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Admissions Policy and Procedures
The Institute of Taoist Education and Acupuncture, Inc. (ITEA), because of the nature of its program, seeks students who are flexible about doing things in a different way. It seeks applicants who demonstrate and provide evidence that they have the maturity, commitment, motivation, passion and integrity necessary to become caring practitioners and instruments of nature. The program seeks applicants who take personal responsibility for learning in great depth.
Applicants need to have a willingness to work to better themselves. They need to:
· be willing to forsake pure intellectualism and be open to energetic training which at times bypasses the mind.
· be able to persevere in studies where not everything is yet fully known.
· want to learn how to leave personal problems and personal critical judgment behind, to truly listen in peace and stillness.
· practice continually in order to be able to create rapport with a diverse range of people, and to correctly assess sensory cues leading to diagnosis.
These skills require dedicated practice and constant attention. Additionally, students must be able to interact well with their classmates, as the class cohort learns together throughout the program, and becomes a support group for all its members.
Prospective students may apply up to 15 days prior to the beginning of the program. If enrollment is full, the applicant will be put on the waiting list for the following intake. 
ITEA is dedicated to upholding a standard of education which ensures serving the public with the highest level of competence, knowledge, quality and professionalism. The structure of the Traditional Track enables students from out of state to continue to live at home and attend intensives in Louisville, Colorado four times a year for the first two years of the program. These students are then required to relocate to the Louisville area for the third and fourth years of the program, as their studies will focus on work in the ITEA student clinic.
The structure of the Practitioner Track enables practitioners to attend class in Louisville, Colorado one 4-day weekend each month and thereafter practice in the ITEA clinic each month until proficient in Classical Five-Element practice.
ITEA accepts students on the basis of individual merit, and does not discriminate on the basis of color, ethnic or national origin, gender, age, race, religion, disability or sexual orientation in its admission policies, educational policies, or other college-administered policies. Persons with disability who are physically able to meet the requirements of Classical Five-Element training will be given reasonable accommodation on an individual basis.
ITEA seeks students who have a number of specific qualities, and who are capable of developing unusual skills and learning in new ways. The following are a couple of examples drawn from catalog and website that give an idea of the special qualities we are looking for in students, and what we expect of them once they matriculate:
The Institute of Taoist Education and Acupuncture, Inc. (ITEA), seeks applicants who demonstrate the maturity, commitment, motivation and integrity necessary to become caring practitioners and instruments of nature. In order to serve their clients to the highest good, students must exhibit a willingness to grow both personally and professionally.
Learn how to observe yourself and others without judgment. Learn that there is no real failure – only opportunities for increased learning. Learn that the journey is more important than the destination. Learn to act rather than react. Learn how to listen deeply. Learn how to meaningfully touch the lives of others.
Our goal for admissions is not to maximize enrollment; our goal is to enroll students who are a good match for the program—intellectually, temperamentally, spiritually, and in terms of their personal and professional aspirations. Presenting the nature of our program accurately and stating the qualities we’re looking for in prospective students is the first step in achieving this goal, since we feel that this approach weeds out many individuals for whom a demanding program in an oral tradition that emphasizes personal growth in addition to academic achievement may not be attractive. 
The Registrar has the general responsibility for overseeing the admissions process, including maintaining and implementing admissions policies and procedures. The Registrar interacts with applicants, receives documentation of prerequisites, and tracks compliance with all prerequisites.  The Registrar is qualified through prior experience, and is encouraged to contact the Board’s admissions consultant whenever she needs information or advice on matters pertaining to admissions.
Once a prospective student applies to the program, the formal admissions process begins. The Registrar determines whether the applicant meets the educational requirements to enter the program, and begins to evaluate his or her ability to handle the academic rigor of the program and his or her potential to attain the level of personal growth needed to successfully complete the program. The admissions requirements are contained in the ITEA catalog on line, and include the following educational requirements:
Completion of the minimum of an associate’s degree plus 16 additional semester credits (or 24 quarter credits), All the prerequisite biomedical sciences must be included.  All credits must be at a post-secondary level, obtained from an accredited college or university recognized by the U.S. Department of Education.
Completion of at least 16 credits in biosciences, including 4 semester credits of biology, 4 semester credits of bio-med and 8 semester credits of anatomy and physiology (these credits can count towards the 76 semester credit total)
At the heart of our admissions process is the applicant interview. If it appears that an applicant meets the admissions requirements, he or she is required to have two interviews with faculty or other staff. Our interview process is rigorous: it is designed to help us weed out those students for whom the program would not be a good match. These interviews are conducted by interviewers who have no knowledge of the applicant prior to the interview, which helps to ensure that interviewers evaluate the applicant objectively and without bias. Requiring two interviews is valuable, since it gives us a deeper experience of the applicant and more information upon which to base the admissions decision. The interview itself consists of open-ended questions that are designed to elicit information pertaining to a number of things, such as: the applicant’s level of academic development and ability to handle an academically rigorous program, his or her commitment to the program, his or her knowledge of CF-EA, and the capacity of the applicant for personal growth. The interviewers record their comments and observations on the interview form, which is given to the Registrar. 
Following the interview, the Registrar reviews the interview form to see whether the interviewers have a favorable impression of the applicant or have concerns. If both interviewers have concerns, the Registrar discusses the concerns with the interviewers to see whether they can reach a consensus regarding admittance. Generally, the applicant will be denied entrance if there are shared concerns, unless there is something the applicant can do to address them—in which case the applicant may be given a conditional or probationary acceptance dependent upon the applicant successfully addressing the concerns. Overall, it’s been our experience that our interview process has proven reasonably effective in identifying students for whom the ITEA program is a good match. 
As demonstrated by the above description of ITEA’s admissions process, a great deal of careful planning over the years has gone into developing an admissions process and a set of admissions policies that support the following goals: (i) weeding out students who are not a good match for the program, (ii) determining whether an applicant is likely to succeed in the program, if admitted, and (iii) supporting the development of a cohesive academic community.
During our last Self Study for institutional and programmatic accreditation nationally, our Steering Committee did not find any issues or problems with ITEA admissions practices. They found that admission policies are directed toward ensuring a high level of achievement in ITEA’s program, and are both realistic and consistent with ITEA’s mission and educational objectives. This is borne out by the acceptance rates, retention rates and completion rates, which we believe indicate ITEA is achieving its goals and objectives.
ITEA does not grant credit for prior learning for any portion of the prerequisite 76 semester credits required for admittance to the program. The school also does not accept prior learning credit granted by non-regionally-accredited institutions.
ITEA’s transfer credit policy is conservative: we will only accept transfer credit for content that is covered in the first year of the program. This supports our goal of fostering a strong bond among the members of each class group we enroll, which doesn’t happen effectively if a student enters the program later than the start of the second year. Students who wish to transfer must go through the full interview and registration process, and must test out of all missed course work. These requirements help to ensure that students will be able to successfully complete the program.
ITEA’s admissions policies, including the policies on transfer credits and prior learning credits described above, are stated clearly in the catalog.
ITEA’s admissions prerequisites, which were noted earlier, are in line with many other ACAOM-accredited acupuncture and Oriental medicine programs. We have found these prerequisites entirely adequate to achieving our goal of enrolling students who are capable of successfully completing the program and going on to practice safely, effectively and successfully. 
We make sure that each student file contains documentation that demonstrates completion of all prerequisites. On rare occasions—on a case-by-case basis—we accept students who are still in the process of completing the basic science prerequisite courses. We do on condition that the courses Biology, Psychology/Bio-Med and Anatomy & Physiology I will be completed by January of Year 1 of the program and Anatomy & Physiology II will be completed by January of Year 2 of the program. Four months into the program is when the first Pharmacology course is given, the content of which assumes that students have taken the prerequisite science courses. In order to be allowed to enroll in the ITEA program pending completion of the science prerequisites, the student must verify that he or she is enrolled in the required courses at an acceptable college or university and is scheduled to complete them by the time the Pharmacology course starts. If a student is not able to complete the prerequisites by the agreed-upon time, he or she must withdraw from the program until the courses are completed.
ITEA’s instruction is in English.  Our English language competency policy for foreign students is contained in the ITEA catalog under the heading “English Proficiency”.   
Admission Procedures
1. Completion of the application including the detailed personal statement and 2 recent passport photographs. 
2. Last day applications are accepted: 
· Fall Semester: August 1 for Traditional Track –annual basis only
· Spring Semester: December 1 for Practitioner Track – every 2 years
3. Payment of a non-refundable application fee: 
· $200 
4. Complete official transcripts of all University level course work, University transcripts of 4 semester hours of biology, 4 semester hours of psychology/bio-med, and 8 semester hours of anatomy & physiology. Send to the Registrar at ITEA. 
5. Two letters of recommendation from current or past employers, teachers or similar references addressing your ability to pursue study at the Master’s level.  No copies, outdated letters, or letters sent to other schools will be accepted. Please address letters to ITEA. 
6. A personal interview with two ITEA staff. This will be done by telephone after applying to the college when all documents have been received. 
7. Receipt of a $200.00 non-refundable space reservation deposit within three weeks of acceptance into the program.
8. ITEA requires proof of English language competency (written and spoken) of all applicants for admission whose first language is not English (see admissions requirements). 
No application will be processed until the Admissions office has received all supporting documents.
For more information please contact us at (720) 890-8922 or registrar@itea.edu.
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ITEA Anonymous Reporting 
 
To enhance communication and empower individuals to promote safety, security, and ethical behavior, ITEA constituents may use this system to anonymously report situations, events or actions by individuals or groups that may be viewed as unethical or otherwise inappropriate.  
 
This reporting tool should not be used for immediate threats to life or property. 
If the situation presents an immediate threat to life or property or a crime is in progress  call emergency - 911 now. 
 
 
ITEA Reporting 
https://iteasurvey.typeform.com/to/YTpEHzoJ 
 
 
This service does not replace the existing State of Colorado Safe2Tell reporting method, provided for students, parents, school staff and community members to report concerns regarding their safety or the safety of others regarding other potentially illegal activities.  
 
Contact Safe2Tell: 1-877-542-7233 
https://safe2tell.org/ 
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Attendance Policy
You are expected to arrive before class begins, with proper materials.  You are expected to attend 100% of all classes in the program.  Any exceptions to these policies must be evaluated on an individual basis and before the event in question.  Call the administration office if you will not be attending class for any reason.  Any missed class instruction must be learned on your own time and must be verified by a member of the ITEA faculty. You must pay the faculty member for his or her time. You are required to know all course information, not just part of it.  Lateness for class and leaving before class is finished count towards absences. 
If you must leave in the middle of a class for any reason, please inform the appropriate faculty member before class begins.
2020-2021
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Campus Security

Institute of Taoist Education and Acupuncture (ITEA) is committed to providing safety to all of its students, faculty and staff.

(1) If a crime happens to you or your property or if there is an emergency occurring on campus, contact 911 then Hilary Skellon, ITEA Director at 720-890-8922 or 303-666-8258 or Kathy Knaus, Director of Finance at 720-890-8922 or 
303-717-6735. 

(2) ITEA will provide students, faculty and staff with a copy of the crime report from the previous calendar year by October 1st of the following year. Statistics will be gathered from the local police and compiled in the annual report. The report will show number of incidents only on campus and is divided into the following categories:

	Criminal Homicide:
(A) Murder and non-negligent manslaughter
(B) Negligent manslaughter
	Motor vehicle theft

	Sex offenses:
(A) Forcible sex offenses
(B) Non-forcible sex offenses
	Arson

	Robbery
	Liquor law violations
(A) Arrests for liquor violations, drug law violations, and illegal weapons possession
(B) Persons not included above who were referred for campus disciplinary action for liquor law violations, drug law violations and illegal weapons possession

	Aggravated assault
	Hate crimes

	Burglary
	



(3) Although the school does not employ security officers, ITEA has a working relationship with the local police who are able to support and provide services promptly in the event of an incident. We encourage accurate and prompt reporting of all crimes to the local police.

(4) In addition to the required annual campus security report, ITEA will provide a timely warning to students of any occurrences of the following crimes that are reported to local police agencies and are considered to represent a serious or continuing threat to students and employees. As soon as the school becomes aware of the crimes, students and employees will be notified via email and in their next class. These crimes are: criminal homicide, forcible and nonforcible sex offenses, robbery, aggravated assault, burglary, motor vehicle theft, arson, hate crimes including crimes involving bodily injury reported to local police agencies that shows evidence of prejudice based on race, gender, religion, sexual orientation, ethnicity or disability, arrests for violations of liquor and drug law violations and illegal weapons possession, and persons not arrested but referred for disciplinary action for liquor, drug and weapons law violations.

Note: ITEA is not required to provide timely warning with respect to crimes reported to a pastoral or professional counselor.

(5) If a student wishes to report crimes on a voluntary, confidential basis for inclusion in the annual disclosure of crime statistics, contact Hilary Skellon or Kathy Knaus.

(6) Access to the building is only given to students during the normal class day. Any students seeking access outside normal class time must be accompanied by a Faculty Member, Member of Administration or Clinical Supervisor.  Maintenance is done in-house; therefore, no outside entity has access to the school or clinic at any time.

(7) We encourage students and employees to be responsible for your own security and the security of others. If you have concerns about walking from the building to your car after dark, please walk in groups. 

(8) ITEA does not provide any programs on campus regarding security or prevention of crimes. If students wish to learn more about personal security or prevention of crimes, contact the Louisville Police Department 303-441-4444.  

(9) ITEA does not have any off-campus locations and therefore all monitoring and recording of any criminal activity is conducted at the campus location of 317 W. South Boulder Road, Ste 5, Louisville, CO 80027.

Drugs and Alcohol Policy:

· School policy prohibits the possession, use and sale of alcoholic beverages to anyone.
· School policy also prohibits the possession, use and sale of illegal drugs.
· School policy supports and enforces State underage drinking laws.

Students violating the above policies will be counseled and if they have violated drug and alcohol laws will be expelled from the program and reported to proper authorities.

If you need assistance with drug or alcohol abuse, please contact one or more of the following: 

National Alcohol-Drug treatment referrals at 1-800-662-4357 (SAMHSA)
Boulder County Health Department Substance Abuse Program 303-441-1275 
Lafayette Alcohol Education and Therapy 303-666-6995.


Sex Offenses:

If a sex offense occurs while in school, please call 911 or contact the Louisville Police Department 303-441-4444 and report this immediately. ITEA will do everything possible to assist in this serious matter. If such a serious offense occurs, it is important to preserve evidence for proof of the criminal offense. 

Here is information about off-campus counseling and care:
Moving to End Sexual Harassment (MESA) 303-443-7300
Avista Hospital 303-673-1000
Boulder Community Hospital 303-415-7000

If a sex offense happens where both the accused and the accuser attend ITEA, both the accuser and the accused:

· Are entitled to the same opportunities to have others present during a disciplinary proceeding and
· Will be informed of the school’s final determination of any school disciplinary proceeding with respect to the alleged sex offense and any sanction that is imposed against the accused and
· The dismissal that may occur following a final determination of said proceeding regarding rape, acquaintance rape, or other forcible or non-forcible sex offenses.

ITEA will work with students to change a student’s academic situation (i.e., allowing the student to take a leave of absence, allowing the student to enroll in a later program, etc.) if the change is requested by the victim and the change is reasonably available.

Individuals wishing to learn additional information about registered sex offenders may go to the Colorado Bureau of Investigation (CBI) 303-239-4201 or visit their website at https://www.colorado.gov/cbi
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TITLE IV FINANCIAL AID CODE OF CONDUCT

The Institute of Taoist Education and Acupuncture, Inc  is fully committed to ensuring the professional and ethical conduct of every officer, employee and agent of the school. In accordance with federal regulations, school employees with responsibilities relating to Title IV federal student aid are held to additional standards of behavior to prevent misuse of Title IV funds. The school and every school officer, employee and agent who work with federal financial aid will abide by the following:
 1. The school will not enter into any revenue-sharing arrangements with any student loan lender, 
2. No school employee will direct borrowers toward any particular lender or delay loan certifications, 
3. No school employee will offer private loan funds in exchange for providing concessions, 
4. No promise will be made to a lender for a specific number of FSA loans, a specified loan volume, or a preferred lender arrangement, 
5. Financial aid office employees are forbidden from receiving gifts from any lender, guaranty agency or loan servicer, 
6. Financial aid office employees are prohibited from accepting compensation for any type of consulting arrangement or contract to provide services to or on behalf of a lender relating to education loans, 
7. Financial aid office employees are prohibited from accepting compensation for service on an advisory board, commission, or group established by lenders or guarantors, except for reimbursement for reasonable expenses.
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Drug and Alcohol Abuse Policies and Procedures

ITEA has Drug and Alcohol Abuse information on its website and within the Consumer Information Packet distributed once a year before October 1.
Each year, faculty and students are given ITEA’s drug and alcohol abuse policies to read, and must sign a form indicating that they have been read.  Students are given the form during orientation to the first class of that academic year (we only have one in-take per year, students cannot enroll anytime throughout the year), and faculty is given the form to be handed in with their annual paperwork or when they are hired if already distributed.  This form is kept in a binder accessible to all of Administration at any time.  The oversight for these actions is through the Dean of Students and the Assistant Faculty Chair.  
Incidences of discipline or expulsion of students or faculty are written in a permanent record in their respective file.  During our biennial Program Evaluation, incidences such as the above are reviewed, if any.  Any single incident involving drug or alcohol abuse will trigger an investigation of ITEA’s handling of its internal policies toward this abuse.  Because our faculty is at most 30 members, and our student body usually is about 40 students, our research methods involve searching thoroughly for pertinent records on our student database, and confirming a suspected problem via the student’s cumulative file.  This is our written policy, and the administration should know of a problem before that, with a student body of 40.

2020-21



[image: Top%5b1%5d]

Emergency Response and Evacuation Procedures


All years of school are given annual training on ITEA’s EAP.  This will occur in the first Intensive of each new academic year (usually August/Sept). ITEA will also perform both announced and unannounced evacuations bi-annually.  The OSHA officer will schedule dates for both school and clinic evacuations at such times as the clinic and school are both busy.

Clinic evacuation test will be the first Thursday in July and the first Wednesday in December each year.

School evacuation test will be the second week in May and the third week of September of each year.  The OSHA officer will record all such tests on a log and disclose any findings to Department.

