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DIVISION OF OUTREACH AND WORKFORCE DEVELOPMENT 

 
DISCLAIMER                                                                                         
 

The contents of this document are provided for the information of the HIT (Health Information Technology), HCC (Health 

Care Coding), CHS (Clinical Healthcare Support-Medical Assistant/Phlebotomy) students and does not constitute a 

contract. The content is accurate at the time of printing, but may be modified or changed at any time to correspond to 

decisions of the NCCC Board of Trustees and local, state, or federal requirements. Any changes may be implemented 

without prior notice and without obligation and, unless specified otherwise, are effective when made. 

The faculty reserves the right to assess and modify the educational requirements as information is available and student 

and/or curricular needs are identified.  



 

 

 

NOTICE OF NON-DISCRIMINATION 
Neosho County Community College affords equal opportunity to and does not discrimination against students, employees, and 

applicants regardless of race, color, religion, sex (including pregnancy), sexual orientation, gender identity, ethnicity, national 

origin, ancestry, age, disability, marital status, genetic information, status as a veteran, political affiliation, or other factors that 

cannot be lawfully considered in its programs and activities, including admissions and employment, to the extent and as required 

by all applicable laws and regulations including but not limited to Title VII of the Civil Rights Act of 1964, Title IX of the Education 

Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, The Americans With Disabilities Act of 1990, The Americans 

With Disabilities Act Amendments Act of 2008, The Age Discrimination In Employment Act of 1967, Title II of the Genetic 

Information Act of 2008, Kansas Acts Against Discrimination, Section 188 of the Workforce Investment Act, and any amendments 

to such laws and regulations. 

 The following offices have been designated to handle inquiries regarding the Non-Discrimination and to coordinate 

implementation of this policy. They may be contacted to initiate an investigation under the policy or to answer questions 

regarding this policy. 

 Vice President for Operations   Students may in the alternative prefer to contact: 

A/k/a Chief Operations Officer    Dean of Student Services   

Neosho County Community College   Neosho County Community College 

800 West 14th Street    800 W. 14th Street 

 Chanute, KS 66720    Chanute, KS 66720 

Telephone: (620) 432-0301    Telephone: (620) 432-0304 
 

  

Using the College's complaint or grievance process does not prohibit an employee or student from contacting or filing a complaint 

with these agencies: 

  

U.S. Department of Education   Kansas Human Rights Commission (KHRC) 

Office of Civil Rights    Main Office, Topeka 

1010 Walnut Street    900 S.W. Jackson, Suite 851-S 

3rd Floor, Suite 320    Topeka, KS 66612-1258 

Kansas City, MO 64106    Telephone: (785) 296-3206 

Telephone: (816) 268-0550   Toll Free: (888) 793-6874 

  

Equal Employment Opportunity Commission (EEOC) 

Kansas City Area Office 

400 State Avenue, Suite 905 

Kansas City, KS 66101 

Telephone: (913) 551-5655 

 

 

 

 

You must formally apply to the program by completing a program application. This three-page application is located 

at the end of this document and a signed copy must be uploaded to your online orientation course, AFTER you have 

read the information and instructions, mail the original completed, signed and dated form to the program director. 

 

You will also need to complete, date and sign the program Handbook Acknowledgement statement and complete 

the remaining forms required for the program. All of this information is also located in the online Orientation 

course and will be submitted there.  



 

 

 

Are you ready to be a critical part of the healthcare team? 
 

The success of any organization relies heavily on qualified professionals who are experts in 

their field. The health information management (HIM) role entails many responsibilities like 

extracting reports from the extensive amounts of medical data, and ensuring that sensitive 

patient information remain private. The patient’s quality of care relies on our ability to 

enhance disease prevention strategies, treatment and the health care of all.  
 

 

The electronic health record contains numerous diagnostic codes representing a patient’s 

picture of health over the years. Each code reflects a specific diagnosis or procedure that 

the patient has undergone. These codes are then used for claims 

and billing, as well as research and analysis. 

 

 

Health information professionals can produce reports that 

demonstrate meaningful trends to a medical researcher or 

provider.  Pulling information from patient records and using the 

appropriate codes to present trending statistics is one way to 

assist the medical team. Demonstrating the variables that 

contribute to a pneumonia diagnosis, and the ability to drill down to only female patients in 

a specific age group, is an important part of access to data that the HIM professional can 

provide. This is one example of how our profession assists healthcare providers so they can 

study the common attributes to see what might be contributing to pneumonia cases. 

