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Introduction 
Welcome to Southeastern Community College’s Criminal Justice Program. We hope 
you find your experiences rewarding and challenging. 

The Criminal Justice Handbook serves as a guide for all students enrolled in the 
Criminal Justice Program. It is a supplement to the Southeastern Community College 
Handbook and Catalog. All polices and regulations from the college handbook and 
catalog are to be observed in addition to those outlined in the following pages. 

Students with a criminal history of repeated irresponsible behavior, 
serious/aggravated misdemeanors or felonies are advised they will have extreme 
difficulty obtaining employment in the criminal justice field and will not be 
approved for internships. 

Criminal Justice Program Description 
This program is a combination of general education classes complemented with a 
criminal justice core. It is designed to enable students to enter the work force.  

Criminal Justice Program Objectives 
Southeastern Community College’s Criminal Justice Program is designed to empower 
students as critical thinkers, effective communicators, and competent writers on subject 
matters of crime and justice; to include:  (1) the nature, extent, and causation of crime; 
(2) the role of criminal law in the regulation of human conduct; (3) the philosophy, 
theory, policies, practices, processes, and reform of American correctional institutions at 
the federal, state, and local levels; and (4) the skills and methods in criminal justice 
research.  Graduates who have acquired these skills and knowledge and have been 
exposed to other relevant topics such as juvenile delinquency, ethical concerns for 
criminal justice practitioners, understanding of the appreciation for cultural and ethnic 
diversity, the connection between mental health and crime, drugs and crime, and the 
dynamics of gangs and violence, are prepared for transfer to a four year institution or 
entry –level positions in the field of criminal justice. 

Criminal Justice educators assume the role of facilitators and resource people who 
transmit knowledge, evaluate students and are role models. Educators enhance 
learning by creating a conducive environment and portraying a caring and supportive 
attitude.  
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Southeastern Community College Criminal Justice Program 
Ethical and Professional Conduct 

Codes of Ethics are specific to particular career fields. Southeastern Community 
College Criminal Justice Program has a general Code of Ethics for Criminal Justice 
students. 

Ethical and professional conduct means students will demonstrate the following: 

1. Assume responsibility for actively participating in the learning process for self 
2. Demonstrates preparedness for assignments 
3. Demonstrates attempts to alter behavior based on constructive feedback 
4. Honesty 
5. Uphold the law and have high morals in academic, professional and personal 

conduct. 
6. Guard the individual rights and personal dignity of others 
7. Demonstrate respect for the rights of others regardless of race, religion, sex, age 

or nationality 
8. Demonstrate empathy and personal emotional comfort in interactions with others 
9. Maintain confidentiality of others 
10. Adhere to all federal, state, and local laws regarding confidentiality and report 

information in specific circumstances to the appropriate authorities. 
11. Avoid drug or alcoholic beverage to the extent or in such manner as to be 

dangerous or injurious to self or others, or to the extent that such use impairs the 
ability of such person to conduct him or herself as a responsible student 

12. Topics of discussion may sometimes trigger different emotions in students. If you 
feel/I feel topics are becoming too intense for you, we will have a discussion on a 
referral to private services outside of SCC.  

13. In classes which personal information is shared, confidentiality will be upheld by 
all participants in the class. Breaking confidentiality may result in removal from the 
course. 
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Administrative Guideline 1013  
 
ADMINISTRATIVE GUIDELINE TYPE: General Administration  
 
ADMINISTRATIVE GUIDELINE TITLE: Drug Free Environment  
 
DEPARTMENT RESPONSIBLE:  
 
GUIDELINE STATEMENT OF PURPOSE:  
SCC shall take appropriate action, to the extent possible, to provide an educational and 
work environment free of drugs and other illegal substances. The manufacture, 
possession, use and/or distribution of illegal substances is forbidden on any College 
property or at any College sponsored activity.  
 
No employee, student, or visitor may appear on College property if, as a result of the 
use of drugs or other illegal substances, he/she cannot adequately perform normal 
functions or if he/she impedes the normal operation of the College. This shall not 
prohibit proper use of legally prescribed medication.  
 
Violation of this guideline by any student will be addressed as outlined in the Judicial 
Code of Conduct and Student Rights, and by local law enforcement when deemed 
necessary.  
 
Compliance with this guideline shall be a condition of employment. Any workplace-
related violation shall be reported to Human Resources and addressed per the 
employee disciplinary procedures. Prior to reinstatement of any employee so convicted, 
or as a condition of continuing employment, completion of a drug abuse assistance or 
rehabilitation program may be required.  
 
