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Contact Information  
The Continuing Education (CE) office is located in room 118 across from the library. At least one CE staff member will be onsite during all class times, evening studio hours, and weekends.  
CE staff must be contacted:  
· any time a student does not show up for class 
· if you have concerns about a student 
· if there is an accident or medical emergency 
· if there is a Title IX violation 
· if you have a supplies issue 
Continuing Education Staff  
Dr. Crystal Johnson 
Assistant Vice President, Admissions and Continuing Education
216.421.7493  
cljohnson@cia.edu  
Megan Stanevich 
Associate Director of Continuing Education + Community Outreach  
216.421.7461
mestanevich@cia.edu  

Stephanie Lunka
Office Manager, Admissions + Continuing Education
216.421.7460
Snlunka@cia.edu

Public Safety
CIA Security: 216-421-7330  
UCI Police, non-emergency: 216-791-2444  
Residence Hall 
Hall Director at Uptown Residence Hall: (216) 701-9846  
Uptown Residence Hall address: 11421 Euclid Ave. Cleveland OH 44106  
CIA Academic Building: 11610 Euclid Ave. Cleveland OH 44106  
IT and Facilities 
Questions or issues can be addressed by submitting a support ticket at support@cia.edu. Key card access issues can be addressed with Marty Mondello-Hendren in the Facilities office, at mchendren@cia.edu or 216-421-7950. 

Classroom + Keycards  
CIA requires photo identification keycards for all Pre-College instructors. If you do not currently have a CIA photo ID card, you will be issued one for the program.  
To receive a photo ID keycard, CE faculty must submit a headshot photo and a copy of an official photo ID (such as a license or passport). More information on how to upload these requirements will be sent via email. IDs will be delivered to you during the Faculty Orientation. Keycards should be carried at all times for identification purposes, as well as to access building entrances and classroom spaces. If you are having any keycard access issues, please email Facilities Operations Coordinator, Marty Mondello-Hendren, at mchendren@cia.edu.
CIA will cover the cost of your initial photo ID keycard if you do not currently have one; If lost and replaced, the $25 cost will be the responsibility of the instructor. 
CE instructors should ensure that their classroom and supplies are set up to accommodate their work for the day. If something additional is needed in your classroom space, please let CE staff know or notify Facilities/CIA Security. 
Pre-College supplies are provided for students. CE will have a cart of requested supplies stored in your classroom. Additional general supplies are located in CE’s supply closet, room 204. 
If you will be teaching in a computer lab, please make sure you know your logins before your first class. Special requests and equipment must be requested using the Pre-College Instructor Form so that we can ensure your space is ready for the first day of class.  
Use of Institute Equipment, Facilities, & Resources: All resources, including but not limited to computer and electronic resources, studio space, telephones, and audio-visual equipment, provided to enable instructors to conduct their class on behalf of the Institute, are for Institute business use only. In addition, Institute licensed digital images and resources may not be used for teaching elsewhere or for any commercial or promotional activity (either given away or sold). Unauthorized use of Institute resources may lead to corrective action.  
CE instructors are granted access to check out materials from the library to aid in the instruction of your class. Library access will be granted one week before the scheduled class start date. However, instructors may not actually check-out library materials until the class has been confirmed to run. All library materials are due on the last day of class. Instructors are responsible for all late fees and or miscellaneous charges incurred through the library.

Pre-College Schedule 

All Pre-College classes run Monday through Friday for two weeks, with schedules as follows:  
· 9am-12pm: Class* (active class hours with faculty) 
· 1pm-4pm: Class* (active class hours with faculty) 
· 4-6pm: Dinner or Open Studio (students can work on class assignments) 
· 6pm-9pm: Evening Studio* (TA-supervised studio hours with students working on class assignments) 
Weekends also include required studio hours* and activities* 
· 1-4pm: Liberal Arts Program* (active class hours with faculty)
· 6-9pm Evening Studio* (TA-supervised studio hours with students working on class assignments) 
*Indicates required time for students 

	Session 1: Sunday July 5 - Friday July 17, 2026
	Session 2: Sunday July 19 - Friday July 31, 2026

	Animation
	Animation

	Augmented + Virtual Reality (AR/VR)
	Digital Painting

	Ceramics
	Game Design

	Creative Writing
	Glass Blowing

	Graphic Design
	Illustration

	Illustration
	Illustration II: Special Topics

	Life Sciences Illustration
	Jewelry + Metals

	Observational Drawing
	Painting

	Painting
	Painting II: Special Topics

	Photography
	Printmaking

	Sculpture Fabrication
	Product Design: Toys

	4-week classes: Sunday July 5 – Friday July 31

	Film Studies + Prop Design

	Mixed Methods Pre-College Sampler






Important Dates
Pre-College Session 1 
· Sunday, July 5 – Orientation 
· Friday, July 10 – Mid-term progress report due to students 
· Wednesday, July 15– Class recognitions due to CE 
· Friday, July 17 – Final Critiques + Exhibition 
· Friday, July 31– Final grades due to CE 
Pre-College Session 2  
· Sunday, July 19 – Orientation 
· Friday, July 24 – Mid-term progress report due to students 
· Wednesday, July 29 – Class recognitions due to CE 
· Friday, July 31 – Final Critiques + Exhibition 
· Friday, August 14 – Final grades due to CE 
 