 
The advances in technology have caused a significant growth in this career field. The data 

acquired from a patient’s health record always comes with the risk of privacy concerns, 

which in turn has created the demand for health information managers. HIM professionals 

are qualified to assist in the privacy, advocacy and security programs for their facilities. Not 

only do we stay current on government legislation regulating privacy of patient records, but 

we also provide assistance with employee concerns, and can complete security audits or 

write privacy and security policies. 
 

Hospitals, ambulatory care systems, long-term care facilities, mental health 

centers, consulting firms, insurance companies and government institutions are 

some of the specialized areas that employ health information professionals with 

a range of skill sets and job titles. Your new career title could include privacy 

officer, HIM manager, health data security oversight director, solution 

development analyst, health information systems consultant, health information analyst, 

medical coder or administrator of electronic health records systems.1  

  
We hope you will enjoy the healthcare career path that allows you to participate in patient 

care in an intimate way, but without the blood and body fluids! 

 
1 http://www.pce.uw.edu/career-insights/hot-jobs-health-info-managers/ retrieved 11 June 15 
Images courtesy of licensed results under Creative Commons 

 



 

 

Do you want to work hands-on with patients in a variety of skills? 
 

The Medical Assistant program introduces 

students to the variety of administrative tasks 

performed in the profession, as well as 

clinical skills. Students may enjoy more of the 

front desk interactions with patients, working 

with insurance companies to get prior 

authorizations and pre-certs, or working with 

claim submissions and posting payments. 

Other students may enjoy the variety of 

clinical skills such as performing EKGs, 

injections, venipunctures, vital signs, taking histories, assisting with office procedures 

such as skin biopsies, or other hands-on patient care. 
 

The phlebotomy program is a shorter term program that 

focuses primarily on the skills performed in the lab setting 

such as CLIA-waived testing (strep tests, mononucleosis, 

dipstick urinalysis, glucose finger sticks, etc.) and 

venipuncture to obtain blood samples for tests such as 

cholesterol, blood cell count, clotting factors, etc.).  
 

Computer-based work is necessary through utilizing the 

electronic health record for documentation and orders. Soft 

skills and quality customer service are also essential to these 

professions. Good hand-eye coordination and positive 

communication both verbally and non-verbally, are sought 

by employers.  
 

Medical Assistants preform duties under the license of a 

physician and generally work in a clinic setting. However, clinical healthcare support 

staff may also work in hospitals, ambulatory care systems, long-term care facilities, 

mental health centers, correctional facilities, insurance companies, etc. 

Phlebotomists primarily work in hospital or clinic based labs, independent free-

standing labs, government institutions, etc. We hope that you will enjoy a 

healthcare career path that allows you to participate in 

a variety of skills without being licensed as a nurse. It is 

our hope that through the exposure of these skills, you 

can find a career that you love, or advance into other 

degrees that best meet your preferences such as 

medical laboratory technician, health information 

technician, nurse, reimbursement specialist, etc. 
 

 

  



 

 

Program Enrollment 
(SEE Program Document Packet for all required forms!) 

 

Neosho County Community College fully subscribes to all principles and requirements of the 

Commission on Accreditation for Health Informatics and Information Management Education 

(CAHIIM) for program accreditation. Therefore, applicants are encouraged to self-identify their 

accommodation needs as part of the admissions process.  It is important to note that in order to 

successfully progress through the HIT curriculum and function as a practicing health information 

management professional upon graduation, an individual must be able to perform certain 

physical activities that include vocal, visual, auditory, and dexterity requirements. 
 

In order to be considered for admission to or retention in the HIT/Coding/Healthcare Clinical 

Support programs, all applicants should possess: 
 

1. Sufficient visual acuity, such as that needed in the accurate reading of paper and/or 

electronic documentation, and for the observation necessary for supervising department 

operations. 
 

2. Sufficient auditory perception to receive verbal communication from patients and members 

of the healthcare team. 
 

3. Sufficient gross and fine motor coordination to process reports such as scanning equipment; 

looking up diagnostic codes on computers and in paper manuals; moving paper charts/filing; 

and to communicate in written format such as email communication.  
 

