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President’s Welcome
Congratulations and welcome to Pacific Northwest College of Art! We’re delighted that you have chosen to 
continue your personal education journey with us. Art and design—indeed, all of the creative community—are 
more important than ever before. There has never been a better time to go into art and design. The world 
needs more artists, designers, and creative thinkers, and by choosing this career path, you are embarking on a 
life of creative expression that will help shape the world and draw communities closer.

Explore! Experiment! Reimagine everything! These aren’t just words on our website—they are the core of 
how we think and what we do at PNCA, and have done for over 100 years. We care deeply about creative 
development and exploring life through art and design. We work at the interdisciplinary intersections of art, 
design, and new technologies in ways that are vibrant, relevant, and forward-looking. What you learn and 
the connections that you make here will help you throughout your professional career. Your generation will 
challenge the world to be better and do better.

At PNCA, you will be part of a community with talented, award-winning faculty who truly care about your 
creative development. There are also dedicated staff to guide you, and many of them are working artists as 
well. Current PNCA students will engage you, challenge you, and support you and your work, and you will 
create relationships that will last a lifetime.

You’ll explore, experiment, grow, and learn habits of mind and making that will enable you be a better artist 
and problem-solver. That’s why we say that PNCA prepares you for a life of creative practice. Our BridgeLab 
Career Services Office will help ensure that you learn how to be a working artist or designer beginning on the 
day you arrive.

This handbook is your guide to PNCA. It will help you understand policies and find the resources and support 
you need to make your time at PNCA the best it can be. Please use it to help you so that you can focus on the 
reasons why you are here: exploring, experimenting, and learning. Everyone at PNCA is here to support you 
on your journey. One of the keys to student success is engagement and involvement both inside and outside 
of classrooms, labs, and studios. There are so many opportunities to interact with faculty, staff, and other 
students, and I hope you take advantage of these learning opportunities as you broaden your perspective and 
hone your creativity.

As is the case for our faculty and staff, my door is open for you. I look forward to seeing you at exhibitions, 
lectures, in studios, and elsewhere on the campus. Congratulations again, and welcome to Pacific Northwest 
College of Art, where you truly will explore, experiment, and reimagine everything!

Chris Maples, Interim President
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Mission Statement
PNCA prepares students for a life of creative practice.

core themes
STUDIO PRACTICE
GOAL: Students have the capacity to engage in advanced art and design making and thinking

CRITICAL INQUIRY
GOAL: Students acquire the tools to examine existing and emerging cultural, social and political conditions and 
to make informed judgments.

WORLD VIEW
GOAL: Students show awareness of diverse cultures, recognize the interconnectedness of both natural and 
human systems, and understand that they share the world with others.

PROFESSIONAL PRACTICE
GOAL: Students have the capacity to sustain professional and creative growth.



3←back to table of contents

Academic Calendar
FALL 2019
WEDNESDAY, AUGUST 21 
ArtHouse Move In Day

WEDNESDAY, AUGUST 21 
Graduate New Student Orientation

AUGUST 22-24 
New Student Orientation

MONDAY, AUGUST 26 
First Day of Fall Semester Classes 

MONDAY, SEPTEMBER 2 
Labor Day Holiday, No Classes

FRIDAY, SEPTEMBER 6 
Last Day to Add/Drop Courses

TUESDAY, SEPTEMBER 24

Educator’s Day, No Classes

FRIDAY, OCTOBER 11 (week 7) 
Mid-Term Evaluations Due

MON - FRI,  OCT. 14-18 
Majors Week

FRIDAY, OCTOBER 18 (week 8) 
Last Day to Withdraw from College 
and receive any refund (see Refund 
Schedule)

FRIDAY, NOVEMBER 1 (week 10) 
Last Day to Withdraw a Class(es)

MONDAY, NOVEMBER 4 (week 11) 
Registration for Spring Semester 
Begins

MONDAY, NOVEMBER 11 
Veteran’s Day (Observed), No Classes

NOVEMBER 18 - 22 (week 13) 
Fall Focus Week

THUR. & FRIDAY, NOVEMBER 28-29 
(week 14) 
Thanksgiving Holiday, No Classes

FRIDAY, DECEMBER 13 
Last Day of Fall Semester Classes

SPRING 2020
DECEMBER 14 - JANUARY 5 
Winter Break

JANUARY 6 - 10 
Low-Res Winter session

TUESDAY JANUARY 13 
First Day of Spring Semester Classes

MONDAY JANUARY 20 
Martin Luther King Jr Holiday, No 
Classes

FRIDAY, JANUARY 24 
Last Day to Add/Drop Courses

TUESDAY, FEBRUARY 11 
Educator’s Day, No Classes

FRIDAY, FEBRUARY 28 (week 7) 
Mid-Term Evaluations Due

FRIDAY, MARCH 6 (week 8) 
Last Day to Withdraw from College 
and receive any refund (see Refund 
Schedule)

FRIDAY, MARCH 20 (week 10) 
Last Day to Withdraw from a Class(es)

MARCH 23- 27 
Spring Break

MONDAY, APRIL 4 (week 12) 
Registration for Fall Semester Begins

APRIL 20 - 24 (week 14)Spring Focus 
Week

FRIDAY, MAY 8 
Last Day of Spring Semester Classes

SUNDAY, MAY 10 
ArtHouse Move-Out Day

SUNDAY, MAY 17 
Commencement

MONDAY, MAY 25 
Memorial Day

SUMMER 2020
MONDAY, JUNE 15 
Graduate Summer Session Begins

FRIDAY, JUNE 19 
Last Day to Add/Drop Courses

FRIDAY, JULY 3 
Independence Day (Observed) 
Holiday,College Closed

SATURDAY JULY 4 
Independence Day Holiday, College 
Closed

FRIDAY, JULY 10  (week 4) 
Last Day to Withdraw from Courses

FRIDAY, AUGUST 7 
Graduate Summer Session End

WEDNESDAY, AUGUST 14   
 Summer Commencement
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Web Resources
Student E-mail 
http://mail.pnca.edu

Homeroom - PNCA’s Learning Management System and vital community resource 
http://homeroom.pnca.edu

Self-Service - Registration, Records & Student Accounts 
http://reg.pnca.edu

Campus Daily Schedule 
http://schedule.pnca.edu

Event Calendar 
http://cal.pnca.edu

Albert Solheim Library 
http://library.pnca.edu

Technology / Facilities Help - online help ticket system 
http://helpticket.pnca.edu

PNCA | JobWorks - job site for work study and external job listings for students 
http://pnca.edu/jobworks

Purchasing Technology at a Discount 
http://store.apple.com/us_eduind-highered_805074

PNCA’s Digital Archive, including the historical events, thesis projects and artwork of our community 
http://mimi.pnca.edu

https://accounts.google.com/AccountChooser?hd=pnca.edu&continue=https%3A%2F%2Fmail.google.com%2Fmail%2F&osid=1&service=mail&ss=1&ltmpl=default
https://id.pnca.edu/users/sign_in
https://reg.pnca.edu/reg/Home.aspx
https://schedule.pnca.edu/
https://cal.pnca.edu/
http://library.pnca.edu/
https://helpticket.pnca.edu/
https://myinterfase.com/pnca/Account/LogOn?ReturnUrl=%2fpnca%2fstudent
http://store.apple.com/us_eduind-highered_805074
http://www.apple.com/us_edu_192894/shop
https://mimi.pnca.edu/
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THE CAMPUS
In 2010-2011, PNCA celebrated its centennial as the Northwest’s leading art school. PNCA’s campus is 
comprised of the Arlene and Harold Schnitzer Center for Art and Design Main Campus Building, the 3D shops 
and maker spaces in the Glass Building, and Arthouse residence hall.

ARLENE AND HAROLD SCHNITZER CENTER FOR ART AND DESIGN  
511 NW Broadway

GLASS BUILDING - 3D Labs and MFA Studios 
2139 N Kerby Avenue 

ARTHOUSE RESIDENCE HALL 
33 NW Park Avenue 
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TECHNOLOGY ON CAMPUS
PNCA’s Arlene and Harold Schnitzer Center for Art and Design is outfitted with both smart classrooms for 
projection and lecture as well as classrooms with Apple iMac stations installed with a variety of industry 
standard software packages. Advanced labs include specialized equipment to support specific programs and 
output such as a laser production printer, large format inkjet printers, flatbed scanners, a virtual drum film 
scanner, 4k and 5k editing stations, Wacom Cintiqs, and a sound isolation booth. 

Technology Support offers the checkout of a wide range of equipment and resources for the experimentation, 
production, and exhibition of media based artwork as well as support with your personal device and campus 
machines.

For more information please refer to the Technology Homeroom website: https://homeroom.pnca.edu/
sites/3354

PNCA recommends that students own a laptop computer to assist in their studies and take advantage of our 
Laptop Software Program, which provides a free Adobe Creative Cloud subscription, Microsoft Office suite 
software, and drivers that enable printing to campus printers directly from your personal device. We have 
partnered with Apple to offer laptop bundles to meet the technology requirements of your area of study at 
discounted prices. For more information visit the Laptop Software Program page here: https://homeroom.pnca.
edu/sites/4247 and shop at the online PNCA Apple Store: https://www.apple.com/edu/pnca

https://homeroom.pnca.edu/sites/3354
https://homeroom.pnca.edu/sites/3354
https://homeroom.pnca.edu/sites/4247
https://homeroom.pnca.edu/sites/4247
https://www.apple.com/edu/pnca
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Center for Contemporary Art & 
Culture
The Center for Contemporary Art & Culture is a platform for cultural production including exhibition, lecture, 
performance, and publication. Housed within PNCA in the 511 Gallery and the Dorothy Lemelson Innovation 
Studio, the Center throws open its doors to the greater public to foster conversation and community. The 
Center for Contemporary Art & Culture is a teaching resource that supports PNCA’s curriculum by exhibiting 
the work of regional, national and international contemporary and historical  artists highlighting 21st century 
art and design practices. To bring new perspectives and resources to the PNCA community, the Center focuses 
on artists from outside of the Pacific Northwest region. They are invited to lecture, critique, and conduct studio 
visits or workshops with students while on campus during their visits. Students are encouraged to assist 
the artists with management and installation of the exhibitions. The Center is the steward of the permanent 
collection of the Museum of Contemporary Craft.  For more information about the Center for Contemporary Art 
& Culture and its programs, or to become a volunteer, please contact the Director at 503.821.8969.
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ALBERT SOLHEIM LIBRARY
The Albert Solheim Library, located on the ground floor of the Arlene and Harold Schnitzer Center for Art and 
Design, has an extensive collection of books, DVDs, magazines, and specialized subscription databases (both 
image and text). You can also make appointments to get help with assignments at the Academic Support 
Center. Students are encouraged to make suggestions for materials to add to the collection. To search the 
online catalog or databases, visit http://library.pnca.edu. The library space includes three group study rooms 
(two have viewing screens), all of which can be reserved by students. Other amenities in the library include a 
color photocopier, multi-use computer workstations, two scanners and plenty of comfortable places to read. 
Library staff members are available to help students during hours of operation; for questions outside of hours 
of operation, email library@pnca.edu. Check the library website for current hours: http://library.pnca.edu.

http://library.pnca.edu
mailto:library@pnca.edu
http://library.pnca.edu
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NORTHWEST FILM CENTER 
The Northwest Film Center is a place where individuals find and cultivate their personal voices as storytellers 
and image makers, and audiences explore our region and the world through the big screen. Their theater, 
classrooms and facilities welcome a diverse cross-section of community members for film appreciation, skill- 
and community-building and technical support. The Film Center’s year-round exhibition program features 
thematic series, special retrospectives, and visiting artists’ presentations. The Northwest Film Center offers 
classes and seminars in film and digital video production, animation, and screenwriting. These classes may be 
taken for PNCA credit. The Film Center also offers unpaid internships on a year-round basis. The Film Center’s 
administrative offices and classrooms are located at 934 SW Salmon Street. For more information, contact the 
NWFC at 503.221.1156 or visit: www.nwfilm.org

http://www.nwfilm.org
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PARKING
There is no student or visitor parking at the 511 NW Broadway or N. Kerby Ave. buildings. All parking spaces 
are reserved for full-time faculty and staff of the college. There is a Smart Park Garage at the corner of 
Northwest Lovejoy Street and Northwest Station Way that offers 24-hour parking to PNCA students for $105 
per month. To receive this offer you must go to the Smart Park main office at 610 SW Alder Street with your 
PNCA ID. There is also ample metered parking around the 511 Building.
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PICA AND TBA:PNCA 
All PNCA students are members of PICA (Portland Institute for Contemporary Art). PICA’s Resource Room, 
which is free to the public, has an extensive collection of materials about contemporary art. PICA’s Time-
Based Art Festival (TBA), an international art and performance extravaganza, is part of PNCA’s curriculum 
during September. Students are given passes to attend events and participate in workshops with performance 
artists, filmmakers, dancers, and visual artists from around the world. PICA is located at 15 NE Hancock St, 
97212.. For more information visit www.pica.org or call 503.224.7422.

http://www.pica.org


13←back to table of contents

PORTLAND ART MUSEUM 
Portland Art Museum is located in Portland’s Cultural District at 1219 SW Park Avenue, just a few blocks north 
of Portland State University. The Museum’s collection is diverse, with particular strengths in European and 
American painting and sculpture, English silver, Native American art, the arts of East Asia, contemporary art, 
prints, and photographs.

PNCA students are eligible for a FREE College Creative License, which grants free admission to all 
exhibitions; admission to most lectures, talks, and tours; at least $1 off NW Film Center screenings; and a 
regular e-newsletter featuring recommended events, art news, and opportunities. Register online http://
portlandartmuseum.org/creativelicense/ then enter the promo code P1617 to bring the cost to $0. A valid 
College Creative License is required for free admission.

The Haber Study Room of the Gilkey Center for Graphic Arts, located in the Museum’s lower level, contains 
a print reference library and facilities for viewing prints, drawings, and photographs from the collection. It is 
open by appointment only; call 503.276.4212. If you wish to draw or sketch in the galleries, you may do so with 
a pencil and a sketchbook (no pens or charcoal). Easels are not permitted. Visit www.portlandartmuseum.org, 
or call 503.226.2811 for more information

http://portlandartmuseum.org/creativelicense/
http://portlandartmuseum.org/creativelicense/
http://www.portlandartmuseum.org/
http://www.portlandartmuseum.org/
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STUDENT GALLERIES 
BFA and MFA  Student Gallery Coordinators manage the student  galleries on campus that are reserved 
for student exhibitions. Gallery B10 located is located on the east side of the basement. There are two  
student galleries clustered on the 1st floor next to the Center for Contemporary Art & Culture in room 157. 
Gallery 207 is in the west side of the Commons. These galleries are open to graduate student candidates 
and undergraduate students, for two week periods. For information on proposing an exhibition in one of 
the student galleries, come to Student Council and talk with the Student Gallery Coordinator, check out the 
Student Gallery Homeroom site, and watch the bulletin boards for details on exhibiting in the two student 
galleries.

t
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SENIOR STUDIOS
At the beginning of the academic semester, studio spaces for Thesis students (seniors) are assigned by 
the BFA Thesis Director. Thesis studio rentals are a seperate fee and are not included in the BFA tuition. All 
students who have a studio are required to sign a lease agreement. The studios are continually monitored 
by security and facilities personnel who, as representatives of the College, implement the policies and 
procedures for the studios. The studios are open during 511 business hours, seven days a week, except 
during school authorized holidays. All students must vacate their studios by the deadline posted at the end 
of the academic term. Use of food products for projects stored inside the studios must be authorized by the 
Academic Affairs Office prior to construction and/or installation. 
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3D SHOPS
 All students must adhere to the posted policies and procedures governing access to and use of the 3D Shops 
at PNCA. Use of the metal shop or wood shop tools and equipment must be authorized by a technician, and a 
technician must be present when the shops are in use.  Failure to comply with these policies will result in loss 
of privileges. 
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MAIN BUILDING HOURS 
The College’s regular hours during Fall and Spring semesters are:

7:00 am - 2:00 am every day
Summer hours:

8:00 am - 10:00 pm every day
On weekends and after PNCA office hours (9:00am- 5:00pm, weekdays) you are required to sign in and sign 
out at the Reception Desk with the guard on duty. During regular hours you may have a guest in your studio 
(see Visitors, page 20), but the guest must also sign in and out with the guard. Guards can not leave their 
post to locate students for visitors. In the evening and on weekends, studios may be in use by the Continuing 
Education program. Continuing Education classes have priority in the studio when their classes are in 
session. School holiday hours are posted at the Reception Desk. Summer hours vary and will be posted at the 
Reception Desk.
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BUILDING RULES

ATTIRE 
Where no conflict with classes or projects arises, PNCA Facilities asks students to observe minimum dress 
requirements, including shoes and a shirt.

BIKES
The Pedal Garden, near the NW corner of the 511 Building, is a bicycle parking facility dedicated to the PNCA 
biking community. It was designed, created and installed by PNCA students and stands in memory of PNCA 
student Tracey Sparling, who was killed in a bike accident in 2007. There are several additional bike parking 
spaces on the West side of the building, and a limited number of hanging bike storage spaces on the first floor.

Bicycle theft is the most prevalent crime at PNCA. Lock your bike well with a U-lock and separate cable lock 
through the tires if possible. Bicycles left unattended are prohibited in PNCA common spaces and hallways. 
Unattended bicycles found in those locations will be impounded by PNCA Security. Bike parking is not allowed 
on any of the handrails or inside the main campus building. Bicycle safety is essential. PLEASE WEAR A 
HELMET and, at night, use bike lights (required by law)!

CHILDREN IN BUILDINGS
Children under 12 years of age are not allowed in the school unless they are enrolled in a PNCA class or are 
accompanied by an adult. Children may accompany you to your locker or studio, but they are not allowed to 
remain in the building while you work in your studio.
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BUILDING RULES

COLLEGE CLOSINGS
In case of inclement weather, please check https://www.flashalert.net/id/pnca. You can also call PNCA’s main 
number 503.226.4391, or check the PNCA website for information about school closure or delay. PNCA will 
make every attempt to update the inclement weather message on the College’s main number. The College 
may be closed between semesters and during other school breaks at the discretion of the president. Such 
closures will be announced in advance.

DESIGNATED POSTING AREAS
Please use only the designated posting areas on campus. These are primarily the bulletin boards on the first 
floor, and the areas around water fountains and first aid kits. Information posted elsewhere may be removed. 
Please do not post flyers on doors, glass walls, windows, fire cabinets, or elevator doors. To save paper, we 
encourage many events, activities, and notifications to be posted on Homeroom http://homeroom.pnca.edu as 
well as https://cal.pnca.edu.

SCENT POLICY
Occasionally, a situation arises in which a PNCA community member  has an allergic reaction to the fragrance 
another community member  is wearing. In these instances, exposure to scents can lead to serious medical 
issues. It is expected that the community member wearing the fragrance will discontinue doing so in the 
interest of the other person’’s comfort and health if the two are expected to consistently work in close 
quarters.. 

https://www.flashalert.net/id/pnca
http://homeroom.pnca.edu
https://cal.pnca
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BUILDING RULES

SMOKING
In accordance with the Oregon Clean Air Act, smoking is not permitted inside any PNCA building. This includes: 
student residences, studios, classrooms, hallways, stairwells, restrooms, lounge areas, and elevators. This 
policy includes the use of ‘vaping’ devices, as well as the use of medical marijuana. Under the Oregon Clean 
Air Act, people may smoke outside the building at a distance of 10 feet or more from building entrances-
though not in locations where smoke can enter through building windows. For this reason, smoking is not 
permitted at the 511 NW Broadway Building entrance or at the 2139 N Kerby Ave building entrance, loading 
dock, or stairs. Any member of the campus community - including staff, faculty, and students - who violates 
this policy is subject to sanctions, which may include an oral reprimand, a written warning, disciplinary 
probation, suspension, dismissal, or any form of discipline or sanction the College deems appropriate. Any 
complaints about violations of the smoking policy should be brought to the attention of the Director of Campus 
Safety, who will intervene as they deem appropriate.

VANDALISM
Any student vandalizing College property, including the buildings themselves, will be responsible for clean-up, 
repair, and/or replacement of damage, and, in some cases, may be dismissed from the College. Vandalism 
includes ‘tagging’, unauthorised, or ‘guerilla’ installations, any mark that obscures or defaces fire, safety, or 
wayfinding signage, or anything that blocks access, egress or escape routes. Students are responsible for 
vandalism caused by their guests as well as for damages caused by their own negligence. Repair of damages 
will be charged to the student’s account.

VISITORS
Visitors are only allowed on the first floor of the Main Campus Building and in the Albert Solheim Library, 
unless accompanied by a student or faculty/staff member. If you are expecting a visitor, plan to meet them at 
the Reception Desk. The receptionist or guard can not leave the Reception Desk to locate you for your visitor. 



21←back to table of contents

General Information
Change Of Address 22

Contacting Faculty And Staff  22

Printing/Copy Machines 22

Id Cards 23

Keys  23

Lockers  23

Lost And Found  23

General Information 24

Technology Support / Checkout 24

Student Email  24

Student Mail Files  24

Tool Check-Out Service  25



←back to table of contents 22

GENERaL INfoRmatIoN

CHANGE OF ADDRESS
You must update your Self-Service http://reg.pnca.edu account profile with any changes to your address 
and/or telephone number. Receipt of grades, financial aid materials, emergency alerts, and other important 
communication depends on PNCA having your accurate contact information. Address change form is also 
available in the Registration office.

CONTACTING FACULTY AND 
STAFF 
If you want to leave a message for a faculty or staff member, place it in the appropriate mailbox in the 
mailroom, Room 266. You can also get faculty contact information (e-mail or office phone number) from 
Academic Affairs in Room 212. A full list of faculty, staff, staff offices, and their contact information is included 
in the Directory at the end of this handbook.

PRINTING/COPY MACHINES
There are two laser printers for general student use capable of scanning, copying, and printing. One copier is 
located in the Library (room 114) and another in the Student Lounge (room 501). There is also a high quality 
laser production printer capable of printing on a wide range of media, and offering booklet and advanced 
finishing options located in the Production Center, Room 406. Large format printers for inkjet output are 
available in the Digital Print Studio, Room 507 and the Production Studio, Room 407. Students may accrue 
printing charges up to $250.00 per month if their account is in good financial standing. Printing charges will 
be applied to a student’s account by the Student Accounts Office after the 1st of the preceding month. If a 
student needs to exceed the $250.00 limit they will need to talk to Student Account staff.

http://reg.pnca.edu
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GENERaL INfoRmatIoN

ID CARDS
Students are required to have and may be asked to present their PNCA photo ID card at any time on campus. 
When activated by the Technology Staff, ID cards can grant you access to select facilities including the Glass 
Building, Make+Think+Code, and the Digital Print Studio. ID cards are produced during Orientation and by 
appointment via Technology Support, room 509, http://helpticket.pnca.edu. All students have access to their 
digital ID by logging onto http://id.pnca.edu. Lost or stolen ID cards must be reported to Technology Support 
Staff and replacement cards will incur a $15.00 fee to your Student Account. 

KEYS 
Keys are issued by the Facilities Department in room B14. You will be required to fill out a key agreement 
form, and return all keys when you no longer need them. If you are authorized to carry keys to college 
facilities, either on a long-term or short-term basis, you are responsible for lost or stolen keys and for the cost 
of key and/or lock replacement.

LOCKERS 
Lockers are assigned during the first week of classes, and rent for $20 per semester. Locker assignments 
include the combination for the lock attached to the locker. Solvents, flammable materials, or hazardous or 
illegal products may not be stored in the lockers. Students are responsible for emptying their lockers and 
cleaning them inside and out at the end of spring semester. Students who have damaged their locker or who 
leave contents after the clear out date, will be charged a fee up to $50.

LOST AND FOUND 
Lost and Found is located at the in the Security Office, Room 166, across from the front reception desk. Please 
inquire with the receptionist or guard at the front desk if you have misplaced something. Found items are 
dated and are disposed of or donated after two weeks if not claimed. PNCA is not responsible for personal 
belongings. Keep your personal belongings secure. All items left at the College after the end of each semester 
are donated.

http://helpticket.pnca.edu
http://id.pnca.edu
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GENERaL INfoRmatIoN

TECHNOLOGY SUPPORT / 
CHECKOUT
Technology Support is centered in Room 509 and offers campus wide support for all of our technology 
including printers, computers, software, and AV. Technology also offers checkout of a wide variety 
of equipment for all currently enrolled degree-seeking students for the production, exhibition and 
experimentation of media based academic projects. Included in our inventory are digital still and video 
cameras, medium and large format film cameras, studio and location lighting, audio recorders, drawing 
tablets, projectors, monitors, speakers, computers and much more. Not all items are available to all students. 
Many specialized items require advanced access established by class enrollment and/or prior training and 
experience to be determined by the Technology Checkout Manager. There is no fee to borrow equipment, 
but late returns, lost equipment, or damages to any equipment will result in a fine and/or loss of privileges. 
For hours, a list of available equipment, policies, and more information please visit the Technology Checkout 
Homeroom site: https://homeroom.pnca.edu/sites/797

STUDENT EMAIL 
All PNCA BFA, MFA, and MA students are issued an email account through the College’s Technology 
department. This Google Apps for Education account will be used by faculty and staff to communicate official 
College business to you, including important announcements, opportunities, and deadlines. You are required 
to use and check your PNCA email on a regular basis, and will be held responsible for any information sent to 
you. If you need help with Gmail, please submit a Help Ticket by visiting http://helpticket.pnca.edu or contact 
Technology Support Staff helpticket@pnca.edu or 503.821.8906. To reset your email and PNCA passwords, 
please visit https://id.pnca.edu/reset. 

STUDENT MAIL FILES 
Mail files are located in the Student Lounge in Room 501 for your convenience in leaving messages for other 
students. Faculty will often return graded papers to your mail file.

https://homeroom.pnca.edu/sites/797
http://helpticket.pnca.edu
mailto:helpticket@pnca.edu
https://id.pnca.edu/reset
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GENERaL INfoRmatIoN

TOOL CHECK-OUT SERVICE 
The tool check-out service allows students to use tools when making art outside of the shops or after shop 
hours. Tools are only available to students currently enrolled in PNCA’s BFA, MFA, or MA programs. Checkout 
is limited to 24 hours (with the possibility of renewal) to ensure that the service provides equal opportunity 
to all students. The tools in this check out are the only tools available to students. A limited selection of hand 
tools, as well as carts, ladders, and hardware, can be found in the Facilities workshop in B14. The Facilities 
department does not lend out power tools. 
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2019-2020 Graduate 
TUITION AND FEES 
Students are responsible for paying all tuition and fees legitimately charged to their student account. Students 
who have an outstanding balance must go to the Student Accounts Office for information on how to pay their 
outstanding balance. An outstanding balance will result in a hold on the student’s grades, transcripts, and 
diploma. New students have until 7 days prior to the first day of the semester to make or arrange payment.

FULL-TIME (12-18 CREDITS)*
TUITION & FEES PER SEMESTER

TuiTion: CollaboraTive Design / PrinT MeDia / visual sTuDies $19,530.00

TuiTion: aPPlieD CrafT & Design $19,162.50

TuiTion: CriTiCal sTuDies $15,172.50

TuiTion: low-resiDenCy ($21,350 average Per year)* Per CreDiT hour $1,176.00

sTuDenT aCTiviTy fee: all sTuDenTs $100 

TeChnology fee: all sTuDenTs $350

healTh insuranCe: all sTuDenTs** $1,414.50)

**Health insurance is required for all students taking 6 or more credits who do not already have health insurance.
The health insurance fee will be waived upon proof of current health insurance coverage. Health Insurance Waiver Forms may be obtained in the Student 
Accounts office or submitted online by going to - http://pnca.edu/admissions/registration_forms
Students taking less than 6 credits may purchase the College’s student health insurance if desired.

http://pnca.edu/admissions/registration_forms
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2019-2020 
BFA + Post-Baccalaureate 
TUITION and FEES 
Students are responsible for paying all tuition and fees legitimately charged to their student account. Students 
who have an outstanding balance must go to the Student Accounts Office for information on how to pay their 
outstanding balance. An outstanding balance will result in a hold on the student’s grades, transcripts, and 
diploma. New students have until 7 days prior to the first day of the semester to make or arrange payment.

FULL-TIME (12-18 CREDITS)
TUITION & FEES PER SEMESTER

TuiTion: all sTuDenTs $19,687.50

sTuDenT aCTiviTy fee: all sTuDenTs $150

TeChnology fee: all sTuDenTs $350

healTh insuranCe: all sTuDenTs** $1,414.50

**Health insurance is required for all students taking 6 or more credits who do not already have health insurance.
The health insurance fee will be waived upon proof of current health insurance coverage. Health Insurance Waiver Forms may be obtained in the Student 
Accounts office or submitted online by going to - http://pnca.edu/admissions/registration_forms
Students taking less than 6 credits may purchase the College’s student health insurance if desired.

http://pnca.edu/admissions/registration_forms
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2019-2020 Bfa + PoSt-BaccaLaUREatE tUItIoN aND fEES 
OVER 18 CREDIT HOURS
TUITION & FEES PER CREDIT HOUR OVER 18

TuiTion: $1,641.00  

sTuDenT aCTiviTy fee: no aDDiTional 

TeChnology fee: $46 (Per CreDiT hour)

UNDER 12 CREDIT HOURS
TUITION & FEES PER CREDIT HOUR

TuiTion:  $1,641

sTuDenT aCTiviTy fee: $75 (flat fee)

TeChnology fee: $46 (per credit hour)

healTh insuranCe fee: (6-11 CreDiTs enrolleD)** $1,414.50 (flat fee)

ADDITIONAL FEES 
sTuDio renTal (Per seMesTer} $450

sTuDio DaMage Charge $150

laTe regisTraTion (Per seMesTer) $250

loCker renTal (Per seMesTer) $20 

auDiT fees (Per CreDiT hour) $635

laTe fee-finanCe Charge (Per MonTh) 1% of balanCe

PayMenT Plan fee (Per seMesTer) $30

PayMenT Plan laTe fee (Per MonTh) $15

wire Transfer fee (Per TransaCTion) $40
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2019-2020 Bfa + PoSt-BaccaLaUREatE tUItIoN aND fEES 
STUDENT HOUSING 
FURNISHED APARTMENTS, PER 8/21/2019 THROUGH 5/10/2020  CONTRACT

shareD sTuDio $8,866

shareD MulTi-beDrooM $10,063

PrivaTe MulTi-beDrooM $14,428

PrivaTe sTuDio $17,730

resiDenCe life PrograM fee (requireD, non-refunDable) $75/seMesTer

renTer’s insuranCe (requireD, non-refunDable) $80.000/seMesTer
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2019-2020 tUItIoN aND fEES 
BILLING STATEMENTS 
The College maintains records, processes payments, and mails monthly statements to all accounts that have 
a balance over $10. Monthly statements are posted online at reg.pnca.edu. It is the responsibility of each 
student to ensure that all credits and/or adjustments have been correctly applied to his or her account. It 
is also the responsibility of each student to ensure that the College has his or her current billing address. 
Students with a prior balance in excess of $200 will have their registration put on hold.

PAYMENT DUE 
Payment for each semester, less any certified loans and/or accepted grants and scholarships, is due in full 
7 days prior to the start of classes. The first installment of a finalized payment plan made by the payment 
deadline is considered a valid payment arrangement.

PNCA accepts cash, check (made out to PNCA), debit or credit card (Visa, MasterCard, Discover) for payment. 
Credit card payments will incur a 2.65% service fee. Payment can be made online at reg.pnca.edu. Failure to 
receive anticipated financial aid does not excuse the student’s obligation to pay the full amount due to the 
College. Students who have an outstanding balance must contact the Student Accounts Office for information 
on how to settle their account.

Any students who have outstanding past-due balances by the end of the add/drop period will be unregistered 
from classes and un-enrolled for the semester. Any outstanding balance will result in a hold on the student’s 
grades, transcript, ability to register for classes, and diploma. Past-due accounts are subject to a monthly 1% 
finance charge.

ART HOUSE AND BALANCE DUE
Any students who have an outstanding balance with the College and have not made acceptable payment 
arrangements by the 7 day payment deadline will not be eligible to sign a lease agreement for Art House upon 
move-in day.

PAYMENT PLAN 
Students have the option of paying for each semester in up to five monthly installments.

The first payment for fall semester may be made as early as July, but must be received no later than 7 days 
prior to the start of classes. Subsequent payments are due on the last day of each month. This payment 
arrangement must be made with and approved by the Student Accounts Office. 

Accounts must be paid in full by the last day of each semester. The payment plan is interest-free but is subject 
to a $30 processing fee each semester. Late payments are subject to a $15 late fee for each month past due. 
Unpaid payment plan balances are subject to a monthly 1% finance charge.

http://reg.pnca.edu
http://reg.pnca.edu/
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2019-2020 tUItIoN aND fEES 
WITHDRAWING FROM THE COLLEGE
To officially withdraw from PNCA, you must complete and submit the Withdraw from College Form in the 
Registration Office or contact the Registration office registration@pnca.edu 503-821-8903. Students who 
officially withdraw from all courses may be eligible for a partial refund.

REFUNDS
No refund will be made for students who withdraw after the eighth week of classes.

Refunds apply to tuition only; fees are not refundable. Tuition and fees are not transferable to another 
semester. PNCA will not reduce tuition due to absence from a class, regardless of the reason for the absence. 
If a student withdraws, institutional aid (grants and scholarships awarded by PNCA) will be prorated based 
on the time attended. Any unearned institutional aid will be removed from the student’s account per the chart 
below:

offiCial wiThDrawal before the first week of classes 100% of TuiTion refunDeD 
 (No scholarship earNed)

offiCial wiThDrawal During firsT week of Classes 100% of TuiTion refunDeD
 (No scholarship earNed)

seConD week of Classes 100% of TuiTion refunDeD
 (No scholarship earNed)

ThirD week of Classes 70% of TuiTion refunDeD
 (30% of discouNt earNed)

fourTh week of Classes 60% of TuiTion refunDeD
 (40% of discouNt earNed)

fifTh week of Classes 50% of TuiTion refunDeD
 (50% discouNt earNed)

sixTh week of Classes 40% of TuiTion refunDeD
 (60% of discouNt earNed)

sevenTh week of Classes 30% of TuiTion refunDeD
 (70% of discouNt earNed)

eighTh week of Classes 20% of TuiTion refunDeD
 (80% of discouNt earNed

Federal law requires PNCA to return all or part of a student’s Title IV aid to its source. Only students who have 
submitted a College Withdrawal Form to the registrar will receive a refund of tuition charges, if applicable. 
Students should be aware that they may owe a balance to the College if they officially withdraw from all 
courses. See page 41 for more information about withdrawing from the College.

mailto:registration@pnca.edu


33←back to table of contents

2019-2020 tUItIoN aND fEES 
COLLECTIONS 
The College will continue to withhold all diplomas and academic transcripts from any student until such time 
as the debt is paid. Please be aware that maintaining a current account is the personal responsibility of each 
student. Without exception, collection action will be taken against the student, not a parent or other party. 
If the College refers a student’s delinquent account to a collection agency or an attorney, these costs, plus 
administrative expenses associated with the collection effort, including court costs, will be due and payable 
by the student. In this instance the account will no longer be held by the College, and the student will have to 
direct all inquiries and payments to the collection agency.

VETERAN BENEFIT RECIPIENTS
PNCA is a proud participant in the Post-9/11 GI Bill® Yellow Ribbon Program. We are committed to insure that 
tuition and all eligible fees are funded for a certified Yellow Ribbon student.