Pre-College Orientation 
[bookmark: _Int_WUzBH47i]Instructors are required to attend the Sunday Orientation for each session they are teaching. That day, we will have a required Faculty Orientation and Title IX Training in room 321, and you will meet your students during breakout sessions in your individual classroom. For the breakout session, we ask that you prepare a short presentation with a class overview, a review of the syllabus, and time to answer any questions your students may have before class starts.  
Faculty Orientation Session
Session 1: Sunday, July 5
Session 2: Sunday, July 19
· 12 – 1pm Faculty + TA Orientation, room 321 (required for instructors) 
· 2:30 – 3pm Welcome Session + Student Orientation Presentation, PBL Theater  
· 3:15 – 4pm Breakout Sessions: Faculty Introductions + Class Overview, individual classroom (required for instructors)  
Life Drawing  
Each class will participate in a life drawing session once during the program, instead of a regular evening studio. Schedule is determined based on enrollment numbers and will be released to instructors at a later date.  Any student who waived the Life Drawing permission form will use that time as regular studio time, supervised by your TA. A list of waived students will be included with your class roster.  

Interactive Media Lab
Each class will visit the IML for one scheduled session during either the morning or afternoon class period. Students will have the opportunity to explore the space, use select equipment, watch a demonstration, and learn how IML resources can be integrated into their artistic practice. The visit will be supervised by both the instructor and a teaching assistant, with scheduling details shared prior to the start of the session. 
Midterm Grade Updates 
Session 1: Friday, July 10
Session 2: Friday, July 24
Midterm updates help students understand if they’re on track to pass the course. This also ensures that they aren’t surprised by the grade they earn at the end of the program. Examples of midterm messaging include: “At your current rate, you will receive this grade, here’s what you can do to improve,” and/or “Nice job so far, keep it up.” Please notify Dr. Crystal Johnson (cljohnson@cia.edu), if you feel a student is on track to fail the class.  	Comment by Megan Stanevich: Crystal or precollege email? 
Class Recognition + Photo delivered to CE department 
Session 1: Wednesday, July 15
 Session 2: Wednesday, July 29
Instructors are asked to reflect on the class as a group and write up a brief recognition/shout out to the group. Please send a group photo and comments to CE at precollege@cia.edu by the deadlines indicated above.
Final Critiques + Exhibition 
On the final day of each session, the students will participate in a final critique with their classmates.  There will also be an exhibition where they have an opportunity to showcase the work they’ve made during the program. Critiques of student work will take place in the morning (9am-12pm), followed by install for the exhibit in the afternoon (1-4pm). All student work going into the exhibition must be installed by 4:00pm that day.  
Each class will have a designated space to display work. Tacks, pins, clips and tape will be provided. Instructors and TAs should review with students how to professionally install artwork.  We strongly encourage faculty to stay through the exhibition to meet parents, celebrate students, and view the works from other classes! 
After the exhibition, students are responsible for taking down their work and packaging it to take home.  Boxes, tape, and packing materials will be provided.  
Exhibition Day Schedule: 
Session 1: Friday, July 17
 Session 2: Friday, July 31
· 9am - 12pm Class critiques  
· 12–1pm Lunch  
· 1 – 4pm Exhibition Installation  
· 4:30 – 5pm Scholarship + Recognition Award Ceremony in Peter B. Lewis Theater 
· 5 – 7pm Exhibition Opening  
· 7 – 8pm Exhibition Take-down  
Final Grades 
Session 1: Friday, July 31
Session 2: Friday, August 14 
Students attending Pre-College are eligible to earn three college credits for each session they attend.  These credits are awarded based on the completion of their class and the grade they receive.  Performance level will be assigned by the program instructors and indicated by a letter grade ranging from A to F. This grade should follow CIA’s standard grading policy, and is based on student participation, attendance, and completion of assigned projects. Please submit grades via email to the Continuing Education Office at precollege@cia.edu.  

Rubric
Instructors will assess student work using a grading rubric that will be provided at a later date. The rubric will outline clear criteria and performance expectations to support fair, consistent, and transparent evaluation across all courses.