Violation of this guideline by a visitor to any College property or sponsored activity will 
be turned over to local law enforcement.  
 
Educational information on drug abuse shall be made available to employee and 
students. 
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Criminal Justice 
Associate of Applied Science Degree Requirements  
Fall Semester I  Lab Credit 
CRJ-100 Introduction to Criminal Justice 3 0 3 
CRJ-120 Introduction to Corrections 3 0 3 
ENG-105 Composition I 3 0 3 
CRJ 101  Ethics in Criminal Justice 3 0 3 
MAT 110 Math for Liberal Arts 3 0 3 
Online substitution for CRJ101 Ethics 
Is CRJ101 Ethics in CJ 
  15 0 15 
 
Spring Semester I 
CRJ-130 Criminal Law 3 0 3 
ENG-106 Composition II 3 0 3 
PSY-111 Introduction to Psychology 3 0 3 
SOC-240 Criminology 3 0 3 
CRJ 111 Police and Society 3 0 3 
Online Substitution for CRJ 111 Police  
And Society is CRJ118 Law Enforcement 
  15 0 15 
 
Fall Semester II 
CRJ-132 Constitutional Law 3 0 3 
CRJ-141 Criminal Investigation 3 0 3 
HUM-114 Multicultural Perspectives 3 0 3 
PSY-241 Abnormal Psychology 3 0 3 
SOC-230 Juvenile Delinquency 3 0 3 
CRJ 109 Theories of Interviewing 3 0 3 
Online Substitution for CRJ 132 Constitutional 
Law is CRJ 133 Criminal Procedure 
 
Online Substitution for CRJ 141 Criminal 18 0 18 
Investigation is CRJ 230 Evidence 
 
Online Substitution for HUM 114 Multicultural 
Perspectives is SOC 200 Minority Group Relations 
 
Spring Semester II 
CRJ-222 Correctional Treatment Methods or 3 0 3 
CRJ-932 Internship (0-12-3) 
POL-111 American National Government or 3 0 3 
POL-112 American State and Local Government 
SPC-112 Public Speaking 3 0 3 
BIO 105 Introductory Biology or 3 2 4 
ENV-111 Environmental Science or 
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SCI-123 Forensic Science 
CRJ 301  Intro to Homeland Security 3 0 3 
Online Substitution for CRJ 301 is CRJ 208 Private Security 
 

14 2 16 
 
At this time there is no exact substitution for CRJ 109 Theories of Interviewing  
 
In the near future we may have CRJ 222 Correctional Treatment Methods online 
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Elective Criminal Justice Internship 
Students who meet criteria may elect to participate in a semester-long internship rather 
than take an elective criminal justice course. Internship is a practical work experience 
under professional supervision in a criminal justice agency. Prerequisite: Completion of 
Criminal Justice core or permission of instructor 

Internship/Process and Requirements 
Student Agreement 

 
1). During your third semester you will decide whether to pursue an internship for 

credit or take an   elective course in your last semester, before graduation.  You 
must be a full-time student. 

 
2) If interested in an internship, meet with criminal justice instructor to discuss 

placement interests and options. It is not a guarantee an internship site will be 
provided. Be prepared to take an elective course if this occurs. 

 
3.) Internship eligibility and expectations will be treated the same as employment 

eligibility and expectations. 
  a)  Student will have a satisfactory GPA 
  b) Student will have excellent attendance in school 
  c)  Student will turn in assignments as directed and by deadlines 
  d)  Student will exhibit maturity and respect in the classroom 
 
4) Internship site will conduct criminal/DHS background checks on potential interns 

to clear them for internship. Student will sign SCC release of information form, 
allowing criminal justice instructor to correspond with intern supervisor. The 
student is expected to assume any financial responsibility for any costs incurred 
as a result of background checks, personal illness or injury sustained during the 
internship. 

 
5). If internship site agrees to interview student for placement, student will do the 

following: 
  a)  Contact the internship supervisor to schedule interview 

b) Complete a resume and cover letter to the site supervisor. Add date 
of birth and social security number to allow background check. Give 
copies to criminal justice instructor for file 

c) Dress and act professionally for interview – treat it as a job 
interview 

 
6) If internship site accepts student, student and site supervisor will determine work 

days and hours required to meet a total of 192 hours for the semester. 
a) Student will attend every scheduled shift as agreed upon with site 

supervisor. If the student is ill or cannot be at the intern site for any 
reason, s/he should inform the intern supervisor as soon as 
possible. Students must follow the attendance policy of the 
internship site.  
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b) Student will be professional at all times and conduct him/herself as 
if he or she was a paid employee. This includes wearing 
professional, appropriate clothing. Students should observe the 
employees at the site and dress accordingly. Students should never 
wear provocative clothing. Students are expected to be well 
groomed and tidy at all times. 

