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IMPORTANT LAWS

TITLE IX OF THE HIGHER EDUCATION AMENDMENTS OF 1972
AS AMENDED BY PUBLIC LAW 93-568

Bentley University provides this notice of its intent to comply with the regulations established to effectuate Title IX of
the Higher Education Amendments of 1972 as amended by Public Law 93-568. It is our intention to adhere to the
letter and spirit of the law with a policy of nondiscrimination on the basis of sex, gender, gender-identity, and sexual
orientation. This policy applies to our education program and activities and extends to employees therein and to
admission thereto, unless excepted under subpart C86.15(a). Any complaints concerning Title IX should be brought
to the attention of Erin Kelley, Director, Student Conduct and Development/Title IX Coordinator at 781-891-2161.

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974
(Buckley Amendment)

According to the Family Educational Rights and Privacy Act of 1974 (Buckley Amendment), individual students

have the right to review all official educational records, files and data related to them and the right to challenge the
accuracy of the contents of such records. Furthermore, the act prohibits colleges and universities from releasing
personally identifiable information, other than “directory information,” about students without their written consent,
except as allowed by law. For detailed information regarding a student’s rights under this law and the procedures
involved in obtaining access to official records, please contact the vice president for student affairs. Unless
otherwise requested by the student in writing, Bentley University may release to the public student data considered
“directory information.” If a student desires that directory information not be released, it is his or her responsibility to
notify the Office of the Registrar in writing. Please note that students do not have the flexibility of choosing to release
or not release particular items defined as “directory information.”

VOTER REGISTRATION ACT
(Massachusetts General Laws, Chapter 51, Sect. 42E)

The law requires all public and independent colleges, universities, high schools and vocational schools to make
available affidavits of voter registration forms wherever students register for classes. Massachusetts residents will
find such forms in the Office of the Registrar, in the Rauch Administration Center. Students who wish to register in
another state may not use these forms. Out-of-state students who want to vote in their home state must use either
a mail-in form supplied by an election official in the home state or the federal mail-in affidavit of voter registration.
The latter may be obtained by writing or calling the Massachusetts Elections Division, Room 1705, McCormack
Building, One Ashburton Place, Boston, MA 02108; 617-727-2828 or 800-462-8683.

DRUG-FREE SCHOOLS AND COMMUNITIES ACT AMENDMENTS OF 1989,
Public Law 101-226

In compliance with the Drug-Free Schools and Communities Act Amendments of 1989, Public Law 101-226,
Bentley University has adopted and implemented programs to prevent the unlawful possession, use or distribution
of illicit drugs and alcohol by students and employees.

MASSACHUSETTS HAZING POLICY
(Massachusetts General Laws, Chapter 269, Sect. 17- 19)

The Massachusetts General Laws state:
Section 17: Hazing; organizing or participating; hazing defined
Whoever is a principal organizer or participant in the crime of hazing, as defined herein, shall be punished
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by a fine of not more than three thousand dollars or by imprisonment in a house of correction for not more
than one year, or both such fine and imprisonment.

The term “hazing” as used in this section and in sections eighteen and nineteen, shall mean any conduct
or method of initiation into any student organization, whether on public or private property, which willfully
or recklessly endangers the physical or mental health of any student or other person. Such conduct shall
include whipping, beating, branding, forced calisthenics, exposure to the weather, forced consumption

of any food, liquor, beverage, drug or other substance, or any other brutal treatment or forced physical
activity which is likely to adversely affect the physical health or safety of any such student or other person,
or which subjects such student or other person to extreme mental stress, including extended deprivation
of sleep or rest or extended isolation.

Notwithstanding any other provisions of this section to the contrary, consent shall not be available as a
defense to any prosecution under this action.

Section 18: Failure to report hazing

Whoever knows that another person is the victim of hazing as defined in section seventeen and is at the
scene of such crime shall, to the extent that such person can do so without danger or peril to himself or
others, report such crime to an appropriate law enforcement official as soon as reasonably practicable.
Whoever fails to report such crime shall be punished by a fine of not more than one thousand dollars.

Section 19: Issuance to students and student groups, teams and organizations; report

Each institution of secondary education and each public and private institution of post-secondary
education shall issue to every student group, student team or student organization which is part of such
institution or is recognized by the institution or permitted by the institution to use its name or facilities or

is known by the institution to exist as an unaffiliated student group, student team or student organization,

a copy of this section and sections seventeen and eighteen; provided, however, that an institution’s
compliance with this section’s requirements that an institution issue copies of this section and sections
seventeen and eighteen to unaffiliated student groups, teams or organizations shall not constitute evidence
of the institution’s recognition or endorsement of said unaffiliated student groups, teams or organizations.

Each such group, team or organization shall distribute a copy of this section and sections seventeen and
eighteen to each of its members, plebes, pledges or applicants for membership. It shall be the duty of
each such group, team or organization, acting through its designated officer, to deliver annually, to the
institution an attested acknowledgment stating that such group, team or organization has received a copy
of this section and said sections seventeen and eighteen, that each of its members, plebes, pledges,

or applicants has received a copy of sections seventeen and eighteen, and that such group, team or
organization understands and agrees to comply with the provisions of this section and sections seventeen
and eighteen.

Each institution of secondary education and each public or private institution of post-secondary education
shall, at least annually, before or at the start of enrollment, deliver to each person who enrolls as a full time
student in such institution a copy of this section and sections seventeen and eighteen.

