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Lost And Found

If you find something in a building which is not yours, please bring it to 
the Office of Student Life. If you lose a valuable item, please check 
the Office of Student Life. Student Life does not send emails about lost 
or found items. Unclaimed items will be discarded after thirty days. 
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Career 
Development

The Center for Career Development offers you assistance and 
guidance in your job search. LIM College cannot “guarantee” you a 
job but we are very proud of our placement record. Getting a job is 
achieved through a combination of persistence, professionalism, and 
enthusiasm. Services are available only to currently enrolled students 
and LIM College graduates who are in good standing. We offer many 
programs designed to expose students to the industry and its many 
career paths. Brief descriptions of each of our programs are provided 
below:

Fashion Survey

This is our Guest Lecturer course, where once a week a different 
executive makes a presentation to freshmen and sophomores about 
his/her experiences in the fashion industry.

Field Trip

This weekly course offers freshmen, sophomores and transfer students 
the opportunity to visit various fashion-related companies in New York 
City and get a first-hand view of how they operate.

Work Project I
Work Project I introduces freshmen to a career in the fashion industry 
by providing them with basic retail store experience while working 
full-time. Work Project I class seminars occur several times throughout 
the semester, and this full-time internship experience begins mid-
November and lasts through December 24th. Interns gain experience 
in retail sales, customer service and store management while earning 
three credits. (Please refer to the Work Project I handbook for a 
detailed explanation of the rules and regulations of the program.)

Work Project II
In Work Project II sophomores continue to develop retail experience 
at a managerial level, or may choose to work in a corporate 
environment in order to further explore aspects of the fashion industry 
that interest them. Work Project II class seminars occur several times 
throughout the semester, and this full-time experience internship 
experience begins mid- November and lasts through December 
24th. (Please refer to the Work Project II handbook for a detailed 
explanation of the rules and regulations of the program).
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Junior Work Project
Junior Work Project exposes Junior Transfer students to areas of the 
fashion and marketing industries prior to their Senior Co-op program. 
Students will gain experience in areas such as retail management, 
marketing, promotion, wholesale sales, publications, merchandising, 
buying, production and product development. This internship requires 
part-time hours through the entire semester, and is three credits. A 
seminar series in the classroom also takes place several times per 
semester.

Senior Co-op
This six-credit internship is designed to provide students with a 
significant, full-semester work experience in the fashion industry, 
ideally in an area relevant to the student’s career goals and 
experience. Not only does this experience allow students to gain 
knowledge about a specific area of the industry, but it often results in 
full-time employment upon graduation. Co-op takes place during a 
Senior’s final semester. (Please refer to the Senior Co-op handbook for 
a detailed explanation of the rules and regulations of the program)

Career Exploration Internship
The intent of this course is to add to the student’s exposure to areas of 
the fashion and marketing industries in addition to required programs. 
The internship must be in an area relevant to the students overall 
career goals and experience. Students will have exposure to the non-
retailing business aspects of the industry, generally in areas such as 
marketing, sales, publications, merchandising, buying, and product 
development. This course is one credit.

Volunteer and other Extra-Curricular Opportunities
In addition to our required internship programs, LIM College students 
offer valuable support to the fashion industry through volunteering 
and other extra-curricular opportunities. Students may also have 
the opportunity to attend networking seminars, tapings of TV shows, 
or various other career related events. Students can help out with 
fashion shows, market week, or other short term projects that require 
a few hours or days of their time. Students are never permitted to 
miss class for any opportunity. Volunteering is a privilege and failure 
to honor commitments could result in the loss of these privileges. 
Students are not permitted to drink any alcoholic beverages when 
they are volunteering at events and shows. Violations of this policy will 
result in a loss of volunteer privileges.
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Permanent Job Placement
LIM College offers graduates and alumni lifetime career placement 
services, including resume review, mock interviews, and one-on-
one counseling. Also, students can utilize the Center for Career 
Development to get part-time and full-time placement throughout 
the year in a variety of areas in the industry. When interviewing for 
any internship position, whether as part of a credited program or for 
extracurricular experience, please adhere to the following steps to 
ensure a smooth and efficient job search.

Professionalism and Business Etiquette
In addition to the variety of programs offered, the Center for Career 
Development provides a wide variety of services in all areas of career 
development. This includes one-on-one for career development 
needs, resume, cover letter and thank you letter review, mock 
interviews, and seminars on professionalism and business etiquette.

Communication
It is important that you keep in constant communication with the 
Center for Career Development regarding each stage of your job 
search, which companies you’ve heard from or contacted, the dates 
and times of your interviews, your reaction to the interviews, and 
finally your job choice and acceptance.

Appointments
All students MUST meet with the Center for Career Development for 
introduction and to discuss job and geography preferences. The 
personal interview is to learn about your interests and preferences. 

Job Fairs
Please check your LIM College Email on a daily basis as well as Axis TV 
and the Center for Career Development Bulletin Boards at Maxwell 
Hall, the Townhouse, and Fifth Avenue. Spend time with as many 
companies that interest you. Be sure to ask them about locations, 
work hours and end dates. Please remember to dress professionally on 
those days.

Contact with Companies
Should a company representative call you, it is your responsibility to 
contact the individual personally. Please note: leaving a message 
does not mean that you have returned the phone call. Keep calling 
until you have made contact with the individual.

Interview Appointment
Please let the Center for Career Development know in advance 
when and where you are going on interviews. Also, remember to 
dress professionally for all interviews.
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After the Interview
Immediately after the interview, you must call the Center for Career 
Development and let them know the results of the interview. It is 
helpful for the Office to get your feedback and level of interest in 
the job and company before they hear the company’s viewpoint. 
You are required to send a thank you note to every person you 
interviewed with.

Forms/Contracts
In order to officially enroll in one of our credited internship programs, 
all the information on the Internship Registration Form must be 
complete. You must sign a contract which indicates that you 
understand the program guidelines. If you do not submit a completed 
form and a signed contract by the due date, you will forfeit your 
internship enrollment for the semester. Optional internships also require 
a signed Internship Agreement to be submitted to the Center for 
Career Development. Without the required form students will not be 
eligible to apply for optional internships opportunities.

Criteria in Selecting Approved Companies

At LIM College every student is given the opportunity to become an 
active participant in the “real world” of the fashion industry through 
the required Work Projects and Senior Co-op periods. Please follow 
the procedures listed below for your job search. Not following the 
procedures may cause delays in getting a job.

1.	 No family owned businesses
	 When students work at a business owned by a member of their 

family or by a close family friend, it causes a conflict of interest 
and evaluations may not be as objective as they should be.

2.	 No duplications
	 It is preferable that each Work Project experience and Senior Co-

op take place at different companies. It not only enhances the 
student’s resume by having more companies listed, but also gives 
students the opportunity of having varied experiences at a time 
when they can afford to be experimental.

3.	 One company at a time
	 Students must be employed at just ONE company and working for 

ONE supervisor during the entire full-time internship period. Two or 
more jobs at the same time cannot be used to accrue hours for 
internship requirements. It is important that students gain longevity 
at a company, displaying commitment in time and becoming a 
part of the team.
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4.	 The company should be fashion or marketing related 
	 Though it may be part of any related industry (accessories, 

home furnishings, children’s wear, men’s wear, cosmetics, etc.) 
and any area of the industry (public relations, retail, marketing, 
merchandising, showroom, magazines and publications, 
etc.)– the focus should be on a product and how it relates to a 
customer’s needs. (Types of businesses that are NOT acceptable: 
waitressing or hostessing in a restaurant, working in a doctor’s 
office, or a beauty parlor, etc.).

	 If you already have a job that you want to keep for the internship, 
please bring all information about the job with you to your interview 
with the Center for Career Development. Include company, 
business address, website address (if available), your title, salary 
if applicable, telephone number, fax, and name and title of your 
supervisor. A business card from your supervisor is preferred. The 
Center for Career Development must contact the company 
before the placement is approved. Also, the Director of the Center 
for Career Development may decide to conduct an on-site visit 
of the offices and/or stores before a student is allowed to intern 
or work at the company. All new companies will need to be 
approved one month prior to each of the internships placement 
deadlines. Please refer to your handbook for actual dates.