PNCA participates with Vocational Rehabilitation Education Assistance Program. (VR&E Chapter 31)

Any individual who is entitled to educational assistance under chapter 31 Vocational Rehabilitation and 
Employment, or chapter 33, Post-9/11 GI Bill® benefits who is admitted to the College will be permitted to 
attend and/or participate in their course of education during the period beginning on the date on which 
the individual provides to the College a certificate of eligibility for entitlement to educational assistance 
under Chapter 31 or 33 and ending on the earlier of either (1) the date on which payment from VA is made 
to the College, or (2) 90 days after the date the College certified tuition and fees following the receipt of the 
certificate of eligibility.

 No penalty will be imposed, including assessment of late fees, denial of access to classes, libraries or other 
institutional facilities, because of the individual’s inability to meet their financial obligations to the College due 
to the delayed disbursement funding from VA under Chapter 31 or 33.

For general questions about VA education benefits and eligibility, contact the Department of Veterans Affairs at 
888.442.4551 or gibill.va.gov. For questions about how to apply for benefits or how benefits may be applied at 
PNCA, contact us M-F, 9am-5pm PST. Office of the Registrar Room 268 registration@pnca.edu 503.821.8903

http://www.gibill.va.gov/
mailto:registration@pnca.edu
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2019-2020 fINaNcIaL aID

APPLYING FOR FINANCIAL AID 
Students who wish to receive financial aid must apply each academic year. The application for Federal Student 
Aid (FAFSA) for 2019-20 will be available online at www.fafsa.ed.gov beginning October 1, 2018. Students who 
complete their FAFSA before February 1, 2019, have priority in the awarding of financial aid.  Please refer to 
the College catalog and PNCA website for additional information. The Financial Aid Office is located on the 
second floor of the 511 Building (Room 265).

RENEWAL OF FINANCIAL AID
Financial aid is awarded on an annual basis. Students must reapply each spring to be considered for financial 
aid in the upcoming academic year. The reapplication process should be completed no later than February 1, 
for priority consideration. Students who wish to be considered for federal financial aid resources must file the 
Free Application for Federal Student Aid (FAFSA). 

DETERMINING ELIGIBILITY
The primary purpose of financial aid is to provide resources for students who demonstrate financial need. The 
formula for determining financial need is simple: 

Cost of AttendAnCe - expeCted fAmily Contribution = demonstrAted finAnCiAl need

COST OF ATTENDANCE
Each year PNCA estimates the typical cost associated with enrollment. Our calculations take into 
consideration: Tuition & Fees, Room & Board, Books & Supplies, Transportation, Personal Expenses. The 
sum of these typical expenses is called the cost of attendance or budget. The budget used to determine 
your financial aid eligibility is shown on your financial aid award letter. A detailed breakdown of the cost of 
attendance components can also be found on your award letter. It is important to realize that the components 
are estimates that reflect the typical costs most students have during a year at PNCA. 

http://www.fafsa.ed.gov
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2019-2020 fINaNcIaL aID

TYPES OF FINANCIAL AID 
There are two categories of financial aid:

1) Gift Aid: generally refers to GRANTS and SCHOLARSHIPS. These are funds you are not required to pay back.

2) Self-Help Aid: generally refers to CAMPUS EMPLOYMENT and LOANS. Loans must be paid back. 

GRANTS 
Grants are gifts of tuition assistance from federal, state and PNCA sources for undergraduate students 
with financial need. PNCA administers grants from the following programs: Federal Pell Grant, Federal 
Supplemental Educational Opportunity Grant, Oregon Opportunity Grant, and PNCA Institutional Grants.

SCHOLARSHIPS
PNCA scholarships for new students are awarded on the strength of their admissions application, including 
the essay, portfolio, and grades. PNCA merit scholarships for returning students are awarded on the basis 
of classroom performance in the previous year, or by competition. Scholarship recipients may be required 
to write thank-you letters before the scholarship funds will be disbursed. A listing of more than forty PNCA 
scholarships is published on the PNCA website: http://www.pnca.edu/admissions/fa/c/scholarships

http://www.pnca.edu/admissions/fa/c/scholarships
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2019-2020 fINaNcIaL aID

CAMPUS EMPLOYMENT 
Federal Work-Study (FWS) is a federally funded student employment program. A processed FAFSA is required 
in order to be considered for FWS funds, and priority is given to students who complete the FAFSA before 
February 1. Students can contact the Financial Aid Office to determine FWS eligibility. In order to work on 
campus, students must be eligible to receive FWS funds and must apply for a FWS position. Eligible students 
whose skills best fit the needs of the hiring department will be considered first. Students are paid for their 
work in the form of a paycheck at the end of the month. Federal Work-Study funds are not applied to tuition 
and fees, but can be used for other educational expenses. Available Work-Study positions are posted on the 
PNCA|JobWorks website http://pnca.edu/jobworks. Students with a Parent Plus Loan packaged up to the 
cost of attendance may be required to revoke a portion of the loan in order to accommodate for FWS funds. 
Graduate students who elect to participate in the Federal Work-Study program may also be required to revoke 
a portion of loan eligibility. For more information, please contact the Financial Aid Office.

http://pnca.edu/jobworks
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2019-2020 fINaNcIaL aID

LOANS 
Student loans are considered to be a form of self-help aid and must be repaid. PNCA participates in the 
Federal Direct Stafford Loan Program and the Federal Direct PLUS Loan Program (for parents of dependent 
students and graduate students). Students interested in receiving student loans must first complete a FAFSA. 
Loan amounts are determined by the student’s academic grade level and federal eligibility per the chart 
below.  Additional instructions and eligibility requirements will be provided in the student’s Financial Aid 
Award Letter. For more information, visit: studentaid.ed.gov/loans. 

Students may also apply for a private or alternative loan to cover their cost at PNCA. PNCA will certify the 
loan request with the lender and disburse the funds to the student’s account. Further information about some 
private loan options are listed online at: https://pnca.edu/admissions/tuition-financial-aid/undergraduate

interest rAtes for direCt loAns first disbursed on or After July 1, 2019, And before July 1, 2020

Loan Type Borrower Type Fixed Interest Rate
Direct Subsidized Loans  

and Direct Unsubsidized Loans

Undergraduate 4.53%

Direct Unsubsidized Loans Graduate or Professional 6.08%

Direct PLUS Loans Parents and Graduate or Professional Students 7.08%

AnnuAl federAl direCt loAn limits
Note: Students must be enrolled 
at least half-time to borrow 
Direct Loans.

Dependent 
Undergraduate Students

Independent  
Undergraduate Students

Graduate/Professional Degree 
Students

1st year
(0-29 college credits)

$5,500
(max. $3,500 subsidized)

$9,500
(max. $3,500 subsidized)

$20,500
Unsubsidized loan only
(no subsidized eligibility)

2nd year
(30-59 college credits)

$6,500
(max. $4,500 subsidized)

$10,500
(max. $4,500 subsidized)

3rd and 4th year
(60+ college credits)

$7,500
(max. $5,500 subsidized)

$12,500
(max. $5,500 subsidized)

Aggregate Loan Limits $31,000
(No more than $23,000 in 
subsidized loans)

$57,500
(No more than $23,000 in 
subsidized loans)

$138,500
(The graduate debt limit includes 
Direct Loans received for 
undergraduate study)

https://studentaid.ed.gov/types/loans
https://pnca.edu/admissions/tuition-financial-aid/undergraduate
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2019-2020 fINaNcIaL aID

FAFSA VERIFICATION 
Families may be asked to provide documentation to validate information provided on the aid applications 
through a process called Verification. Students who are selected must complete the Verification process to 
confirm their eligibility for aid. The College may require verification to resolve discrepant information provided 
in the process of applying for aid or prior to consideration of special circumstances. 

Students are encouraged to respond promptly to any request for verification documents. Failure to supply the 
requested forms in a timely manner will significantly delay the processing of financial aid and may result in 
the cancellation of aid.

ACCEPTING YOUR AWARD
If you are accepting all awards, you do not need to sign and return your award letter. Scholarships and grants 
are automatically accepted on the student’s behalf. By completing the assigned loan requirements the student 
is accepting the loans offered for the academic year, unless otherwise specified.

DECLINING YOUR AWARD
To decline any of your offered awards, cross out the specific award on your award letter, sign your letter, and 
return to PNCA’s Financial Aid Office. It is required that you send this letter back to inform the Financial Aid 
Office that you are declining an award. Failure to do so could result in delays for the disbursement of other 
awards.
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2019-2020 fINaNcIaL aID

INCOMPLETE OR MISSING 
DOCUMENTS
Failure to supply completed financial aid  forms in a timely manner will significantly delay the processing of 
financial aid and may result in the cancellation of aid.

CHANGES IN ENROLLMENT 
STATUS
If a student drops below full-time enrollment (less than 12 credits in a semester), eligibility for aid will be 
reviewed. Students must be enrolled at least half-time to be eligible for Federal Direct Loans and PLUS Loan 
funds. Limited Federal Pell Grant funds may be available to students enrolled less than half-time. Enrollment 
requirements will vary depending on the conditions of the specific scholarship. To know the enrollment 
proation of a scholarship contact the Financial Aid Office. 
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2019-2020 fINaNcIaL aID

ALLOWANCE FOR THE TIMELY 
PURCHASE OF BOOKS AND 
SUPPLIES 
To help pay for books and supplies, students whose anticipated financial aid exceeds their balance due may 
qualify for an Emergency Student Loan of up to $500 prior to the issuance of financial aid refund checks. If 
qualified, a student can request an Emergency Student Loan by contacting the Student Accounts Office. A 
complete list of eligibility criteria is available in Student Accounts. Requests can be made up to one week 
prior to the beginning of the semester. Emergency Student Loan funds are paid to the student in the form of a 
check.

TAXABILITY OF GRANTS AND 
SCHOLARSHIPS
Taxability of Scholarships & Grants from all sources received in a calendar year in excess of the amount 
of tuition and books/supplies for that calendar year are subject to federal income tax. The College is not 
responsible for notifying students of the taxable amounts of grants and scholarships. The Office of Financial 
Aid cannot serve as a tax consultant or adviser, but detailed information concerning the taxability of 
scholarships and grants can be found in IRS Publication 970 Tax Benefits for Education, on www.irs.gov, or by 
consulting a personal tax adviser.

http://www.irs.gov
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2019-2020 fINaNcIaL aID

OFFICIAL WITHDRAWAL & 
FINANCIAL AID 
If you withdraw from the College during a semester, institutional aid (grants and scholarships awarded by PNCA) will be prorated based on the time attended. 
Any unearned institutional aid will be removed from the student’s account. In addition, PNCA may be required to return all or part of your federal financial 
aid. A review of your federal aid will be performed within 30 days of your withdrawal to determine any adjustments required by law. You will be notified of 
these changes in writing. Unearned “F” grades (awarded if you cease attendance in one or all of your classes but do not officially withdraw) are treated as 
“W” grades for purposes of federal financial aid review and adjustment. For more detailed information regarding the Federal Return To Title IV (federal aid) 
calculation, please contact PNCA’s Financial Aid Office.
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2019-2020 fINaNcIaL aID 

SATISFACTORY ACADEMIC 
PROGRESS(Warning, Disqualification, Probation) 
Students who receive federal, state or institutional aid must be making progress toward the completion of 
their degree in order to remain aid-eligible. Satisfactory Academic Progress (SAP) is reviewed after each 
semester using the following minimum requirements in these three areas::

1) Minimum Grade Point Average: Students must meet the minimum GPA requirements (both semester and 
cumulative)

unDergraDuaTe sTuDenTs: 2.0

graDuaTe sTuDenT:  3.0

2) Completion Rate: Students must successfully complete at least a minimum percentage of all credit hours 
attempted. This percentage includes all PNCA credit hours (including repeated coursework) and transfer 
credit hours, regardless of whether or not financial aid was received. Grades of F, W and I are not considered 
to be adequate grades for completion.

unDergraDuaTe sTuDenTs: 67%

graDuaTe sTuDenT  67%

3) Maximum Credit Hours: Students are expected to complete their degree pursuits within a maximum 
timeframe (including transfer credits and PNCA attempted hours). Students may not receive financial 
assistance beyond the following:

unDergraDuaTe sTuDenTs:    180 semester credit hours

graDuaTe sTuDenTs (excludiNg critical studies program):  90 semester credit hours

graDuaTe sTuDenTs (critical studies program):   67.5 semester credits hours

Students who meet or exceed SAP minimum requirements remain in good standing with financial aid. 
Students who fail to meet SAP minimum requirements are placed on financial aid warning and are given one 
additional semester of funding, during which they must make up their deficiencies. Each student placed on 
financial aid warning will be notified via letter of their warning status, and of the steps necessary to ensure 
continued eligibility for financial aid.

If a student does not make up deficiencies within one semester of being placed on financial aid warning, 
they will be disqualified from receiving further financial aid through PNCA. Students who disagree with their 
disqualification status or have mitigating circumstances may submit an appeal to the director of Financial Aid 
for a review of their particular situation. If a SAP appeal is approved, the student will be placed on financial 
aid probation for one additional semester and/or until the terms of the probation are met by the student. 
Satisfactory Academic Progress for financial aid purposes is distinct and separate from a student’s academic 
standing with the College.

Note: Recipients of PNCA scholarships must also meet the SAP standards associated with their awards.
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DISBURSING FINANCIAL AID
Financial aid will be applied to student accounts and used to address charges incurred, such as tuition and 
fees as well as room and board if a student resides on campus. Financial aid funds cannot be applied until the 
appropriate paperwork has been completed and the funds are received. 

STUDENT ACCOUNT REFUNDS
Financial aid applied to a student account that exceeds the amount a student has been charged may be 
refunded to the student. Refunds must be used to cover education-related expenses such as off-campus living 
expenses, transportation and/or books and supplies. Refund checks are released by the Student Accounts 
Office after the add-drop period and weekly thereafter. Refer to the Costs/Tuition section of this handbook for 
more information on student account refunds.
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acaDEmIc PoLIcIES

MFA DEGREE REQUIREMENTS
The MFA degree program requires 60 credits of graduate study. Requirements for MFA degree programs and 
course descriptions are available at  www.pnca.edu. The Graduate program does not accept transfer credit. 
Changing programs within the Graduate program is only available with the approval of the Academic Dean 
and the Dept. Chairs. These exceptions may affect a students financial aid package and/or requirements to 
complete the degree.

MA DEGREE REQUIREMENTS
The MA in Critical Studies degree program requires 45 credits of graduate study. The MA in Design Systems 
degree program requires 40 credits of graduate study. Requirements for majors and course descriptions are 
available at  www.pnca.edu. The Graduate program does not accept transfer credit. Changing programs within 
the Graduate program is only available with the approval of the Academic Dean and the Dept. Chairs. These 
exceptions may affect a students financial aid package and/or requirements to complete the degree.

BFA DEGREE REQUIREMENTS 
A minimum of 120 credits is required to earn the Bachelor of Fine Arts degree (121 credits if required to 
take the ‘First Year Seminar course’). For all majors this includes: 75 (76) in studio, 30 in Liberal Arts and 
Sciences, and 15 in Art History. Of the studio credits, 15 (16)  are required courses in the Foundation program, 
at least 36 are the required courses in the studio major, and the remainder are available for studio electives. 
Requirements for majors and course descriptions are available at  www.pnca.edu. A minimum two-year 
residency at the College is required.

http://www.pnca.edu
http://www.pnca.edu
http://www.pnca.edu
http://www.pnca.edu
http://www.pnca.edu
http://www.pnca.edu
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SELECTING A MAJOR
You will choose a major at the end of your Freshman Year. Consult with Area Chairs, Department Heads, and 
your faculty advisor for more information. In the fall, there is a Majors Week as well as opportunities to meet 
with Faculty Mentors, Area Chairs and Department Heads to ask questions and gather information about 
making the best choice.

CHANGING YOUR MAJOR 
You may change your major at any time, but due to course requirements within each area, additional 
coursework may be required, which could possibly extend your time at the College. If you would like to change 
your major, schedule an appointment with your Department Head in that major to plan a course schedule 
that will allow you to graduate in a timely fashion. You must submit a Declared/Change of Major form to the 
Registration Office, form is available in that office.

ATTENDANCE  
The College expects students to attend all of their scheduled classes. Instructors have the right to lower a 
student’s grade for absences. Attendance policies and procedures are included on every course syllabus. If 
you must miss classes due to illness or extenuating circumstances, be sure to inform your instructors and 
discuss the assignments you have missed to determine whether the work can be made up.

CREDITS  
PNCA is on a semester-credit system. One semester-credit represents three hours of work per week for 
15 weeks. Each lecture hour of class in Liberal Arts and Science requires a minimum of two hours of work 
outside of class. 

PNCA typically offers 3 credit Studio courses that meet for 6 hours of classroom time and require 3 hours of 
work outside of class per week. 

Liberal Arts, Art History and Science courses offered for 3 credits meet for 3 hours and require 6 hours of 
work outside of class per week.
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ENROLLMENT STATUS 
Admitted students may enroll on a full-time (minimum of 12 credits per semester) or part-time (fewer 
than 12 credits per semester) basis. Courses taken concurrently at other schools do not count towards 
PNCA enrollment status. If a student changes to part-time status, their financial aid award will be adjusted 
accordingly.

REGISTERING FOR COURSES 
Students register for courses with PNCA Self-Service  https://reg.pnca.edu each semester during the dates 
listed in the academic calendar. (see page 5 or the Registration page on Homeroom). Registration is available 
for returning students before the end of the previous semester. By registering for courses, you are agreeing 
to pay in full all tuition and fees associated with your schedule, whether or not you attend all classes. If you 
register after classes have begun you will be charged a $250 late registration fee.

ADD/DROP
You may add or drop courses during the first two weeks of the Fall and Spring semester through Self-Service 
https://reg.pnca.edu. Courses dropped during the Add/Drop period will not appear on your transcript. After the 
Drop/Add period, you are financially and academically responsible for all classes appearing on your schedule. 
Note that Summer semester is condensed and therefore will have a shortened add/drop period (see Academic 
Calendar).

https://reg.pnca.edu
https://reg.pnca.edu
https://reg.pnca.edu
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WITHDRAWAL FROM A COURSE 
After the Add/Drop period, your schedule is final and you are financially and academically responsible for 
all courses on your schedule. You may, however, withdraw from a course up through the tenth week of the 
semester. To withdraw from a course, complete the Course Withdrawal Form in the Registration Office. Once 
you have done so, a “W” will be recorded on your transcript instead of a grade for the course. The “W” will not 
be calculated in your GPA (grade point average). Reduction of the course load from the full-time enrollment 
requirement of 12 credits per semester may adversely affect financial aid eligibility and your progress 
toward your degree. If you stop attending a course, but fail to complete a Course Withdrawal Form, you will 
automatically receive an “F” for the course. Be sure to complete the Course Withdrawal Form and submit it to 
the Registration Office. You should carefully consider withdrawing from a course, and should meet with your 
department head, and a Financial Aid Office staff member beforehand. Withdrawing from a course may affect 
your eligibility for financial aid.

AUDITING POLICY
Auditing a BFA course for non-credit is an option for students who are not interested in obtaining credit. 
Auditing a course is allowed on a space-available basis and with the permission of the instructor. Permission 
to Audit forms are available in the Registration Office. Audited courses do not count as credits earned toward 
a degree, nor do they affect the student’s GPA. You may want to consult with your department head about your 
desire to audit a course for non-credit.

No additional tuition will be charged for full-time students. Part-time students will be charged $635 per credit 
hour. 

REPEATING A COURSE
If you fail a required course, you must repeat it.  If you fail a non-required course, you have the option of 
repeating it. Studio courses above the Foundation level can be taken again as studio electives. In all cases, 
the original grade remains on your transcript for the semester in which it was given, and the new grade is 
recorded on your transcript for the semester in which it was given
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INDEPENDENT STUDY - 
UNDERGRADUATE 
If you cannot access a particular kind or level of class through the existing PNCA course offerings, you 
may propose an Independent Study. The purpose of an Independent Study is to provide undergraduate 
students with studies that are not available through the regular courses offered within the PNCA curriculum. 
Independent Study is for Junior or Senior students only. You may take no more than one Independent Study 
per semester. Each credit represents three hours of work per week for the 16-week semester. An Independent 
Study must first be approved by your Area Chair and the Academic Dean. A faculty member has the option to 
decline an independent study. To propose an Independent Study, you should do the following:

(1) inDePenDenT sTuDy ConTraCT forMs are available in The regisTraTion offiCe. 

(2) requesT aPProval for your ProPosal froM your DeParTMenT heaD. in your ProPosal, sTaTe your sPeCifiC goals 

anD The ProjeCTs, MeThoDs of evaluaTion, anD nuMber of CreDiTs for your inDePenDenT sTuDy. 

(3) DeParTMenT heaD will work wiTh you To furTher DeveloP your ProPosal anD seleCT an aPProPriaTe faCulTy 

suPervisor. The DeParTMenT heaD, faCulTy suPervisor, anD aCaDeMiC Dean MusT sign The forM.

(4) subMiT your CoMPleTeD inDePenDenT sTuDy ConTraCT To The regisTraTion offiCe. 

The Registration office will officially register you for the Independent Study. These steps must be completed 
before the Add/Drop deadline for the semester.

A studio independent study is typically 3 credits, but can be fewer in the case of making up partial units. You 
may not exceed a total of 6 independent study credits in all (only upon approval of Academic Dean).

INDEPENDENT STUDY - 
GRADUATE  
Graduate program students: Independent Study requires approval of your Department Chair. Independent 
Study Forms are available in the Registration office.
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INTERNSHIPS 
An internship is a high quality, art or design-related work experience that supplements and enhances your 
academic training and formal education at PNCA. Internships introduce you to a specific field, bridge the 
gap between the academic environment and employment, and provide a unique opportunity to gain valuable 
professional experience before graduation. All students are encouraged to complete an internship. In order to 
be eligible, you must have completed a minimum of 60 credits and be in good academic standing. Internships 
can range from one to six credits, although the average number of credits is three. Each credit equals 45 
hours of work (two credits equals 90 hours, six credits equals 270 hours). You may not exceed six Internship 
credits. Internship information is available in the BridgeLab Career Center. You should speak with the Director 
of the BridgeLab Career Center, faculty members, and department chairs to find an ideal internship. Once you 
have secured an internship, meet with the Director of the BridgeLab Career Center to complete the necessary 
paperwork. Finally, make sure to register for your internship on Self-Serve (Course number ND301) to receive 
credit. Internships for Communication Design and Illustration majors are distinguished by the title Design Arts 
Internship (Course number DA441). Design Arts students are required to complete at least one 3 credit Design 
Arts Internship OR DA445 Center for Design (C4D). An internship is to be arranged through the BridgeLab 
Career Center. All internships are graded on a Pass/Fail basis.

Find additional internship information by searching for the Traditional Internship site and Communication 
Design Internships site on Homeroom.

INTERNSHIPS - GRADUATE  
Graduate program students: Graduate Internship (Course number HF501) internships are graded on a pass/
fail basis. Please contact BridgeLab for more information.
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FULBRIGHT U.S. STUDENT 
PROGRAM 
PNCA student and recent alumni are encouraged to apply for the Fulbright U.S. Student Program. This Federal 
grant offers research, study, and teaching opportunities in over 140 countries to recent graduates. Successful 
proposals typically take a year or more to develop, so it is beneficial to begin the process early in your 
undergraduate or graduate studies at PNCA. It is never too soon to start! The application process will take 
place the summer before your final year at PNCA, and you may apply up to five years after graduation.

PNCA’s Fulbright Program Adviser (FPA) is Academic Dean Kate Copeland. She holds informational sessions 
throughout the year and posts information here:  https://homeroom.pnca.edu/sites/1739. Further information 
about the Fulbright U.S. Student program can be found here:  http://us.fulbrightonline.org

https://homeroom.pnca.edu/sites/1739
https://homeroom.pnca.edu/sites/1739
http://us.fulbrightonline.org
http://us.fulbrightonline.org
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GRADES 
Evaluations of student performance are linked to the stated objectives of each course. At the onset of each 
course and on the course syllabus, instructors explain:

• How evaluation of student performance is linked to the course objectives 
• How each element/assignment in the coursework will be considered in assigning the final grade 
• The criteria used for evaluation 
• The policies on attendance, make-up work, and extra credit, and the grading implications of those policies

Grades are available in reg.pnca.edu Self-Service at the end of each semester.

GrAde VAlues:
a+ 4.00 exCellenT

a 4.00 exCellenT

a- 3.67  exCellenT

b+ 3.33 above average

b 3.00 above average

b- 2.67 above average

C+ 2.33 average

C 2.00 average

C- 1.67 average

D+ 1.33  below average

D 1.00  below average

D- 0.67  lowesT Passing graDe

f 0.00 failing

w 0.00  wiThDrawal (noT inCluDeD in gPa)

i 0.00 inCoMPleTe

http://reg.pnca.edu
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GRADING CRITERIA 
Please note: Graduate program students must maintain at least a 3.00 (B) grade point average (GPA) in graduate 
courses taken in the degree program. Grades of D+ or lower for graduate courses are not accepted for graduate credit 
but are computed in the GPA. A Graduate program student has the right contest a grade by petitioning the Graduate 
Chair and Academic Dean in writing.

GrAde A: sTuDenT PerforManCe 
is ouTsTanDing. sTuDenT exhibiTs 
exCellenT aChieveMenT anD 
CrafTsManshiP in all asPeCTs 
of work. sTuDenT exCeeDs 
The ProbleM CriTeria anD 
ConsisTenTly Challenges 
hiMself/herself To seek fresh 
soluTions To assigneD ProbleMs. 
sTuDenT exhibiTs a CoMMiTMenT 
To exPanDing iDeas, voCabulary, 
anD PerforManCe. sTuDenT’s 
aTTenDanCe, ParTiCiPaTion, 
anD Class involveMenT are 
exCellenT.

GrAde b: sTuDenT PerforMs 
beyonD The requireMenTs of 
assignMenTs. sTuDenT exhibiTs 
above-average Progress anD 
CrafTsManshiP in all work. 
sTuDenT MeeTs anD exCeeDs 
The ProbleM CriTeria. sTuDenT 
exhibiTs above-average inTeresT 
in exPanDing iDeas, voCabulary, 
anD PerforManCe. sTuDenT’s 
aTTenDanCe, ParTiCiPaTion, anD 
Class involveMenT are above 
average.

GrAde C: sTuDenT PerforManCe 
is average anD all requireMenTs 
are fulfilleD. sTuDenT exhibiTs 
an average level of Progress 
anD iMProveMenT in all work. 
sTuDenT MeeTs The ProbleM 
CriTeria. sTuDenT exhibiTs 
inTeresT in exPanDing iDeas, 
voCabulary, anD PerforManCe. 
sTuDenT’s aTTenDanCe, 
ParTiCiPaTion, anD Class 
involveMenT are aDequaTe. 

GrAde d: sTuDenT PerforManCe 
is uneven anD requireMenTs are 
ParTially fulfilleD. sTuDenT’s 
ouTPuT is MiniMal. sTuDenT 
exhibiTs MiniMal iMProveMenT 
in work. sTuDenT Does noT 
MeeT The ProbleM CriTeria 
in all assignMenTs. sTuDenT 
exhibiTs MiniMal inTeresT in 
exPanDing iDeas, voCabulary, 
anD PerforManCe. sTuDenT’s 
aTTenDanCe, ParTiCiPaTion, anD 
Class involveMenT are less Than 
aDequaTe.

GrAde f: no CreDiT earneD. 
sTuDenT fails To MeeT a MiniMuM 
PerforManCe level. sTuDenT 
Does noT exhibiT aChieveMenT, 
Progress, or aDequaTe levels 
of CrafTsManshiP in all 
assignMenTs. sTuDenT’s work 
is ConsisTenTly inCoMPleTe 
or unsuCCessful. sTuDenT’s 
aTTenDanCe, ParTiCiPaTion, 
anD Class involveMenT are 
inaDequaTe.

pAss/fAil GrAde: Pass/fail 
graDing is useD for inTernshiPs 
beCause The Course ConTenT 
is suCh ThaT DireCT faulTy 
oversighT of The learning 
exPerienCe is noT Possible, 
Making evaluaTion wiTh The 
PresenT graDing CriTeria 
DiffiCulT. Pass iMPlies a C graDe 
or above. fail iMPlies less Than 
a C graDe. Coursework graDeD 
as fail will noT aPPly To The 
Degree. Pass/fail graDes are 
noT CalCulaTeD in The gPa (graDe 
PoinT average).

inComplete GrAde: in CerTain siTuaTions, you May requesT an inCoMPleTe graDe for a Course. ofTen This is when 
an eMergenCy siTuaTion has oCCurreD afTer week Ten of The TerM (week 5 in suMMer). you May PeTiTion for an 
inCoMPleTe if your siTuaTion MeeTs boTh of These ConDiTions:
(1) an exTenuaTing CirCuMsTanCe (illness, faMily eMergenCy) has oCCurreD anD iT has PrevenTeD you froM 
CoMPleTing Coursework. 
(2) you are CurrenTly in gooD sTanDing in The Class.
An Incomplete should be viewed as a response to a recent, unexpected, and dramatic event in your life, such as an illness or family emergency. An Incomplete is not 
simply an extension of time to complete work for a class. It is your responsibility to obtain an Incomplete Form from the Registration Office and to present the request 
to your instructor. The decision to grant an Incomplete is up to the instructor, and an Incomplete may not necessarily be appropriate in all situations or for all types of 
courses. The instructor may deny the request if the circumstances do not meet the above criteria, or if the amount or type of work does not lend itself to completion 
outside the classroom. For example, a Life Drawing class requires a model, and some classes are based on group critiques. An instructor will tell students what as-
signments, projects, or tests are required to receive a passing grade. If an Incomplete is granted, you must complete the required work within three weeks after the end 
of the term. At the end of this three weeks, the instructor will submit the new grade to the Registration Office.
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DEAN’S LIST  
The Dean’s List recognizes academic excellence for full-time undergraduate students who achieve a grade 
point average of 3.85 or above for the semester. Each semester Dean’s list students are recognized publicly 
for their achievement. 

UNDERGRADUATE SATISFACTORY 
ACADEMIC PROGRESS, 
PROBATION, AND DISMISSAL 
Undergraduate students who do not achieve a grade point average of at least 2.0 (C) in a semester will be 
placed on academic probation the following semester. Probation is limited to one semester. To regain good 
academic standing, the student must register for at least six credits and maintain a GPA of 2.0 or higher. 
Students on probation must have an academic advisor approve their registration before re-enrolling. If the 
student does not achieve a 2.0 GPA or better in the probation semester, he or she will be dismissed from 
the College at the end of that semester. If dismissed for unsatisfactory work, financial aid eligibility will 
be revoked. Appeals of decisions regarding probation and dismissal are handled through the Grievance 
Resolution Process. (See Student Grievance Resolution Policy.)

Seniors who are on probation may not register for any 400-level courses. They may, however, register for 
other coursework that applies to their degree. Seniors on probation must petition Academic Policy Review 
Committee at academicaffairs@pnca.edu to register for any 400-level courses. Additional restrictions on the 
academic status of seniors are described in the Catalog and in the Thesis Handbook.

mailto:academicaffairs@pnca.edu
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GRADUATE First Year Review/ 
Program Assessment and 
Improvement
Formal program assessment and evaluation of student achievement and progress occurs throughout 
the duration of each of the Graduate program according to program-specific scheduling. Formal program 
assessment occurs specifically through:

firsT year review

Course anD faCulTy evaluaTions 

MenTor/sTuDenT evaluaTions

Thesis ProPosal PresenTaTions

Thesis exhibiTion anD oral Defense

Consult with your Department Chair for program-specific formats for each of these types of assessment.
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GRADUATE SATISFACTORY 
ACADEMIC PROGRESS, 
PROBATION, AND DISMISSAL 
If at any point in time during MFA/MA program an MFA/MA candidate drops below a cumulative 3.00 grade 
average they will be placed on probation for the following semester. The candidate should consult with their 
Department Chair to create a plan for improvement in the next semester. Probation is limited to one semester 
and if the MFA/MA candidate does not increase their grade point to a 3.00 or above average by the end of the 
probationary semester the candidate will be dismissed from the College.
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LEAVE OF ABSENCE 
You may take a leave of absence for up to two years, return without reapplying, and retain the degree 
requirements from your major at the time you initially enrolled (Note: some programs may have limits as to 
which semester you may return). If you wish to take a leave of absence, you should complete the Withdraw 
from College/Leave of Absence Form available in the Registration Office or on the Registration Homeroom site 
and return it to the Registration Office before the semester in which the leave is to begin.
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ELIGIBILITY TO ENTER THE 
THESIS YEAR (UNDERGRADUATE) 
To be eligible to enter the thesis year, you must have completed all lower-division coursework; completed 90 
credits; have a cumulative grade point average of 2.0 or better, with a minimum grade point average of 2.0 in 
the required classes for the major; have completed one full year of residence at PNCA, either as a full-time 
student or the equivalent as a part-time student; and may not be on probation. Students declared ineligible 
to enter the thesis year may appeal for review to the Academic Policy Review Committee at academicaffairs@
pnca.edu. The review process must be completed before the end of the semester in which eligibility is 
determined. A more detailed account of the senior year process is covered in the Thesis Handbook.

mailto:academicaffairs@pnca.edu
mailto:academicaffairs@pnca.edu
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ELIGIBILITY TO GRADUATE
UNDERGRADUATE PROGRAM
BFA seniors must maintain at least a 2.0 (C) grade point average during both semesters of the senior year. Being 
on academic probation is not allowed during the senior year. Students must also achieve at least a 2.0 (C, not 
C-) grade, in their Thesis Critique Seminar in the first semester, and in their Thesis Studio class in the second 
semester. Students who receive an unsatisfactory grade in any of the above classes must petition the Academic 
Policy Review Committee at academicaffairs@pnca.edu in order to re-enroll and repeat those classes. The Thesis 
Handbook, given to each thesis student, contains more information about the thesis process.

ELIGIBILITY TO WALK IN 
COMMENCEMENT
UNDERGRADUATE PROGRAM
Seniors who have successfully completed all required coursework for the degree are eligible to participate in 
the commencement exercises. If a senior has three or fewer outstanding credits, they may submit a petition 
to the Academic Policy Review Committee at academicaffairs@pnca.edu before the end of the 10th week of 
the semester, requesting an exception. Students who have completed their Thesis coursework but still have 
outstanding requirements have a maximum of 2 years to complete this work at either PNCA or another 
accredited institution in order to remain under their current academic requirements. If the student does not 
complete their work within this time frame, they will be responsible for any curricular updates made since they 
started their program. It is recommended that students contact an academic advisor at PNCA for advice on how 
best to complete any remaining credits. The student’s graduation date will be the end of the semester in which 
all degree requirements are completed and official transcripts have been received by the Registrar. They would 
then be eligible to participate in the next commencement exercises. 

GRADUATION DETAILS
(UNDERGRADUATE PROGRAM) 
In the semester before their final semester, the academic advising office will give students preliminary notice 
of their credit status for graduation. Students take part in planning the commencement program, including 
distributing the announcements and voting for their graduation speaker. If you have an outstanding balance on 
your account you will not receive your diploma until all financial obligations to the College have been met.

mailto:academicaffairs@pnca.edu
mailto:academicaffairs@pnca.edu
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ELIGIBILITY TO GRADUATE
GRADUATE PROGRAM 
MFA Graduate Degree Requirements: The MFA degree program requires 60 units of graduate study. Graduate 
students must maintain at least a 3.00 (B) grade point average (GPA) in graduate courses taken in the degree 
program. Grades of D+ or lower for graduate courses are not accepted for graduate credit but are computed in 
the GPA.