Each institution of secondary education and each public or private institution of post-secondary education
shall file, at least annually, a report with the board of higher education and in the case of secondary
institutions, the board of education, certifying that such institution has complied with its responsibility to
inform student groups, teams or organizations and to notify each full time student enrolled by it of the
provisions of this section and sections seventeen and eighteen and also certifying that said institution has
adopted a disciplinary policy with regard to the organizers and participants of hazing, and that such policy
has been set forth with appropriate emphasis in the student handbook or similar means of communicating
the institution’s policies to its students. The board of higher education and, in the case of secondary
institutions, the board of education shall promulgate regulations governing the content and frequency of
such reports, and shall forthwith report to the attorney general any such institution which fails to make
such report.
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THE MASSACHUSETTS CLEAN INDOOR AIR ACT
(Massachusetts General Laws, Chapter 270, Sect. 22)

The Massachusetts Clean Indoor Air Act (Massachusetts General Laws, Chapter 270, Sect. 22) requires that
smoking be prohibited at private colleges within the commonwealth except in areas designated by the university as
smoking areas. All indoor smoking is prohibited.*

*Please note: Bentley is a smoke-free campus. Please see our SMOKE-FREE POLICY.

JEANNE CLERY DISCLOSURE OF CAMPUS SECURITY POLICY
AND CAMPUS CRIME STATISTICS ACT

Bentley University provides annual statistics concerning “criminal offenses reported to campus security authorities
or local police agencies, as well as our security policies.”

NON-DISCRIMINATION

Bentley University does not discriminate in admission or access to or treatment or employment in any of its
educational programs or activities, including scholarships, loans and athletics, on the basis of race, color, religion,
sex, sexual orientation, gender identity and/or expression, marital status, age, national origin, citizenship status,
disability, genetic information, military or veteran status. Bentley University maintains and supports affirmative
action plans for its workplace in compliance with federal law. Equal opportunity extends to all aspects of the
employment relationship, including hiring, promotions, training, working conditions, compensation and benefits.
Bentley University’s policies and practices reflect the university’s commitment to nondiscrimination in all areas of
employment. The university complies with Title VI of the Civil Rights Act, Title IX of the Education Amendments,
Section 504 of the Rehabilitation Act and the Americans with Disabilities Act, and Revenue Procedure 75-50
prohibiting such discrimination. Anyone believing that he or she has experienced adverse treatment may register a
complaint with George Cangiano, Vice President and Equal Opportunity Officer, at 781-891-2380 or to the
Title IX coordinator, Erin Kelley at 781-891-2161
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FROM THE VICE PRESIDENT OF STUDENT AFFAIRS

Dear Students:

Bentley is a community of students, faculty and staff who are committed to learning.
To create the best environment for learning to occur, we as a community embrace
the BENTLEY CORE VALUES to guide our conduct. This handbook enumerates, in
great detail, how we as a community live out these values on a daily basis. It outlines
the resources and opportunities provided to all students as well as the policies and
procedures students are expected to follow. | encourage you to use this handbook
as a resource during your time at Bentley.

As members of the Bentley community, we all have excellent resources available to

us, from outstanding faculty, staff and students, to exceptional facilities and programs.

It is important to understand the responsibilities that come with these resources. The
handbook outlines responsibilities and expectations for how we treat each other, our
facilities and ourselves. Our expectations are exceptionally high, both inside and outside
of the classroom. By living out the BENTLEY CORE VALUES, your time at Bentley can
be safe, secure and successful. The policies and procedures outlined in this handbook
have been developed over time with input from all members of the Bentley community,
including students.

Please feel free to make comments and suggestions. The Student Government
Association and the Graduate Student Association provide students with a great venue
to make suggestions and be involved. If you have any questions about the handbook
or if I can be of assistance, please contact me at 781-891-2299.

Sincerely,

J. Andrew Shepardson
Vice President for Student Affairs and Dean of Students


https://www.bentley.edu/about/mission-and-values
https://www.bentley.edu/about/mission-and-values

BENTLEY

UNIVERSITY

THE BENTLEY CORE VALUES

Bentley is a community of students, faculty and staff who are committed to learning.
To create the best environment for learning to occur, we as a community embrace
these core values to guide our conduct:

CARING

We practice understanding, compassion and kindness. We recognize the whole person and their
wellbeing, and we think beyond ourselves and our immediate goals to consider the impact our
actions have on other people.

COLLABORATION

We welcome new perspectives as we work with others toward a common goal.
We seek out opportunities for partnership and teamwork, readily sharing our
knowledge and expertise with others.

DIVERSITY

We are all different and that makes our community stronger. We embrace and seek to understand
those with different beliefs, backgrounds and life experiences. We celebrate those differences as
opportunities to learn and grow. We protect and affirm the right of all people to be themselves.

HONESTY

We act with honesty and integrity in our academic, personal and professional affairs.
We are dedicated to ethical and transparent behavior, and we hold ourselves accountable for
our words and actions.

IMPACT

We recognize our potential to make a difference. We use the power of business and innovation to positively
impact individuals, organizations and the communities we serve at home and abroad.

LEARNING

We are here to learn and develop. We are passionate about knowledge and want to continue to learn
throughout our lives. We are eager and willing to try new experiences and ways of thinking. We appreciate
that much of our learning will occur by interacting with others, inside and outside of the classroom.

RESPECT

We treat others as they would like to be treated. We recognize the inherent dignity and worth of all
members of our community and strive to better understand and appreciate everyone. We are committed to
keeping our community free of vandalism, hate speech, violence and harassment.