4. Sufficient communication and language skills (speech, comprehension, reading, and writing) 

to interact with patients and the health care team to effectively communicate clear 

directions/understanding. 
 

5. Sufficient intellectual functions and emotional stability to plan and carry out required 

functions in the department minimizing risk of error to patients and staff.  
 

Any student who has been dismissed from any other NCCC Health Science program will not 

automatically be eligible for admittance into the program. Reason for dismissal and assessment 

of probable success in this program will be necessary before determining admission. 

 

The student will need to notify the Program Director/Advisor in writing if a disability exists or 

occurs during matriculation in the program.  Documentation regarding the individual's ability to 

perform tasks is required and the student must officially notify the Student Support Services 

office regarding disability accommodation needs. You may find information on our website 
https://www.neosho.edu/ProspectiveStudents/StudentSupportResources/StudentServices.aspx. 
 

An individual denied admission, or continuance in the program, due to the inability to perform 

certain activities has the right to appeal any decision made.  A complete copy of the 

Grievance Procedure may be obtained from the NCCC Student Handbook online.  

 

 

It should be noted that while admission criteria for the program is not overly stringent, the 

level of performance, especially in critical thinking areas, is relatively high. Online 

courses are not easier, nor is the expectation of quality work lowered because work is 

submitted online. 

https://www.neosho.edu/ProspectiveStudents/StudentSupportResources/StudentServices.aspx


 

 

 

 

Fall 2021 
Admission Steps for HIT/HCC/HCS PROGRAMS

 

 

Admission to the college does not guarantee admission to the Program. The following 

enrollment steps must be completed before your enrollment in the Program is complete. To be 

a competent healthcare practitioner, you must know how to read, comprehend and follow 

directions, and perform tasks in a timely manner. The accurate completion of these application 

steps is a reflection of the program expectations. 
 

To be considered for continued acceptance into your NCCC program of choice, you 

must: 
 

STEP 1 – Apply for Admission to the college.  

Apply on-line to Neosho County Community College (NCCC) by visiting www.neosho.edu 

and completing the form online under the Admissions tab, or call Chanute Campus: 620-

431-2820 to request a NCCC admission form. Make sure you pick the correct major. Submit 

your high school transcripts or GED, as well as transcripts from all colleges attended.  

Your myNeosho and Student email log in will require your student ID#, SSN, DOB and a new 

password to set up. Once logged on, you can click the student email link and check for 

messages.  

 

STEP 2 - Apply for financial aid and scholarships ASAP! 

There may be programs available to assist students in meeting their educational costs at 

NCCC, including grants, scholarships, loans and student employment. Priority deadline for 

preferred grants and scholarships is four months prior to any regular enrollment period. 

Applications received after the priority deadlines are not guaranteed timely disbursement.  
For the quickest application process, follow these steps:  

1. After applying to NCCC, complete your FAFSA online (www.fafsa.ed.gov) for PELL Grant and 

student loans. Note: NCCC’s school code is 001936. 
2. Follow up with the financial aid department to complete remaining paperwork. If you do not 

qualify, you must make arrangements to pay in full, or set up payment arrangements through NelNet.  

**Check with the college on financial aid status prior to contacting your advisor to enroll.** 

 

 STEP 3 – Contact your Program Advisor/Director at 620.432.0323 or jen.smith@neosho.edu. 

There is no guarantee that the program director will know that you are interested in the 

program just by noting your interest on the college application. You will need to contact the 

program director and relay what your plans are, and relay pertinent information to set up a 

tentative schedule, such as whether you will be a full-time or part-time). 

These programs require on online courses (Med Asst and Phleb also require lab class on 

campus and all require internship). You should visit with your advisor if you plan to transfer to 

a university, as you may want to pursue taking courses that are more likely to transfer for 

credit such as Human Anatomy and Physiology with Lab, as opposed to the A&P for Allied 

Health course specific to the program. 

When you contact the program Director and provide your student ID. You will be given access 

to the free Orientation course in order to complete (upload) all of the required paperwork.  

mailto:jjsmith@carlalbert.edu


 

 

STEP 4 – Take a placement exam or provide ACT scores. Accuplacer testing is offered on 

both campuses, generally Monday through Friday. Contact advising@neosho.edu to set up a 

day/time. Students who are only receiving a certificate are not required to complete this.   
 

