 

-  September  18 ,  2 019 a t  12PM in  the  lec ture  

room.  Tamara  S tokes ,  F inancia l  Adminis t ra to r ,  

wi l l  co l lec t  s igned acknowledgements  f rom a l l  

Employees  and Inst ructors  proving that  they 

at tended  the  lectured  and were  t rained  on 

Abuse  and  Moles ta t ion ,  Sexual  Harassment ,  

and  Sexual  Violence.  

•  A Cr imina l  background  screen ing  i s  requ i red  for  a l l  
Employees ,  Board  Members ,  and Ins t ruc tors  to  check  
fo r  cr imina l  o f fenses .  S tud io  Incamminat i  r equ i res  tha t  
a l l  Employees ,  Board  Members ,  and  Ins t ruc tors  have  a  
c lear  c r iminal  record  to  work  o r  vo lun teer  wi th  the  
school .  Once  the  Employee ,  Board  Member ,  and  
Ins t ruc tor  i s  h i red  they  wi l l  be  required  to  comple te  
a  c r iminal  background screen ing every  th ree  years  or  
as  reques ted  by  the  Pres ident  of  Studio  Incamminat i .  
We do  th is  to  ensure  we  main ta in  a  safe ,  educat ional  
environment  for  our  s tudents .  

S .  Educat ional  Resources  

Our  goa l  i s  to  a lways  p reven t  an  inc iden t  f rom 
occurr ing .  With  th is  goa l  in  mind ,  the  remain ing  
sec t ion  inc ludes  examples  of  po l icy  v io la t ions  and  
r isk  reduct ion  t ips .  

Examples  

1. Amanda and  Bi l l  mee t  a t  a  par ty .  They  spend  the  
even ing  dancing and  ge t t ing  to  know each  o ther .  Bi l l  
convinces  Amanda  to  come up  to  h i s  room.  From 
11:00  pm unt i l  3 :00  am,  Bi l l  uses  every  l ine  he  can  
th ink  of  to  convince  Amanda  to  have  sex  wi th  h im,  
but  she  adamant ly  re fuses .  He keeps  a t  her ,  and  begins  
to  ques t ion  her  re l ig ious  convic t ions ,  and  accuses  her  
o f  be ing  “a  prude.”  F ina l ly ,  i t  seems  to  Bi l l  tha t  her  
reso lve  is  weakening ,  and  he  convinces  her  to  g ive  
h im a  “hand  job”  (hand  to  geni ta l  contac t ) .  Amanda 
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would  never  had  done  i t  bu t  fo r  Bil l ’ s  incessan t  
advances .  He fee ls  tha t  he  successfu l ly  seduced  her ,  
and  tha t  she  wanted  to  do  i t  a l l  a long,  but  was 
playing shy and hard to  get .  

Why e lse  would  she  have  come up to  h is  room 
a lone  af te r  the  par ty?  I f  she  rea l ly  didn’ t  want  i t ,  
she  could  have  le f t .  

Bil l  i s  respo ns ib le  for  v io la t ing  the  Non-Consensua l  
or  Forced  Sexual  Contact  sect ion of  th is  pol icy.  I t  
i s  l ike ly  tha t  a  School  hear ing  would  f ind  tha t  the  
degree  and  dura t ion  o f  the  pressure  Bi l l  app l ied  to  
Amanda are  unreasonab le .  Bi l l  coerced  Amanda in to  
performing  unwanted  sexual  touching  upon h im.  
Where  sexual  ac t iv i ty  i s  coerced ,  i t  i s  forced .  
Consent  i s  no t  e f fec t ive  when  fo rced.  Sex  wi thou t  
e f fec t ive  consen t  i s  sexual  misconduct .  

2. J iang  is  a  jun ior  and  Beth  is  a  sophomore .  J iang  
comes  to  Beth’s  dorm room wi th  some mutual  
f r iends  to  watch  a  movie .  J iang  and  Beth ,  who have  
never  met  before ,  a re  a t t rac ted  to  each  o ther .  Af te r  the  
movie ,  everyone  leaves ,  and  J iang  and  Beth  a re  a lone .  
They  h i t  i t  o f f  and  a re  soon  becoming  more  in t imate .  
They  s ta r t  to  make  ou t .  J iang  verba l ly  expresses  h is  
des i re  to  have  sex  wi th  Beth .  Beth ,  who  was  abused  by  

a  baby-s i t te r  when  she  was  f ive ,  and has  not  had 
any sexual  relat ions  since,  is  shocked  at  how 
quickly  things  are  progressing.  As Jiang takes  
her  by the  wrist  over  to  the  bed,  lays  her  down,  
undresses  her ,  and  begins  to  have in tercourse  with  
her ,  Beth  has  a  severe  f lashback  to  her  chi ldhood 
trauma.  She wants  to  te l l  J iang to  s top  but  
cannot .  Beth  is  s t i f f  and  unresponsive dur ing  the  
in tercourse .  Is  th is  a  po l icy  v io la t ion?  

Jiang would be held responsible  in  th is  scenario  
for Non-  Consensual  Sexual  Intercourse .  I t  i s  the  
duty  of  the  sexual  in i t ia to r ,  J iang,  to  make  sure  tha t  
he  has  mutual ly  unders tandab le  consent  to  engage  in  
sex .  Though  consent  need  no t  be  verba l ,  i t  i s  the  
c leares t  form of  consent .  Here ,  J iang  had  no  verba l  
o r  non-  verba l  mutua l ly  unders tandab le  ind ica t ion  
f rom Beth  tha t  she  consented  to  sexual  in te rcourse .  Of  
course ,  wherever  poss ib le ,  s tudents  should  a t tempt  to  
be  as  c lear  as  poss ib le  as  to  whether  
o r  no t  sexual  con tac t  i s  des i red ,  bu t  s tuden ts  mus t  be  
aware  tha t  for  psycholog ica l  reasons ,  o r  because  o f  
a lcohol  o r  d rug  use ,  one’s  par tner  may no t  be  in  a  
pos i t ion  to  prov ide  as  c lear  an  ind ica t ion  as  the  po l icy  
requ i res .  As  the  po l icy  makes  c lear ,  consen t  mus t  be  
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ac t ive ly ,  no t  pass ive ly ,  g iven .  

3. Kevin  and  Amy are  a t  a  par ty .  Kevin  is  no t  sure  
how much Amy has  been  dr ink ing,  bu t  he  i s  pre t ty  
sure  i t ’ s  a  lo t .  Af te r  the  par ty ,  he  walks  Amy to  her  
room,  and  Amy comes  on  to  Kevin ,  
in i t ia t ing  sexual  ac t iv i ty .  Kevin  asks  her  i f  she  i s  
rea l ly  up  to  th is ,  and  Amy says  yes .  Clo thes  go  
f ly ing ,  and  they  end  up  in  Amy’s  bed.  Suddenly ,  Amy 
runs  for  the  ba throom.  When she  re turns ,  her  face  is  
pa le ,  and  Kevin  th inks  she  may have  th rown up .  Amy 
ge ts  back  in to  bed ,  and  they  begin  to  have  sexual  
in te rcourse .  
Kevin  is  having  a  good t ime,  though  he  can’ t  he lp  
bu t  no t ice  tha t  Amy seems  pre t ty  groggy  and  
pass ive ,  and  he  th inks  Amy may have  even  passed  
ou t  br ie f ly  dur ing  the  sex ,  bu t  he  does  not  le t  tha t  
s top  h im.  When  Kevin  runs  in to  Amy the  next  day ,  
he  thanks  her  fo r  the  wi ld  n igh t .  Amy remembers  
no th ing  and  dec ides  to  make  a  compla in t  to  the  
Dean .  

This  is  a  v iolat ion  of  the  Non-Consensual  Sexual  
Intercourse  Pol icy.  Kevin  should  have  known tha t  
Amy was  incapable  of  making  a  ra t iona l ,  reasonable  
dec is ion  about  sex .  Even  i f  Amy seemed  to  consen t ,  
Kevin  was  wel l  aware  tha t  Amy had  consumed a  la rge  
amount  of  a lcohol ,  and  Kevin  thought  Amy was  
phys ica l ly  i l l ,  and  tha t  she  passed  out  du r ing  sex .  
Kevin  should  be  he ld  accountab le  fo r  tak ing  
advan tage  of  Amy in  her  condi t ion .  Th is  i s  not  the  
level  of  respectful  conduct  expected  of  s tudents .  

 

T .  Risk  Reduct ion  Tips  

Risk  reduct ion  t ips  can  o f ten  take  a  v ic t im-b laming  
tone ,  even unin ten t iona l ly .  Wi th  no  in ten t ion  to  
v ic t im-b lame,  and  wi th  recogni t ion  tha t  on ly  those  
who commit  sexual  v io lence  a re  respons ib le  fo r  
those  ac t ions ,  these  sugges t ions  may  never the less  
he lp  you  to  reduce  your  r i sk  exper ienc ing  a  non-
consensua l  sexual  ac t .  Below,  sugges t ions  to  avoid  
commit t ing  a  non-consensual  sexual  ac t  a re  a lso  
offered :  

•  I f  you  have  l imi ts ,  make  them known as  ear ly  as  

poss ib le .  