MA Graduate Degree Requirements: The MA degree program requires 45 units of graduate study. Graduate 
students must maintain at least a 3.00 (B) grade point average (GPA) in graduate courses taken in the degree 
program. Grades of D+ or lower for graduate courses are not accepted for graduate credit but are computed in 
the GPA.

GRADUATION DETAILS
GRADUATE PROGRAM 
The Registrar in collaboration with your Department Chair will give students preliminary notice of credit 
status for graduation in the semester preceding their graduation semester. You and your classmates will take 
part in planning your commencement program, including the distribution of announcements. If you have any 
outstanding balance on your account you will not receive your diploma until all obligations to the College have 
been satisfied. This includes all outstanding fees.

MFA/MA Program Chairs will nominate a graduate commencement speaker each year.
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GRADUATE PROGRAMS 
EXTENSION POLICY
If a PNCA graduate candidate determines that he or she cannot finish their program on time due to 
extenuating circumstances, a petition for extension must be filed two weeks prior to the last day of the 
semester. An extension request form (available from the Registration Office) must be completed and 
presented to the Department Chair of the program for approval and then signed off by the Dean of Academic 
Affairs. The student must return the completed signed document to the Registration Office before the end 
of the current semester. Extensions are not automatically approved and may only be granted up to two 
consecutive additional terms. A post-study fee will be assessed for each term granted, check with the Student 
Accounts Office regarding fees and payment options. An IP grade (In-Progress) will be noted on the student’s 
transcript for each course outstanding until the completion of the program. If the student fails to complete the 
requirements within the time agreed set forth in the extension the remaining course work will change from IP 
to F (Failed).

FEES
PosT-sTuDy  $750

sTuDio renTal  $450
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GRADUATION AND PERSISTENCE 
RATES 
Persistence rate: for the 2017 cohort: 69% (number of full-time,first-time freshmen who entered fall 2017 
and re-enrolled in fall 2018)

The following data reflects the number of first-time, full-time freshman graduates from PNCA:

Graduation rate: based on the 2012 cohort: 43% (number of first-time freshmen that completed within six 
years)

GrAduAtion rAte bAsed on the 2012 Cohort by Gender

Gender 4 yr graduation rate 5 yr graduation rate 6 yr graduation rate

Men 33% 44% 56%

Women 31% 37% 39%

Total First Time Freshman 31% 39% 43%

GrAduAtion rAte bAsed on the 2012 Cohort by rACe/ethniCity

Race/Ethnicity 4 yr graduation rate 5 yr graduation rate 6 yr graduation rate

Nonresident alien 100% 100% 100%

Hispanic/Latino 33% 67% 67%

American Indian or Alaska Native 0% 0% 0%

Asian 33% 33% 33%

Black or African American 0% 0% 0%

Native Hawaiian or Other Pacific Islander n/a n/a n/a

White 32% 38% 41%

Two or more races 27% 45% 55%

Race and ethnicity unknown n/a n/a n/a

Total First Time Freshman 31% 39% 43%

*Additional attrition and graduation statistics are available from the Registrar.
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WITHDRAWAL FROM THE 
COLLEGE DURING THE SEMESTER 
You may withdraw from the College up through the tenth week of the semester. To officially withdraw from 
PNCA, you must complete and submit the Withdraw from College Form in the Registration Office or contact 
the Registration office registration@pnca.edu 503-821-8903. Once you have done so, a grade of “W” will be 
recorded on your transcript for all courses. The “W” will not be calculated in your GPA (grade point average). 
You should carefully consider withdrawing from the College, and should meet with your department chair, 
academic advisor, and a staff member in the Financial Aid Office beforehand. If you officially withdraw from 
the College before the eighth week of the semester (no refunds after week 8), you may be eligible for a refund 
of tuition, as follows:

before The firsT week  100% of TuiTion refunDeD

During The firsT week  100% of TuiTion refunDeD

seConD week   100% of TuiTion refunDeD

ThirD week   70% of TuiTion refunDeD

fourTh week   60% of TuiTion refunDeD

fifTh week   50% of TuiTion refunDeD

sixTh week   40% of TuiTion refunDeD

sevenTh week   30% of TuiTion refunDeD

eighTh week   20% of TuiTion refunDeD

ninTh anD TenTh weeks  0% refunD

After the tenth week of the semester, you may no longer officially withdraw from the College. If you don’t 
attend classes, a grade of “F” will be recorded on your transcript for all courses, and this grade will be 
calculated in your GPA. Unearned “F” grades are treated as “W” grades for purposes of federal financial aid 
review and adjustment (see “OFFICIAL WITHDRAW & FINANCIAL AID” section on page X).  If you must withdraw 
from PNCA due to an emergency, you may petition for a Special Circumstance Withdrawal from College (see 
section PETITION FOR AN EXCEPTION TO AN ACADEMIC POLICY). This withdrawal is only granted in the case 
of a dramatic and extenuating event that is unexpected, disabling, and outside your control, such as sudden 
illness or death in the immediate family. 

mailto:registration@pnca.edu
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WITHDRAWAL FROM THE 
COLLEGE DURING THE SUMMER 
SEMESTER 
In order to withdraw from PNCA, students must submit a completed withdrawal form to the Registrar 
or contact the Registration office registration@pnca.edu 503-821-8903. Students may withdraw from all 
coursework through the fourth week of the eight-week Summer Semester and receive a grade of “W” on their 
transcript. After the fourth week, the recorded grades will be “F”, except in unusual circumstances. Withdraws 
for the Summer Semester will automatically drop the Low-Residency student from the credit bearing Fall 
Studio off-site class, with a 100% refund of tuition charges for Fall. Students who officially withdraw from all 
classes during the Summer Semester may be eligible for a partial refund of tuition charges, calculated as 
follows:

offiCiAl WithdrAWAl durinG the:

firsT week:     100% of TuiTion refunDeD

seConD week:     60% of TuiTion refunDeD

ThirD week:     40% of TuiTion refunDeD

fourTh week:     20% of TuiTion refunDeD

 

No refund will be made for students withdrawing after the fourth week of class. Refunds apply to tuition only, 
fees are not refundable. Tuition and fees are not transferable to another semester. PNCA will not reduce tuition 
due to absence from class, regardless of reason.

If a student withdraws, all institutional aid (grants and scholarships awarded by PNCA) will be removed in 
full from the student’s account. Federal law requires PNCA to return all or part of a student’s Title IV aid to its 
source. Only students who have submitted a Withdrawal Form to the Registrar will receive a refund of tuition 
charges, if applicable. Students should be aware that they may owe a balance to the College if they withdraw 
from all classes.

mailto:registration@pnca.edu
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SPECIAL CIRCUMSTANCE 
WITHDRAWAL FROM A COURSE 
In the case of a personal emergency, you may petition for a Special Circumstance Withdrawal from a course. 
This withdrawal is only granted in the case of a dramatic and extenuating event that is unexpected, disabling, 
and outside your control, such as sudden illness or death in the immediate family. (see section PETITION FOR 
AN EXCEPTION TO AN ACADEMIC POLICY). 

READMISSION AFTER DISMISSAL
If you are dismissed for unsatisfactory academic progress, you must enroll as a full-time student at another 
accredited institution for a minimum of one semester or two quarters, and achieve a GPA of at least 2.0. 
Courses taken during this time should support PNCA coursework. To be readmitted after fulfilling the above 
requirement, you must write a letter of petition to the Registrar requesting readmission, and have official 
transcripts sent from the institution you attended. Readmission will be determined by the Dean’s Office in 
concert with the appropriate academic programs at PNCA. Additional steps will be necessary to regain your 
financial aid eligibility. Please contact the Registration Office registration@pnca.edu and the Financial Aid Office 
financialaid@pnca.edu for additional information.

mailto:registration@pnca.edu
mailto:financialaid@pnca.edu
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PETITION FOR AN EXCEPTION TO 
AN ACADEMIC POLICY
If you would like to request an exception to an academic policy, you may petition the Academic Policy Review 
Committee.   You must explain in writing what special circumstances caused you to be unable to meet the 
policy or deadline at issue.

The Committee grants such petitions if the student can document “extenuating circumstances.” Extenuating 
circumstances are typically unexpected, disabling, and beyond the student’s control, such as serious illness or 
death in the family.  The committee may ask for supporting documentation, such as a letter from a health care 
provider. If appropriate, the petition should include a plan for avoiding similar circumstances in the future.

Please direct the petition, either by e-mail or in letter form to:

Office of Academic Affairs
511 NW Broadway
Portland, Oregon 97209

academicaffairs@pnca.edu

They will convene the committee and respond to you with their decision. 

mailto:academicaffairs@pnca.edu
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PROTECTION AGAINST IMPROPER 
EVALUATION 
PNCA students are responsible for meeting the standards of academic performance established by their 
faculty at the beginning of each semester in each course in which they are enrolled. The course requirements 
and the instructor’s expectations for performance should be clearly stated in each course syllabus. Students 
should request clarity if they have questions and have the right to be heard by instructors. Appropriate staff 
members can be consulted in cases where there are lingering questions regarding instructor judgment on 
grading.

CONTESTING A GRADE  
You have the right to question a grade and should first contact your instructor, since clerical errors are 
sometimes made in the grading process. If you still feel that you have not received an appropriate grade 
after discussion with your instructor, you should contact the department chair, or if the grading was done by 
a department chair, follow up with the Academic Dean. If this step does not lead to resolution, the following 
formal procedure is available

to challenge your grade. All documents required for the procedure will be kept in your academic file in the 
Registration Office. Write a statement of your grievance and submit it to the appropriate department chair and 
Academic Dean as soon as possible following your receipt of the grade you want to contest. Please provide 
detail and evidence of why the grade was incorrectly given. The department chair or Dean will, within one 
week of receiving your statement, follow up with you. The next step will likely be a meeting with you and 
the instructor to facilitate a meeting with the Chair and/or Dean. The department chair or Dean will make a 
decision and write a summary of the meeting, sharing that with all parties involved.
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COURSE EVALUATIONS  
Course evaluations are essential to BFA, MFA, and MA program development program development. The 
evaluation process provides you with the opportunity to anonymously provide feedback about the quality of 
instruction

 facilities, and equipment in your classes. Evaluations are completed at the end of each semester and are 
reviewed to continue to improve academic quality.

DIGITAL TOOLS CHALLENGE 
EXAM 
If you have significant experience with digital design tools and media, you may challenge the Visual Elements: 
Digital Tools class. 

For more information, contact the Foundation Department chair.

CHALLENGE TO PLACEMENT IN A 
COURSE  
A student may choose to challenge placement prior to the beginning of the semester. A challenge to 
placement must be brought by the student to the department chair responsible for that course, and be 
reviewed by the department chair. Such a challenge to placement must be completed and approved prior 
to the 2nd week Add/Drop deadline for classes if you need to replace challenged credits hours with a new 
course or courses in order to maintain full-time status for the semester (12 credit hours). It is best practice 
to have this completed prior to the semester to allow you to find a replacement course before the end of the 
Add/Drop deadline. 
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COURSE WAIVER 
PNCA may grant you a course waiver for one of the following reasons:

(1) you DeMonsTraTe, by PorTfolio or exaMinaTion, a level of CoMPeTenCe equivalenT To The exPeCTeD 
learning ouTCoMes for The Course. 

(2) The range of your oTher aCCoMPlishMenTs inDiCaTes an abiliTy To quiCkly MasTer The Course MaTerial. 
This is DeCiDeD on a Case-by Case basis. 

A course waiver does not alter credit requirements. Receiving a waiver is not the same as receiving credit; 
the credits still need to be completed by taking a course within the same category (Studio, Liberal Arts or 
Art History) that has the same number of credits as the waived course. A course waiver requires approval 
from the Chair of the Department in which the course is offered and approval of your Department Head in 
your major. The course waiver must be completed and approved prior to the 2nd week Add/Drop deadline for 
classes if you need to replace challenged credits hours with a new course or courses in order to maintain full-
time status for the semester (12 credit hours). It is best practice to have this completed prior to the semester 
to allow you to find a replacement course before the end of the Add/Drop deadline. Contact an Academic 
Advising / Registration registration@pnca.edu for more information.

PREREQUISITE EXEMPTION 
You may challenge a course prerequisite or take a prerequisite concurrently with the sequenced course in 
some cases. An exemption from a course is not a waiver and, if granted, the credit hours will need to be 
completed. Contact your or the Department Head in which the course is offered for more information.

mailto:registration@pnca.edu
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COMMUNITY EDUCATION 
COURSE BENEFIT 
Full-time BFA, MFA and MA students may take Community Education classes or workshops on a space-
available basis (Community Ed. has discretion to limit courses offered for benefit). Course tuition and credit 
fees are waived. However, students must pay the department fees and any other course-related costs. 
Courses offered for academic credit may count towards your degree.

Full-time BFA, MFA and MA students may take summer classes on space-available basis, provided they were 
enrolled full-time at PNCA during the previous spring semester and are registered full-time for the upcoming 
fall semester.

ALUMNI DISCOUNT BENEFITS 
BFA, MFA, MA, and CE Certificate graduates receive a 15% tuition discount on non-credit Community Education 
courses. This benefit is transferable to family members enrolling in Community Education courses, for one 
class or workshop per semester.
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CROSS-REGISTRATION 
PNCA, is an affiliate member of the “Alliance” - Independent Colleges and Universities

http://oaicu.org/members/

The Alliance participates with most of Oregon’s independent colleges in cross-registration.  As a fulltime PNCA 
student (you must be registered for a minimum of 12 credits at PNCA), you may take one course per semester, 
on a space available basis, at another OAICU campus.  No additional tuition will be charged except for special 
course fees charged to all enrolled students.  You may not register for a course that is offered at PNCA.  The 
benefit applies to fall and spring semesters only, not summer.

If you find a course of interest and want to know how it will transfer towards your requirements, consult with 
the PNCA Registrar or Associate Registrar (room 268) registration@pnca.edu  

steps to folloW in order to Cross-reGister:
1. CheCk The Course offerings of The sChool you wish To aTTenD To DeTerMine whiCh Course(s) you are 
inTeresTeD in. (see More info on This below.)

2. Call The regisTrar’s offiCe aT ThaT sChool anD leT TheM know you are a full TiMe PnCa sTuDenT 
inTeresTeD in Cross-regisTraTion.  They Can leT you know if The Course you are inTeresTeD in is sTill 
oPen, anD how To besT ProCeeD froM There.

If you are given the okay to go ahead from the host school’s Registrar, pick up a cross-registration form from 
PNCA’s Registrar or Associate Registrar and get the signatures of BOTH Registrars on the form.  Submit the 
completed form to PNCA’s Registrar. 

http://oaicu.org/members/
mailto:registration@pnca.edu
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DOMESTIC MOBILITY PROGRAMS 
PNCA is a member of the Association of Independent Colleges of Art and Design (AICAD). Among its programs, 
AICAD has the AICAD Exchange Program in which students may, on a space-available basis, spend one 
semester of their junior year in a similar program at another member institution. To be eligible for the AICAD 
Exchange Program, you must meet all of the following requirements:

a MiniMuM of 60 CoMPleTeD CreDiTs

junior sTanDing in your Major 

a MiniMuM CuMulaTive gPa of 2.5 

a MiniMuM of Two full-TiMe seMesTers CoMPleTeD aT PnCa 

a CoMPleTeD aPPliCaTion anD PorTfolio

With the AICAD Exchange Program, you register and pay tuition to PNCA, but pay fees at the exchange 
institution. You receive credit for courses taken at the exchange institution. Consult the International Office for 
more information in your sophomore year.

The application deadline is March 15 for fall and October 1 for spring. The following schools participate in the 
AICAD Exchange Program:

alberTa College of arT & Design

arT aCaDeMy of CinCinnaTi

California College of The arTs

ClevelanD insTiTuTe of arT

College for CreaTive sTuDies

ColuMbus College of arT & Design

eMily Carr insTiTuTe of arT & Design

kansas CiTy arT insTiTuTe

laguna College of arT & Design

lesley arT + Design (forMerly aib)

Maine College of arT

MarylanD insTiTuTe College of arT

MassaChuseTTs College of arT anD Design

Milwaukee insTiTuTe of arT & Design

MinneaPolis College of arT & Design

MonTserraT College of arT

Moore College of arT & Design

new haMPshire insTiTuTe of arT

nova sCoTia College of arT & Design

onTario College of arT

oTis sChool of arT

Pennsylvania aCaDeMy of The fine arTs

Pennsylvania College of arT anD Design

rhoDe islanD sChool of Design

ringling sChool of arT & Design

san franCisCo arT insTiTuTe

sChool of The arT insTiTuTe of ChiCago

sChool of The MuseuM of fine arTs aT TufTs

universiTy of The arTs

waTkins College of arT
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INFORMATION FOR BFA 
TRANSFER STUDENTS  
Students with previous college credits are welcome and valued members of the educational community at 
PNCA.  Transfer students bring to the College a diversity of ideas, experience and expertise that stimulate both 
the creativity and growth in the classroom.

PNCA offers a comprehensive and demanding program of sequential classes that lead to a Bachelor of Fine 
Arts degree in the following majors: Graphic Design, Illustration, Animated Arts, Intermedia, Photography, 
Video and Sound, Painting, Printmaking, Sculpture, and Creative Writing. Much of a student’s success in this 
program is based on the completion of PNCA’s Foundation Year prior to study within a specified major.  If 
you are a transfer student accepted for admission to the College at an advanced level (beyond Foundation 
Year), you must have taken courses and earned credit that reflects a foundation level experience similar to 
our program as outlined in our catalog. We generally accept transfer credit from colleges that are regionally 
accredited.

It is the school’s intention to accept foundation level experience earned from colleges with programs that vary 
from PNCA’s.  This sometimes means that credit earned in those programs may not be equivalent to what 
is required at PNCA.  In such cases, required courses may be waived with credit hours added to electives 
following transcript evaluation by the Academic Advising/Registrar’s Office.  Courses can be waived, but credit 
cannot.

For example, PNCA requires 3 credits of foundation 3-D design, where some schools require only 2 credits.  
We will accept those 2 credits as fulfilling our requirement, and waive the remaining course requirement, 
adding the remaining credit hours to studio electives. 

Your level of placement beyond Foundation is determined when you are offered enrollment.  It is based 
primarily on your portfolio/slides of artwork in relation to studio courses taken at other colleges and how 
they apply to PNCA’s curriculum.  Liberal Arts credits are distributed categorically.  You must complete any 
remaining foundation requirements during your first year at PNCA, schedule permitting.  These cannot be 
deferred to the senior year.  If you were accepted at the foundation level with studio transfer credits, you must 
complete all Foundation studio requirements except those specifically waived in the enrollment offer.

You must fulfill the total number and distribution of credit requirements for graduation as published in the 
catalog.  You will have access to you credit tracking sheet which can be reviewed with your Department Head 
(Program Advisor).  
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BFA TRANSFER CREDIT 
PNCA will accept credit from any academically accredited two-year or four-year institution.  There is no time limit on the 
transfer of credits.  The College may, on a case-by-case basis, accept credits from an institution that is a candidate for 
accreditation or an institution accredited under the category of trade school.  Only credits earned with a grade of C- or 
better will be considered for transfer.  Transfer applicants must have at least a 2.0 grade point average from the last time 
they attended school on a full-time basis in order to have their application reviewed.  PNCA will accept a maximum of 72 
transfer credits. In the case of a college closure, PNCA may accept up to 90 credits. To request such an exception, submit a 
request in writing to the Registrar/Academic Advising office for review. registration@pnca.edu

PNCA’s requirements for a BFA degree include a minimum of 45 required and elective semester credits in the areas of 
liberal arts and sciences, and art history. All or part of these credits may be transferred from another institution.  To be 
eligible, coursework must be relevant to PNCA’s degree requirements. 

Please see the online catalog for course descriptions and more information about these requirements: Self Service Catalog 
search or https://pnca.edu/academics/bfa

exAmples of releVAnt CourseWork in liberAl Arts And sCienCe:

humAnities: languages, liTeraTure, PhilosoPhy, CulTural geograPhy, sPeeCh (uPPer Division Coursework only), 
religious sTuDies (uPPer Division Coursework only), journalisM (uPPer Division Coursework only)
soCial sCienCes: soCiology, PsyChology, anThroPology, arCheology, hisTory, PoliTiCal sCienCe, eConoMiCs, woMen’s 
sTuDies, PhilosoPhy

nAturAl sCienCe: biology, boTany, CheMisTry, geology, PhysiCs, Zoology, aTMosPheriC sCienCe, bioCheMisTry, bioPhysiCs, 
geograPhy, MiCrobiology, enToMology, asTronoMy, oCeanograPhy

other AreAs of study
business aDMinisTraTion, MusiC hisTory

To fulfill requirements for upper division liberal arts and science, the transfer credit should be at the 300 (junior) level or 
above. Though this is ultimately up to the discretion of Registration and the Department Chair to decide if lower level liberal 
arts and science transfer to allow students to more freely focus on Studio Course requirements.  

Students who enter with a previous degree from an accredited four-year college are assumed to have fulfilled the liberal 
arts and sciences requirements.  This does not include the Art History sequence. Art History transfer credits only apply to 
comparable Art History requirements at PNCA; they do not count toward general Liberal Arts.  

PNCA’s requirements for its BFA degree include a minimum of 75 required and elective credits in studio art.  Students 
seeking advanced placement or course waivers should read carefully, and be familiar with, the sequence and description 
of studio art classes required by their major.

Comparing course descriptions is a major part of credit transfer.  For credit to transfer, courses previously taken must 
relate, in content and depth, to courses described in PNCA’s current catalog.  PNCA credits are earned on a semester basis.  
Credits at other institutions may, however, be earned on a semester or a quarter basis.  A quarter credit is worth 2/3 of 
a semester credit earned.  Regardless of the amount of credit earned, a transfer student must complete a minimum of 
two years (48 semester credits) at PNCA to receive a BFA degree from the College. Credits earned at another college are 
not transferred until the Registrar receives an official transcript. Veteran’s eligible for benefits must submit their military 
transcript for review to determine if any credit is eligible for transfer.

mailto:registration@pnca.edu
https://reg.pnca.edu/selfservice/Search/CatalogSearch.aspx
https://reg.pnca.edu/selfservice/Search/CatalogSearch.aspx
https://pnca.edu/academics/bfa
https://reg.pnca.edu/reg/Search/CatalogSearch.aspx
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Reed + PNCA Joint Degree
PNCA and Reed College offer a unique opportunity to students interested in combining the rigor and 
academics of a liberal arts BA with the studio exploration and critical analysis of a BFA. Through the Reed 
+ PNCA Joint Degree program, you can earn two degrees in just five years: a BFA from PNCA and a BA from 
Reed. 

You’ll spend the first and second years in courses at Reed, focusing on studies in liberal arts and humanities 
to foster ideas and inquiry. Then, you’ll spend years three and four in full-time study at PNCA in the studio 
arts building skills in critical analysis through research, projects, and courses within a chosen major. In your 
fifth year, you will combine work at both institutions culminating in the forms of a studio capstone project and 
written thesis.

Students interested in pursuing the Reed/PNCA Joint Degree Program must be accepted individually into each 
college.

For further information please contact PNCA’s Registration Office registration@pnca.edu.

mailto:registration@pnca.edu
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THE OFFICE OF STUDENT LIFE 
The office of Student Life supports student development by facilitating broadly inclusive extracurricular 
activities and safe spaces to engage in community, agency, and self expression. The office of SL recognizes 
the importance of ritual and traditions as a way of supporting PNCA affiliation and student retention. 

our support initiAtiVes to students inClude, but Are not limited to:

faCiliTaTing sTuDenT life evenTs. 

overseeing The sTuDenT aCTiviTies CounCil.

College aPPoinTeD liaison To sTuDenT CounCil anD sTuDenT Clubs. 

Managing The PnCa Counseling CenTer. 

CoorDinaTing The sTuDenT healTh insuranCe PrograM. 

serve as a PoinT offiCe for The sTuDenT; ConDuCT, assessMenT, resPonse, anD evaluaTion (Care) TeaM. 

CoorDinaTing aCCoMMoDaTions for sTuDenTs wiTh DisabiliTies. 

Publishing The sTuDenT hanDbook 

ProDuCing sTuDenT orienTaTion 
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STUDENT COUNCIL 
PNCA’s Student Council meets weekly to provide a forum in which students can voice your opinions and 
receive information about opportunities and issues concerning the student body. Funded through student fees 
and supported by the college administration, Student Council also allocates student funds for the betterment 
of the student body as a whole by supporting services and activities for students.

Student Council strives to motivate students by providing an opportunity for students to voice your opinions 
and make recommendations to the administration to enhance the quality of student life. Student Council is 
also a place for students to learn organizational and leadership skills. 

student leAdership requirements (As of sprinG 2017):

MusT have a MiniMuM 2.5 gPa 

be a CurrenTly regisTereD sTuDenT

MusT be in gooD aCaDeMiC sTanDing

(studeNts who fall below the miNimum gpa requiremeNt or are placed oN academic 

probatioN must step off the studeNt couNcil uNtil they resolve their staNdiNg.) 

All Student Council leaders must work closely and collaboratively with Student Life as their college liaison, as 
well as promote professionalism, integrity, and respect for fellow students, faculty, staff, and all members of 
the College community.
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STUDENT ACTIVITIES COUNCIL 
PNCA’s Student Activities Council meets weekly to plan and develop student activities and events. The 
Activities Council has set responsibilities including the Halloween Party and End of the Year Party. The Council 
is Funded through student fees and supported by the college administration. 

The Activities Council motivates students by providing an opportunity for students to curate and program the 
events and activities they want to see in their institution. The activities council is overseen by Student Life 
providing professional development and skill building in planning and coordination.

Student Activities Council member requirements::

MusT be a CurrenTly regisTereD sTuDenT

MusT be in gooD aCaDeMiC sTanDing

(studeNts who fall below the miNimum gpa requiremeNt or are placed oN academic 

probatioN must step off the studeNt couNcil uNtil they resolve their staNdiNg.) 

All Activities Council members must work closely and collaboratively with Student Life and Student Council 
as their college liaison, as well as promote professionalism, integrity, and respect for fellow students, faculty, 
staff, and all members of the College community.
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STUDENT HEALTH INSURANCE 
All PNCA students enrolled for six credits or more are required to carry either the College’s student health 
insurance or their own health insurance. All students enrolled for at least six credits are automatically 
enrolled in the College’s health insurance and are billed the premium at the beginning of each semester. 
Students who have other health insurance coverage have until the first day of each semester to complete 
a health insurance waiver and return it to the Student Accounts office. Students who waive the College’s 
coverage will be credited the premium and will not be covered under the PNCA plan. Summer coverage is 
included in spring term coverage.

STUDENT COUNSELING 
SERVICES
The PNCA Counseling Center is also available at no out-of-pocket expense to students for the first 10 sessions 
(per academic year). The student’s insurance will be billed and the college will subsidize the visits by paying 
remaining fees for those 10 visits. To make an appointment with, please contact Student Life, at studentlife@
pnca.edu or by phone at 503-821-8925. Students enrolled in the PNCA student health insurance program also 
have partially funded professional mental health coverage with other therapists in the Portland area. Our 
goal is to help keep you mentally healthy and ready to succeed. If you wish to speak with someone regarding 
mental health issues, please stop by the Student Life Office for advising and/or referral.

DISABILITY RESOURCES
PNCA provides resources and services to students with physical and/or learning disabilities as outlined in 
the Americans with Disabilities Act (ADA). Schools that receive federal financial aid funding are required by 
federal law to provide reasonable accommodations for students with disabilities. If you have (or believe you 
may have) a physical or learning disability please see Jackson Seemayer, Associate Director of Student Life.

mailto:Studentlife@pnca.edu
mailto:Studentlife@pnca.edu
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ACADEMIC SUPPORT CENTER 
(ASC) 
The Academic Support Center (ASC), located in the Library, is PNCA’s library- and student-driven research 
and study support network. Library staff help students build confidence in a broad range of academic areas 
through one-on-one in-person sessions that can be 30 to 60 minutes, or regularly scheduled if need be. 
During each session, the student works with ASC staff on specific desired outcomes (such as writing an 
outline for a paper, revising an essay, or finding sources for research). ASC Staff share their knowledge and 
interests with students in the areas of brainstorming, writing, research, presentation, studio practice, and 
general homework assistance. Direct inquiries for ASC to: asc@pnca.edu

mailto:asc@pnca.edu
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ACADEMIC SUPPORT SERVICES 
FOR STUDENTS 
Academic Advising
The Academic Advising / Registration office posts PNCA’s academic policies and curriculum requirements on 
this site and on www.pnca.edu. You are encouraged to meet with your Dept. Head at least once each semester 
to help you select appropriate classes during registration, monitor your progress toward degree completion 
on your graduation tracking sheet and counsel you about your education options.

Contact Registration registration@pnca.edu for more information.

Foundation Year
From day one, students are assigned a First Year Mentor, their instructor for First Year Seminar. This mentor 
works with them throughout freshman year as the student adjusts to college life. 

When students declare their major, usually during the second semester of the Foundation Year, they are 
introduced to their Program Advisor, typically the Dept. Head of their major or another full-time faculty from 
that major.

Sophomore through Senior Year
Students meet regularly with their Program Advisor/Dept. Head. Program Advisors check in a couple of times 
per semester to help advise a student on their graduation plans. Program Advisors also help students who 
need assistance with registering for classes.

Senior Year
In Senior Year, in addition to a Program Advisor, students are assigned a Thesis Mentor. A Thesis Mentor’s 
assistance is focused on supporting the development and production of the thesis project and the student 
continues to meet with their Program Advisor until graduation. 

(Continues next pAGe)

http://www.pnca.edu
mailto:registration@pnca.edu
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ACADEMIC SUPPORT SERVICES 
FOR STUDENTS 
(continued from previous page)

Transfer Students
New students who are not Foundation Year students, will be connected to their Program Advisor via an email 
welcoming them to PNCA. New transfer students will meet their Program Advisor via email, or via internet 
video and/or during New Student Orientation. 

Graduate Students
Meet with your Dept. Chair they advise you throughout your program

Area Chairs and Department Heads
Each academic department at the College is managed by an Area Chair or Department Head, who oversees 
its curriculum, facilities, resources, students, and faculty. You can contact your Chair/Head for guidance about 
your major and to discuss your experience in the department. Your department Chair/Head can also assist 
you with questions and concerns about courses, faculty, internships, events, and other departmental issues.

A list of the Area Chairs and Department Heads and their contact information is available at the reception 
desk. A list is also available in this Student Handbook in the Directory.

Additional Advising Resources
The College catalog is available online at https://reg.pnca.edu/reg/Search/CatalogSearch.aspx or https://
pnca.edu/academics/bfa . The catalog lists all courses  and current descriptions. The PNCA Academics web 
page lists the course requirements by major. This PNCA Student Handbook explains PNCA’s academic policies 
in greater detail. Also, the Thesis Handbook contains the policies and procedures for senior year thesis 
students in the department. 

https://reg.pnca.edu/reg/Search/CatalogSearch.aspx
https://pnca.edu/academics/bfa
https://pnca.edu/academics/bfa
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DIVERSITY AND INCLUSION AT 
PNCA
As a learning community, at Pacific Northwest College of Art we value, respect, and appreciate difference—in 
gender, sexual orientation, religion, ethnicity, national origin, disability, and age. We strive to create a safe and 
supportive environment that welcomes variety in voices, work, and perspectives. We know that we are a better 
community of learners and educators when we embrace a multiplicity of worldviews and experiences.

Thus diversity and inclusion at PNCA are crucial to our intellectual and aesthetic inquiry. 

Guided by the principles of ethics and mutual respect PNCA’s policies and procedures strive to ensure equity 
and social justice within our community of students, educators, and staff. 

Discrimination, harassment, and assault for any reason are not tolerated. 

A platform for experimentation and expression in the arts, PNCA is also a laboratory for critical reflection 
and dialog that grows better, more informed, more critically engaged citizens while it grows emerging artists 
and designers. An important aspect of our curriculum is building an awareness of and critical culture around 
issues of power and privilege in order to decolonize our curriculum. 

PNCA’s Equity and Social Justice Action Committee is made up of students, faculty, staff, and board members. 
The work of the committee to further diversity and inclusion at PNCA is ongoing. 
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BRIDGELAB CAREER CENTER 
The BridgeLab Career Center is here to support your development as a working artist, designer, or maker 
during your time at PNCA and throughout your career as you navigate a life of professional creative practice. 
Whether you plan to work for someone else or bring your own product or service to market after graduation, 
developing entrepreneurial skills is essential in today’s job market. We provide access to practical skill-
building resources and workshops on topics such as:

• CrafTing an exCellenT résuMé or Cv 

• honing inTerview skills 

• wriTing granT ProPosals 

• DeveloPing a PorTfolio 

• aPPlying To graDuaTe sChool 

• builDing your own neTwork of working Professionals anD Peers 

bridGelAb offers resourCes And Workshops on topiCs inCludinG:

• Taxes for arTisTs 

• CoPyrighTs 

• ConTraCTs 

• negoTiaTions 

• leveraging soCial MeDia for self-ProMoTion 

• running a solo CreaTive business 

• anD MuCh More! 

The BridgeLab Career Center will connect you with internship opportunities and give you access to our 
exclusive online employment job-board, PNCA | JOBWORKS (visit  http://pnca.edu/jobworks to register). Here 
you’ll find continually updated postings for full and part-time work, contract gigs, collaborations, internships, 
and Work Study jobs all around the PNCA campus. Stop by the BridgeLab Career Center in room 502 to 
schedule a one-on-one advising appointment with the BridgeLab Career Center Director or a peer advisor 
(or email  bridgelab@pnca.edu for an appointment) and access resources by visiting our Homeroom site 
online. Check the \’Find additional internship information by searching for the Traditional Internship site and 
Communication Design Internships site on Homeroom.

http://pnca.edu/jobworks
http://pnca.edu/jobworks
http://pnca.edu/jobworks
mailto:bridgelab@pnca.edu
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ADVANCEMENT OFFICE 
The Advancement Office is dedicated to building connections on campus and in the community, cultivating 
passionate advocates for PNCA, and securing financial and other resources that support and advance PNCA’s 
mission.

We work closely with the Board, faculty, staff, students, alumni, parents, community members, corporate 
partners, and grant-making organizations to secure gifts and grants for general operations, student 
scholarships, faculty excellence, exhibitions, special projects, and the endowment.

We also stage numerous events including an annual fundraising Gala, exhibition receptions and openings, and 
we coordinate external events which heighten the visibility of the College, its programs, faculty, and students. 

Contact Lauren Creany at lcreany@pnca.edu for more information.

ALUMNI RELATIONS
Alumni are essential members of the PNCA community. Over the years, PNCA has produced some of the 
region’s most celebrated creative artists, makers, thinkers, and leaders. PNCA alumni have shaped the 
cultural fabric of Portland and the region, exhibited work in major institutions and exhibitions, founded and 
launched vibrant and successful organizations, and been outspoken advocates for the arts and for artists. 
Working with the Alumni Council, PNCA’s Alumni Relations program is committed to engaging alumni through 
events--including an annual reunion--and exhibitions, and continuing to expand the artistic, educational, 
and career resources available to our alumni. Increasing the number of alumni who support the college by 
volunteering their time or by donating money or in-kind resources is also a high priority. PNCA defines an 
alumna/us as anyone who has completed two or more semesters at PNCA. PNCA defines a graduate as 
anyone who has completed a degree program and received a diploma from PNCA.

Think the PNCA’s Alumni Relations program is just for, well, alumni? Think again. Alumni are a great resources 
for students. After all, who better to ask for advice about majors, careers, and life after PNCA? Ask staff in 
BridgeLab Career Center or in the Office of Alumni Relations for help connecting with alumni in your field.