The school houses no hazardous materials other than small supplies of Isopropyl alcohol for swabbing.  We do not store any chemicals other than Clorox and Enviroclean in the clinic. No hazardous materials are stored in the school building.
 
Facility cleanliness is of paramount importance as one of the buildings houses a student clinic.  All applicable OSHA guidelines are followed, to ensure a safe and healthy environment. ITEA’s school and clinic are SHARP recognized.

All trash is removed at the end of each day.  No items are allowed to be stored on floors where they could be a trip hazard. All shoes in the school need to be stored in cubbies provided. Bags and backpacks need to be stored along walls in the cubby area and not left where they could be an exit hazard.

Written instructions for the evacuation of the building in case of fire are posted in a prominent place in the school lobby area as well as in the laundry room of the clinic. 

The fire department is familiar with the building, having carried out a fire protection service as well as annual reviews on both buildings.

ITEA has two fire extinguishers in the clinic as well as the kitchen.   There is also a fire extinguisher right outside the main door to the school.  All extinguishers are tested each year by the landlords.
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 TITLE IV ENTRANCE AND EXIT COUNSELING ON-LINE

ENTRANCE COUNSELING:

Students complete the Free Application for Federal Student Aid (FAFSA) online at https://fafsa.ed.gov/.  The ITEA school code is G41212.

Once this is done, go to Weber and Associates (our 3rd party servicer) to apply for the aid to attend ITEA https://itea.vfao.com/.  Go to Interviews and then Start a New Interview.  Weber and Associates will create a log in and will take the student through the steps of counseling and other steps needed to complete the Title 4 process.  Once this is done ITEA receives the information and confirms that it is accurate and the student has been accepted into the program at ITEA.

If you did not complete the entrance counseling at the time of your application to FAFSA go to https://studentloans.gov
Graduate/Professional Students
Complete Entrance Counseling

EXIT COUNSELING:

[bookmark: _Hlk488323704]All students who received a William D Ford Direct Loan (unsubsidized and/or PLUS) are required by law to participate in Exit Loan Counseling upon graduation or withdrawal from the program.

Go https://studentloans.gov to complete the Exit Counseling.  Upon completion, ITEA will receive acknowledgement.  If you are graduating, your diploma will be available (after all requirements are met).  

If you have any questions, please email or call Kathy. 720-890-8922   financial@itea.edu
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FILLING OUT THE FAFSA 
(Free Application for Federal Student Aid)


Go to https://fafsa.ed.gov/

Follow the instructions for filling out an application.

You will need your previous year Tax Return to complete this application.

You will get to a section of the application where they ask you to enter the school code(s) of the institutions you are interested in attending.

Please enter G41212 for ITEA.

Be sure to hit the “submit” button at the end of the application.

Once the FAFSA application is complete, go to Weber and Associates (VFAO) our 3rd party servicer: 
https://itea.vfao.com/.
Go to Interviews and then Start a New Interview. 

Let me know when you have completed both applications.

Please call or email me if you have any questions.

Kathy Knaus
Financial Aid Officer
(720) 890-8922
financial@itea.edu
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Financial Aid Links
General Financial Aid Information
https://www.ed.gov/finaid/
a comprehensive collection of information about grants, loans, work-study, and tax credits for education and how to apply for them, offered by the U.S. Department of Education.
https://www.salliemae.com/college-planning/
WiredScholar, another site launched by Sallie Mae, offers a comprehensive, organized and informative step-by-step approach to financing.
https://www.estudentloan.com/
At this site you can compare student loans, learn about financial aid, search for scholarships, and apply online.
www.back2college.com/library/finad.htm
provides a long list of financial aid links organized by categories such as: graduate and professional funding, women, international students, etc.
Scholarships and Grants
www.fastweb.com
FastWeb's free scholarship database includes more than 500,000 private sector scholarships, fellowships, grants, and student loans; also provides expert advice and how-tos on admissions, financial aid, loan counseling and more.
www.collegescholarships.com
College Collection lists free scholarship information updated every month (includes Scholarship of the Month, regional, and specialized scholarships); links to other financial aid web sites.
www.aauw.org
The American Association of University Women Educational Foundation offers graduate fellowships, grants, and awards for women.
Federal Student Financial Aid
www.ed.gov/finaid.html
a comprehensive collection of information about grants, loans, work-study, and tax credits for education and how to apply for them, offered by the U.S. Department of Education.
www.studentaid.ed.gov
lists other links to information regarding federal student financial aid such as the Student Guide in Spanish and English, the Free Application for Federal Student Aid (FAFSA), financial aid publications,loan deferment options, etc.
https://www.edvisors.com/fafsa/forms/fsa-id/
your source of information for the U.S. Department of Education PIN.
www.fafsa.ed.gov
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General information about the college
*Concerning the names of associations, agencies, and/or governmental bodies that accredit, approve, or license the college and its programs, and procedures by which a student may receive a copy for review of the college’s accreditation, licensure, or approval, the Institute of Taoist Education and Acupuncture discloses the following in its catalog and website:
The only government body accrediting acupuncture colleges and programs for the United States is the Accreditation Commission for Acupuncture and Oriental Medicine (ACAOM).  ACAOM’s scope for accrediting programs and institutions falls under the authority of the U.S. Department of Education.  ACAOM accredits ITEA institutionally, since ITEA offers only one program.  ACAOM mandates disclosure language, which we have on our website and in our catalog, as follows:
The Master of Acupuncture in Classical Five-Element Acupuncture program of the Institute of Taoist Education and Acupuncture, Inc. is accredited by the Accreditation Commission for Acupuncture and Oriental Medicine (ACAOM). This is the recognized agency for the approval of programs preparing acupuncture and Oriental medicine practitioners.  ACAOM is located at:  9100 Park W Dr., Houston, TX  77063.   Office:   713-781-9786
*ITEA has specific services available to disabled students on an individual basis.  The college and its’ clinic are ADA compliant.
*The ITEA website lists current tuition and fees, and costs for books and supplies.  Title IV disbursements are itemized for students, including fees, books, supplies, applicable living expenses and transportation costs.  This is the Cost of Attendance form (COA).
*Statements concerning the return of FSA program funds are outlined in the ITEA website, as follows:
If a student receiving funds from a federal loan leaves the ITEA program during any payment period, the college will return any federal funds disbursed and not earned by the student to the lender no later than 30 days after the effective date of termination of enrollment. Termination of enrollment is effective on the date of written notice by ITEA or by the student. Leaving the program includes withdrawal, dropping out, dismissal, and leaves of absence. The amount returned will be calculated based on the number of didactic days in the payment period and the date of student termination of enrollment. If a student completes more than 60% of the didactic days in the payment period, complete funding for that period is received.
Any balance remaining on the student’s account after funds are returned to the lender will be due ITEA. If a student earned more aid than was disbursed, ITEA will owe the student a post-withdrawal disbursement to be paid within 120 days of the effective date of the student’s termination of enrollment.

*ITEA offers only one program, the Master of Acupuncture program.  The entire program is outlined for an overview of the program in our catalog, pages 1-16.

*College facilities are outlined in both our catalog and our website, as follows:
Facility: Louisville and the surrounding area
The Institute of Taoist Education and Acupuncture, Inc. is located on easily accessible South Boulder Road just north of historic “Old Town” Louisville, Colorado. The Institute is housed in a medical complex, and has wheelchair accessible buildings for classes, a library, an acupuncture clinic, and college administration. Ample free parking is available for clients and students. The complex is close to restaurants, markets, and two beautiful city parks. Louisville has been named Money Magazine's best place to live in 2008, 2009, 2010 and 2011, an assessment which included crime rate, quality of life, health statistics, employment and housing. It was also rated by the magazine in third place in 2007, and fifth in 2005. In addition, Newsweek, in February of 2009, rated Louisville one of the Best Affordable Suburbs of 2009, and the city has also been rated as the 5th in the nation for cycling. In July of 2012 Family Circle Magazine identified Louisville as one of the “10 Best Towns for Families in the U.S.”.
The city was built around the turn of the 20th century and retains the quaint feel of that era. Historic “Old Town” offers a library, art galleries, bookstores, banks, coffee shops, good restaurants and a historical museum. Louisville provides easy access to its 1,700 acres of Open Space, including dozens of parks, and to other area Open Space and mountains. Parks and open fields near the college make this an exceptional location for the nature-based study of Classical Five-Element Acupuncture.

*Faculty are listed with bios, and subjects taught, on our website.

*The ITEA catalog has Q and A page answering general questions for applicants.  On page 5 of this catalog, members of the administration are listed along with their areas of expertise.

ITEA does not have study abroad options.  ITEA is a Master’s program, and does not deal with GED programs.  
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Institution and Academic Program Policy and Procedures

Overview

ITEA teaches the oral tradition of Classical Five-Element Acupuncture (CF-EA), as taught by J. R. and J. B. Worsley. Our program is residential and is delivered primarily using an Intensive format. In the first two years, students come to campus four times a year to attend Intensives that are 15 days in length.  In the 3rd year of the program, students begin what we call the “Clinical Years,” which include two clinical Intensives of 16 days interspersed with short courses on a particular subject of 1-3 days, as well as a clinical internship in the ITEA clinic and, for some PT track students, an internship at an off- site approved clinic. The clinical experience is completed by each student at his or her individual pace, generally averaging about 18-24 months. Students who do not live in the area move here to complete their Clinical Years. Altogether, the time commitment of students to complete the program is at least three calendar years and the program itself is four academic years in length in terms of the total credits.

Utilizing an Intensive format to teach this tradition has, in our experience, proved to be an excellent way to convey the knowledge, since greater rigor and depth can be achieved on many levels.  For example, many students say that by the end of 15 days they were learning information on another level besides the intellectual level, and that the experience changed them significantly.  Homework that is assigned between the Intensives causes students to more fully internalize the knowledge and experiences learned during Intensives.

The method of teaching at ITEA is circular, or spiral, meaning that the curriculum continually revisits subjects in ever deepening levels of knowledge and rigor.  The program evaluates students on a pass/resit basis, which means that we don’t fail students who do not attain the required competencies; rather, we allow students the opportunity to continue learning a body of knowledge or a set of skills until everything about a subject is satisfactorily understood and demonstrated.  Assessment of student academic performance at the end of each year determines whether a student will be allowed to progress in the program. In some cases, students are allowed to temporarily withdraw if more time is needed to assimilate information; withdrawing in order to spend more time on a certain portion of our program holds no stigma.

In terms of the content of the program—although our training is in CF-EA, we have designed our curriculum to cover the full range of content and competencies required by our national accrediting agency, ACAOM.   

ITEA’s small class size (we enroll up to about 20 students each year) allows us to provide effective, small group instruction, as well as meet the needs of any particular class and of individual students. This is particularly true of the clinical experience, when we have no more than 16 students doing their clinical internship at any one time.  

To graduate and receive a degree, the student must complete all required course and clinic work in the program, successfully pass all comprehensive written and point exams, evidence personal and academic readiness to be an excellent practitioner of CF-EA, and have the recommendation of the clinical faculty and administration of the Institute. These requirements help to ensure that a student is not only ready to graduate by virtue of fulfilling the academic requirements—which is true of any professional education—but is also ready to assume the full responsibility of being an independent practitioner. 

ITEA's program is residential, and four academic years in length.  Students are enrolled in the program for no less than 3 calendar years and no more than 6 calendar years.  One semester credit is granted for 15 hours of classroom contact plus approximately 30 hours of class preparation or the equivalent.  One semester credit is also granted for each 30 hours of lab instruction, and for each 45 hours of independent study.  An academic year is at least 30 instructional weeks.  All faculty are excellent English speakers, and the program is taught only in English.  We have found that the format and overall length of our program are effective for graduating students competent to practice CF-EA.

The following is the hours/credit breakdown of our curriculum in terms of the subject categories listed in this criterion:
· Acupuncture and related topics: 1022 clock hours/68 semester credits
· Biomedical clinical sciences: 511 hours/34 semester credits
· Counseling, ethics, practice management: 231 hours/8 semester credits
· Clinical Training: 629 hours/25 semester credits (Note that, as explained below, our clinical training includes 150 hours of observation and 510 hours of internship for a total of 660 hours; however, we assign some of the observation hours as homework to the didactic portion of the curriculum, so that is why we list 629 hours here instead of 660.)
· Other: 34 hours/2 semester credits
The total length of the program is 2427 hours/137 semester credits. 

ITEA’s acupuncture program is nationally accredited by ACAOM, and the state of Colorado has authorized the school to award the degree “Master of Acupuncture in Classical Five-Element Acupuncture” to graduates of the program.   

ITEA’s program is consistent with and clearly related to ITEA’s mission and educational objectives.  This is the only academic program we offer.

ITEA’s program is highly rigorous, and that the level of rigor is reflected in the expectations for academic and personal growth that we have for our students, as well as in the basic philosophy of learning that characterizes our teaching approaches.  As noted earlier, we apprise prospective students of the high level of achievement expected of them.  This expectation continues to be emphasized throughout the program, and no student is graduated who does not evidence mastery of the intellectual knowledge and skills of a highly trained professional—including critical thinking, moral integrity, and responsible conduct.  As also described earlier, ITEA students are expected to be full partners in learning and assume primary responsibility for their own choices within the program.  The program is conducted on the basis of an honor code.  Students must be able to think analytically and synthetically.  They must understand deeply all of the information they are given, and demonstrate skills competencies, before they have “passed” an assessment.  

Teaching in a program like ours requires special abilities and dedication on the part of faculty. ITEA’s faculty are committed to increasing their own mastery of content and pedagogy, and to modeling critical thinking and academic and moral integrity.  They are able to work within the structure of the program, and to conform their teaching methods and approaches to the needs of the learners—expanding or contracting discussion, as needed, to accommodate differing levels of understanding.

The program is designed so that a specific learning experience or activity is always considered from the point of view of the whole program.  Every individual component of the program contributes towards the substantial intellectual, personal and spiritual changes that take place in our students over the course of the program.  The program utilizes a diversity of teaching and learning methods, including didactic presentation, hands-on practical activities, group presentations, collaborative learning opportunities, and personal investigation/reflection on the student’s beliefs and values.  In addition to content knowledge and skills attainment, we document in our evaluative measures the depth and breadth of personal development and understanding.  The program stresses excellence, quality, and doing one’s best at all times.

Each ITEA course has a syllabus, which contains course purpose, objectives and outline, methods of instruction, requirements of the course, grading system, and required and supplemental texts.  
We have carefully designed and structured the clinical training experience to maximize the educational value of the experience and to conform to ACAOM’s requirements. Students are led from the first clinical Intensive at the beginning of their third year of study to ever increasing expectations and responsibility in all areas of clinical practice and professional comportment   

We provide an unusual level of personalized supervision and individualized instruction: the ratio of clinical supervisors to student-interns ranges from 1:1 to 1:3. This ensures that interns receive all of the supervision needed for their level of ability. ITEA has a total of 9 supervisors, who are assigned to various clinical shifts each week; this number of supervisors ensures that interns are exposed to a diversity of supervisors and a variety of practice perspectives.  We have found the clinical training component of the program to be one of our strengths.  

ITEA requires that students complete a total of 150 hours of observation before graduation.   ITEA requires that 60 hours of clinical observation be completed before a student enters the clinical years.  In keeping with ITEA’s educational philosophy, we leave the decision to the students as to when to complete their remaining 75 observation hours.  Observation may be done after the 1st year of the program.  When students observe at the ITEA clinic, they are alongside students who are one or two years ahead in the program, and they are under the supervision of experienced supervisors.   

ITEA requires students to complete 510 clinical hours treating patients under supervision—and to provide 250 separate treatments—before they are allowed to graduate.  From the very first day in clinic, students conduct client interviews, perform diagnosis and treatment planning, treat the client with acupuncture and moxibustion, and follow up on client response both during the course of a treatment and at the beginning of the next appointment.  The amount of close supervision and dialog with the supervisor changes as the student demonstrates increasing ability. As noted above, students move in a structured way through increasing levels of responsibility—with the goal of ultimately being able to practice independently. 

ITEA’s student clinic is on the school premises.   Supervisors and students are evaluated quarterly.   Credit for a treatment is given to the student practitioner responsible for the client and, if applicable, to an assistant who participates in providing the treatment.  

ITEA’s program of study encompasses all of the ACAOM-required professional competencies required of an acupuncture program. ITEA teaches the competencies in a way that is both thorough and rigorous; this is indicated by the success of our graduates on the national exam and in practice.  ITEA gathers data on pass/fail rates on the national acupuncture exam.  

ITEA has a fairly modest continuing education (CE) program. Our President Hilary Skellon, offers advanced training open to all CF-EA practitioners once a year; these programs are generally two or three days in length, and ITEA charges tuition for them.  

The Registrar collects any tuition that’s charged for CE courses and seminars, keeps track of attendance and completion records, and issues documentation of completion of seminars to participants who are satisfying professional CE requirements.   Overall, we feel that our CE program provides a useful service to the ITEA and worldwide CF-EA communities without diverting us from our primary mission.
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ITEA Guidelines for Preventing Violence in the College and Clinic

The Institute of Taoist Education and Acupuncture (ITEA) has a zero tolerance for violence in the college or its clinic. We define violence to include all verbal and non-verbal threats and related actions.

As stated in ITEA’s catalog, possession of weapons, illegal drugs, and alcohol of any kind are not allowed, and any violation of this policy may result in permanent dismissal from the Institute.

The physical location of the college is in an extremely low risk area for violence, and the college and clinic buildings are secure, although unlocked during normal business hours. During class times when Intensives are on students are never alone in the college building, and there is always at least one other person present in the clinic during opening hours.

If a student feels threatened in class, he or she should immediately speak with the faculty member on site, the Dean of Students, or the President.  If a faculty or staff member feels threatened, he or she should contact the Dean of Students or the President. Threats of violence on any level are taken seriously and will be fully investigated with no fear of reprisal on the part of the student, or the faculty or staff member.  All reported threats of violence will be documented in the student’s, or faculty/staff member’s file.

If a clinical client becomes increasingly hostile or threatening, the student practitioner must do his or her best to diffuse the situation by informing the client that violence or abuse is not permitted or tolerated in ITEA’s clinic.  If the student is unable to calm the client, he or she must immediately seek out the clinical supervisor on duty.  Clinical supervisors have experience in dealing with all kinds of people, and with extreme situations.  They have excellent tools for dealing with disturbed clients. Supervisors are instructed, and know from experience, to take no risks in the event of real physical threat.  If a hostile client cannot be calmed, they are asked to leave.  If they do not leave, 911 is called for assistance.