Freshman, Sophomore and Junior Work Projects:
•	 All students must complete a required five week, full-time on the 

job assignment in their freshman and sophomore years. Three 
credits are earned for each Work Project.

•	 All transfer junior and ACCESS students must complete a full 
semester, part-time, Junior Work Project internship. This can be 
completed any semester prior to the Senior Semester. This Work 
Project is three credits.

•	 Work Project I and II occur during the period between 
Thanksgiving and Christmas or during the summer months.

•	 As part of the final Work Project I and II grades, students must write 
a paper and give an oral presentation based on their experience. 

•	 Work Project I must be in retailing. Work Project II and Junior Work 
Project may be in any area of the industry that relates to your 
career goals.
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Student Financial 
Services

The Office of Student Financial Services is comprised of Financial 
Aid and Student Accounts staff whose mission is to provide 
comprehensive and exemplary assistance, counseling, and advice 
to you and your family to help finance your college education at LIM 
College.

Student Accounts

Tuition Payments
•	 A $100 registration deposit is required of all students each 

semester; due no later than April first for the fall semester, and 
October first for the spring semester. Students may be able to 
register for classes before these dates, but they may not schedule 
an appointment to meet with an academic advisor (or register for 
classes) until their deposit is paid (and all prior obligations to the 
College are fulfilled).

Semester Due Dates
•	 All balances are due and must be paid by July 15th for the fall 

semester, and December first for the spring semester.
Forms of Payment
Listed are LIM College’s accepted forms of payment for tuition (in 
addition to Financial Aid):

•	 Payment in full by check, money order or cash of balance due 
(less any financial aid) by the fall or spring semester due date.

•	 Online installment payments or one-time electronic payments 
can be made using Nelnet’s Automatic Payment Plan (formerly 
FACTS Management Company). Payment can be made via 
automatic bank transfer (ACH) or via credit/debit card. For further 
information please visit www.limcollege.edu/pay and click on the 
e-cashier link.

•	 All credit cards are accepted during the summer for online and in 
office payments.

Student Fees Collected With Tuition
These monies, which include the student activity fee ($250), 
Technology fee ($275), and graduation audit fee ($225, paid in the 
year you will graduate), are used for various services and programs 
available to every student. Among such services are the cost of ID/
Security Cards, printed materials used in classes that are not available 
in textbook form, and certain field trip admissions. These fees are 
mandatory. They are part of the cost of attending LIM College. You 
cannot start classes until these fees have been paid in full.
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Tuition and Housing
Tuition	� $10,450/Semester (12 – 19 credits). Each 

additional credit above 19 credits will cost 
$695 per credit.

Housing	 $7,938 Fall Semester/ $7,937 Spring Semester
Other Fees or Charges

Late payment fee 	 $100
Late Registration Fee	 $ 50
Duplicate ID card 	 $ 20
Return check fee	 $ 25
Transcripts, each request 	 $ 5
(no transcript will be issued with an outstanding account balance)
Additional credits 	 $695/credit
(above normal full-time credit load, approval of the Office of 

Academic Advising required)
Independent Study courses	 $695
(Students will be exempt from this fee if the Independent Study is 

taken during a student’s last semester at LIM College and it is 
taken to meet a graduation requirement. The fee is applicable to 
both credit and non-credit courses.)

Zero credit course for part-time students 	 $650/course
Make-up fee for a failed Field Trip or Fashion Survey 	 $100
Make-up fee for a failed non-credit course	 $100
Housing Application Fee 	 $ 25

Other Expenses
•	 LIM College has a book voucher program that will allow you to 

buy your textbooks and certain course materials using a credit on 
your student account. You may use up to $550 of the available 
credit on your account. For more information please contact the 
Office of Student Financial Services.

•	 Visual Merchandising courses require the purchase of materials 
and consumable supplies. A course fee will be applied to your 
tuition statement ranging from $25 to $40.

•	 Transportation to field trips may require bus, subway, train or car 
fare.

•	 “Independent” field trip students will be charged entrance fees at 
museums and other educational places of interest.

Refunds
Refunds from a student’s account occur when all payments in 
addition to all financial aid exceed the amount owed to LIM College. 
These refunds will be made out to the student (or the parent if there is 
aid from a parent loan) once the funds are processed and received 
by LIM College. Please allow 7-10 business days from the time that 
the funds are processed and disbursed to receive your refund check. 
Refunded monies are to be used to cover additional educational 
expenses.
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Penalties For Delinquent Accounts
•	 A late payment fee of $100 will be charged if payment is not 

received by the due date. An accounts receivable hold will 
be placed on student account as well as deactivation of LIM 
College computer and Simplicity accounts.

•	 A student with a delinquent account:
	 1. Will not be permitted to register for the upcoming semester.
	 2. �Will not be permitted to take final examinations. Grades will 

then be posted as “incomplete”. If payment is not made 
before the incomplete removal deadline, the “incomplete” 
becomes an “F” and the course will have to be repeated for 
grade and credit.

	 3. Will not receive semester grades, transcripts or degrees.
	 4. �Will not be permitted to take part in any College-wide functions 

or Student Life activities.
	 5. �A student will be subject to dismissal if his or her account 

remains delinquent after the 8th week of classes.
LIM College’s Refund Policy For Withdrawal

•	 LIM College utilizes a refund policy that applies a specific 
percentage to a student’s tuition costs based on weeks enrolled 
from the first day of classes each semester. The rate schedule 
applied to tuition in the case of a withdrawal can be found 
on page 21 of the Handbook. Please be advised that notices 
of withdrawal must be submitted to the Office of Academic 
Advising.

•	 All fees (including, but not limited to: Technology Fee, Student 
Activity Fee, Graduation Audit Fee, Application Fee and Materials 
Fee) are non-refundable.

•	 Tuition will be refunded in accordance with the schedule 
published in the LIM College Catalog.

Financial Aid
Our goal is to make you aware of all the financing options available 
to you (based on your individual eligibility) in the form of grants, 
scholarships, loans, and/or work study. These include:

•	 LIM College Scholarships and Grants – A complete listing of these 
awards and eligibility criteria are in the College Catalog (note the 
LIM College Supplemental Scholarship Application is due by May 
1st each year)

•	 Federal Grants
•	 Federal and Private Loans for students and parents
•	 Federal College Work Study
•	 New York State Tuition Assistance Program (TAP)
•	 Outside Scholarships

All students are strongly encouraged to apply for financial aid every 
year by submitting the Free Application for Federal Student Aid 
(FAFSA) at www.fafsa.ed.gov by the priority deadline date of March 
1 each year. Detailed information on federal and state aid eligibility 



47

and terms and conditions for Federal Stafford and PLUS loan funds is 
available on the College website.

You can still apply for financial aid after this date, but some forms of 
financial aid may not be available. Also remember, as noted above, 
that in order to receive consideration for LIM College Supplemental 
Scholarship funds you must submit a completed Scholarship 
Application by May 1st each year to the Office of Student Financial 
Services.

The Office of Student Financial Services is authorized to exercise 
discretion in reviewing extenuating financial circumstances that our 
students and parents may experience that include involuntary loss of 
employment as well incurring certain expenses such as: unreimbursed 
medical expenses, funeral expenses, child care costs, and adult 
dependent care (including nursing home costs).

For students who have an ongoing scholarship or grant from LIM 
College your award will automatically be renewed for the next 
academic year as long as you meet the required GPA criteria (based 
on your cumulative GPA at the end of the spring semester) and any 
other requirements stipulated in your scholarship letter and/or the LIM 
College Catalog. 

Please note that all students are required to meet minimum 
Satisfactory Academic Progress (SAP) criteria, as outlined in the 
College Catalog, to continue to be eligible for financial aid each 
year. Students who do not meet the minimum SAP requirements and 
who have experienced extreme and extenuating circumstances may 
submit a letter of appeal with supporting documentation to the Dean 
of Student Financial Services or Associate Director of Student Financial 
Services for consideration of a waiver.