BENTLEY UNIVERSITY STUDENT HANDBOOK 2019-2020 | 8



THE BENTLEY CORE VALUES IN ACTION

In our community, students, staff and faculty enact the Bentley Core Values in
our words and actions daily.

Here are some examples of how you may see the Bentley Core Values in action:

B A student turns down the music they are playing when their roommate comes home and needs a
quiet place to study.

B Students promote their growth and citizenship through engaging with Bentley’s Center for
Service Learning and Civic Engagement, and through other activities like Love Your Melon and
Habitat for Humanity.

B Students challenge themselves to take classes that will develop their skills and knowledge rather
than classes that seem like an “easy A.”

B The Campus Activities Board looks out for their peers by providing food, snacks and water
before, during and after their events.

B Student clubs and organizations work to make sure that any member of the community feels
welcome and included at their events.

B Students recognize that wherever they are—on or off-campus, during the school year or over
breaks—that they are a representative of Bentley University, and act as positive ambassador for
our community.

Bl Students will hold each other accountable to do their best work, and to provide accurate and
original work in group projects and presentations.

B A student seeks out a faculty or staff member to help a friend going through a difficult time.

A student asks for help for themselves when they need, whether academic or otherwise.

B A student wants to better understand the experiences of others, so they participate in
opportunities like intergroup dialogue, study abroad, or attending a Bentley Brave event.
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DISCLAIMER

The Bentley University trustees reserve the right to modify or amend curricula, and change or modify aspects of
university operations, as well as increase tuition and other charges without notice. Policies and regulations may

be amended from time to time by action of the responsible bodies or persons without notice. The information
contained in this student handbook was complete and accurate as of August 2019. Changes will be sent directly to
students via e-mail and will be posted in the ONLINE STUDENT HANDBOOK. This handbook is not intended
to be a contract between the university and its students.

PHOTOGRAPHY

Being a Bentley student means being part of a vibrant community in which many activities and events are constantly
taking place. In order to capture the spirit of Bentley’s students and the many opportunities for involvement present
on Bentley’s campus, Bentley frequently captures still photographs and video throughout campus and the many
other places where Bentley students study, work, and recreate. As a Bentley student you agree that Bentley may
capture and use your image in its communications, online or in print.

Specifically, you agree to the following:

I grant Bentley University (a) permission to capture my image in any media, including but not limited
to photography, video and/or film, in public, in campus settings, or wherever Bentley University
business is taking place and (b) the irrevocable right to use such images in any manner or media

for university purposes, including but not limited to publicity and marketing. | hereby unconditionally
release Bentley University and its employees and representatives from any and all liabilities,

claims, and demands whatsoever, in law or equity, whether known or unknown, which | (or my

heirs, assigns and/or representatives) ever had, now have, or in the future may have relating to

the uses described herein.
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SAFETY & SECURITY

Members of the University Police are here 24 hours per day, 7 days per week to provide a safe and secure living,
learning and working environment for the students, staff, faculty and guests of the university. They are sworn law
enforcement officers and are available to assist with any and all safety concerns on campus. Even with full time
police on campus, safety and security violations compromise and jeopardize the safety of other members of the
campus community. Such violations include, but are not limited to: pulled fire alarms, tampering with fire safety
equipment (including smoke detectors), failing to evacuate during a fire alarm and providing false identification.
Bentley is not responsible for the loss, theft and/or destruction of student property, including motor vehicles.
Therefore, students should have personal property insurance to cover loss of valuables from possible theft, flood
and fire. Students should check their or their parents’ or guardians’ homeowners’ insurance policy to see if personal
property at the university is covered.

FIRE SAFETY VIOLATIONS

A false alarm is extremely dangerous as it may cause other students to ignore an actual fire. Tampering with fire
alarms, extinguishers or other fire equipment is a violation of Massachusetts state law and can endanger the lives of
fellow students as equally as setting a fire. Anyone causing a fire, activating an alarm unnecessarily or misusing or
disabling any fire equipment may be expelled from Bentley University and may be subject to criminal prosecution.
Fire alarms caused by careless cooking and/or dirty ovens are avoidable and therefore violators will be referred to
the CONDUCT SYSTEM, with penalties ranging up to suspension from university housing.

FIRE ALARMS

In the event of a fire alarm, touch your door with the back of your hand to feel if it is hot and look underneath for any
smoke seeping in. If it is safe to evacuate, leave the building immediately by way of the nearest exit. Staff members
are not always around to assist with evacuation. Any student who does not leave a building when an alarm sounds
is subject to severe disciplinary action up to and including suspension or expulsion.

FIRE DRILLS

Fire drills are conducted to familiarize everyone with the sound of the alarms. Use the emergency exits to evacuate
the building safely. These drills are conducted in every building once each semester at various days and times.
Remember, failure to evacuate when the alarm sounds is punishable by university disciplinary action (see FIRE
ALARMS above). Members of the Residential Center staff and University Police will tour the buildings during a fire
drill and report those who do not evacuate.

ID CARDS

Each student must have a valid Bentley ID card on his or her person at all times and show this card to university
personnel upon request. University Police takes ID pictures and produces photo ID cards. Students, faculty and
staff can possess only one ID card at a time. In the event that a “lost” card is found, you should destroy the old ID
card by cutting it in half. The ID pictures are taken Monday to Friday, from 8:00 a.m. until 3:00 p.m. at the University
Police Station. During non-business hours University Police staff are available to issue free temporary cards that will
allow you building access until the Card Office is next open at which time you will need to return the temporary card
and purchase a new Bentley ID.