In the event of threat to the entire college or its clinic, all personnel have been instructed to congregate in a 
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TITLE IV LOANS
The William D. Ford Direct Loan Program
Institute of Taoist Education and Acupuncture, Inc (ITEA) participates in the William D. Ford Direct Loan Program. This program offers loans that are funded by the federal government, guaranteed by guarantors, and reinsured by the federal government. The Federal Direct Stafford Unsubsidized and the Federal Direct Graduate PLUS loans are offered through this program to ITEA students attending at least half-time and seeking a Master’s Degree.
Federal Direct Stafford Unsubsidized Loan
The unsubsidized loan is not awarded on the basis of need. If you qualify for an unsubsidized loan, you can receive up to $20,500. You will be charged interest from the time the loan is disbursed until it is paid in full. You can choose to pay the interest while you are in school, or choose to have the interest added to the principal of the loan. The interest rate is fixed for the life of the loan at 4.3%. Repayment of the Federal Direct Stafford Unsubsidized Loan begins six months after the last date of attendance, or if the student’s enrollment status drops less than half-time. Students who have prior loans that are in repayment may be eligible for an in-school deferment. Students should contact their prior lender to verify if they are eligible.
Federal Direct Graduate PLUS Loan
The Federal Direct Graduate PLUS Loan is a non-need based loan, which, before approval, requires a credit check by the lender to determine that the student does not have an adverse credit history. Students must apply for their annual Stafford Loan maximum eligibility before applying for this loan. The student can receive up to the cost of attendance less other financial aid in the Federal Direct Graduate PLUS loan. The interest rate is fixed for the life of the loan at 5.3%. Interest begins to accumulate on the date of the first disbursement; and repayment begins six months after you graduate or if the student withdraws or drops below part-time enrollment. Lenders may offer deferment and/or forbearance repayment options. Interested students should contact the federal government for details.
If you want an estimate of your repayment schedule, go to https://www.studentloans.gov (interactive loan calculator) on the web. The program will calculate your monthly repayment schedule when you insert the amount borrowed, length of repayment, loan type, and the interest rate charged.
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NON-DISCRIMINATION POLICY

Students, faculty, employees, applicants, paid and unpaid interns, and volunteers will not be discriminated against in the areas of age, AIDS, marital status, medical condition, physical disabilities, mental disabilities, genetic characteristics, genetic information, veteran status, being a member of the military, national origin including holding a driver’s license granted for undocumented workers and speaking another language, pregnancy (including childbirth, breastfeeding and perceived pregnancy), race, color, religion and religious expression, sex (gender), sexual orientation and gender identity and expression. If you have questions or concerns about any type of discrimination at the College you are encouraged to bring these issues to the attention of the Dean of Students. You can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including separation from the College. 
 
Notice of Non-Discrimination Title IX of the Education Amendments of 1972 is a federal law that prohibits discrimination based on gender in educational institutions which receive federal financial assistance. Title IX also prohibits sexual harassment, which includes sexual assault and sexual violence. ITEA does not discriminate on the basis of sex in its education programs and activities. 
 
SEXUAL MISCONDUCT POLICIES AND PROCEDURES 
ITEA is committed to providing a learning environment that is free of discrimination, harassment, and retaliation. Sexual misconduct policies and procedures involving students are outlined in the Campus Annual Security Report posted on the College website at www.itea.edu









[image: Top%5b1%5d]

Recruitment
ITEA’s major form of recruitment is word of mouth from graduates, other students, practitioners and clients. ITEA’s website, www.itea.edu, further promotes the school, and many prospective students find out about ITEA through the website. When a prospective student contacts the school for a catalog, it is accessible through the website. As a way of encouraging applicants to follow through, ITEA’s faculty members routinely make follow-up calls to new applicants. We are scrupulous about presenting our program honestly—both in written materials and in conversations with prospective students. As indicated above, we feel we have an ethical duty to let students know what ITEA expects of them as students. We are also careful to give students realistic information on what it takes to develop a professional practice following graduation. Given our care in representing the program accurately, we believe that our recruitment efforts are entirely legal. 
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Return of Title IV Funds (R2T4) Policy
Institute of Taoist Education and Acupuncture, Inc. (ITEA)

The return of Title IV funds is administered by Student Financial Services. This policy applies to students who withdraw (official, unofficially) or are dismissed from enrollment at ITEA. It is separate and distinct from the ITEA Refund Policy (see Refunds section in your student manuals). Therefore, the student may still owe funds to the school to cover unpaid institutional charges. The school may also attempt to collect from the student any Title IV program funds that the school was required to return. The calculated amount of the "Return of Title IV Funds" that is required for students affected by this policy are determined according to the following definitions and procedures, as prescribed by regulation. 
The Institution has 45 days from the date the institution determines that the student withdrew to return all unearned funds for which it is responsible. The school is required to notify the student if they owe a repayment via written notice. The school must advise the student or parent that they have 14 calendar days from the date the school sent the notification to accept a post-withdrawal disbursement. If a response is not received from the student or parent within the permitted time frame or the student declines the funds, the school will return any earned funds that the school is holding to the Title IV programs. Post-withdrawal disbursement must occur within 120 days of the date the student withdrew. 
The Return of Title IV Funds (R2T4) regulation does not dictate the institutional refund policy, however. The calculation of Title IV funds earned by the student has no relationship to the student’s incurred institutional charges. 
Title IV funds are awarded to a student under the assumption that he/she will attend school for the entire period for which the assistance is awarded. When a student withdraws from all his/her courses, for any reason including medical withdrawals, he/she may no longer be eligible for the full amount of Title IV funds that he/she was originally scheduled to receive. 
A school is required to determine the earned and unearned Title IV aid a student has earned as of the date the student ceased attendance based on the amount of time the student was scheduled to be in attendance. 
If the student withdraws from all his courses prior to completing over 60% of a semester, he/she may be required to repay a portion of the federal financial aid that he/she received for that term. A pro rata schedule is used to determine the amount of federal student aid funds he/she will have earned at the time of the withdrawal. Federal aid includes Federal Stafford Loan (subsidized and unsubsidized), Perkins Loans, Parent Plus Loan, Pell Grants, SEOG Grants, ACG, SMART, TEACH and any other Title IV funds. 
The return of funds is based upon the concept that students earn their financial aid in 
proportion to the amount of time in which they are enrolled. Under this reasoning, a student who withdraws in the second week of classes has earned less of his/her financial aid than a student who withdraws in the seventh week. Once 60% of the semester is completed, a student is considered to have earned all of his financial aid and will not be required to return any funds. 

Withdrawal before 60%: 
ITEA must perform a R2T4 to determine the amount of earned aid up through the 60% point in each payment period. ITEA will use the Department of Education’s prorate schedule to determine the amount of R2T4 funds the student Return of Title IV Funds (R2T4) Policy ITEA
has earned at the time of withdrawal. After the 60% point in the payment period or period of enrollment, a student has earned 100% of the Title IV funds he or she was scheduled to receive during the period. The institution must still perform a R2T4 to determine the amount of aid that the student has earned. 

Withdrawal after 60%: 
For a student who withdraws after the 60% point-in-time, there are no unearned funds. However, ITEA will still determine whether the student is eligible for a post-withdrawal disbursement. 
Note: ITEA has provided an example of the calculation used to determine the amount of unearned aid a student would be expected to repay based on the reported last day of attendance of the term from which a student withdraws. 

Withdrawals: 
A student's official withdrawal date is determined by using one of the following: 

The date he/she officially withdrew with the Office of the Registrar during the Registrar’s withdrawal period. 

The date the student submitted his petition to withdraw to the Office of the Registrar if the Office of the Registrar’s withdrawal period has ended and the student successfully petitioned to withdraw. 

The date the student was expelled/dismissed from the college. 

In the event that a student does not go through the proper withdrawal procedures as defined in then Academic Information section of the University General Catalog the student's unofficial withdrawal date is determined by using one of the following: 

The date the student died, if the student passed away during the semester. 

The last date that the student attended class. 

The student must inform in a timely fashion, in person or by email if personal appearance is not possible, the Student Financial Services Office at financial@itea.edu of any withdrawal occurring during a semester. 

ITEA determines the return of Title IV funds percentage. Institutions are required to determine the percentage of Title IV aid “earned” by the student and to return the unearned portion to the appropriate aid program. 

The return of Title IV funds policy follows these steps: 
Step 1: Student’s Title IV information 
ITEA will determine: Return of Title IV Funds (R2T4) Policy ITEA 
A) The total amount of Title IV aid disbursed (Not aid that could have been disbursed) for the semester in which the student withdrew. 
A student’s Title IV aid is counted as aid disbursed in the calculation if it has been applied to the student’s account on or before the date the student withdrew. 
B) The total amount of Title IV aid disbursed plus the Title IV aid that could have been disbursed for the semester in which the student withdrew. 

Step 2: Percentage of Title IV Aid Earned: 
ITEA will calculate the percentage of Title IV aid earned as follows: 
The number of calendar days completed by the student divided by the total number of calendar days in the semester in which the student withdrew. 
The total number of calendar day in a semester shall exclude any scheduled breaks of more than five days. 
Days Attended ÷ Days in Enrollment Period = Percentage Completed 
If the calculated percentage exceeds 60%, then the student has “earned” all the Title IV aid for the enrollment period. 

Step 3: Amount of Title IV Aid Earned by the Student 
ITEA will calculate the amount of Title IV Aid earned as follows: 
The percentage of title IV aid earned (Step 2) multiplied by the total amount of Title IV aid disbursed or that could have been disbursed for the term in which the student withdrew (Step 1-B). 
Total Aid Disbursed x Percentage Completed = Earned Aid 

Step 4: Amount of Title IV Aid to be Disbursed or Returned: 

If the aid already disbursed equals the earned aid, no further action is required. 

If the aid already disbursed is greater than the earned aid, the difference must be returned to the appropriate Title IV aid program. 

Total Disbursed Aid – Earned Aid = Unearned Aid to be Returned 

If the aid already disbursed is less than the earned aid, then ITEA will calculate a Post- Withdrawal Disbursement. 

Earned AID: 
Title IV aid is earned in a prorated manner on a per diem basis (calendar days or clock hours) up to the 60% point in the semester. Title IV aid is viewed as 100% earned after that point in time. A copy of the worksheet used for this calculation can be requested from the financial aid director. Return of Title IV Funds (R2T4) Policy ITEA 
In accordance with federal regulations, when Title IV financial aid is involved, the calculated amount of the R2T4 Funds" is allocated in the following order: 
Return of the Title IV Aid, based on the type of aid disbursed, in the following 
order: 

1. Unsubsidized Federal Stafford Loan 

2. Subsidized Federal Stafford Loan 

3. Unsubsidized Federal Direct Stafford Loan 

4. Subsidized Federal Direct Stafford Loan 

5. Federal Perkins Loans 

6. Federal Plus Loan received on behalf of the student 

7. Federal Direct PLUS received on behalf of the student 

8. Pell Grant 

9. ACG Grant 

10. SMART Grant 

11. SEOG Program Aid 

12. Teach Grants 

13. Other Title IV Aid 

Loans must be repaid by the loan borrower (student/parent) as outlined in the terms of the 
borrower’s promissory note. 
The student’s grace period for loan repayments for Federal Unsubsidized and Subsidized 
Stafford Loans will begin on the day of the withdrawal from the University. The student 
should contact the lender if he/she has question regarding their grace period or repayment 
status. 

Institutional and student responsibility in regard to the Federal Return of Title 
IV Funds policy :
ITEA’s responsibilities in regard to the Return of Title IV funds policy include: 

1. Providing each student with the information given in this policy; 

2. Identifying students affected by this policy and completing the Return of Title IV Funds calculation; 

3. Informing the student of the result of the Return of title IV Funds calculation and any balance owed to the College as a result of a required return of funds; 

4. Returning any unearned Title IV aid that is due to the Title IV programs and, if applicable, notifying the borrower’s holder of federal loan funds of the student’s withdrawal date; 

5. Notifying student and /or Plus borrower of eligibility for a Post-Withdraw Disbursement, if applicable; 

The student’s responsibilities in regard to the Return of Title IV Funds policy include: 

1. Becoming familiar with the Return of Title IV Funds policy and how withdrawing from all his courses effects eligibility for Title IV aid; 

2. Resolving any outstanding balance owed to ITEA resulting from a required return of unearned Title IV aid. 

In the event a student is eligible for a post-withdrawal disbursement based on the student's budget, awarded financial aid and Title IV funds and R2T4 calculations, a post-withdrawal disbursement must be made only after the following conditions are met. 

1. Student and parents were in most cases verbally notified of the availability of post-withdrawal disbursements by Student Financial Services within one week from the date of R2T4 calculation was performed. 

2. Student and parents in most cases verbally notified Student Financial Services within a reasonable time indicating their acceptance of available post-withdrawal disbursement amounts. The reasonable time refers to allowing sufficient time to school to process a post-withdrawal disbursement within the deadlines set by the Department of Education. 

3. Student has outstanding institutional charges that are due and wants to pay off those charges by applying his/her post-withdrawal disbursement. 

4. Student/Parents completed all necessary paperwork related to such post-withdrawal disbursement within a reasonable time. 

5. Student Financial Services must track the notification and authorization to make the disbursement and meet deadlines as prescribed by ED. A school must process Title IV aid within 120 days from the last day of the enrollment period. 

The post-withdrawal disbursement must be applied to outstanding institutional charges before being paid directly to the student. 
The procedures and policies listed above are subject to change without advance notice.
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SATISFACTORY ACADEMIC PROGRESS AT ITEA

ITEA gives financial aid to eligible students who would otherwise not be able to afford training as a Classical Five-Element acupuncturist. All ITEA students, including those receiving financial aid, must have satisfactory academic progress toward graduation from the ITEA program at all times. Satisfactory academic progress is determined not only by federal regulations, but by careful and continual monitoring of each student throughout the ITEA program. Failure to maintain adequate progress will result in cancellation of any financial aid awards and may result in the necessity to repay some funds already received.
 Minimum Standards for All ITEA Students
ITEA institutional requirements for minimum satisfactory performance for all students, including financial aid recipients, are defined as follows:  
 100% rate of “passed” evaluations for all homework for a year. An item is “passed” when the student is able to express a complete understanding of, and facility with, 100% of all information taught. If a student has not “passed” all homework for a year before the next year, they are allowed to resit the item before the beginning of the next year until they “pass”. Individual exceptions will be discussed by the student and the administration of ITEA on a one-time basis. 
 100% rate of “passed” evaluations for all homework and exams for the prior year of the program. 
 Completion of all aspects of ITEA’s program within 6 years of enrollment. Title IV gives monies for the program, which is 4 years in length.
If students have not “passed” all homework and exam items from a year, they are unable to progress to the next year of training in the program. At this time, they may take a Leave of Absence to complete all necessary work and look to rejoining the program with the following year’s cohort. Financial Aid students will not be eligible for financial aid during this Leave of Absence. 
Traditional Track Students who have taken two one-year Leaves of Absence within the program cannot take a third Leave of Absence, for their studies could no longer be contained within the 6-year maximum timeframe for completion of the program and would automatically make them ineligible for financial aid. They would automatically be placed on Financial Aid Denied Status. 
Students placed in Financial Aid Denied Status will be notified via email and a letter sent to their home address. They will no longer be eligible for financial aid. 
Reinstatement to the Program, and Reinstatement of Acceptable Financial Aid Status 
Reinstatement into the ITEA program is achieved by “passing” all required homework and exams necessary to progress in the program. Students must also be able to rejoin the ITEA program as a part of the following year cohort. Rejoining the program with that cohort is achieved by sitting in on the last Intensive they attended before their Leave of Absence, in order to determine if the cohort placement is a good fit. This will also insure their skill level is appropriate for further study. There is no charge to students for retaking the Intensive. Students can apply for Financial Aid which will resume when students rejoin the program. 