NOTES:  

1. A 12th grade reading level is required for success in this program.  

2. We also recommend that students without prior computer experience complete a course or training 

session in computer keyboarding and/or internet applications prior to beginning the program. Students 

must have the ability to learn Excel, utilize databases, create grafts, and manipulate other technology 

and software. 

 

STEP 5 –  Get orientated to the online course format.  

If you are new to online courses, please complete the free NC105 course that will show up in 

your course list in myNeosho, however it is not required for the HIT program. You may wish to 

work through this course prior to tackling the HIT online orientation course. The NC105 course 

walks you through submitting different kinds of assignments. 
 

 

STEP 6 – Start Orientation 

An abridged version of the program handbook and program requirements is available on the 

college website. You should carefully consider if you are fit for the program(s) and understand 

the financial commitment. If you wish to proceed in applying to the program, you will need to 

complete all of the assignments and submit all paperwork in the Orientation course in 

myNeosho. 
 

 

STEP 7  – Get enrolled, pay for your courses and Purchase your books 

Students must be enrolled by an advisor of the program and not by general advisors or via self-

enrollment. All students who have not paid in full, signed up for the payment plan, or have no 

financial aid in place to cover all charges, may be dropped for non-payment from their classes. 

For more information about setting up a payment plan, call the business office. Contact 

financial aid directly on the status of a pending FAFSA application. NCCC accepts VISA, 

MasterCard and Discover.  

Contact the bookstore directly to see when textbooks are available. You may also search the 

NCCC bookstore link on the NCCC website home page. You are not required to purchase your 

books from our bookstore, however, there may be some books that are specific to this program 

that cannot be purchased elsewhere. In addition, make sure you have all the REQUIRED 

elements, such as supplemental testing software such as MindTap access codes, electronic 

textbook supplements, etc. when so noted. *Note: Cengage Unlimited is a subscription allowing 

you to access their entire library of e-textbooks for one price; see additional details in the 

orientation course. 

 

STEP 8 –Submit required Program “Health Forms” to the Program Director 
 

The student should upload the health forms into the Orientation course. Please keep in mind 

that some testing, such as the TB skin test is only good for one year, so you should plan to 

get this closer to the time of your PPE course. You may also postpone the physical exam 

until closer to the PPE course. Please see the program director for any clarifications. 

 

mailto:advising@neosho.edu


 

 

The following Program Admission Forms MUST be completed and submitted (uploaded) in the 

Orientation course before the start of the semester.  Inadequately printed and/or incomplete 

forms will not be accepted.  
 

 Program Application must be on file for acceptance into the program prior to 

enrollment! Please make sure to select the program you are applying for and when 

you plan to start!  

 Submit a signed copy of the Confidentiality Statement and Non-Disclosure 

Agreement.  

 Submit a signed copy of the Substance Abuse Screening Consent Form.  

 Submit a signed copy of the Consent for Criminal Background Check.  

 Submit a signed copy of the program Essential Skills and Functional Abilities 

Acknowledgement with the signed Statement of General Health. 

 Submit a signed copy of the Waiver of Clinical Site and College Responsibility.  (MUST 

BE NOTARIZED) 
 Submit a signed copy of the Statement of General Health.  

 Submit the signed Authorization to Disclose information. 

 Submit a signed copy of the Immunization Notification with documentation that you 

have obtained MMR and Varicella immunizations, or alternatively, verification of 

having had these diseases.  

 Submit a signed copy of the Immunization Policies Form. Provide proof of obtaining 

the first injection for Hepatitis B immunization or a signed waiver.   

 Provide proof of health insurance or signed waiver via the signed Insurance 

Coverage and Additional Requests for Reports form. 

 Provide documentation verifying you have obtained a Tuberculin Skin Test within the 

last year; complete no later than 6 weeks prior to clinical internship. 

 Initial the Student Reminders form, and submit any additional paperwork, such as 

letters recommendation, if required in the orientation course.  

 Sign and submit the Program Handbook Acknowledgment form, located on the last 

page of the handbook (available in the online orientation course).  

 
 

 

Students must upload copies of all required documents into the Orientation course!  
Please complete modules 1-3 prior to your first semester.  You may still mail original copies to the 

Program Director.
 