Required Forms  
The following materials are required of all instructors (details outlined on the next pages)
· Syllabus (due April 3)
· Materials/Supply Form (due April 3)
· Pre-College 2026 Instructor Forms (due March 16)
· Room/IT Requests: Please let us know if you are teaching a class using CIA computers or equipment, or would like access to a lab/shop on specific days.
· Tech/Equipment Requests (optional): Let us know what items you need from CIA Equipment Checkout 
· TA Request: Each instructor will select two TAs to provide instructional and studio assistance.
· Model Request (optional): Courses using a live model require a model request with the exact dates and times you’d like the model, as well as any necessary details. Any instructor utilizing a model must also follow CIA's model policy, included in this document. 
· Field Trip Request (optional): This is for us to notify institutions of your visit and/or arrange for travel. Pre-College students will be pre-approved to travel with their instructor within the bounds of their predetermined “campus.” If possible, keep field trips limited to institutions within these bounds (See pg. 22 for campus boundaries). Please note, this is a request. CE does not guarantee a field trip’s approval/availability. CE will notify instructors of their trip’s approval before Pre-College begins.

Syllabus Guidelines 
It is essential for us to have a syllabus for the course you will be teaching. Apart from our own administrative and accreditation use, your syllabus is a fundamental provision for the students. We often receive phone calls from potential students requesting details about courses – your syllabus will better help us answer those questions and, hopefully, secure more students for your course.  A fillable PDF syllabus can be found here.
Syllabus Components:  
Course Name 
· Meeting Day and Times 
· Instructor Name(s) 
· Instructor Email(s) 
· Course Description (see your official course description on page 2) 
· Course Goals and Learning Objectives 
· Course Outline/Schedule (summary of your objectives for the day) 
· Class Date 
· Morning Session plans (9am-12pm) 
· Afternoon Session plans (1-4pm) 
· Evening studio time work/assignment plans (6-9pm) 
*Be sure to also plan to have work for students to do during the Saturday + Sunday Evening Studios from 6-9pm.
NOTE: Your class will participate in a Life Drawing session for one evening from 6-9pm instead of the regular evening studio. The exact date will be determined closer to the start of Pre-College and shared with you at that time.
The following CIA policies are included at the end of the syllabus template and must remain in your syllabus:
Attendance Policy:
It is required that you attend all sessions of the classes in which you are registered and to attend all associated studio hours. Your progress as an artist depends not only on completion of assignments but also on full participation in dialogue with studio and academic classes. Each faculty member has discretion in penalizing absences or tardiness. Three sessions of class absences may result in failure. A parent/guardian must notify the office of Continuing Education if you miss a class.  
Acts of Academic Dishonesty:  
No CIA student shall knowingly perform, attempt to perform, or assist another in performing any act of academic dishonesty, which includes cheating, plagiarism, fabrication or falsification, multiple submissions, complicity/unauthorized assistance, and lying/tampering/theft.

CIA Grade Descriptions and Grading Policy from the Student Handbook: 

Letter grades are a means by which the faculty member communicates his/her professional assessment of your performance. The primary purpose of assigning grades is to provide you with a realistic standard of reference by which you can measure your progress while enrolled at CIA.  
Letter grades have the following meaning:  
· A, A-: Work of consistently outstanding quality, which displays originality, and often goes beyond course requirements  
· B+, B, B-: Work of consistently good quality, demonstrating a high level of proficiency, knowledge and skills in all aspects of the course  
· C+, C, C-: Satisfactory work that meets the requirements of the course and conforms to the standards for graduation  
· D+, D, D-: Work deficient in concept or execution but acceptable for course credit  
· F: Work unacceptable for course credit and does not meet the standards for graduation  
Once you have completed your syllabus, please save it as a PDF or Word Doc and email to CE at precollege@cia.edu by April 2.	Comment by Megan Stanevich: run by Allison

Materials + Supplies  
All Pre-College course materials will be purchased in advance of the program by CE.

Faculty must submit a materials request list which can be completed using the Pre-College 2026 Supply Request Form.  Please try to remain as close to your allotted budget as possible when selecting your materials. Please note, all students will receive a sketchbook and portfolio, so you do not need to account for these items in your budget. 