ITEA does not have an appeals process. 
Rights and Responsibilities of Student 
 Must reapply for financial aid each award year at https://fafsa.ed.gov.
 Must complete the application with Weber and Assoc at https://itea.vfao.com.
 Must submit in a timely manner all additional documentation requested by the Financial Aid Officer or 
   Weber and Associates (VFAO).   
 Must understand the rules and conditions for any financial aid awards received 
  Must complete an Exit Loan Counselling Interview upon graduation or withdrawal as required by law        and the US Department of Education 
 Must inform the College promptly of change in name, address or e-mail address 
Students have a right to: 
 Know how financial aid was determined 
 Know how financial aid will be disbursed 
 Refuse any aid offered 
 Know what portion of financial aid must be repaid and what portion is a grant. If a loan has been offered and accepted, they have the right to know the interest rate and loan repayment options and procedures 
 Request an explanation of ITEA refund policy 
Repayment of Student Loans 
Get Loan Information 
The U.S. Department of Education's National Student Loan Data SystemSM (NSLDSSM) provides information on federal loans including loan types, disbursed amounts, outstanding principal and interest, and the total amount of all loans. To access NSLDS, go to https://nslds.ed.gov. 
You can obtain the name of your loan servicer by going to https://nslds.ed.gov or by calling the Federal Student Aid Information Center at 1-800-4-FED-AID FREE 1-800-4-FED-AID (1-800- 433-3243 FREE 1-800-433-3243; TTY 1-800-730-8913 FREE 1-800-730-8913). To see a list of Federal Student Aid servicers for the Direct Loan Program purchased by the U.S. Department of Education, go to the Loan Servicer page. 
Borrower Grace Periods 
After students graduate or leave school, they have a period of time before they have to begin repayment. This "grace period" will be 
 Six months for a Federal Stafford Loan (Direct Loan ProgramSM). 
PLUS Borrowers — The repayment period for a Direct PLUS Loan begins at the time the PLUS loan is fully disbursed (paid out).  However, a graduate student PLUS Loan borrower (as well as a parent PLUS borrower who is also a student) can defer repayment for PLUS loans first disbursed on or after July 1, 2008, for an additional six months after the borrower is no longer enrolled at least half-time. Interest that accrues during these periods will be capitalized if not paid by the borrower during the deferment. 
Repayment Plans 
Students have a choice of several repayment plans that are designed to meet the different needs of individual borrowers. The amount they pay and the length of time to repay their loans will vary depending on the repayment plan they choose. Repayment Plans and Calculators has more information about the various repayment plans and to calculate an estimated repayment amount under each of the different plans. 
Specific questions about repaying Direct (Unsubsidized and PLUS) Loans can be answered by the loan servicer. If the loan servicer is unknown, go to https://nslds.ed.gov to find out. 
Loan Interest Rates- The following provides interest rates for Direct Program Loans. 
	Loan Type
	First Disbursed between 
July 1 2020 and June 30 2021

	Direct Unsubsidized Loans
	Fixed at 4.3%

	Direct PLUS Loans (Parents and Graduate or Professional Students)
	Fixed at 5.3%

	
	


Additional Interest Rate Information: 
 To access information on your federal loans, go to https://nslds.ed.gov. 
 For additional details on the Stafford and PLUS loans interest rates effective July 1, 2020 visit https://studentaid.ed.gov/sa/loans/interest-rates. 
Why does the amount of interest paid vary from month to month? 
Interest accrues on a daily basis on the loans. Factors such as the number of days between the last payment, the interest rate, and the amount of the loan balance determine the amount of interest that accrues each month. 
Calculate the monthly interest on a loan by using the Simple Daily Interest Formula. 
Trouble Making Payments
 If a person is having trouble making payments on a loan, contact the loan servicer as soon as possible. The servicer will work with the person to determine the best option for them. Options include: 
 Changing repayment plans. 
 Requesting a deferment - If certain requirements are met, a deferment allows a temporarily stop to making loan payments. 
 Requesting a forbearance - If eligibility requirements for a deferment are not met, loan payments cannot be made temporarily, then (in limited circumstances) a forbearance allows a person to temporarily stop making payments on the loan, temporarily make smaller payments, or extend the time for making payments. If the person stops making payments and doesn't get a deferment or forbearance, the loan could go into default (see Default section below), which has serious consequences.
Consequences of Default 
The consequences of default can be severe: 
 The entire unpaid balance of your loan and any interest is immediately due and payable.  You lose eligibility for deferment, forbearance, and repayment plans.
  You lose eligibility for additional federal student aid. 
 You loan account is assigned to a collection agency.
  The loan will be reported as a delinquent to credit bureaus, damaging your credit rating. This will affect your ability to buy a car or house or to get a credit card.
  Your federal and state taxes may be withheld through a tax offset. This means that the Internal Revenue Service can take your federal and state tax refund to collect any of your defaulted student loan debt. 
 Your student loan debt will increase because of the late fees, additional interest, court costs, collection fees, attorney’s fees, and any other cost associated with the collections process. 
 Your employer (at the request of the federal government) can withhold money from your pay and send the money to the government. This process is called wage garnishment. 
 The loan holder can take legal action against you, and you may not be able to purchase or sell assets such as real estate. 
 Federal employees face the possibility of having 15% of their disposable pay offset by their employer toward repayment of their loan through federal salary offset. 
 It will take years to reestablish your credit and recover from default. For information on financial aid matters, contact 1-800-557-7394.
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SEXUAL HARASSMENT POLICY

PLEASE SEE FULL US DEPARTMENT OF EDUCATION TITLE IX SEXUAL HARRASSMENT POLICY AND PROCEDURES AT THE END OF THIS DOCUMENT AND ON THE ITEA WEBSITE UNDER RESOURCES.

Sexual Harassment violates federal civil rights laws. The Institute of Taoist Education and Acupuncture (ITEA) has a no tolerance policy with regards to sexual harassment. ITEA is committed to providing an environment that is free from sexual harassment or the threat of sexual harassment. Should a credible allegation of sexual harassment come to the attention of the ITEA administration, prompt and appropriate corrective action will be taken.

ITEA Students, staff, faculty members and clinic supervisors are required to comply with this policy. ITEA staff, faculty and clinic supervisors are expected to behave professionally and exercise good judgment in their relationships with colleagues and students. Furthermore, ITEA staff, faculty and clinic supervisors are required to take appropriate measures to prevent sexual harassment. Any unwelcome behavior of a sexual nature should be stopped before it becomes severe or pervasive; compromising the integrity of ITEA’s academic and work environments.

DEFINITION OF SEXUAL HARASSMENT
Sexual harassment includes any unwelcome sexual advances, requests for sexual favors, or other verbal or physical behavior of a sexual nature (see the list of unwelcome behaviors below), whether this unwelcome behavior occurs between students, between staff and students, between faculty members and students, or between clinic supervisors and students.

Such unwelcome sexual conduct:
~unreasonably interferes with a student’s academic performance.
~unreasonably creates an intimidating, hostile, offensive or abusive academic/educational environment.

Examples of unwelcome sexually-related behaviors include:
~Sexual pranks or repeated sexual teasing, jokes, offensive epithet, or innuendo, in person, via email, via other forms of written communications, or on the phone.
~Verbal abuse of a sexual nature.
~Touching or grabbing of a sexual nature.
~Repeatedly standing too close to or brushing up against a person.
~Repeatedly asking a person to socialize during non-school hours when the person has said no or has indicated that he or she is not interested. Teachers, staff and clinic supervisors should be particularly careful not to pressure students to socialize.
~Giving gifts or leaving objects that are sexually suggestive.
~Repeatedly making sexually suggestive gestures.
~Making or posting sexually demeaning or offensive pictures, cartoons, or other materials in classrooms, treatment rooms, or any other places on the ITEA campus.
~Any unwelcome conduct of a sexual nature that occurs during non-school hours that affects the student’s educational environment.


GUIDELINES FOR APPROPRIATE BOUNDARIES IN AN ACADEMIC SETTING
The person being sexually harassed can be a woman or a man. The harasser can be of the same gender as the person being harassed and can be a fellow student, and ITEA faculty member, clinic supervisor or staff member, or a non-employee who has a business relationship with ITEA.

It is essential that ITEA faculty members and clinic supervisors have appropriate boundaries and relationships with all students and treat all students equally. Intimate or sexual relationships between faculty and students, clinic supervisors and students, or staff member and students are not appropriate and the faculty member, clinic supervisor or staff member may be dismissed from ITEA if such a relationship comes to light without having been divulged and appropriate changes made.

ITEA’S RESPONSIBILIIES
If ITEA receives an allegation of sexual harassment, or has reason to believe that sexual harassment is occurring, it will promptly investigate and address the matter. If the allegation is determined to be credible, ITEA will take immediate and effective measures to end the unwelcome behavior, even if the individual being harassed does not wish to file a formal complaint.

ITEA faculty, staff members and clinic supervisors who observe, are informed of, or reasonably suspect incidents of possible sexual harassment must immediately report these to the Dean of Students, the Clinical Director or the President of ITEA. Failure to report such incidents is a violation of ITEA’s sexual harassment policy and may result in disciplinary action. Faculty, staff members and clinic supervisors would take effective measures to ensure no further apparent or alleged harassment. Occurs, pending completion of an investigation.

CONFIDENTIALITY AND ASSURANCE AGAINST RETALIATION
ITEA will seek to protect the identities of both the alleged harasser and the person being harassed, except when doing so reasonably interferes with completion of the investigation. ITEA will also take the necessary steps to protect from retaliation any student, faculty member, clinic supervisor or staff member who has reported possible sexual harassment.

DISCIPLINARY SANCTIONS
Students, faculty, clinic supervisors or staff members who have been found to have subjected a person to unwelcome conduct of a sexual nature, whether such behavior meets the legal definition of sexual harassment or not, will be subject to discipline or other appropriate action, as determined by the ITEA President, Dean of Students and Clinical Director.
	Such discipline will be appropriate to the circumstance and may include:
	~A letter of reprimand.
	~Suspension from ITEA, if the harasser is a student.
~Suspension without pay, if the harasser is a faculty member, clinic supervisor or staff member.
~A verbal or written admonishment, while not considered formal discipline, may also be considered.

SEX OFFENSE POLICY
If a sex offense occurs while in school, please call 911 or contact the Louisville Police Department 303-441-4444 and report this immediately. ITEA will do everything possible to assist in this serious matter. If such a serious offense occurs, it is important to preserve evidence for proof of the criminal offense. 
Here is information about off-campus counseling and care:
Moving to End Sexual Harassment (MESA) 303-443-7300
Avista Hospital 303-673-1000
Boulder Community Hospital 303-440-2037
Foothills Hospital 720-854-7600
If a sex offense happens where both the accused and the accuser attend ITEA, both the accuser and the accused: Are entitled to the same opportunities to have others present during a disciplinary proceeding and will be informed of the school’s final determination of any school disciplinary proceeding with respect to the alleged sex offense and any sanction that is imposed against the accused and the dismissal that may occur following a final determination of said proceeding regarding rape, acquaintance rape, or other forcible or non-forcible sex offenses.
ITEA will work with students to change a student’s academic situation (i.e., allowing the student to take a leave of absence, allowing the student to enroll in a later program, etc.) if the change is requested by the victim and the change is reasonably available. Individuals wishing to learn additional information about registered sex offenders may go to the Colorado Bureau of Investigation (CBI) 303-239-4222 or visit their website at www.sor.state.co.us
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DIVERSITY OF STUDENT BODY

DIVERSITY OF STUDENT BODY – Cohorts from 2019 through 2023
Updated August 2020


Graduation Rate
From the Classes of 2019 and 2020, out of 10 students, 8 students have graduated and 2 will graduate by 2021.

Gender Identity
Recent cohorts have included five students that identify as male and 32 that identify as female. Some students prefer not to disclose their gender identity.

Cohort Ethnicity and Racial Diversity
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Cohort Age Information
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[bookmark: _Hlk51934155]STUDENT PLACEMENT AND TYPES OF EMPLOYMENT

Surveyed 157 graduates to gather information on their success in practice and other matters of interest to the Institute. From our surveys, we have determined the following: 
1. Of the 30 graduates from 2014 to 2019, 22 graduates, or 73.3%, have established private practices 
1. 3 are pursuing Professional Doctorate degrees in Acupuncture 
1. 8 graduates are currently studying for national board exams, 2 of which expect to obtain licensure by 2021. 
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Temporary Withdrawals / Leave of Absence
Students may initiate a temporary withdrawal for personal reasons, or this may be suggested by the Dean of Students because his or her skills are not yet at acceptable levels.  If initiated by the student, the date of temporary withdrawal is the date the Institute receives written notification of temporary withdrawal.  If mandated by ITEA, the date is that of its letter from the student.  The letter of notification to ITEA should include the expected date the student will be rejoining the program, the reason for the leave and the letter signed. Due to the time limit of finishing the program within 6 years, the student may only hold temporary withdrawal status for a maximum of 2 years. Return after that time would require a student to re-enroll. If absent for the maximum period, all end of year examinations will need to be re-taken. If withdrawing at the end of the second year the student will need to retake all end of year exams when rejoining the program.
When the student rejoins the program, the tuition will be assessed at the rate of the class which is joined.  Requests for temporary withdrawal will be handled on an individual basis, and at the discretion of the Dean of Students.  Every effort will be made to accommodate sincere requests, and to allow the student to join the following class if there is room.
During the time that a student holds temporary withdrawal status, he or she will be sent any newsletters or email news as applicable, and will be kept informed of dates and times of any rotational courses, such as pharmacology, which he or she must attend.  Other ongoing work will be assigned to the student by the Dean of Students on an individual basis, to ensure that his or her skills remain honed during absence from the program. If there is outstanding written or personal work, a schedule of submission or evaluation must be agreed upon between the student and the Dean of Students.  If this schedule is not observed, the student may be subject to dismissal from the program. The student must have completed all outstanding work, both intellectual and personal, before rejoining the course. 
Upon rejoining the course, the student will be required to demonstrate to the Dean of Students that he or she has maintained a level of knowledge commensurate with the group being joined.  This may be in the form of written and practical work or examinations. In order to review material and to become a part of the new class, the student will be required to repeat the last Intensive at which he or she was present before withdrawal. There will be no charge for the repeat of this Intensive.
Temporary withdrawal during the clinical years is at the discretion of the Clinical Director. 
All Temporary Withdrawal requests must be made in advance (unless unforeseen circumstances prevent the student from doing so) in writing, signed and must specify the reason for the request.
                                                                                                                  Revised 1-21-19





[image: ]

TITLE IV DISBURSEMENT POLICY AND PROCEDURES

ITEA disburses Title IV funds to the students 4 times per year.  These disbursements coincide with the due date for tuition, which is the last business day of each intensive.  We set tuition due dates so all non-students with financial aid are treated exactly the same.

Once ITEA receives the disbursement from the Department of Education into their Federal Funds account, the Financial Aid Officer (FAO) submits a Funds Transfer request to have the funds moved from the Federal Funds Account into the Title IV checking account where the checks to the students will be drawn.

The FAO emails all students reminding the students that tuition will be due on XX date and by XX time.  The email also tells the Title IV students that they need to meet with the FAO to receive their disbursement and pay their tuition.  

If a student requests an increase in their loans, the FAO submits the request to Weber and Associates, their 3rd party servicer.  The FAO will use the date of the request as the date(s) for any retro disbursement to be paid, and use the pre-determined dates for all future disbursements.  All disbursement dates will be confirmed to match Common Origination and Disbursement (COD), the student’s electronic file and Student Binder.

ITEA cannot guarantee disbursement dates as they are dependent on the Department of Education.
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TUITION/CLINICAL FEE PAYMENT POLICY & SCHEDULE

Tuition for students in their first, second and third year is due four times per year. Payment is due on the last business day of your Intensive schedule.
Students in their fourth year no longer pay tuition. They will be clinical students and pay a Clinical fee of $9500. As a courtesy, the fee can be split into 2 separate payments of $4750 each. For Traditional Track Students, the first payment of $4750 is due at the beginning of the students fourth year and matches the intensive schedule of the 2nd year class, being due on that last business day (usually late September).   For the Practitioner Track Students, the first half of the clinical fee is due the month after completion of the 26 months of tuition (usually March).  The remainder is due before graduation.
Students going into their fifth year will pay the second half of the Clinical Fee of $4750 on the last business day of the second years’ intensive (usually in late September). 
If a student graduates prior to starting the fifth year, the second half of the Clinical Fee will be due in order for them to graduate.
If a student withdraws, they will be responsible for paying the additional $4750.
All Title IV Student Aid students will follow the same schedule as all other students.
Title IV Disbursement times are approximate, not guaranteed.
Late September
Middle of November
Late Feb/Early March
Middle of May


All time frames and periods are subject to change without notice; this information is to be used as a guideline only. If the funds come in early, you will be notified.
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ITEA VACCINATIONS POLICY

ITEA does not require any student or employee to have vaccinations.
During the second year of classes, students are given training on Blood Bourne Pathogens. As part of this lecture students are informed about all forms of hepatitis and HIV/AIDS. At this time students are asked to sign a form to say that they have received this training; that they would/would not like to be vaccinated against hepatitis B, or that they have already received it. Students may also change their mind at any time if they later decide to receive the vaccination.
All clinical students and supervisors are also required to repeat this training annually.  Supervisors may take an on-line course if they are unable to attend the on-site training at ITEA.
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Veterans Policies for Individuals who are eligible under Chapter 31 or 33

ITEA is approved by the Colorado Office of Veterans Education and Training.

· Any covered individual may attend or participate in our course of education during the period beginning on the date on which the individual provides to ITEA a certificate of eligibility for entitlement to educational assistance under Chapter 31 or 33 (a “certificate of eligibility” can also include a “Statement of Benefits” obtained from the Department of Veterans Affairs (VA) website – ebenefits, or a VAF 28-1905 form for Chapter 31 authorization purposes) and ending on the earlier of the following dates:  
1. The date on which payment from VA is made to the institution.
2. 90 days after the date the institution certified tuition and fees following the receipt of the certificate of eligibility.
· ITEA will not impose any penalty, including the assessment of late fees, the denial of access to classes, libraries, or other institutional facilities, or the requirement that a covered individual borrow additional funds, on any covered individual because of the individual’s inability to meet his or her financial obligations to ITEA due to the delayed disbursement funding from VA under Chapter 31 or 33.
· Please see ITEA website www.itea.edu for additional Veterans Information.
2020-21














[image: Top%5b1%5d]
[bookmark: _Toc333297328]Withdrawal from the Program – Refunds

If you withdraw from the program, you must do so by signed letter.  The date of withdrawal is the date the college receives written notification of withdrawal from you.
If you withdraw from the program prior to the first day of class, you will receive a full refund of all tuition and fees paid, with the exception of application and reservation fees.
If you withdraw from the program any time after the first day of classes of a payment period, ITEA charges the calculated cost of exact contact hours attended and any application fees or charges.  All refunds for Stafford Loans and Graduate PLUS Loans are based on the date ITEA receives a written and signed withdrawal notice from you.  The specific formula is then calculated by the exact number of contact hours you have been in the program during the payment period.
Treatment of Title IV Student Aid When a Student Withdraws
The law specifies how schools must determine the amount of Title IV program assistance that you earn if you withdraw from school. The Title IV programs that are covered by this law are: Federal Pell Grants, Academic Competitiveness Grants, National SMART Grants, Stafford Loans, PLUS Loans, Federal Supplemental Educational Opportunity Grants (FSEOGs), and Federal Perkins Loans. 
The requirements for Title IV program funds when you withdraw are separate from any refund policy that the school may have. Therefore, you may still owe funds to the school to cover unpaid institutional charges. The school may also charge you for any Title IV program funds that the school was required to return. A copy of the school’s refund policy is contained in the School Catalog. 
Please refer to your Consumer Info  for more information as well as the Direct Loan Website at www.dl.ed.gov
Refunds will be issued first to the appropriate Title IV financial aid program, if applicable.  They will be issued secondarily to any non-Title IV financial aid programs.  Only after these refunds are issued will the student receive a refund.  No refunds for books, supplies, materials or fees will be made.  All refunds will be made within 30 days of receipt of official withdrawal notification
2020-21








	ITEA COST OF ATTENDANCE (COA)
	
	
	
	

	
	
	CLASS OF 2024 - YEAR ONE - Starting 9/19/20
	
	
	
	
	

	
	
	2020-2021 Award Year
	
	
	
	
	

	**This list of costs is to show you what you may incur in this year of study. It is in no way a recommendation or requirement of how you may chose to spend your Title IV student aid. If you graduate before you receive all of your disbursements, they will be returned to the Dept of Education per their regulations, and already disbursed funds may need to be returned depending on date of Graduation.
	