After you graduate, we hope you will stay involved in programs and activities at PNCA. To see the full list of 
benefits that will be available to you as an alumna/us, visit: https://pnca.edu/about/alumni/benefits.

PNCA’s Office of Alumni Relations is part of the Advancement Office. You can reach any of the Alumni Relations 
staff via email at alumni@pnca.edu.

mailto:lcreany@pnca.edu
https://pnca.edu/about/alumni/benefits
mailto:alumni@pnca.edu
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PARENT RELATIONS
Parents and families can play an important role in supporting your educational experience. That’s why we 
welcome parents and families to learn more about your journey through PNCA at their own parent orientation 
in August and during our annual Parent and Family Weekend in February. Parents can also sign up to receive a 
quarterly newsletter with news from the College as well as information about upcoming events. 

PNCA’s Office of Parent Relations is part of the Advancement Office. Contact Lauren Creany at lcreany@pnca.
edu for more information. 

mailto:lcreany@pnca.edu
mailto:lcreany@pnca.edu
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SECURITY ON CAMPUS
PNCA’s Campus Safety Department ensures the safety and security of the College and of all PNCAs’ 
community members. The Campus Safety Department employs 8 FTE officers that cover multiple shifts. 
Campus Safety conducts investigations, safety workshops, escorts, community outreach, and other daily 
functions in support of the College. 

The goal of PNCA Security is to provide a safe environment for students, faculty, staff, and visitors. Security 
personnel are not licensed law enforcement, and their  powers are limited to those of private citizens. PNCA’s 
relationship with the Portland Police Department is that of a community member who relies on the police to 
enforce city ordinances and state and federal laws. While the security staff’s main purpose is to deter crime 
on campus, there is also an ongoing effort on the part of the Director of Campus Safety to reduce the risk 
of crime on campus and in the surrounding area by being involved with various community programs. For 
security purposes, our campus does not include any publicly owned sidewalks or streets surrounding any of 
the venues listed below. 

for seCurity purposes, the CAmpus is defined As: 

arlene anD harolD sChniTZer CenTer for arT anD Design, The “511 builDing”, 511 nw broaDway.

glass builDing, 2139 n. kerby avenue.

arThouse resiDenCe hall, 33 nw Park avenue.

 

pnCA CAmpus sAfety serViCes inClude the folloWinG:

enforCe PnCa’s safeTy anD seCuriTy rules anD regulaTions

ProviDe aCCess ConTrol on CaMPus

resPonD To fire anD MeDiCal anD oTher eMergenCies 

invesTigaTe susPiCious aCTiviTy anD rePorT CriMes CoMMiTTeD on CaMPus 

Post security alerts and warnings when necessary 
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CRIME PREVENTION ON AND OFF 
THE PNCA CAMPUS
When the police are involved with a crime or altercation on PNCA property, security staff observe and gather 
as much information as possible without interfering with the police. This information is then written on 
an Incident Report Form. Security decides on the importance of reporting it to the PNCA president. Unless 
there is a need to protect someone’s private information, students can view archived Incident Reports in the 
Security office. 

CRIME PREVENTION PROGRAMS
During the annual Student Orientation, students, faculty, and staff are given an overview of security 
procedures and safety concerns relating to the campus and its urban environment. During the school year, 
PNCA Safety and Security sponsors crime prevention and personal safety presentations by the Portland Police 
Bureau. 

The first floor of the 511 building are open to the public. Only students, faculty, staff, and authorized personnel 
are allowed access to nonpublic areas of the PNCA campus. All students and staff are issued ID cards and 
must be prepared to present them if asked. Students must sign in at the Reception Desk when entering the 
building after 10 pm PNCA is not responsible for loss of or damage to any personal possessions on campus. 
Please take care to protect your possessions from theft.

SEX OFFENDER INFORMATION
For information about sex offenders, please call 503.378.3725, Ext. 4429 
or e-mail  Sexoffender.Questions@state.or.us

mailto:Sexoffender.Questions@state.or.us
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EMERGENCY PROCEDURES
First Aid
First aid supplies for treating minor injuries are available in the first aid boxes on each floor of the building. 
First aid kits are also located in the Security office, the Facilities office, at the Reception Desk, and in every 3D 
lab. Reception, Facilities and Security staff are first aid and CPR certified. Please ask them if you need help. 
The following first aid procedures should be observed when assisting any person with any bleeding injury, no 
matter how small, whether the person is suspected to be infected with a communicable disease or not. The 
procedure outlined below should also be followed when assisting a person who has vomited or when cleaning 
up vomit. 

1. wear DisPosable niTrile gloves, whiCh are available in all firsT aiD kiTs. gloves shoulD be DisPoseD of 
iMMeDiaTely afTer use. rePlaCeMenTs are available froM The faCiliTies offiCe. 

2. wash your hanDs iMMeDiaTely afTer aDMinisTering firsT aiD. 

3. avoiD geTTing blooD froM an injureD Person inTo your eyes or MouTh. if suCh exPosure oCCurs, rinse 
The area iMMeDiaTely anD Thoroughly wiTh soaP anD waTer. 

4. Clean uP any sPilleD blooD wiTh soaP anD waTer. follow by DisinfeCTing wiTh a freshly MaDe soluTion 
of one ParT Chlorine bleaCh To 10 ParTs 

waTer. hyDrogen PeroxiDe May also be useD if MaTerials for The soluTion are noT iMMeDiaTely available. 
PlaCe ConTaMinaTeD iTeMs suCh as gloves, banDages, anD PaPer Towels in a PlasTiC bag, Tie iT shuT, anD 
PuT iT in a garbage reCePTaCle.

5. rePorT The inCiDenT To any faCiliTies sTaff MeMber, seCuriTy guarD, or The reCePTionisT . 

6. fill ouT an inCiDenT rePorT forM. 
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FIRE ALARM EVACUATION 
PROCEDURES 
Evacuation of this building is required whenever the fire alarm sounds.

prior to A fire AlArm or fire drill: 

• learn The loCaTion of your Two nearesT eMergenCy exiTs anD The fire alarM Pull sTaTions 

• MeMoriZe The College’s eMergenCy nuMber (503) 621-2061 or PrograM iT inTo your Cell Phone 

If your at the 511 building, assemble near the basketball courts at the corner of NW Glisan and Park, if at 
Arthouse, assemble at the elephant statue in the North Park Block off of Park and Couch.

if the fire AlArm sounds

• go To The Door of your rooM anD CheCk iT for heaT wiTh The baCk of your hanD 

• if iT is Cool, oPen The Door slowly anD CheCk for sMoke in The hall. if There is no sMoke, sTay low, go To 
The nearesT exiT anD evaCuaTe The builDing. 

• if iT hoT or if There is sMoke in The hallway, Do noT oPen The Door. 

• sTay in your rooM 

• PaCk Towels, rags or blankeTs unDer The Door 

• TelePhone CaMPus safeTy aT (503) 621-2061 anD give TheM your loCaTion 

• wave a brighTly ColoreD iTeM ouT The winDow To aTTraCT aTTenTion 

• if you Can evaCuaTe your ClassrooM, offiCe, rooM safely 

• Close The Door as you leave (Do noT loCk The Door behinD you). if The Door loCks auToMaTiCally, Take 
your keys. 

• ProCeeD To The exiT anD evaCuaTe The builDing 

• MeeT aT your DesignaTeD area ouTsiDe of anD away froM The builDing for aCCounTabiliTy. 

• verify ThaT everyone in your grouP has MaDe iT To safeTy. 

• if noT anD There is a fire, ConTaCT The universiTy PoliCe 

• Move aT leasT 100 feeT away froM The builDing. 

• sTay away froM The builDing for your Personal safeTy anD firefighTer aCCessibiliTy. 

• Do noT re-enTer The builDing unTil The fire alarM has been silenCeD anD The fire DeParTMenT or The 
universiTy PoliCe has granTeD PerMission. 

(Continues next pAGe)
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FIRE ALARM EVACUATION 
PROCEDURES 
(continued from previous page)

Be Prepared for a Fire 
Fire drills are held at least once per semester at the 511 building and Arthouse. Fire drills are mandatory. 
Students failing to vacate are subject to disciplinary action. Participate in all fire drills as if they were the real 
thing. False alarms are no joke, report them. 

• if you have a DisabiliTy, Make sure you are inCluDeD in The esCaPe Planning. 

• learn The loCaTion of all builDing exiTs. you May have To finD your way ouT in The Dark. 

• if a fire oCCurs, sMoke DeTeCTors CuT your ChanCe of Dying in half. Don’T Disable TheM. 

• fire sPrinkler sysTeMs Can save lives anD ProPerTy. Don’T hang anyThing on The sPrinkler heaDs anD 
PiPes. 

• PorTable fire exTinguishers Can PuT ouT sMall, ConTaineD fires. Don’T Play wiTh TheM. 

• sMoking is ProhibiTeD in The builDing. 

• CanDles, halogen or “TorChiere” laMPs, inCense burners anD PoTPourri PoTs are forbiDDen in The 
arThouse. 

• if you have To esCaPe Through sMoke, geT low anD go unDer The sMoke To your exiT. 

• use The sTairs, never elevaTors, During a fire. 

• if a fire sTarTs in a MiCrowave oven, keeP The Door CloseD anD unPlug The uniT. Don’T Try To reMove The 
burning ConTainer froM The MiCrowave. use MiCrowave-safe Cookware.. Do noT Try To reheaT PiZZa insiDe 
The box. 

• TaMPering wiTh, vanDaliZing or Misusing fire safeTy equiPMenT is ProhibiTeD anD ConsTiTuTes reasons 
for eviCTion froM The resiDenCe hall anD Possible susPension or exPulsion froM The universiTy. fire 
safeTy equiPMenT inCluDes, buT is noT liMiTeD To, alarMs, exTinguishers, sMoke DeTeCTors, Door Closers, 
alarMeD Doors, anD sPrinklers. 

Failure to evacuate during a safety drill will result in disciplinary action. Items that are flammable such as fuel, 
etc. may not be stored in a resident’s room or apartment. Items that require an open flame to operate or which 
produce heat (i.e., Bunsen burners, lit candles, alcohol burners, grills) are not allowed in resident’s rooms. 
Residents must further agree to abide by the safety regulations as stipulated in the Housing contract.
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Earthquake Safety
if you Are indoors:

• sTay inDoors!

• DroP, Cover anD holD on! DroP To The grounD; Take Cover by geTTing unDer a sTurDy Table, benCh, or Desk anD 
holD on. if There isn’T a Table or Desk near you, Cover your faCe anD heaD wiTh your arMs anD CrouCh Down inTo 
a ball nexT To an inTerior wall. Move away froM winDows ThaT May break anD furniTure or large objeCTs ThaT 
CoulD fall over.

• be aware ThaT The eleCTriCiTy May go ouT anD fire alarMs anD sPrinkler sysTeMs May aCTivaTe.

• if you are in beD sTay There! holD on anD PuT a Pillow over your heaD for ProTeCTion.

• if you are in a TheaTer or sTaDiuM, sTay in your seaT or geT unDer iT if Possible, anD ProTeCT your heaD wiTh your 
arMs. Do noT leave unTil The shaking is over.

• if you are in a CrowDeD rooM or PubliC PlaCe, Do noT rush for exiTs. Move away froM DisPlay shelves holDing 
objeCTs ThaT CoulD fall on you anD “DroP, Cover, anD holD.” 

• Do noT use elevaTors

if you Are outdoors:

• sTay ouTDoors!

• Move To an oPen area away froM Trees, builDings, uTiliTy Poles anD lines, or signs.

• if you are in a DownTown area, on a siDewalk near a Tall builDing, geT insiDe The builDing’s lobby To ProTeCT 
yourself froM falling briCks, glass, or oTher Debris. 

• greaTesT Danger exisTs DireCTly ouTsiDe builDings aT exiTs anD alongsiDe exTerior walls.

After An Earthquake

• CheCk yourself anD Those arounD you for injuries.

• evaluaTe for yourself, or waiT for insTruCTions froM a PnCa offiCer of The College, To DeTerMine if evaCuaTion 
is neCessary.

• if The builDing seeMs largely unsCaTheD, sTay where you are.

• if There are noTiCeable CraCks in The wall, winDows are broken, or you Can sMell naTural gas (roTTen eggs), 
Then ProCeeD wiTh evaCuaTion ProToCols.

• if you neeD To evaCuaTe, ColleCT all Personal belongings To Take wiTh you. look for signs of builDing DaMage or 
for Persons who are injureD or TraPPeD, on you way ouT. waTCh for falling objeCTs as you leave The builDing.

• be PrePareD for afTershoCks.

• go To The College’s evaCuaTion asseMbly PoinT (baskeTball CourTs aCross froM PnCa), Tell your suPervisor or 
PnCa rePresenTaTive ThaT you are ouT of The builDing anD rePorT injureD or TraPPeD Persons anD any signs of 
builDing DaMage you observeD.

• if Possible, Do noT use Phones for loCal Calls, exCePT eMergenCies, During The firsT 15-30 MinuTes afTer The 
earThquake. overloaDing The Phone sysTeM wiTh Calls May Delay The Delivery of eMergenCy assisTanCe. 
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Active Shooter-Campus 
Emergency Procedures
These safety tips and guidelines are not all inclusive, but if understood, reviewed periodically and training on 
when feasible, these tips can increase your chances of surviving an active shooter.

An active shooter is an individual(s) actively engaged in killing or attempting to kill people in a confined 
and populated area; in most cases, active shooters use firearms and there is no pattern or method to their 
selection of victims. These situations require law enforcement to take immediate action to stop the threat.

The information below outlines active shooter response strategies. Since every incident varies, you should be 
flexible in determining which strategy works best in that specific situation. These safety tips and guidelines 
are not all inclusive, but if understood, reviewed periodically, and trained when feasible, they can increase your 
chances of surviving an active shooter incident. 

Response Strategies
RUN
• assess The siTuaTion. ConsiDer your oPTions

• Move quiCkly

• leave belongings behinD

• helP anD warn oThers as you exiT (if safe To Do so)

• run To a safe loCaTion-finD Cover if Possible

• Call 911 To alerT The PoliCe when safe To Do so

HIDE
• Try To finD a seCure PlaCe

• loCk Doors anD winDows. if Possible, Cover winDows

• barriCaDe The Door(s) wiTh furniTure, heavy iTeMs, eTC. Don’T leT anyone inTo The safe sPaCe

• Turn off lighTs anD silenCe all eleCTroniC DeviCes

• reMain CalM anD quieT

• PrePare To DefenD yourself

• Call 911 when safe To Do so

DEFEND
• CoMMiT To being aggressive

• iMProvise weaPons

• Make a Plan. sPreaD ouT, aCT as a TeaM

• if aTTaCker is DisarMeD, Don’T PiCk uP aTTaCker’s weaPon

• Call 911 when safe To Do so
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SAFETY COMMITTEE
The PNCA Safety Committee operates as an impartial watchdog of safety concerns for the school. New 
members are appointed or volunteer to be on the committee each year. If you are concerned about the 
safety of your studio environment or the equipment or materials you are using, contact a member of the 
Safety Committee and request that they investigate your concern. The Safety Committee has limited power. 
It will make recommendations to the College’s administration that, by the Occupational Safety and Health 
Administration (OSHA) mandate, must be responded to with a plan for action.

PERSONAL SAFETY
To facilitate a safe educational environment, students studying on campus should use common sense 
regarding their personal safety:

• when walking Through CaMPus or on The siDewalks surrounDing CaMPus, be aware of Persons anD/or 
aCTiviTies arounD you. if you noTiCe susPiCious Persons or behavior, ConTaCT seCuriTy iMMeDiaTely. a guarD 
Can be ConTaCTeD by Dialing 8897 froM any CaMPus Phone or 503-621-2061 & 503-539-1192

• when leaving The sChool aT nighT iT is a gooD iDea To arrange To walk wiTh anoTher sTuDenT if Possible. 
you May also requesT a walking esCorT froM CaMPus safeTy by siMPly Calling 503-621-2061 or 503-539-1192

• when sTuDying or working in The builDing, rePorT any susPiCious Persons, aCTiviTies, or sounDs To 
seCuriTy Personnel. 

• when sTuDying or working alone in The builDing, never ProP Doors oPen or leT unknown Persons inTo 
The builDing. 

• rePorT any quesTionable Persons who loiTer or aCT susPiCious in your area. 

• if you are The viCTiM of a CriMe on PnCa’s CaMPus or in The surrounDing areas, noTify seCuriTy 
Personnel iMMeDiaTely. 
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REPORTING CRIME ON CAMPUS
PNCA’s policy and procedure for reporting a crime committed on campus is as follows:

• Call 9-1-1 for any eMergenCy

• Call 503.621.2061 or 503.539.1192 (8897 froM on CaMPus) To reaCh a CaMPus safeTy offiCer.

• aCTivaTe a fire Pull sTaTion for DireCT noTifiCaTion of The PorTlanD fire DeParTMenT anD noTifiCaTion To 
builDing oCCuPanTs. all PnCa aCaDeMiC, resiDenTial, anD offiCe builDings are equiPPeD wiTh Pull sTaTions.

• aPPear in Person aT The CaMPus safeTy offiCe loCaTeD aT Main CaMPus, 511 nw broaDway, rooM 166.

• subMiT an inCiDenT rePorT. This sysTeM is noT for rePorTing eMergenCies, CriMes in Progress, or filing a 
CriMe rePorT as iT is noT MoniToreD 24 hours a Day.

• you Can aCCess The online inCiDenT rePorT Through hoMerooM, on The DeParTMenT of CaMPus safeTy 
Page. hTTPs://hoMerooM.PnCa.eDu/siTes/4509

• The viCTiM of a CriMe CoMMiTTeD on CaMPus is urgeD To rePorT The oCCurrenCe as soon as Possible To 
The on-DuTy CaMPus safeTy offiCer. 

• CaMPus safeTy will Call The PoliCe uPon learning of a CriMe being CoMMiTTeD on CaMPus. The seCuriTy 
sTaff will be available To helP The PoliCe gaTher inforMaTion. 

• The seCuriTy guarD involveD will CoMPleTe an inCiDenT rePorT forM. 

• iT is The viCTiM’s resPonsibiliTy To CoMPleTe a viCTiM CriMe rePorT. This forM Can be obTaineD aT The 
reCePTion Desk. 

• rePorTs are ColleCTeD anD revieweD by The CaMPus safeTy Manager. 

• The resulTs of any DisCiPlinary ProCeeDing ConDuCTeD by The insTiTuTion againsT an allegeD 
PerPeTraTor of a CriMe will be MaDe available To The viCTiM. 

• oregon has a resisT arresT law, whiCh sTaTes ThaT PeoPle inTerfering wiTh an arresT Can be subjeCT To 
a CriMinal PenalTy. 

https://homeroom.pnca.edu/sites/4509
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When reporting a crime or 
emergency:
• reMain CalM.

• give The loCaTion of The inCiDenT To inCluDe The builDing naMe, rooM nuMber, or The area naMe (e.g. 
arThouse, 511 nw broaDway, eTC.).

• iDenTify yourself anD give a CallbaCk TelePhone nuMber. your iDenTiTy will reMain PrivaTe if you wish; 
however, iT is iMPorTanT we are able To ConTaCT you if we neeD aDDiTional inforMaTion.

• sTaTe The inCiDenT you are rePorTing (e.g. ThefT, MeDiCal eMergenCy, fire, eTC.).

• DesCribe The sCene suCh as whoM, anD how Many PeoPle are There, if MeDiCal TreaTMenT is being given, 
a DesCriPTion of all involveD ParTies, The involveD ParTy’s DireCTion of flighT, anD oTher relevanT 
inforMaTion.

• sTay on The Phone unTil The DisPaTCher has reCorDeD all of The inforMaTion.
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SECURITY STATISTICS
The Jeanne Clery Disclosure of Campus Security and Campus Crime Statistics Act [20 U.S.C. §1092 (f), and 
HEA §485 (f)], the Clery Act, as it is commonly known, is a Federal law, enacted in 1990, requiring all post-
secondary institutions participating in Title IV student financial assistance programs, to publish a statistical 
report of crimes on or near the institution’s campus, as well as information about security policies and 
procedures.

The Violence Against Women Reauthorization Act of 2013 amends the Clery Act to require such institutions to 
disclose statistics, policies and procedures relating specifically to dating violence, domestic violence, stalking, 
sexual assault, and hate crimes.

The PNCA Annual Campus Security and Fire Report, available to all current and prospective students and 
employees, is distributed in accordance with the Clery Act, and includes data for the past three calendar years.

The report also includes institutional policies concerning campus security, such as policies on drug use, crime 
prevention, the reporting of crimes, sexual assault, student housing evacuation in the event of fire, electrical 
appliances, to whom fires should be reported, and other matters.

You can obtain a copy of this report by downloading it here: https://pnca.edu/pdf/PNCA-2018-Clery-Report.pdf 

https://pnca.edu/pdf/PNCA-2018-Clery-Report.pdf
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camPUS SafEty

IMMIGRATION AND CUSTOMS 
ENFORCEMENT AND OTHER 
POLICE PRESENCE ON PNCA 
PROPERTIES
Under FERPA and other relevant laws, we are unable to provide ICE or any other enforcement presence or any 
other person with any information on our students unless they have a warrant.

• Please noTe ThaT iT is a violaTion of ferPa for any eMPloyee of PnCa To ProviDe iCe or any oTher boDy 
wiTh sTuDenT inforMaTion. 

• legally, feDeral law PrevenTs sChools froM sharing sTuDenT inforMaTion, inCluDing Their CiTiZenshiP 
sTaTus, anD iCe sTaTes ThaT iT Does noT inTerfaCe wiTh sChools aT all.  in faCT, several exisTing laws Make 
iT exTreMely unlikely ThaT sChools are PurPosefully CollaboraTing wiTh iCe in any way. ferPa, The MosT 
wiDely-CiTeD sTuDenT PrivaCy law, ProTeCTs againsT The sharing of sTuDenT inforMaTion exCePT in a few 
narrow insTanCes ThaT likely woulD noT aPPly To unDoCuMenTeD sTuDenTs who have noT CoMMiTTeD a 
CriMe. 

If Immigration enforcement officers or other agency employees enters the campus, they will be detained in 
the lobby or security office until a representative from the school verifies they have a warrant covering any 
and all information they seek.  

Immigration and Customs Enforcement and Other Police presence 
in College Housing
As stated in the ArtHouse Policies, PNCA respects student’s desire for privacy within the realm of the group 
living experience and protects this privacy.  However, in the interest of maintaining an environment that 
provides for the health and safety of residents, it is occasionally necessary for authorized staff to exercise the 
right to enter a student’s room or to allow authorized personnel to enter, and in certain circumstances search, 
the housing unit. Student’s rooms may be entered by PNCA Staff if a Residence Life staff member believes 
that there may have been a breach of the policies contained in this document, the PNCA Conduct Code, or 
state/federal law.



←back to table of contents 102

Student Code of Conduct 
I. Preamble 46

II. Definitions 46

III. Student Code Authority 47

IV. Conduct 48

V. Student Conduct Code Procedures 50

VI. Interpretation and Revision 52



103←back to table of contents

PREAMBLE
 A community such as PNCA depends on the good judgment and considerate behavior of its members. 
One’s status as a student at PNCA is not an unconditional right but rather a privilege subject to certain 
expectations. All students are expected to act with integrity in their academic and social behavior. They must 
also show respect for personal and College property and for fellow students, faculty, staff, and other members 
of the College community. Students at PNCA will:

• Take responsibility for their education by participating in class activities, learning the necessary 
material, advocating for their own needs, and knowing the rules and regulations that govern 
enrollment and graduation. 
• Follow the lawful direction of faculty and staff and provide information and identification upon 
request
• Respect the teaching/learning environment by interacting appropriately in classrooms and studios 
and by following safety guidelines. 
• Honor individual differences and diverse viewpoints 
• Maintain honesty and integrity in all work, communication, and interactions 
• Respect the campus community through proper use of equipment and facilities 
• Remain respectful in interactions including communications with staff and faculty 
• Follow all College regulations 
• Demonstrate good citizenship by following state and federal laws 

 The need for disciplinary measures arises from instances of student misconduct that adversely 
affect the College as an educational and social community. In cases where College codes, policies, and/or 
regulations have been violated, a student may be subject to various sanctions, including warning, probation, 
suspension, or dismissal. The structures and procedures of the Student Conduct Board are not a substitute 
for any civil or criminal proceedings. All students, whether on or off campus, are subject to local, state, and 
federal laws. Cases involving violations of College codes, policies and/or regulations by BFA, MFA, and MA 
students are handled by the Associate Director of Student Life, except for matters of academic discipline, 
which are handled by the Dean in concert with the Chair of the Liberal Arts Department and/ or the Associate 
Director of Student Life. Cases involving Continuing Education students are handled by the Director of 
Continuing Education.

I. DEFINITIONS
(1) The term “College” means Pacific Northwest College of Art.

(2) The term “student” includes all persons taking courses at the College, either full-time or part-time, enrolled 
in the Bachelor of Fine Arts program, the Graduate programs, or the Continuing Education programs. The term 
“student” also includes persons who withdraw after allegedly violating the Student Conduct Code, or who do 
not officially enroll for a particular term but have a continuing relationship with the College, or who have been 
notified of their acceptance for admission. The Student Conduct Code applies on all College premises.

(3) The term “faculty member” means any person hired by the College to conduct classroom, studio, or 
teaching activities, or otherwise considered by the College to be a member of its faculty. 

(4) The term “College official” includes any person employed by the College who performs assigned 
administrative or professional duties. 

(5) The term “member of the College community” includes any person who is a student, faculty member, 
College official, volunteer, intern, alumna/ alumnus, or any other person employed by the College. A person’s 
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status in a particular situation shall be determined by the Associate Director of Student Life. 

(6) The term “College premises” includes all land, buildings, facilities, and other property in the possession of, 
or owned, used, or controlled by the College.

(7) The term “organization” means any number of persons who have complied with the formal requirements 
for College recognition and/ or who are recognized by the school as a student organization. 

(8) The term “Student Conduct Board” means any person or persons authorized by the Associate Director 
of Student Life to determine whether a student has violated the Student Conduct Code, and to recommend 
sanctions that may be imposed when a rule has been violated. 

(9) The term “Student Conduct Administrator” means a College official authorized on a case-by-case basis 
by the Associate Director of Student Life to impose sanctions upon any student(s) found to have violated the 
Student Conduct Code. The Director  of Student Life may authorize an individual to serve simultaneously 
as a Student Conduct Administrator and the sole member, or one of the members, of the Student Conduct 
Board. The Associate Director of Student Life may authorize the same Student Conduct Administrator to 
impose sanctions in all cases. Unless there is a conflict of interest, the Associate Director of Student Life may 
authorize himself or herself to serve as Student Conduct Administrator. Typically, the Academic Dean will 
serve as Student Conduct Administrator in cases involving academic dishonesty (cheating and plagiarism, for 
example). 

(10) The term “Appellate Board” means any person or persons authorized by the Associate Director of Student 
Life to consider an appeal to a Student Conduct Board’s determination that a student has violated the Student 
Conduct Code, or to the sanctions imposed by the Student Conduct Administrator. 

(11) The term “shall” is used in the imperative sense. 

(12) The term “may” is used in the permissive sense. 

(13) The Associate Director of Student Life is that person designated by the College President to be 
responsible for the administration of the Student Conduct Code. 

(14) The term “policy” means the written regulations of the College as found in, but 

not limited to, the Student Conduct Code, the Residence Life Policy and Resource Guide, the PNCA website, the 
Thesis Handbook, the Computer Use Policy, and College catalogs. 

(15) The term “cheating” includes, but is not limited to:

a. Using any unauthorized assistance in taking quizzes, tests, or examinations 
b. Using sources beyond those authorized by the instructor in writing papers, preparing reports, 
solving problems, or carrying out other assignments 
c. Acquiring, without permission, tests or other academic material belonging to a College faculty or 
staff member 
d. Engaging in any behavior specifically prohibited by a faculty member in the course syllabus or in 
class discussion. 

(16)  The term “plagiarism” includes but is not limited to the use, by paraphrase or direct quotation, of 
another person’s published or unpublished work in any form (including the Internet) without full and clear 
acknowledgement. It also includes the unacknowledged use of materials prepared by another person or 
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agency engaged in the selling of term papers or other academic materials. 

(17)  The term “Complainant” means any person who submits a charge alleging that a student has violated 
this Student Conduct Code. When a student believes that she/he has been a victim of another student’s 
misconduct, the student who believes she/he has been a victim will have the same rights under this Student 
Conduct Code as are provided to the Complainant, even if another member of the College community 
submitted the charge itself.

(18) The term “Accused Student” means any student accused of violating this Student Conduct Code 

II.  STUDENT CODE AUTHORITY 
(1) The Student Conduct Administrator shall determine the composition of Student Conduct Boards and 
Appellate Boards and determine which Student Conduct Board, Student Conduct Administrator and/or 
Appellate Board shall be authorized to hear each matter. 

(2) The Associate Director of Student Life shall develop policies for administration of the Student Conduct 
Code and procedural rules for the Student Conduct Board Hearings that are consistent with provisions of the 
Student Conduct Code. See Section IV. 

(3) Decisions made by a Student Conduct Board and/or Student Conduct Administrator shall be final, pending 
the normal appeal process.

III. CONDUCT
A. JURISDICTION OF THE STUDENT CONDUCT CODE
The Student Conduct Code shall apply to conduct that occurs on College premises, at institutions associated 
with PNCA’s Global Studios and Exchange Programs, at College-sponsored events, and to off-campus conduct 
that adversely affects the College community and/or the pursuit of its objectives. Each student shall be 
responsible for knowing this Student Conduct Code from the time of application for admission through to 
the awarding of a degree. Conduct may occur before classes begin or after classes end, as well as during 
the academic year and during periods between terms of actual enrollment (even if his/her conduct is not 
discovered until after a degree is awarded). The Student Conduct Code shall apply to a student’s conduct even 
if the student withdraws from school while a disciplinary matter is pending. The Associate Director of Student 
Life shall decide whether the Student Conduct Code shall be applied to conduct occurring off campus, on a 
case-by-case basis, at his or her sole discretion.

B. CONDUCT: RULES AND REGULATIONS
Students are required to engage in responsible social conduct that reflects favorably
upon the College community and to model good citizenship in any community. Any student found to have 
committed or to have attempted to commit the following misconduct is subject to the disciplinary sanctions 
outlined in Section IV.

(1) Acts of dishonesty, including but not limited to the following:
a. Cheating, plagiarizing, or other forms of academic dishonesty 
b. Furnishing false information to any College official or faculty member 
c. Forging, altering, or misusing any College document, record, or instrument of identification.

(2) Disruption or obstruction of teaching, research, administration, disciplinary proceedings, or of other College 
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activities, including public service functions on or off campus and authorized non-College activities on College 
premises. 

(3) Physical abuse, sexual harassment or misconduct, verbal abuse, threats, intimidation, harassment, 
coercion, and/or other conduct that threatens or endangers the health or safety of any person. Students 
are not allowed to inflict a  wound upon themselves or others at PNCA. This includes, but is not limited to, 
tattooing, body piercing, branding, and/ or scarification. Because of potential health hazards, the use of any 
human or animal body parts or fluids is prohibited. Performance art involving live sexual contact is also 
prohibited. Performance art involving the capture, confinement, physical harm, drugging or endangerment of 
living animals is prohibited.

(4) Attempted or actual theft of and/or damage to the College’s or to a College community member’s property, 
or to other personal or public property, on or off campus. This includes theft or alteration of artwork, either 
stored or exhibited. 

(5) Hazing, defined as an act which endangers the mental or physical health or safety of a student, or which 
destroys or removes public or private property for the purpose of initiation into, admission to, affiliation with, 
and/or as a condition for continued membership in a group or organization. The express or implied consent of 
the victim will not be a defense. Apathy or acquiescence in the presence of hazing are not neutral acts. They 
are violations of this rule. 

(6) Failure to comply with directions of College officials or law enforcement officials acting in performance of 
their duties, and/or failure to identify oneself to these persons when requested to do so. 

(7) Unauthorized possession, duplication or use of keys or keycards to any College premises or unauthorized 
entry of College premises.

(8) Violation of any College policy, rule, or regulation published in hard copy or available electronically on the 
College website. 

(9) Violation of any federal, state, or local law, either on or off campus. 

(10) A pattern of consistent use of any department’s supplies or equipment for purpose of personal profit in 
an on-going business venture. 

(11) Use, possession, manufacturing, or distribution of heroin, narcotics, or other controlled substances except 
as expressly permitted by both state and federal law. 

(12) Use, possession, manufacturing, or distribution of alcoholic beverages or marijuana, except as expressly 
permitted by College regulations   (see PNCA’s Drug and Alcohol Policy). Public intoxication. Alcoholic 
beverages and/or Marijuana may not, in any circumstances, be used by, possessed by, or distributed to any 
person under 21 years of age. 

(13) Unauthorized possession of firearms, replica firearms, live ammunition, explosives, other weapons 
or replica weapons, or dangerous chemicals on College premises or use of any such item, even if legally 
possessed.

(14) Participation in an on-campus or off-campus demonstration, riot or activity that disrupts the normal 
operation of the College and/or infringes on the rights of other members of the College community. Leading or 
inciting others to disrupt scheduled and/or normal activities within a campus building or area. 
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(15) Obstruction of the free flow of pedestrian or vehicular traffic on College premises or at College-sponsored 
or supervised functions. 

(16) Conduct that is disorderly, lewd or indecent; breach of peace or aiding, abetting, or procuring another 
person to breach the peace on College premises or at functions sponsored or participated in by the College or 
members of the academic community. Disorderly conduct includes but is not limited to any unauthorized use 
of electronic or other devices while on College premises to make an audio or video recording of any person 
without his or her prior knowledge, or without his or her effective consent when such a recording is likely to 
cause injury or distress. 

(17) Theft or other abuse of computer facilities and resources, including but not  limited to:
a. Unauthorized entry into a file to read, use, or change its contents, or for any other purpose. 
b. Unauthorized transfer of a file. 
c. Use of another individual’s identification and/or password. 
d. Use of computing facilities and/or resources to interfere with the work of another student, faculty 
member, or staff member. 
e. Use of computing facilities or resources to send obscene or abusive messages. 
f. Use of computing facilities and/or resources to interfere with normal operation of the College 
computing system.
g. Use of computing facilities and/or resources in violation of copyright laws. h. Any violation of the 
PNCA Computer Use Policy. 

(18) Abuse of the Student Conduct Code, including but not limited to:
a. Failure to obey a notice from a Student Conduct Board or College official to appear for a meeting or 
hearing as part of the Student Conduct Code 
b. Falsification, distortion, or misrepresentation of information before a Student Conduct Board
c. Disruption or interference with the orderly conduct of a Student Conduct Board proceeding
d. Institution of a Student Conduct Code proceeding in bad faith 
e. Attempting to discourage an individual’s proper participation in, or use of, the Student Conduct Code 
f. Attempting to influence the impartiality of a member of a Student Conduct Board prior to, during, 
and/or after a Student Conduct Code proceeding 
g. Harassment (verbal or physical) and/or intimidation of a member of a Student Conduct Board 
before, during, and/or after a Student Conduct Code proceeding 
h. Failure to comply with the sanction(s) imposed in the Student Conduct Code 
i. Influencing or attempting to influence another person to commit an abuse of the Student Conduct 
Code 

C. VIOLATION OF LAW and COLLEGE DISCIPLINE
(1) PNCA disciplinary proceedings may be instituted against a student who is charged with conduct that 
violates both the law and the Student Conduct Code (i.e., if both violations result from the same incident), 
without regard to the pendency of civil or criminal litigation in court or criminal arrest and prosecution. At 
the discretion of the Associate Director of Student Life, proceedings under the Student Conduct Code may 
be carried out prior to, simultaneously with, or following civil or criminal proceedings. Determinations made 
or sanctions imposed in accordance with the Student Conduct Code shall not be subject to change even if 
criminal charges arising out of the same incident are dismissed, reduced, or resolved in favor of, or against, 
the criminal-law defendant. 