There is a $5 charge for the first lost card. Second and third replacement cards cost $10 and all others $25. Worn
out or damaged IDs are replaced without charge. You must bring your damaged card with you when a replacement
is made. ID cards are used for access into all locked buildings on campus, including the residence halls. University
Police maintains records of access granted to all buildings. Transferring ID cards from student to student or from
student to non-student is a violation of campus policy and subject to disciplinary action. This includes transferring
IDs in order to gain access to dining services, the fitness center, or for any other reason.
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ACADEMIC PROGRAMS, POLICIES & PROCEDURES

The UNIVERSITY CATALOGUE serves as a student’s academic contract with the university. Students should refer
to the appropriate catalogue for information on academic programs and clarification of university academic policies.

RETURN TO STUDIES AFTER AN ABSENCE OF FIVE YEARS OR MORE

Undergraduate students requesting to return to Bentley to resume their studies after an absence of five years or
more are subject to the degree requirements in place at the time of their return. When possible, credit for courses
previously completed at Bentley will be applied to meet the new program degree requirements with review by
relevant departments. Students returning to Bentley to resume their studies within the five year period may follow
the degree requirements in place at the time of their original matriculation at Bentley

ACADEMIC PERFORMANCE STANDARDS

The academic performance committee monitors overall academic performance and accumulated failures. For
details see the university catalogue: UNDERGRADUATE/GRADUATE.

SATISFACTORY ACADEMIC PROGRESS POLICY FOR FINANCIAL AID APPLICANTS

In order to remain eligible for assistance, financial aid applicants must meet standards of academic
progress established in accordance with federal regulations. See the university catalogue for further details:
UNDERGRADUATE/GRADUATE.

Other policies related to financial assistance, scholarships and federal financial aid may be found in the university
undergraduate and graduate CATALOGUES.

UNDERGRADUATE COURSE AWAY POLICIES
The undergraduate Course Away Policy and forms can be found in the UNIVERSITY CATALOGUE.

B Courses must be approved in writing by the Office of Academic Services in advance of the course
being taken.

B Full-time day students are permitted to take courses away only during interim periods between
semesters (i.e., during summer and winter session).

Please Note: Permission to take courses outside of Bentley during fall or spring semesters will only
be granted for students with extenuating circumstances and for compelling reasons. Requests to
take courses during fall or spring semesters must be accompanied by an Academic Petition.

B For seniors intending to graduate in May and who are approved to take courses away in the Spring
semester, official transcripts must be received in time to be processed prior to graduation. (Please see
the Registrar’s Office for deadlines and special instructions.)

B A minimum grade of 2.0 (C) must be earned in order for the course taken away to be eligible for course
away credit.

Please Note: Only the course away credits (TR) will appear on your Bentley transcript rather than the
actual grade.

B Once enrolled at Bentley, students can transfer in (through Course Away) up to 10% of their Bentley
program from other institutions.

Please Note: Students must complete a minimum of 60 credits at Bentley to meet graduation
requirements.

B Students may transfer no more than a total of 6 credits into their major.
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B Students may transfer a maximum of 3 credits into a minor.

B Students taking courses at institutions outside of the United States, but in their home country, must
have the courses reviewed and approved by Undergraduate Academic Services. Students taking
courses at institutions outside of the U.S., but not in their home country, must have the courses
approved by the Office of International Education.

B Courses must be credit-bearing courses and may not duplicate previous coursework. Please Note:
CEU (Continuing Education Unit) courses are not transferable.

B Upper-level business courses must be taken at an AACSB-accredited college or university. For a listing
of AACSB-accredited institutions, please see the AACSB website at AACSB.EDU.

B Students take courses elsewhere at their own risk. Academic Services cannot guarantee that
course content is 100% comparable to its Bentley equivalent. Students should exercise care as to
whether they think courses taken elsewhere will offer the proper foundation for their subsequent
coursework at Bentley.

B General Business courses may not be taken away. In addition, the following courses may not be
taken away:
B AC 340
CS 360 (CS majors)
COM 210 (IDCC majors)
EC 381 (EC majors)
EC 441 (EF majors)
FI 51 (FI & FA majors)
MK 400 (MK majors/minors; MEMK majors)
MG 240 (MJ majors/minors)
B MG 345 (MG majors/minors)

B Course Focus Requirements may not be transferred in.

B Students are encouraged to have alternative courses reviewed in the event that the first choice
becomes unavailable.

B Course Away approvals apply to undergraduate program requirements only.

B Students considering graduate study at Bentley should consult their program requirements to assess if
classes taken elsewhere meet graduate admission standards.

B For the Course Away Form to be considered complete, the form must be accompanied by the
following:

B A course description, and
B A copy of the student's Degree Works Audit

Additional academic policies may be found in the university undergraduate and graduate catalogues:
UNDERGRADUATE/GRADUATE.

COURSE ATTENDANCE POLICY

For full semester courses, students (whether currently registered in the course or not) must start attending classes
by the first class meeting after the add period ends.

An enrolled student who misses the first week of class and is not present at the first class meeting after the add
period ends needs faculty and department chair approval to remain in the class. If the add period has ended,
instructors retain the right to deny admission to a course to any student who is not yet enrolled.
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After a course has met for two weeks, students may not register for it, and may not start to attend classes,
including those classes for which they are already registered. Instructors must report missing students as
“no-shows” to the Registrar at the end of the second week of classes.