•  Tel l  a  sexual  aggressor  “NO”  c lear ly  and  f i rmly .  

•  Try  to  remove  yourse l f  f rom the  phys ica l  p resence  
o f  a  sexual  aggressor .  

•  Find  someone  nearby  and ask  for  he lp .  
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•  Take  af f i rmat ive  respons ib i l i ty  fo r  your  a lcohol  
in take /drug  use  and  ac kn o w le dg e  tha t  a lc oh o l /d rug s  
lo w er  yo u r  s e xua l  i nh ib i t i o ns  and  may  make  you  
vu lnerab le  to  someone  who  v iews  a  d runk  or  h igh  
person  as  a  sexual  oppor tuni ty .  

•  Take  care  of  your  f r iends  and  ask  tha t  they  take  
care  of  you .  A rea l  f r iend  wi l l  cha l lenge  you  i f  you  
are  about  to  make  a  mis take .  Respec t  them when 
they  do .  

I f  you  f ind  yourse l f  in  the  pos i t ion  o f  be ing  the  
in i t ia to r  o f  sexual  behav ior ,  you  owe sexual  respec t  to  
your  po ten t ia l  par tner .  These  sugges t ions  may he lp  
you to  reduce  your  r i sk  fo r  be ing  accused  of  sexual  
misconduct :  

•  Clear ly  communica te  your  in ten t ions  to  your  sexual  
par tner  and g ive  them a  chance  to  c lear ly  re la te  
the i r  in ten t ions  to  you .  

•  Unders tand  and  respec t  personal  boundar ies .  

•  DON’T MAKE ASSUMPTIONS about  consent ;  
about  so me o ne’ s  s exu a l  a va i l a b i l i ty ;  a bou t  wh e th e r  
th ey  a r e  a t t r a c t ed  to  you;  about  how far  you  can  go  
or  about  whether  they  are  phys ica l ly  and /or  
menta l ly  ab le  to  consen t .  I f  the re  a re  any ques t ions  
or  ambigui ty ,  then  you  DO NOT have  consent .  

•  Mixed  messages  f rom your  par tner  a re  a  c lear  
ind ica t ion  tha t  you should  s top ,  defuse  any  sexual  
tens ion  and  communica te  be t te r .  You may  be  
mis read ing  them.  They  may  no t  have  f igured  ou t  how 
far  they  want  to  go  wi th  you  ye t .  You must  respect  
the  t imel ine  for  sexual  behaviors  wi th  which  they  are  
comfor tab le .  

•  Don’ t  t ake  advan tage  o f  someone’s  d runkenness  or  
d rugged  s ta te ,  even  i f  they  d id  i t  to  themselves .  

•  Real ize  tha t  your  po ten t ia l  par tner  could  be  
in t imida ted  by  you,  o r  fear fu l .  You may  have  a  power  
advan tage  s imply  because  of  your  gender  or  s ize .  
Don’ t  abuse  tha t  power .  

•  Unders tand  tha t  consen t  to  some form of  sexual  
behav ior  does  no t  au tomat ica l ly  imply  consen t  to  
any  o ther  forms  of  sexual  behavior .  
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•  Si lence  and  pass iv i ty  cannot  be  in te rpre ted  as  an  
ind ica t ion  of  consen t .  Read  your  po ten t ia l  par tner  
carefu l ly ,  pay ing  a t ten t ion  to  verba l  and  non-  verba l  
communica t ion  and  body  language .  

7.  Social  Media  Policy 

This  po l icy  prov ides  gu idance  fo r  employe e  use  o f  soc ia l  
media ,  which  should  be  broad ly  unders tood  fo r  purposes  o f  
th is  po l icy  to  inc lude  b logs ,  wik is ,  microb logs ,  message  
boards ,  cha t  rooms,  e lec t ron ic  newsle t te r s ,  on l ine  forums,  
soc ia l  ne twork ing s i tes ,  and  o ther  s i tes  and serv ices  tha t  
permit  users  to  share  informat ion  wi th  o thers  in  a  
contemporaneous  manner .  

PROCEDURES 

The  fo l lowing  pr inc ip les  apply  to  profess ional  use  of  
soc ia l  media  on  behal f  of  S tud io  Incamminat i  as  wel l  as  
personal  use  o f  soc ia l  media  when referenc ing  Studio  
Incamminat i .  

•  Employees  need  to  know and  adhere  to  the  school ’ s  po l icy  
on  Bul ly ing ,  In t imida t ion ,  Abuse  and  Moles ta t ion ,  Sexual  
Discr imina t ion ,  Sexual  Harassment  and  Sexual  Vio lence  
found  in  the  school’s  Po l ic ies  & Gu id e l ine s  wh en  u s ing  
so c ia l  me d ia  i n  r e f e r e nc e  to  S tud i o  Inc am m in a t i .  

•  E mp loye e s  s h ou ld  be  aw are  o f  t he  e f f ec t  th e i r  a c t ion s  ma y  
hav e  o n  the i r  images ,  as  wel l  as  S tud io  Incamminat i  
image .  The in format ion  tha t  employees  pos t  or  publ i sh  
may  be  pub l ic  in format ion  for  a  long  t ime.  

•  Employees should  be aware that  Stu dio 
Incamminati  may observe content  and informat ion 
made avai lable  by employees  through social  media .  
Employees  should  use their  best  judgment  in  
post ing  mater ia l  that  is  nei ther  inappropr iate  nor  
harmful  to  Studio  Incamminat i ,  i ts  employees,  or  
customers.  

-  Although not  an  exc lus ive  l i s t ,  some spec if ic  
examples  of  p roh ib i ted  soc ia l  media  conduct  inc lude  
pos t ing  commentary ,  conten t ,  o r  images  tha t  a re  
defamatory ,  pornograph ic ,  propr ie ta ry ,  harass ing ,  
l ibe lous ,  o r  tha t  can  c rea te  a  hos t i le  work  env i ronment .  

-  Employees  a re  no t  to  publ ish ,  pos t  o r  re lease  any  
informat ion  tha t  i s  cons idered  conf iden t ia l  o r  no t  
pub l ic .  I f  there  a re  ques t ions  about  what  i s  cons idered  
conf iden t ia l ,  employees  should  check  wi th  the  Human 
Resources  Depar tment  and/or  superv isor .  

-  Socia l  media  ne tworks ,  b logs  and  o ther  types  o f  
on l ine  con ten t  somet imes  genera te  p ress  and  media  
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a t ten t ion  or  lega l  ques t ions .  Employees  should  re fer  
these  inquir ies  to  au thor ized  Studio  Incammina t i  
spokespersons .  

-  I f  employees f ind  encounter  a  s i tua t ion  whi le  
us ing  soc ia l  media  tha t  threa tens  to  become  
an tagonis t ic ,  employees  should  d isengage  f rom the  
d ia logue  in  a  po l i te  manner  and  seek  the  advice  of  
a  superv isor .  

-  Employees  should  ge t  appropr ia te  permiss ion  before  
you re fer  to  o r  pos t  images  of  curren t  o r  fo rmer  
employees ,  members ,  vendors  or  supp l ie r s .  
Addi t iona l ly ,  employees  should  ge t  appropr ia te  
permiss ion  to  use  a  th i rd  par ty ’s  copyr igh ts ,  
copyr igh ted  mater ia l ,  t r ademarks ,  se rv ice  marks  or  
o ther  in te l lec tua l  proper ty .  

-  Socia l  media  use  shouldn’ t  in te r fere  wi th  employee’s  
responsib i l i t ies  a t  S tudio  Incamminat i .  S tudio  
Incamminat i  ‘ s  computer  sys tems  are  to  be  used  for  
bus iness  purposes  on ly .  When us ing  S tud io  
Incamminat i ’ s  computer  sys tems ,  use  of  soc ia l  media  
fo r  bus iness  purposes  i s  a l lowed  (ex :  Ins tagram.  
Facebook,  Twi t te r ,  b logs ,  LinkedIn) ,  bu t  personal  use  
of  soc ia l  media  ne tworks  or  personal  b logging  of  
on l ine  conten t  i s  d iscouraged  and  could  resu l t  in  
d isc ip l inary  ac t ion .  

-  Subjec t  to  app l icab le  law,  a f te r -hours  on l ine  ac t iv i ty  
tha t  v io la tes  Studio  Incammina t i ’s  Pol ic ies & 
Guidel ines or  any other  company  po l icy  may sub jec t  
an  employee  to  d isc ip l inary  ac t ion  o r  terminat ion.  

-  I f  employees  pub l i sh  con ten t  a f te r -hours  tha t  invo lves  
work  or  sub je c t s  a s s oc i a ted  w i th  S tud io  I nca m m in a t i ’ s ,  a  
d i s c la imer  sh ou ld  be  used ,  such  as  th is :  “The  pos t ings  
on  th is  s i te  a re  my own and  may  no t  represen t  S tud io  
Incamminat i ’ s  pos i t ions ,  s t ra teg ies  or  opin ions .”  