Please be aware that students who withdraw from all classes prior 
to completing 60% of the semester may be required to repay all or 
a portion of their federal (and possibly NY State) aid that has been 
paid to LIM College (see the College Catalog for the return of funds 
policy). Additionally, students who make changes to their enrollment 
status (i.e. full-time to part-time) will most likely need to have 
adjustments made to their financial aid, so we require that you consult 
with the Office of Student Financial Services before you change your 
enrollment or withdraw completely in order to determine the impact 
on your aid eligibility and your tuition liability to LIM College.

Please note: All students who borrow any federal loan are required to 
complete mandatory loan entrance requirements upon enrollment 
and loan exit requirements upon graduation or withdrawal from LIM 
College.
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Policies and 
Procedures

Dress Code

LIM College expects students to be appropriately dressed for the 
various occasions that students participate in, including, but not 
limited to Field Trip, Career Fairs, and other networking events. Attire 
must always look professional. No clothing should be cut, patched, 
frayed, ripped, or torn. No tank tops, tube tops, bare midriffs, low 
cut tops, short shorts or any revealing clothing may be worn to the 
College. 

Interviews require a formal business wardrobe consisting of a suit with 
a jacket and skirt or pants, usually dark in color. Men should wear a suit 
and a tie. Being well groomed is important. Makeup and jewelry should 
be kept to a minimum. It is always more appropriate to be conservative 
in one’s interview attire rather than trying to be too trendy.

Field Trips/Industry Visits may allow students to be more trendy using 
color and accessories. It is also acceptable to be business casual 
and not as formal as when on an interview. Casual slacks, sweaters, 
tops, and jackets with casual shoes are acceptable and appropriate. 
Jeans and sneakers are not appropriate.

Classroom attire may be the most casual, but it cannot be sloppy 
or classified as weekend wear. It is acceptable to wear jeans and 
sneakers and casual t- shirts.

Food and Beverage Consumption
Eating and/or drinking is not allowed in classrooms during class time. 
In addition, eating and/or drinking is not allowed in computer labs or 
near any computer at any time.

Smoking
Smoking is not allowed anywhere in the buildings, including the 
front entrances. If you are smoking outside of the buildings, please 
be considerate and do not stand directly in front of neighboring 
businesses. Please be aware that New York City officials have been 
known to fine smokers for loitering.

Fire Drills

All fire drills should be taken seriously. No use of cell phones or talking 
should occur.

53rd Street Location (The Townhouse)
The fire alarm consists of a loud horn blaring continuously. If in a 
classroom, follow the instructor’s directions. If in a non-class area with 
no faculty or administrators available, such as the bathroom or lounge, 
follow the posted instructions without waiting for a faculty or staff 
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member. In order to exit the building promptly and in an orderly fashion, 
the following procedures should be followed in each of these areas:

Exit up via Main Stairwell from Lower Level:
Lower Level Offices

Exit via Main Stairwell (center of building):
Classrooms 5331, 5332, 5333, 5341, 5342, 5343, 5361, Faculty
Offices and Executive Offices

Exit via Fire Escape:
Admissions, Student Financial Services, Human Resources,
Student Lounge, Classrooms 5351, 5352, 5344 and 5345

You must leave classrooms at a brisk walk and proceed immediately 
by the stairs to the lobby. The elevator should not be used under any 
circumstances. Your instructors will follow the last students, closing the 
stairwell doors behind them. There should be no sauntering and no 
conversation.

If in a room that has a fire escape, instructors will open the fire doors 
at the front of the classrooms and have the students exit onto the 
fire escape, proceeding immediately by the outside fire stairs to the 
courtyard and then through fire exit door back into building, through 
the hallway to the lobby. The instructors should follow the last students, 
closing the exit doors behind them. 

Everyone should proceed from the lobby to the street walking as far 
down the block either left or right in order to make room for everyone 
to exit the building. No one should stop in any area for any reason. 
The Fire Safety Director will notify you when you are able to re-enter 
the building.

54th Street Location (Centere for Career Development)
The fire alarm consists of a cyclical chirping sound. You must exit in 
an orderly fashion quickly through the main stairwell. Once out of the 
building, please make sure that you walk as far down the street as 
possible in order to allow everyone to exit the building.

45th Street Location (Maxwell Hall)
The fire alarm consists of a loud whooping sound. At the sound of the 
alarm, please remain quiet and listen for instructions. The designated 
fire warden on each floor will call the Fire Safety Director from the fire 
warden callbox. An announcement will be made over the public 
announcement system notifying occupants of which exit to use when 
vacating the building.

Fifth Avenue Location (Fifth Avenue)
Scenario #1 Once the fire alarm sounds, the building Fire Safety 
Director will make an announcement through the PA system providing 
instructions. Staff, faculty and students will follow the instructions. In 
case there is no announcement made, the fire warden or deputy fire 
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warden should call the fire command station to be given instruction 
by the building Fire Safety Director. In case of an evacuation the Fire 
Safety Director will outline any special instructions.

Scenario #2 If there is a visible fire or smoke on our floor and the alarm 
did not sound, anyone can pull the fire alarm device located by the 
emergency exits. Everyone should then await for instructions for the 
safest way to evacuate the building.

LIM College Emergency Notification System

LIM College is committed to protecting our students, faculty and staff 
in the event of an emergency on campus or in New York City. To this 
end, we have partnered with Twenty First Century Communications to 
implement the LIM College Emergency Notification System.

In the event of an emergency on campus or in New York City, College 
authorities will be able to quickly communicate to all students, faculty 
and administrative staff who have registered online with the LIM 
College Emergency Notification System.

In a matter of minutes, each registered contact point will receive a 
communication alert from College authorities. The alert will be sent to 
each of the communication devices that a student specifies during 
their initial registration, including e-mail accounts, cell phones, land 
lines and text messaging devices. Additional contact information may 
be added at any time.

College Closings

If you are not certain that the College will be open because of bad 
weather, you have six ways to find the answer.

1. An alert through the LIM College Emergency Notification System 
to your specified communication devices: e-mail, cell phone, 
land line and text message.

2. Call LIM College after 5 a.m. to hear an updated voice mail 
message indicating the status of classes for the day.

3. Check your LIM College email account.
4. Check for postings on LIM College’s website under Student News.
5. Listen to 880 WCBS AM on the radio or watch CBS on Channel 2 

or log onto the WCBS website at www.wcbs880.com and click on 
the “School Closings” link in the left column.

6. Listen to 1010WINS AM on the radio or log onto the website at 
www.1010wins.com and click on the “School Closings” link in the 
right column.

Posting Flyers on School Boards

If you have any information that you would like to have posted on 
one of the student boards (e.g. apartment listing, books for sale, club 
information), please be sure to bring your flyer to the Office of Student 
Life for approval prior to hanging it. Items not pre-approved will be 
removed from student bulletin boards. Student bulletin boards are 
conveniently located in all four buildings.
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Receiving Messages

EMERGENCY phone calls should be made to the Associate Dean of 
Student Affairs. NO PERSONAL CALLS!!!

If a faculty member, Dean, or other College administrator wishes to 
contact you, the message will be emailed on your LIM College account.

If a field trip is changed or canceled, or a class is canceled, the 
information is sent to your LIM College email and posted on AXIS TVs 
throughout the College. IT IS IMPORTANT TO CHECK LIM College 
email DAILY!

Cell Phones

Please make sure that cell phone ringers are turned off when 
on campus, as they are disturbing to professors, classmates and 
administrators. We ask that in case of emergency, phones be placed 
on vibrate to indicate incoming calls. It is not acceptable to be 
answering phones during class time.

Visitors

All LIM College locations will have a designated LIM College staff/
security at the appropriate entrances for the entire day. All guests 
brought by LIM College students must show a valid picture I.D. The 
staff/security will then issue a one day visitors pass. Each visitor pass 
will be color coded and dated for each day of the week. This must 
be kept with the visitor for the entire day. Guests will only be allowed 
to wait in the student lounge and will not be allowed to attend any 
classes.

Student Appeals and Grievances

Students wishing to file  an appeal or grievance concerning LIM 
College  policy decisions regarding ADA (American with Disabilities 
Act), Title IX, Student Code of Conduct, Grades, Academic Integrity 
Policy, Housing, etc. should refer to be www.limcollege.edu/
studentappeal for information on how and where to file an appeal or 
grievance.