Blick Art Materials Lists 
Any materials that can be purchased through Blick Art Materials should be purchased from Blick. When making your materials list, please list items with their Blick item number and specify how many to order per student.
Other Vendors 
If you are planning to request materials from other vendors, please choose from vendors that are already in CIA’s vendor system. If you have questions about a particular vendor, confer with the Business Office or Continuing Education Office.
CIA Store/Departmental Transfers 
Craft-based courses may use supplies stocked by their respective CIA department. Continuing Education will do a departmental transfer to pay for the materials. Please submit your list to CE and we will work with the department to ensure all materials are ready for your class.  
Continuing Education will not authorize any unexpected expense reports, purchase orders, or other reimbursements. If you need additional supplies, please communicate with the CE department so that we can order those supplies for you. 
Material + Supply requests must be submitted using the form above by March 1, 2026.
Working with Teaching Assistants (TAs)  
Every Pre-College class will have two TAs. TAs supervise evening studios and help during daytime class hours. Please consult with your department and look for TAs who are available during the summer and are responsible and trustworthy! CE can help you find TAs if you don’t already have students in mind – please let us know if you’d like to defer TA selection to CE. TA requests can be made using the Pre-College 2026 Instructor Form.
TAs will fill out time sheets via Paycor, and will be working under the following job description:  
As a Teaching Assistant (TA) for one of our Pre-College classes, your role is to aid the instructor with their lessons, and act as a resource and role model for the students. Please read the following guidelines before signing and returning to the Continuing Education office.  
· Be on time to class. Arrive promptly each day to the beginning of class, as well as to evening studio.
· Take attendance at the start of classes + studio and alert CE staff member on call of any missing students. 
· Manage evening studios: You will be the main supervisor during evening studio time as instructors will not be present. Studio time is used to continue working on projects, practice techniques, demos, etc. and is required for Pre-College students taking the course for credit. 
· Assist the instructor with demos, organizing/setting up supplies, communicating needs with CE office, field trips, etc.
· Manage technology and tools 
· For classes that are using items provided by CIA Equipment Checkout, the TA is responsible for assigning these to students, checking them in and out to students, and keeping staff and faculty updated on any damaged or missing items. 
· Interact with the students: Encourage them in their work, ask questions about what they're making, what their goals are, etc. You are a role model and a resource, and it benefits them to have instructors and TAs who are engaged. Imagine you are in their shoes and think about the interactions you'd like to have around your work and what supports would have encouraged you as a younger artist.  
· Please only access your phone for emergencies and submitting attendance. 
· Life Drawing: Once per session, students will participate in a Life Drawing session. TAs will be responsible for taking the class to Life Drawing and either remaining with that group or supporting students who do not have permission to participate in Life Drawing with their regular evening studio. 
· IML Trip: Scheduled TAs will accompany their class and instructor to the IML
· Help students traveling from out of state to prepare their work for shipment if necessary.
· Assist with the Exhibition: students will be responsible for installing their own work for the exhibition, with your help. Help them curate their spaces, teach them proper hanging techniques, etc.   

Working with High School Students   
While Pre-College is a college credit course, there are still many concessions we must make when having high school students live on campus.   
 
Field Trips: All Pre-College students agree to stay within CIA’s campus bounds. This includes Uptown and many of the University Circle museums. If possible, please contain field trips to walkable locations within the campus bounds.   

[image: ]

Life Drawing: Pre-College students and parents are required to sign a release to draw from a nude model. When you receive your class list, it will be noted if a student is not allowed to participate in Life Drawing. Students who don’t have permission to join Life Drawing will participate in open studio instead. 

Emergencies: CIA will have medical information on file for any medical issues of note that a student’s parent/guardian discloses. If a student in your class has a medical issue that you need to know about, you’ll be notified when you receive your roster of students. In a medical emergency that requires a 911 call, please also notify the Continuing Education office so we can prepare the necessary documents. 
Policy Statement on Procedures While Working With a Model  
Administrative Procedures 
1. Models may only be scheduled through the Model Coordinator. 
2. Additional time sheets for the models are available through the Model Coordinator. Model timesheets must be signed by the instructor at the conclusion of each session. Models are required to turn in time sheets bi-monthly to the Model Coordinator. 
3. Instructors must provide 7 days' notice to cancel a model session. The models are paid and the budget is charged for cancellations made fewer than 7 days prior to the original model request date. 
Classroom Procedures  
1. This policy statement must be posted on classroom walls where any model is part of the class procedure. 
a. Faculty must review the posted policy with students at the beginning of each session. If the policy posting is no longer on the wall, faculty should inform the Model Coordinator, who will arrange for its replacement. 

2. Students must respect the model's privacy while the model is disrobing. 

3. Models should be permitted to take breaks from poses every 20 minutes. 

4. No employee or student is to touch a model while he/she is posing at any time. If the pose needs to be adjusted, the model must be asked to make the appropriate change in pose. Faculty may suggest poses to the model, if needed. 

5. While the model is undressed, please refrain from making conversation with the model that is unrelated to classroom instruction, or making comments that are not directly related to posing instructions. 

6. Doors to classrooms must remain closed while a nude model is present. Tours by prospective students are not permitted to enter classrooms when a model is posing. 
7. Comments or other inappropriate student behavior toward models observed in class are a violation of student conduct rules and will result in disciplinary action. 

8. Faculty may NOT leave the room while a model is in the classroom. 

9. Cell phones are NOT permitted in classes with models. Cell phones are to be collected by faculty at the beginning of a class involving models and returned to students at the end of that class. 
a. Students may NOT take pictures or videos of models when they are disrobing or are undressed, either with cell phones or other photo-video equipment. Faculty are required to dismiss from class any student who violates this rule, and to report the student to Continuing Education for disciplinary infraction.  

b. It is the responsibility of the instructor to make a model aware through the model coordinator if any photo or video work involved in a class will use the model as a subject. The model must sign a consent form prior to a class meeting these conditions. 
c. In classes in which photo or video work involves models – nude or clothed – the restrictions of 12, 12a and 12b apply, as does the condition (12c) that no photo or video work can be done with the personal phone of a student. Faculty must provide department or school equipment for the class exercise and keep resulting class produced images in faculty files only for the duration of the session, after which the files must be secured in the studio department or destroyed. 