	
	
	

	YR
	
	ITEM
	 COST 
	
	
	
	

	 
	 
	TUITION
	 
	
	
	
	

	1
	 
	Tuition  - ($4890.00 per intensive)
	 $   19,560.00 
	
	
	
	

	1
	 
	Point Location Fee-Pay Faculty (Approx $150-$500)
	 $        500.00 
	
	
	
	

	 
	 
	TOTAL TUITION/FEES
	 $   20,060.00 
	
	
	
	

	 
	 
	ROOM/BOARD
	 
	
	
	
	

	1
	 
	Room and Board (Determined by Federal Government annually)
	 $   14,053.00 
	
	
	
	

	 
	 
	TOTAL ROOM/BOARD
	 $   14,053.00 
	
	
	
	

	 
	 
	TRAVEL/TRANSPORTATION
	 
	
	
	
	

	1
	 
	Standard Local Amount (Determined by Federal Government annually)
	 $     3,210.00 
	
	
	
	

	 
	 
	TOTAL TRAVEL
	 $     3,210.00 
	
	
	
	

	 
	 
	PERSONAL EXPENSES
	 
	
	
	
	

	1
	 
	Personal Expenses (Toiletries, clothing, etc.)(Determined by Federal Government annually)
	 $     5,942.00 
	
	
	
	

	 
	 
	TOTAL PERSONAL EXP
	 $     5,942.00 
	
	
	
	

	 
	 
	LOANS FEES
	 
	
	
	
	

	1
	 
	Loan Fees (Determined by Federal Government annually)
	 $        250.00 
	
	
	
	

	 
	 
	TOTAL LOAN FEES
	 $        250.00 
	
	
	
	

	 
	 
	BOOKS - See Below
	 
	
	
	
	

	 
	 
	TOTAL BOOKS
	 $        803.00 
	
	
	
	

	 
	 
	MISCELLANEOUS
	 
	
	
	
	

	1
	 
	Binders/Notebooks/Legal Pads
	 $          60.00 
	
	
	
	

	1
	 
	Pens
	 $          40.00 
	
	
	
	

	1
	 
	Photocopies
	 $          40.00 
	
	
	
	

	1
	 
	Postage
	 $          60.00 
	
	
	
	

	1
	 
	Sphygmomanometer and Stethoscope
	 $        150.00 
	
	
	
	

	1
	 
	Kit/Supplies
	 $     1,350.00 
	
	
	
	

	 
	 
	Miscellaneous
	 $     2,000.00 
	
	
	
	

	 
	 
	Additional Miscellaneous
	 $     2,000.00 
	
	
	
	

	 
	 
	TOTAL MISC
	 $     5,700.00 
	
	
	
	

	
	 
	 
	
	
	
	

	 
	 
	TOTAL COA
	 $   50,018.00 
	
	
	
	

	
	
	
	
	
	
	
	

	
	R.T. Required Text  S.T. Suggested Text
	
	
	
	
	

	 
	 
	BOOKS Year 1
	 
	
	
	
	

	1
	R.T.
	Traditional Diagnosis - Volume II
	$95.00 
	
	
	
	

	1
	R.T.
	Classical Five-Element Acupuncture - Volume III - Elements and Officials
	$95.00 
	
	
	
	

	1
	R.T.
	Traditional Chinese Acupuncture - Volume I - Meridians and Points  
	$155.00 
	
	
	
	

	1
	R.T.
	Inner Bridges
	$25.00 
	
	
	
	

	1
	R.T.
	Basic & Clinical Pharmacology 14th Edition by Bertram G Katzung
	$55.00 
	
	
	
	

	1
	R.T.
	Medical Terminology - The Language of Health Care
	$50.00 
	
	
	
	

	1
	R.T.
	Laminated Point Reference Guide 
	$20.00 
	
	
	
	

	1
	R.T.
	Laminated 5Element chart
	$5.00 
	
	
	
	

	1
	R.T.
	The Secret Treatise of the Spiritual Orchid
	$35.00 
	
	
	
	

	1
	R.T.
	ITEA Observation Book
	$20.00 
	
	
	
	

	1
	S.T.
	3 Books of your Choice by Fr. Claude Larre and Elisabeth Rochat de la Vallee
	$90.00 
	
	
	
	

	1
	S.T.
	Dorland's Medical Dictionary - Henry Holt & Co.
	$45.00 
	
	
	
	

	1
	S.T.
	Is Acupuncture for You?
	$20.00 
	
	
	
	

	1
	S.T.
	Talking about Acupuncture in NY by JR Worsley
	$18.00 
	
	
	
	

	1
	S.T.
	Staying Healthy with the Seasons - Elson M. Haas
	$20.00 
	
	
	
	

	1
	S.T.
	The Alchemy of Touch-Zero Balance
	$20.00 
	
	
	
	

	1
	S.T.
	Self Hypnosis Point Location on CD
	$35.00 
	
	
	
	

	 
	 
	TOTAL BOOKS
	$803.00 
	
	
	
	

	

	

	

	

	















ITEA COST OF ATTENDANCE (COA)
CLASS OF 2022 - YEAR TWO - Starting 9/8/18
2020-2021 Award Year
**This list of costs is to show you what you may incur in this year of study. It is in no way a recommendation or requirement of how you may chose to spend your Title IV student aid. If you graduate before you receive all of your disbursements, they will be returned to the Dept of Education per their regulations, and already disbursed funds may need to be returned depending on date of Graduation. YEAR ITEM	COST
	
	
	TUITION
	

	2
	
	Tuition ($4890.00/intensive)
	19,560.00

	2
	
	Clean Needle Technique Coarse - CCAOM
	150.00

	2
	
	Point Location Fee- Pay Faculty (approx $150-$500)
	250.00

	
	
	TOTAL TUITION/FEES
	19,960.00

	
	
	ROOM/BOARD
	

	2
	
	Room and Board (Determined by Federal Government annually)
	14,053.00

	
	
	TOTAL ROOM/BOARD
	14,053.00

	
	
	TRAVEL/TRANSPORTATION
	

	2
	
	Standard Local Amount (Determined by Federal Government annually)
	3,210.00

	
	
	TOTAL TRAVEL
	3,210.00

	
	
	PERSONAL EXPENSES
	

	2
	
	Personal Expenses (Toiletries, clothing, etc.)(Determined by Federal Government annually)
	5,942.00

	
	
	TOTAL PERSONAL EXP
	5,942.00

	
	
	LOANS FEES
	

	2
	
	Loan Fees (Determined by Federal Government annually)
	250.00

	
	
	TOTAL LOAN FEES
	250.00

	
	
	BOOKS - see below
	

	
	
	TOTAL BOOKS
	1,016.00

	
	
	MISCELLANEOUS
	

	2
	
	Binders/Notebooks/Legal Pads
	60.00

	2
	
	pens
	40.00

	2
	
	Photocopies
	40.00

	2
	
	Postage
	60.00

	2
	
	Miscellaneous
	2,185.00

	2
	
	Additional Miscellaneous
	250.00

	
	
	TOTAL Misc
	2,635.00

	
	
	

	
	
	TOTAL COA
	47,066.00

	
	
	Books
	

	
	
	R.T. Required Text	S.T. Suggested Text

	
	
	Seven Emotions by Fr. Claude Larre and Elisabeth Rochat de la Vallee
	35.00

	2
	S.T.
	3 More Books of your Choice by Fr. Claude Larre and Elisabeth Rochat de la Vallee
	90.00

	2
	S.T.
	Pathophysiology -4th ED. Kathryn McCance
	90.00

	2
	S.T.
	Pathophysiology Made Incredibly Simple
	50.00

	2
	S.T.
	Chinese Characters- Dr. L Weiger & S,J, Dover
	50.00



	2
	S.T.
	An Acupuncture's Guide to Medical Red Flags & Referrals by David Ansaldua
	30.00

	2
	S.T.
	Quality in Complementary & Alternative Medicine, David Kailin
	60.00

	2
	S.T.
	Current Diagnosis and Medical Treatment, Papadakis, McPhee & Rabow
	41.00

	2
	S.T.
	Orthopedic Physical Assessment, 6th ed. David J Magee
	93.00

	2
	S.T.
	A Tooth from the Tiger's Mouth: How to Treat Your Injuries with Powerful Healing
	16.00

	
	
	
	

	
	S.T.
	The Channels of Acupuncture: Clinical Use of the Secondary Channels & Eight Extraordinary Vessels, 1st ed. Giovanni Maciocia
	128.00

	
	
	
	

	
	S.T.
	Acupuncture: A Comprehensive Text, O'Connor & Bensky
	85.00

	2
	S.T.
	The Practical Application of Meridian Style Acupuncture, John Pirog
	70.00

	2
	S.T.
	The Merck Manual of Diagnosis and Therapy, 19th ed. Robert S Porter
	93.00

	2
	
	Bates' Guide to Physical Examination and History Taking, Lynn S Bickley
	85.00

	2
	
	TOTAL BOOKS
	1,016.00

	
	





ITEA COST OF ATTENDANCE (COA)
CLASS OF 2021 - YEAR THREE - Starting 9/19/17
2020 - 2021 Award Year
**This list of costs is to show you what you may incur in this year of study. It is in no way a recommendation or requirement of how you may spend your Title IV student aid. If you graduate before you receive all of your disbursements, they will be returned to the Dept of Education per their regulations, and already disbursed funds may need to be returned depending on date of Graduation.
YEAR	ITEM	COST
	
	
	TUITION/FEES
	

	3
	
	Tuition - ($4890.00 per intensive)
	19,560.00

	3
	
	Point Location Fee
	500.00

	
	
	TOTAL TUITION/FEES
	20,060.00

	
	
	
	
	

	3
	
	Room and Board (Determined by Federal Government annually)
	14,053.00

	
	
	TOTAL ROOM/BOARD
	14,053.00

	
	
	
	
	
	
	TRAVEL
	

	3
	
	Standard Amount (Determined by Federal Government annually)
	3,210.00

	
	
	TOTAL TRAVEL
	3,210.00

	
	
	PERSONAL EXPENSES
	

	3
	
	Personal Expenses (Toiletries, clothing, etc.)(Determined by Federal Government annually)
	5,942.00

	
	
	TOTAL PERSONAL EXP
	5,942.00

	
	
	
	
	
	

	3
	
	Loan Fees (Determined by Federal Government annually)
	250.00

	
	
	TOTAL LOAN FEES
	250.00

	
	
	BOOKS
	

	3
	S.T.
	In the Footsteps of the Yellow Emperor-Peter Eckman
	30.00

	3
	S.T.
	Course Notes
	10.00

	3
	
	3 More Books of your Choice by Fr. Claude Larre and Elisabeth Rochat de la Val lee
	90.00

	3
	
	Mosby's Manual Of Diagnostic and Lab Tests
	55.00

	3
	S.T.
	Natural Therapeutics Pocket Guide - JB Lavelle
	75.00

	3
	S.T.
	Nurse's Quick Reference to Common Laboratory and Diag Tests-2nd ed
	50.00

	3
	
	A Manual of Laboratory and Diagnostic Tests, 9th ed by Fischback and Dunning
	$70.00

	3
	S.T.
	Shiatsu Theory and Practice, 3rd ed. Beresford-Cooke
	$50.00

	3
	
	Five Element Constitutional Acupuncture, 2nd ed. Hicks,Hicks and Mole
	$72.00

	3
	
	cupunc ure IS anagemen	e ssen la rac Ice an ar san
Regulatory Compliance Reference Kailin
	$28.00

	3
	S.T.
	Close to the Bone: The Treatment of Painful Musculoskeletal Disorders with Acupuncture and Other Forms of Chinese Medicine, 3rd ed. Legge
	$90.00

	3
	S.T.
	Practical Therapeutics of Traditional Chinese Medicine Wu & Fischer
	$95.00

	3
	S.T.
	Inese ul a assage: e ssentla ul e to reatlng nJunes, Improving Health & Balancing Qi, Xu
	$15.00

	3
	S.T.
	A Handbook of Traditional Chinese Gynecology, 3rd ed Zhang & Flaws
	$36.00

	
	
	TOTAL BOOKS
	766.00

	
	
	MISCELLANEOUS
	

	3
	
	Binders/Notebooks/Legal Pads/file folders
	60.00

	3
	
	Pens
	30.00



	3
	
	Treatment Box
	
	30.00

	3
	
	Supplies for Box
	
	50.00

	3
	
	Lamination
	
	25.00

	3
	
	White Coats (2)
	
	80.00

	3
	
	Needles
	
	100.00

	3
	
	Moxa
	
	50.00

	3
	
	Miscellaneous Items
	
	110.oo

	3
	
	Miscellaneous
	
	2,000.00

	
	
	
	TOTAL MISC
	2,535.00

	
	
	
	TOTAL COA
	46,816.00

	
	
	







ITEA COST OF ATTENDANCE (COA)
CLASS OF 2020 -YEAR FOUR - Starting 9/9/16 
2020 -2021 Award Year
**This list of costs is to show you what you may incur in this year of study. It is in no way a recommendation or requirement of how you may chose to spend your Title IV student aid. If you graduate before you receive all of your disbursements, they will be returned to the Dept of Education per their regulations, and already disbursed funds may need to be returned depending on date of Graduation.
YEAR	ITEM	COST
	
	
	TUITION/FEES
	

	4
	
	Clinical Fee
	9,500.00

	4
	
	Point Location Fees
	300.00

	
	
	TOTAL TUITION/FEES
	9,800.00

	
	
	ROOM/BOARD
	

	4
	
	Room and Board (Determined by Federal Government annually)
	14,053.00

	
	
	TOTAL ROOM/BOARD
	14,053.00

	
	
	TRAVEL/TRANSPORTATION
	

	4
	
	Standard Amount (Determined by Federal Government annually)
	3,210.00

	
	
	TOTAL TRAVEL
	3,210.00

	
	
	PERSONAL EXPENSES
	

	4
	
	Personal Expenses (Toiletries, clothing, etc.)(Determined by Federal Government annually)
	5,942.00

	
	
	TOTAL PERSONAL EXP
	5,942.00

	
	
	LOANS FEES
	

	4
	
	Loan Fees (Determined by Federal Government annually)
	250.00

	
	
	TOTAL LOAN FEES
	250.00

	
	
	EXAMS
	

	4
	
	NCCAOM Application Fee
	595.00

	4
	
	NCCAOM Registration Fee for Acu/Pt Loc
	310.00

	4
	
	NCCAOM Registration Fee for BioMed
	310.00

	4
	
	NCCAOM Registration Fee for Foundations
	310.00

	4
	
	Online Access to Practice Tests TCM.test.com
	500.00

	4
	
	HBKIM review classes - 3 classes for 12 months
	450.00

	4
	
	NCCAOM On-Line Practice- 2 times
	270.00

	
	
	TOTAL EXAMS
	2,745.00

	
	
	BOOKS
	

	4
	S.T.
	Bates Guide to Physical Examination and History Taking - 1 Ith Edition, Lynn Bickley
	75.00

	4
	S.T.
	An Acupuncture Guide to Medical Red Flags and Referrals, David Anzaldua
	75.00

	4
	S.T.
	Biomedicine Review, Catherine Follis
	150.00

	4
	S.T.
	Chinese Acupuncture and Moxibustion by Cheng - TCM Text
	60.00

	4
	S.T.
	Foundations of Chinese Medicine - TCM Text
	130.00

	4
	S.T.
	The Web that has no Weaver - TCM Text
	15.00

	4
	S.T.
	A Manual of Acupuncture by Deadman, et al. TCM Text
	144.00

	4
	
	Fluid Physiology & Pathology in Traditional Chinese Medicine 2nd ed.Clavey
	250.00



	4
	
	Practical Diagnosis in Traditional Chinese Medicine by Deng TCM Text
	170.00

	4
	S.T.
	Diagnosis in Chinese Medicine: A Comprehensive Guide by Maciocia TCM
	117.00

	4
	The Foundations of Chinese Medicine: Acomprehensive Guide for Acu uncturists and Herbalists, 3rd ed. Maciocia TCM Text
	143.00

	4
	S.T.
	The Practice of Chinese Medicine: The Treatment of Diseases with Acupuncture and Herbalists. 3rd ed. Maciocia TCM Text
	82.00

	4
	S.T.
	The Channels of Acupuncture: Clinical Use of the Secondary Channels and Eight Extraordinary Vessels, 1st ed. By Maciocia TCM Text
	99.00

	4
	S.T.
	Chinese Herbal Medicine: Formulas and Strategies. 2nd ed. Volker, et al. TCM
	130.00

	4
	S.T.
	Fundamentals of Chinese Medicine, 1995 by Wiseman & Ellis TCM Text
	60.00

	4
	S.T.
	Practical Therapeutics of Traditional Chinese Medicine by Wu TCM Text
	95.00

	4
	
	Traditional Chinese Medicine Cupping Therapy, 3 rd ed. By Chirali TCM Text
	60.00

	4
	S.T.
	A Traditional Technique for Modern Practice 2nd ed. By Nielsen TCM Text
	65.00

	
	
	
	

	
	
	TOTAL BOOKS
	1,920.00

	
	
	
	

	
	
	MISCELLANEOUS
	

	4
	
	Binders/Notebooks/Legal Pads
	60.00

	4
	
	pens
	40.00

	4
	
	Photocopies
	40.00

	
	
	Postage
	60.00

	4
	
	Needles
	100.00

	4
	
	Moxa
	50.00

	
	
	Unknown additional Misc
	2,315.00

	
	
	TOTAL MISC
	2,665.00

	
	
	
	

	
	