•  I t  is  h ighly  recommended that  employees keep Studio 
Incamminati  re la ted  soc ia l  media  accounts  separa te  f rom 
personal  account s ,  i f  p ract ica l .  

8.  Studio Incamminati Campus  Security 

Secur i ty  on  campus  i s  hand led  by  the  Admin is t ra t ive  Off ice  in  
coopera t ion  wi th  the  Wolf  Bu i ld ing  and  the  Phi lade lphia  
Pol ice  Depar tmen t .  The  Ad m in i s t r a t i v e  Of f ic e  w i l l  en fo r c e  
sc hoo l  r egu la t io ns ,  inv e s t i g a te  i nc iden t s ,  and  repor t  s tudents  
who v io la te  these  regula t ions  or  commit  c r imes  on  campus .  
Cr imina l  v io la to rs  wi l l  be  tu rned  over  to  the  Ph i lade lph ia  
Po l ice  Dis t r ic t ,  235  Nor th  11th  Stree t ,  Phi lade lphia ,  PA,  
215-686-3060  for  a r res t  p roc es s in g .  W hen  ne ce s sa ry ,  S tud io  
Inca m mina t i  w i l l  p r e s s  cha rges  ag a in s t  c r iminal  v io la tors .  
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Stud io  Incamminat i  p repares  a  Campus  Cr ime  Repor t  annual ly  
to  comply  wi th  the  Jeanne  Clery  Disc losure  of  Campus  
Secur i ty  Po l icy  and  Cr ime Sta t i s t ics  Act  (Clery  Act ) .  Th is  
repor t  i s  p repared  in  coopera t ion  wi th  loca l  law enforcement  
agencies .  Noth ing  in  the  law sha l l  be  cons t rued  to  permi t  a  
school  to  re ta l ia te ,  in t imida te ,  th rea ten ,  coerce ,  o r  o therwise  
d iscr imina te  aga ins t  any  ind iv idua l  wi th  respec t  to  the  
implementa t ion  of  the  Clery  Act .  

S tud io  Incamminat i  a t tempts  to  p rov ide  s tuden ts  and  employees  
wi th  a  sa fe  and  secure  env i ronment  in  which  to  s tudy  and  work.  
The  school  i s  loca ted  wi th in  the  Wolf  Bui ld ing  which  has  i t s  
own secur i ty  measures  inc lud ing cameras  and  en trance  
secur i ty  codes .  The  school  has  no  res idence  ha l ls .  

Al l  s tud io  access  poin ts  should  be  c losed  and  locked  a t  a l l  
t imes .  Access  codes  for  the  four th  and  f i f th  f loor  s tud io  
en trances  are  g iven  to  a l l  Fu l l -  t ime  Advanced  F ine  Ar t  
Program s tuden ts .  Codes  mus t  be  kep t  conf iden t ia l  to  p ro tec t  
the  pr ivacy and secur i ty  of  the  S tud io  Incamminat i  communi ty  
and  o ther  bui ld ing  tenants .  

A key  i s  ava i lab le  to  s tuden ts  enro l led  in  the  Advanced  F ine  
Ar t  Program who undergo a  br ie f ing  on  s tud io  open ing and 
c los ing  procedures .  Keys  may  no t  be  dup l ica ted  o r  shared .  
Keys  are  re turned  a t  the  end  of  the  spr ing  semester ;  los t  keys  
a re  subjec t  to  a  $35  rep lacement  fee .  

Al l  S tud io  Incamminat i  p roper ty  mus t  remain  on  the  premises ,  
inc lud ing bu t  no t  l imi ted  to  s t i l l  l i f e  p rops ,  l igh ts ,  ease ls ,  
books ,  a r twork ,  e tc .  S tea l ing  S tud io  Incamminat i ’ s  o r  ano ther  
s tuden t ’ s  p roper ty  i s  grounds  fo r  d ismissa l  f rom the  school .  

9.  Personal Safety 

While  the  school  a t tempts  to  provide  a  safe  and  secure  
environment ,  s tuden ts ,  f acu l ty ,  s ta f f ,  and  v is i to r s  a re  
u l t imate ly  respons ib le  for  the i r  sa fe ty .  Safe ty  is  enhanced  
when  indiv iduals  take  precaut ions  such  as :  

1.  Repor t  a l l  susp ic ious  ac t iv i ty  to  Admin is t ra t ive  Off ice  

immedia te ly .  

2.  Never  take personal  sa fe ty  for  gran ted .  

3.  Avoid  walk ing  a lone  a t  n ight .  Travel  wi th  a  f r iend  or  

companion .  

4.  Avoid  park ing  or  walk ing  in  sec luded  or  d imly  l i t  a reas .  

5.  L im i t  y ou r  a l coh o l  c on su m pt ion ,  and  l ea ve  so c ia l  f u nc t io ns  
th a t  g e t  to o  l oud ,  t oo  c ro w ded ,  o r  tha t  h ave  t oo  ma ny  peo p le  
d r ink in g  e xc e s s ive ly .  

6.  Carry  only  smal l  amounts  of  cash .  

7.  Ne ver  l eav e  v a lua b le s  ( wa l l e t s ,  pu r se s ,  b ook s ,  
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co mpu te r s ,  e t c . )  una t tended .  

8.  Carry  your  keys  wi th  you  a t  a l l  t imes  and  don’ t  lend  them 

to  anyone .  

9.  Lock  your  car  doors  and c lose  the  windows  when  leaving  

your  car .  

10.  Never  leave  va luab les  in  your  car  espec ia l ly  i f  they  a re  

eas i ly  no t iceab le .  

11.  I nven to ry  y ou r  pe r s on a l  p ro pe r ty  and  m a ke  r e co rd s  o f  th e  
se r ia l  nu mb er s  o f  a l l  i tems of  va lue .  

12.  Ne ver  ad m i t  a nyo ne  o n  sc h oo l  p r e m ise s  th a t  i s  no t  
s tud en t ,  t e a ch e r ,  o r  o ther  au thor ized  personnel .  

As  S tud io  Incamminat i  becomes  aware  o f  re levan t  programs  

tha t  address  respons ib le  prac t ices  and  procedures  tha t  
enhance  personal  sa fe ty ,  such informat ion  wi l l  be  shared  
wi th  s tudents ,  facu l ty  and  s ta f f .  

10.  Reporting a  Crime 

I f  s tudents ,  facu l ty ,  o r  s ta f f  are  aware  tha t  a  c r ime  has  been ,  
o r  i s  be ing  commit ted  on  school  proper ty  o r  a t  a  school  
sponsored  or  recognized  even t  o f f -  campus  dur ing  the  hours  
tha t  the  school  i s  open ,  the  c r ime  should  be  repor ted  as  soon  
as  poss ib le  to  the  Admin is t ra t ive  Off ice .  I f  the  cr ime  has  been  
commit ted  when  the  school  i s  c losed ,  i t  should  be  repor ted  
to  the  Admin is t ra t ive  Off ice  as  soon  as  poss ib le  a f ter  school  i s  
open.  In  add i t ion ,  the  cr ime  should  be  repor ted  to  loca l  law 
enforcement  au thor i t ies .  The  Phi lade lphia  Pol ice  
Depar tment  maybe  reached  by  d ia l ing  911 .  

S tud io  Incamminat i  has  the  au thor i ty  to  de te rmine whether  
ind iv idua ls  have  lawfu l  bus iness  a t  the  school  and  may  reques t  
iden t i f ica t ion  to  make  tha t  de te rmina t ion .  S tud io  Incamminat i  
ensures  tha t  school  po l ic ies  a re  fo l lowed  and  works  wi th  loca l  
law enforcement  agencies  and  re fer s  c r imina l  inc idents  to  the  
loca l  po l ice  depar tment  having  jur isd ic t ion  over  such  
mat te rs .  

The  Pres ident  works  wi th  loca l  law enforcement  when  a  c r ime 
i s  repor ted .  Cr imes  repor ted  to  the  Admin is t ra t ive  Off ice  are  
inc luded  in  the  annual  campus  cr ime s ta t is t ics .  In  addi t ion ,  
the  school  reques ts  f rom the  Ph i lade lph ia  Po l ice  Depar tment  
c r ime in format ion  no t  repor ted  to  the  Adminis t ra t ive  Off ice  
tha t  

i s  appropr ia te  fo r  inc lus ion  in  the  annual  campus  c r ime  
s ta t i s t ics .  Fur ther ,  i f  c i rcumstances  war ran t ,  s tuden ts ,  f acu l ty ,  
and  s ta f f  wi l l  be  no t i f ied  i f  an  on-  go ing  threa t  i s  posed  
re la ted  to  a  repor ted  cr ime.  