Veteran’s Rights

LIM College is approved for the training of veterans by the New York 
State Division of Veterans Affairs. In addition, LIM College adheres to 
the HEOA regulations governing readmission requirements for service 
members. Please see the campus Veterans Affairs representative for 
further details.
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Student Rights
Academic Records
The Family Educational Rights and Privacy Act of 
1974
The Family Educational Rights and Privacy Act of 1974 as amended, 
known as FERPA, is a federal law designed to protect the privacy of 
a student’s education records. Education records are those records, 
files and documents – directly related to education – from which the 
student can be individually or personally identified.

FERPA grants students the right to inspect and review their education 
records within 45 days of the day LIM College receives a student’s 
request to do so. It also provides guidelines for the correction of 
inaccurate or misleading data through informal and formal hearings. 
Certain categories of student’s information are not education records 
under FERPA, including, but not limited to:

(a) Category I: Name, address, telephone number, dates of 
attendance, class; and

(b) Category II: Previous institution(s) attended, major field of study, 
awards, honors (including Dean’s List), degree(s) conferred (including 
dates).

Such information is considered Directory Information and may be 
disclosed by the College for any purpose at its discretion.

Currently enrolled students may request that Directory Information be 
withheld from disclosure. To withhold disclosure, written notification 
must be received in the Office of the Registrar.

Forms requesting the withholding of Directory Information are 
available in the Office of the Registrar. Note, however, that disclosure 
of student records and Directory Information may be made by LIM 
College to certain categories of entities and individuals without 
consent. See “Disclosure of Records without Student Consent” below.

LIM College assumes that failure on the part of any student to 
specifically request the withholding of categories of Directory 
Information indicates individual approval for disclosure.

1. The written consent must specify the records that may be 
disclosed.

2. State the purpose of the disclosure.
3. Identify the party or class of parties to whom the disclosure may 

be made.
In an effort to protect the privacy of a student’s education records, 
LIM College requires a student’s signed and dated written consent 
before it discloses any such records or personally identifiable 
information from the students’ education records.
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The College will disclose information from a student’s education 
records to parents of a student if a student completes a release 
form with the Registrar’s Office. Written proof of this claim must be 
submitted to the College in advance of any such disclosures.

Inspection of Records

Students may obtain access to their education records for purposes 
of inspection and review by submitting a written request to the Office 
of the Registrar. The Registrar will make the needed arrangement for 
access as promptly as possible. When a record contains information 
about more than one student, the student may inspect and review 
only the records which relate to her/him. The records must be 
reviewed in the Office of the Registrar. Unlike the right to examine 
records, there is no absolute right to obtain copies. Copies need only 
be made available when failure to do so would effectively prevent 
the student from exercising the right to examine the records.

Correction of Records

A student must submit a written request to the Office of the Registrar 
to amend a record. In so doing, the student should identify the part of 
the record he/she wants changed and specify why he/she believes it 
is inaccurate, misleading or incomplete.

The President, Executive Vice President, and Registrar of the College 
will decide within a reasonable period of time whether corrective 
action consistent with the student’s request will be taken. The student 
will be notified of the decision by the Associate Dean of Student 
Affairs. 

If their decision is negative, that is, if the education records are not 
changed or amended, the Office of the Registrar must inform the 
student of his/her right to a hearing and provide him/her with the form 
for requesting such a hearing.

The hearing will be conducted by the Vice President for Student 
Development, with a panel to include the Associate Vice President 
for Academic Affairs, Assistant Dean of Student Academic Affairs, 
Associate Dean of Student Affairs, Director of Student Life and two 
faculty members, one of which may be chosen by the student. 
The student shall be afforded the opportunity to present evidence 
relevant to the issues raised in the original request to amend 
the student’s education records. Attorneys are not permitted to 
participate.

The College will prepare a written decision based solely on the 
evidence presented at the hearing. The decision will include a 
summary of the evidence presented and the reasons for the decision.

If the student is not satisfied with the results of such a hearing, he/ 
she may place a statement in the education records in question, 
commenting on the information in it and/or setting forth any reason 
for disagreement with the institutional decision not to correct or 
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amend the record. Such a statement shall become a part of the 
information contained in the education record and will be disclosed 
with it together with LIM College’s written decision.

Disclosure of Records without Student Consent

LIM College may disclose student education records without student 
consent to authorized governmental agencies and to school officials 
with legitimate educational interests. A school official is a person 
employed by the College in an administrative, supervisory, academic 
or research, or support staff position (including law enforcement unit 
personnel and health staff); a person or company with whom the 
College has contracted (such as an attorney, auditor, or collection 
agent); a person serving on the Board of Trustees; or a student 
serving on an official committee, such as a disciplinary or grievance 
committee, or assisting another school official in performing his or 
her tasks. Additionally, LIM College may disclose education records 
without student consent to other schools to which the student is 
transferring, LIM College’s accrediting agency and appropriate 
parties in connection with Financial Aid to the student. A school 
official has a legitimate educational interest if the official needs to 
review an education record in order to fulfill his or her professional 
responsibility.

The Office in The U.S. Department Of Education 
That Administers FERPA

Family Policy Compliance Office
U.S. Department of Education
600 Independence Avenue, S.W.
Washington, D.C. 20202 - 4605

Title IX Notification

In compliance with the requirements of Title IX of the 1972 Education 
Amendments to eliminate discrimination, the Associate Vice 
President for Student Affairs is designated as the Title IX Compliance 
Officer. LIM College does not discriminate in recruitment, admissions, 
educational programs, placement, employment or general treatment 
against any student or other person on the basis of race, age, sex, 
religion, national origin, sexual orientation or disability as those terms 
are defined by federal, state or local law. Students with questions 
concerning Title IV should contact the Title IV Compliance Offer. 
Students who believe their rights under Title IV have been violated 
should refer to the “Student Appeals and Grievance” section of this 
handbook.

Students with Disabilities

Under Section 504 of the Federal Rehabilitation Act of 1973 and the 
Americans with Disabilities Act of 1990, LIM College has a responsibility 
to ensure that students with disabilities have equal access to its 
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programs and services and that the rights of students with disabilities 
are not denied.

The Office of Disability Services provides support to ensure that these 
rights are enforced so that all students are able to fully participate in 
programs and activities offered throughout the College. The purpose 
of this service is not to create advantages for students with disabilities, 
but to eliminate any competitive disadvantages that may exist. 
Students with disabilities have equal access to all College programs. 
This ensures that all students are able to fully participate in programs 
and activities offered throughout the College.

Under the aforementioned disability acts, a disability is defined as 
“a mental or physical impairment which substantially limits one or 
more major life activities.” Hence, learning is an example of a major 
life activity and if a student has any mental or physical condition 
which substantially limits her/him, she/he may have a legally defined 
disability.

According to Section 504 of the Rehabilitation Act of 1973, 
“substantially limiting” is defined as being unable to perform a major 
life activity or being significantly restricted as to the condition, manner, 
or duration under which a major life activity can be performed, 
in comparison to the average person or most people. A major life 
activity includes such things as caring for oneself, performing manual 
tasks, walking, seeing, hearing, speaking, breathing, learning, and 
working.

Students with disabilities are expected to attend regular College 
classes and must meet the standards of their course requirements in 
their degree programs to ensure the level of the quality education 
expected of all graduates of LIM College. Students must be able 
to function independently and are responsible for informing the 
College of their needs. Though parents may want to advocate 
for their children, students who are 18 years or older are legally 
recognized as adults. Hence, the student is responsible for her/his own 
accommodation requests and disability-related decisions. However, 
students are encouraged to have an open dialogue with their parents 
and to utilize parental support.