Exceptions to this policy can be made only in the following cases:
B The student has been attending one section of a course but needs to switch to another section.
B The student has been mistakenly placed in the wrong course and needs to be reassigned.

In such cases the exception will be made by the chair of the relevant department on a case by case basis.

B Forintensive courses, a student who has missed the pre-session meeting must, prior to the first class
meeting, get the instructor’s permission to attend. Students who are not present at the start of the first
class may not thereafter attend.

Students who will be absent from class for an extended period of time (one week or longer) because of an
emergency situation should immediately contact the Office of the Dean of Student Affairs, the Health Center, the
Center for Wellness Promotion, the Counseling Center and/or Academic Services for assistance.

ACADEMIC DIFFICULTIES

If a student is experiencing difficulty in a course, it is the student’s responsibility to contact the faculty member for
advice and additional instruction. Faculty advisors, as well as representatives from Academic Services, Student Life
and the Counseling Center are also available. It is the student’s responsibility to seek their aid.

REDUCED COURSE LOAD POLICY FOR INTERNATIONAL STUDENTS

Please note that Bentley students on F-1 or J-1 visas are subject to additional restrictions regarding course load
requirements. Contact CISS for more information.
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ACADEMIC INTEGRITY

ACADEMIC INTEGRITY POLICY AND PROCEDURES

Bentley students and faculty are held to the highest standards of ethical behavior and moral conduct. Faculty
are expected to adhere to Bentley’s Ethics policy and the ethics conventions of their disciplines. Each student
is expected to abide by the Honor Code and to become familiar with the entire academic integrity system.

Details may be found in the UNIVERSITY CATALOGUE. Both undergraduate and graduate students adhere
to the same academic integrity policies.

BENTLEY HONOR CODE

As a Bentley student, | promise to act honorably in my courses and my professional endeavors, adhering

to both the letter and spirit of Bentley’s academic integrity system. | will neither take advantage of my
classmates nor betray the trust of my professors. My work will be honest and transparent, and | will hold
myself and my peers accountable to the highest ethical standards.
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CHANGES IN ENROLLMENT STATUS

WITHDRAWAL FROM THE UNIVERSITY

If a student decides, for whatever reason, that they are permanently unable to continue attending Bentley, the
student must officially withdraw from the University. The official withdrawal process is initiated by students by
contacting Student Affairs via GA_STUDENTAFFAIRS@BENTLEY.EDU. Mere absence from classes or exams
is not an official withdrawal from Bentley, nor does it reduce financial obligations. The University’s tuition refund
policy is stated in the HANDBOOK. Withdrawals from the University must be done by the last day to withdraw
from a single course in the semester. Withdrawal from individual courses is a different procedure; all students
process course withdrawals through WORKDAY or in person at the Office of the Registrar. Since withdrawing

is a permanent action, if a student who withdraws from the University wishes to return to Bentley, they must

reapply.

LEAVE OF ABSENCE POLICY

A leave of absence is taken when students plan to pause their studies and resume them at a future date.

A student may choose to take a leave for any number of reasons. While not actively engaged in coursework

at Bentley, these individuals are considered to have a special student status and must be eligible to continue
studies at Bentley upon their return. A student begins the formal leave of absence process with Student Affairs,
via GA_STUDENTAFFAIRS@BENTLEY.EDU. Students may request to be placed on leave of absence for a
period of up to two years, after which it becomes an administrative withdrawal. While on leave, students may not
remain enrolled in any courses, participate in extracurricular activities at Bentley, or utilize University resources.

A leave of absence from the University must be completed by the last day to withdraw from courses. Students
receiving financial assistance must consult with the Office of Financial Assistance if they plan to discontinue their
studies at Bentley. Students on a leave of absence are responsible for reviewing the return from leave of absence
policy below to ensure they meet all appropriate deadlines.

International students please note: International students on a leave of absence cannot stay in the United
States. Any international students taking a leave of absence must meet with a member of the Center for
International Students and Scholars.

Graduate Students please note: Upon admission to the McCallum Graduate School, all graduate students have
five years in which to complete their program(s). Some students may find it necessary to interrupt their degree
progress briefly due to short-term work, family or other obligations. In such situations, a leave of absence is

not required for domestic students. (F-1 visa holders need to request a leave of absence regardless duration of
time for leave of absence). A graduate student’s active academic status will remain in place for two semesters
— not counting summer and winter terms. If the nature of the interruption makes it likely the five-year deadline
is unlikely to be met, a leave of absence should be considered. If a graduate student is considering a leave

of absence, Graduate Student Academic Services should be contacted to discuss the impact of a leave of
absence on academic progression and access to University resources.

Medical Leave

The University recognizes that students may experience medical situations that significantly limit their ability to
function successfully or safely in their role as students. In those situations, students should consider requesting a
medical leave of absence, which permits students to take a break from University life and their studies, so that they
may receive treatment and later return to the University with an enhanced opportunity to achieve their academic
and co-curricular goals.

While on medical leave, students are encouraged to focus on treatment as recommended for the physical or
psychological health issues that precipitated their leave. Students on a medical leave may not remain enrolled in any
courses or extracurricular activities at Bentley. Medical leaves initiated by a student may extend up to two years.
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Returning from a Leave of Absence

Students returning from a leave of absence begin the process by submitting the University’s Return/Readmit form
to Student Affairs via GA_STUDENTAFFAIRS@BENTLEY.EDU. Please see the below chart for deadlines for
submitting the Return/Readmit form.