(2) When a student is charged with violating the law by federal, state, or local authorities, the College will not 
request or agree to special consideration for that individual because of his or her status as a student. If the 
alleged offense is also being dealt with under the Student Conduct Code, the College may inform off-campus 
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authorities of the Code and of how such matters are typically handled within the College community. The 
College will attempt to cooperate with law enforcement and other agencies to enforce criminal law on campus 
and maintain the conditions imposed by criminal court for the rehabilitation of student violators (providing 
that the conditions do not conflict with campus rules or sanctions). Individual students and other members 
of the College community, acting in their personal capacities, remain free to interact with government 
representatives as they deem appropriate. 

IV. STUDENT CONDUCT CODE PROCEDURES
A. CHARGES and STUDENT CONDUCT BOARD HEARINGS

(1) Any member of the College community may file charges against a student for violations of the Student 
Conduct Code. The individual filing the charge must put the offense in writing and address the letter to the 
Associate Director of Student Life, and must do so as soon as possible after the event has taken place, 
preferably within one month from the date the complainant first attempted to resolve the matter. In cases of 
charges of sexual harassment and/or misconduct, the procedure described in the Sexual Misconduct Policy 
will take precedence over Student Conduct Code procedures.

(2) A student conduct administrator selected and authorized by the Associate Director of Student Life 
may conduct an investigation to determine if the charges have merit and/or if they can be disposed of 
administratively by mutual consent of all parties involved. Such disposition shall be final and there shall be 
no subsequent proceedings. If the charges are not admitted and/or cannot be disposed of by mutual consent, 
the student conduct administrator may later serve as the Student Conduct Board or a member thereof. If 
the student admits to violating institutional rules, but sanctions are not agreed to, the subsequent process, 
including a hearing if necessary, shall be limited to determining the appropriate sanction(s). In the case of 
serious offenses, the College may elect to impose sanctions against a student without his or her consent, 
at the discretion of the student conduct administrator. See Section IV(D) for information about the appeals 
process.

(3) All charges shall be presented in writing to the accused student. Scheduling of the Student Conduct Board 
hearing shall not occur less than five nor more than 15 calendar days after the student has been notified of 
the charges against him or her. The maximum time limit for scheduling a Student Conduct Board hearing may 
be extended at the discretion of the Student Conduct Administrator. 

(4)  Student Conduct Board hearings shall be conducted according to the following guidelines, except as 
provided by Section IV(A)(7) below: 

a. Student Conduct Board hearings normally shall be conducted in private. 
b. The complainant and his or her advisors, if any, shall be allowed to attend the 
entire portion of the Student Conduct Board hearing during which information is received (excluding 
deliberations). Admission of any other person to the Student Conduct Board hearing shall be at the 
discretion of the Student Conduct Board and/or its Student Conduct Administrator. 
c. In Student Conduct cases involving more than one accused student, the Student Conduct 
Administrator, at his or her discretion, may permit the students’ Student Conduct Board hearings to 
be conducted either separately or jointly.
d. The complainant and the accused student have the right to be assisted by an advisor of their 
choosing, at their own expense. The advisor must be a member of the College community and may 
not be an attorney. The complainant and/or the accused student should select an advisor whose 
schedule allows him or her to attend the Student Conduct Board hearing, since delays due to 
advisors’ scheduling conflicts will not normally be allowed.
e. The complainant, the accused student, and the Student Conduct Board may arrange for witnesses 
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to present pertinent information to the Student Conduct Board. The College will arrange for the 
attendance of witnesses who are members of the College community and who are identified by the 
complainant and/or accused student at least two weeks prior to the Student Conduct Board hearing. 
Witnesses will provide information to and answer questions from the Student Conduct Board. The 
complainant and accused student may suggest 
 questions to be answered by each other or by other witnesses. The Student Conduct Board 
will direct such questions to the Student Conduct Board chairperson, rather than to the witness 
directly. This method preserves the neutral tone of the hearing and avoids creating an adversarial 
environment.Questions about whether potential information will be admitted shall be resolved at the 
discretion of the Student Conduct Board chairperson. 
f. Pertinent records, exhibits, and written statements may be accepted as information 
for consideration by a Student Conduct Board member at the discretion of the Student Conduct Board 
chairperson.
g. All procedural questions are subject to the final decision of the Student Conduct Board chairperson. 
h. After the conclusion of the portion of the Student Conduct Board hearing during which all pertinent 
information has been received, the Student Conduct Board shall determine (by 
 majority vote, if the Student Conduct Board consists of more than one person) whether or not 
the accused student has 
 violated the section(s) of the Student Conduct Code that he or she is charged with violating. 
i. The Student Conduct Board’s determination shall be made based on whether it is more likely than 
not that the accused student violated the Student Conduct Code. 
j. Formal rules of process, procedure, and/or technical rules of evidence, such as are applied in 
criminal and civil court, are not used in Student Conduct Board hearings. 

(5)  There shall be a single verbatim record, such as a digital recording, of all Student Conduct hearings 
before a Student Conduct Board, with the exception of deliberations, which shall not be recorded. The record 
shall be the property of the College. 

(6)  If an accused student, with notice, does not appear at a Student Conduct Board hearing, the 
information supporting the charges against the student shall still be presented and considered, even though 
the accused student is not present.

(7) The Student Conduct Board may accommodate concerns for the personal safety, well-being, and/or fears 
of confrontation during the hearing from the complainant, the accused student, and/or other witnesses by 
providing separate facilities, by using a visual screen, and/ or by permitting participation in the hearing by 
telephone, videophone, closed circuit television, video conferencing, video tape, Skype, written statement, or 
other means, as determined by the sole judgment of the Student Conduct Administrator to be appropriate.

B. SANCTIONS

(1) The following sanctions may be imposed upon any student found to have violated the Student Conduct 
Code:

a. Warning: A notice in writing to the student that he or she is violating or has violated institutional 
regulations. 
b. Probation: A written reprimand for violation of specific regulations. Probation is for a designated 
period of time, and includes the probability of more severe disciplinary sanctions if the student 
violates any institutional regulation(s) during the probationary period.
c. Loss of Privileges: Denial of specified privileges for a designated period of time. 
d. Fines: Previously established and/or published fines may be imposed. 
e. Restitution: Compensation to the complainant for loss, damage, or injury. This may involve 
appropriate service and/or monetary or material replacement. 
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f. Discretionary Sanctions: Work assignments, essays, service to the College, or other related 
discretionary assignments. 
g. Residence Life Suspension: Separation of the student from ArtHouse for a definite period of time, 
after which the student will be eligible to return. Conditions for readmission to the student housing shall 
be specified. 
h. Residence Life Expulsion: Permanent separation of the student from PNCA sponsored housing. 
i. College Suspension: Separation of the student from the College for a definite period of time, after 
which the student will be eligible to return. Conditions for readmission to the College shall be specified. 
j. College Expulsion: Permanent separation of the student from the College. 
k. Revocation of Admission and/or Degree: Admission to or a degree awarded from the College may be 
revoked for fraud, misrepresentation, or other violations of College standards for obtaining a degree, or 
for other serious violations committed by a student prior to graduation. 
I. Withholding of Degree: The College may withhold awarding a degree otherwise earned until the 
removal of all sanctions imposed.

(2) More than one of the sanctions listed above may be imposed for a single violation. 
a. Other than expulsion from the College or revocation or withholding of an awarded degree, disciplinary 
sanctions shall not be made part of the student’s permanent academic record, but shall become part 
of the student’s disciplinary record. Upon graduation and upon written request to the Student Conduct 
Administrator, the student’s disciplinary and/or academic record may be expunged of disciplinary 
actions with the exception of residence hall expulsion, College suspension, College expulsion, and/or 
revocation or withholding of a degree awarded. Cases involving the imposition of sanctions other than 
residence hall expulsion, College suspension, College expulsion, and/or revocation or withholding of 
a degree shall be expunged from the student’s confidential disciplinary record three years after final 
disposition of the case. 
b. In situations involving both an accused student(s) (or group or organization) and student(s) claiming 
to be the victim of another student’s conduct, the records of the Student Conduct hearing and of the 
sanctions imposed, if any, shall be entered into the academic and/or disciplinary records of both the 
accused student(s) and the student(s) claiming to be the victim, since each student’s education and 
chance of success in the academic community may be impacted. 

(3) The following sanctions may be imposed upon groups, clubs, or organizations: 
a. Those sanctions listed above in Section IV(B)(1)(a)-(f). 
b. Loss of selected rights and privileges for a specified period of time.  c. Deactivation and loss of all 
privileges, including PNCA recognition, for a specified period of time.

(4) In each case in which a Student Conduct Board determines that a student and/or group, club, or organization 
has violated the Student Conduct Code, the sanction(s) shall be determined and imposed by the Student Conduct 
Administrator. In cases in which persons other than, or in addition to, the Student Conduct Administrator have 
been authorized to serve as or on the Student Conduct Board, the recommendation of the Student Conduct 
Board shall be considered by the Student Conduct Administrator in determining and imposing sanctions. The 
Student Conduct Administrator is not limited to the sanctions recommended by members of the Student Conduct 
Board. Following the Student Conduct Board hearing, the Student Conduct Board and the Student Conduct 
Administrator shall advise the accused student, group, club, and/or organization (and the complaining student, 
who believes she/he was the victim of another student’s conduct) in writing of its determination and of the 
sanction(s) imposed, if any.

C. INTERIM SUSPENSION

In certain circumstances, the Associate Director of Student Life, or a designee, may impose a College or 
residence hall suspension prior to the Student Conduct Board hearing.
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(1) Interim suspension may be imposed only: 
a. to ensure the safety and well-being of College community members or to preserve College property 
b. to ensure the student’s own physical or emotional safety and well-being 
c. if the student poses an ongoing threat to, disruption of, or interference with, the normal operations of 
the College.

(2) During the interim suspension, a student shall be denied access to the residence hall and/or to the campus 
(including classes) and/or to all other College activities or privileges for which the student might otherwise 
be eligible, as determined as appropriate by the Associate Director of Student Life or the Student Conduct 
Administrator. 

(3) The interim suspension is not a replacement for the regular hearing process, which shall proceed on the 
normal schedule, up to and through a Student Conduct Board hearing, if required.

D. APPEALS

(1) A decision reached by the Student Conduct Board or a sanction imposed by the Student Conduct 
Administrator may be appealed by the accused student(s) or complainant(s) to an Appellate Board within five 
business days of the decision. Such appeals shall be in writing and shall be delivered to the Student Conduct 
Administrator or to his or her designee. 

(2) Except as required to explain the basis of new information, an appeal to a Student Conduct Board decision 
shall be limited to a review of the verbatim record of the Student Conduct Board hearing and the supporting 
documentation for one or more of the following purposes: 

a. To determine whether the Student Conduct Board hearing was conducted fairly in light of the charges 
and information presented, and in conformity with prescribed procedures, giving the complaining party 
a reasonable opportunity to prepare and present information in support of his/her/their claim that the 
Student Conduct Code was violated, and giving the accused
student(s) a reasonable opportunity to prepare and present a response to those allegations. Deviations 
from designated procedures will not be a basis for sustaining an appeal unless significant prejudice 
results. 
b. To determine whether the decision regarding the accused student was based on substantial 
information, that is, whether there were facts that, if believed, were sufficient to establish that a 
violation of the Student Conduct Code occurred.
c. To determine whether the sanction(s) imposed were appropriate for the violation(s) of the Student 
Code which the student was found to have committed. 
d. To consider new information or other relevant facts sufficient to alter a decision, which were not 
presented in the original hearing because such information and/or facts were not known to the person 
appealing at the original Student Conduct Board hearing. 

(3) If an appeal is upheld by the appellate board, the matter shall be returned to the original Student Conduct 
board and Student Conduct Administrator, and the Student Conduct board hearing will be reopened to allow 
reconsideration of the original determination and/or sanction(s). If an appeal is not upheld, the matter shall be 
considered final and binding upon all involved.

V. INTERPRETATION & REVISION
A. Any question regarding interpretation or application of the Student Conduct Code shall be referred to the 
Associate Director of Student Life or their designee for final determination. 

B. The Associate Director of Student Life shall review the Student Conduct Code every three years. 
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I. Introduction
(1) The procedures for involuntary administrative withdrawal of a student from PNCA are to be used only 
after reasonable attempts to secure voluntary cooperation for psychological or medical evaluation or for 
withdrawal have been exhausted, and will be used only after thoughtful consideration by members of the 
Student Life staff. 

(2) Students subject to the Administrative Withdrawal Policy are encouraged to consult with family members, 
whether an administrative withdrawal is voluntary or involuntary. Family members of a student under 18 
years of age will be informed without, but preferably with, the student’s permission. 

(3) Students may become subject to this Policy through referral to the Associate Director of Student Life. 
These referrals will primarily come through the PNCA Threat Assessment Team, the PNCA Counseling Center, 
the Residence Life staff, or Security. Community members observing disruptive or dangerous behavior should 
contact Student Life or Security.

II. Conditions for Involuntary Administrative
Withdrawal

(1) A student will be subject to involuntary administrative withdrawal from PNCA when, in the judgment of the 
Associate Director of Student Life, there is a substantial and significant possibility that the student, as a result 
of a physical or psychological condition:

a. Will harm him/herself or others 
b. Will cause significant property damage 
c. Will be substantially unable to meet his or her responsibilities as a student 
d. Will be unable to care for his or her daily physical needs without assistance, and has failed to 
secure such assistance
e. If the student has engaged in an activity which subjects him or her to PNCA disciplinary action, the 
matter will be handled through PNCA’s student disciplinary process unless the Associate Director of 
Student Life determines that the student, as a result of psychological conditions:

1. Lacks the capacity to respond to pending disciplinary charges against him or her, or 
2. Did not know the nature or wrongfulness of the conduct at the time of the offense

III. Referral for Evaluation
In determining whether or not a student’s behavior meets the criteria set forth in Section II, the Associate 
Director of Student Life will consult with the Counseling Center and may refer the student for evaluation by an 
independent licensed psychiatrist, psychologist, or other medical provider approved by the College. A student 
is required to sign any releases deemed necessary to share relevant information about his or her condition 
with those who are involved in the evaluation and assessment process. An Involuntary Administrative Leave 
Withdrawal may be imposed on a student who fails or refuses to undergo an evaluation or who fails to sign a 
release and as a result a determination cannot be made as to whether a “direct threat” exists. The student will 
be informed of his or her referral for evaluation in writing, either by hand delivery or by certified or overnight 
mail. The evaluation must be completed within five business days from the date of the referral letter, unless 
an extension is granted in writing by the Associate Director of Student Life.
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IV. Procedures
A. Meeting with the Associate Director of Student Life 

(1) A student may be requested in writing and/or orally (depending on the urgency of the situation) to attend 
an informal meeting with the Associate Director of Student Life for the purpose of determining whether he 
or she, as a result of a physical or psychological condition, falls within one of the four categories described in 
Section II. A. and, if so, the necessity for withdrawal. Such a request will include a statement of the reasons for 
the College’s concern. 

(2) If it is determined that the student lacks the capacity to participate in such a meeting, he or she will be 
subject to immediate interim withdrawal, outlined in Section V below.

(3) Other appropriate personnel may be present and/or consulted. Parents, spouses, or any person who would 
be of support to the student may, with the consent of the Associate Director of Student Life and of the student, 
participate in the informal meeting. At the meeting, the reasons for the College’s concern regarding the 
student will be stated and the student will be given an opportunity to respond to these concerns.

(4) If, after the meeting, the student is found not to fall within one of the four categories described in Section 
II. A., he or she will be so informed in writing by the Associate Director of Student Life, and will be allowed to 
continue as a student. 

B. Withdrawal Options 

(1) Voluntary Administrative Withdrawal: If, after the informal meeting with  the Associate Director of 
Student Life, the student agrees to withdraw voluntarily from the College, regular withdrawal procedures 
will be followed. The student may be permitted to withdraw voluntarily without grades if, in the judgment of 
the Associate Director of Student Life and the academic dean (after consultation with and approval by the 
student’s instructors), the circumstances warrant such permission. In the case of a Voluntary Administrative 
Withdrawal, the College will determine what, if any, tuition and fees will be refunded to the student.

(2) Involuntary Administrative Withdrawal: If, after the informal meeting, the Associate Director of Student 
Life decides that the student should withdraw from the College and only be permitted to re-enter the College 
with approval from the college, the student shall be involuntarily withdrawn from PNCA. The student will be 
notified in writing of this decision within five business days of the informal meeting. The notification will also 
include the basis for the decision, the period of time during which the student is not permitted to re-enroll, 
and the conditions under which the student can re-enroll. The Associate Director of Student Life may require 
behavioral evidence that the student is ready for reinstatement such as steady employment or satisfactory 
academic performance at another college. The Associate Director of Student Life may also require that the 
student be interviewed at the PNCA Counseling Center and/or examined by an outside professional chosen by 
the College. The student may be required to be in treatment as a condition for reinstatement, and his or her 
continued enrollment at PNCA may be based on compliance with a treatment program that is satisfactory to 
the College. In such cases, the Associate Director of Student Life must be granted permission by the student 
to verify compliance with treatment programs. In the case of an Involuntary Administrative Withdrawal, the 
College will determine what, if any, tuition and fees will be refunded to the student.

*See standard withdrawal policies regarding tuition refunds and financial aid.
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C. Appeal 

(1) If the student fails to accept the involuntary administrative withdrawal, the student shall notify the 
Associate Director of Student Life of such refusal within five business days of receipt of the written decision. 
If the student fails to notify the Director of Student Life of such refusal within five business days of receipt 
of the written decision, the student will be deemed to have waived his or her right to appeal the involuntary 
administrative withdrawal decision. 

(2) The student may appeal the withdrawal decision in writing to the Vice President for Advancement and 
External Relations, who will administer the appeals process. The Vice President for Advancement and 
External Relations will review the written decision of the Associate Director of Student Life and any additional 
materials that were considered in the decision to involuntarily withdraw the student. The Vice President for 
Advancement and External Relations will thereupon determine whether to hear the appeal personally or 
to appoint an Appeals Committee to hear the appeal. If the Vice President for Advancement and External 
Relations opts to appoint an Appeals Committee, the committee will consist of him- or herself (or his or 
her designee) and two staff members from outside the Student Life office. The committee shall review the 
withdrawal decision using the following criteria: 

a. Was the evidence reviewed by the Associate Director of Student Life sufficient to justify a 
determination? 
b. Was the determination in keeping with the gravity of the behavior? 
c. Is there evidence that the Associate Director of Student Life acted in a capricious or prejudicial 
manner? 

(3) The Appeals Committee shall prepare a written decision containing their findings and conclusions. Copies 
of the decision shall be furnished to the student and the Associate Director of Student Life. The decision of the 
Appeals Committee shall be final and conclusive and not subject to further appeal.

V. Immediate Interim Withdrawal
A. IMMEDIATE INTERIM WITHDRAWAL MAY BE IMPLEMENTED

An immediate interim withdrawal from the College and from College housing may be implemented if a student 
is found to be:

(1) Causing serious physical harm to self or others
(2) Causing significant property damage
(3) Directly impeding lawful activities of others 
(4) Currently unable to participate in academic activities due to the presence of delusions, 
hallucinations, grossly disorganized or catatonic behavior, or incoherent speech 
(5) Neglecting to complete a required psychological or medical evaluation 
(6) Lacking the capacity to participate in a meeting with the Associate Director of Student Life to 
discuss an administrative withdrawal. 

B. NOTIFICATION AND REVIEW

A student subject to immediate interim withdrawal will be notified in writing and/ or orally (depending on 
the urgency of the situation), and then will be given an opportunity to appear before the Associate Director 
of Student Life, or a designee, within two business days from the effective date of the immediate interim 
withdrawal, in order to review the following issues only: 

(1) The reliability of the information concerning the student’s behavior 
(2) Whether or not the student’s behavior poses a danger of causing imminent physical harm to 
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the student or others, or of causing property damage, or of directly impeding the lawful activities of 
others
(3) Whether or not the student has completed or submitted an evaluation, in accordance with the 
standards and procedures as described in Section Ill
(4) Whether or not the student has fulfilled the requirements for reinstatement outlined in the 
notification letter

C. UPHOLD OR CANCEL

At the conclusion of this meeting, the Associate Director of Student Life will either uphold or cancel the 
immediate interim withdrawal. Regardless of whether the immediate interim withdrawal is upheld or 
cancelled, the involuntary administrative withdrawal process will proceed according to the steps outlined in 
this policy.

VI. Confidentiality
All information received and/or reviewed during the Involuntary Administrative Withdrawal process will be 
held in the strictest confidence and shall constitute the working papers of the Associate Director of Student 
Life rather than a component of the student’s official academic file. Documentation and official letters of 
notice written by an agent of PNCA shall be considered a part of the student’s disciplinary record and not that 
of the academic record. The academic record will only disclose that the student is on leave for a designated 
amount of time. As this policy is intended to protect the student who is the subject of these proceedings and 
the PNCA community as a whole, the Associate Director of Student Life may reasonably deviate from these 
guidelines to the extent indicated by the facts of the case or proceedings, unless significant prejudice to a 
student may result.
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Student Grievance Processes 
for Grievances with Faculty
Outside of Title IX processes and grade disputes
Guiding Principles

• The grievance process prioritizes addressing and resolving student grievances as quickly and 
simply as possible, at the lowest level of intervention.
• The goal of the grievance process is to build relationships and find healthy and equitable solutions, 
not to punish.
• The grievance process will endeavor to use evidence from as many relevant sources as is possible 
to establish the facts of the matter prior to rendering judgements or conclusions.
• The grievance process should acknowledge that both faculty and students are here to teach 
and learn, and that teaching and learning can be uncomfortable. Any student grievance should be 
assessed in light of this reality.
• If the Dean determines at any point in this process that the grievance is a Title IX grievance, the 
process immediately transitions to a Title IX process.

 

Note on Title IX and Grade Disputes
• The Dean or the Associate Director of Student Life (whoever the student initially approaches) must 
consult with the Title IX coordinator to determine whether the grievance is a Title IX grievance. If the 
grievance is determined to be a Title IX grievance, the Title IX policy immediately begins. None of the 
processes described here may be employed in lieu of the Title IX policy.
• The Dean or the Associate Director of Student Life (whoever the student initially approaches) must 
determine whether the grievance is a grade dispute grievance or not. If the grievance is determined 
to be a grade dispute grievance, the grade dispute policy immediately begins. None of the processes 
described here may be employed in lieu of the grade dispute policy.

 

Informal Resolution 1:
• If a student approaches either the Dean or the Associate Director of Student Life with a relatively 
simple complaint about a faculty member’s behavior, they are encouraged to talk directly with the 
faculty member to try to reach a resolution.
• If the student refuses a direct interaction with the faculty member, the student is encouraged to 
speak with the Head, Director, or Chair who supervises the faculty member. (If the faculty member 
in question is a Head, the student is directed to speak with the faculty member’s Chair. If the faculty 
member in question is a Chair or Director, the student is directed to speak with the Dean. If the faculty 
member in question is the President, the student is directed to speak with the Dean. If the faculty 
member in question is the Dean, the student is directed to speak with the President.
• After the aggrieved student and the faculty member (or their Program Director or Chair) have 
discussed the situation, the Dean follows up with all relevant parties to ensure that a resolution has 
been attained. 
• No record of these exchanges is put in faculty member’s HR file.
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Informal Resolution 2: 

• If a student approaches either the Dean or the Associate Director of Student Life with a complaint 
about a faculty member’s behavior that is causing them to be uncomfortable, either the Dean or the 
Associate Director of Student Life may suggest a mediated conversation with either the Dean or the 
Associate Director of Student Life acting as a mediator between the student the faculty member.

• If the student refuses a mediated conversation with the faculty member, the student is encouraged 
to speak with the Head, Director, or Chair who supervises the faculty member. (If the faculty member 
in question is a Department Head, the student is directed to speak with the faculty member’s Chair. 
If if the faculty member in question is a Chair or Director, the student is directed to speak with Dean; 
in this circumstance, the Faculty Senate President or Chair of P+T serve as the mediator in lieu of 
the Dean. If the faculty member in question is the President, the student is directed to speak with 
the Dean. If the faculty member in question is the Dean, the student is directed to speak with the 
President. In either of these latter two circumstances, the Faculty Senate President or the Chair of 
P+T serve as the mediator in lieu of the Dean.)

• In an instance in which a student is unwilling to speak to the faculty member in a mediated 
conversation (or their Program Director or Chair), either the Dean or the Associate Director of Student 
Life contacts the faculty member and has an in-person conversation with the faculty member, 
alerting them to the issue and discussing options for resolution and future prevention. The goal is 
pedagogical support of the faculty member while acknowledging the aggrieved student’s concerns. 
Either the Dean or the Associate Director of Student Life reports back to the student about the 
conversation, as appropriate.

• No record of these exchanges is put in faculty member’s HR file.

Formal Resolution: 
If the informal resolutions are not successful, or in a situation involving truly dire student allegations with 
potential ethical and/or legal consequences, the Dean initiates a formal investigation. 

A formAl inVestiGAtion folloWs these steps:

1. The Dean makes clear to both the aggrieved student and the relevant faculty member that any 
communication regarding the grievance, whether written or spoken, is on the record and will be used to 
inform the Student Statement or the Faculty Statement.

2. The Dean makes clear to both the aggrieved student and the relevant faculty member that they are 
entitled to a representative to act as a support person during any in-person exchanges if they so desire. 
For the student, an appropriate representative might be, for example, a fellow student, a member of 
Student Services, or the Inclusions Specialist.  For the faculty member, an appropriate representative 
might be, for example, a member of the Personnel and Tenure Committee or the Faculty Senate President. 
The chosen representatives of the student and the faculty member must be willing and able to respect 
confidentiality and must not be engaged in any sort of conflict of interest.

3. The aggrieved student may choose to remain anonymous in this process, but they are not encouraged to 
do so unless it is clear to the Dean that the student’s security and safety is truly at risk.

4. The Dean collects student grievances and documents them in writing. The Dean requests written 
documentation from students or other evidence such as emails, Homeroom posts, etc. to support the 
grievance. As much specificity as possible is sought to substantiate the grievance. As appropriate, 
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the Dean also speaks with other relevant students who might be able to substantiate or repudiate the 
grievance. This compiled information constitutes the Student Statement.

5. The Dean meets with the faculty member and shares the Student Statement. The faculty member is 
made aware via email prior to the meeting about the purpose and intentions of the meeting. The Student 
Statement is shared with the faculty member via email prior to the meeting.

6. The faculty member is allowed to respond in the meeting, via email, and/or through any future meetings 
they desire. They are asked to provide written documentation or evidence supporting their point of view, 
including any relevant emails, class records, etc. Based on these exchanges, a Faculty Statement is 
written by the Dean.

7. Based on the Faculty Statement, the Student Statement, course evaluations, a review of relevant 
Homeroom sites, and any other applicable fact-checking methods, the Dean writes a Draft Investigative 
Report. This report should specifically address whether or not there is sufficient cause for formal action, 
and why, and should be specific to the instance at hand. It should also specifically include any good-
faith measures the faculty member has made to address the situation constructively and in the spirit of 
academic best practices, and what other measures ought to be considered if these have been deemed 
insufficient.

8. The Dean presents the Draft Investigative Report to both the aggrieved student and the faculty member 
for input.

9. The Dean writes a Final Investigative Report based on feedback from both the student and the faculty 
member. (See 6 above).

10. The Dean makes a decision about the correct course of action based on the Final Investigative Report, 
based upon and linked to the outcomes in part 6, above. If the Final Investigative Report is either 
inconclusive or fails to find cause for the grievance, no further action is taken. Regardless of the findings 
of the Investigative Report, it is placed in the faculty member’s H.R. file. The faculty member has the right 
to submit his or her understanding of the grievance in a written report that will also be placed in the H. R. 
file.

11.  The Dean informs the student of the outcome of the grievance process, as appropriate.

12.  If appropriate, the Dean drafts a Performance Improvement Plan for the faculty member outlining desired 
improvements, giving a copy to the faculty member and placing a copy in the faculty member’s HR file 
along with the Final Investigative Report.

13.  If either the student or the faculty member wishes to appeal the Final Investigative Report, the process is 
as follows:

a. The grounds for appealing the Final Investigative Report are as follows:

i. A procedural error occurred, which may change the outcome of the decision; or

ii. Either the student or the faculty member has substantive and relevant new information 
that was not available at the time of investigation and that may change the outcome of the 
decision.

b. Disagreement with the Final Investigative Report is not, by itself, grounds for appeal.
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c. Appeals must contain a clear statement of the grounds for the appeal, including: a) the specific 
procedural error that occurred and how it potentially impacted the outcome of the decision; or b) 
the substantive and relevant new information, details as to why the information was not available 
at the time of the investigation, and how the new evidence might impact the outcome of the 
decision.

d. Appeals of the Final Investigative Report must be received in writing by the Dean within one week 
of the date of the Final Investigative Report.

e. Based on the reason for the appeal, the Dean, in consultation with the Faculty Senate President 
and/or the P+T Chair will determine the procedural response. 

f. Ordinarily, appeals will be decided within two weeks and the parties will be informed of the 
outcome in writing.

Note: In both of the Informal Resolutions described above, either the Dean or the Associate Director of Student Life has the sole responsibility to lead and 
mediate the resolution process. In the Formal Resolution, the Dean has the sole responsibility to lead and mediate the resolution process. The President 
and the Inclusions Specialist should enter this process only at the request of the Dean or the Associate Director of Student Life. If approached by students 
on issues involving faculty members, the President and the Inclusions Specialist should immediately report the contact directly to the Dean.
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Sexual Harassment & 
Misconduct Policy 
PREAMBLE
Your health, safety, and well-being are the College’s primary concern. If you or someone you know may be the 
victim of any form of Sexual Harassment, you are strongly urged to seek immediate assistance.

Assistance can be obtained 24 hours a day, seven days a week, from the Portland Police by calling 911 or, 
during PNCA operating hours when the Sexual Harassment is occurring or may reasonably be expected to 
occur on campus property, by calling the Security phone at 503.621.2061 or by calling the Campus Safety 
Manager, Manny Guerra at 503.821.8897.

You are also strongly urged to contact the Title IX Coordinator as soon as reasonably possible to report 
any Sexual Harassment you believe may have occurred. PNCA’s Title IX Coordinator is Cordelia Daniels, 
the Director of Legal Service, and can be contacted directly to report any misconduct at 503.821.8881 and 
cdaniels@pnca.edu. You may also email information or reports to the Title IX team at TitleIX@pnca.edu

Further information about Title IX and sex discrimination in education is available from the Office for Civil 
Rights, 400 Maryland Avenue SW, Washington, DC 20202-1100 (or by Customer Service Hotline: 800.421.3481; 
fax: 202.453.6012; TDD: 877.521.2172; email: OCR@ed.gov or www.ed.gov/ocr

if this in An emerGenCy, CAll 911

Overview and Purpose of Policies
PNCA is governed by two laws in cases of Sexual Harassment or Misconduct, Title IX, the Federal Rule, and 
ORS 350.255, the state rule.  These rules are not identical so community members are encouraged to report 
any alleged or possible sexual harassment or misconduct to the Title IX Coordinator even if it does not appear 
to satisfy the requirements of one or the other rule.

If the alleged action or behavior satisfies the requirements of Title IX, the case will be pursued in accordance 
with the process set out under the Title IX section of these policies. If the action or behavior does not meet 
the requirements of Title IX, but satisfies the requirements of ORS 350.255, the case will be pursued in 
accordance with the process set out under the ORS 350.255 section of these policies. If the behavior does 
not meet the requirements of either Title IX or ORS 350.255 it may still be a violation of the Student Code of 
Conduct and will be pursued in accordance with that policy.

Victim’s Rights
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A report of sexual assault to most college employees will trigger a mandatory report to the PNCA Title IX 
Coordinator, and may require an investigation. The college is responsible for responding to not only sexual 
assault but to domestic violence, dating violence, and other forms of gendered harassment. Confidentiality 
cannot be guaranteed, but will be respected if possible. Disclosure of sexual harassment/assault (not 
involving minors) to a licensed medical professional/social worker, clergy, lawyer, or confidential advocate 
(see Confidential Resources below) will not trigger a mandatory report to law enforcement or university 
administration.  

College investigation must be prompt, thorough, and neutral (Typically within 60 days). If there is a law 
enforcement investigation, the University may wait approximately two weeks to start an investigation, but best 
practice is not to do so and to take interim measures as soon as possible. The University must consider the 
safety of the victim and campus community.

Intermediary Measures:
• Housing transfers
• No Contact Orders
• Academic and on campus employment accommodations
• Financial aid accommodations

Prompt and Equitable:
• Treatment of both complainant and accused must be equitable.
• Both have same opportunity to an advisor during a conduct hearing.
• Both informed of outcome of conduct hearing.
• Both have the right to appeal

Possible Sanctions for Finding Accused:
• Expulsion from the university
• Suspension
• Exclusion form portions of the university campus, such as student housing
• Trainings and/or educational papers

Student’s Rights Under State Law
Crime victims’ legal rights are guaranteed by the Oregon Constitution and Oregon Revised Statutes. Victims’ 
right to justice includes the right to:

• play a meaningful role in the criminal or juvenile justice process.

• be treated with dignity and respect.

• receive fair and impartial treatment.

• receive reasonable protection from the offender.

Sexual assault and sexual abuse take many different forms. By definition, sexual assault is any type of sexual 
encounter without a person’s consent, including: rape, attempted rape, child molestation, inappropriate 
touching, incest (sexual contact between family members), voyeurism (when someone watches private sexual 
acts), indecent exposure, and sexual harassment. https://www.doj.state.or.us/crime-victims/victims-rights/
victims-rights-guides/
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Students’ Rights Under Title IX, the Clery Act, and the Clery Act 
VAWA Amendments:
You are legally entitled to expect the following from Pacific Northwest College of Art:
• PNCA will help to ensure that the person who experience sexual violence is safe, even while the 

investigation is ongoing. The University will take interim measures as needed.
• PNCA will respond promptly and effectively to reports of sexual violence.
• If PNCA knows (or should reasonably know) about possible sexual violence, it will promptly conduct a 

neutral investigation to determine what occurred and then take appropriate steps to resolve the situation.
• The person who experienced sexual violence will be informed of their options to notify law enforcement. 

Even if there is a criminal investigation, PNCA will continue its efforts to resolve reports promptly and 
effectively.

• Complainant and Respondent will have timely access to information that will be used in a student conduct 
hearing.

• Complainant and Respondent will both have equal opportunity to have others present (an advocate, 
advisor, or attorney), present evidence, and have witnesses speak during university disciplinary 
proceedings.

• Both parties will be informed in writing of the outcome of any university disciplinary proceeding.
• Both parties have equal rights to appeal the decision.
• The Violence Against Women Act (VAWA) amendments to the Clery Act expand the rights afforded to 

campus survivors of sexual assault, domestic violence, dating violence, and stalking. PNCA will report 
domestic violence, dating violence, in addition to the other crime categories the Clery Act already 
mandates.

Legal Options
Civil Legal Options

Victims may be able to pursue these options generally without involvement in the criminal process.