Accessing Services

Students with disabilities are encouraged to self-identify as soon as 
they enroll in the College. Students seeking accommodations must:

1. meet with the Office of Disability Services to discuss their disability 
and needs;

2. provide all requested documentation regarding the disability;
3. sign a consent allowing LIM College to inform professors and 

administration of the student’s issue(s), and to obtain medical 
and/or mental health records, and to discuss your medical and/or 
mental health history with your medical/mental health providers.
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Documentation Needed

Acceptable documentation must be from a qualified medical/mental 
health provider and/or a qualified evaluator (e.g. a psychologist) who 
is treating or has assessed you. LIM College will accept an IEP and/
or a 504 plan, but these are not considered evaluations so some of 
the accommodations contained in those documents may not be 
provided. Moreover, LIM College may require more recent or different 
evaluative documents. Students will be asked to submit at least the 
following:

• Signed consent for release of medical and/or mental health 
records and information

• Disability Verification form completed by a licensed and qualified 
medical/mental health provider

• Psychoeducational Assessment and/or IEP and/or 504 plan and/or 
a medical report from a provider regarding learning disabilities

• documentation must be current (no more than 3 years old)
• the specific diagnosis or diagnoses constituting the disability(ies)
• the medical and/or educational history related to the disability(ies)
• the level of severity of the condition including a description of the 

range for the disability in general
• the length of time the student has had and been diagnosed 

with the disability(ies) and any changes in severity since initial 
diagnosis

• any current medications and treatment
• any functional limitations due to the disability(ies)
• recommended academic and/or physical accommodations
• anticipated length of disability

Students have the right to keep their medical and/or mental health 
history confidential. 

LIM College’s consideration of potential accommodations is based 
on the student’s particular disabilities and on the student’s individual 
needs. LIM College will review the documentation provided by the 
student and will discuss with the student, what, if any, reasonable 
accommodations may be provided.

Please note that the Counseling Office does not offer disability 
evaluation or testing, personal expenses, attendants, or readers. 
Referrals for testing sites and medical/mental health doctors can be 
given.

Crime Awareness And Campus Security Act P.l. 101-542 and The Drug-Free 
Schools And Communities Amendment P.l. 101-226
LIM College’s policy statements, procedures and reports follow:

A. Any criminal activities observed by any student or staff member 
at or in the immediate vicinity of LIM College must be reported 
immediately to the Director of Facilities, who is the chief campus 
security officer. Emergencies other than criminal activities (injury, 
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fire, flood as examples) must also be reported immediately 
to this same person. If the incident is sexual assault, abuse or 
harassment, it must be reported to either the Title IX Officer or the 
Vice President for Student Development. If neither of these officers 
are available, students and staff must report any incident to any 
senior administrative person.

	 Reports, where appropriate, of any instances of crime or other 
emergencies on College premises will be made promptly by the 
College security officer to the New York City Police Department 
(NYPD), fire department and other appropriate external agencies.

B. It is the policy of the College to deny access to the premises to 
all unauthorized personnel and to restrict occupancy by our 
College community to those times during which the buildings are 
open and security practices can be followed. At 53rd Street (The 
Townhouse), entrance can only be made through the main front 
door and all people entering College premises must pass the 
front desk security guard. Unauthorized entrants are challenged 
at this point and barred from proceeding beyond. Corridors are 
patrolled at random by the building superintendent. Emergency 
exits are locked, operable only by internal panic bars. After 
regular business hours, a security guard is on duty at the main 
entrance until 9:00 p.m., at which time the building is secured - 
no staff or students are permitted to remain thereafter. A motion 
sensor alarm system is activated at that time. At 54th Street (The 
Center for Career Development), entrance can only be made 
through the main front door and all people entering must pass 
the lobby attendant. Unauthorized entrants are challenged at this 
point and barred from proceeding beyond. Elevator and stairwell 
access is restricted by the use of a College ID swipe card security 
system and a security guard is on duty at the entrance to The 
Center for Career Development. At 45th Street (Maxwell Hall) and 
the Fifth Avenue campus, entrance can only be made through 
an LIM College community doorway. Entrance is restricted by 
the use of a College ID swipe card security system and security 
guards are stationed at the entrance. 

C. Given the small size of the College, the nature of the NYPD, and 
the fact that no major crimes have occurred at LIM College, the 
College does not have an ongoing relationship with the police. 
This same small size, with an atmosphere of personal relationships 
between students and staff, fosters reporting of all problems to 
appropriate people. Indeed, even reporting to someone other 
than the right person will help ensure immediate action.

D. During orientation for new students, students are informed of 
proper procedures and instructions as to precautions they should 
take both on campus (such as not leaving a purse unattended) 
as well as traveling to and from the College. They also have 
had explained to them their personal responsibility for their own 
security and the security of others. Students are encouraged to 
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report the presence of any stranger in the buildings to any faculty 
or administrative staff.

E. Crime prevention is handled as described above on security 
procedures.

F. Crime Statistics: For the academic years 2005-2008 no crimes of 
any kind have been reported on LIM College’s main campus (This 
does not include LIM College Housing and Residence Life statistics, 
which are available in the Residence Life Handbook). The report 
on the specified categories of crimes follows:

	 Crime ·············································································· Occurrences

	 I. murder ······························································································ 0

	 II. rape ································································································· 0

	 III. robbery ··························································································· 0

	 IV. aggravated assault ······································································ 0

	 V. burglary, and ················································································· 0

	 VI. motor vehicle theft ······································································· 0

G. Since LIM College has no off-campus student organizations, we 
do not monitor local police agencies for incidents of off-campus 
crime.

H. There have been no arrests of the LIM College Drug-Free Campus 
and Alcohol Abuse Policy on LIM College’s main campus (This 
does not include LIM College Housing and Residence Life 
statistics, which are available in the Residence Life Handbook) in 
the past three years (as in F preceding) for any of the following 
crimes:

	 Crime ··························································································Arrests

	 I. liquor law violations ········································································· 0

	 II. drug abuse violations, and ··························································· 0

	 III. weapons possession ······································································ 0

I. Possession, use, and sale of alcoholic beverages and drugs of any 
kind (other than prescription medication) are governed by the 
Student Code of Conduct.
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Student Code Of 
Conduct

PREAMBLE
Admission to LIM College carries with it the expectation that students 
will conduct themselves as responsible members of the LIM College 
community and in a professional manner while representing LIM 
College. This includes an expectation that students will obey all 
applicable laws; will comply with rules and regulations of LIM College; 
will maintain a high standard of integrity and honesty; will respect the 
rights, privileges and property of LIM College and members of the 
LIM College community.  Students will not interfere with legitimate 
LIM College affairs and are expected to be respectful at all times to 
members of the LIM College community, guests and vendors of LIM 
College.

LIM College may take appropriate disciplinary action as outlined 
in this policy when a student’s conduct violates any section of the 
Student Code of Conduct or other LIM College policies.  This Code 
covers inappropriate or unprofessional behavior at LIM College 
sponsored events and programs, in the classroom, on the internet, 
in LIM College facilities, in LIM College student housing, or while 
participating in internships, study abroad or exchange programs.  
Further, this Code covers student behavior that is determined to 
interfere with the College’s educational responsibilities, its subsidiary 
responsibilities, or with the health and/or the safety of members of the 
LIM College community, guests or vendors.

The responsibility and commitment to secure and to respect general 
conditions conducive to the freedom to learn and self-development 
is shared by the students, faculty and staff at LIM College. 

PURPOSE
The Student Code of Conduct provides a framework of standard 
acceptable behavior for students at LIM College.  It is set forth to give 
students general notice of prohibited conduct and their rights and 
responsibilities where a violation of this Code has been committed.  
This Code should not be regarded as an exhaustive definition 
of misconduct.  Students are responsible for understanding and 
complying with both the letter and spirit of this Code.   

PROCEDURAL STANDARDS IN DISCIPLINARY PROCEEDINGS
1.	 Preponderance of the Evidence: 
	 Burden of proof will be established by preponderance of the 

evidence under this Code in all formal proceedings except 
appeals.
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2.	 Discipline: 
	 Discipline for infractions of the Code of Conduct is intended to 

ensure procedural fairness to an accused student. Disciplinary 
procedures may vary in formality depending on the severity of 
the offense and the potential sanctions that may be imposed. LIM 
College will adhere to procedural fairness by requiring that in all 
situations the student be informed of the nature of the complaint 
against him or her, and that he or she be given a fair opportunity 
to refute them.