10. Any unauthorized personnel in classrooms while the model is posing should be reported by the instructor to the Securitas personnel 216-421-7331 (AM) or 216-421-7434 (PM). JMC 216-421- 7330(back door) 216-421-7331 (front door). 

A voicemail message or email must be left with the Model Coordinator as well: tel: 216-421-7942; email: akohoot@cia.edu. Security personnel should be in classrooms only if necessary. 

11. After consulting with all parties involved, the Model Coordinator will complete a Model Documentation Report for all incidents involving models. 
Model Coordinator:  
Andrea Kohoot  
Off. 216-421-7942 / Cell 216-320-9096  
akohoot@cia.edu  


Technology Information  
Computer Logins 
All CIA computers require login information. All Pre-College instructors and students will use the same login, based on which lab they are located in.  
Usernames are ce-m### followed by the classroom number (no spaces). For example; lab 203 username is ce-m203, lab 327i username is ce-m327i, etc.
Passwords for this summer will be provided prior to the start of Pre-College.
This information will also be posted in the classroom and should be shared with your students freely so that they can login to their computer.  
Using Adobe Software 
Instructors and students who plan to utilize Adobe software such as Photoshop will need to have an Adobe ID in order to access Adobe software (software is available on all CIA computers). It is free to get an Adobe ID log in and use Adobe software at CIA.  
To set up an free Adobe account:  
1. Go to adobe.com. 
2. Click Sign In on the upper right menu bar. 
3. Click Get an Adobe ID and fill in the Sign Up form. Follow instructions from there. 
If you already have a free Adobe account, you do not need to create a new one. You can use your current login credentials to access Adobe software on CIA computers.  
IT Help  
For computer, software, and projector issues, contact support@cia.edu or submit a support ticket at https://my.cia.edu/ICS/Technology/ to explain your issue. Please clarify that you are a CE Pre-College instructor and explain the issue fully. 
Please direct classroom printer issues to Josh Werling at the Digital Output Center: jwerling@cia.edu. 




Printing Instructions 
Printing in Computer Labs  
CIA labs are outfitted with color and black-and-white printing. In order to control print quantities and costs, students should email files to print to the instructor or TA.  
To print files in black and white from your computer lab:  
Files in black and white will print automatically when you click “Print.”  
To print files in color:  
1. Click “Print” on the file you want to print in color. 
2. Visit myCIA at my.cia.edu and select the “Technology” tab in the top menu bar. [image: ]
3. In the left-hand menu on the Technology page, select “Print Management”
[image: ]

4. You will be redirected to the PaperCut webpage. 
[image: ]
5. Log in to PaperCut using the CE credentials provided to you for your lab  (ex: ce-m205, Password) 
6. Once logged into PaperCut, you should see a list of your pending print job(s). 
7. Click “Release All” or individually select which files you would like to print. If the print job does not appear, click “Refresh Now” in the upper right-hand corner. 
Printing from the Digital Output Center (DOC)  
Instructors may submit wide format and high-quality photographic print jobs to the Digital Output Center in person (9am-12pm or 1-5pm, M-F) or through the online submission form at   https://my.cia.edu/ICS/Departments/Digital_Output_Center/Services/Wide_Format_Printing.jnz
 DOC printing instructions, including file-prep, will be included in the Faculty Binder you will receive during the Faculty Orientation.  
DOC Submission Deadlines  
Any classes that will utilize the DOC to print will need to submit their print jobs to Josh Werling by  12pm, Wednesday July 15 (for Session 1 classes) or 12pm, Wednesday, July 29 (for Session 2) in  order to have prints ready to pick up by 9am, on the last Friday of Pre-College Exhibition Day.  	Comment by Megan Stanevich: confirm w/josh

DOC Printing Budget  
When submitting prints to the Digital Output Center, please stick to a $10/student budget: this is approximately 15 tabloid-sized color laser prints or 5 square feet of poster prints.  

Student Printing
If any students want to print things outside of their regular coursework, they are responsible for submitting and paying on their own. Pre-College students will receive the CIA student rates during their time at CIA. 