	TOTAL COA
	$ 40,585.00
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SEXUAL MISCONDUCT POLICY & PROCEDURES
1. Policy 
It is the policy of ITEA (“College”) to provide a learning and work environment in which sexual misconduct is not tolerated, and in which persons reporting such misconduct are provided support and avenues of redress. 
This policy prohibits all forms of sexual misconduct, including sexual harassment, sexual assault, (i.e., non-consensual sexual contact and non-consensual sexual intercourse), relationship violence, sexual exploitation and stalking (collectively, “sexual misconduct”). The College also prohibits retaliation against an individual for making a report of conduct prohibited under this policy or for participating in a complaint resolution process of an alleged violation of this policy. 
When sexual misconduct is brought to the attention of the College, the College will take prompt and appropriate action to stop, prevent, correct, and when necessary, discipline, behavior that violates this policy. 
2. Title IX 
Title IX of the Education Amendments of 1972 (Title IX) is a federal law that prohibits discrimination on the basis of sex and gender in the College’s education programs and activities. 
The College’s Title IX Coordinator is responsible for monitoring compliance with Title IX; providing education and training; tracking and reporting annually on all incidents in violation of this policy; and coordinating the College’s investigation, response, and resolution of all reports under this policy. The Title IX Coordinator is: 
Randi Savage RN, MS, Doc. Ac, Lic. Ac.
317 W South Boulder Rd #5, Louisville, CO 80027
ITEA Phone:  (720)-890-892  Cell (303)710-9849
Email: studentdean@itea.edu

Inquiries or concerns about Title IX may be referred to the College’s Title IX Coordinator and/or the Office for Civil Rights, U.S. Department of Education:

Rebekah Ottenbreit ELD Specialist & Title IX State Coordinator Office of Culturally and Linguistically Diverse Education Unit of Federal Programs 
Ottenbreit_r@cde.state.co.us 303-866-6285 
https://www.cde.state.co.us/cde_english/titleix
 
U.S. Department of Education
Office for Civil Rights
400 Maryland Avenue, SW
Washington, D.C. 20202-1328
3. Scope of the Policy 
All College community members including students, faculty, staff, volunteers, visitors, and any individuals regularly or temporarily employed, studying, visiting, conducting business, or having any official capacity with the College or on College property are expected and required to comply with this policy. 
Behavior explicitly prohibited by this policy is that which is alleged to have occurred within an education program or activity of the College. For purposes of this policy, “education program or activity” means locations (within the United States), events, or circumstances over which the College exercised substantial control over both the person(s) alleged to have violated the policy and the context in which the alleged sexual misconduct occurred. 
Sexual misconduct that does not occur within an education program or activity of the College, as defined by this policy, or outside the United States may, depending on the circumstances, still be addressed through other College policies and processes, such as those that govern student and employee conduct. 
4. Definitions 
Definitions of terminology used in this policy follow: 
Sexual Misconduct – is an umbrella term that the College uses to describe any unwelcome behavior of a sexual nature that is committed without consent. Sexual misconduct can occur between strangers or acquaintances, or people who know each other well, including between people involved in an intimate or sexual relationship, can be committed by anyone regardless of gender identity/expression, and can occur between people of the same or different gender. Examples of sexual misconduct include, sexual harassment, sexual assault (non-consensual sexual contact and non- consensual sexual intercourse), relationship violence, stalking, and sexual exploitation. Note, the definitions of sexual harassment, sexual assault, relationship violence, stalking and exploitation set forth below are general in nature. For purposes of Title IX, a determination that a person engaged in sexual misconduct will be strictly measured against definitions found at 34 C.F.R. 106.30(a). 
Sexual Harassment – Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, academic status, education or progress, (2) submission to or rejection of such conduct by an individual is used as the basis of employment or academic decisions affecting the individual, or (3) such conduct has the purpose or effect of unreasonably interfering with an individual’s work or academic performance or of creating an intimidating, hostile, or offensive work or educational environment. 
o Hostile Environment Caused By Sexual Harassment – refers to a situation where students and/or employees are subject to a pattern of exposure to unwanted sexual behavior that is sufficiently severe, persistent/pervasive and objectively offensive that it alters the conditions of education, employment, or participation in a College program or activity, thereby creating an environment that a reasonable person in similar circumstances and with similar identities would find hostile, intimidating, or abusive. An isolated incident, unless sufficiently severe, does not amount to a hostile environment caused by sexual harassment. 
o Quid Pro Quo Harassment – refers to a situation where students and/or employees are subject to unwanted sexual behavior where submission or rejection of such conduct is used, explicitly or implicitly, as the basis for decisions affecting an individual’s education, employment, or participation in a College program or activity. 
Sexual Assault – is having or attempting to have sexual contact with another individual without consent. (See below for definition of consent). Sexual contact includes: 
o Non-consensual sexual contact is any intentional sexual touching, however slight, with any object, by a person upon a person, when such touching is without his or her consent or by force. Sexual contact includes intentional contact with the intimate parts of another, causing another to touch one’s intimate parts, or disrobing or exposure of another without permission. Intimate parts may include the breasts, genitals, buttocks, groin, mouth, or any other part of the body that is touched in a sexual manner. 
o Non-consensual sexual intercourse is any sexual intercourse, however slight, with any object (e.g. penis, object, finger, hand), by a person upon a person, that is without consent or by force. Sexual intercourse includes vaginal or anal penetration and oral copulation (mouth to genital contact or genital to mouth contact) no matter how slight the penetration or contact. 
-Relationship Violence – is an umbrella term that includes dating and domestic violence. Relationship violence means physical violence committed against a person who is a spouse or former spouse, a cohabitant or former cohabitant, a person with whom they have a child, or with whom they have a previous or current dating, romantic, intimate, or sexual relationship regardless of the length of the relationship or gender/gender identity of the individuals in the relationship. 
Violence means causing physical harm to the person or to their possessions. Intimate partner violence may also include non-physical conduct that would cause a reasonable person to be fearful for their safety; examples include economic abuse and behavior that intimidates, frightens, or isolates. It may also include sexual assault, sexual misconduct, or stalking. Intimate partner violence can be a single act or a pattern of conduct. 
Sexual Exploitation – sexual misconduct that occurs when a person takes unjust or abusive sexual advantage of another for his or her own advantage or benefit or for the benefit or advantage of anyone other than the exploited party; and that behavior does not otherwise constitute sexual assault. Examples of sexual exploitation include, but are not limited to, videotaping or photographing of any type (web-cam, camera, Internet exposure, etc.) without knowledge and consent of all persons; prostituting another person; knowingly transmitting HIV or a sexually transmitted disease to an unknowing person or to a person who has not consented to the risk; or inducing incapacitation with the intent to commit sexual assault, without regard to whether sexual activity actually takes place. 
Stalking – A course of behavior or conduct directed at a specific person that would cause a reasonable person under similar circumstances to fear for their safety or for the safety of loved ones. A course of conduct consists of two or more acts wherein on person directly, indirectly, or through a third party follows, monitors, observes, surveils, threatens, or communicates to or about another person through behaviors. This may include but is not limited to unwanted telephone calls, letters or emails, unwanted or threatening gifts, threats, damage to property, physical assault, or appearing without invitation at a place of residence, school, or work. Cyber stalking includes use of electronic media, such as the internet, social networking sites, blogs, cell phones, apps, texts, or other electronic media to stalk an individual. 
Consent – is defined as an affirmative, conscious, and voluntary agreement to engage in sexual activity. Consent requires an outward demonstration, through mutually understandable words or actions, indicating that an individual has freely chosen to engage in sexual contact. Consent cannot be obtained through: (1) the use of coercion or force or (2) by taking advantage of the incapacitation of another individual. 
Silence, passivity, or the absence of resistance does not imply consent. It is important not to make assumptions; if confusion or ambiguity arises during a sexual interaction, it is essential that each participant stops and clarifies the other’s willingness to continue. 
Consent can be withdrawn at any time. When consent is withdrawn, sexual activity must cease. Prior consent does not imply current or future consent; even in the context of an ongoing relationship, consent must be sought and freely given for each instance of sexual contact. 
An essential element of consent is that it be freely given. Freely given consent might not be present, or may not even be possible, in relationships of a sexual or intimate nature between individuals where one individual has power, supervision or authority over another. 
In evaluating whether consent was given, consideration will be given to the totality of the facts and circumstances, including but not limited to the extent to which a complainant affirmatively uses words or actions indicating a willingness to engage in sexual contact, free from intimidation, fear, or coercion; whether a reasonable person in the respondent’s position would have understood such person’s words and acts as an expression of consent; and whether there are any circumstances, known or reasonably apparent to the respondent, demonstrating incapacitation or fear. 
Coercion - is verbal and/or physical conduct, including manipulation, intimidation, unwanted contact, and express or implied threats of physical, emotional, or other harm, that would reasonably place an individual in fear of immediate or future harm and that is employed to compel someone to engage in sexual contact. 
Force - is the use or threat of physical violence or intimidation to overcome an individual’s freedom of will to choose whether or not to participate in sexual contact. 
Incapacitation - an individual who is incapacitated is one who lacks the ability to make informed judgments and cannot consent to sexual contact. Incapacitation is the inability, temporarily or permanently, to give consent because an individual is mentally and/or physically helpless, asleep, unconscious, or unaware that sexual activity is occurring. Mentally helpless means a person is rendered temporarily incapable of appraising or controlling one’s own conduct. Physically helpless means a person is physically unable to verbally or otherwise communicate consent or unwillingness to an act. 
Where alcohol or other drugs are involved, incapacitation is a state beyond impairment or intoxication. Where alcohol or other drugs are involved, evaluating incapacitation requires an assessment of how the consumption of alcohol and/or drugs affects a person’s: decision-making ability; awareness of consequences; ability to make informed, rational judgments; capacity to appreciate the nature and quality of the act; or level of consciousness. The assessment is based on objectively and reasonably apparent indications of incapacitation when viewed from the perspective of a sober, reasonable person. 
It is not an excuse that the respondent was reckless or intoxicated and therefore, did not realize the incapacity of the other party. 
Complainant – is an individual or group of individuals who is alleged to have been subject to sexual misconduct or other conduct that violates this policy. 
Respondent – is an individual or group of individuals against whom an allegation of sexual misconduct or other conduct that violates this policy is made. 
Report - is an account of sexual misconduct that has allegedly occurred made to the College by the complainant, a third party, or an anonymous source. 
Formal Complaint – is a document filed by a complainant or a document signed by the Title IX Coordinator, alleging sexual misconduct against a respondent and requesting an investigation into the allegation. If the formal complaint is signed by the Title IX Coordinator, the Title IX Coordinator is not treated as a complainant, nor is the Title IX Coordinator treated as a party to the complaint. At the time of filing the formal complaint, the complainant must be participating in, or attempting to participate in, an education program or activity of the College. 
5. Options for Assistance Following an Incident of Sexual Misconduct 
The College will seek to support any person impacted by sexual misconduct, regardless whether the misconduct is alleged to have occurred in an education program or activity of the College. Both the College and the community provide a variety of resources to assist and support individuals who have experienced sexual misconduct or are affected by allegations of sexual misconduct. These resources, both immediate and ongoing, are available to all persons irrespective of their decision to make a complaint under this policy or to law enforcement. 
a. Emergency Assistance 
The College strongly encourages any individual who experiences sexual misconduct to seek immediate assistance. Emergency assistance is available by calling 911 if the individual is feeling unsafe and wishes to reach local law enforcement or emergency medical care (including an ambulance) anywhere within the United States. Seeking prompt assistance may be important to ensure an individual’s physical safety or to obtain medical care in the case of a sexual assault or violence. 
Louisville Police Department 303-441-4444 and report this immediately.
b. College and Community Assistance and Resources. 
Though the College does not provide on campus counseling or health care services, it will assist members of the College community who experience or are affected by sexual misconduct (whether a complainant, respondent or third party witness) with referrals to community based resources such as: 
Avista Hospital 303-673-1000
Boulder Community Hospital 303-440-2037
Foothills Hospital 720-854-7600

Moving to End Sexual Assault (MESA) 
2336 Canyon Blvd, Suite 103 Boulder, CO 80302 
Office: (303) 443-0400 24-hour Hotline: (303) 443-7300 http://www.movingtoendsexualassault.org/ E-mail: info@movingtoendsexualassault.org 
The Moving to End Sexual Assault (MESA) team serves the needs of all survivors of sexual assault, as well as their family and friends in Boulder and Broomfield Counties. MESA serves individuals by providing crisis intervention, counseling, advocacy, and information and referrals. Services provided include: 24-hour crisis phone line for survivors of sexual assault, crisis intervention and support, emergency room advocacy and support during Sexual Assault Nurse Exams, accompaniment to law enforcement interviews and through criminal justice proceedings, and support groups 1-2 times per year (groups are available for adolescent, male, and female survivors). Individual therapy is available on a very limited basis, with referrals to licensed counselors and therapists in the community available at all times.

Colorado Coalition Against Sexual Assault
1330 Fox Street, Suite 2
PO Box 40350
Denver, CO 80204
Phone: 303.839.9999
https://www.ccasa.org/rape-crisis-services/
The Colorado Coalition against Sexual Assault (CCASA) is a statewide coalition of individuals and organizations working together for freedom from sexual violence. As the collective voice of sexual assault survivors and those who support and serve them, CCASA's mission is to ensure that those impacted by sexual violence are treated with dignity and respect and have full access to quality services and resources. CCASA works with agencies throughout the state and is able to provide victims, family members, and friends with information and resources so that they can find the help that they need.

Colorado Organization for Victim Assistance (COVA) 
1325 S. Colorado Blvd., Suite 508B Denver, Colorado 80222 
(303) 861-1160 or 1-800-261-2682 
www.coloradocrimevictims.org/ Email: info@coloradocrimevictims.org 
The Colorado Organization for Victim Assistance (COVA) is a statewide membership organization committed to fairness and healing for crime victims, their families and communities through leadership, education, and advocacy. By operating in an inclusive and compassionate manner, COVA creates solutions and positive change. COVA provides training and technical assistance on the Colorado Victim’s Rights Act, publishes an online statewide directory of victim service providers, monitors state and federal legislation, administers a crime victim emergency fund and educates the public to foster a better understanding of victimization.

Additional sexual misconduct crisis and counseling options are available locally and nationally through a number of agencies, including: 
The Gay Men’s Domestic Violence Project
800.832.1901 http://gmdvp.org/gmdvp/ 
National Sexual Assault Hotline RAINN 
800.656.4673 
https://www.rainn.org/about-national- sexual-assault-telephone-hotline 
The Rape Foundation 
1223 Wilshire Blvd., No. 410 Santa Monica, CA 90403 310.451.0042 www.therapefoundation.org 
National Domestic Violence Hotline 
800.799.SAFE 
https://www.thehotline.org/ 
Individuals wishing to learn additional information about registered sex offenders may go to the Colorado Bureau of Investigation (CBI) 303-239-4222 or visit their website at www.sor.state.co.us
The College’s Title IX Coordinator will work with individuals affected by sexual misconduct to ensure their safety and support their well-being. This assistance may include supportive measures (See Section 8c below). Individuals who report an incident of sexual misconduct may also be able to obtain a formal protective order from a civil or criminal court. The College will work with the students and employees who elect to seek such protective orders. 
c. Evidence Preservation 
Individuals who experience an incident of sexual misconduct involving a sexual assault are urged to seek medical attention as soon as possible. Individuals who promptly seek medical attention benefit from being examined for physical injury, receiving preventative treatment for sexually transmitted diseases, a toxicology examination for date rape drugs, and emergency contraception. 
In addition, prompt reporting allows for the preservation of evidence, which will only be used if the individual decides (then or later) to press criminal charges or file civil suit. To preserve evidence, an individual who is sexually assaulted should not bathe, douche, smoke, brush their teeth or change clothes (a change of clothes should be brought along). If clothes have been changed, the original clothes should be put in a paper bag (plastic bags damage evidence) and brought to the hospital. Do not disturb the scene of the assault. If it is not possible to leave the scene undisturbed, evidence (e.g. bedding, towels, loose fabrics, prophylactics, and clothing) should be placed in separate paper bags to be preserved. 

Time is a critical factor in collecting and preserving evidence. The physical evidence of an assault is most effectively collected within the first 48 to 96 hours of the assault. If, however, an individual who is sexually assaulted chooses to report the incident days, weeks, or even months after the assault, important support systems are still available and can be arranged, but the individual should understand that delay may make it more difficult to collect physical evidence of the sexual assault that could impact a criminal prosecution or civil lawsuit. 
Hospitals and other healthcare practitioners that treat any physical injury sustained during a sexual assault are required to report it to law enforcement. The individual who is sexually assaulted may choose whether or not to speak to police and do not need to make an immediate decision to press criminal charges. That decision can be made at a later time. 
Taking the steps to gather evidence immediately does not commit an individual to any particular course of action. The decision to seek timely medical attention and gather any evidence, however, will preserve the full range of options to seek resolution under this policy or through the pursuit of criminal prosecution, and may be helpful in obtaining protective orders. In circumstances where the individual does not opt for forensic evidence collection, health care providers can still treat injuries and take steps to address health concerns. 
Individuals who experience any form of sexual misconduct are encouraged to also preserve evidence by saving text messages, instant messages, social networking pages, other communications, and keeping pictures, logs or other copies of documents, if they have any, that would be useful in connection with a College or police investigation. 
6. Reporting Policies and Protocols 
The College encourages reporting of sexual misconduct. Members of the College community who believe they have experienced sexual misconduct have the right to choose whether or not to report the incident to the College and/or law enforcement, and have the right to choose whether to engage with the College once the College receives a report. 
a. Reporting to the College 
An incident of sexual misconduct may be reported directly to the College’s Title IX Coordinator. If the College’s Title IX Coordinator is the alleged perpetrator of the sexual misconduct, the report should be submitted to the College’s President, Hilary SKellon, by phone at 720-890-8922, by email at president@itea.edu, or in person at the College. If the College’s President is the alleged perpetrator of the sexual misconduct, the report should be submitted to the College’s Board of Directors President, Mary Able, 303-232-4757. Filing a report with a College official will not obligate the individual to pursue a formal complaint under this policy. 