Students ,  facu l ty ,  o r  s ta f f  who  are  the  v ic t im of  a  c r ime  and  
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do not  want  to  pursue ac t ion  th rough the  school  o r  the  
c r imina l  jus t ice  sys tem may  s t i l l  cons ider  making  a  
conf iden t ia l  r epor t .  The  purpose  of  a  conf iden t ia l  repor t  i s  to  
comply  wi th  the  reques t  to  keep  the  mat te r  conf iden t ia l  whi le  
tak ing s teps  to  ensure  fu ture  safe ty .  Repor ts  f i led  in  th is  
manner  a re  inc luded  in  the  annual  c r ime s ta t i s t ics  for  the  
school .  

Studio  Incamminat i  does  not  to le ra te  v io lence  or  o ther  
th rea ten ing  conduct  aga ins t  any  members  of  the  school  
communi ty  inc lud ing  cr imina l  ac ts  aga ins t  persons  or  proper ty ,  
as  wel l  as  harassment  based  on  sex ,  race ,  e thn ic i ty ,  or  
d isab i l i ty .  The  school  wi l l  impose  s t r ic t  d i sc ip l inary  ac t ions  
and appropr ia te ly  invo lve  law enforcement  of f ic ia l s  shou ld  any  
ac ts  o f  v io lence  or  th rea ten ing  conduct  occur  on  school  
fac i l i t ies  o r  a t  school - sponsored  events .  Th is  inc ludes  ac ts  
o f  v io lence  aga ins t  women.  

Indiv iduals  who counci l  a  v ic t im on  behalf  of  the  school  
must  in form persons  they  a re  counse l ing  o f  p rocedures  to  
repor t  cr imes  on  a  vo lun tary ,  conf iden t ia l  bas is  for  inc lus ion  
in  the  annual  d isc losure  of  cr ime  s ta t i s t ics .  

As  par t  o f  school  or ien ta t ion ,  S tudio  Incammina t i  wi l l  
p rovide  a  descr ip t ion  of  p rograms  des igned  to  inform 
s tuden ts  and  employees  about  the  prevent ion  of  c r ime.  

S tud io  Incamminat i  has  a  zero - to le rance  po l icy  regard ing  
unau thor ized  a lcohol  on  campus  and  wi l l  s t r ic t ly  enforce  
th is  po l icy .  Anyone  v io la t ing  th is  po l icy  wi l l  be  removed  
f rom school  p roper ly  and  d isc ip l inary  ac t ion  wi l l  be  taken .  
Studio  Incamminat i  has  a  separa te  drug  and  a lcohol  
prevent ion  pol icy  which  is  d is t r ibu ted  to  s tudents ,  facu l ty  
and  s ta f f  annual ly .  

In  add i t ion  to  any cr imina l  sanc t ions ,  the  school  wi l l  impose 
appropr ia te  d isc ip l inary  sanc t ions  i f  the  of fender  i s  a  s tuden t  
o r  employee  o f  the  school .  The  Admin is t ra t ive  Off ice  should  
be  con tac ted  to  f i le  a  compla in t .  In  cases  of  sexual  assaul t  
compla in ts :  

•  Both  the  accuser  and  the  accused  are  en t i t led  to  the  same 
oppor tun i t ies  to  have  o thers  present  dur ing  the  
d isc ip l inary  hear ing  and 

•  Both  the  accuser  and  the  accused  sha l l  be  informed  of  the  
ou tcome of  any d isc ip l ina ry  proceeding  based  on  an  
a l lega t ion  of  sexual  assaul t .  

I f  r eques ted ,  S tud io  Incamminat i  wi l l  work  wi th  the  v ic t im 

in  making as  can  reasonab ly  be  accommodated  re la t ive  to  
the  s tuden t ’ s  academic  s i tua t ion .  

11.  Sexual Assault  and Related  Crimes 
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In  the  even t  of  a  sexual  assau l t  o r  domes t ic  v io lence ,  
v ic t ims  shou ld  be  aware  of  the  fo l lowing:  

•  preserve  any ev idence  of  the  assaul t  (do  no t  dr ink ,  
ba the ,  change  c lo th ing ,  o r  co mb  h a i r ,  a s  th i s  ma y  de s t roy  
ev id en ce  th a t  ma y  be  ne ed e d  to  prosecute  the  of fender)  

•  go to  a  p lace  where  i t  i s  sa fe  f rom fur ther  a t tack  and  

not i fy  the  pol ice  

•  obta in  immedia te  medica l  a t ten t ion  

•  seek  profess iona l  counse l ing  

I f  r eques ted ,  S tud io  Incamminat i  wi l l  ass i s t  v ic t ims  in  
no t i fy ing  law enforcement .  The  Admin is t ra t ive  Off ice  
wi l l  p rov ide  in format ion  on agencies  tha t  p rovide  
serv ices  to  v ic t ims  of  a  sex  offense .  

S tud io  Incamminat i  encourages  s tuden ts ,  f acu l ty ,  and  
employees  to  take advan tage  o f  the  mater ia l s  and  programs  tha t  
p romote  awareness  of  rape ,  acquain tance  rape,  and  o ther  
fo rc ib le  and  non- forc ib le  sex  o f fenses  ava i lab le  th rough  the  
school  and /or  loca l  communi ty  agencies .  In format ion  about  

such  mater ia ls  and  programs is  ava i lab le  a t  the  school .  

12.  Registered Sex Offenders  

The  Jacob  Wet te r l ing  Act  requ i res  s ta tes  to  ob ta in  in format ion  
concern ing reg is te red  sex  offenders’  enro l lment  o r  
employmen t  a t  ins t i tu t ions  of  h igher  educa t ion .  Those 
seek ing to  obta in  in format ion  about  regis te red  sex  of fenders  
shou ld  v is i t  the  Nat iona l  Sex  Offender  Publ ic  Websi te  www.  
nsopr .gov .  Fur ther ,  to  the  ex ten t  the  Commonweal th  of  
Pennsy lvania  no t i f ies  an  educa t iona l  ins t i tu t ion  of  
in format ion  concern ing  reg is te red  sex  of fenders ,  the  Fami ly  
Educat iona l  Righ ts  and  Pr ivacy  Act  (FERPA)  does  no t  preven t  
educa t iona l  ins t i tu t ions  f rom d isc los ing  such  informat ion .  

13.  Disciplinary Proceedings 

Studio  Incamminat i  wi l l ,  upon wr i t ten  reques t ,  d i sc lose  to  
the  a l leged  v ic t im  of  a  c r ime  of  v io lence ,  o r  a  non-forc ib le  
sex  offense ,  the  resu l ts  o f  any  d isc ip l inary  hear ing  conducted  
by  the  school  aga ins t  the  s tuden t  who is  the  a l leged  
perpe tra tor  o f  the  c r ime  or  of fense .  I f  the  a l leged  v ic t im  is  
deceased  as  a  resu l t  o f  the  c r ime  or  offense ,  the  school  wi l l  
p rovide  the  resu l t s  of  the  d isc ip l inary  hear ing  to  the  vic t im’s  
nex t  o f  k in ,  i f  so  reques ted .  

Studio  Incamminat i  does  not  have  a  campus  pol ice  
depar tment  or  secur i ty  of f ice  and  therefore  does  no t  keep  a  
da i ly  c r ime log .  However ,  the  Admin is t ra t ive  Off ice  keeps  an  
updated  l i s t  o f  any  cr imina l  ac t iv i ty  The  Handbook  fo r  
Campus  Safety  and  Secur i ty  Repor t ing  i s  ava i lab le  on l ine  
f rom the  Depar tment  of  Educat ion .  Th is  comprehensive  

http://www/
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publ ica t ion  was  

used  in  developing  our  pol ic ies .  

14.  Crime Statistics for our School for the Past  Three 

Years 
 
 

    Loca t ion   

 
CRIMINAL OFFE NSE S  

 
2o1

6 

 
2o1

7 

 
2o1

8 

C=Campu
s  
N=Non-  
Campus  

HATE 
C RI M E
S 

    p=Publ ic  

Area  

 

Murder /Non -neg l igen t  

mans laugh te r :  he  w i l l fu l  

(non -neg l igen t )  k i l l ing  o f  

one  human be ing  by  

ano ther .  

 
0  

 
0  

 
0  

  
0  

Negl igen t  mans laugh te r :  

The  k i l l ing  o f  ano the r  

pe r son  th rough  g ross  

neg l igence .  

 
0  

 
0  

 
0  

  
0  

Rape :  The  pene t ra t ion ,  no  

ma t te r  how s l igh t ,  o f  the  

vag ina  o r  anus  w i th  any  

body  pa r t  o r  ob jec t ,  o r  

o ra l  pene t ra t ion  by  the  

sex  o rgan  o f  

ano ther  per son ,  w i thou t  the  

consen t  o f  the  v ic t im.  