3.	 Violations of Law: 
	 A student may be accountable under the College’s disciplinary 

proceedings described here and also by law enforcement 
authorities.  If a student is the subject of a drug related arrest, 
regardless if the student’s arrest was associated with their LIM 
College attendance, he/she must notify the College, in writing, 
within 48 hours. If the violation of law occurs on LIM College 
property or at an LIM College sponsored program or event, the 
College may institute its own proceedings against the offender 
and, in addition, will refer the violation to the appropriate law 
enforcement authorities for disposition.

SECTION I. DEFINITIONS
1.	 LIM College:  
	 LIM College may be referred to as the College, LIM, or Laboratory 

Institute of Merchandising. 
2.	 LIM College Community: 
	 The term LIM College community includes, but is not limited 

to, any person who is a faculty, staff, student or any person 
employed or contracted by LIM College or visiting the College.  
LIM College community also includes those associated in LIM 
College sponsored internships, study abroad, work projects, and 
other placements.

3.	 Appellate Body – The term “appellate body” means any person, 
persons, or committee authorized by the President or designee 
to consider an appeal from a judicial body’s determination 
that a student or organization has violated the Student Code of 
Conduct or from the sanctions imposed by the judicial body.

4.	 Clear and Convincing:						    
Conforming to or being the standard of proof which must show 
that the truth of the allegations is highly probable.

5.	 Code:  
	 Refers to the Student Code of Conduct, and may also be 

referred to as the LIM College Student Code of Conduct, or the 
LIM College Student Code, or the Student Code.  LIM College’s 
Academic Integrity Policy, housing policies and procedures, and 
Computer Use Policy are also incorporated into the Code.
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6.	 College Official: 
	 Refers to any administrator, instructor, faculty (full-time or adjunct), 

staff member or other LIM College employee or agent with 
authority to act on behalf of the College.

7.	 College Premises or College Campus:
	 Includes all building, land, facilities, vehicles, and other property in 

possession of or used by LIM College, meaning all areas, owned, 
used, leased, or controlled by LIM College, including adjacent 
streets, sidewalks and floors,  including The 1760 Third Avenue 
Residence, and the location at which any College sponsored 
event takes place domestic or abroad.

8.	 Complainant:  
	 A person, persons, or organizations filing a complaint or incident 

report in which an alleged violation of the Code has occurred.
9.	 College Sponsored Activity:
	 Any activity on or off College premises which is initiated, funded, 

rented, aided, authorized or supervised by LIM College. This 
includes, but is not limited to, Co-ops, Work Projects, internships, 
study abroad and exchange programs, and events taking place 
in The 1760 Third Avenue Residence.

10. Disciplinary File:
	 A file held by the College containing formal written records of a 

student disciplinary record while at LIM.  With the exception of 
cases of expulsion, the file will be destroyed seven (7) years after 
the student has severed his/her relationship with LIM College.

11. Judicial Hearing Body: 
	 Refers to the judicial hearing officer or Disciplinary Hearing Board 

(DHB).
12. Judicial Hearing Officer or Hearing Officer: 
	 Refers to anyone who has been designated by the College 

to hear, adjudicate or mediate student disciplinary cases.  
This includes, but is not limited to, the Senior Vice President 
for Academic and Student Affairs, Vice President for Student 
Development, Associate Vice President for Student Affairs, 
Associate Dean for Student Affairs, Associate Dean of Student 
Academic Affairs, Director of Housing and their designees.   

13. Preponderance of the Evidence:
	 The standard of proof that the evidence is more credible and 

convincing than that presented by the other party or which shows 
that the fact to be proven is more probable than not.

14. Respondent:  
	 Refers to the person, persons or organizations who are responding 

to a complaint or incident report that an alleged violation of the 
Code has occurred.
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15. Student: 
	 The term “student” includes any person who: 1) has accepted 

and registered as a student of LIM College, but has not yet 
graduated or officially transferred to another institution; or 2) is 
taking courses at the institution whether full-time or part-time, 
pursuing undergraduate, professional, or distance learning 
courses whether matriculated or not.  This Code of Conduct 
does not cover the LIM College graduate school and continuing 
education students.  Graduate and continuing education 
students are covered under a separate Code of Conduct.

16. Student Organization: 
	 The term “student organization” means any number of persons 

or group who are currently registered or recognized by an official 
LIM College department, program or office, including, but not 
limited to student clubs, sports clubs, honor societies, intramural 
teams, and Greek letter organizations.

17. Expulsion: 
	 The permanent separation of a student from LIM College. 

Students expelled from LIM College are not permitted to register 
for classes or be on the College premises at any time, for any 
reason without expressed written permission by the Chief Student 
Affairs or Chief Academic Affairs officer or their designee.  
Students who are expelled from the College are not eligible for 
re-admission to any LIM College program or school.

18. Illegal and Controlled Substances: 
	 As defined in New York Public Health Law §3306.
19. Reprimand:   
	 A formal oral or written finding explaining the violation(s) and 

expectations regarding future behavior, which is placed in the 
student’s judicial file. A reprimand may be included in either the 
formal or informal processes as described in this Code.

20. Residential Suspension or Expulsion:				  
An action that excludes (separates) a student from College 
sponsored housing permanently or for the period of the residential 
suspension.   

21. Suspension:   							     
An action that excludes (separates) a student from the College 
and/or College sponsored activities for a specified period of time. 
Suspended students are not permitted to register for classes or 
be on College premises or participate in College activities on or 
off campus for the period of the suspension. Conditions for the 
student’s return may be established by the Disciplinary Hearing 
Board, Administrative Hearing Officer or College President as 
they deem appropriate.  Any student or former student who 
has not officially completed a course of study at LIM College, 
who is convicted of a felony in a Court of Law, can be subject 
to suspension or expulsion from LIM College pending a formal 
disciplinary hearing as per this Code.  
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SECTION II. JURISDICTION 
This Code covers violations that occur on the LIM College campus.  
This code also covers violations that do not occur on the LIM College 
campus when the conduct adversely affects the LIM College 
community or the LIM College reputation. For violations that do not 
occur on LIM College property, action will be considered if College 
Officials decide that institutional interests are involved. Disciplinary 
action may be taken by LIM College for any act constituting a 
violation of the federal, state or city law or regulations when the act is 
believed to be contrary to LIM College’s interests, including acts that 
threaten the lives, health, safety, property reputation or academic 
success of the LIM College community.  LIM College students and/
or student organizations will be held responsible for the actions of 
their guests under this Code. Approved constitutions or charters 
governing organizational behavior may be subject to dual action 
under this Code and the constitution or charter of the organization, 
depending on the alleged violation. The Chief Student Affairs officer 
of the institution (or their designee) will make a determination 
which document prevails. Students and student organizations will 
be considered for disciplinary action under this Code whenever it is 
alleged that their conduct may be in violation of the Student Code of 
Conduct. 

SECTION III. STANDARDS & OFFENSES
All LIM College students are required to familiarize themselves with, 

as well as to conform to, College rules and regulations governing 
personal conduct on campus. The following represents conduct 
that may lead to disciplinary action. This list is not exclusive.

1.	 Academic Integrity: 
Includes, but is not limited to, cheating, plagiarizing (including 
electronic plagiarism), or aiding and abetting another person in 
cheating or plagiarizing.  Academic Integrity is covered under 
the LIM College Academic Integrity Policy.  The Academic 
Integrity Policy including procedures for violation of the policy 
and sanctions can be found at http://www.limcollege.edu/
academics/3902.aspx#Academic_Probation.

2.	 Professionalism and Respect Towards Others: 
Students must refer to all faculty and staff by their appropriate 
title followed by their last name. Examples of such titles are 
President, Vice President, Dean, Dr., Professor, Mr. and Ms. 
Students should not refer to any staff or faculty member by his/
her first name unless specifically requested by the individual staff 
or faculty member.  In addition, failing to act in a professional and 
respectful manner to a member or members of the LIM College 
community is a violation of this Code.
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3.	 Alcoholic Beverages, Illegal and Controlled Substances: 
	 Using, selling, sharing or possessing alcoholic beverages, or illegal 

or controlled substances or being under the influence of alcohol 
or illegal or controlled substances on College premises or at 
College sponsored activities is prohibited.  