Restraining Order:
• Petition court for protective/restraining order (FAPA, SAPO, Stalking, EPPDAPA).
• An attorney or advocacy service can help you retain an attorney. Civil Lawsuits:
• Sue perpetrator or other responsible parties, including companies, landlords, institutions, etc., for 

personal injury or other civil claims.
• Contact the Oregon State Bar Associate for a referral to an attorney. https://www.osbar.org/public/ris/

File a complaint with the Department of Education, Office of Civil Rights:
• The Department of Education, Office of Civil Rights (OCR) enforces Title IX of the Education Act of 1972.
• Anyone who believes that an educational institution has discriminated against them on the basis of their 

sex, gender, color, race, national origin, disability, or age may file a complaint with the OCR.
• Complaints must be filed 180 calendar days of the date of the alleged discrimination, unless the time for 

filing is extended by OCR for good cause shown under certain circumstances.
• See: http://www2.ed.gov/about/offices/list/ocr/docs/howto.html?src=rt

File a complaint with the Federal Department of Justice:
• The Department of Justice enforces federal laws that protect students and employees from harassment 

and discrimination.
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• To file a complaint see: https://www.justice.gov/crt/how-file-complaint#thre

Employment:
• Can receive unemployment insurance, if you quit for domestic violence, stalking, or sexual assault and 

safety reasons.
• Employer cannot refuse to make a reasonable safety accommodation
• Employer cannot discriminate or retaliate against victims of domestic violence, stalking, or sexual assault.
• File a complaint with the federal Equal Employment Opportunity Commission (EEOC) or the state Bureau 

of Labor and Industries (BOLI). A complaint must be filed within 180 days of the alleged discrimination 
or discriminatory harassment. To file a complaint with the EEOC view: https://www.eeoc.gov/employees/
charge.cfm or a complaint with BOLI: https://www.oregon.gov/boli/CRD/Pages/C_Crcompl.aspx

Housing:
• Domestic violence, stalking, and sexual assault victims can break a lease and request to have locks 

changed by the landlord.
• Landlords cannot discriminate or retaliate against domestic violence, stalking, or sexual assault victims.

Immigration:
• Immigration relief available to crime victims in the U.S.

Criminal Legal Options
The Criminal Process starts with a police report following an arrest:
• Judge will consider your safety at a pre-release trial release trial hearing.
• You can refuse to speak to an attorney for the defendant.

If Case Goes to Trial & Sentencing:
• You have the right to express your views at sentencing, in person or in writing.
• Rape shield laws may apply in your case.
• If a pre-sentence investigation report is ordered, you can include a statement in it.

Generally:
• You have constitutional & statutory rights that can be asserted by you, your own attorney, or the 

prosecution, upon request.
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Campus-based disciplinary 
processes the victim may 
pursue
Sexual Harassment and Misconduct Policies and Procedures

I) POLICY STATEMENTS AND LEGAL REQUIREMENTS
A)   TITLE IX OVERVIEW

As a recipient of federal funds, the College is required to comply with Title IX of the Higher Education 
Amendments of 1972,20 U.S.C. 1681 et seq., which states that “no person in the United States shall, on the 
basis of sex, be excluded from participation in, be denied the benefits of, or be subject to discrimination under 
any education program or activity receiving federal financial assistance.”

Title IX requires that the College have a statement of policy and procedure for handling complaints of Sexual 
Harassment. This policy constitutes to satisfy that requirement. PNCA is committed to providing programs, 
activities, and an educational environment free from sex discrimination. PNCA is obligated to respond when: 
(1) the school has actual knowledge of sexual harassment; (2) that occurred within the school’s own education 
program or activity; (3) against a person in the United States.

The College is also required to provide due process to students accused of Sexual Harassment. This policy is 
designed to provide a fair process for both/all parties while also ensuring the complainant’s protections under 
Title IX. Consistent with due process, an accused student is presumed innocent until proven otherwise under 
this policy.

The College is also required and is committed to upholding the First Amendment of the United States 
Constitution. Nothing in this policy is intended to abridge the rights or freedoms guaranteed by the First 
Amendment.

B)   ORS 350.255 OVERVIEW

Oregon law requires that all colleges and universities adopt a written protocol to ensure that victims of sexual 
assault receive necessary services and assistance in situations where: (a) The alleged victim of the sexual 
assault is a student at the university or college and the alleged sexual assault occurred on the grounds or at 
the facilities of the university or college; or (b) The alleged perpetrator of the sexual assault is a student at 
the university or college, or a member of the faculty or staff of the university or college, regardless of where 
the alleged sexual assault occurred. (ORS 350.255). All colleges must adopt a written policy concerning 
sexual harassment, sexual assault, domestic violence, dating violence, and stalking that occur both on and off 
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campus.

II) DEFINITIONS
“Actual Knowledge” means notice of sexual harassment or allegations of sexual harassment to the College’s 
Title IX Coordinator or any official of the College who has the authority to institute corrective measures on 
behalf of the recipient. Knowledge based only on constructive notices is insufficient to constitute actual 
knowledge. The mere ability or obligation to report sexual harassment does not qualify an employee, even if 
that employee is an official, as one who has authority to institute corrective measures on behalf of the College.

“Decision-makers” and or “Adjudicators” means the faculty and/or staff members, appointed by the President 
of PNCA or their designee, to oversee complaints of Sexual Harassment and make the Final Determination 
Report in a Formal Complaint. Adjudicators are also the Hearing Officers and sit on the Hearings Panel.

“Clery Act” means the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, 20 
U.S.C. Section 1092(f); 34 C.F.R. Part 668.46.

“College” means Pacific Northwest College of Art.

“Complainant” means an individual who has reported being the victim of conduct that could constitute sexual 
harassment, or on whose behalf the Title IX Coordinator has filed a formal complaint.  The person to whom 
the individual has reported must be the Title IX Coordinator or another person to whom notice of sexual 
harassment result in the College’s “Actual Knowledge” as defined in this section.

“Educator” means Title IX Educator, a member of the Title IX Team who serves to educate the community on 
the role and function of Title IX.

“Education Program or Activity” requires a fact specific assessment that looks at factors such as: whether the 
harassment occurred at a location or under circumstances where the College owned the premises, exercised 
oversight, supervision or discipline over the location or participants, or funded, sponsored, promoted, or 
endorsed the event or circumstance where the harassment occurred.

“Effective Consent” means words or actions that show a knowing and voluntary agreement to engage in 
mutually agreed-upon sexual activity. Effective Consent cannot be gained by Force, by ignoring or acting in 
spite of the objections of another, or by taking advantage of the Incapacitation of another, where the accused 
student knows or reasonably should have known of such Incapacitation. Effective Consent is also absent when 
the activity in question exceeds the scope of Effective Consent previously given. In addition, certain states have 
designated a minimum age under which a person cannot give “Effective Consent,” which is 18 under Oregon 
State law.

“FERPA” means the Family Educational Rights and Privacy Act, 20 U.S.C. Section 1232g; 34 C.F.R. Part 99.

“Fondling” means the touching of the private body parts of another person for the purpose of sexual 
gratification, without the consent of the victim, including instances where the victim is incapable of giving 
consent because of his/her age or because of his/her temporary permanent mental incapacity.

“Force” means physical force, violence, threat, intimidation, or coercion.

“Formal Complaint” means a document signed by a Complaint or by the Title IX Coordinator alleging sexual 
harassment against a Respondent about conduct within the Colleges education program or activing, and 
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requesting the initiation of the Colleges’ grievance procedure.

“Hearings Panel” means the group of three Adjudicators assigned to oversee the Hearing and make the final 
determination in a formal procedure.

“Incapacitation” means the physical and/or mental inability to make informed, rational judgments. States of 
Incapacitation include, without limitation, sleep, blackouts, and flashbacks. Where alcohol or another drug is 
involved, one does not have to be intoxicated or drunk to be considered Incapacitated. Rather, Incapacitation 
is determined by how the alcohol consumed impacts a person’s decision-making capacity, awareness of 
consequences, and ability to make informed judgments. The question is whether the accused student(s) 
knew, or whether a sober, reasonable person in the position of the accused student should have known, that 
the complainant was Incapacitated.  Because Incapacitation may be difficult to discern, students are strongly 
encouraged to err on the side of caution; i.e., when in doubt, assume that another person is Incapacitated and 
therefore unable to give Effective Consent. Being intoxicated or drunk is never a defense to a complaint of 
Sexual Harassment under this policy.

“Incest” means sexual intercourse between persons who are related to each other within the degrees wherein 
marriage is prohibited by law.

“Investigators” means the individuals designated by the Title IX Coordinator to conduct investigations into 
alleged Sexual Harassment.

“Non-College Conduct” means conduct that occurred at a place other than: College-owned or -leased property, 
College sanctioned functions, the permanent or temporary local residence of a College student, faculty 
member, employee, or visitor, or anywhere in the City of Portland or Multnomah County.

“Party” means either one of the Complainants(s) or Respondent(s). Parties (plural) means both/all of the 
Complainant(s) and Respondents(s)

“President” means the President of Pacific Northwest College of Art and their designee.

“Preponderance of the evidence” means the standard the College uses to determine whether the Respondent 
violated College policy. The Preponderance of evidence standard requires that the information shows that it is 
“more likely than not” that the Respondent violated College policy. This is sometimes referred to as the 51% 
standard or the 51% more likely standard.

“Rape” means the penetration, no matter how slight, of the vagina or anus with any body part or object, or oral 
penetration by a sex organ of another person, without the consent of the victim.

“Respondent” means an individual who has been reported to be the perpetrator of conduct that could 
constitute sexual harassment.

“Sexual Assault” means an offense that meets the definition of rape, fondling, incest, or statuary rape, as used 
in the FBI’s UCR program and defined in this section.

“Sexual Harassment” has two definitions, one that applies in Title IX cases, and one that applies in ORS 
350.255 cases. If an allegation fails to meet the definition of “Sexual Harassment” as defined in Title IX, but 
meets the definition as defined in Oregon State Rule Cases, the case can be pursued under Oregon State 
Rules. If the allegations, if true, meet the definition of “Sexual Harassment” as defined in Title IX, the Title IX 
Policy and Process must be used.
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For cases adjudicated through the Title IX process, “Sexual Harassment” means either:

1)   An employee of the College conditioning the provision of an aid, benefit, or service of the College on an 
individual’s participation in unwelcome sexual conduct; or

2)   Unwelcome conduct on the basis of sex that is so severe, pervasive, and objectively offensive that it 
effectively denies a person equal access to the College’s education program or activity; or

3)   Sexual assault as defined above.

For cases adjudicated through the ORS 350.255 Process, “Sexual Harassment” means unwelcome sexual 
advances, requests for sexual favors, or other verbal, nonverbal, or physical conduct of a sexual nature 
where such conduct is sufficiently severe or pervasive that it has the effect, intended or unintended, of 
unreasonably interfering with and individual’s work or academic performance because it has created an 
intimidating, hostile, or offensive environment and would have such an effect on a reasonable person.

“Sexual Intercourse” means penetration (anal, oral, or vaginal) by a penis, tongue, finger, or an inanimate 
object.

“Statutory Rape” means sexual intercourse with a person who is under the statutory age of consent.

“Supportive Measures” means non-disciplinary, non-punitive individualized services offered as appropriate, as 
reasonably available, and without fee or charge, to the complainant or the respondent before or after the filing 
of a formal complaint or where no formal complaint has been filed. Such measures are designed to restore 
or preserve access to the College’s education program or activity without unreasonably burdening the other 
party, protect the safety of all parties and the recipient’s education environment; and deter sexual harassment. 
Supportive Measures may include counseling, extension of deadlines, modification of work or class schedules, 
campus escort services, mutual restrictions on contact between parties, changes in work or housing locations, 
leaves of absence, increased security and monitoring of certain areas of the campus, and other similar 
measures. The College will maintain as confidential any supportive measures provided to the complainant 
or responded to the extent that maintain such confidentiality does not impair the ability of the intuition to 
provide the supportive measures. The title IX Coordinator will work with the parties to coordinate the effective 
implementation of supportive measures.

“Title IX Coordinator” means party designated by the College to oversee the Title IX process.

“Title IX Team” means the committee charged with overseeing the Title IX process, which includes; the Title IX 
Coordinator, Deputies, Adjudicators, Educators, and others parties as assigned by the Title IX Coordinator.

“Witness” means a person, other than the parties themselves, with information that would likely help the 
Adjudicators in reaching their decision.

III) JURISDICTION; TIMING; RETALIATION AND RELATED MISCONDUCT; 
CRIMINAL PROCEEDINGS; INTERIM MEASURES
A)   JURISDICTION

1)   Personal Jurisdiction.
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(a) Any person may file a complaint of Sexual Harassment against a “College student” under this policy. A 
“College student” means any student who is registered or enrolled at PNCA

1)   at the time of the alleged Sexual Harassment (including Sexual Harassment that is alleged to have 
occurred during any academic recess, provided that there is an expectation of the student’s continued 
enrollment at the College), and

2)   at the time that the Title IX Coordinator prepares and delivers to the Investigators a formal 
complaint against such student pursuant to the process set forth below.

(b) Any person may file a complaint of Sexual Harassment against a “College Employee” under this policy. 
A “College Employee” means a person, whether faculty or staff, who is employed by the College

1)   At the time of the alleged Sexual Harassment (including Sexual Harassment that is alleged to 
have occurred during an academic recess, provided that there is an expectation of the employees 
continue employment at the College), and

2)   At the time that the Title IX Coordinator prepares and delivers to the Investigators a formal 
complaint against such employee pursuant to the process set forth below.

2)   Geographic Jurisdiction. This policy applies to Sexual Harassment that has been perpetrated against 
a person in the United States and at location owned by the College or over which the college exercised 
oversight, supervision or discipline or funded, sponsored, promoted or endorsed an event at such location. 
This policy does not apply to students studying abroad in countries other than the United States, even if they 
are students of the College. All other policies of the college continue to apply to those students.

3)   Even in cases where a Complaint does not satisfy Jurisdictional requirements and therefore is not a 
violation of the Title IX requirements, the College may determine that the action violates a separate student 
code of conduct requirement and may initiate an investigation under that process and/or may determine that 
it should provide supportive measures to the Complainant.

B)   TIMING OF COMPLAINTS AND AVAILABILITY OF PROCEDURES

1)   Informal Resolution Procedure AND ORS 350.255 PROCEDURE. So long as there is personal jurisdiction 
over the Respondent pursuant to this policy, there is no time limit to invoking an Informal Resolution 
Procedure OR ORS 350.255 PROCEDURE in response to complaints of alleged Sexual Harassment. 
Nevertheless, students are encouraged to report alleged Sexual Harassment immediately in order to 
maximize the College’s ability to obtain evidence and conduct a thorough, impartial, and reliable investigation. 
Failure to promptly report alleged Sexual Harassment may result in the loss of relevant evidence and witness 
testimony, and may impair the College’s ability to enforce this policy. If the Complainant is not sure whether 
there is personal jurisdiction over the Respondent, they should consult with the Title IX Coordinator.

2)   Formal Resolution Procedure

In order to utilize the Formal Resolution Procedure, Complainants must file a written complaint with the 
Title IX Coordinator within one (1) calendar year of the alleged discriminatory act, or the date on which the 
complainant first knew or reasonably should have known of such act, and there must be personal jurisdiction 
over the Respondent.  Complaints of sex discrimination brought forth beyond the period will be tracked and 
investigated to the extent possible, consistent with the campus Title IX obligations, including the Title IX 
Coordinator’s duties to spot patterns and address systemic issues.
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C)   RETALIATION

It is a violation of College policy to retaliate against any person making a complaint of Sexual Harassment or 
against any person cooperating in the investigation of (including testifying as a witness to) any allegation of 
Sexual Harassment. For these purposes, “retaliation” includes intimidation, threats, harassment, and other 
adverse action threatened or taken against any complainant or third party. Retaliation should be reported 
promptly to the Title IX Coordinator and may result in disciplinary action independent of the sanction(s) or 
interim measure(s) imposed in response to the original allegations of Sexual Harassment. A faculty member, 
staff member, or student who retaliates in any way against an individual who has brought a complaint in good 
faith pursuant to this policy or against an individual who has participated in good faith in an investigation of 
such a complaint is subject to disciplinary action up to and including termination or expulsion.

D)   OTHER RELATED MISCONDUCT

In accordance with this policy, the Title IX Team is empowered to hear allegations of, and to impose sanctions 
for, Sexual Harassment and any violations of the Student Conduct Code directly related to the alleged Sexual 
Harassment, or any alleged violations of the Student Conduct Code itself. Such related misconduct may 
include, without limitation, violations of the rules of privacy as articulated herein, violations of the Title IX 
Coordinator’s directive(s) discussed in Section II.F. below, and/ or other Conduct Code violations that occurred 
in the course of the alleged Sexual Harassment.

It is not the practice of the College to pursue disciplinary action against a complainant or witness for their 
improper use of alcohol or drugs (e.g., underage drinking), provided that such student is acting in good faith 
as a complainant or witness to the events of the alleged Sexual Harassment. College students who appear 
before the Title IX Investigators or other Title IX Team members, whether as parties to the proceedings or as 
witnesses, are expected to provide truthful testimony in accordance with the Conduct Code.

E)   COORDINATION WITH LAW ENFORCEMENT AND EFFECT OF CRIMINAL PROCEEDINGS

Because Sexual Harassment may constitute both a violation of College Policy and a criminal activity, the 
College encourages students to report alleged Sexual Harassment promptly to local law enforcement 
agencies. Criminal investigations may be useful for gathering relevant evidence, particularly forensic 
evidence.

Because the standards for finding a violation of criminal law are different from the standards for finding a 
violation of this policy, criminal investigations or reports are not determinative of whether Sexual Harassment, 
for the purposes of this policy, has occurred. In other words, conduct may constitute Sexual Harassment 
under this policy even if law enforcement agencies lack sufficient evidence of a crime and therefore 
decline to prosecute. In such cases, the complainant may not initially understand the results of the criminal 
investigation, the nature of criminal procedures, or the grounds for the law enforcement agency’s decision 
not to prosecute. The complainant in such cases may request that the Title IX Coordinator identify a senior 
member of the College administration to assist the complainant with seeking and attending a meeting with 
the local prosecutor to gain an understanding of the decision to decline a prosecution.

The College will not wait for the conclusion of any criminal investigation or proceedings to commence its own 
investigation into a complaint of Sexual Harassment under this policy (except that the College’s investigation 
may be delayed temporarily while the criminal investigators are gathering evidence) and may take interim 
measures to protect the complainant and the College community, if necessary, as described in Section II.F. 
below.  In the event that an allegation includes behavior or actions that are under review by law-enforcement 
authorities, the Investigative Team will, in light of status updates from law-enforcement authorities and 
the Title IX Officer, assess and reassess the timing of the investigation under the Policy, so that it does not 
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compromise the criminal investigation.

F) INTERIM MEASURES

In all complaints of alleged Sexual Harassment, regardless of whether the complainant wishes to pursue 
Formal Resolution, Informal Resolution, or no resolution of any kind, the College will undertake an appropriate 
inquiry and take such prompt and effective action as is reasonably practicable under the circumstances to 
support and protect the complainant, including taking appropriate interim steps before the final outcome of 
the investigation and hearing, if any. Accordingly, at or after the intake meeting, the Title IX Coordinator may 
impose Supportive Measures including issuing a “no contact” order, which typically will include a directive 
that the parties refrain from having contact with one another, directly or through proxies, in person or via 
electronic means, pending the investigation and, if applicable, the hearing. The Title IX Coordinator may also 
take any further protective action that they deem appropriate concerning the interaction of the parties pending 
the hearing, if any, including, without limitation, directing appropriate College officials to alter the students’ 
academic, College housing, and/or College employment arrangements. When taking steps to separate the 
complainant and the respondent, the Coordinator will seek to minimize unnecessary or unreasonable burdens 
on either party. Violation(s) of the Title IX Coordinator’s directive and/or protective actions will constitute 
related offenses that may lead to additional disciplinary action.

G)   EMERGENCY REMOVAL

In certain instances, the College may determine that it is necessary to remove a respondent from the 
College’s education program or activity on an emergency basis. Such a determination will be made only after 
undertaking an individualized safety and risk analysis and determination that an immediate threat to the 
health or safety of students or employees justifies removal. In such cases, the Respondent will be provided 
with notice of their removal and the reason for the removal and will be given the opportunity to challenge the 
decision immediately following the removal. Emergency removals will be performed in compliance with the 
IDEA, Section 504 and Title II of the ADA.

H)   ADMINISTRATIVE LEAVE

Failure by Non-Student Employees to comply with this policy may result in discipline up to, and including, 
termination. Non-Student Employee respondents may be placed on unpaid administrative leave temporarily 
during the pendency of an investigation. If the outcome of the investigation shows that there was no violation 
of the policy by respondent, the respondent will receive back pay. If the outcome of the investigation show that 
there was a violation of the policy by the respondent, back-pay may be granted on a case by case basis by the 
Title IX Coordinator in consultation with Human Resources and the respondent’s supervisor.

I)  EQUITY IN THE PROCESS

Title IX requires that complainants and respondents bet treated equitably. An equitable resolution must 
include remedies for the complainant where a finding of responsibility against the respondent has been made, 
with such remedies designed to restore or preserve access to the College’s education program or activity, and 
due process protections for the respondent before any disciplinary sanctions are imposed.

J)  CONFLICT OF INTEREST

The College requires that any individual designated as a Coordinator, Investigator or Decision-maker not have 
a conflict of interest or bias for or against complainants or respondents generally or an individual complainant 
or respondent. If you believe that the Coordinator, an Investigator, or the Decision-maker have a conflict of 
interest, immediately inform another member of the Title IX Team of your concern, in writing, and state the 
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reason for the concern. If you believe that all members of the Title IX Team have a conflict of interest, submit 
your concern, in writing, stating the reason for the concern, to Student Life.

K)   PRESUMPTION OF NO RESPONSIBILITY

The grievance process will be conducted with the presumption that the respondent is not responsible for 
the alleged conduct until a determination regarding responsibility is made at the conclusion of the grievance 
process.

IV) GRIEVANCE PROCESS

A)   The Grievance process is overseen by the Title IX Coordinator. Once a grievance has been filed, the Title IX 
Coordinator will:

1)    Review the filing and determine if the complaint satisfies the three-part eligibility test required under 
Title IX:

(a) Is this within the College’s Jurisdictions? - Person in the United States AND within the College’s 
Education program or activity

(b) Does the College have Actual Knowledge? – Reported to the Title IX Coordinator or an Official with 
the authority to take corrective measures, and

(c)  Does the grievance satisfy the Title IX Policy’s definition of “Sexual Harassment”? (see definitions 
section).

2)   If the complaint does not satisfy the three-part test required under Title IX, the Title IX Coordinator will 
review the filing to determine if the complaint satisfies the requirements under ORS 350.255:

(a) Is this within the Jurisdiction requirements for ORS 350.255? – Involves a student enrolled at the 
institution and any individual affiliated with the institution and relates to sexual harassment, sexual 
assault, domestic violence, dating violence, or stalking, whether it occurs on or off campus.

(b) Does a designated responsible employee know? - Either actual knowledge or in the exercise of 
reasonable care, should have known of the incident.

(c)  Does the grievance satisfy the ORS 350.255 Policy’s definition of “Sexual Harassment”? (see 
definitions section).

B)   If the College has actual knowledge of reports by multiple complainants of conduct by a single respondent, 
a formal process is required.

C)   If the Complaint is initiated by a Complainant and satisfies the requirements of the Title IX Policy, the 
Complainant will usually have the option to select either a formal or an informal process. A person who has 
experienced Sexual Harassment as defined by Title IX has a right to file a formal complaint. If the Complaint 
does not satisfy the requirements of the Title IX Policy but satisfy the requirements of the ORS 350.255 Policy, 
the Complaint will be processed using the ORS 350.255 Process described later in this document.

D)   FORMAL GRIEVANCE PROCESS AND RESOLUTION

1)   The college will initiate a formal grievance procedure when either:
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(a) a formal complaint is filed, or

(b) the College has actual knowledge of reports by multiple complaints of conduct by the same 
respondent that could constitute sexual harassment.

2)   A formal complaint must be in writing and signed and dated by a Complainant or a third party filing on 
behalf of a potential Complainant (Reporter).  It should state:

(a) The name of the alleged harasser (if known)

(b) Describe with reasonable specificity the incident(s) of alleged harassment including date and place 
of such incident(s).

3)   Initial Review. Upon receipt of the formal complaint, the Title IX Coordinator will perform the Initial 
Review. The Initial review will assess whether the complaint satisfies the three-part eligibility test and 
whether, if true, the complaint would constitute a violation of the Policy such that an investigation is 
warranted or whether the information warrants an administrative closure.

4)   Administrative Closure. If, after conducting the initial review of a formal complaint, the Title IX 
Coordinator finds that the allegations do not satisfy requirements and thus would not constitute a 
violation of this Policy, then the Title IX Coordinator will administratively close the case and notify the 
Complainant (and the Reporter, if there is one).

Within one week of the decision to close a case administratively, the Complainant or Reporter may 
request reconsideration on the grounds that there is substantive and relevant new information that was 
not available at the time of the decision and that may change the outcome of the decision. The Title IX 
Coordinator will consider requests for reconsideration and inform the Complainant or Reporter of the 
outcome, ordinarily within one week of the date of the request.

In cases where the Title IX Coordinator concludes that the alleged conduct, while not a violation of the 
Policy, might implicate other College conduct policies, such as the Student Code of Conduct, the Title 
IX Coordinator may administratively close the case under this policy and refer the complaint to the 
appropriate College official.

5)   Written Notice.  Once the Title IX Coordinator affirms that the allegations, if true, satisfy the three-part 
eligibility test, Written Notice will be sent to all the parties. The Notice will include:

(a) Sufficient details of the complaint, including: identities of the parties involved in the incident if 
known, specific section of the College policy allegedly violated, conduct allegedly constituting sexual 
harassment under this policy, and the date and location of the alleged incident if known.

(b) Information on the rights of the parties,

(c)  Notification that False Statements are a violation of the student code of conduct,

(d) Notification of the Presumption of No Responsibility,

(e) Notification of the Parties right to request inspection and review of evidence,

(f)  Notice of temporary no-contact order between parties if applicable, and
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(g) A copy of this policy.

If additional allegations are made during the course of the Formal Grievance Process, additional 
Notice will be given to all parties.

6)   Investigation.

(a) Simultaneous with giving notice to the complainant(s) and respondent(s), the Title IX Coordinator 
will assign one or more investigators to perform the investigation. Investigations will usually include:

1)   Interviews with Complainant

2)   Interviews with Respondent

3)   Interviews with Witnesses

4)   Collection of Evidence. If Complainant or Responded is requested to submit evidence, they are 
expected to supply such evidence within 7 days of the request. Evidence may include:

(i)  Physically evidence in support of the claims

(ii) Text messages and phone call records

(iii) Social media posts

All evidence collected will be maintained either in a private server file (digital evidence) and/
or a secure locked storage within the Title IX Coordinator’s office.

(b) The first interview will be scheduled no sooner than seven (7) days after notice is given, giving the 
parties time to assemble notes and evidence they may wish to bring to the interview.

(c)  The Investigator(s) will request individual interviews with the Complainant and the Respondent, 
and, as appropriate, with other witnesses, which may include those identified by the parties as well 
as relevant officers of the College or others. When identifying potential witnesses, the parties should 
understand that the purpose of interviews is to gather and assess information about the incident(s) at 
issue in the complaint, not to solicit general information about a party’s character. When a complaint 
involves allegations that, if true, also might constitute criminal conduct, Respondents are hereby 
advised to seek legal counsel before making any written or oral statements. The investigation process 
is not a legal proceeding, but Respondents might wish to obtain legal advice about how this process 
could affect any criminal case in which they are or may become involved.

(d) Parties may bring an advocate to the interview(s). Advocates may be selected by the Parties or 
may be provided by the College. If a Party would like the College to provide an advocate during the 
Interview stage, they must submit a written request to the Title IX Coordinator at least three (3) days 
prior to their first scheduled interview. Advocates may not speak on behalf of the Parties during 
interview but may request pauses in the interview or provide support before and after the interview. 
The Advocate should be the same person throughout the duration of the process but Parties are not 
required to select an Advocate. If no advocate is selected or requested prior to the Hearing Date, the 
College will provide the party with an Advocate for the hearing only. Parties must inform the Title 
IX Coordinator if they will be selecting their own Advocate on or before the date of the Hearing is 
announced.
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(e) The Investigator(s) will provide an Investigatory Report, including interview summaries and 
all evidence collected, to the Title IX Coordinator upon completion of the investigation. The Title IX 
Coordinator will provide this information and material to the Adjudicators simultaneously with the 
Complainant(s) and Respondent(s). Complainant(s) and Respondent(s) will be granted digital access 
to evidence submitted at this time and will be notified of their hearing date, time, and location. At this 
time, parties who have not notified the Title IX Coordinator of their intent to select their own Advocate 
will be assigned an Advocate by the Coordinator.  Assigned Advocates will meet with their assigned 
party prior to the Hearing date.

(f)   Investigations will usually be completed within twenty (20) days of the day the Initial Written 
Notice was sent.

7)   Written Response by Parties.

(a) Upon receipt of the Investigatory Report, Complaint(s) and Respondent(s) will have ten (10) 
days to submit a Written Response to the Title IX Coordinator. This response will be provided to the 
Adjudicators prior to the hearing. Parties are not required to submit a written response and may 
choose to respond verbally at the hearing. Parties who submit a written response may also respond 
verbally at the hearing but parties who refuse to submit to cross-examination at the hearing will have 
their Written Response excluded from consideration by the Adjudicators.

(b) The written response must be in the Party’s own words; Parties may not submit statements 
authored by others, including family members, advocates, or attorneys but may consult with these 
parties in drafting their response. 

(c)  Written Responses must include a list of witnesses the Party intends to call at the hearing, 
including Investigators if the Party wishes to have the opportunity to question the Investigator. Non-
Investigator Witnesses must have been interviewed by the Investigators prior to the Hearing. 

(d) During the Hearing, parties will have an opportunity to have their Advocate’s cross-exam the other 
party and witnesses. Either party may request that the College facilitate the parties being located in 
separate rooms during cross-examination while observing the questing live via technological means. 
If the party wishes to utilize this option, they must include a request for Video Cross-Examination in 
their Written Response.

8)   Hearing.

Hearings will be overseen by the Hearings Panel, made up of three Adjudicators. Prior to the Hearing, 
all parties are expected to have read and understood the rules of the Hearing process.  If a party has 
questions about the Hearing process they should submit them to the Title IX Coordinator at least 24 hours 
prior to the Hearing.

(a) Purpose: The Purpose of the hearing is to allow you to present evidence in the form of documents 
or testimony and to allow all parties to have an opportunity to cross-examine opposing parties and 
witnesses.

(b) Decorum: Hearings should be professional. Disruptive or disrespectful behavior is not tolerated.

(c)  Process:

1)   Hearings consist of: Opening Statements, Direct and Cross-Examination of Parties and 
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Witnesses, and Closing Statements.

2)   All Parties, Advocates, Witnesses, and Investigators are expected to arrive 15 minutes prior 
to the start of the Hearing. Failure of a party to attend the hearing will be grounds to have their 
responses removed from consideration by the Adjudicators. All parties expected to attend will 
receive notice of the hearing date, time, and location at least ten (10) days in advance of the 
hearing.

3)   Opening Statements:

(i)   The Opening Statement is a brief preview of the case. It is not a time to present evidence. 
This is an opportunity to tell the Adjudicators what the case is about. Opening Statements 
should not be argumentative.

(ii) Each party will have ten (10) minutes for their opening statement. Complainant will go 
first and the Respondent will go second. Both parties will make opening statements prior to 
the commencement of the presentation of Parties Cases (Direct and Cross Examination).

(iii) Complainant and Respondent may make their opening statements themselves or may 
have their Advocate make their statements on their behalf.  Opening Statements may be read 
from a pre-drafted document.

4)   Direct Examination:

(i)   Direct Examination is the party’s opportunity to ask questions of the Parties and 
witnesses who can help prove what happened in the case. Witnesses and Parties must testify 
about what they personally know, not opinions or conjecture.

(ii) The Parties’ Advocates must perform the Direct and Cross-Examination of all Parties and 
Witnesses.

5)   Cross Examination:

(i)   Cross Examination is the chance to ask questions of the other Party and their Witnesses. 
You can challenge a Party or a Witness’ knowledge, opinion, perception, motive, memory, bias 
or credibility.

(d) Direct and Cross Examinations Specifics

Each party will have an opportunity to present Testimony, Evidence, and Witnesses on their behalf. 
Witnesses must have been interviewed by the Investigators prior to the Hearing.  The two main 
purposes for direct and cross-examination are to have the witness give evidence that helps you 
and to ask the witness questions about evidence they have already provided that you consider to be 
incorrect.

1)   Complainant’s Case (presented first):

(i)   Complainant will take the stand first for Direct Examination by their Advocate. 
Complainants Advocate will have (X minutes) for direct examination.

(ii) Respondent’s Advocate will have (X minutes) to Cross Examine the Complainant.
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(iii) Complainant will call Witnesses for Direct Examination by their Advocate. Complainants 
Advocate will have (X minutes) for direct examination of each witness.

(iv)  Respondent’s Advocate will have (X minutes) to Cross Examine each of the Complainant’s 
witnesses.

2)   Respondent’s Case (presented second):

(i)   Respondent will take the stand after Complainant and all of Complainants Witnesses have 
been called. Respondent’s Advocate will have (X Minutes) for direct examination.

(ii) Complaints Advocate will have (X minutes) to Cross Examine Respondent.

(iii) Respondent will call Witnesses for Direct Examination by their Advocate. Respondent’s 
Advocate will have (X minutes) for direct examination of each witness.

(iv) Complainant’s Advocate will have (X minutes) to Cross Examine each of the Respondent’s 
witnesses.

3)   If both parties list a person as their witness, the witness will be examined during the 
Complainant’s Case.

4)   Investigators involved in the case must attend the hearing. If a party plans to call an 
investigator, they must inform the Title IX Coordinator of the intention to call the Investigator by 
listing them as a Witness in their Written Response.

5)   Once all parties and witnesses have made their statements and had the opportunity to cross 
examine the other parties, the Adjudicators may ask clarifying questions of the Investigators.

(e) Direct and Cross Examinations Rules

All parties are required to follow the below rules during Direct and Cross Examination. Failure to 
follow these rules may result in exclusion of the testimony, or termination of the cross-examination of 
the party on the stand.

(i)   Dos and Don’ts

1. Do Treat Witnesses with respect. This is not a television courtroom,

2. Do be brief. Limit examination to only the most important necessary points,

3. Do be selective. Don’t cross examine a witness who did not hurt your case and/or who 
cannot testify to additional facts that would help your case. You do not have to cross-examine 
every witness.

4. Do ask questions to solicit more information about areas you believe may be unclear in the 
record,

5. Do use plain language. Use short specific questions,

6. Do try to ask questions that could be answered with “Yes,” “No,” or “I don’t know” rather 
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than open ended questions. For example, ask “Were you at the party on Friday June 4th at 10 
p.m.?” not “When did you get to the party?”

7. Don’t ask opinion based questions, ask about things that the witness would personally saw, 
heard, or did

8. Don’t ask narrative questions. Ask single, specific questions. For example, do not ask “tell 
me what you did that day.”

9. Do ask witnesses to review and confirm evidence if relevant to that witness’ statements.

10. Do not just repeat the same question over and over again.

11. Do not interrupt or argue with the witness if you do not like the witness’s testimony. 
Disagreement with a witness can only come in the form of contrary evidence.

12. Do listen to the answers.

(ii) Rape Shield:

PNCA applies “Rape Shield” rules to the hearing process.

1. Prohibited Uses:

a. Evidence offered to prove that a Complainant engaged in other sexual behavior; or

b. Evidence offered to prove a Complainant’s sexual predisposition.