 

 
0  

 

 
0  

 

 
0  

  

 
0  
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CRIMINAL OFFE NSE S   

 
2o1

6 

 

 
2o1

7 

 

 
2o1

8 

Loca t ion  
C=Campu
s  
N=Non-  
Campus  

 
HATE 
C RI M E
S 

    p=Publ ic  

Area  

 

Fond l ing :  The  touch ing  o f  the  

p r iva te  body  pa r t s  o f  ano the r  

pe r son  fo r  

the  pu rpose  of  sexua l  

g ra t i f ica t ion ,  w i thou t  the  

consen t  o f  the  v ic t im,  

inc lud ing  ins tances  where  

the  v ic t im i s  incapab le  o f  

g iv ing  consent  because  of  

h i s  o r  he r  age  or  because  of  

h i s  o r  he r  tempora r y  o r  

pe rmanen t  men ta l  capac i ty .  

 

 

 

 

0  

 

 

 

 

0  

 

 

 

 

0  

  

 

 

 

0  

Inces t :  Sexual  in te rcourse  

be tween  two pe r sons  who 

a re  re la ted  to  each  o the r  

w i th in  the  degrees  where in  

mar r iage  i s  p roh ib i ted  by  

l aw.  

 

 
0  

 

 
0  

 

 
0  

  

 
0  

 

Sta tu to ry  rape :  The  sexua l  

in te rcourse  wi th  a  pe r son  

who i s  under  the  s t a tu tory  

age  o f  consen t .  

 
0  

 
0  

 
0  

  
0  

Robbery :  The  t ak ing  o r  

a t t empt ing  to  t ake  any th ing  

o f  va lue  f rom the  ca re ,  

cus tody  o r  con t ro l  o f  a  

pe r son  o r  pe rsons  by  fo rce  

o r  th rea t  o f  fo rce  o r  

v io lence  and /o r  by  pu t t ing  

the  v ic t im in  f ea r .  

 

 
8  

 

 
0  

 

 
0  

  

 
0  

Aggrava ted  assau l t :  The  

un lawfu l  a t tack  by  one  

pe r son  upon  ano the r  fo r  the  

pu rpose  o f  in f l i c t ing  seve re  

o r  aggrava ted  bod i ly  in ju ry .  

Th i s  type  o f  as sau l t  i s  

u sua l ly  accompan ied  by  the  

use  o f  a  weapon  or  by  

means  l ike ly  to  p roduce  

dea th  o r  g rea t  bod i ly  ha rm .  

 

 

 
1  

 

 

 
0  

 

 

 
0  

  

 

 
0  

 

Burg lary :  Un lawfu l  en t ry  of  

a  s t ruc tu re  to  commi t  a  

f e lony  o r  the f t .  

 
0  

 
0  

 
0  

  
0  
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Motor  veh ic le  the f t :  he f t  o r  

a t t empted  thef t  o f  a  moto r  

veh ic le .  

 
4  

 
0  

 
0  

  
0  

Arson :  The  wi l l fu l  o r  

ma l ic ious  bu rn ing  o r  

a t t empt  to  burn ,  w i th  or  

w i thou t  in ten t  to  de f raud ,  a  

dwe l l ing  house ,  pub l ic  

bu i ld ing ,  moto r  veh ic le  o r  

a i r c ra f t ,  pe r sona l  p roper ty  

o f  ano the r .  

 

 
0  

 

 
0  

 

 
0  

  

 
0  

Domes t ic  V io lence  0  0  0   0  

Dat ing  Vio lence  0  0  0   0  

Sta lk ing  0  0  0   0  
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Simple  Assau l t  0  3  3  P  0  

Forgery  0  0  0   0  

Fraud  0  4  0   0  

Thef t  0  9  14  P  0  

Vanda l i sm 1  4  2  P  0  

Disorde r ly  Conduc t  1  0  0   0  

Unfounded  c r imes :  I f  a  

r epor ted  c r ime  i s  

inves t iga ted  by  l aw 

enfo rcemen t  and  i s  found  to  

be  fa lse  o r  base less ,  the  

c r ime i s  “unfounded . ”  

On ly  sworn  

o r  commiss ioned  law 

enfo rcemen t  pe r sonne l  

may unfound  a  c r ime .  

 

 

 
0  

 

 

 
0  

 

 

 
0  

  

 

 
0  

 

 
VIOL ATIONS  

2o1

6  

2o1

7  

2o1

8  

REFERRED FOR 
CAMPUS DI SC I P LI N A RY  
A C TI O N  ( Y  O R  N )  

Liquor  law v io la t ions  0  0  0   

Drug law  v io la t ions  0  0  0   

I l l ega l  weapons  

possess ion  

v io la t ions  

0  0  0   

Note :  S tud io  Incamminat i  was  approved  for  rece iv ing  Ti t le  IV 
funds  in  February  2o15  and  therefore  has  no t  been  
ga ther ing  cr ime  s ta t is t ics  for  2o13-2o14.  Hate  c r imes  cover  
the  fo l lowing  areas  of  b ias :  race ,  re l ig ion ,  e th n ic i t y /na t iona l  
o r ig in ,  g en de r ,  s e xua l  o r ie n t a t io n ,  d i sa b i l i ty ,  an d  g en de r  

ident i ty .  

 
15.  Hate Crimes 

A hate  c r ime i s  a  cr imina l  of fense  commit ted  aga ins t  a  
person  or  p roper ty  which  is  mot iva ted ,  in  whole  or  in  par t ,  
by  the  offender’s  b ias .  Bias  i s  a  per formed  negat ive  op in ion  
o r  a t t i tude  toward  a  group  of  persons  based  on  the i r  r ace ,  
gender ,  r e l ig ion ,  d isab i l i ty ,  sexual  or ien ta t ion ,  e thn ic i ty ,  or  
na t ional  or ig in .  

Studio  Incamminat i  repor ts  a l l  ha te  c r ime  s ta t is t ics  
separa te ly  for  the  ca tegor ies  of  c r imina l  of fenses  l i s ted  in  
the  char t  above .  Addi t iona l ly ,  ha te  cr imes  s ta t i s t ic s  a re  a l so  
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repor ted  separa te ly  fo r  the  fo l lowing  offenses :  

•  Larceny- thef t :  i s  the  un lawfu l  tak ing ,  car ry ing ,  lead ing,  or  

r id ing  away of  proper ty  f rom the  possession  or  

const ruc t ive  possession  of  ano ther .  Construc t ive  

possession  i s  the  condi t ion  in  which  a  person  does  not  

have physica l  cus tody  or  possess ion  but  i s  in  a  pos i t ion  to  

exerc ise  dominion  or  control  over  a  thing.  

•  Simple  Assau l t :  i s  an  un lawfu l  phys ica l  a t tack  by  one 
person upon  ano ther  where  ne i ther  the  o f fender  d isp lays  a  
weapon,  nor  the  v ic t im su f f e r s  ob v io us  se ve re  o r  
agg r ava t ed  bo d i ly  in ju r y  in vo lv in g  a pp a ren t  b ro ke n  b o ne s ,  
lo s s  o f  t ee th ,  po ss ib le  i n t e r na l  in ju ry ,  s e ve r e  l ac e r a t io n ,  o r  
loss  of  consc iousness .  

•  I n t im id a t ion :  i s  to  un la wfu l ly  p la ce  an o the r  p e r s on  in  
r ea son ab le  f e a r  o f  bo d i ly  h a rm  th r oug h  the  u s e  o f  th r e a t en ing  
word s  an d /o r  o the r  con du c t ,  bu t  wi thout  d isp lay ing  a  
weapon  or  subjec t ing  the  v ic t im to  ac tua l  phys ica l  
a t tack .  

•  De s t ru c t iv e /D am ag e /V an da l i sm  o f  P ro pe r ty :  i s  t o  w i l l f u l l y  o r  
ma l i c iou s ly  des t roy ,  damage ,  deface  o r  o therwise  in ju re  rea l  
o r  personal  proper ty  wi thou t  the  consen t  o f  the  owner  o r  
the  person  hav ing  cus tody  or  con t ro l  of  i t .  

There  were  no  repor ted  ha te  c r imes  for  the  years  2012 ,  
2013 ,  o r  2014.  Please  no te  tha t  Studio  Incamminat i  has  
no t  ye t  been  approved  for  rece iv ing  Ti t le  IV funds  and  
therefore  has  no t  been  ga ther ing  cr ime s ta t is t ics .  

16.  Residential  Facil ities  

Stud io  Incamminat i  does  no t  have  school -opera ted  res iden t ia l  
f ac i l i t i es  fo r  s tuden ts .  However ,  the  school  i s  r equ ired  in  a  
manner  tha t  i s  t imely  and wi l l  a id  in  the  preven t ion  o f  s imi la r  
c r imes  and  repor t  to  s tuden ts ,  f acu l ty ,  and  s ta f f  on  the  
fo l lowing  cr imes :  

•  Cr imina l  ho m ic ide :  mur de r  and  no n - ne g l ig en t  ma n s lau gh te r ;  
neg l igen t  manslaughter  

•  Sex of fenses - forc ib le  and  non-forc ible  

•  Robbery  

•  Aggravated  assau l t  

•  Burg lary  

•  Motor  vehic le  thef t  

•  Thef t  

•  Arson 

•  Arre s t s  f o r  l iq uo r  l a w  v io l a t io ns ,  d ru g  l a w  v io la t i on s  a n d  
i l l e ga l  w ea p on s  p os s es s ion  in c lu d ing  pe r so ns  wh o  wer e  
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r e f e r r ed  fo r  d i sc ip l ina r y  a c t io n .  

