HUNTER

BUSINESS SCHOOL

ADDENDUM TO STUDENT HANDBOOK

Student Code of Online Classroom Conduct & Professional Behavior

Attendance

1. Attendance policies required for regular in-school classes apply to online classes. Please refer to specific course
syllabi for details, as well as the school catalog which can be downloaded from our website:
https://2i0xgj19xwjp4exzwdlirn49-wpengine.netdna-ssl.com/wp-content/uploads/2021/11/HBS-Catalog-2021-
2022-7.13.2021-1.pdf

2. Even though no regular face-to-face classes are required in online courses, instructors can track your activities
online, will be taking daily attendance several times per class, and will maintain a detailed record of your
attendance which will affect your grade and perhaps continued participation in school.

Dress Code & Professional Behavior While Online
Students are expected to be respectful of the online classroom environment with suggested dress similar to regular
academic classes & the following online professional behaviors:
1. Dress Code
¢ Clothing that is appropriate for the virtual classroom: polo shirts, button-down shirts, blouses, t-shirts,
sweatshirts, or sleeveless dresses or shirts with straps no less than 3” wide.
¢ Clothing that is inappropriate for the online classroom: hats, shirts with offensive logos or messages,
ripped or torn clothing, pajamas, etc.
Follow all Hunter Business School acceptable use policies for technology resources.
. Be respectful of your classmates and teachers. Allow others to speak, invite others to share, and respect
others’ ideas.
4. Keep your image “live” during class sessions. It is important to make eye contact into your camera to
demonstrate your commitment to learning to your classmates and teacher.
Microphone Awareness
o Microphones are almost always on. Remember that your classmates and teacher can hear noises in your
environment such as dogs barking, family member conversations, TV sounds, whispering, chewing,
sneezing, tapping your pen or pencil, etc. so please keep distractions to a minimum or mute your
microphone. You should find a quiet place in your home to isolate yourself and be free from distraction.
6. Camera Awareness

¢ During periods of synchronous online classes, it is required that you be live on camera the entire time that the
class is in session. Instructors will be cognizant of your presence and are required to maintain an ongoing
record of your adherence to this policy. This is the only way instructors can verify your attendance and credit
you for the full time of the class. There will be consequences for violating this policy which can lead to
dismissal from the course and school.

o Although you may be on camera, taking classes while driving in your car, from bed, sitting in the back of an
Uber, or on the beach, etc. is not acceptable and you will not receive credit for those hours. Also, the use of
background visual effects to disguise your location is prohibited. We do understand that there may be
circumstances that result in you taking your online classes from an unusual location. If that this does happen, it
is necessary to notify your instructor so he or she can determine if hours will be accepted.

o If for some valid reason you must attend an online class or classes from another location such as a hotel room,
or another family member’s home, you must inform your instructor.

7. General Online Etiquette

e Avoid side conversations and multitasking.

e Save your meals and snacks for between your classes; eating during class is generally frowned upon and
being in an online classroom is no different.

o When in doubt, pretend you are in a traditional academic classroom and put your best “virtual’ foot
forward!
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Interactions with Faculty and Staff

1. Students should address all faculty and staff members as adults with the courtesy expected for education
professionals. Use both the appropriate title (Mr., Mrs., Ms., or Dr.) and last name only. No other form of address
is acceptable.

2. Students should phrase communications with faculty and staff politely and courteously appropriate for speaking to
adults. The tone of emails and phone conversations must be respectful.

3. Since our online environment is a learning environment, students should not use excessive “slang” or language that
they might use in other environments.

4. Students are not to use obscene, profane, threatening, or disrespectful language or images in any communications
with faculty and staff. These actions are prohibited.

5. Students must use their Hunter Business School email address only in this educational environment. If profile
pictures are used it should be a headshot of the student only and may not be offensive or inappropriate in any
manner.

Interactions with Other Online Classmates

1. All communications with other online students in any forum, course-related email, discussion post, etc., must be
polite, courteous, respectful, and be course-related.

2. The integrity and authenticity of student work is something that we take seriously and check using a variety of
technologies. Copying the work of others, allowing others to knowingly copy a student’s work, and/or misusing
content from the Internet could result in removal from our courses with a failing grade. Students are expected to
abide by the Academic Integrity Policy that is accepted as part of our institutional code of ethics.

3. Do not collaborate with other students (work with) on your assignments unless directed to do so by your teacher.
Working together is useful in the traditional classroom, but it is not permitted in our online environment without
specific teacher instructions to do so.

4. No one other than the student may log into a student account and complete coursework on behalf of the student.

5. Students are not to use obscene, profane, threatening, or disrespectful language or images in any communications
with other students.

Appropriate Use of the Internet
1. Students are subject to all local, state, and federal laws governing the Internet and will be subject to disciplinary
action that may result in removal from a course(s) and school if violated.
2. Protect your privacy and that of others by:
o Not giving out personal information including full names or contact information.
¢ Only uploading or using images where you have permission from the people in those images.
o Not giving out your password(s).
o At no time is it acceptable to record your virtual class without permission including recording classes on any
device, i.e., cell phones, tablets, etc...
3. Protect and respect the hard work of others by:
¢ Only upload images, music, videos, or other digital content that is created by you or is not subject to copyright
and follow copyright procedures when using any digital content.
o Ask permission and cite sources.
4. Talk to your Instructor or another Hunter Business School Staff member if you:
o Need help online.
o Feel the welfare of others is being threatened by online activities.
o Come across websites that are not appropriate for your school or project.
o Feel uncomfortable by something someone writes or makes.

I have read this code of conduct carefully and understand the significance of these guidelines and agree to them fully.
I understand that any breach of these conditions may result in my removal from this online course entirely.

Date: Student Name:

Student Signature:
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