2. Exceptions. The Adjudicators may admit the following evidence

a. Evidence of specific instances of a Complainant’s sexual behavior, if offered to prove 
that someone other than the Responded was the source of semen, injury, or other 
physical evidence

b. Evidence of specific instances of Complainant’s sexual behavior with respect to the 
Respondent, if offered by the Respondent to prove consent.

3. Procedures to Determine Admissibility.

a. If a party intends to offer evidence under this section, the party must include a 
separate statement in their Written Response that specifically describes the evidence 
and states the purpose for which it is to be offered. This Statement will be shared with 
the other party at least five (5) days before the Hearing Date.

(f)  Evidence

1) All Evidence must be submitted prior to the hearing. Ideally, all evidence should be provided/
submitted to the Investigator during the investigation. The last opportunity to provide evidence 
is to submit it with the Written Response (See Section XXX). If Evidence is introduced during with 
the Written Response, the Party must include a statement of why the Evidence was not provided 
during the Investigation.
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2) All evidence will be available for review or reference during the hearing. If a party or witness 
refers to an item of evidence, they will need to state how the evidence relates to the case.

3) Evidence made available at the hearing may be considered by the Adjudicators whether or not 
it is referenced by a party or witness during the hearing.

4) Specific Types of Evidence and its admissibility

(i)   Pattern Evidence: Evidence of an occurrence or occurrences of prohibited conduct so 
distinctive and so closely resembling either party’s version of the alleged encounter as 
to tend to prove a material fact may be considered. Where there is evidence of a pattern 
of similar prohibited conduct, either before or after the conduct in question, regardless of 
whether there has been a prior finding of a policy violation, this information may be deemed 
relevant to the determination of policy violation or assigning of a sanction. Instances will 
be rare and the determination of relevance will be based on an assessment of whether the 
previous or subsequent incident was substantially similar to the conduct cited in the report 
or indicates a pattern of behavior and substantial conformity with that pattern.

(ii) Prior Sexual History of the Parties: An individual’s character or reputation with respect 
to other sexual activity is not relevant and will not be considered as evidence. Similarly, 
an individual’s prior or subsequent sexual activity is typically not relevant and will only be 
considered as evidence under limited circumstances. For example, prior sexual history may 
be relevant to explain the presence of a physical injury or to help resolve other questions 
raised by the report. The investigator will determine the relevance of this information and 
both parties will be informed if evidence of prior sexual history is deemed relevant.

(iii) Prior Sexual History Between the Parties: Even in the context of a relationship, consent 
to one sexual act does not, by itself, constitute consent to another sexual act, and consent 
on one occasion does not, by itself, constitute consent on a subsequent occasion. Where the 
parties have a prior sexual relationship, and the existence of consent is at issue, the sexual 
history between the parties may be relevant to help understand the manner and nature of 
communications between the parties and the context of the relationship, which may have 
bearing on whether consent was sought and given during the incident in question. However, 
this does not assume that the prior sexual history was consensual and this should be a 
factor in considering relevance.

(g) Closing Statements

1)   Closing Statements should briefly summarize the evidence presented during the hearing. It 
should explain why the Adjudicators should decide the case in your favor. You may not present 
new evidence during your closing statement.

2)   Each party will have ten (10) minutes for their closing statements. The Respondent will go 
first and the Complainant will go second.

3)   Complainant and Respondent may make their closing statements themselves or may have 
their Advocate make their statements on their behalf.  Closing Statements may be read from a 
pre-drafted document.

(h) Questions by the Adjudicators
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1)   The Adjudicators may, on occasion, ask questions to clarify the record. You should not take the 
asking of a question as favoring any party or as any signal of how the judge will rule.

9)  Final Determination Report, Sanctions, and Supportive Measures. After the Hearing, the Adjudicators 
will prepare a written Final Determination Report of the findings of fact and analysis, applying a 
preponderance of the evidence standard, and determine based on those findings of fact, whether there 
was a violation of the Policy. A preponderance of the evidence means that the information shows that it 
is “more likely than not” that the Respondent violated College policy. The Adjudicators will consider the 
evidence, written responses, Investigative Report, and information provided at the hearing when preparing 
the Final Determination Report. 

(a) The Final Determination Report will include:

1)   Identification of the section(s) of the College’s code of conduct alleged to have been violated,

2)   A description of the procedural steps taken from receipt of the complaint through the 
determination, including any notifications to the parties, interviews with the parties and 
witnesses, site visits, methods used to gather other evidence, and hearings held,

3)   Findings of Fact supporting the determination,

4)   Conclusions regarding the application of the College’s policy to the facts,

5)   A statement of, and rational for, the result as to each allegation, including a determination 
regarding responsibility, any sanctions the College imposes on the Respondent and any 
supportive measure provided to the complainant designed to restore or preserve access to the 
College’s education program or activity,

(b) Sanctions: Consistent with College policies, Sanctions might include, among others: restrictions 
on contact; counseling; course-schedule or work- schedule alteration; changes in housing; leaves of 
absence; expulsion; termination; or increased monitoring of certain areas of the campus.

(c)  Timing: The Adjudicators will provide the Final Determination Report to the Title IX Coordinator 
within five (5) days after the hearing. The Title IX Coordinator will distribute the Final Determination 
Report to all parties simultaneously.  The Title IX Coordinator will notify the parties of any disciplinary 
action as appropriate. Final Determination Reports are final, there is no opportunity for appeal.

10) Effective date of Sanctions and Supportive Measures. A sanction imposed by the Title IX Coordinator 
is not effective until the conclusion of the Formal Grievance Process signaled by the release of the Final 
Determination Report. Non-disciplinary, non-punitive supportive measures may be put in place at any 
time during the Grievance Process, including prior to the release of the Final Determination Report or 
simultaneously with the Final Determination Report.

11) Timeframe. The Title IX Team will work diligently to ensure a prompt investigation.  While there is 
no fixed time frame under which they must complete the Title IX Process, the Team will make a good 
faith effort to conduct a fair, impartial process in a timely manner designed to provide all parties with 
resolution.  In most cases, the Title IX Team aims to move from the date of the filing of the Formal 
Complaint to the Resolution following the timeline outlined below:

Day 1 - Grievance Filed
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Day 3 - Initial Review by Title IX Coordinator to ensure Complaint satisfies Three-Part Edibility Test 
completed. Written Notice sent to Parties and Investigators notified of opening of investigation.

Day 10 – Earliest date for first interview.

Day 30 – Investigation Complete. Investigator Report turned over to Adjudicator and Parties. Digital access 
to Evidence made available to all parties. Parties informed of date of Hearing. Deadline to inform Title 
IX Coordinator of intent to provide own Advocate. If you do not provide/select your own Advocate by this 
time, one will be assigned to you by the Title IX Coordinator. The Advocate will arrange to meet with you 
prior to the Hearing Date.

Day 40 - Deadline to provide a written response to the Investigation Report. Email to the Title IX 
Coordinator by end of day.

Day 50 – Hearing Date.

Day 55 – Adjudicators releases Final Determination Report and any sanctions or supportive measures are 
put in place.

In some instances, the Title IX Coordinator may determine that there is good cause for a delay that would 
impact these timing. Reasons for a delay include: absence or unavailability of parties or witnesses, 
concurrent law enforcement activity, or the need for language assistance or accommodation of 
disabilities. If the Title IX Coordinator determines that there is good cause for delay at any point in the 
process, they will provide all parties to the Grievance with written notice of the delay and the grounds for 
the delay.

12) Advocate. Both the Complainant and the Respondent may bring an Advocate to any interviews with 
the Investigative Team. An advocate may be an officer (faculty or staff) of the College or the Party may 
select an advocate of their choosing, including an attorney. An Advocate may not be related to anyone 
involved in the complaint or have any other involvement in the process, unless the advocate is an attorney 
who is related to a party involved in the complaint. If an Advocate is selected early in the process, the 
party should rely on the same advocate for the duration of the process or immediately inform the Title 
IX Coordinator of a change in Advocate. If an Advocate is not selected by the time the Hearing Date is set, 
and Advocate will be assigned to the party by the Title IX Coordinator.

Advocates may offer feedback on their Party’s written statements, and provide general advice. During 
interviews with Investigators, Advocates may not speak for their Party, although they may ask to suspend 
the interviews briefly if they feel their Party would benefit from a short break and do not feel that their 
Party is in a position to make the request for themselves. 

During the Hearing, the Advocate will be responsible for Cross-Examination of the Parties and, as such, 
should familiarize themselves with the rules for the Hearing.  If the Advocate has questions about the 
hearing process, they should contact the Title IX Coordinator at least 24 hours before the Hearing.

When the allegations, if true, might constitute criminal conduct, the Respondent is hereby advised to seek 
legal counsel before making any written or oral statements. Those facing allegations may wish to obtain 
legal advice about how this process could affect any criminal case in which they are or may become 
involved. Such counsel may privately consult with and advise the parties during the process but may not 
examine witnesses or otherwise directly participate on behalf of either party unless they are acting as the 
Respondents Advocate as described herein.
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13)  Privacy, FERPA, and Clery in the Formal Process.

(a) In order to comply with FERPA and Title IX and to provide an orderly process for the consideration 
of relevant information without undue intimidation or pressure, the Investigation and Adjudication 
processes are not open to the general public. Accordingly, documents prepared during the Title IX 
case, including Investigative Reports, Final Determination Reports, Evidence Reports, Witness Lists, 
documents, testimony, and other information, may not be disclosed by the College outside of the 
Investigation and Adjudication process, except as may be required or authorized by law.

(b) Under the Clery Act, both the complainant and the accused student must be informed of the 
hearing outcome, and the College may not impose any limitations on the re-disclosure of this 
information. Accordingly, following the hearing, the Adjudicators will issue a Final Determination 
Report concurrently to the Respondent and the Complainant. The Final Determination Report will 
set forth, as required by the Clery Act, the name of the accused student; the violation(s) of this policy 
for which the accused student was found responsible, if any; any essential findings supporting the 
Adjudicators’ decision on the issue of responsibility; and the sanction(s) imposed, if any.

(c)  College policy neither encourages nor discourages the further disclosure of the Final 
Determination Report by either the Complainant or the Respondent. The College acknowledges that 
sharing the Final Determination Report with others, including family, friends, legal counsel, mental 
health professionals, and sexual assault advocates or victims, may be a critically important part of a 
student’s healing process.

14)  Request to Withdraw the Complaint. While every effort will be made to respect the Complainant’s 
wishes to withdraw a formal complaint, the College must be mindful of its overarching commitment to 
provide a non- discriminatory environment. Thus, in certain circumstances, the Title IX Coordinator may 
determine that investigation is appropriate despite a Complainant’s request to withdraw the complaint or 
failure to cooperate. Other circumstances also may result in a request to withdraw the complaint being 
declined, where, for example, a request to withdraw is made after a significant portion of the investigation 
has been completed and terminating the investigation would be inequitable.

A request to withdraw the complaint must be submitted to the Title IX Coordinator in writing by the 
Complainant. The Title IX Coordinator will review the request and will usually make a determination as 
to whether the request will be accepted or denied within five (5) days. If the Complainant’s request is 
accepted and the Complaint is withdrawn, the Complainant may still seek supportive measures under the 
Informal Resolution process described below.

E)   INFORMAL PROCESS AND RESOLUTION. Should a Complainant choose not to pursue a Formal Grievance 
or if the Title IX Coordinator determines that the allegations do not satisfy the requirements of a Formal 
Grievance, the parties may choose to pursue an Informal Resolution. Informal Resolution Process is a 
voluntary process so all parties must agree to participate in the process. If a Complainant requests an 
Informal Resolution, the Title IX Coordinator approves that request, and the Respondent refuses to participate, 
Complainant can file a Formal Grievance, if those requirements are met, or accept other non-disciplinary 
supportive measures.

If a Complainant elects to pursue an informal resolution or does not elect to pursue any resolution, they may 
still choose to file a formal complaint at a later time so long as the Jurisdictional requirements are met and 
the Informal Resolution Process has not been completed. Once a Complaint has been resolved through an 
informal resolution process, the matter will be closed. The Complainant may pursue this option even if they 
have already been provided with interim and/or permanent supportive measures.
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1)   Requesting Informal Resolution. Complainant must submit a request for Informal Resolution in writing 
to the Title IX Coordinator. The request should identify the alleged harasser (if known) and describe the 
allegations with specificity.

2)   Review and Discussion of Request. The Title IX will review the request and schedule a meeting 
with the Complainant to discuss this policy and confirm that the Title IX Coordinator has a complete 
understanding of the Complainant’s issues or concerns, including all pertinent facts and circumstances. 
The Title IX Coordinator will assess the severity of the alleged harassment and the potential risk of a 
hostile environment for others in the community to determine whether informal resolution may be 
appropriate. If after this discussion, both the Title IX Coordinator and the Complainant agree that the 
informal complaint process is appropriate, the Title IX Coordinator directly assists and guides effective 
and equitable problem-solving efforts, working with the Complainant and other relevant parties as 
appropriate.

3)   Circumstances in Which the Informal Resolution Process May Not Be Used. The Informal Resolution 
Process is not appropriate for all types of alleged conduct. Specifically, the Informal Resolution Process is 
not available in cases involving alleged sexual assault.

4)   Termination of Informal Resolution Process. The Informal Resolution process may be terminated at 
any time by either the Title IX Coordinator or any of the parties involved, at which point the allegations will 
be investigated via the Formal Process.

5)   Upon determining that informal resolution is appropriate, the Title IX Coordinator will:

(a) inform the Respondent of the allegations of the allegations against them in sufficiently specific 
detail as to allow them an opportunity to understand the allegations made against them,

(b) Inform the Respondent of their right to decline to participate in the Informal Process and that, by 
declining, a Formal Grievance Process may be triggered.

(c)  Give the Respondent five (5) days to respond declining to participate in the Informal Process,

(d) Schedule a date for and facilitate the mediation between the parties and attempt to aid the parties 
in finding a mutually acceptable resolution, and

(e) Title IX Coordinator also may put in place any appropriate interim measures to protect the 
educational and work environment.

6)   Mediation. Mediation provides an opportunity for the Complainant and the Respondent to 
communicate their feelings and perceptions regarding the incident, the impact of the incident, and their 
wishes and expectations regarding protection in the future. Informal Resolutions are held in the presence 
of, and facilitated by a member of the Title IX Team.

7)   Resolution. A matter will be deemed satisfactorily resolved when both parties expressly agree to an 
outcome that is also acceptable to the College or Title IX Coordinator. At any point prior to such an express 
agreement, the Complainant may withdraw the request for informal resolution and initiate a formal 
complaint under these Procedures. At any point prior to such express agreement, the Respondent may 
decline to continue to participate in the process and the Complainant may choose to initiate a Formal 
Grievance or accept other non-disciplinary supportive measures.

8)   Privacy of Informal Resolution. In order to promote honest, direct communication, information 
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disclosed during Informal Resolution must remain private while the Informal Resolution is pending, 
except where disclosure may be required by law or authorized in connection with duties on behalf of the 
College.

9)   Timing. Ordinarily, the informal resolution process will be concluded within three weeks of the date of 
the request. 

F)    ORS 350.255 PROCESS AND RESOLUTION If a Complaint fails to meet the requirements of Title IX, and 
Complainant may still be able to pursue a case under the ORS 350.255 Process.

1)   The College will initiate the ORS 350.2255 Process when:

(a) The Complaint, if true fails to satisfy the requirements of Title IX but does satisfy the requirements 
of ORS 350.255, and

(b) The Complainant consents to participate, and files a written request (complaint) for the College to 
pursue a Resolution under ORS 350.255.

2)   The written request must be in writing and signed and dated by the Complainant. It should sate:

(a) The name of the alleged harasser/respondent (if known)

(b) Describe with reasonable specificity the incident(s) of alleged harassment, including date and 
place of such incidents(s).

3)   Initial Review. Upon receipt of the written complaint, the Title IX Coordinator will perform the Initial 
Review. The initial review will verify that the allegations, if true, satisfy the requirements of ORS 350.255, 
and if not, whether an Administrative Closure is warranted.

4)   Administrative Closure. If, after conducting the initial review of the complaint, the Title IX Coordinator 
finds that the allegations would not constitute a violation of this Policy, then the Title IX Coordinator will 
administratively close the case and notify the Complainant.

Within one week of the decision to close a case administratively, the Complainant or Reporter may 
request reconsideration on the grounds that there is substantive and relevant new information that was 
not available at the time of the decision and that may change the outcome of the decision. The Title IX 
Coordinator will consider requests for reconsideration and inform the Complainant or Reporter of the 
outcome, ordinarily within one week of the date of the request.

In cases where the Title IX Coordinator concludes that the alleged conduct, while not a violation of the 
Policy, might implicate other College conduct policies, the Title IX Coordinator may refer the complaint to 
the appropriate College official.

5)   Written Notice.  Once the Title IX Coordinator affirms that the allegations, if true, satisfy the 
requirements, Written Notice will be sent to all the parties. The Notice will include:

(a) Sufficient details of the complaint, including: identities of the parties involved in the incident if 
known, specific section of the College policy allegedly violated, conduct allegedly constituting sexual 
harassment under this policy, and the date and location of the alleged incident if known.

(b) Information on the rights of the parties,
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(c)  Notification that False Statements are a violation of the student code of conduct,

(d) Notification of the Presumption of No Responsibility,

(e) Notification of the Parties right to request inspection and review of evidence,

(f)  Notice of temporary no-contact order between parties if applicable, and

(g) A copy of this policy.

6)   Investigation.

(a) Simultaneous with giving notice to the complainant(s) and respondent(s), the Title IX Coordinator 
will assign one or more investigators to perform the investigation. Investigations will usually include:

1)   Interviews with Complainant

2)   Interviews with Respondent

3)   Interviews with Witnesses

4)   Collection of Evidence. If Complainant or Responded is requested to submit evidence, they are 
expected to supply such evidence within 7 days of the request. Evidence may include:

(i)   Physically evidence in support of the claims

(ii) Text messages and phone call records

(iii) Social media posts

All evidence collected will be maintained either in a private server file (digital evidence) and/or a 
secure locked storage within the Title IX Coordinator’s office.

(b) The first interview will be scheduled no sooner than seven (7) days after notice is given, giving the 
parties time to assemble notes and evidence they may wish to bring to the interview.

(c)  The Investigator(s) will request individual interviews with the Complainant and the Respondent, 
and, as appropriate, with other witnesses, which may include those identified by the parties as well 
as relevant officers of the College or others. When identifying potential witnesses, the parties should 
understand that the purpose of interviews is to gather and assess information about the incident(s) at 
issue in the complaint, not to solicit general information about a party’s character. When a complaint 
involves allegations that, if true, also might constitute criminal conduct, Respondents are hereby 
advised to seek legal counsel before making any written or oral statements. The investigation process 
is not a legal proceeding, but Respondents might wish to obtain legal advice about how this process 
could affect any criminal case in which they are or may become involved.

(d) Parties may bring an advocate to the interview(s). Advocates may be selected by the Parties or 
may be provided by the College. If a Party would like the College to provide an advocate during the 
Interview stage, they must submit a written request to the Title IX Coordinator at least three (3) days 
prior to their first scheduled interview. Advocates may not speak on behalf of the Parties during 
interview but may request pauses in the interview or provide support before and after the interview. 
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The Advocate should be the same person throughout the duration of the process but Parties are not 
required to select an Advocate.

(e) The Investigator(s) will provide an Investigatory Report, including interview summaries and 
all evidence collected, to the Title IX Coordinator upon completion of the investigation. The Title 
IX Coordinator will provide this information and material simultaneously to the Complainant(s) 
and Respondent(s). Complainant(s) and Respondent(s) will be granted digital access to evidence 
submitted at this time and will be notified of their deadline to submit a written response.

(f)   Investigations will usually be completed within twenty (20) days of the day the Initial Written 
Notice was sent.

7)   Written Response by Parties.

(a) Upon receipt of the Investigatory Report, Complainant(s) and Respondent(s) will have ten (10) days 
to submit a Written Response to the Title IX Coordinator. Parties are not required to submit a written 
response and may choose to rely only on the information in the Investigator’s Report.

(b) These written responses will be shared with the Complainant(s) and Respondent(s) and each 
Party will have five (5) days to review those responses. By the end of the fifth (5th) day, each Party will 
have the option to either (1) accept the materials as submitted or (2) request a follow up interview in 
writing through the Title IX Coordinator. If a Party does not contact the Title IX Coordinator to schedule 
a follow up interview, they will be deemed to have accepted the materials without further comment.

(c)  If a Party requests a follow up interview, the Title IX Coordinator will contact an Investigator to 
arrange a time for the Party to be interviewed. The follow up interview can be used to clarify points 
made in either their own or the other Party’s Written Response.

(d) Upon completion of any follow up interviews, all parties will be informed that all materials are 
being turned over to the Adjudicator(s).

8)   Final Determination Report, Sanctions, and Supportive Measures.

(a) The Investigatory Report, the Written Response, submitted or collected Evidence, and any 
Investigator’s Reports from the follow up interviews will be provided to the Adjudicator(s).

(b) The Adjudicator(s) will prepare a written Final Determination Report of the findings of fact and 
analysis, applying a preponderance of the evidence standard, and determine based on those findings 
of fact, whether there was a violation of the Policy. A preponderance of the evidence means that the 
information shows that it is “more likely than not” that the Respondent violated College policy

(c)  The Final Determination Report will include:

1)   Identification of the section(s) of the College’s code of conduct alleged to have been violated,

2)   A description of the procedural steps taken from receipt of the complaint through the 
determination, including any notifications to the parties, interviews with the parties and 
witnesses, site visits, methods used to gather other evidence, and hearings held,

3)   Findings of Fact supporting the determination,
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4)   Conclusions regarding the application of the College’s policy to the facts,

5)   A statement of, and rational for, the result as to each allegation, including a determination 
regarding responsibility, any sanctions the College imposes on the Respondent and any 
supportive measure provided to the complainant designed to restore or preserve access to the 
College’s education program or activity,

(d) Sanctions: Consistent with College policies, Sanctions might include, among others: restrictions 
on contact; counseling; course-schedule or work- schedule alteration; changes in housing; leaves of 
absence; expulsion; termination; or increased monitoring of certain areas of the campus.

(e) Timing: The Adjudicators will provide the Final Determination Report to the Title IX Coordinator 
within five (5) days after the receipt of the materials. The Title IX Coordinator will distribute the Final 
Determination Report to all parties simultaneously.  The Title IX Coordinator will notify the parties of 
any disciplinary action as appropriate. Final Determination Reports are final, there is no opportunity 
for appeal.

9)   Effective date of Sanctions and Supportive Measures. A sanction imposed by the Title IX Coordinator 
is not effective until the conclusion of the Resolution Process signaled by the release of the Final 
Determination Report. Non-disciplinary, non-punitive supportive measures may be put in place at any time 
during the Process, including prior to the release of the Final Determination Report or simultaneously 
with the Final Determination Report.

V)   COMPLAINANT DOES NOT WISH TO PURSUE RESOLUTION OR 
REQUESTS CONFIDENTIALITY
If the complainant does not wish to pursue Formal or Informal Resolution and/or requests that their 
complaint remains confidential, Title IX nevertheless requires that the College investigate and take reasonable 
action in response to the complainant’s information. The Title IX Coordinator will inform the complainant 
that the College’s ability to respond may be limited. The Title IX Coordinator may conduct a preliminary 
investigation into the alleged Sexual Harassment and may weigh the Complainant’s request(s) against 
the following factors: the seriousness of the alleged Sexual Harassment; whether there have been other 
complaints of Sexual Harassment made against the same accused student; and the accused student’s right 
to receive information about the allegations if the information is maintained by the College as an “education 
record” under FERPA. The Title IX Coordinator will inform the complainant if the College cannot ensure 
confidentiality. Even if the College does not take disciplinary action against the accused student due to the 
complainant insisting on confidentiality or that the complaint not be resolved, the Title IX Coordinator reserves 
the authority to undertake an appropriate inquiry, issue a “no contact” order, and take other reasonably 
necessary measures.

VI) CONFIDENTIALITY
PNCA will endeavor to maintain confidentiality to the extent permitted by law. In cases where the 
complainant’s desire to maintain anonymity may constrain attempts to establish facts and eliminate the 
alleged harassment, PNCA will attempt to find the right balance between the complainant’s desire for 
confidentiality and PNCA’s responsibility to provide an environment free of sexual harassment. However, PNCA 
may take formal action to ensure an environment free of sexual harassment and/or Sexual Harassment.
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Once a complaint is filed, the Complainant or Reporter, the Respondent, and any witnesses will be notified 
of the potential for compromising the integrity of the investigation by disclosing information about the case 
and the expectation that they therefore keep such information – including any documents they may receive 
or review – confidential. They also will be notified that sharing such information might compromise the 
investigation or may be construed as retaliatory. Retaliation of any kind is a separate violation of the Policy 
and may lead to an additional complaint and consequences.

The parties remain free to share their own experiences, other than information that they have learned solely 
through the investigatory process, though to avoid the possibility of compromising the investigation, it is 
generally advisable to limit the number of people in whom they confide.

VII)         STUDENT, FACULTY, AND STAFF RELATIONSHIPS
Consensual Relationships Romantic or sexual relationships between a faculty member and a student 
or between a supervisor and a person under their supervision create situations that may lead to sexual 
harassment, conflicts of interest, and favoritism. Therefore, PNCA strongly discourages consensual 
relationships between supervisors and subordinates, faculty and students, and advisors and students. Failure 
to report such consensual relationships and to cooperate in making alternative arrangements may result in 
disciplinary action up to and including termination or expulsion.

This policy is not intended to discourage the interaction of faculty and students and supervisors and 
employees where it is appropriate and ethical. If a romantic or sexual relationship exists or develops between 
a faculty member and a student enrolled in the faculty member’s course, the faculty member must disclose 
the relationship’s existence to an immediate supervisor and cooperate in making alternative arrangements for 
the supervision, teaching, grading, or advising of the student and/or student employee.

Supervisors must disclose a romantic or sexual relationship that exists or develops between the supervisor 
and an employee under their supervision to an immediate supervisor, and must cooperate in making 
alternative arrangements for the supervision of the employee. The supervisor and employee, or faculty 
member and student, involved must understand appropriate behavior for the classroom and/or workplace. In 
the event that a complaint of sexual harassment or Sexual Harassment is brought by either party regarding 
the relationship, there will be no presumption by PNCA that the relationship was consensual. Behaviors that 
include inappropriate displays of affection are prohibited on campus and may result in disciplinary action. 
Inappropriate displays of affection include, but are not limited to, unwarranted comments of a sexual nature 
and any deliberate physical contact that might cause humiliation or intimidation to other students, faculty, or 
staff.

VIII)   AMENDMENTS
This Policy may be amended, in writing, at any time by the President or the President’s designee.

Victim’s privacy rights
When consulting campus resources, students should be aware of confidentiality and mandatory reporting 
in order to make informed choices. Some campus departments may maintain your complete confidentiality, 
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offering you options and advice without any obligation to tell anyone unless you want them to. Other 
departments are expressly there for you to report crimes and policy violations, and they will take action when 
you report an incident to them. 

Counseling Center
In accordance with state and federal laws as well as professional ethical guidelines established for health, 
mental health, and dental professionals the Counseling Center maintains confidential records of all patient 
contacts. This means that no information about your contact with counselors will be disclosed to outside 
parties without your written consent.

There are some exceptions to confidentiality however. Medical, mental health, and dental providers may be 
required to release certain information in any of the following situations: (1) if you indicate an intent to harm 
yourself or others; (2) if you reveal abuse or neglect of a child, or of an elderly or disabled adult; (3)if a court 
of law orders disclosure of information about your treatment; (4) if you initiate legal proceedings regarding 
your mental health treatment, or use mental illness as a defense in a criminal or civil action; (5) if you are 
diagnosed with a reportable disease as required by the State Health Department; or (6) if you are at risk of 
operating a motor vehicle. Confidentiality in these cases will be limited to the extent the law allows.

Confidential Advocates
Confidential Advocates are not required to report student disclosures to other College officials. Confidential 
Advocates can receive disclosures of gender based violence confidentially without making a Title IX report.  
A report by a student to a Confidential Advocate will not trigger an investigation into an incident against the 
student’s wishes unless an exception applies.

Exceptions to this confidentiality are:
• If you indicate a clear and serious intent to harm others;
• If you, or the campus community at large is at risk of danger;
• If you reveal abuse or neglect of a child, or of an elderly or disabled adult.

Confidential Advocates must receive Title IX training but may not be part of the Title IX team.  They are 
appointed by the Director of Legal Services and/or the Title IX Coordinator.

Confidential Advocates are not privileged parties and may be required to disclose information to outside 
parties, such as attorneys, as required by law.
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Campus-based Services 
available to victims of Sexual 
Assault
Confidential Advocates
Jessie Spiess Werner
MFA in Visual Studies Program 
Coordinator
jwerner@pnca.edu
 
Ingrid Baker
Director of Financial Aid
igbaker@pnca.edu

Title IX Team
Cordelia Daniels
Title IX Coordinator
Director of Legal Services
cdaniels@pnca.edu
503-821-8930
 
Manny Guerra
Campus Safety Manager
mguerra@pnca.edu
503.821.8897
 
Jade Silver
Financial Aid Counselor
jsilver@pnca.edu
 
Sharon Sarcos
Director of HR
ssarcos@pnca.edu

Victor “V” Maldonado
Asst Dean of Diversity and Inclusion 
& Chief Diversity Officer
vmaldonado@pnca.edu
 
Sally Schoolmaster
Associate Professor of Art
sschoolmaster@pnca.edu
 
Kate Copeland
Chief Academic Officer, Dean of 
Academic Affairs
kcopeland@pnca.edu
 
Jackson Seemayer
Assistant Director of Student Life
jseemayer@pnca.edu
  

CARE Team
Manny Guerra
Campus Safety manager
mguerra@pnca.edu
503-821-8897
 
Cordelia Daniels
Director of Legal Services
cdaniels@pnca.edu
503-821-8930
 

Darby Knox
Vice President for Advancement and 
Communications
dknox@pnca.edu
503-821-8927
 
Jackson Seemayer
Assistant Director of Student Life
jseemayer@pnca.edu

Kat McAnalley
Coordinator of Student Life & Events
kmcanalley@pnca.edu
 

Student Life
Jackson Seemayer
Assistant Director of Student Life
jseemayer@pnca.edu
 
Kat McAnalley
Coordinator of Student Life & Events
kmcanalley@pnca.edu

mailto:jwerner@pnca.edu
mailto:igbaker@pnca.edu
mailto:cdaniels@pnca.edu
mailto:mguerra@pnca.edu
mailto:jsilver@pnca.edu
mailto:ssarcos@pnca.edu
mailto:vmaldonado@pnca.edu
mailto:sschoolmaster@pnca.edu
mailto:kcopeland@pnca.edu
mailto:jseemayer@pnca.edu
mailto:mguerra@pnca.edu
mailto:cdaniels@pnca.edu
mailto:dknox@pnca.edu
mailto:jseemayer@pnca.edu
mailto:kmcanalley@pnca.edu
mailto:jseemayer@pnca.edu
mailto:kmcanalley@pnca.edu
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State and Community Services- 
Resources and Contact 
Information
Medical Resources
To find an in-network medical 
provider, please visit: https://www.
zocdoc.com/

neArest hospitAl to pnCA 
 - open 24hrs 
Legacy Good Samaritan Medical
1015 NW 22nd Ave
(503) 413-7711

Legacy Go Health Urgent Care
Open from 8am - 8pm
1244 NW Marshall St
gohealthuc.com
(971) 232-8620
 
The Portland Clinic
800 SW 13th Ave
ThePortlandClinic.com
(503) 221-0161
 
ZOOM+Care Pearl District
M-F 7am- Midnight Sa+Su 9am-
6pm
202 NW 13th Ave
zoomcare.com
(971) 998-1011
 
ZOOM+ Super Clinic
M-SU 7am to Midnight
607 NE Grand Ave
zoomcare.com
(971) 998-1011

Statewide and National Hotlines
Portland Metro Area Resources: 
(Clackamas, Multnomah and 
Washington Counties)

Mental Health Crisis Line
 503-988-4888

Women’s Crisis Hotline
 503-235-5333

Beaverton City Victims’ Assistance 
Program
 503.526.2215

Bradley-Angle House  crisis line
 503.281.2442

Clackamas County Victims’ 
Assistance Program
 503.655.8616

Clackamas Women’s Services  
crisis line
 503.654.2288

Domestic Violence Resource 
Center  crisis line
 503.469.8620

El Programa Hispano-Project UNIC 
Crisis line
503.232.4448
Gresham office
 503.669.8350
Portland office
 503.231.4866

Multnomah County Victims’ 
Assistance Program
 503.988.3222 

Call to Safety Crisis line
 503.235.5333
Toll free
 888.235.5333

Raphael House, Crisis line
 503.222.6222
Toll free
 800.799.7233

Q Center
 (503) 234-7837
http://www.pdxqcenter.org/

Sexual Assault Resource Center  
Crisis line
 503.640.5311

Victim Rights Law Center  intake 
Hotline
 503.274.5477 X6
Spanish speaking staff available 

Washington County Victims’ 
Assistance Program
 503.846.8671 

https://www.zocdoc.com/
https://www.zocdoc.com/
http://gohealthuc.com
http://ThePortlandClinic.com
http://zoomcare.com
http://zoomcare.com
http://www.pdxqcenter.org/
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National Resources
National Sexual Assault Hotline
 1-800-656-HOPE (4673)

Safe Horizon, Domestic Violence Hotline
 1-800-621-HOPE (4673), Crime Victims’ Hotline
 1-866-689-HELP (4357)

National Domestic Violence Hotline 1-800-799-7233 OR 1-800-787-3224 (TTY)

Suicide Hotline
 800-222-1222

Gateway Center for Domestic Violent
 Crisis line
 503-235-5333
Main line
 503-988-9640

Trevor Project (LGBTQ Youth)
 1-877-565-8860

Trans Lifeline (transgendered individuals)
 1-866-488-7386

Lines 4 Life
 1-800-273-8255

Youthline
 1-877-968-8491

Youth Text Line
 text “teen2teen” to 839863

Military Helpline
 1-888-457-4838 or text “MIL1” to 839863 (9a-3p PST)

Alcohol and Drug Helpline
 1-800-923-4357
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National Resources
Address Confidentiality Program
https://www.doj.state.or.us/crime-victims/victims-resources/victims-services/address-confidentiality-program-
acp/

For security reasons, the location of the ACP office is confidential. ACP staff work with applicants and 
participants by phone, fax, email or regular mail. If you choose to write using the P.O. Box below, please include 
your contact information so we can reach you.

For more information, please refer to the frequently asked questions below or contact at:

ACP
P.O. Box 1108
Salem, OR 97308
Phone: 503-373-1323
Toll-free (Oregon only): 1-888-559-9090
Fax: 503-373-1340
Email: ACP@doj.state.or.us

 

Crime Victim’s Compensation
https://www.doj.state.or.us/crime-victims/victims-resources/victims-services/compensation-for-victims-of-
crime/

Crime Victims’ Compensation Program
Oregon Department of Justice
1162 Court St. NE
Salem, Oregon 97301-4096
Phone: 503-378-5348
Fax: 503-378-5738
Email: CVSDemail@doj.state.or.us

https://www.doj.state.or.us/crime-victims/victims-resources/victims-services/address-confidentiality-program-acp/
https://www.doj.state.or.us/crime-victims/victims-resources/victims-services/address-confidentiality-program-acp/
mailto:ACP@doj.state.or.us
https://www.doj.state.or.us/crime-victims/victims-resources/victims-services/compensation-for-victims-of-crime/
https://www.doj.state.or.us/crime-victims/victims-resources/victims-services/compensation-for-victims-of-crime/
mailto:CVSDemail@doj.state.or.us
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Off-Campus Confidential 
Resources
Call to Safety (formerly Portland Women’s Crisis 
Line):
503-235-5333
https://calltosafety.org
Sexual assault advocates are available 24 hours to 
assist students and help them access community 
resources. This service is available for individuals 
regardless of whether they choose to take legal 
action or not. PWCL can also help link students in 
domestic violence situations with the appropriate 
referrals including emergency shelter and support 
groups.
 