•  Ha te  c r ime s - ev ide nc e  tha t  sho w s  th e  v i c t i m  wa s  
in t en t iona l ly  s e le c ted  b e cau s e  o f  t he  v ic t im’ s  a c tua l  o r  
pe r c e ive d  r a ce ,  g end e r ,  r e l ig ion ,  s exu a l  o r ien ta t ion ,  
e thnic i ty  or  d isab i l i ty  

•  Crimes  repor ted  to  the  Adminis t ra t ive  Off ice  or  loca l  
po l ice  and  c on s ide r ed  b y  th e  sc hoo l  t o  r ep r e se n t  a  t h r ea t  to  
s tud en t s  and  em p loy ee s  

Studio  Incamminat i  i s  no t  required  to  provide  a  t imely  
warning  with  respec t  to  c r imes  repor ted  to  a  pas tora l  or  
p rofess iona l  counse lor .  I f  there  i s  an  immedia te  threa t  to  
the  hea l th  or  safe ty  of  s tudents  o r  employees  occur r ing  on  
campus ,  the  school  wi l l  fo l low i t s  emergency no t i f ica t ion  
procedures .  

17.  Emergency Response-Campus Community 

Beginn ing October  2010,  a l l  T i t le  IV par t ic ipa t ing  ins t i tu t ions  
mus t  have a  s ta tement  o f  po l icy  on  emergency response and  
evacuat ion  procedures .  

Studio  Incamminat i  has  ins t i tu ted  a  p lan  to  not i fy  s tudents ,  
facu l ty ,  and  s ta f f  upon  conf i rmat ion  o f  a  s ign if ican t  
emergency  or  dangerous  s i tua t ion  involv ing  an  immedia te  
threa t  to  hea l th  or  safe ty .  An immedia te  threa t  encompasses  
an imminent  or  impending  threat ,  such as a f ire  in  the 
bu i ld ing  o r  nearby  s t ruc ture .  Employees  who perce ive  an  
immedia te  th rea t  toward  any  o ther  person  on  the  school  
p remises  should  ca l l  emergency  911.  

The  Admin is t ra t ive  Off ice  has  se t  up  a  tex t  g roup  tha t  wi l l  
r each  a l l  curren t  s tudents ,  facu l ty  and  adminis t ra t ion  to  
inform them of  any  emergency  
on  campus .  In  addi t ion ,  an  emai l  wi l l  be  sen t  to  s tudents ,  
facu l ty ,  and  admin is t ra t ion .  On spec i f ied  days ,  th i s  sys tem 
wi l l  be  checked  each  year .  

The  evacuat ion  p lan  i s  the  same as  the  f i re  evacuat ion  p lan  
which  i s  pos ted  throughout  the  bu i ld ing .  Al l  personnel  wi l l  be  
adv ised  of  th is  p lan  each year .  

S tud io  Incamminat i  wi l l  wi thou t  de lay ,  take  in to  account  the  
safe ty  o f  the  communi ty ,  de termine  the  conten t  o f  the  
not i f ica t ion ,  and  in i t ia te  the  no t i f ica t ion  sys tem,  un less  
i s su ing a  no t i f ica t ion  wi l l ,  in  the  profess iona l  judgment  of  
respons ib le  au thor i t ies ,  compromise  e f fo r t s  to  ass i s t  a  v ic t im 
or  to  con ta in ,  r espond  to  o r  o therwise  mi t iga te  the  emergency.  
Facu l ty  and s ta f f  members  should  remain  in  the  room wi th  
the i r  s tudents  i f  they  are  not i f ied  of  a  poss ib le  emergency .  

An Emergency Committee ,  consis t ing  of  the  President,  
Director  of  Educat iona l  Programming  and  the  Communica t ions  
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Manager  wi l l  conf i rm tha t  there  is  a  s ign if icant  emergency ,  
de termine  who to  not i fy ,  conten t  of  the  not i f ica t ion ,  and  
in i t ia te  the  not i f ica t ion  sys tem.  The  commit tee  wi l l  ca l l  the  
Ph i lade lph ia  Po l ice  Depar tment  and /or  F i re  Depar tment  as  
needed.  

The  Clery  regu la t ions  def ine  a  tes t  as  regu lar ly  scheduled  
d r i l l s ,  exerc ises  and  appropr ia te  fo l low- through  act iv i t ies  
des igned  for  assessment  and eva lua t ion  of  emergency  p lans  
and  capabi l i t ies .  

A.  A Timely  Warning  

The  Clery  Act  requires  Studio  Incammina t i  to  a le r t  

s tudents ,  facu l ty ,  and  s ta f f  of  cer ta in  c r imes  in  a  manner  

tha t  i s  t imely  and  wil l  a id  in  the  p reven t ion  of  s imi la r  

c r imes .  The  Clery  Act  does  no t  def ine  
“ t imely”  because  the  in ten t  o f  a  warn ing  i s  to  enable  people  
to  p ro tec t  themselves  and  should  be  i s sued  as  soon  as  the  
per t inen t  in format ion  i s  ava i lab le .  

In  summary,  Studio In camminat i  wil l :  

•  Conf irm there  is  a  s ign if icant  emergency  or  th rea t  

•  Determine  appropr ia te  segment  of  the  bu i ld ing  to  rece ive  

no t i f ica t ion .  

•  Determine  the  conten t  of  the  not i f ica t ion  

•  In i t ia te  no t i f ica t ion  sys tem 

•  I nc lud e  a  s t a t em en t  th a t  th e  s ch oo l  w i l l  w i th ou t  d e la y  and  
acc ou n t ing  f o r  sa fe ty  o f  the  s tuden ts ,  f acu l ty  and  s taf f ,  and  
de termine  the  con ten t  and in i t i a te  no t i f i c a t io n  s y s te m,  u n le s s  
i s s u in g  a  no t i f i c a t ion  w i l l  co mpro m ise  e f for t s  to  ass i s t  a  
v ic t im or  to  con ta in ,  r espond  or  o therwise  mi t iga te  the  
emergency .  

•   I nc lud e  p ro ce dure s  f o r  d i s s em ina t in g  e m erge ncy  
in f o rma t ion  t o  l a rg e r  community .  

•  I nc lud e  p ro ce dure s  f o r  t e s t in g  e mer ge nc y  r e s po ns e  
eva cu a t ion  on  a t  l e a s t  an  annual  bas is .  

B .  Personal  Responsib i l i ty  for  Safe ty  

Al though  S tud io  Incamminat i  wi l l  make  every  e f fo r t  to  
ensure  the  safe ty  of  i t s  s tudents ,  facul ty ,  and  s ta f f ,  
there  is  no  subs t i tu te  for  common sense ,  nor  can  safe ty  
p rocedures  be  dev ised  to  cover  every  s i tua t ion .  Good  
judgment  must  be  used  in  every  s i tua t ion .  

The  fo l lowing  are  the  respons ib i l i ty  of  ind iv idua l  
s tuden ts ,  f acu l ty  members ,  and  s ta f f :  

•  Fo l lo w  a ppro ved  p r ac t i ce s  and  p roc ed ure s  o r  s t a nd a rds  
wh ich  app ly  o n  any  work  you  perform for  the  school .  
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•  R epor t  to  in s t ruc to r  o r  Ad m in i s t r a t iv e  0 f f i c e  an y  c on d i t i on  
wh ich  m ig h t  in jure  any  person  or  damage  any  proper ty .  

•  Any in jury  which  occurs  a t  school ,  no  mat te r  how s l igh t ,  
o r  any  acc iden t  tha t  causes  damage to  p roper ty  sha l l  be  
repor ted  immedia te ly  to  the  Adminis t ra t ive  Off ice .  

•  I f  anyone  observes  ano ther  who i s  about  to  endanger  
themselves ,  ano th e r  pe r so n ,  o r  p rop e r ty  wh i l e  a t  t he  
Sch oo l ,  th ey  sh ou ld  i n te rv ene  immedia te ly  in  such  a  way  
as  to  no t  endanger  themselves .  

•  Unauthor ized  a lcohol ic  beverages  a re  no t  permi t ted  on  
the  school  proper ty  and  use  of  such  i s  proh ib i ted .  No one  
i s  to  repor t  fo r  work  or  c lass  ev idencing  any  ef fects  o f  
a lcohol ic  consumption .  

•  Contro l led  subs tances ,  such  as  mar i juana  and  coca ine ,  a re  

i l lega l  by 

s ta t e  a nd  f e de ra l  l a w .  th e i r  u s e  a nd  p o ss e s s ion  a r e  
p roh ib i t ed  on  sc hoo l  p roper ty .  