c) Accountability - student will take initiative and ask for duties if there 
is down-time on shift. Students are expected to take responsibility 
for their actions, admitting errors and taking appropriate steps to 
correct them.  

d) Civility – students will treat colleagues and clients with respect and 
politeness at all times. Obscene and/or abusive language is to be 
avoided. 

e) Professional Interaction in Public – students will avoid gossip about 
and criticism of their internship sites in any public forum. If they 
have a problem with the behavior or ethics of any fellow 
professional, they should discuss those problems with the intern 
supervisor and together make a plan to address the issue. 

 
7). Student will complete a timesheet every two weeks of hours completed. Student, 

site supervisor, and criminal justice instructor will sign timesheet after hours 
completed and keep in student file. 

 
8). During internship, student will write a weekly journal entry describing duties 

performed that week, observations, feedback, information learned, etc. This 
journal will be reviewed on a monthly basis with student and criminal justice 
instructor during a time determined between the both of them. 

 
9).  Criminal justice instructor will complete student intern midterm and final 

evaluations based on site supervisor’s feedback. This may occur more frequently 
depending on independent circumstances. 
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Disciplinary Policy 
 

1. General Policy 
Certain behaviors, both academic and non-academic are considered 
unacceptable by the Criminal Justice Program and are grounds for disciplinary 
action. 
 

2. Forms of Disciplinary Action 
There are four general forms of disciplinary action; written warning, disciplinary 
probation, suspension and termination. However, these forms of disciplinary 
action may be imposed in combination and special conditions may be imposed in 
addition to them. For a relatively minor offense, a student shall receive a written 
warning for the first offense, disciplinary probation for the second offense, 
suspension on the third offense and termination on the fourth offense. Students 
should be aware, however, that some behaviors are so unacceptable as to 
warrant immediate disciplinary probation, suspension or termination. 
 

3. Grounds for Disciplinary Action 
The Criminal Justice Program has determined the following inappropriate 
behaviors are grounds for disciplinary action. This is not an inclusive list. 
Additionally, the consequences imposed for inappropriate behavior shall be at 
the discretion of the administration. Disciplinary action will be decided on a case 
by case basis. 
 
Written Warning 
 

• Insubordination 
• Any violation of the Ethical and Professional Conduct Policy 
• Unsafe action in the classroom 
• Use of tobacco products in unauthorized areas 
• Unauthorized possession or use of property belonging to Southeastern 

Community College, internship sites, clients, employees or peers 
• Continued poor grooming or poor hygiene 

Disciplinary Probation 

• Cheating 
• Plagiarism 
• Falsifying reports/records 
• Breach of confidentiality 
• Any repeated behavior for which a written warning was previously issued 
• Unsafe internship behavior 
• Unsafe action in the school/classroom 
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• Unjust or unprofessional gossip, criticism or discourtesy, which contributes 
toward reducing morale of peers or which affects clients, visitors, peers or 
educators (including guest speakers) 

Suspension 

• Chemical or emotional impairment 
• Unsafe internship behavior 
• Any inappropriate behavior during or following disciplinary probation 
• Fighting or attempting bodily injury to anyone on school or internship 

premises 
• Use of abusive or threatening language 
• Unsafe action in the school, classroom or clinical education sites 
• Unauthorized removal of property belonging to SCC, internship sites, 

clients, families, employees or peers 
• Willfully damaging, destroying, defacing or wasting property/or supplies of 

SCC, internship sites, clients, families, employees, or peers 
• Sexual harassment of clients, visitors, families, employees or peers 

Termination 

• Unlawful possession, use, or distribution of narcotics or other controlled 
substances 

• Unlawful possession, use or distribution of alcohol on SCC premises or 
school activities 

• Abuse of clients 
• Unauthorized possession of firearms, explosives, or other weapons 
• Repeated violation of rules or policies of SCC 
• Willfully submitting false information of willfully withholding information for 

the purpose of obtaining or maintaining enrollment 
 

4. Documentation and Reporting 
 

a. Written Warning 
A written warning shall include a description of the unacceptable behavior, 
a delineation of acceptable behaviors for similar situations and an 
explanation of the consequences should the unacceptable behavior occur 
again. Any member of the Criminal Justice Program may issue a written 
warning. The student shall receive a copy of the written warning using the 
appropriate form and forwarding the written warning to the Director of the 
Criminal Justice Program. This form will be placed in the student’s file. 
Upon graduation, the written warning shall be removed from the student’s 
file.  
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b. Disciplinary Probation 