El Programa El Hispano-Project UNICA:
24-hour crisis line 1-888-232-448
Portland 503-688-2630
Gresham 503-669-8350
Project UNICA’s goal is to provide support, advocacy, 
and opportunity for self-empowerment, enabling 
survivors to exercise free and informed life choices. 
Project UNICA operates the UNICA Crisis Line, which 
is the first Crisis Line in Spanish in Multnomah 
County.
 
Gay Men’s Domestic Violence Project: 
800-832-1901
http://www.glbtqdvp.org/
National domestic violence hotline for gay men, 
located in Boston, MA. Crisis line offers emotional 
support, safety planning, crisis counseling, referrals 
and emergency housing.
 
Oregon Coalition Against Domestic & Sexual Violence 
(OCADSV):
503-230-1951 
https://www.ocadsv.org/
OCADSV promotes equity and social change in 
order to end violence for all communities, lobbies 
and provides trainings to end domestic and sexual 
violence.

Oregon Department of Justice, Victims’ Services 
Division:
https://www.doj.state.or.us/crime-victims/
https://www.doj.state.or.us/crime-victims/victims-
resources/other-resources/county-victim-assistance-
programs/
The Crime Victims’ Services Division (CVSD) is to 
reduce the impact of crime on victims’ lives by 
supporting statewide victim services programs, 
promoting victims’ rights, and providing victims 
access to information and resources in a 
compassionate, responsive, and dedicated manner. 
CVSD provides advocacy for victims navigating the 
criminal justice system, as well as information on 
victims’ rights, resources and compensation for 
crime victims.
 
Multnomah County Victim Assistance
1022 SW 4th Ave, Room 600 Portland, OR 97221
Phone: (503) 988-3222
 
Sexual Minority Youth Resource Center: 
503-872-9664
http://www.smyrc.org/
Services for mental health counseling to minority 
youth, ages 23 and under, and LGBTQ youth. Services 
include assessment, individual treatment, groups, 
couples, and family therapy.
 
The Survivor Project:
503-288-3191
https://www.survivorproject.org/
Advocating for intersex and transgender survivors of 
domestic and sexual violence.
 
Victim’s Right Law Center (VRLC)
503-274-5477, ext. 6
http://www.victimrights.org/
VRLC provides free, holistic legal assistance to 
victims of rape and sexual assault in Multnomah, 
Washington, and Clackamas counties, Oregon. 
 

All Clergy are confidential: any Priest, Pastor, Minister, Iman, Rabbi, Sangha, or other spiritual leader of a 
religious faith.
  

https://calltosafety.org
http://www.glbtqdvp.org/
https://www.ocadsv.org/
https://www.doj.state.or.us/crime-victims/
https://www.doj.state.or.us/crime-victims/victims-resources/other-resources/county-victim-assistance-programs/
https://www.doj.state.or.us/crime-victims/victims-resources/other-resources/county-victim-assistance-programs/
https://www.doj.state.or.us/crime-victims/victims-resources/other-resources/county-victim-assistance-programs/
http://www.smyrc.org/
https://www.survivorproject.org/
http://www.victimrights.org/
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RIGHTS AND RESPONSIBILITIES
Freedom from Harassment and Discrimination
PNCA is committed to maintaining a community of work and study for faculty, administrators, staff, and 
students that is free of sexual and other unlawful harassment, intimidation, and exploitation. The College does 
not tolerate behavior that constitutes sexual or other unlawful harassment of any member of the College 
community. The College remains committed to providing an environment free from sexual harassment or 
harassment because of race, color, religion, religious creed, ancestry, national origin, age, sex, marital status, 
citizenship status, military service status, sexual orientation, gender identity or expression, disability, and any 
other status protected by law. Prohibited harassment in any form, including verbal and/or physical conduct, 
visual displays, threats, demands, and retaliation is unlawful and will not be tolerated. The Policy on Sexual 
Harassment and Misconduct (see page 59) explicitly applies to PNCA students, faculty, staff, and all other 
individuals engaged with College activities. Students who know of harassment or who believe that they have 
been harassed in violation of this policy should refer to the procedure for filing a complaint on page 62. The 
College will take prompt and effective corrective action in response to occurrences of harassment, including, 
where appropriate, disciplinary action up to and including termination or expulsion. 

Student Records 
The Family Educational Rights and Privacy Act (FERPA) of 1974 gives students certain rights with respect 
to their education records. At PNCA, these rights begin the first day the student attends a class upon 
matriculation. Students have the right to file a complaint with the U.S.Department of Education concerning 
alleged failures of the College to comply with the requirements of FERPA. The office that administers FERPA 
is Family Policy Compliance Office, US Department of Education, 400 Maryland Avenue S.W., Washington, DC, 
20202-4605.

Release of Information
Students must give PNCA written consent to release their personally identifiable education records or files 
to any individual, agency, or organization, with the following exceptions: school officials who have legitimate 
educational interests, government officials enumerated in the Family Educational Rights and Privacy Act or 
connected with an application for financial aid. A school official is a person employed by the College in an 
administrative, supervisory,academic, research, or support staff position (including security personnel); a 
person or company with whom the College has contracted (such as an attorney, auditor, or collection agent); a 
person serving on the Board of Governors; or a student serving on an official committee, such as a disciplinary 
or grievance committee, or assisting another school official in performing his or her responsibilities. A school 
official has a legitimate educational interest if the official needs to review an education record in order to fulfill 
his or her professional responsibility. Upon official request from another college, PNCA will disclose education 
records without consent to officials at a school in which a student seeks or intends to enroll. As of January 
3, 2012, the U.S. Department of Education’s FERPA regulations expand the circumstances under which your 
education records and personally identifiable information (PII) contained in such records, “including your 
Social Security Number, grades, or other private information,” may be accessed without your consent. First, 
the U.S. Comptroller General, the U.S. Secretary of Education, or state and local education authorities (“Federal 
and State Authorities”) may allow access to your records and Pll without your consent to any third party 
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designated by a Federal or State Authority to evaluate a federal- or state-supported education program. The 
evaluation may relate to any program that is “principally engaged in the provision of education,” such as early 
childhood education and job training, as well as any program that is administered by an education agency or 
institution. Second, Federal and State Authorities may allow access to your education records and PII without 
your consent to researchers performing certain types of studies, in certain cases even when we object to 
or do not request such research. Federal and State Authorities must obtain certain use-restriction and data 
security promises from the entities that they authorize to receive your Pll, but the Authorities need to maintain 
direct control over such entities. In addition, in connection with Statewide Longitudinal Data Systems, State 
Authorities may collect, compile, permanently retain, and share without your consent PII from your education 
records, and they may track your participation in education and other programs by linking such Pll to other 
personal information about you that they obtain from other Federal or State data sources, including workforce 
development, unemployment insurance, child welfare, juvenile justice, military service, and migrant student 
records systems.

Requests for Non-Disclosure of Directory Information
Directory information-including a student’s name, address, telephone number, email address, date and place 
of birth, photograph, most recent educational agency or institution attended, enrollment dates, enrollment 
status (e.g. undergraduate or graduate, full-time or part-time), dates of attendance, grade level, major, 
participation in officially recognized activities, graduation date, degree and awards received is not considered 
confidential and may be disclosed unless a student files a written request with the Registration Office to keep 
it confidential. Requests for nondisclosure will be honored by the College for one academic year. Requests 
to withhold directory information must be filed annually with the registrar within the first two weeks of the 
semester. Please consider very carefully the consequences of a decision to withhold directory information. 
A non-disclosure request will call for PNCA not to release any or all of the “directory information;” thus any 
future requests for such information from non-institutional persons or organizations will be refused. PNCA 
will honor your request to withhold directory information but cannot assume responsibility to contact you 
for subsequent permission to release this information. Regardless of the effect upon you, PNCA assumes no 
liability as a result of honoring your instructions that such information be withheld.

Right to Inspect and Review Education Records
Students have the right to inspect their confidential files and permanent records upon request, under 
conditions that will prevent the records’ alteration or mutilation. Federal law permits PNCA 45 days in which 
to comply with any request. Students have the right to request amendment of their education records if they 
believe they are inaccurate or misleading. Students will be asked to file a written request describing the 
record they wish to be amended and why it may be inaccurate. Please consult with the registrar for more 
details about this process.

Freedom Of Artistic Expression Policy
PNCA prizes freedom of expression and open discourse. Through its curriculum and related programs, the 
College seeks to create an atmosphere that encourages and supports the practice of intellectual and artistic 
freedom. To this end, the College fosters ongoing discussions about the larger ethical and legal issues 
related to artistic expression. It also strives to resolve conflicts through thoughtful dialog and consultation 
in a manner that sparks rather than fetters the imagination. At the same time, PNCA and the members of its 
community recognize their shared obligation and commitment to:
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Be mindful and responsible about the impact their creative process may have on individuals, communities, 
and the human and non-human environment. 
• Obey federal, state and local laws. 
• Assure the safety of all campus community members and visitors.
• Maintain the integrity of the College’s operation. 
• Respect institutional and personal property. 
• Refrain from acts of hate speech or other verbal violence.

STUDENT ACTIVITIES POLICY 
Student activities and clubs operate under the same code of conduct as individual students do, and are 
subject to the same sanctions in cases of Conduct Code violations. Student co-curricular and extracurricular 
activities are intended to help students develop as individuals by exploring new ideas, developing an 
appreciation for diversity, creating new friendships, and just having fun. Through the Student Life Office, PNCA 
supports activities for both small and large groups, assists students with organizing special interest clubs, 
and arranges space to meet for formal and informal events. Students interested in sponsoring an event or 
forming a student organization or club should work with Student Life staff and Student Council to develop a 
plan and arrange the necessary resources to help ensure a successful activity or event.

EVENTS POLICY  
There are four different kinds of events at PNCA: 
• Student Produced Events, such as gallery openings and performances.
• Faculty/Staff Produced Events, such as visiting artist lectures, receptions, and workshops. 
• All Community Events, such as Graduation, Convocation, First Thursday, and Focus Week. 
• Third Party Events, such as receptions, summits, and weddings. Third party events are the least common 

and subject to the most restrictions.

The mission of PNCA Events is to generate connections with innovative communities in Portland and beyond, 
to produce unique and memorable events, to create opportunities for student involvement and the exhibition 
of student artwork, so as to further the mission of the College. 

Any student or group of students wishing to hold an event on campus should consult with Kathryn McAnalley,

Coordinator of Student Life & Events. In planning an event, students need to consider many things, most of 
which need to be arranged in advance: security, set-up, cleanup, supplies, and liability insurance (if applicable).

There are 6 Major Steps to Producing Events at PNCA

1.  Request your space: Go to https://schedule.pnca.edu/ and use the “Find a Room” feature to request your 
space.

2.  Complete your paperwork: Checklist for Student Organized Events.
3.  Secure your furniture & technology: Submit Help Tickets to Facilities and Technology. 
4.  Attract your Audience: Create and distribute marketing material.
5.  Produce your event: Manage your event and attendees. 
6.  Clean-up after your event: Return the space to its original condition. 

Please note: all event attendees are subject to all institutional, State and Federal Laws; furthermore, all event attendees are subject to the PNCA Policies 
Governing Events.

Have questions? Please contact Kathryn McAnalley, Coordinator of Student Life & Events, at kmcanalley@pnca.
edu.

https://schedule.pnca.edu/
https://schedule.pnca.edu/
mailto:kmcanalley@pnca.edu
mailto:kmcanalley@pnca.edu
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OPTIONS TO ADDRESS COMPLAINTS
PNCA has formal and informal complaint procedures that students, faculty, and staff may use; an individual of 
their choice may assist them with the procedures. The informal process described in this policy may be used 
as a prelude or as an alternative to filing a formal complaint, i.e. it is not necessary to use the informal option 
prior to filing a formal complaint.

Anyone who believes that he or she has been subjected to sexual harassment may immediately file a formal 
complaint by following the procedures outlined in the Sexual Harassment and Misconduct Policy.

DRUG AND ALCOHOL POLICY 
PNCA seeks to promote a healthy lifestyle for its students to enhance their capacity to learn, create, 
and produce works of art of the highest quality. To this end, the College discourages the use of chemical 
substances for social and recreational purposes. PNCA does not permit the use, manufacture, or sale of illegal 
(State and/or Federal) drugs on campus (including marijuana), or as part of any official College business or 
activity held off campus. The consumption of alcohol in

moderate amounts is allowed only at certain expressly authorized College functions, and only by students or 
visitors who are of legal drinking age (21 years or older). Without authorization by the College, one may not 
serve alcoholic beverages on campus or as part of any official College business or activity held off campus. 
Students may request alcohol service for beer or wine only for a College event by using the Beer and Wine 
Service Request Form, available

from the Facilities Manager. The student(s) who have requested the service of alcohol for a College event 
will be notified when their request has been authorized. The Beer and Wine Service Request Form should be 
submitted at least a week prior to the event in order to secure all necessary authorizations in time. All PNCA 
events must be in compliance with Oregon Liquor Control Commission rules and regulations. 

Students may not attend classes intoxicated. Students found intoxicated in classes or on campus may be 
subject to disciplinary action. Students found distributing or supplying underage students with alcohol or 
marijuana will be subject to sanctions including but not limited to probation and/or suspension. Please note 
that PNCA is a smoke-free campus.

HAZING POLICY 
 PNCA prohibits any form of hazing by PNCA students on or off campus. Any act which endangers the 
mental or physical health or safety of a student, or which is taken, created, or intended to produce mental or 
physical discomfort, embarrassment, harassment or ridicule that is directed at a student, or which destroys 
or removes public or private property, for the purpose of initiation, admission into, affiliation with, or as a 
condition for continued membership in a group or organization is prohibited. Such actions may be perpetrated 
by an individual, an individual against an organization, or an organization against an individual. In case of 
violations, individuals and an organization as a whole may be subject to disciplinary action.
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SHARPS POLICY 
1.0 Purpose and Applicability

1.1 the folloWinG doCument desCribes the proper preCAutionAry proCedures for hAndlinG of 
shArps And hoW they Are mAnAGed in the WAste streAm.
1.2 these proCedures must be folloWed properly by All Who Are likely to Come in ContACt With 
needles or other “shArps” mAteriAls.

2.0 Definitions
2.1 shArps Are disCArded ArtiCles thAt mAy CAuse punCtures or Cuts, inCludinG, but not limited to 
All used And disCArded hypodermiC needles And syrinGes, pAsteur pipettes, sCAlpels, CApillAry 
tubes, rAzor blAdes And suture needles.
2.2 shArps mAy Also be desCribed As Any mAteriAl thAt mAy be riGid enouGh, thAt When CrACked 
or broken, is Able to pierCe the skin. exAmples Would be: broken beAker, metAl from A CAGe or A 
broken test tube.

3.0 Roles and Responsibilities
3.1 prinCipAl sAfety eduCAtor – indiViduAl responsible for ensurinG thAt stAff Are trAined 
AnnuAlly reGArdinG sAfe shArps hAndlinG And thAt All reseArChers WorkinG in the lAborAtories 
Are informed on biosAfety proCedures.

4.0 Procedures for Use
4.1 shArps preCAutions And disposAl proCedures:

a) Sharps must not be handled directly, use gripping tools such as forceps or a broom and dustpan to 
collect sharp objects such as broken glass or needles
b) All sharps must be disposed of in puncture-proof/leak-proof containers, which indicates that they are 
“sharps” biohazard waste and the container must be labeled with the international biohazard symbol: 
These are red/orange shatterproof containers that resist breaking under normal conditions of use and 
handling, meet ASTM standard F2132-01, and that are marked prominently with the universal biohazard 
warning symbol and the word “Biohazard” in a contrasting color.
c) Careful management of needles and other sharps are of primary importance. Needles must not be bent, 
sheared, broken, recapped, removed from disposable syringes, or otherwise manipulated by hand before 
disposal.
d) Used disposable needles and syringes must be carefully placed in conveniently located puncture- 
resistant containers used for sharps disposal.
e) Plastic-ware should be substituted for glassware whenever possible.
f) Once the sharps containers are filled to the line marked on the container, they must be sealed and 
then disposed of by the Facilities Department and not placed in the regular trash. Contact Facilities at: 
workrequest@pnca.edu
g) Care must be taken to follow these procedures to prevent serious injury and comply with the Oregon 
Health Authority Department of Public Health regulations, ORS 459.386 - 459.405, Minimum Requirements 
for the Management of Sharps Waste.

mailto:workrequest@pnca.edu
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4.2 hoW to obtAin shArps ContAiners for mediCAl CAre:
a) On campus resident students who regularly use hypodermic needles for medical care and must
dispose of these needles can obtain sharps containers and proper procedures for handling sharps
from the Facilities Department. When these containers are full, they must be returned to the
Department of Facilities for proper disposal and new containers will be issued.

4.3 oW. my eye.

4.4 WhAt to do When hypodermiC needles Are found:
a) When a hypodermic needle (improperly disposed of) is found on the campus, notify the Facilities
Department or the Department of Campus Safety. They will pick it up, dispose of it properly, and 
investigate the incident.

4.5 WhAt to do if you Are inJured With A hypodermiC needle:
a) Immediately seek medical attention. Speak with Student Life to help facilitate transport to
local medical clinic or hospital.
b) Report the incident to your supervisor and to the Department of Campus Safety or Facilities.
c) File a Notice of Injury Report

Resources:
http://www.osha.gov/OshDoc/data_BloodborneFacts/bbfact02.pdf

http://www.osha.gov/SLTC/bloodbornepathogens/index.html/

https://www.oregon.gov/oha/ph/DiseasesConditions/CommunicableDisease/Pages/InfectiousWasteFAQ.aspx

SHARPS POLICY 

http://www.osha.gov/OshDoc/data_BloodborneFacts/bbfact02.pdf
http://www.osha.gov/SLTC/bloodbornepathogens/index.html/
https://www.oregon.gov/oha/ph/DiseasesConditions/CommunicableDisease/Pages/InfectiousWasteFAQ.aspx
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STUDENT GRIEVANCE 
RESOLUTION POLICY 
PNCA is committed to effectively resolving student grievances through an efficient, fair, and systematic 
procedure. This procedure is to be used when a student feels that decisions, differences, misunderstandings, 
or problems that have arisen with faculty, staff, or other students have adversely affected him or her. In some 
cases, the Student Grievance Resolution procedure may be used as an alternative to the Student Conduct 
Code procedure if the student with the grievance so chooses. No student will be penalized in any way for 
attempting to resolve problems in good faith through this procedure. In initiating and pursuing a grievance 
resolution, a student is obligated to proceed in candor and good faith at all times

and may not initiate or pursue a grievance resolution for abusive or obstructionist purposes. In addition, 
this policy in no way usurps the Student Conduct Board’s administrative judgment or decisions, but instead 
serves to focus and facilitate the decision-making process. The purpose of PNCA’s Grievance Resolution 
Policy is to resolve student grievances in a manner that allows constructive relationships to be maintained 
across the institution, while assuring that any violation of school policy or perception of harassment or 
discrimination does not re-occur. The policy is designed to provide an environment that responds promptly 
and with sensitivity to the needs of victims, respects the rights of the accused,and addresses the concerns of 
the community. All grievance records are confidential in nature and will be treated accordingly. Records will 
be stored in the Associate Director of Student Life’s Office. Since this procedure is not a judicial process, the 
presence of legal counsel on behalf of any party to the grievance at any meeting is prohibited.

Procedure
Informal Consultation

Any student with a PNCA-related problem involving academic or administrative policy, procedure, decision, 
or conduct should make an attempt in good faith to resolve the problem within a year’s time through one 
or more discussions with the person or persons most directly involved. The student with the grievance may 
choose to enlist the assistance of another member of the campus community (e.g., a member of the faculty or 
a fellow student) to help mediate the problem. If the problem cannot be resolved in this most direct way, the 
student should then seek the assistance of the administrator most directly involved. If the problem is still not 
resolved to the satisfaction of the student with the grievance after discussion at these informal levels, he or 
she may proceed to the Inquiry and Ruling step of this procedure.

Inquiry and Ruling

If the problem is still unresolved and is not likely to be resolved through informal consultation, the student 
may present the situation in writing to a campus Grievance Officer charged by the president, the Associate  
Associate Director of Student Life, or academic dean with investigation and resolution of student grievances. 
The Grievance Officer shall be an administrator or member of the faculty. The meeting with the Grievance 
Officer requires a complete presentation of the problem by the student, including all available evidence 
supporting the complaint. As in the Informal Consultation step, the student may enlist the assistance of 
another member of the campus community. Following this presentation, the Grievance Officer will investigate 
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the complaint to determine whether the problem is legitimately subject to the grievance procedure, and will 
inform the student of that decision within 10 business days. If the problem is determined to be subject to 
the grievance procedure by the Grievance Officer, she or he will further investigate by gathering additional 
information from appropriate members of the campus community, and will issue a decision within 10 working 
days unless there are extenuating circumstances that do not permit such a timely decision, in which case the 
student will be advised when a decision may be expected.

Stay of Action

Sometimes disputes occur during situations in which action is to be taken. Some actions, if taken prior to the 
completion of the Grievance Resolution Procedure, would cause irrevocable change. Suspension from classes 
is an example of such action. In such cases, the action would render the Grievance Resolution Procedure futile, 
even if the ultimate decision was in favor of the student with the grievance. Where there is sufficient basis for 
a grievance, it may be appropriate to stay any action being taken until the grievance procedure is completed 
The student with the grievance who feels that an action should be stayed until the completion of the grievance 
procedure must raise this request at the inquiry and ruling step. The Grievance Officer, after investigation, may 
determine that a stay of action is appropriate until the grievance is resolved and, if so, will so order.

HEALTH POLICY 
Students with a serious health condition (e.g. epilepsy, diabetes, mental illness) or a communicable disease 
(e.g. hepatitis) are encouraged to notify theAssociate Director of Student Life in writing. The information 
contained in the notification letter will be kept in confidential files in the Associate Director of Student Life’s 
office and in the Campus Security office, and will be used only in case of emergency (e.g., insulin shock, 
seizure, etc.) and only by those who need the information to correctly respond to the emergency. Students are 
encouraged, but not required, to confide any history of drug or alcohol addiction to the Associate Director of 
Student Life so that they may receive the full support and understanding from PNCA faculty and staff.

AIDS POLICY
PNCA does not discriminate against the existence of any form of HIV infection when making decisions related 
to admitting students or to hiring, advancing, promoting, or tenuring faculty or staff, except as it affects the 
individual’s ability to perform his or her duties. Community members with any form of HIV infection, whether 
symptomatic or not, are allowed regular access to studios, classrooms, and other common areas. All students 
and faculty are allowed to attend classes in an unrestricted manner as long as they are physically and 
mentally able to do so. People with AIDS (and possibly those with other manifestations of HIV infection) are 
considered to be disabled persons and are eligible for accommodations under the Americans with Disabilities 
Act (ADA). PNCA follows the United States Public Health Service safety guidelines for handling blood and the 
body fluids of all persons, not just those known to have HIV infection.
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MISSING STUDENT POLICY
In compliance with the Missing Student Notification Policy and Procedures 20 USC 1092 C; (Section 488 of 
the Higher Education Opportunity Act of 2008), it is the policy of Pacific Northwest College of Art to actively 
investigate any report of a missing student who is enrolled at the college as either a full or part-time student.

Definition
Most missing-person reports in the college environment result from students changing their routines without 
informing roommates and friends of the change. For purposes of this policy, a student will be considered 
missing if a roommate, classmate, faculty member, friend, family member, or other campus person has not 
seen or heard from the person in a reasonable amount of time. In general a reasonable amount of time is 24 
hours or more, but may vary with the time of day and information available regarding the missing person’s 
daily schedule, habits, and reliability. Individuals will also be considered missing immediately if their absence 
has occurred under circumstances that are suspicious or cause concern for their safety.

Investigation & Notification
If a member of the college community has reason to believe that a student is missing, that person should 
immediately notify one or all of the following individuals:
• Associate Director of Student Life at 503-821-8925 or jseemayer@pnca.edu 
• Academic Dean at 503-821-8960  
• Campus Safety Manager 503-821-8920
• On-duty Campus Safety Officer 503-621-2061              

Any missing-student report must be referred to PNCA’s Security Department. All efforts will be made 
immediately (no waiting period) to locate the student to determine his or her state of health and well being.

Actions that will be taken by PNCA’s Public Safety Department include (but are not limited to):
• Call or text the student’s home/cell phones or other numbers on record 
• Email the student 
• Contact the student’s roommates and neighbors (residential students only) 
• Contact the student’s faculty or academic advisors 
• Contact any other on-campus or off-campus friends or contacts that are made known including the student’s 
emergency contact 
• Review the student’s network print or email accounts to determine most recent activity
• Check a student’s social networking sites such as Homeroom, Facebook, Instagram, Tumblr, and Twitter. 

If after investigation a student is determined missing for at least 24 hours, the appropriate law enforcement 
agencies and will be notified. If a student is under age 18 and not an emancipated individual, or has failed to 
designate an emergency contact, PNCA is required to notify a parent or guardian. If a student is over age 18, 
PNCA is required to notify the emergency contact the student identified to the college.

mailto:jseemayer@pnca.edu
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Designating Emergency 
Contacts
All PNCA students will be given an opportunity to identify an emergency contact. The contact information 
will be registered confidentially as part of the student’s official record. Students can update their emergency 
phone contact in Self Service  https://reg.pnca.edu on their My Profile tab.

• Students who live on campus -- Residential Life staff will request that each residential student, upon 
checking into his or her assigned on-campus room, complete an emergency contact form to designate the 
name and contact number of the individual(s) to be contacted in case of an emergency, including in the 
event of the resident being determined missing for at least 24 hours. 
• Students who live off campus -- All PNCA students are strongly encouraged to complete the emergency 
contacts form to designate the name and contact number of the individual(s) to be contacted in case of an 
emergency, including in the event of the student being determined missing for at least 24 hours.

Contact:
Jackson Seemayer, Associate Director of Student Life 503-821-8925 |  jseemayer@pnca.edu

https://reg.pnca.edu
https://reg.pnca.edu
mailto:jseemayer@pnca.edu
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ANIMALS ON CAMPUS
Service Animals
Service animals as defined by Title II and Title III of ADA are permissible.  Service animals can, but are not 
required to, register for an ID tag and to be listed on the registry (See Registration and Pre-Approval Process 
below). Registration makes it easier for faculty and staff to know to look for service animals in an emergency 
evacuation or other situation.

Title II and Title III of the ADA define Service Animals as: Any dog that is individually trained to do work or 
perform tasks for the benefit of an individual with a disability, including a physical, sensory, psychiatric, 
intellectual, or other mental disability. Tasks performed can include, among other things, pulling a wheelchair, 
retrieving dropped items, alerting a person to a sound, reminding a person to take medication, or pressing an 
elevator button.

Emotional support animals, comfort animals, and therapy dogs are not service animals under Title II and Title 
III of the ADA.

Pets/ Emotional Support or Assistance animals
All animals other than service animals must register and receive pre-approval from both the college and the 
instructor(s) in order to be allowed on campus. Animals are not permitted in any of the sculpture studios, 
Make+Think+Code labs, or the Albert Solheim Library at any time unless they are service animals. All 
approved animals must be leashed, well-behaved, and attended at all times. Animal owners are required to 
ensure that their animal is free from lice, fleas, ticks and any other pests. Animal owners are required to clean 
up after their animal and are responsible for damage done by their animal.

Registration and Pre-Approval Process

In order to register an animal and receive approval, the owner must provide documentation of current 
licensing and vaccines for the animal.  Please deliver these documents to the Director of Legal Services, 
Cordelia Daniels, room 609A, or send these documents to cdaniels@pnca.edu.  Owners must have approval 
prior to bringing the animal to campus. Approved animals will be issued a permit to be on campus, valid for 
one year.  Owners must carry this permit whenever they have the animal on campus.

In addition to receiving approval from Legal Services, owners must receive permission to bring any animal to 
class from the relevant faculty member prior to bringing the animal to class.  Faculty may deny this request 
for any reason, unless the animal is a service animal.  It is the owner’s responsibility to ensure they have all 
the necessary permissions prior to bringing their animal to campus.

Limitation

Animals that receive pre-approval may have that approval revoked if they show any aggressive or disruptive 
behaviors while on campus or fail to comply with any restrictions set out in this policy.  The determination to 
revoke approval is made by Legal Services. Faculty may also revoke approval for the animal to attend their 
classes if they display aggressive or disruptive behaviors.

 

If you believe an animal has shown aggressive or disruptive behaviors or has otherwise violated this policy, 
please email Cordelia Daniels at cdaniels@pnca.edu with the name of the animal’s owner (if known) and any 
other information that you have.

mailto:cdaniels@pnca.edu
mailto:cdaniels@pnca.edu
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PHOTOGRAPHY 
Throughout the year, PNCA documents and archives campus events, student art and design work, and student 
involvement in PNCA activities, so that we can use these photos and sometimes videos to tell the world about 
the good things we do at PNCA. The College reserves the right to photograph, reproduce, use, archive, and 
display art and design work produced by students enrolled in its academic programs and documentation from 
all PNCA events that may include images of students.

Work created or displayed in any campus facilities, the PNCA digital galleries, or attendance of students in 
classes and events constitutes permission for the College to photograph, archive, and/or use these images for 
institutional promotional purposes. PNCA is not required to compensate, credit, or notify students of the use of 
these images, although every effort is made to credit students for their works.

All images created by students hired by any PNCA department or office are owned by the College. This 
includes work-study and contracted positions, and such instances as documentation of events, student life, 
and artwork, etc.

WORDMARK 
As the primary identifier for our brand, the PNCA wordmark ensures that our communications are recognized 
as being of the College and are backed by the reputation of the College. Because of this, it is essential that the 
wordmark is used consistently and conscientiously in accordance with our brand guidelines, available through 
the Communications Department.

PNCA branding must be included in all institutionally affiliated print and digital materials, which are defined 
as institutionally affiliated based on content, purpose, support and/or visibility. Materials are considered to be 
institutionally affiliated if they:

• Describe PNCA programs or events.
• Promote the College or a part of the College.
• Are used for an event or program that is supported by the College, part of a PNCA program ,or intended 
for audiences beyond the internal PNCA community.

The Communications Department role is to oversee and facilitate the implementation of PNCA branding. It 
is critical that all materials with PNCA branding be reviewed and approved by Communications to maintain 
a level of quality and consistency. Students who have questions or who need tools such as templates, fonts, 
vector logos, or access to the image database should contact Communications.
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REFERENCE NUMBERS
Safety 1 503-621-2061

Safety 2 503-539-1192
Media Resource Center 503-821-8934

Curator    503-821-8969

Financial Aid   503-821-8971

Print Department 503-821-8885

Photo Department  503-821-8933

Reception  503-226-4391

Registration  503-821-8903

Student Accounts  503-821-8971

Library    503-821-8966

IT Helpdesk   503-821-8906
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UNDERGRADUATE DEPARTMENT 
CHAIRS , LEADS, AND DIRECTORS
(for A Complete list of fACulty, pleAse Visit  http://pnca.edu/faculty)

ANIMATED ARTS
Rose Bond
rbond@pnca.edu

PAINTING
Morgan Walker
mwalker@pnca.edu

GRAPHIC DESIGN
Kristin Rogers Brown
krogersbrown@pnca.edu

PHOTOGRAPHY
Teresa Christiansen
tchristiansen@pnca.edu

FOUNDATION
Garrick Imatani
gimatani@pnca.edu

PRINTMAKING
Abra Ancliffe
aancliffe@pnca.edu

GENERAL FINE ARTS
Emily Ginsburg
eginsburg@pnca.edu

SCULPTURE
David Eckard 
deckard@pnca.edu

ILLUSTRATION
Martin French
mfrench@pnca.edu

CREATIVE WRITING
Kristin Bradshaw
kbradshaw@pnca.edu

THESIS
Linda Kliewer
lkliewer@pnca.edu

INTERMEDIA
Emily Ginsburg
eginsburg@pnca.edu

VIDEO AND SOUND
Stephen Slappe
sslappe@pnca.edu  

LIBERAL ARTS
Linda Wysong
lwysong@pnca.edu

http://pnca.edu/faculty
http://pnca.edu/faculty
mailto:rbond@pnca.edu
mailto:mwalker@pnca.edu
mailto:krogersbrown@pnca.edu
mailto:tchristiansen@pnca.edu
mailto:gimatani@pnca.edu
mailto:aancliffe@pnca.edu
mailto:eginsburg@pnca.edu
mailto:deckard@pnca.edu
mailto:mfrench@pnca.edu
mailto:kbradshaw@pnca.edu
mailto:lkliewer@pnca.edu
mailto:eginsburg@pnca.edu
mailto:sslappe@pnca.edu
mailto:lwysong@pnca.edu
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GRADUATE PROGRAM CHAIRS & 
HEADS
for A Complete list of fACulty, pleAse Visit http://pnca.edu/faculty

MA IN CRITICAL STUDIES 
Shawna Lipton
slipton@pnca.edu

MFA IN APPLIED CRAFT AND DESIGN
Sara Huston
shuston@pnca.edu

MFA IN COLLABORATIVE DESIGN
MK Guth
mkguth@pnca.edu

MFA IN PRINT MEDIA
Matthew Letzelter
mletzelter@pnca.edu

MFA IN VISUAL STUDIES
MK Guth
mkguth@pnca.edu

MFA IN VISUAL STUDIES LOW-RESIDENCY
Aeron Bergman
abergman@pnca.edu

MFA IN CREATIVE WRITING LOW-RESIDENCY
Jay Ponteri
jponteri@pnca.edu

MFA PROGRAM COORDINATORS
Erin Dengerink
edengerink@pnca.edu

Hannah Newman
hnewman@pnca.edu

http://pnca.edu/faculty
mailto:slipton@pnca.edu
mailto:shuston@pnca.edu
mailto:mkguth@pnca.edu
mailto:mletzelter@pnca.edu
mailto:mkguth@pnca.edu
mailto:abergman@pnca.edu
mailto:jponteri@pnca.edu
mailto:edengerink@pnca.edu
mailto:hnewman@pnca.edu
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DIRECTORY
Admissions/Enrollment
503-821-8972

Director of Admissions
503-821-8973

Graduate Admissions Office Coordinator
503-821-8975

Academic Affairs/BFA
503-821-8891

ArtHouse
503-467-4909

BridgeLab Career Center 
503-821-8937

Accounts Payable Office
503-821-8915

Communications
971-242-3862

Continuing Education 
503-821-8967

Curator
503-821-8969

Development/Advancement 
503-821-8886

Counseling Office 
503-821-8936

Events Coordinator 
503-821-8961

Facilities & Maintenance Office
971-242-3882

Facilities Manager
971-242-3857

Financial Aid
503-821-8971

Human Resources 
503-821-8943

Information Technology 
503-821-8916

Information Technology Help Desk
503-821-8906

International Studies 
503-821-8888

Library
503-821-8966

Mental Health Counselor 
503-821-8936

Media Resource Center 
503-821-8906

Photo Office 
503-821-8933

Print Office
503-821-8885

President’s Office
503-821-8881

Registration
503-821-8903

Safety 1  
503-621-2061

Safety 2
503-539-1192

Student Accounts 
503-821-8974

Student Life
503-821-8902
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