	 Alcohol consumption is allowed by students of legal age at LIM 
College sponsored events and College sponsored activities 
where pre-approved by the College.  However, inappropriate 
or excessive alcohol consumption is not acceptable and the 
College, at its discretion for students of any age, may enforce 
a “no alcohol for students” policy at any given event without 
advance notice or warning.

4.	 Breach of campus safety:
	 Refers to a breach of campus safety and security, inappropriate 

equipment use, and obstruction of College operations. This 
includes any unauthorized taking, use of, or entry onto College 
property, premises, equipment or services.

5.	 Unauthorized use or possession of any member of the LIM College 
community’s property.  

6.	 Unauthorized use or of the LIM College name.
7.	 College clubs and organizations:
	 Any College approved or unapproved organization or club 

violating College regulations concerning student organizations 
and clubs, the misuse of College facilities, name, supplies, 
materials, or the time, place and manner of public expression 
including, but not limited to, membership, participation in, or 
support of student organizations explicitly prohibited by the 
College are in violation of this Code.

8.	 Complicity:
	 Defined as aiding, abetting, attempting, conspiring, hiring, willfully 

encouraging or being an accessory to any violation of the LIM 
College Code of Conduct, or any federal, state or local law or 
regulation.

9.	 Computer Use:
	 Any violation of the LIM College Computer Use Policy.  The LIM 

College Computer Use Policy and associated sanctions for 
violations may be found in the Student Handbook.  Students 
found in violation of the LIM College Computer Use Policy may be 
adjudicated under this Code, the Computer Use Policy or both.

10. Disorderly Conduct:
	 Activity that interferes with or obstructs the College’s academic 

or non-academic activities, systems, or services. 
11. Dress and Appearance:
	 Students are expected to be neat and clean and to exercise 

good judgment in their appearance pursuant to the College’s 
professional setting.   For some classes, internships, trips, etc., 
specific dress codes may be instituted, and failure to abide by 
those dress codes and expectations is a violation of the Code.
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12. Failure to Comply with the directives of a College Official or to 
the health or safety procedures or directives by an LIM College, 
Federal, State or Local official.

13. False Information:
	 Furnishing false information, forging, unauthorized altering or 

misusing of any document, record or instrument of identification, 
or withholding information from the College; deliberate 
disobedience or resistance, including failing to identify oneself 
upon request to College Officials; failing to show proper 
identification upon request, and falsely claiming to represent the 
College or a student organization or club.

14. Gambling:
	 Wagering on College premises for money or other things of value, 

except where permitted by law, is prohibited.
15. Harassment physical, sexual, violent, and/or threatening behavior 

including hazing:
	 Harassment includes but it not limited to, personally belittling 

another on the basis of age, sex, race, color, disability, religion, 
sexual orientation, gender identification, national/ethnic origin 
or economic status. Use of verbal, physical, written, electronic, 
or other means of communication to intimidate, harass, stalk, 
coerce, or interfere with the rights of other members of the 
College community. Threatening physical abuse or verbally 
abusing or endangering the health or safety of another person. 
Unwelcome sexual threats, demands, advances, requests for 
sexual favors and other verbal or physical conduct of a sexual 
nature regardless of the sex of the person at whom such conduct 
is directed.

16. Infringement of copyright or trademark laws.
17. Misuse of Housing Services:
	 Students living in or visiting LIM College housing facilities are 

bound by the rules and regulations outlined in the annual housing 
agreement, Educational Housing Services (EHS) housing policies 
and procedures, and the Housing and Residence Life Handbook.

18. Non-compliance:
	 Violation of other College policies and procedures are 

incorporated within this Code even if not specifically mentioned.  
For policies and procedures that have their own disciplinary 
procedures, the College, at its sole discretion, may choose to 
take action under either or both the Code and the individual 
policy or procedure.  
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19. Possession of Weapons:
	 Possessing or using unauthorized firearms or other weapons 

on College controlled property. “Weapon” is broadly defined 
to include, but is not limited to, all firearms, including BB guns, 
knives, explosives, toys that resemble weapons, explosive fuels, 
dangerous chemicals, billy clubs and fireworks or any object that 
is intended to or is used in such a manner that it could hurt or 
harm a person or destroy property.

20. Solicitation:
	 Distributing advertisements, samples and engaging in direct sales 

or donations on College property or at College sponsored events 
without prior written authorization by the appropriate College 
Official or posting or littering the College with posters, flyers, 
or brochures on campus.  Credit Card and loan solicitation is 
prohibited on the LIM College campus at all times.  Solicitation of 
other banking information must be pre-approved in writing by the 
College.

21. Terms of Sanctions:
	 Violating the terms of the sanctions imposed for prior Code 

offense.
22. Tobacco Products:
	 Smoking is not allowed anywhere on the College premises, 

including the front entrances or at any College sponsored 
activities.

SECTION IV. IMMEDIATE & INTERIM 
DISCIPLINE

1.	 Interim and emergency suspension:
	 In situations where there is reasonable cause to believe a 

student’s alleged behavior, conduct and/or continued presence 
at the institution poses a danger to the health, safety, or 
general welfare of  him/herself, others, the campus community, 
property,  or continuation of normal LIM College functions, the 
Associate Vice President for Student Affairs or Vice President for 
Student Development or their designees, in concurrence with 
the Senior Vice President for Academic and Student Affairs or 
their designees, may temporarily restrict a student from specific 
LIM College facilities including residence halls, buildings and 
classrooms or temporarily suspend the student from LIM College 
for an interim period of time pending disciplinary proceedings.  

	 A student under interim suspension is not allowed on any LIM 
College Campus or property nor may he/he contact any LIM 
College student, faculty, administrator or employee without 
express permission of the Associate Vice President for Student 
Affairs or the Vice President for Student Development or their 
designee.  The student is entitled to an expedited disciplinary 
hearing as set forth in this Code to be commenced within five (5) 
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calendar (excluding LIM holidays) days of the interim suspension. 
The student may request an extension at the time of the hearing 
for good cause shown, but he/she will remain on interim 
suspension until a decision is rendered.

2.	 Removal from Classroom:
	 Immediate exclusion from the classroom may be invoked by the 

instructor or LIM College Official when the presence of the student 
in the class poses an immediate threat of harm to the student, 
to others, or to the continuation of normal classroom functions. 
Depending on the gravity of the violation, other agencies 
including law enforcement may be notified. Incidents must be 
reported to the Associate Vice President for Student Affairs, the 
Vice President for Student Development and/or the Assistant 
Dean for Student Academic Affairs as violations of the Student 
Code of Conduct.

SECTION V. INFORMAL DISCIPLINARY 
PROCEDURES

1.	 Reports of Violation with no incident report:
	 Upon receiving a complaint, report or learning of an alleged 

violation of the Student Code of Conduct or inappropriate 
behavior, a judicial hearing officer may choose to resolve 
the incident immediately or, where appropriate may request 
or create an incident report with regards to the incident.  
The resolution will be discussed between the administrator 
and student.  If no incident report is created, no formal 
documentation of the incident will be created.  

2.	 Report of Violation in which an incident report has been 
generated:

	 a.	� Informal Resolution When Student Admits to Violation of the 
Code:

		�  The hearing officer, with the agreement of the student, may 
choose to resolve the issue informally when the student has 
admitted responsibility for a violation of the Code. Upon 
concluding the investigation, and with agreement of the 
student, the hearing officer will create a written sanction letter.  
At discretion of the administrator the letter may or may not be 
placed in the student’s disciplinary file.  The hearing officer has 
the right to refer the violation of the Code to the DHB anytime 
prior to presenting the written sanction letter to the student.

	 b.	� Informal Resolution by Hearing Officer when Student Denies 
the Allegations

		�  If the student denies the allegations, and depending upon the 
severity of the allegations, the student may choose to have 
a hearing in front of the judicial hearing officer.   The judicial 
hearing officer, depending upon the severity and nature of 
the violation, may require the student to have the alleged 
violation adjudicated by the DHB, however the judicial 
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hearing officer may not require the student have the alleged 
violation adjudicated by the “Informal Resolution by Hearing 
Officer when Student Denies the Allegations” process.

		  i.	� Procedures for Informal Resolution by Hearing Officer when 
Student Denies the Allegations:

			   1.	� The Hearing Officer will establish a time to conduct the 
informal resolution meeting.