 

 STEP 9 – Program Acceptance   

If steps 1 through 8 have been completed, you will be considered a pre-HCC or pre-HIT 

major student. If space is limited, you may be placed on an alternate list for the current 

academic year; this will not prevent you from taking foundational courses towards the 

program. Enrollment may become limited due to availability of clinical sites in the community.  

 

Students failing to complete all steps in a timely manner may forfeit their position in the 

program. Please double check with the program advisor to make sure enrollment is 

complete at least three weeks prior to the first day of class!  (You should be able to see your 

courses in myNeosho under My Courses). Watch your email for enrollment dates and the 

groups given priority to enroll each semester. The course schedule is also available in 

myNeosho, select the semester you want to search for available courses, and hit search. 



 

 

You must complete the personal information update (PIU) link each semester before asking 

to get enrolled by your advisor. 
 

 

 All required documents are available in the Orientation course; after reading and 

comprehending the Program Handbook, you MUST return the original signed HIT 

Handbook Acknowledgement page to your Director. Originals are highly 

encouraged to be sent to the HIT program director as well. 

 
 Students with criminal records shall research their ability to gain employment and/or be 

accepted by outside certifying organizations prior to entering the program. There is no 

tolerance for violent, rude, threatening, or otherwise unprofessional or illegal behavior 

while in the program or onsite at a clinical facility.  

 
 Students that have been flagged for issues in the workplace prior to applying to the 

program, may be identified to complete additional information prior to enrollment. 

 

 It should be noted that while admission criteria for the program is not overly 

stringent, the level of performance, especially in critical thinking areas, is relatively 

high. Online courses are not easier, nor is the expectation of quality work lowered 

because work is submitted online. 
 
 **While admission to the program is non-discriminatory, acceptance is at the 

discretion of the program advisor when student success is deemed at risk, or there is 

a waiting list.** 

 

COURSEWORK: Courses at NCCC utilize Jenzabar as the Learning Management System 

(LMS) for online courses, which is accessed through myNeosho from the website home 

page.  

 

 

 

 

 



 

 

 

You can find the schedule of courses offered in the semester through myNeosho when 

you click the link from the www.neosho.edu website. 

 

 

Search by semester: 

 

http://www.neosho.edu/


 

 

 

 

 

To find the course textbooks, click the [+] beside the course 

 

 

Before each semester you will likely need to complete a Personal Info Update (PIU) 

before you enroll. Please ensure this is done timely to avoid delays in enrollment. You 

should also monitor your financial account and respond to financial aid requests. 

Advisors CANNOT enroll students that have A/R holds, bookstore holds, etc. on their 

financial account.  
 

Once enrolled, your courses will show up in myNeosho. If you are new to online courses, it is 

highly recommended that you enroll in the NC105 course to orientate yourself to the online 

format.
 



 

 

 

 

 

You must be diligent in adhering to the deadlines for course add/drop. If you do not 

withdraw within a certain timeframe in the course, you can receive a reduction, or no 

refund, on course costs. Withdrawing late in the course (“W” on transcript) will also result 

in an “attempted” course that figures into your credit hour limit for financial aid. 

Students that adhere to strict privacy standards and display attention to detail are more 

apt to do well in this program. Healthcare clinical support professionals deliver direct 

patient care to a diverse age population with a variety of culturally different 

backgrounds, and have access to highly confidential patient information. Therefore, 

individuals who prefer to engage in overshare and gossip in public, on social media, 

etc. are encouraged to pursue a different degree. 

 

STUDENT EMAIL:  Once you have your student ID and sign up for your Panther mail 

account, this should be the primary form of communication between you and your 

instructor/advisor, as this account is the only verified account we have on file. 

 

 



 

 

Your myNeosho log on is user name: (your student id number) password: (last 4 digits of SSN). 

You must be logged in when setting up your email account. 
 