Returning Semester Deadline for Submitting Return/Readmit Form
Fall May 15*

Winter October 15

Spring October 15

Summer April 15

*Students who are hoping to register for Fall classes and housing at the initial registration periods should submit the
Return/Readmit form prior to March 15.

In addition to submitting the required Return/Readmit form by the appropriate deadline, a student who wishes to
return to campus after a medical leave must also provide a letter from their treating provider. This letter must be

in English on the provider’s letterhead, outlining the student’s readiness to return to the academic and campus
environment. The letter from the treating provider should be received by Student Affairs at least three weeks

before the student’s scheduled return to campus. Students on medical leave who wish to return are subject to any
conditions or restrictions outlined and agreed to prior to their leave. An opportunity for a conversation with the Care
Team Case Manager will be provided to students returning from a medical leave in order to review their return plan
as well as individualized resources available to them upon their return.

While not required, students returning from a personal leave may request a re-entry meeting with the Care Team
Case Manager in order to help assist them with a successful return to campus.

Please Note: If a student is granted a medical leave after the last day to withdraw from courses,
they must take a full semester off before returning to Bentley. The final day to have a medical leave
processed for the current semester is Reading Day. Requests for a medical leave made after this
deadline will only be considered for the following semester.

REFUNDS

All refund requests must be submitted in writing to the Registrar’s Office, using the refund request form. Students
who are disputing tuition charges must complete an academic petition form and submit it to the Office of the
Registrar no later than the end of the following semester. Petitions received after the deadline will be referred to the
Registrar’s Office for review. All charges remain due until otherwise notified.

TUITION
Tuition withdrawal credits are made for full-semester courses, as noted in the academic calendar.

Please Note: Refer to academic calendar for specific refund dates and for courses other than full-semester. In
case of withdrawal, scholarships initially credited toward tuition due are subject to the same withdrawal credit
percentage as the tuition charge. In other words, there are no cash refunds of scholarships. In the event of
disciplinary suspension or expulsion from the university, no refund of tuition charges will be made.

RETURN OF FUNDS POLICY FOR FEDERAL AID RECIPIENTS
A federal regulation specifies how universities must determine the amount of federal financial aid you earn if you
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withdraw from the university. The law requires that when you withdraw, the amount of federal aid that you have
earned up to that point is determined by a specific formula. If you received (or had applied to your account) less
assistance than the amount that you earned, you will be able to receive those additional funds. If you received more
assistance than you earned, the excess funds must be returned. The amount of assistance that you have earned

is determined by the percentage of the semester completed. For example, if you completed 30 percent of the
semester, you earned 30 percent of the federal aid you were originally scheduled to receive.

Once you have completed more than 60 percent of the semester, you are considered to have earned all of your
federal assistance. If you received excess funds that must be returned, Bentley must return a portion of the excess
equal to the lesser of your qualifying institutional charges for the term multiplied by the unearned percentage of your
funds or the entire amount of the excess funds.

If Bentley must return part of your financial aid and the removal of those funds from your account creates a balance
due, you will be billed for this balance. If the university is not required to return all of the excess funds, you must
return the remaining amount. Any loan funds that you must return, you (or your parent for a PLUS Loan) repay in
accordance with the terms of the promissory note. That is, you make scheduled payments to the holder of the loan
over a period of time.

If you are responsible for returning grant funds, you do not have to return the full amount. The law provides that
you are not required to return 50 percent of the grant assistance that you receive that it is your responsibility to
repay. Any amount that you do have to return is a grant overpayment and you must make arrangements with the
Department of Education to return the funds.

Example: A student has tuition charges of $10,480 and no room or board charges for the fall semester. The
student pays $7,813 toward the bill and the rest is covered by a federal Stafford loan for $2,667. The student
withdraws from the university after completing 40 percent of the semester. The student is considered to have
earned 40 percent of the aid received or $1,066. The remaining 60 percent or $1,601, must be paid.

WITHDRAWAL PERCENT OF TUITION CHARGES TO BE REFUNDED

STUDENTS DROPS BELOW FULL TIME IN CREDITS

Date of registration through the drop/add period 100%
First full week of semester 100%
Second full week of semester 80%
Third full week of semester 60%
Fourth full week of semester 40%
Fifth full week of semester 20%
After fifth week No refund returned

Bentley will return $1,601 of the loan from the student’s account to the lender. This leaves an unpaid balance of
$1,601 on the student’s account. The student will be billed by the university for this amount and is responsible for
paying because not all of the aid used to pay the initial bill was considered to have been earned by the student.

For information regarding Room and Board refunds, see the HOUSING POLICY SECTION.
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STUDENT FINANCIAL SERVICES BILLING AND COLLECTION POLICY

Student Financial Services is responsible for billing and collecting fees for tuition, housing, meal plans, health
insurance, computers, parking violations and any other applicable charges.

Our goal is to work with students and parents to resolve outstanding balances. We understand that students and
their families may experience financial difficulties and it is important for those types of issues to be communicated
to our office at an early stage. Bentley University offers payment plans to assist with the budgeting of the cost of
education. However, those plans are only available to students prior to the due date of their bill.

We URGE students and/or parents to contact our office prior to the due date of the bill to discuss any financial
concerns that they may have. The earlier the issue is discussed the more tools we have to assist students in
resolving the situation.

Bentley University recognizes that employers may pay some costs on behalf of students/employees. These
agreements are made between the student and their employer and are not contractual agreements with the
University. We do not bill companies/employers for student tuition. Students are expected to pay the balance due
at the time of registration or by the due date for the semester.