Sexual misconduct may be reported at any time, regardless of how much time has elapsed since the incident occurred. The College is committed to supporting the rights of a person reporting an incident of sexual misconduct to make an informed choice among options and services available. 
The College will respond to all reports in a manner that treats each individual with dignity and respect and will take prompt responsive action to end any misconduct, prevent its recurrence, and address its effects. 
b. Reporting to Law Enforcement 
The College also strongly encourages persons who experience sexual misconduct that may involve criminal behavior (e.g., rape, sexual assault, relationship violence, etc.) to report the incident to local law enforcement at any time, 24 hours a day, 7 days a week, by calling 911. Filing a police report can result in the investigation of criminal behavior and the prosecution of the perpetrator. Timely reporting to the police is an important factor in successful investigation and prosecution of crimes, including sexual violence. 
At an individual’s request, the College will assist the individual in contacting law enforcement. If the individual decides to pursue a criminal complaint, the College will cooperate with law enforcement agencies to the extent permitted by law. An individual has the option to decide whether or not to participate in any investigation conducted by law enforcement. 
Note, a criminal investigation into an allegation of sexual misconduct does not relieve or substitute for the College’s duty and authority to conduct its own prompt review of a complaint. Accordingly, the College will not wait for the conclusion of a criminal investigation or proceeding to begin its own concurrent investigation and resolution of an alleged violation. The standards for criminal proceedings differ from those used in campus proceedings. As a result, conduct that may not be subject to criminal action may still be addressed through College processes and procedures. A finding of “not guilty” in a criminal matter does not necessarily preclude a finding of responsibility for violating this policy in a College proceeding. 
c. Reporting of Crimes & Annual Security Reports 
The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, or Clery Act, requires institutions of higher education to record and report certain information about campus safety, including the number of incidents (with no detail or personally identifying information) of certain crimes on or near campus, some of which constitute sexual misconduct under this policy. 
Note, in certain circumstances, the College may be required to forward information concerning reports of violent crimes, including reports of sexual assaults, to a local law enforcement agency. The report is forwarded without identification of the complainant and respondent, unless explicit consent is provided by the complainant allowing for the sharing of personally identifying information. 
d. Timely Warnings 
In the event that a situation arises, either on or off campus, that, in the judgment of the College’s President (or designee) constitutes an ongoing or continuing threat, a campus wide “timely warning” will be issued. The warning will be disseminated to staff and students through announcements by one or more of the following means, but are not limited to bulletins or flyers, mass e-mails and text messages. The timely warning will include information that promotes safety and tips to prevent similar crimes, allowing the campus community to take appropriate precautions. The timely warning will also include the time, location, and type of crime reported. Anyone with information warranting a timely warning should report the circumstances to the College’s President by phone at 720-890-8922, by email at president@itea.edu, or in person at the College. 


e. Third-Party and Anonymous Reporting 
In cases where sexual misconduct is reported to the Title IX Coordinator by someone other than the individual who has been subjected to sexual misconduct (by an instructor, classmate or friend, for example), the Title IX Coordinator will promptly notify the individual that a report has been received. This policy will apply in the same manner as if the individual had made the initial report. The Title IX Coordinator will make every effort to meet with the individual to discuss available options and resources. Reports from an anonymous source will be treated in a similar fashion. 
f. Amnesty for Sexual Misconduct Complainants and Witnesses 
The College encourages reporting of sexual misconduct and seeks to remove any barriers to making a report. The College recognizes that an individual who has been consuming alcohol (including underage consumption) or using drugs at the time of the incident may be hesitant to make a report because of potential consequences for that conduct. To encourage reporting, an individual who makes a good faith report of sexual misconduct that was directed at them or another person or participates in an investigation as a witness will not be subject to disciplinary action by the College for a conduct or policy violation that is related to and revealed in the sexual misconduct report or investigation, unless the College determines that the violation was serious and/or placed the health or safety of others at risk. 
g. No Retaliation 
The College prohibits retaliation against those who file a complaint or third-party report, or otherwise participate in the investigative and/or complaint resolution process (e.g., as a witness). The College will take strong responsive action if retaliation occurs. Any incident of retaliation should be promptly reported to the Title IX Coordinator or the College’s President. 
7. College Policy on Confidentiality 
The College encourages individuals who experience sexual misconduct to talk to somebody about what happened – so individuals can get the support they need, and so the College can respond appropriately. 
This policy is intended to make members of the community aware of the various reporting and confidential disclosure options available to them – so they can make informed choices about where to turn should they experience sexual misconduct. The College encourages individuals to talk to someone identified in one or more of these groups. 
a. Privileged and Confidential Communications 
Individuals who wish to seek advice or assistance concerning, or to discuss options for dealing with, sexual misconduct on a strictly confidential basis may speak with licensed mental health provider, ordained clergy, medical providers in the context of seeking medical treatment, and rape crisis counselors, who, except in very narrow circumstances specified by law, will not disclose confidential communications to the College or anyone. 
b. Reporting to “Responsible Employees” 
A “responsible employee” is a College employee who has the authority to redress sexual misconduct, who has the duty to report incidents of sexual misconduct or other student misconduct, or who a student could reasonably believe has this authority or duty. 
When an individual tells a responsible employee about an incident of sexual misconduct, the individual has the right to expect the College to take immediate and appropriate steps to investigate what happened and to resolve the matter promptly and equitably. 
A responsible employee must report to the Title IX Coordinator all relevant details about the alleged sexual misconduct shared by the individual and that the College will need to determine what happened – including the names of the individual and alleged perpetrator(s), any witnesses, and any other relevant facts, including the date, time and specific location of the alleged incident. 
To the extent possible, information reported to a responsible employee will be shared only with people responsible for handling the College’s response to the report. A responsible employee should not share information with law enforcement without the individual’s consent or unless the individual has also reported the incident to law enforcement. 
All College employees, including administrators, faculty and staff, with responsibilities for student welfare are considered responsible employees. 
Before an individual reveals any information to a responsible employee, the employee should ensure that the individual understands the employee’s reporting obligations – and, if the individual wants to maintain confidentiality, direct the individual to confidential resources. 
If the individual wants to tell the responsible employee what happened but also maintain confidentiality, the employee should tell the individual that the College will consider the request, but cannot guarantee that the College will be able to honor it. In reporting the details of the incident to the Title IX Coordinator, the responsible employee will also inform the Title IX Coordinator of the individual’s request for confidentiality. 
Responsible employees will not pressure an individual to request confidentiality, but will honor and support the individual’s wishes, including for the College to fully investigate an incident. By the same token, responsible employees will not pressure an individual to make a full report if the individual is not ready to. 
c. Reporting to Title IX Coordinator 
When an individual tells the Title IX Coordinator about an incident of sexual misconduct, the individual has the right to expect the College to take immediate and appropriate steps to investigate what happened and to resolve the matter promptly and equitably. 
To the extent possible, information reported to the Title IX Coordinator will be shared only with people responsible for handling the College’s response to the report. The Title IX Coordinator should not share information with law enforcement without the individual’s consent or unless the individual has also reported the incident to law enforcement or as may be required by Colorado State Law or by the Colorado Department of Higher Education. 
Before an individual reveals any information to the Title IX Coordinator, the Title IX Coordinator should ensure that the individual understands the Title IX Coordinator’s reporting obligations – and, if the individual wants to maintain confidentiality, direct the individual to confidential resources. If the individual wants to tell the Title IX Coordinator what happened but also maintain confidentiality, the Title IX Coordinator should tell the individual that the College will consider the request, but cannot guarantee that the College will be able to honor it. 
d. Requesting Confidentiality: How the College Will Weigh the Request and Respond 
If an individual discloses an incident of sexual misconduct to the Title IX Coordinator but wishes to maintain confidentiality or requests that no investigation into a particular incident be conducted or disciplinary action taken, the College must weigh that request against the College’s obligation to provide a safe, non-discriminatory environment for all students and/or other members of the College community, including the individual. 
If the College honors the request for confidentiality, an individual must understand that the College’s ability to meaningfully investigate the incident and pursue disciplinary action against the alleged perpetrator(s) may be limited. 
Although rare, there are times when the College may not be able to honor an individual’s request in order to provide a safe, non-discriminatory environment for all students and/or other members of the College community. 
The Title IX Coordinator will evaluate requests for confidentiality. When weighing an individual’s request for confidentiality or that no investigation or discipline be pursued, the Title IX Coordinator will consider a range of factors, including its obligation to provide a safe and non-discriminatory environment for all College community members. 
If the College determines that it cannot maintain a complainant’s confidentiality, the College will inform the complainant prior to starting an investigation and will, to the extent possible, only share information with people responsible for handling the College’s response. The College will remain ever mindful of the complainant’s well- being, and will take ongoing steps to protect the complainant from retaliation or harm and work with the complainant to create a safety plan. Retaliation against the complainant, whether by students or College employees, will not be tolerated. The College will also employ supportive measures as may be appropriate. 
8. Procedures for Responding to Reports of Sexual Misconduct 
The College’s Title IX Coordinator oversees the College’s investigation, response to, and resolution of all reports of sexual misconduct, and of related retaliation. Allegations that a student or employee has engaged in sexual misconduct will be investigated and resolved using the procedures outlined below. In the case of a report concerning or complaint against someone other than a student or employee, the Title IX Coordinator shall determine the manner in which such report/complaint will be handled. 
a. Advisor and Emotional Support Person 
A complainant and respondent may have an advisor and/or emotional support person (collectively referred to as an advisor) of their choice with them at all meetings and any hearing that they attend in connection with the procedures outlined below. 
The advisor may be a friend, mentor, family member, attorney, member of the College community, or any other person, as long as they are not also a witness or otherwise a participant in the complaint resolution proceedings. 
An advisor may not make a presentation or represent the complainant or respondent during any meeting or proceeding, except as otherwise provided herein. During any meeting or proceeding, the adviser is present to observe and provide counsel and/or emotional support to the party. 
Although reasonable attempts will be made to schedule proceedings consistent with the advisor’s availability, the process will not be unduly delayed to schedule the proceedings at the convenience of the advisor. 
b. Initial Assessment 
Upon receipt of a report of sexual misconduct the Title IX Coordinator will make an initial assessment of the report, which will include an immediate assessment of any risk of harm to individuals or to the campus community, and will take steps necessary to address any such risks. 
The complainant will be provided with information on the complainant’s rights and options under this policy and these procedures, written materials about the availability of, and contact information for, on and off-campus resources and services, and coordination with law enforcement. 
As part of the initial assessment, the Title IX Coordinator may also meet with the respondent and other relevant parties. If the Title IX Coordinator meets with the respondent, the respondent will be provided with information on the respondent’s rights and options under this policy and these procedures, and written materials about the availability of, and contact information for on and off-campus resources and services. 
If after completing an initial assessment the Title IX Coordinator concludes that there is a potential policy violation, the Title IX Coordinator will determine how to proceed, depending on a variety of factors, such as the complainant’s desire to use the College’s informal or formal complaint resolution procedures, complainant’s request that their name not be used, complainant’s request that no investigation into a particular incident be conducted or that no disciplinary action be taken, the risk posed to any individual or the campus by not proceeding, the nature and seriousness of the allegations, whether there have been other reports/complaints of misconduct involving the respondent, and whether the allegations are contested. In implementing the approach, the Title IX Coordinator will inform and coordinate with the appropriate responsible administrator(s). 
Note, a complainant’s request for confidentiality will likely limit the College’s ability to investigate a particular matter. The College may take steps to limit the effects of the alleged sexual misconduct and prevent its recurrence without initiating formal action against the alleged perpetrator or revealing the identity of the complainant. Examples include: providing increased monitoring, supervision, or security at locations or activities where the misconduct occurred; providing training and education materials for students and employees; publicizing the College’s policies on sexual misconduct; and conducting climate surveys regarding sexual misconduct. 
If the Title IX Coordinator concludes that the College will employ complaint resolution procedures outlined in this policy, the respondent and complainant will be so informed in writing. The notice will include information sufficient to apprise the respondent of the nature of the allegations, including the complainant’s name; the nature of the alleged policy violation(s) (e.g., sexual assault, harassment, exploitation, or retaliation); the date(s) of the alleged policy violation(s); the location(s) where the violation(s) allegedly occurred; and the sanctions that may be imposed if the respondent is found to have violated this policy. The notice will also include a statement that the respondent is presumed not responsible for the alleged conduct, and that a determination regarding responsibility will be made at the conclusion of the process. The notice will further inform the parties that they each may have an advisor of their choice, including an attorney, will be afforded an opportunity to review and inspect evidence, and that College policy prohibits knowingly making false statements or knowingly submitting false information in connection with the complaint resolution process. Both the complainant and respondent will be given the opportunity to meet separately with the Title IX Coordinator to review this policy and these procedures. 
The parties will also be informed in writing if, during the complaint resolution process, conduct is disclosed which may constitute a further violation of this policy, and the respondent will be afforded an opportunity to respond before the complaint resolution process is concluded. 
c. Supportive Measures 
Supportive measures are actions taken by the College in response to a report of sexual misconduct to meet the needs and protect the rights of the parties and/or other members of the College community, as appropriate. 
Supportive measures are individualized services offered as appropriate to either or both the complainant and respondent involved in an incident of sexual misconduct, prior to an investigation or while an investigation is pending. As noted above, an individual may request to receive support – including the measures mentioned in this section – even if they do not choose to participate in the College’s complaint resolution process. 
Supportive measures include counseling, extensions of time or other course-related adjustments, modifications of work or class schedules, restrictions on contact between the parties, changes in work or housing locations, leaves of absence, increased security and monitoring of certain areas of campus, and other similar accommodations. In the case of students, such measures shall not be punitive and applied to the fullest extent possible to avoid depriving any student of their education. 
The College may also suspend a student or employee pending the completion of an investigation and complaint resolution process, particularly when in the judgment of the Title IX Coordinator, the imminent physical health or safety of any member(s) of the College community may be jeopardized by the on-campus presence of the student. 
A student who has been placed on interim suspension has the right, within 3 business days of the notice of the suspension, to meet with the College’s President (or designee), to request re-consideration of the interim suspension. The College’s President (or designee) will review the appeal to determine whether the decision to place the student on interim suspension was arbitrary or capricious. A decision is arbitrary and capricious where there is no rational connection between the facts presented and the decision made. 
The imposition of supportive measures is not indicative of a determination of responsibility or any other outcome. These measures may be modified at any time and may be kept in place after a final decision is reached as to whether a violation of this policy has occurred. 
9. Complaint Resolution Process 
a. Informal Resolution 
Informal resolution is a voluntary process for timely and corrective action through the imposition of individual and/or community-focused remedies designed to maintain the complainant's access to the educational, extracurricular, and employment activities at the College and to eliminate a potential hostile environment. The option to pursue informal resolution will be presented to the parties only after the College has sufficient information about the nature and scope of the conduct at issue. In cases involving allegations of sexual assault or relationship violence, informal resolution is generally not appropriate. 
If the complainant, the respondent, and the Title IX Coordinator (or designee) all agree to pursue an informal resolution, the Title IX Coordinator (or designee) will attempt to facilitate a resolution that is agreeable to all parties. The role of the Title IX Coordinator (or designee) is not to be an advocate for either party, but rather, to aid in the resolution of issues in a non-adversarial manner. Under the informal process, the College will only conduct such fact-finding as is useful to resolve the conflict and as is necessary to protect the interests of the parties, the College, and the College community. 
The College will not compel a complainant or respondent to engage in mediation, to directly confront the other party, or to participate in any particular form of informal resolution. If at any point during the informal resolution process, the complainant, the respondent, or the College wishes to cease the informal resolution process and to proceed with formal complaint resolution, the informal resolution process will stop and the formal complaint resolution process described below will proceed. 
Any informal resolution must adequately address the concerns of the complainant, the rights of the respondent, and the overall intent of the College to stop, remedy, and prevent policy violations. The College will take appropriate actions as necessary and use its best efforts to remedy any harm that occurred and to prevent any further incidents of sexual misconduct. Examples of potential remedies are provided in the “Supportive Measures” section of this policy. The recommended resolution may also include other institutional responses or requirements imposed on the respondent. 
The time frame for completion of informal resolution may vary, but the College will seek to complete the process within twenty (20) days of receipt of an initial report of sexual misconduct. 
The Title IX Coordinator will maintain records of all reports and conduct referred for informal resolution and the outcome of the informal resolution process. 
b. Formal Resolution 
A formal resolution process will occur when a formal complaint is made by (i) a complainant alleging a violation of this policy by a respondent; or (ii) by the Title IX Coordinator based upon a determination that a formal resolution process is necessary after considering the safety of the broader campus community. In the situation when there is a serious threat to the College community, but the potential complainant cannot or does not wish to proceed with the formal process. The formal resolution process involves an investigation, hearing and appeal. 
Note, a respondent may accept responsibility for the conduct alleged at any time during the investigation or hearing process, and acknowledge the identified policy violation(s). If a respondent accepts responsibility for the violation(s), the respondent may proceed to sanctioning rather than completing an investigation or hearing. In doing so, the respondent waives any right to appeal the policy determination of responsibility. 
(1) Investigation 
The Title IX Coordinator will undertake, or will designate a trained internal or external investigator (or team of investigators), to investigate a report of sexual misconduct. The complainant and respondent will have three (3) business days after being notified of an investigator’s identity to object to the investigator’s selection on the basis of actual or perceived conflict of interest, bias, or prejudice. If either the complainant or respondent object, the Title IX Coordinator will evaluate whether the objection is substantiated, and, if so, the Title IX Coordinator will remove and replace the investigator. 
Prior to any meeting, including an investigative interview meeting, with a party, the investigator shall provide the party with written notice of the date, time, location, participants, and purpose of the meeting. The investigator shall provide the written notice with sufficient time for the party to prepare for the meeting. 
In the course of the investigation, the investigator will interview the complainant, respondent, witnesses, and gather any other information or documentation the investigator determines is necessary to conduct an adequate, reliable, and impartial investigation. The complainant and respondent will both have the equal opportunity to share information with and have their information considered by the investigator, including providing the names of witnesses and questions to ask the other party or any witnesses. The investigator will consider all such information when determining the persons to interview and the questions to ask, but these decisions remain in the investigator’s discretion. The investigator may also choose to interview other witnesses not identified by the parties. 
The Investigator will take reasonable steps to gather relevant available evidence. The Investigator will not consider evidence which requires seeking information protected by a legally recognized privilege, unless the person holding the privilege has waived the privilege. 
The Investigator may consider prior or subsequent conduct of the respondent in determining pattern, knowledge, intent, motive, or absence of mistake. 
The investigator will generally not gather information related to the sexual history of either the complainant or respondent. The investigator will not consider sexual history as it pertains to a party's reputation or character. However, the investigator may consider sexual history when: 
1. The sexual history pertains to prior sexual conduct between the parties, and is therefore relevant to an analysis of whether the respondent reasonably believed complainant consented to the alleged conduct. 
2. The sexual history is relevant to explain an injury. 
3. The sexual history is relevant to show another person is, or may be, responsible for the alleged conduct. 
4. The sexual history is relevant to show a pattern of behavior by respondent. 
Prior to the conclusion of the investigation, both the complainant and respondent shall have been provided an equal opportunity to inspect and review any evidence obtained as part of the investigation that is directly related to the allegations raised in a formal complaint, including the evidence upon which the investigator does not intend to rely and inculpatory or exculpatory evidence whether obtained from a party or other source. 
After each party has had the opportunity to meet with investigator, identify witnesses, and suggest questions, inspect and review evidence, and the investigator has completed witness interviews and the gathering of evidence, the investigator will prepare a preliminary report. The preliminary report shall include description of the investigative process, the investigator’s summary of the allegations at issue, disputed and undisputed facts, all relevant evidence including witness statements, and a description and explanation for why any evidence submitted, and/or witnesses, and questions proposed by the parties were not considered. The investigator will not state an ultimate finding of whether the respondent has or has not violated this policy. 
The parties will be provided with an opportunity to review the preliminary report and respond. The report will be made available to the parties in a secure manner (e.g., by providing digital copies of the materials through a protected “read-only” web portal). Neither party (nor the advisor of either) may copy, remove, photograph, print, image, videotape, record, or in any other manner duplicate or remove the information provided. 
The parties may each submit comments, feedback, additional documentary evidence, requests for additional steps in the investigation, names of additional witnesses, questions to be asked the other party or witnesses, or any other information they deem relevant to the investigator, within ten (10) calendar days after the preliminary report is made available for review. 
The Investigator has discretion to determine if the comments, feedback and any other information submitted by the parties warrant further action on the part of the investigator. If the Investigator determines no further action is required, the investigator will explain the reason(s) for this decision in the final Investigation report. 
In the event new relevant information is by one of the parties or developed through further investigation, the information will be incorporated into the preliminary report and the parties will be provided a second and final opportunity to review and provide comment and feedback regarding the new information before the investigator finalizes the report. 
After addressing any comment and feedback, the investigator will deliver the final report to the Title IX Coordinator (or designee, if the Title IX Coordinator is the investigator), and a copy shall be provided simultaneously to the parties. 
Upon receipt of the final report, Title IX Coordinator or designee, will make a determination as to whether there is sufficient evidence to proceed to a hearing. If not, the Title IX Coordinator or designee will close the case and notify the parties. If there is sufficient evidence to proceed to a hearing, the hearing will be scheduled. 
(2) Hearing 
The hearing is an opportunity for the parties to address a hearing panel/officer in person and to question the other party and/or witnesses, and for the hearing panel/officer to obtain information following the investigation which is necessary for a determination of whether a violation of this policy occurred. The hearing is not intended to be a repeat of the investigation. The hearing panel/officer will be well-versed in the facts of the case based upon the final investigation report. 
The Title IX Coordinator, in consultation with appropriate administrators, shall appoint a three-person hearing panel (which may include administrators, faculty and/or staff) and shall appoint one of the hearing panel’s members to serve as the panel chair. The Title IX Coordinator, in consultation with appropriate administrators, may also elect to engage a qualified external hearing officer either to assist the hearing panel in the conduct of the hearing or to serve as the hearing officer in lieu of a panel. In determining whether to select a hearing officer, the College, will consider the nature of the allegations, the complexity of the case, whether there is any issue of conflict of interest, the availability of trained panel members, whether the College is in session or on break, and any other relevant factors. 
The Title IX Coordinator will schedule a hearing date, time, and location and provide the parties with at least ten (10) calendar days prior written notice of the hearing. The parties will also be provided with the names of the panel members and/or of any hearing officer. The parties will have three (3) business days after being notified of the identity of the panel and/or hearing officer to object to such person(s) on the basis of actual or perceived conflict of interest, bias, or prejudice. The Title IX Coordinator will evaluate whether the objection is substantiated, and if so, the Title IX Coordinator, will remove and replace the panel member(s) and/or hearing officer. 
At least five (5) calendar days prior to the hearing, the parties shall provide, for consideration by the hearing panel/officer, the names of any witnesses the parties suggest be called. The hearing panel/officer shall decide the appropriateness of the potential identified witnesses and shall notify the parties prior to the hearing of the reasoning why any proffered witness would not be appropriate to call as a witness. 
The hearing panel/officer shall likewise submit to the parties the names of additional witnesses who the hearing panel/officer would like to appear at the hearing. Although good-faith attempts shall be made by the College to secure the attendance of all requested and approved witnesses, the parties must recognize that the College does not have the power to subpoena witnesses to appear, and that accordingly, the College, through the Title IX Coordinator, will only be able to use good-faith efforts and the College’s own policies regarding cooperation to obtain the attendance of witnesses. 
The hearing panel/officer has broad discretion to determine the hearing format. However, in all instances the hearing panel/officer shall permit cross-examination of the parties and witnesses. Neither party shall be allowed to directly question or cross- examine the other or witnesses during the hearing. Instead, questions may only be posed by the party’s advisor. If a party does not have an advisor the College will, upon request, appoint an advisor for the limited purpose of posing questions to the other party and witnesses at the hearing. Any such request should be submitted to the Title IX Coordinator as soon as possible, and preferably no later than 5 days prior to the scheduled hearing. Other than posing questions to the other party and witnesses, advisors may not participate directly in, or interfere with, the proceedings. 
Only relevant questions may be asked of a party or witness. Before a complainant, respondent, or witness answers a question, the hearing panel/officer must first determine whether the question is relevant and explain any decision to exclude a question as not relevant on the record. 
If a party or witness does not appear at the hearing, or appears and does not submit to cross-examination at the hearing, the hearing panel/officer may not rely on any statement of that party or witness in reaching a determination regarding responsibility; provided, however, that the hearing panel/officer cannot draw an inference about the determination regarding responsibility based solely on a party's or witness's absence from the live hearing or refusal to answer cross-examination or other questions. 
A typical hearing may include brief opening remarks by the hearing panel chair or hearing officer; questions posed by the hearing panel/officer to the investigator and one or both of the parties; follow-up questions by one party to the other (typically with the respondent questioning the complainant first); questions by the hearing panel/officer to any witness including the investigator; and follow-up questions by either party (typically with the respondent questioning the witness first). The hearing panel/officer also will afford either party an opportunity to offer closing remarks at the end of the hearing. Offering closing remarks is completely voluntary. 
The hearing is closed to all persons except the parties, the parties’ respective advisors, appropriate witnesses while they are testifying, the Title IX Coordinator, and/or any person designated by the College to serve as a hearing coordinator. Note, If a party does not participate in, or attend, the hearing, their advisor may still appear at the hearing and ask questions of the other party and witnesses. 
The hearing shall be conducted with all persons physically present in the same geographic location or, at the discretion of the Title IX Coordinator, any or all parties, witnesses, and other participants may appear at the hearing virtually, with technology enabling participants simultaneously to see and hear each other. Note, at the request of either party, the Title IX Coordinator shall provide for the hearing to occur with the parties located in separate rooms with technology enabling the decision-maker(s) and parties to simultaneously see and hear the party or the witness answering questions. 
A record of the hearing, ordinarily in the form of a digital or stenographic recording, will be made. Any such recording is College property, but shall upon reasonable request, be made available to the parties for inspection and review. No other recording of the hearing is permitted. 
All participants at the hearing will behave in a respectful manner. The hearing panel/officer has discretion to remove any participant or observer who is not conducting themselves in a manner conducive to a fair, safe, and orderly hearing. 
Following the close of the hearing, the hearing panel/officer will meet in executive session to consider all of the evidence and make a determination, by a preponderance of the evidence (and in the case of a hearing panel, by a majority vote), whether the respondent has violated this policy. This means that the hearing panel/officer will decide whether it is “more likely than not,” based upon all of the evidence, that the respondent is responsible for the alleged policy violation. 
If the hearing panel/officer finds a violation of policy, the hearing panel/officer shall follow the procedures set forth in Section 9.b.3, below. 
The hearing panel/officer will prepare a written determination which, shall include (i) a summary of the allegations which are the basis for the formal complaint; (ii)a description of the procedural steps taken in response to the complaint from the date of the receipt of the formal complaint through the determination; (iii) the findings of fact; (iv) conclusions as to whether the findings of facts evidence a violation of the policy; and (v) a statement of, and rationale for, a determination regarding responsibility and any disciplinary sanctions imposed. 
The hearing panel/officer shall deliver the written determination to the Title IX Coordinator within ten (10) business days of the hearing, or as soon thereafter as possible, but in a case involving a finding of responsibility and imposition of sanctions against a student, not before the parties have had an opportunity to submit, and the hearing panel/officer has considered, impact and mitigation statements and the respondent’s disciplinary record as described in Section 9.b.3, below. 
The parties shall be provided simultaneous written notice of the hearing panel/officer’s determination and information concerning the appeal process. 
(3) Sanctions and Other Remedies 
This section applies only to proceedings involving student respondents. In the case of employee respondents found responsible for a policy violation, the Title IX Coordinator will refer the matter to College’s designated officer responsible for administering employee discipline. 
Within five (5) calendar days of the last day of the hearing, the parties may submit an impact or mitigation statement which will be considered by the hearing panel/officer only upon a finding of responsibility for the alleged policy violation. An impact statement is a written statement from the complainant in which the complainant describes the impact of the alleged policy violation on the complainant, expresses the complainant’s preferences regarding appropriate sanctions, and identifies any aggravating circumstances that the complainant wishes the hearing panel/officer to consider. A mitigation statement is a written statement from the respondent in which the respondent explains any factors that the respondent believes should mitigate, or otherwise be considered in determining, the sanctions imposed. Impact and mitigation statements should be sent to the Title IX Coordinator. 
If the hearing panel/officer determines there was a policy violation, the hearing panel/officer shall notify the Title IX Coordinator who will provide the hearing panel/officer with (i) any impact and mitigation statements, and (ii) any information concerning the respondent’s prior disciplinary record which the College believes should be considered by the hearing panel/officer in connection with the imposition of sanctions. 
Each of the parties shall be provided any statement submitted by the other party, but information concerning the prior disciplinary record of the respondent will not be shared with the complainant. 
In connection with the imposition of sanctions, the hearing panel/officer should be guided by the following considerations: severity of the violation, the impact of the violation on the complainant, documented student disciplinary history of the respondent, any mitigating or aggravating circumstances, and the interests of the community. 
One or more of the following sanctions may be imposed by the College on a respondent determined to have violated the policy: 
· Reprimand/warning 
· Disciplinary probation 
· Restricting access to College facilities or activities 
· Community service 
· Issuing a “no contact” order to the respondent or requiring that such an order remain in place
· Termination of employment
· Suspension (limited time or indefinite)
· Expulsion 
· Withholding of Degree 
In addition to any other sanction (except where the sanction is expulsion), the hearing panel/officer may require any respondent determined to be responsible for a violation of this policy to receive appropriate education and/or training related to the sexual misconduct violation at issue. 
10. Appeals 
Either party may appeal a decision to dismiss a complaint prior to a determination of responsibility, the determination of responsibility, and sanctions on the grounds set forth below. However, if, the respondent accepted responsibility for the policy violation, either party may appeal only the sanction determination. 
Appeals are decided by the College’s President (or designee). The grounds for appeal are: 
1. A procedural error affecting the dismissal or determination; 
2. New evidence that was not reasonably available at the time the determination regarding dismissal, responsibility or sanction was made, that could affect the outcome of the matter; 
3. The Title IX Coordinator, investigator, or a hearing panel member/officer had a conflict of interest or bias for or against complainants or respondents generally or the individual complainant or respondent that affected the outcome of the matter; and 
4. Excessiveness or insufficiency of a sanction. 
Disagreement with a decision to dismiss, a determination of responsibility or sanctions is not, by itself, grounds for appeals. 
The appealing party must submit the appeal in writing to the College’s President within seven (7) calendar days after receiving notice that (i) a decision has been made to dismiss a complaint prior to a determination of responsibility, (ii) the hearing has not resulted in a finding that the respondent has violated the policy, or (iii) sanctions have been imposed based on a finding that the respondent has violated the policy. If either the complainant or respondent submits an appeal, the Title IX Coordinator will notify the other that an appeal has been filed and the grounds of the appeal. The non-appealing party may submit a written response within five (5) calendar days after notice of an appeal. 
Note, in the event of an appeal, sanctions will normally be held in abeyance pending the outcome of the appeal. If, however, the College determines that there may exist a threat to the safety or welfare of the College community, sanctions will take effect immediately. 
If both the complainant and respondent appeal, the appeals will be considered concurrently. 
The President (or designee) will notify the complainant and respondent of the final decision in writing and the rationale for the decision. Appeals decisions will be rendered as soon as practical. All appeal decisions are final. 
11. Miscellaneous Provisions
a. Time Frame for Resolution 
The College will attempt to resolve all reports of sexual misconduct within 60-120 days of the receipt of the initiation of the formal complaint resolution process. The Title IX Coordinator may set reasonable time frames for required actions under this policy. Those time frames may be extended for good cause as necessary to ensure the integrity and completeness of the investigation, comply with a request by external law enforcement, accommodate the availability of a party, advisor, and witnesses, the need to accommodate disabilities, account for College breaks or vacations, or address other legitimate reasons, including the complexity of the investigation (including the number of witnesses and volume of information provided by the parties) and the severity and extent of the alleged conduct. Any extension of the timeframes, and the reason for the extension, will be shared with the parties in writing. 
b. Bystander Intervention 
The College strongly encourages all community members to take reasonable and prudent actions to prevent or stop sexual misconduct, including sexual assault, relationship violence, and stalking. Taking action may include directly or indirectly confronting the situation (if it is safe to do so), taking steps to interrupt the situation, or seeking assistance from a person in authority. Community members who choose to exercise this positive moral obligation will be supported by the College and protected from retaliation. 
c. Consolidation of Complaints 
Depending on the circumstances and in its discretion, the College may consolidate for investigation and/or adjudication formal complaints as to allegations of sexual misconduct against more than one respondent, or by more than one complainant against one or more respondents, or by one party against the other party, where the allegations of sexual misconduct arise out of the same facts or circumstances. 
d. Dismissal of Complaint 