•  Liquids  such  as  water  or  o i l ,  excess ive  dus t /d i r t ,  o r  any  
o ther  debr is  sp i l l ed  o n  f lo o r s  r e p r e se n t  se r io u s  s l i pp ing  
haz a rd s  a nd  s hou ld  be  c le a ned  up  immedia te ly  upon  
observa t ion .  

C .  Accident  Inves t iga t ion  and  Repor t ing  

Any in ju ry  occurr ing  a t  school  mus t  be  prompt ly  
repor ted  to  the  Admin is t ra t ive  Off ice  no  la te r  than  
end  of  the  per iod  on  the  day in  which  the  in ju ry  
occurred .  Al l  acc iden ts  wi l l  be  inves t iga ted  to  
de te rmine  the  cause  and  the  s teps  needed  to  p reven t  a  
recurrence .  I t  sha l l  be  the  respons ib i l i ty  o f  the  ins t ruc tor  
to  ob ta in  the  comple te  and de ta i led  fac ts  of  the  acc iden t  as  
soon  as  poss ib le  a f te r  i t  occurs  and  to  see  tha t  the  
requ i red  repor ts  a re  made to  the  Adminis t ra t ive  Off ice .  

D .  Firearms  

Fi rearms ,  ammuni t ion ,  exp los ives  or  o ther  weapons  a re  
p roh ib i ted  on  the  school  proper ty  wi th  the  excep t ion  of  
law enforcement  agencies .  

E .  Good Housekeeping  

Good  housekeep ing  i s  essen t ia l  to  sa fe  opera t ion .  I t  wi l l  
r esu l t  in  fewer  acc iden ts  and  wi l l  r educe  f i re  hazards .  Al l  
sp i l l s  shou ld  be  c leaned  up  prompt ly  to  e l imina te  s l ipp ing  
and  f i re  hazards .  Al l  work  a reas  mus t  be  kep t  f ree  of  debr is  
and  o ther  ob jec ts  which  c rea te  hazards .  Clean ing  up  the  
a rea  where  you  are  working  is  par t  o f  the  c lasses .  

F .  Responsib i l i ty  

I t  i s  the  respons ib i l i ty  of  everyone  to  be  aware  o f  the  
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hazards  re la ted  to  the  use  o f  so lven ts ,  chemica l  c lean ing  
mater ia l s ,  and  o ther  chemica ls  and  to  enforce  the  ru les  
re la ted  to  the i r  use .  

Hazards  to  be  cons idered  when  us ing  so lven ts ,  
chemica l  c lean ing mater ia ls ,  and  o ther  chemica ls  
a re :  

•  Co n ta c t  w i th  a  ha za r dou s  ma te r i a l  c an  cau s e  s k in  r a s h  o r  
de rm a t i t i s ,  cor ros ive  burns  or  eye  damage.  

•  Poten t ia l  explos ive  o r  f i re  hazard .  

•  Th e  d an ge r  o f  in ge s t io n  o f  a  po i so no us ,  co r ro s ive ,  o r  
haz a rdo u s  subs tance  through  the  month  or  absorbed  
th rough  the  sk in .  

G.  Firs t  Aid  

F i r s t  a id  procedures  vary  depending on the  chemica l  
na tu re  of  th e  mater ia l s  in  ques t ion .  Fo l low the  
ins t ruc t ions  on  the  con ta iner  labe l .  In  the  event  tha t  a  
person  should  come in  contac t  wi th  so lvent  or  
chemica ls  in  the  eyes  or  on  the  sk in ,  the  a f fec ted  area  
should  be  i r r iga ted  for  a  min imum of  f i f teen  (15)  
minutes .  I f  anyone  inges ts  chemica l  mater ia ls  o r  i s  
sp lashed  with  a  hazardous  mater ia l  and  i r r iga t ion  
fac i l i t i es  a re  no t  ava i lab le ,  they  should  immedia te ly  be 
referred  to  a  hospi ta l  emergency  room.  

18.  Severe Weather 

A.  Tornado 

I f  in  the  judgment  of  the  Pres iden t  o r  admin i s t ra to r  in  
charge  the  t rea t  o f  impending  danger  war ran ts  i t ,  the  
fo l lowing  ac t ions  may be  taken :  

•   D ism is sa l  o f  a l l  c l a s se s  an d  a s s e mb ly  o f  s tu den t s  and  
em p loy ee s  in to  i n te r io r  ha l lwa y s  an d  a w a y  f rom  g la s s  
w in do w s ,  d oo r s  an d  p a r t i t i on s .  

•   Ev ery one  s ho u ld  r e ma in  in  th e se  “s a f e ”  a r ea s  un t i l  i n  t he  
op in io n  o f  the  Pres ident  the  threa t  o f  danger  i s  pas t .  

•   I f  the  to rnado  or  des t ruc t ive  wind  s t r ikes  the  
bu i ld ing ,  everyone should  s i t  on  the  f loor ,  wi th  backs  
aga ins t  the  wal l ,  the i r  heads  be tw ee n  th e i r  kn ee s ,  a nd  
th e i r  h and s  c l a s pe d  ov e r  th e  ba ck s  o f  t he i r  heads  un t i l  
a l l  danger  i s  pas t .  

B .  Flooding  

Because  of  the  e leva t ion  of  the  bui ld ing ,  the  sch ool  i s  
no t  l ike ly  to  f lood.  However ,  dur ing  per iods  of  f lood ing,  
the  Pres iden t  wi l l  r emain  in  con tac t  wi th  appropr ia te  
au thor i t ies  and  wi l l  keep  bo th  s tuden ts  and employees  
advised  of  loca l  road  condi t ions .  
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C .  Ice  and  Snow 

In  the  event  tha t  ice  and/or  snow threa ten  to  make  
h ighway  t rave l  ha za rd ou s ,  th e  P r e s ide n t  ma y  d i sm is s  c la s se s  
to  a l lo w  s tu d en t s ,  f ac u l ty ,  and  s ta f f  to  re turn  home  safe ly .  

D .  Closing  the  School  as  the  Resu l t  o f  Severe  Weather  

Only  the  Pres ident  has  the  au thor i ty  to  c lose  the  
school .  When  th is  ac t ion  i s  taken,  the  d i rec to r  wi l l  
au thor ize  a  tex t  message  to  be  sen t  to  the  s tuden ts  and  
facu l ty .  The  tex t  message  wi l l  spec i fy  a  c los ing  or  
de layed  opening.  The  in format ion  a lso  wi l l  be  pos ted  on  
the  school ’s  websi te  home page  a t  
ww.s tudio incamminat i .o rg .  

In  any  even t ,  s tuden ts ,  f acu l ty ,  o r  s ta f f  shou ld  no t  a t tend  
school  i f ,  in  the i r  personal  de te rmina t ion  or  by  the  
warn ing  o f  law enforcement  off ic ia ls ,  t rave l  condi t ions  
in  the i r  a rea  a re  unsafe  or  i f  o ther  c i rcumstances  would  
p lace  the i r  l ives /hea l th  in  jeopardy  

19.  Critical Incident Response  Plan 

A.  Objec t ives  

1.  To coord ina te  the  School ’s  r esponse  to  c r i t ica l  
inc idents  whi le  pay  spec ia l  a t ten t ion  to  the  safe ty  
and  secur i ty  needs  of  s tuden ts ,  f acu l ty ,  and  s ta f f .  

2.  To main ta in  the  safe ty  and  secur i ty  of  facu l ty ,  s taf f  
and  s tuden ts  as  a  whole in  the event  of  a cr i t ical  
incident .  
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3.  To he lp  provide  counse l ing ,  gu idance ,  and appropr ia te  
suppor t  s e rv ices  to  the  fami l ies  and  f r iends  o f  
s tuden ts ,  f acu l ty ,  and  s ta f f  in  the  event  of  a  c r i t ica l  
inc ident .  

B .  Def in i t ion  o f  a  Cr i t ica l  Inc ident  

A cr i t ica l  inciden t  i s  a  s i tua t ion  tha t  invo lves  S tud io  
Incamminat i  tha t  c rea tes  a  major  d is rupt ion  o f  normal  
opera t ions  and  ca l l s  for  a  response beyond normal  school  
opera t iona l  procedures .  Examples  may be  s i tua t ions  such  
as  na tura l /  s t ruc tu ra l  d isas te r s ,  v io len t  behav ior  o r  l i f e -  
th rea ten ing  in ju ry  o r  i l lness .  Th is  p lan  i s  fo r  general  
in format ion  on ly .  Dur ing  an  ac tua l  c r i t ica l  inc iden t ,  
var ia t ions  migh t  be  made depending on the  na ture  of  the  
event  and  the  s i tua t ion .  