B Bentley University does not accept foreign checks under $250.
B Bentley University does not accept foreign currency traveler's checks.
B [t is the student's responsibility to update Bentley University of address changes.

Each semester, all students are required to agree to the “Terms and Conditions of Payment Obligation” form
prior to the start of classes.

If the balance is not resolved by the due date, a financial hold will be placed on the account. This financial hold will
prevent students from registering for classes, changing their course schedule, participating in senior week activities,
the graduation ceremony and from obtaining diplomas and/or transcripts. If applicable, the student may also be
required to move out of housing.

Also, accounts with unresolved balances are subject to late payment fees of $100.00 each.

If a balance remains unpaid the account will be assigned to the Bentley University Collection Department. If an
acceptable payment arrangement cannot be reached, the account will be assigned to a collection agency. There
are several consequences that accompany that action:

B The account will be reported in a default/collection agency status to the credit bureau. This may
prevent the student from obtaining credit in the future.
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BENTLEY CARE TEAM

The purpose of the Bentley Care Team is to promote safety and wellbeing for the campus community. This
multidisciplinary team accomplishes this by assessing and responding to non-emergency reports of concerning
student behavior.

When someone shares a concern with the Care team, this report could be what helps get the student connected
to the campus resources they need or provide the team with additional information about the student to help the
team more appropriately reach out.

Community members who are concerned about a student are encouraged to talk with the student whenever
feasible and then make a referral to an appropriate resource if necessary. Any direct conversation with a student
can be supplemented by a referral to the Care Team and/or any resource on campus.

In cases of emergency, reporters must contact University Police (781-891-3131) for on-campus emergencies
or 911 for off-campus emergencies FIRST if the person of concern poses an immediate threat to self or others
or if the individual experiences a medical emergency. The Care Team plays a secondary role to all emergency
circumstances and should be contacted only after initial emergency notifications are made.

To submit a CARE report online, visit: WWW.BENTLEY.EDU/BENTLEY-CARES.

RETURN FROM HOSPITALIZATION/INTENSIVE OUTPATIENT TREATMENT PROGRAM (IOP)

Students who are unable to attend class as result of a hospitalization or stay at a treatment facility, intensive
outpatient program, or rehabilitation center and do not wish to take a medical leave of absence will work with the
Care Team Case Manager for their return to campus. To help students be successful and feel supported, Bentley
has outlined the following process.

The student or their treating provider must first contact the Care Team Case Manager stating their desire to return.
Then, the student’s treating provider must complete and sign the University’s Return to Campus form, indicating
that the student is ready to resume academic and social responsibilities of campus life. This form must be sent
directly, via email or fax, from the student’s treating provider to the Care Team Case Manager prior to the student’s
return to allow time to review the form and consult with various campus offices regarding the student’s academic
standing.

After the completed Return to Campus form is received, the student will meet with the Care Team Case Manager
upon their return to campus. The purpose of this meeting is to determine whether the student will be permitted to
return to the residence halls and/or coursework; any conditions that may be imposed as part of a return; whether
the student will need to take a medical leave; or whether more information is needed, and to ensure the student

is connected with appropriate resources on or off campus. A student cannot be discharged directly to Bentley
University or return to campus until the student’s treating provider has submitted the University’s Return to Campus
form and the student has a meeting with the Care Team Case Manager.
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DISABILITY SERVICES

Bentley University, in accordance with the Americans with Disabilities Act (ADA), is committed to offering an
accessible, equitable and inclusive learning environment for all students with disabilities. The Office of Disability
Services provides reasonable accommodations and services that promote individual growth and self-advocacy.
Through collaboration and innovative programming, the staff strives to inform and educate all members of the
Bentley community and promote diversity that respects and appreciates disability.

The office works closely with undergraduate and graduate students with various types of:
B [ earning disabilities

Attention Deficit/Hyperactivity Disorder

Mobility, visual and hearing impairments

Medical conditions

Psychiatric/psychological disabilities

The major components of these services include:
B Academic, residential and meal accommodations
B Assistance with accessibility issues

B Organization, time management, and study skills strategies
Individual advising and support services are tailored to each student’s individual needs, and students are invited
to take advantage of these services. In turn, staff will listen, guide and educate students on the full range of the

accommodations and services available. Staff will also help evaluate students’ strengths and weaknesses, thereby
enabling them to make wise choices on an independent basis.

To register with Disability Services, students must submit a copy of their current documentation completed by
medical professional to the mailing address below. The documentation must include a comprehensive assessment
and should include recommendations for treatment.

For further information, visit THE OFFICE OF DISABILITY SERVICES ONLINE.

Office of Disability Services
175 Forest Street

Jennison 336
Waltham, MA 02452
781-891-2004
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FOOD ALLERGY POLICY

Bentley University, in accordance with the Americans with Disabilities Act (ADA), believes that students with food
allergies should reasonably and equally enjoy the university’s food services and meal plans. Students who choose
to live in a university residence hall or suite style accommodation are required to purchase a university meal plan.
Students housed in those types of settings who have food allergies or other dietary restrictions, may request
reasonable accommodations. Requests for such accommodations are made through the Residential Center and
reviewed by the Housing & Meal Plan Medical Accommodation Committee.
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HEALTH INSURANCE

The Massachusetts Universal Health Care Act mandates that all students enrolled three-quarter time to full-time

in a degree-granting program at all colleges and universities in Massachusetts participate in a qualifying health
insurance program. The determination of full-time and part-time status is made at the end of the drop-add process.
Students who are enrolled less than three-quarter time are not eligible for student health insurance. Therefore,

all students enrolled three quarter time to full-time (both undergraduate and graduate, day and evening) will
automatically be billed for student health insurance. That means nine or more credits for undergraduate students
and 6.75 or more credits for graduate students.