Disciplinary probation is a written agreement between Administration and 
the student. It specifies the unacceptable behavior(s) or types(s) of 
behavior, explicitly delineates behavior necessary in order to continue in 
the program and the consequences should the students fail to comply. 
The student, Administration, and a witness shall sign the written 
agreement. A copy of the agreement shall be delivered to each party and 
the original Disciplinary Probation Agreement shall be placed in the 
student’s file. The agreement shall be removed from the student’s file 
upon graduation. 
 

c. Suspension 
Suspension is the temporary dismissal of a student from criminal justice 
coursework and or internship activities. No credit will be given for missed 
coursework, even if this results in failure of the course. It is also possible 
that suspension could result in an inability to complete the course unless it 
is repeated at a later time. A statement from Administration regarding the 
grounds for suspension shall be written on the suspension form and shall 
be placed in the student’s file. The suspension statement will be removed 
from the student’s file upon graduation. Following suspension and upon 
satisfactory completion of any requirements or conditions imposed, the 
student may continue in the program. However, readmission will be 
contingent on completion of prerequisite requirements and space 
availability in the course desired.\ 
 

d. Termination 
Termination is the immediate and permanent dismissal of a student from 
the program. A terminated student shall not be permitted to complete 
current course objectives to continue to the next specified course or to 
finish the program. A statement by Administration regarding the grounds 
for the termination shall be documented and placed in the student’s 
permanent record. A terminated student shall complete and exit interview 
with Administration. The student to complete business transactions with 
SCC will complete a student withdrawal slip from the college. 
 

e. Faculty Documentation 

In the event that special evaluation of a student is required, the instructor 
must provide verbal and written feedback. The student must sign the 
evaluation to confirm that the evaluation has been read. The student may 
comment on the written evaluation. The student must be informed that the 
evaluation becomes a part of the student file. Date any contracts with the 
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student regarding the situation under question and, if appropriate, give 
written follow-up outlining the action to be taken. 

f. Imposition of Disciplinary Action 
 
Any member of the Criminal Justice Program may issue a written warning 
to any student. Disciplinary probation, suspension, or termination shall be 
imposed at the discretion of Administration and is subject to any rights of 
appeal. 

 
g. Disciplinary Investigation and Determination 

Preceding imposition of any disciplinary action other than a written 
warning, the student shall be notified of the problems by Criminal Justice 
faculty or Administration. The student shall meet with Administration and 
shall have an opportunity to respond to any accusations. Administration 
shall investigate the accusations and request input from appropriate 
partitas. Administration shall determine the form of disciplinary action. The 
student shall be informed in person by Administration of the determination, 
the reasons warranting the action and the conditions, if any, under which 
the student will be allowed to proceed with the program.  

h. Referral for Treatment 
 
In conjunction with disciplinary action, Administration may require the 
student be examined for chemical dependency or some other physical or 
mental impairment. Related requirements, which may be imposed upon 
the student, may include: 
1. Health evaluation 
2. Completion of any treatment/rehabilitation recommendation 
3. Signed release of information by the student to SCC Criminal Justice 

Director or designee 

As appropriate, the student shall be removed from internship activities during 
evaluation and/or treatment periods. The student’s participation in or completion 
of a treatment or rehabilitation program alone shall not qualify the student for 
reinstatement to internship or classroom activities or to the program. The 
student’s continuation in the program depends entirely upon the severity of the 
infraction for which disciplinary action is imposed and the student’s compliance 
with that disciplinary action.  

Criminal Justice Program students maintain the right to appeal decisions which 
are guided by this policy through the Judicial Codes and Appeals process of 
Southeastern Community College. 
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ACKNOWLEDGEMENT:  After you have read the information contained in this 
handbook and have actively listened to my explanation of it and the ensuing class 
discussion and you understand all of the policies that will be in effect for program 
courses, please complete the bottom half of this page and return it to me.  If you have 
ANY questions, or if you need clarification on ANY part of these policies, please contact 
me immediately.  You will not be permitted to sit for the first (or any subsequent) exam 
until you have returned this signed acknowledgement to me. 

 

ACKNOWLEDGEMENT 

I have read all of the information in this Criminal Justice Handbook and I understand all 
aspects of the policies that will be in effect. 

 
_____________________________________________ 

(your signature) 

 
_____________________________________________ 

(date) 

STUDENT’S COPY 

 

 

ACKNOWLEDGEMENT 

 

_____________________________________________ 

(your signature)  

 

_____________________________________________ 
(date) 

 

INSTRUCTOR’S COPY 
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