Once logged on, you can click the student email link and set up your panther email account: 

user name: firstname.lastname (i.e. christy.stavage) with the password: neosho and the last 4 

digits of your SSN (i.e. neosho1234) 
 

 

 



 

 

 

PROGRAM COURSE INFO 

 
Medical Assistant Certificate – 41 Credit Hours Total 

 

  



 

 

Phlebotomy Technician Certificate – 16 Credit Hours Total 

 

Health Care Coding Certificate – 36 Credit Hours Total 
 



 

 

HIT AAS DEGREE – 64 Credit Hours Total 

 



 

 

HELPFUL LINKS 
NCCC Home Page: https://www.neosho.edu/  

 

myNeosho: https://web.neosho.edu/ics/ 

 

myNeosho Login Instructions/Support Ticket Link: 

https://web.neosho.edu/ICS/icsfs/mm/myNeosho_login.pdf?target=514c0a95-ae8a-406f-af41-

8a5c81f8569a  

 

Placement Testing: https://www.neosho.edu/ProspectiveStudents/Admissions/AdmissionsChecklist.aspx  

 

Tuition and Fees: https://www.neosho.edu/ProspectiveStudents/Admissions/TuitionFees.aspx  

(Includes current Tuition and Fees chart and Net Price Calculator) 

 

Textbooks: http://bookstore.neosho.edu/home.aspx  

 

Financial Aid/FAFSA Link: https://www.neosho.edu/Departments/FinancialAid/FAFSAInfo.aspx  

 

Financial Aid Satisfactory Academic Progress Policy/Course Drop Info: 

https://www.neosho.edu/Departments/FinancialAid/SAPPolicy.aspx  

 

Enrollment/Course Schedule Info: 

https://www.neosho.edu/ProspectiveStudents/Registration/EnrollmentInformation.aspx  

 

Student Email: 
https://www.google.com/a/student.neosho.edu/ServiceLogin?continue=http://partnerpage.google.com 

 

Student Forms: https://www.neosho.edu/ProspectiveStudents/Registration.aspx  

(Includes Academic calendar, Petition for Overload, College Catalog, Change of Information, etc.) 

 

Student Handbook: 

https://www.neosho.edu/Portals/0/Departments/support_resources/student_handbook.pdf  

 

Learning Resource Center: https://dc3-verso.auto-graphics.com/MVC/  

 

Student Services: 

https://www.neosho.edu/ProspectiveStudents/StudentSupportResources/StudentServices.aspx  

 

Student Health and Counseling: 

https://www.neosho.edu/ProspectiveStudents/StudentSupportResources/StudentServices/CounselingServ

ices.aspx  

 

Federal Programs: https://www.neosho.edu/Departments/FinancialAid/OtherLinks.aspx  

 

NCCC Human Resources: https://www.neosho.edu/Departments/HumanResources.aspx  

 

Campus Police: https://www.neosho.edu/ProspectiveStudents/StudentSupportResources/SafetyandSecurity.aspx 

(620-381-6176) 
 

Sexual Assault Prevention: https://www.neosho.edu/TitleIX.aspx  

 

Computer Resource and Internet Usage Policy: 

https://www.neosho.edu/portals/0/policies/techservices/fair_use_policy.pdf    

https://www.carlalbert.edu/
https://web.neosho.edu/ics/
https://web.neosho.edu/ICS/icsfs/mm/myneosho_login.pdf?target=514c0a95-ae8a-406f-af41-8a5c81f8569a
https://web.neosho.edu/ICS/icsfs/mm/myneosho_login.pdf?target=514c0a95-ae8a-406f-af41-8a5c81f8569a
https://www.neosho.edu/ProspectiveStudents/Admissions/AdmissionsChecklist.aspx
https://www.neosho.edu/ProspectiveStudents/Admissions/TuitionFees.aspx
http://bookstore.neosho.edu/home.aspx
https://www.neosho.edu/Departments/FinancialAid/FAFSAInfo.aspx
https://www.neosho.edu/Departments/FinancialAid/SAPPolicy.aspx
https://www.neosho.edu/ProspectiveStudents/Registration/EnrollmentInformation.aspx
https://www.google.com/a/student.neosho.edu/ServiceLogin?continue=http://partnerpage.google.com
https://www.neosho.edu/ProspectiveStudents/Registration.aspx
https://www.neosho.edu/Portals/0/Departments/support_resources/student_handbook.pdf
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https://www.neosho.edu/Departments/HumanResources.aspx
https://www.neosho.edu/ProspectiveStudents/StudentSupportResources/SafetyandSecurity.aspx
https://www.neosho.edu/TitleIX.aspx
https://www.neosho.edu/portals/0/policies/techservices/fair_use_policy.pdf