Students who have comparable coverage (through themselves, parents or a family member) are not required to
enroll in the student health insurance plan offered through Bentley but must complete a waiver form ONLINE every
year they are enrolled The online waiver must be received by August 1 for fall enrollments and by January 2 for
spring enrollments. The fee for student health insurance will remain on your bill and you will be obligated to pay the
amount in full unless a completed online waiver form is filled out.

Please Note: All international students and other non-U.S. residents are required to purchase the student health
insurance plan offered by Bentley University and will automatically be enrolled in the plan. You do not need to take
any action. If you have Embassy sponsored insurance, you may be eligible to waive the plan.

Please contact Student Financial Services at +1 781-891-2162 to discuss this option. If you are covered by a
Massachusetts based Employer-Sponsored Insurance plan, please contact University Health Plans at 800-437-6448
to see if you qualify for an exception to this requirement.

Billing questions should be addressed to Student Financial Services at 781-891-2162. The student health insurance
program is administered by University Health Plans. You can go to www.universityhealthplans.com to learn more
about the Bentley University student health plan including information about coverage, cost and benefits.
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RIGHTS REGARDING EDUCATIONAL RECORDS

BENTLEY UNIVERSITY POLICY

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT

This policy is issued in compliance with the regulations established by the Department of Education, 20 C.FR.

Part 99.7, for the university’s implementation of the Family Educational Rights and Privacy Act, 20 U.S.C. 1232g,
also known as FERPA. This policy is also guided by the laws in the Common-wealth of Massachusetts concerning
privacy. The university has established strong policy guidelines that support its adherence to the FERPA and protect
the rights of students, except under certain circumstances stated in the statute and its regulations and as noted
below.

Please Note: Students and their legal guardians receive notice of FERPA and their rights under FERPA through
the electronic publication of the Student Handbook each academic year.

ACCESS/AMENDMENT TO EDUCATIONAL RECORDS

Students and eligible parents have the right to access the student’s educational records upon written request

to the Office of the Dean of Student Affairs. An exception to this policy is made for requests from students or
others for transcripts and degree information which may be made directly to the Office of the Registrar. Requests
for disclosure of educational records may be made by electronic signature when available. Each department/
division of the university will determine if it will assess fees for copies of an educational record or transmission of an
educational record to another party. All requests for changes to a student’s educational record must be made in
writing to the vice president for student affairs.

LOCATION OF EDUCATIONAL RECORDS

Educational records may be kept by the registrar; each committee, board and department of the university; and by
faculty and staff of the university in paper or electronic form.

DIRECTORY INFORMATION

Unless otherwise requested by the student, Bentley (Information Desk, Registrar’s Office, Dean’s’ office, etc.) may
release to the public student data considered “directory information.” If a student desires that directory information
not be released, it is his or her responsibility to notify the Registrar’s Office in writing.

Please note that students do not have the flexibility of choosing to release or not release particular items defined as
directory information. Bentley will not sell or give directory information for commercial purposes to external vendors
who are not affiliated with the institution. The university may use all directory information for operations of student
organizations or university-sponsored functions.

Directory information, as defined by the Family Educational Rights and Privacy Act, includes the following
information relating to a student: name, address, e-mail address, photograph, telephone number, date and place of
birth, class, enrollment status, major field of study, participation in officially recognized activities and sports, weight
and height of members of athletic teams, dates of attendance, academic honors, degrees and awards received and
the most recent previous educational agency or institution attended.

DISCLOSURE WITHOUT CONSENT-STATUTORY EXCEPTIONS

The statute provides that under a number of circumstances, the university will disclose educational record
information to other persons/entities without seeking prior consent or notice to a student or eligible parent. Such
examples include but are not limited to: certain subpoenas and court order; accrediting organizations; requests in
connection with a student’s application for financial aid; certain requests from federal, state or local authorities; and
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disclosure to other “university officials” who “have legitimate educational interests” in the information and records.
“University officials” include the officers and directors of the university; all members of the administration, faculty
and staff; persons serving on conduct, promotion and academic boards and committees; and any professional
providing assistance to the university (such as lawyers, accountants, law enforcement personnel and medical
personnel).

The university has determined that there are certain persons who have the right to review a student’s educational
records and personally identifiable information in every case: officers of the university, provost and the deans. Other
university personnel will have access to educational records and personally identifiable information in circumstances
where the Dean of Student Affairs or his or her designee, concludes based upon the information available to him

or her at the time of the decision, that the disclosure of the records and/or information will assist the university in
making decisions concerning a student’s academic status or standing at the university or the health, safety or well-
being of a student or other members of the university community. The Dean of Student Affairs or his or her designee
reserves the right to contact parents of a dependent student when it has been determined that the student’s
success is at risk.

COMPLAINT PROCEDURE

Students have the right to file a complaint concerning any alleged failure on the part of Bentley to comply with the
Family Educational Rights and Privacy Act with the:

DRUG AND ALCOHOL VIOLATIONS

The university may inform parents or legal guardians of the student’s violation of federal, state and local laws and
university rules and regulations concerning drug and alcohol use and possession.

HEALTH AND SAFETY EMERGENCIES

The university may disclose educational records and personally identifiable information to members of the university