Code of Conduct  

Cleveland Institute of Art  
Continuing Education Code of Conduct  
The Continuing Education Code of Conduct is intended to help instructors maintain an environment conducive to learning. If a student violates the Code of Conduct, CE may pursue actions to remedy and correct behavior or dismiss the student from class. Please keep CE staff aware of any developing issues or concerns related to students’ behavior.  
In order to provide students, visitors, and staff with an appropriate program environment, Cleveland Institute of Art’s (CIA) Continuing Education (CE) Department has adopted the following Code of Conduct:  
The Institute holds its students responsible for their actions, conduct, and any resulting consequences.  CE will not tolerate any conduct or behavior that is disruptive of its educational or other programs.  Students shall not engage in any conduct or behavior that: (1) threatens or endangers the health or  safety of any person on college-owned or college-controlled property; (2) is self-destructive or  threatening to the safety of the individual or other members of the Institute community; (3) obstructs or  disrupts teaching, research, administration, disciplinary procedures, or other activities, including its  public service events or other authorized activities of the college; or (4) is disrespectful of difference  either socially, ethnically, or with respect to race or sexual preference. CE has the sole right to determine whether conduct or behavior is in violation of its Code of Conduct.  
Some examples of unacceptable behavior included but are not limited to:  
· violation of any Institute, state or federal drug or alcohol laws or policies, or improper actions resulting from the use of alcoholic beverages or drugs; 
· sexual harassment, inappropriate touching, verbal abuse, physical violence or threat of physical violence; 
· disruptive behavior in class which undermines the instructor’s authority, or which interferes with other students’ ability to participate effectively; 
· theft of, damage to, or unauthorized use of college property, or the property of a member of the CIA community or campus visitor; 
· possession of any firearms, weapons, fireworks, explosives or ammunition, or abuse of flammable substances, on Institute property; 
· failure to comply with directions of CIA officials acting in performance of their duties. 
Violation of the above may result in sanctions including suspension or expulsion from CE classes, Pre-College, and/or CIA premises; forfeiture of tuition, fees, etc.; financial responsibility for any damage caused; and, in the case of a minor, parental notification and/or being sent home at the parent’s expense. CE maintains records of student conduct violations and having violations on file may result in a student being prohibited from participation in CE programs and events. 
Appeal Policy
Students found to have violated CE’s Conduct Policy may appeal their sanction in writing by emailing Dr. Crystal Johnson (cljohnson@cia.edu) with an explanation of their perspective on the incident AND what they feel is an appropriate replacement sanction. Dr. Johnson will review all appeals and arrange further discussion with the student. Dr. Johnson has the sole right to accept or deny an appeal. 

Cleveland Institute of Art Title IX Policy  
Title IX of the Education Act Amendments of 1972 (“Title IX”) prohibits discrimination on the basis of sex in educational programs or activities operated by recipients of Federal financial assistance.  
The Cleveland Institute of Art is committed to providing a learning, working and living environment that promotes personal integrity, civility, and mutual respect in an environment free of sexual misconduct and discrimination. Sexual violence is a form of sexual discrimination and violates an individual’s fundamental rights and personal dignity. The Cleveland Institute of Art regards sexual discrimination in all its forms to be a serious offense if practiced by students, faculty, or staff.  
The Institute does not discriminate on the basis of gender, gender identity, or sexual orientation in its educational programs or in any other activities sponsored by the Institute, as required by Title IX of the Education Act Amendments of 1972 and Title VII of the Civil Rights Act of 1968. Through its policies on sexual violence, the Institute supports everyone: male, female, gay, lesbian, bisexual, transgender, and questioning individuals. This non-discrimination policy extends to all applicants for admission to the Institute, as well as all students who are full- or part-time, matriculated for a degree or not, and visiting students.  
Any member of the CIA community who is told by about an incident of sexual violence is required to report that information to a Designated Reporting Officer:  

· Lisa Schumann, Associate Director of Human Resources and Title IX Coordinator for Faculty and Staff; JMC 416; 216.421.7405 and lschumann@cia.edu 
· April Woodward, Director of Title IX & Title IX Coordinator for Students; 216.421.7476 and alwoodward@cia.edu

Consent  
By definition, a person under the age of 18 is incapable of legally consenting to sexual activity. This includes the following activities:  
· Unwelcome behavior: an action that is not solicited or invited and is undesirable or offensive. 
· Coercion: unreasonable pressure for sexual activity. 
· Force: the use of physical violence or superior strength, and/or imposing on someone physically to gain sexual access. Force also includes threats, intimidation (implied threats), and coercion that overcome resistance or produce the appearance of consent. 
· Sexual harassment: any unwelcome verbal or non-verbal sexual advance, requests for sexual favors, other verbal or physical conduct of a sexual nature, and/or conduct directed at an individual(s) because of gender. 
· Sexual exploitation: occurs when an individual takes non-consensual, unjust, or abusive sexual advantage of another for his/her own advantage or benefit; or to benefit or advantage anyone other than the one being exploited; and that behavior does not otherwise constitute nonconsensual sexual contact, non-consensual sexual intercourse, or sexual harassment. 
· Sexual contact: any intentional sexual touching, with any object or body part, by a person upon another person.
· Stalking: repeated or obsessive unwanted attention directed toward an individual or group that is likely to cause alarm, fear, or substantial emotional distress. 
· Sexual intimidation: threatening another person with a sex act against them, stalking (including cyber stalking), and/or engaging in indecent exposure 

