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The Academy is a graduate-level school for business professionals.  Your conduct and appearance is to be professional while attending classroom segments and Academy sponsored functions.  The instructors have the authority, responsibility, and obligation to maintain this level of professionalism during class and sponsored functions.  

Parking:
Students choosing to drive are to park on the lobby level.  The main entrance to the Frank E. McCarthy Building is also on this level.  Parking is not permitted in the basement of the headquarters.  Due to the volume of traffic and substantial amount of construction in the area, we strongly recommend students take advantage of the shuttles to and from the hotels.  

Attire:
Dress for classroom segments is business casual.  Shorts, sweats, jeans, and similar clothing items are not considered suitable attire for classroom segments.  

Cell Phones:
Cell Phones are permitted, however they are not to become a classroom distraction.  You will be reminded to place your phones on vibrate during each session.  Classes typically break hourly to allow for calls.  If a circumstance arises that demands your attention, communicate directly with the instructor to establish agreeable parameters and expectations pertaining to class time. 

Class Schedule: 

Weeks 1-5 (All Programs)
8:00am – 5:00pm Monday through Thursday
8:00am - 1:30pm Friday

Week 6 (DCA & ATD)
8:00am – 5:00pm Monday through Wednesday
8:00am – 4:00pm Thursday   5:30pm – 7:30pm Reception
8:00am – 4:00pm Friday (Graduation)

Week 6 (GDM)
8:00am – 5:00pm Monday through Thursday
8:00am – 3:00pm Friday (Graduation)

All classes have scheduled breaks throughout the day allowing for phone calls, restroom use, and smoke breaks in designated areas only.  The use of tobacco products (i.e., smoking or chewing) is permitted in designated areas only.  




Attendance Requirements:  
Attending Monday through Friday of each of the six class weeks is a requirement for graduation.  Classes begin promptly at 8:00 am and attendance is recorded and submitted by each instructor.  Class credit may be withheld for students being habitually late or for an absence without prior notification and approval.  Flight arrangements are to be scheduled in accordance to the class schedule.  An early flight is not an excuse for missing class.  Should it become necessary for you to miss a scheduled segment or any portion of a segment, your sponsor must notify the Academy Director and Registrar in writing prior to the class segment taking place.  Requests for early departure after the class has begun may require a make-up of the full week.  If you must miss a classroom segment scheduled for your class, you may be scheduled for a make-up segment or moved to another class for a singular session or the remainder of your enrollment.  

Assignment Requirements:
Each classroom session attended is complemented by an assignment to be completed upon returning to the dealership.  You are expected to complete all assignments and submit them to the appropriate instructor by 10:00am at the next class session.  Candidates who fall significantly behind in assignments may be rescheduled to join a later class.  No homework assignments will be accepted after 10:00am on Monday of the sixth week.  Your instructors have other responsibilities for that session.  To receive your diploma, all class segments must be attended and all assignments satisfactorily completed.  Sponsors are provided access to your scores and comments through the course web site.  

Conduct: 
You are expected to conduct yourself in a professional manner while attending the Dealer Academy Program.  Sexual harassment is against NADA Dealer Academy policy and will not be permitted nor condoned.  Conduct that impairs learning or jeopardizes the quality of the program will not be tolerated.  You represent NADA in the classroom, at the hotel, and off-site during a field trip or project.  

Consumption of alcoholic beverages at NADA or at class associated field trips is not permitted.  

Possession of or consumption of illegal drugs at any time during a classroom segment will not be tolerated, and constitutes grounds for dismissal from the Academy.

Classroom and Lounge:
To maintain a clean classroom environment in our facility, eating in the classrooms should be limited to snacks and drinks.  Any food purchased in the on-site cafeteria, or from other locations, should be eaten where purchased.  Your cooperation in keeping the classroom and lounge area clean is greatly appreciated.  




Failure to adhere to the above standards may result in the following action:  

FIRST OFFENSE:  Instructor will counsel with you, and may advise your sponsor. 

SECOND OFFENSE:  The Academy Administrator/Director will counsel with you, and will advise your sponsor.  

THIRD OFFENSE:  DISMISSAL FROM THE ACADEMY