As required by federal regulation (34 C.F.R. §106.45(b)(3)(i)), any formal complaint alleging a violation of Title IX must be dismissed when information gathered demonstrates that: 
• Even if true, the alleged conduct would not meet the definition of sexual misconduct under Title IX; 
• The alleged conduct was found to not have occurred within the College’s education program or activity; or 
• The alleged conduct did not occur against a person in the United States. 

Additionally, the College may decline to act upon a Title IX complaint under the following circumstances: 
• There is not enough information to carry out a resolution process; • The College can honor a complainant’s request that no resolution process occur; 
• The respondent is no longer enrolled or employed by the College; 
• Specific circumstances exist that prevent the College from gathering information and evidence sufficient to reach a determination; or, 
• There is insufficient nexus between the conduct and the College to carry out the resolution process.
e. False Reports 
The College will not tolerate intentional false reporting of incidents. A good faith report that results in a finding of “no violation” is not considered a false report. However, when a complainant or third party is found to have fabricated allegations or to have given false information with malicious intent or in bad faith, they may be subject to disciplinary action.
f. Academic Freedom 
The College adheres to principles of academic and expressive freedom. Nothing in this policy shall be construed to limit the legitimate exercise of academic and expressive freedom, including but not limited to written, graphic, or verbal expression that can reasonably be demonstrated to serve a legitimate educational purpose. 
g. Training 
Title IX Coordinators, investigators, hearing panel members/officers, and any person who facilitates an informal resolution process, shall receive training on the definition of sexual misconduct, when and under what circumstances this policy may be invoked, how to conduct an investigation and the formal complaint process including hearings, appeals, and informal resolution processes, as applicable, and how to serve impartially, including by avoiding prejudgment of the facts at issue, conflicts of interest, and bias. Such persons shall also receive such other training as is required by Title IX and the State of Colorado Department of higher Education.

h. Records 
The College will retain documents related to processes under this policy for a period of seven years. Documents related to this process include: formal complaints, remedies provided to a complainant, the investigation report and attachments, the hearing determination, any sanctioning determination, and all appeal-related documents, as well as any audio recording or transcript of the hearing. 
The College will also retain, for a period of seven years, all materials used to train the Title IX Coordinator and assistant coordinators, Investigators, hearing panel members/officers, and any person facilitating the informal resolution or appeal process. The College shall make this training material publicly available on its website. 
i. Education and Prevention Programs 
As part of its commitment to the prevention of sexual misconduct, the College offers education and awareness programs. Incoming students and new faculty and staff receive prevention and awareness programming as part of their orientation, and all students and faculty and staff receive ongoing training and related programs on an annual basis. 
j. Publication and Dissemination of Policy 
This policy shall be posted on the College’s website, distributed and/or otherwise made accessible to all members of the College community. Every handbook and/or catalog made available to members of the College’s community shall contain a link to this policy and the Title IX Coordinator’s contact information. 
k. Amendments 
The College may amend the policy or the procedures from time to time. Nothing in this policy or procedures shall affect the inherent authority of the College to take such actions as it deems appropriate to further the educational mission or to protect the safety and security of the College community. 
l. Legal Sources 
This policy is intended to comply with applicable law including:  Title VII of the Civil Rights Act of 1964 (42 U.S.C. §§ 2000e, et seq.); Title IX of the Education Amendments of 1972 (20 U.S.C. §§ 1681, et seq.) and (34 C.F.R. §§ 106.30, et. seq.); Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act (20 U.S.C. §§ 1092(f), et seq.); Violence Against Women Reauthorization Act (34 U.S.C. 12291, et. seq.) and the Colorado Department of higher Education. 
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Date:

Ref:

See below Crime Statistics at your request

Murder/Manslaughter

Manslaughter by Negligence

Fondling

Incest

Rape

Burglary
Aggravated assault
Motor vehicle Theft
Arson

Hate Crimes
Domestic Violence
Dating Violence
Stalking

Arrests

Susan Yankovich

LOUISVILLE POLICE DEPARTMENT

992 VIA APPIA WAY ¢ LOUISVILLE, COLORADO 80027 CHIEF OF POLICE
MAIN PHONE: (303) 666-8634 « FAX: (303) 335-4683

August 8, 2020

Louisville, Co 80027

o

o O o

DAVID D. HAYES

To whom it may concern:
Crime Statistics for Louisville Professional Complex

317 W South Boulder Road

No Liquor Law Violations/Drug Abuse violation

No Weapons: Carry, Possessing

Law Enforcement Technician/Louisville Police Department

Louisville, Co 80027
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