What should a victim of sexual violence do first?  
· Get to a safe place 
· Tell a trusted person about the incident 
· Call 911 or University Circle Police (216.791.1234) or Case Police (216.368.3333) and/or go directly to the emergency room at any local hospital for medical attention.  
The closest hospital to CIA’s facilities is: University Hospitals of CWRU, 11100 Euclid Avenue, 216.844.3722  
· It is important that physical evidence be preserved. Do not wash hands, shower or douche, urinate, consume liquids or food, brush hair or teeth, or change clothes immediately following the incident.  
· The victim can request an advocate or other support person during an examination at a hospital. An advocate is available from the Cleveland Rape Crisis Center (216.619.6192).
· The victim is not obligated to talk to the police, but the police will be called to the emergency room.  
· Making sure evidence is collected does not obligate the victim to pursue any action, but does leave all options open.  
· Hospitals are required to report felony crimes (rape is a felony crime) but if the victim is over 18, his/her name does not have to be disclosed.  

Is the report confidential? 
The Designated Reporting Officer who receives the report will make every effort to keep the report confidential to the extent possible and consistent with legal requirements and/or the requirement to investigate allegations and take action. A student may request that a report be kept confidential, and the Institute will consider such requests. Students should be aware, however, that honoring such requests may limit the Institute’s ability to fully investigate and respond to the report. The Institute will maintain reports in a secure manner.  
Will parents/guardians be notified?  
In some instances when there is a health or safety concern involving a student, the Institute may need to notify the parent or guardian. In making this decision, the desire of the victim will be considered along with the need to protect his/her safety and that of the campus community. If the person who experienced sexual assault is under the age of 18, or under 21 and physically or mentally impaired, the Designated Reporting Officer is required to report the assault to the appropriate social service agency or the police.  
Can a report of sexual violence be made to someone who is not required to take action as a result of the report?  
Yes, a conversation without the requirement of follow-up action can be had with a “Confidential Reporting Officer.” Confidential Reporting Officers provide advice, support, and guidance about how to manage the situation without instituting investigative action. These resources are not required to 
report allegations of sexual misconduct unless the reporter is in imminent danger. The report to this person remains confidential. Confidential Reporting Officers are licensed professionals and include:  
Mental health counselors, social workers, and medical professionals (doctors, nurses, and others with state licenses) who can be found at counseling centers, health centers, health care or social service agencies, hospitals, and clinics. While CIA does not have these professionals on its campus, they can be found at:  
· CWRU Student Health Services, 2145 Adelbert Rd., 216.368.2450 (available 24/7)
·  CWRU Counseling Services, Sears 201 on the Case campus, 216.368.5872 (available 24/7)
· CWRU Flora Stone Mather Center for Women (and men), 309 Thwing Center, 216.368.0985 (M-F 8:30-5:00) and ask for the Licensed Professional Health Advocate centerforwomen@case.edu 
· Cleveland Rape Crisis Center, 216.619.6192 (available 24/7) 
· The Domestic Violence Center, 216.391.4357(HELP) (available 24/7) 
Can a report of sexual violence be given anonymously?  
Yes, if the Institute receives an anonymous report of sexual assault, it will conduct an inquiry into the matter. An anonymous report may limit the Institute’s ability to conduct an effective inquiry and take action concerning the report.  

Do sexual assaults have to be reported to the police?  	Comment by Megan Stanevich: This whole section can be reviewed + revised:
Who can legally report? Asst. VP, Associate Director, Dean of Students, Title IX Director? Anyone else? Same goes for contacting a parent/guardian.