20.  Student Assistance  Services 

A. Personal  Counse l ing  Refer ra ls  

The  Pres ident  wi l l  ac t  as  the  re fer ra l  agen t  for  s tuden t  
seek ing  ass i s tance  for  emot ional  or  p ersonal  counse l ing  
serv ices .  
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1.  SchoolStore 

IV. AMENITIES 

A l imi ted  number  o f  suppl ies  a re  ava i lab le  fo r  purchase  on-s i te  
a t  the  school  s tore  loca ted  on  the  5 th  f loor .  S to re  opera t ion  
hours  a re  posted  on  the  s to re  door .  

2.  Reference Library 

Purpose  
The  purpose  o f  the  S tud io  Incamminat i  L ibrary  i s  to  suppor t  
the  miss ion  of  the  school  and  augment  the  learn ing  process  o f  
s tuden ts  enrol led  in  the  Advanced  F ine  Ar t  Program.  The 
l ib rary  func t ions  as  a  re ference  too l  for  s tuden ts  and  facu l ty ,  
which  focuses  on  re levan t  per iods  in  ar t  h i s tory  and provides  
contextual  support  for  s tudio  learning.  

Operation and Use  
The  l ib rary  is  open  fo r  Advanced  F ine  Ar t  Program 
s tuden ts ,  Monday-  Fr iday  f rom 9  a .m.  to  5  p .m.  dur ing  the  
school  year .  Summer  hours  wi l l  vary .  

Library  books  a re  no t  permi t ted  to  be  removed  f rom the  
school  l ib rary  wi thout  advance  permiss ion  f rom the  
adminis t ra t ive  off ice .  

The  school  l ib rar ian  i s  respons ib le  fo r  oversee ing  the  
main tenance  and wel lbe ing  o f  the  l ib rary .  The  l ib rary  i s  
main ta ined  on  a  b i -weekly  bas is  by the school  l ibrar ian.  
An inventory  of  the l ibrary  book col lection  is  
conducted annual ly.  
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Acquis i t ions  
Books  are  purchased  per iodica l ly  to  suppor t  the  miss ion  of  
the  school .  A pr ior i ty  i s  p laced  upon  books  requ i red  o r  as  
sugges ted  read ing  by  the  facu l ty  and those  tha t  suppor t  s tud io  
c lasses .  Books  purchased fo r  the  l ibrary  a re  subject  to  rev iew 
and  approval  by  facul ty  and  adminis t ra t ion .  

Acquis i t ions ,  which  suppor t  the  miss ion  o f  the  school ,  a re  
accep ted  th rough donat ions .  Books  donated  to  S tudio  
Incamminat i  l ib rary  wi l l  rece ive  acknowledgment  in  the  
appropr ia te  books .  The  Admin is t ra t ive  Serv ices  Manager  i s  
r espons ib le  fo r  rece iv ing ,  labe l ing  and  record ing  in to  the  
l ib rary  inventory  and  new books  tha t  a re  purchased  or  
donated .  

Online Library  
Digi ta l  l ib r ary  resources  (a r t ic les  and  ins t ruc tor  
demonstra t ions)  are  ava i lab le  on l ine  th rough  the  Stud io  
Incamminat i  webs i te .  A username and password  wil l  be  
ass igned  by  off ice  s ta f f .  

Addit ional  Resources  
The  Phi lade lph ia  Museum of  Ar t  Library  i s  ava i lab le  fo r  use  by  
the  s tuden ts  a t  S tudio  Incamminat i .  The  PMA Library  is  a  
non-c i rcu la t ing  research co l lec t ion  open  Tuesday  through  
Fr iday ,  10  a .m.  to  4  p .m.  I t  i s  a lso  open  Saturdays  f rom mid-
Sep tember  through  mid-May.  Museum admiss ion  
i s  no t  charged  for  l ib rary  users .  An or ien ta t ion  for  S tud io  
Incamminat i  s tudents  i s  p rovided  by  PMA l ibrary  
personnel .  

3.  Kitchen 

The  5 th  f loor  k i tchen  s ink  i s  reserved  fo r  food  handl ing  on ly .  
Dishes ,  g lasses  and  u tens i l s  mus t  be  washed  af te r  usage ,  and  
le f tovers  and  was te  d isposed  of  p rompt ly .  Per i shab le  i tems  
must  be  removed f rom ref r igera to r  by  da te  pos ted  on  the  
ref r igera tor .  I tems  to  be  saved  should  be  c lear ly  marked 
wi th  name/da te .  Unmarked  or  o ld  i tems  wi l l  be  d isposed  
o f  on  Fr iday a f te rnoons .  

4.  Fitness Center 

Students  have  access  to  the  Wolf  Bui ld ing  F i tness  Center  
loca ted  on  the  4 th  f loor .  A  waiver  mus t  be  comple ted  for  
in i t ia l  access  to  the  cen te r  and  i s  avai lable  by request  a t  the 
Studio  Incamminat i  off ice .  

 
5.  Wireless Internet  Access 

Wireless  in te rne t  access  i s  ava i lab le  for  a l l  Advanced  F ine  
Ar t  Program s tudents .  
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STUDIO FIFTH FLOOR 

Password  = SIadmin89  

STUDIO GUEST 

Password  = Ceru lean  Blue  

6.  Copier 

The copier  in  the  admin is t ra t ive  of f ice  on  the  4 th  f loor  i s  
ava i lab le  for  s tuden ts  wi th  p r io r  of f ice  approval .  Black  and  
whi te  cop ies  a re  10  cen ts ,  co lor  copies  a re  25  cents .  

7.  Parking 

Nearby  publ ic  park ing  i s  ava i lab le  for  genera l  ra te  o f  $15  
per  day .  S tudio  Incamminat i  does not  have an aff i l ia t ion  
with  a par t icular  lo t .  
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Studio Incamminati 
S C H O O L F O R C O N TEMP O RA R Y  R EA LIST  A R T  

 

 

Administrat ion 

James Savoie  

President  

jsavoie@studioincamminati .org   

215-592-7910 

 

Dan Thompson 

Dean of  Fine Arts  

dthompson@studioincamminati .org   

215-592-7910 

 

Dan Mahlman 

Operat ions Manager  

dmahlman@studioincamminati .org  

215-592-7910 

 

Darby Cox  

Communicat ions  Manager  

dcox@studioincamminati .org  

215-592-1910 

 

Tamara Stokes  

Financial  Adminis trator  

ts tokes@studioincamminati .org  

215-592-7910 

 

Scott  Woyak 

Model  Coordinator   

incamminati .models@gmail .com  

215-592-7911 

 

Studio  lncamminat i  i s  accredi ted  by the  Nat ional  Associa t ion  

of  Schools  o f  Ar t  and  Des ign,  l i censed  by the  Pennsylvania  

S ta te  Board  of  Pr iva te  L icensed  Schools .  and  recognized  as  a  

nonprof i t  501(c) (3)  organiza t ion .  

mailto:jsavoie@studioincamminati.org
mailto:dthompson@studioincamminati.org
mailto:dmahlman@studioincamminati.org
mailto:ncamminati.models@gmail.com
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ACADEMIC CALENDAR 2019/2020 

 
2019 

September   2  Labor  Day (no  c lasses)  

3  Fa l l  Semester  beg ins  

13 Lec ture :  Const i tu t ion  

16 Fal l  Cont inu ing Educa t ion  c lasses  begin  

16 Lec ture :  Sexual  Vio lence  Prevent ion -WOAR 

1  Lecture :  Sexual  Vio lence  Prevent ion -WOAR 8 

October  2  Ar t  His tory  Lecture :  Cromer  

November   3 Fa l l  Cont inu ing Educat ion  c lass es  end  

6  Ar t  His tory  Lecture :  Cromer  

22 Fal l  Cont inu ing Educa t ion  c lasses  end  

28-Dec .1  Thanksgiv ing  Break (no  c lasses)  

December  4  Ar t  His tory  Lecture :  Cromer  

23-Jan.1  Hol iday Break (no c lasses)  

2020 

January  13 Winte r  Cont inuing Educa t ion  c lasses  begin  

17 Fal l  Semester  ends  

18-24 Winte r  Workshops  

27 Spr ing Semeste r  begins  

February  5  Ar t  His tory  Lecture :  Cromer  

March 4  Ar t  His tory  Lecture :  Cromer  

29-31 Winte r  Cont inu ing Educat ion  c lasses  end  

27 NASAD Si te  Vis i t  

Apri l  1  Ar t  His tory  Lecture :  
Cromer  6 -10  Spr ing Break (no 
c lasses)  

13  Spr ing Cont inuing Educa t ion  c lasses  begin  

May 2  Facebook Live  Even 

13 Art  His tory  Lecture :  Cromer  

25 Memor ia l  Day (no c lasses  

]une  10 Dip lomas awarded /  Sen ior  Exhibi t ion  

12 Spr ing Semeste r  ends  Summer  Workshops beg in  

15 Workshops  beg in  
 

* *  U p d a t e d  S t u d i o  c a l e n d a r s  w i l l  b e  p o s t e d  o n  t h e  5 t h  f l o o r  s t u d e n t  b u l l e t i n  

b o a r d .  
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Studio Incamminati 
SCHOOL FOR CONTEMPORARY REALIST ART 
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