			   2.	� The student may bring written or visual evidence in 
support of his/her case.

			   3.	� The student will have the right to review (but not 
reproduce) all evidence in his/her disciplinary file 
pertaining to the alleged violation of the Code and all 
evidence the College intends to introduce.

			   4.	� The student will be given the right to present his/her 
case to the Judicial Hearing Officer.

			   5.	� The student may not be represented by counsel, an 
advisor, or any person.  A student with an approved 
LIM College accommodation under the ADA, may be 
accompanied by that individual to the hearing, but 
they may not represent the student.

			   6.	 No witnesses may be called.
			   7.	� A formal decision letter will be sent within 14 calendar 

days of completion of the informal resolution process.
			   8.	� If the student is found responsible, the student will have 

the right to appeal the decision as outlined in the 
“Appeal” section of this Code.

3.	 Formal Resolution by Disciplinary Hearing Board (DHB).  The 
following is the procedure for a Formal Resolution by the DHB:

	 a.	 Presentation of Code of Conduct Violations to the DHB:
		  i.	� A student who has allegedly violated the Code (the 

Respondent) and has been referred to the DHB shall have 
the right to:

			�   1.	� Receive written notification of the alleged violations 
within fourteen (14) calendar days of the referral of the 
alleged violation to the DHB.

			   2.	� The Respondent will be informed by the College of the 
date, time, and place of the hearing.

			   3.	� The Respondent will have the right to call witnesses to 
testify on his/her behalf (see section 5 below).

			   4.	� The Respondent will have the right to review the witness 
list to be called by the Complainant.

			   5.	� The Respondent is responsible for notifying and ensuring 
that any and all their witnesses are present at the 
hearing.  The failure to give timely notification may result 
in preclusion of the witness or witness’s testimony.

			   6.	� The Respondent must inform the DHB of any and all 
witnesses he/she intends to introduce at the hearing 
seven (7) calendar days before the hearing.  
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			   7.	� The Respondent has the right to be advised by one 
advisor.

				    a.	 The advisor may not be an attorney.
				    b.	� The advisor may not speak on behalf of the 

Respondent.
				    c.	 The advisor may not question witnesses.
			   8.	� The Respondent will have the right to question witnesses 

and review, but may not reproduce written, visual or 
oral evidence in the case.

			   9.	� A written decision will be made within fourteen (14) 
calendar days (excluding school holidays) following the 
conclusion of the hearing.

			   10.	�A right to appeal the decision is set forth in the Appeal 
section of this Code should the Respondent be found 
responsible of violating the Code.

		  ii.	� A student who has alleged a violation of the Code (the 
Complainant) shall have the right to call witnesses in 
support of the Complaint (see number 4 below):

			   1.	� Be informed of the date, time, and place of the hearing 
proceedings.

			   2.	� Have the right to call witnesses to testify on his/her 
behalf.

			   3.	� The Complainant is responsible for notifying and 
ensuring that any and all of their witnesses are present 
at the hearing.

			   4.	� The Complainant must inform the DHB of any and all 
witnesses he/she intends to introduce at the hearing at 
least seven (7) calendar days before the hearing.

			   5.	� The Complainant will have the right to review the 
witness list to be called by the Respondent.

			   6.	� The Complainant has the right to be advised by one 
advisor.

				    a.	 The advisor may not be an attorney.
				    b.	 The advisor may not speak on behalf of the student.
				    c.	 The advisor may not question witnesses.
			   7.	� The Complainant has the right to be informed of the 

outcome of the hearing (but not the sanction if the 
Respondent is found responsible) if a written request is 
presented to the Judicial Hearing Officer no more than 
fourteen (14) calendar days after the hearing date. 

4.	 Hearing before the DHB:
	 The DHB is composed of a minimum of one LIM College Staff 

member, one LIM College student, and one LIM College 
Faculty member.  A chair will be chosen at the time the board is 
convened. Hearings are closed to the public and all deliberations 
of the DHB are confidential. The DHB may limit the time of the 
hearing and the number of witnesses.  Character witnesses are 
not allowed; only witnesses with direct knowledge of the incident 
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in question may be called.  The DHB may call its own witnesses, 
request additional information from any source, or postpone the 
hearing, at any time prior to their official written decision being 
rendered.

	 If the Respondent and/or Complainant fails to attend the 
disciplinary hearing, the DHB may choose to conduct the hearing 
or postpone the hearing at their sole discretion.

5.	 Appeals:
	 If a Respondent is found responsible of a Code of Conduct 

violation by the judicial body, he/she may appeal the decision 
only on one or more of the following grounds:

	 (1)	� The judicial hearing body violated the procedures for the 
conduct of the hearing;

	 (2)	� The sanctions imposed were disproportionate to the offense 
for which the student was found responsible; or

	 (3)	� New information, that was not available and could not have 
been available at the time of the hearing has surfaced, the 
consideration of which would likely have resulted in a different 
conclusion or sanction. 

	 A Complainant does not have a right of appeal.
		  a.	 Burden of Proof:
			�   The burden of proof at the appellate level rests with the 

Respondent to show by clear and convincing evidence 
that an error has occurred during the disciplinary process 
or that new compelling information exists that did not exist 
at the time of the hearing.

		  b.	 Time Line for Appeals:
			�   Appeals, including a written statement of the reasons for 

the basis of the appeal, must be submitted to the appeals 
hearing officer noted in the decision letter no later than 
ten (10) calendar days of the date of the written decision 
of the judicial body. If the judicial body’s decision is not 
appealed within that time frame, that decision of the 
judicial body becomes final.

		  c.	� The Appellate Body has wide discretion to review the 
appeal and any issues it may think is relevant to the case, 
the appeal, or the student’s success at LIM College.  
This discretion includes but is not limited to, requesting 
additional information, question the student or witnesses, 
review the students disciplinary or academic file, review 
information that has come forward since the decision 
for the judicial hearing body, call for a new hearing, or 
change the sanctions or decision of the judicial hearing 
body.

		  d.	 The deliberations of the Appellate Body are confidential.
		  e.	 The decision of the Appellate Body will be final. 
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SECTION VI. SANCTIONS ADMINISTERED BY A 
JUDICIAL BODY

1.	 Oral Reprimand:
	 A reprimand without the student having a right to a disciplinary 

hearing or appeal.   Future violations of the Code may result in 
more severe disciplinary action.

2.	 Written Reprimand:
	 The student/respondent is issued a formal written reprimand of 

his/her violation of the Student Code of Conduct.  The written 
reprimand will be placed in the student disciplinary file at the 
discretion of the judicial hearing officer. 

3.	 Disciplinary Probation:
	 A reprimand with the added condition that, if the student is 

found responsible of a future violation of the College’s Code of 
Conduct during a specified probationary period or while enrolled 
as a student at LIM College, the College may, within its discretion, 
suspend or expel the student.

4.	 Disciplinary Suspension:
	 Suspension from the College for a specified period of time. 

Upon completion of the period of suspension, the student will be 
considered for re-admittance in accordance with the academic 
admission standards that are in effect.

5.  Financial Restitution:
	 Compensation for loss, damages, or injury to, or misappropriation 

of College property or the property of members or of visitors to 
the College.

6.	 Alternative Sanctions:
	 Additional or alternate sanctions, including, but not limited 

to, restrictions on participation or granted privileges in certain 
College activities, oral or written apologies, attendance at 
counseling sessions, participation in College or community 
service, etc.

7.	 Psychological Assessment by the LIM College Counseling & 
Wellness Services Office.

8.	 Expulsion:  
	 Permanent removal from LIM College.
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The LIM College 
Alumni Association is 

for current students as 
well as graduates.

It’s not too  
early to join the fun:

	 • �Professional Development 
Workshops and mentoring

	 • ��Networking opportunities 
with LIM College graduates

	 • �Fun and exciting social 
events

Contact

Gail Nardin

Senior Director of Institutional Advancement

(212) 752-1530 ext. 265

gnardin@limcollege.edu