In the case of sexual violence against a child under 18, a report must be made to the police, and this report can only be made by the Assistant Vice President of Continuing Education. There is no question or option about this; it is a legal requirement. Remember, as stated above, a person under age 18 CANNOT give consent.  If you learn of a sexual assault, you must take the following actions:  
· Ensure that the child is safe 
· Have someone stay with the child as you call one of the following as available: 
· Assistant Vice President Continuing Education/Pre-College program, 216-421-7493  
· CIA Security at 216-421-7330 (when CIA building is open); 
· Hall Director at Uptown Residence Hall: (216) 701-9846 
· Do not have the child wash, change clothes, or urinate. Doing any of these may eliminate needed evidence. 
· Stay with the child until told to do otherwise by CE staff or police. No one but the Assistant Vice President is authorized to call a parent. 
Sexual violence may constitute a criminal act. A member of the police department has a responsibility to uphold and enforce the law even if the person reporting the violence does not want to participate in the process or make a complaint. If the person who has experienced sexual violence is under 18, a report must be made. For Pre-College students, that report can only be made. For Pre-College students, that report can only be made by the Assistant Vice President of Continuing Education. If the person who has experienced sexual violence is at a hospital, the emergency room staff are required to report felony crimes to the police. If the victim is 18 or older, his/her name does not have to be disclosed.  
What happens after the Institute receives a report of sexual violence?  
The Designated Reporting Officer will promptly and thoroughly investigate any complaint or report of a violation of this policy and/or retaliation. A thorough investigation can, in some cases, take several weeks. The general investigation procedures will include a review of all applicable documents, an interview of the person making the complaint, an interview of the alleged violator, and interviews of additional witnesses. Other investigatory actions may also be taken. The Designated Reporting Officers may conduct a hearing. At the conclusion of the investigation and hearing, the Designated Reporting Officers will make a determination as to whether the policy has been violated and what actions are warranted. The Institute may take interim measures before the conclusion of an investigation if circumstances warrant. An appeals process is available.  
What if a false claim is made?  
A complaint or report that the Institute’s sexual violence policy has been violated is a serious matter.  Dishonest complaints or reports are also against our policy, and CIA will take appropriate action up to and including expulsion or termination if its investigation determines that deliberately dishonest and/or bad faith accusations have been made. Note that insufficient proof that sexual assault has occurred is not the same as a false allegation.  
What about retaliation?  
If anyone involved in the investigative process (complainant, respondent, witness) feels that he/she is experiencing retaliation, they should report that activity to a Designated Reporting Officer. The Institute will take action against anyone who retaliates, regardless of the outcome of the investigation.  
Definitions  
· Sexual violence refers to physical sexual acts perpetrated against a person’s will or where a person is incapable of giving consent due to the victim’s age, capacity, mental state, or use of drugs or alcohol. 
· Sexual violence includes rape, sexual assault, sexual battery, and sexual coercion. 
· Sexual harassment of students, which includes acts of sexual violence, is a form of prohibited sex discrimination, and is addressed in a separate policy. 
· Gender-based harassment, which may include acts of verbal, nonverbal, or physical aggression, intimidation, or hostility based on sex or sex-stereotyping, even if those acts do not involve conduct of a sexual nature, is also prohibited, and is addressed in a separate policy. 
· “Consent” is a critical factor in sexual assault. Consent must be given through a clearly expressed and mutually understood agreement for specific sexual behavior. The responsibility for obtaining consent lies with the person initiating the sexual act. Consensual sex is only possible when both parties are able to give consent. A person who is under age 18, is incapacitated by drugs and/or alcohol, unconscious, asleep, or mentally impaired CANNOT give consent. The threat of or use of violence, force, intimidation, or other coercion negates any previous consent or subsequent assumptions of consent. “No” means no.

CIA Security  
CIA Security is staffed 24/7 and can be reached at 216-421-7330 in the event of an emergency or non-emergency.  
Three security desks are on the first floor: Door A, Door B, and in the Southwest Lobby. Security is able to help instructors access the building and their classrooms in the case that their card does not work or they don’t have their card. Security is able to walk students or instructors to their car at night.  
In case of an emergency, call 911. 
CIA Security: 216-421-7330  
UCI Police, non-emergency: 216-791-2444  
CIA Academic Building: 11610 Euclid Ave. Cleveland OH 44106  

Injury Protocols 	Comment by Megan Stanevich: Review + update
All Pre-College instructors will have an emergency medical sheet that includes parent contact information.  
If a student is injured, but it is not an emergency:  
1. Instructors should call Dr. Crystal Johnson (Assistant Vice President CECO) 216-421-7493 (office) or 440-263-9222 (cell during non-office hours) to notify her of the injury. Assistant Vice President will contact the student’s parent(s). 
2. The instructor will be asked to fill out an incident report. 
If a student is injured and it is a medical emergency, instructor should follow these procedures:  
1. Instructor should call an ambulance. 
2. Instructors should call Dr. Crystal Johnson 216-421-7493 (office) or 440-263-9222 (cell during non office hours) to notify her of the injury. Assistant Vice President will contact the student’s parent(s). The instructor should also notify security personnel at Entrance A.
3. The instructor will be asked to fill out an incident report.

Emergency Evacuation Protocols  
In the event of an emergency involving required evacuation of the CIA building, instructors should take the following steps:  
1. Instructors will lead their students to the nearest exit. 
2. Instructors and their students should proceed to the checkpoint area, designated as Lot 74 outside of Entrance B. 
3. Instructors should immediately notify emergency personnel if they are missing a student. 
4. Instructors will be responsible for keeping their group of students together at the checkpoint area. No one should re-enter the building until the all clear is given by emergency personnel. 
Emergency Protocols Involving an Active Shooter 
In the event of an emergency involving an active shooter, instructors should take the following steps: 
1. Students/Instructors who are able to safely evacuate should exit the building as soon as possible. 
2. Students/Instructors who are unable to safely evacuate should close and barricade their classroom doors and potential points of entry. If there is another way to safely exit the building from the barricaded room such as through a window, students and instructors should evacuate using that method as soon as possible. Do not open doors for anyone. 
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