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PolytechnicUniversity of the Americas

PREFACE

This publication serves as a supplement to the cuRehttechnicUniversity of Puerto Rico
Catalog and focuses on the degree offeringsPfoliytechnicUniversity of the AmericasRolytec
Miami), Miami, Floridalocation It contains essential information needed by students about the
curriculum, policies and procedures, studefd, land finances tated to Polytec Miami A
Catalog forPolytechnicUniversity of Puerto Rico is available for reference at eitliethe
Orlando,Miami or San Juan campuses.

While this Catalog is prepared on the basis of the best information available at the time of
publication, all information including statements of fees, course offerings, admissions, and
graduation requirements is subject to change without notice or obligation. The University
therefore reserves the right to change any section or part of the Catdldg amke such
changes applicable to students currently enrolled as well as to new students.

PUERTO RICO ¢ FLORIDA




ACADEMIC CALENDAR
2007- 2008

MIAMI CAMPUS

Fall 2007

August20thru November 9, 2007
Registration August 61 17
New Student Orientation August 6
Classes Begirfifst session of the term) August20
Late Registration August 201 24
100% Refund August20 or before
Last date of Total Withdrawal with a refund of
100% (tuition of the term) August24
Last date of Total Withdrawal with a refund of
33.33% (tuition of the term) August 31
Midterm Examgfirst session of the term) September 8 7
Deadline to Remove Incomplete Grades fromG&U August 20
Withdrawal Deadline (firssession of théerm) Septembel4
Final Examinationgfirst session of the term) September 24 28
Grades Due in Registrarods OODdtober?2 (first sessi
Classes Begimrsgcond session of the term) October 1
Midterm Exams gecond session of therm) October 15 19
PreRegistration for Next Term W07 October 15 19
Withdrawal Deadlindsecond session of the term) October 26
Final Examinations (secorsgssion of the term) November 5 9
Academic Recess November 10 25
GradedDu e i n Re ge(setondsessian ofhé term)c November 13
Registration for Next Term W07 November 13 23
Holidays
Labor Day September 3
Columbus Day October 8
Vet erands Day November 2

Classes scheduled on a haljdwill be rescheduled as follows:

Labor Day September 7
Columbus Day October 12
Vet eranods Day Not applicableAcademic

Recess



MIAMI CAMPUS
Winter 2007

November26, 2007 thru February 29, 2008

Registration November 13 23

New Stucent Orientation November 13

Classes Begin (first seion of the term) November 26

Late Registration November 26 30

100% Refund November 26r before

Last date of Total Withdrawal with a refund of

100% (tuition of the term) November 30

Last date of Total Withdrawal with a refund of

33.33% (tuiton of the term) December 7

Midterm Exams (first session of the term) December 10 14

Deadline to Remove Incomplete Grades from@A December 10

Withdrawal Deadline (firssession of the term) December 21

Final Examinations (first sessi®f the term) January 14 18

Christmas Recess Decembel21 January 6

Grades Due in Registraros Ofahuarg?22 (first sessi

Classes Begin (secondssen of thaerm) January 21

Midterm Exams (seconskssion of the term) February 4 8

PreRegistration for Next Term SB8 February 4 8

Withdrawal Deadline (second semsiof the term) February 8

Final Examinations (second sessadrthe term) February 251 29

Academic Recess March 1i 16

Grades Due i n Remngl sessiond thedterm)OMarchde ( sec

Registration for Next Terr8P-08 March 3-14

Holidays

Tharksgiving November 23 25

Martin Luther King, Jr. Day Januay 21

President s Day February 18

Classes scheduled on a holiday will be rescheduled as follows:

Thanksgiving Not applicableAcademic
Recess

Martin Luther King, Jr. Day January 25

President 06s Day February 22



MIAMI CAMPUS

Spring 2008

March 17thru June 6, 2008
Registration March 3i 14
New Student Orientation (first session of the term) March 3
Classes Begin (firstession of the term) March 17
Late Registration March 17 21
100% Refund March17 or before
Last date of Total Withdrawal with a refund of
100% (tuition of the term) March 21
Last date of Total Withdrawal with a refund of
33.33% (tuition othe term) March 28
Midterm Exams (first session tie term) March 311 April 4
Deadline to Remove Incomplete Grades from@WI March 29
Withdrawal Deadline (firssession of the term) April 11
Academic and Administrative Recess (Holy Week) March 20i 23
Final Examinations (first sessi of the term) April 2171 25
GradesDué¢ n Re gi st irshtgession ofilieftern) e  Agdril 29
Classes Begin (secoséssion of the term) April 28
Midterm Exams (second s&on of the term) May 127 16
Withdrawal Deadline (seom session of the term) May 23
Deadline to Apply for Gaduation for June 2008 May 16
Final Examinations (second sessuf the term) June 2 6
Academic Recess June 7 22
Grades Due i n Roegsessondtheédtaem)Oduhed16e ( s e
Registration for SLD8 June 9 20
Holidays
GoodFriday March 21
Memorial Day May 26

Classes scheduled on a holiday will be rescheduled as follows:
Holy Week March 271 28
Memorial Day May 30



MIAMI CAMPUS

Summer 2008
June 23thru August 1, 208
Registration Junedi 20
New Student Orientation June 9
Classes Begin June 23
Late Registration June 23 27

100% Refund
Last date of Total Withdrawal with a refund of

June 23or before

100% (tution of the term) June 27

Last date of Total Wittirawal with a refund of

33.3% (tuition of the term) July 3
Midterm Exams Juy 771 11
Deadline to Remove Incomplete Grades frora0BP July 7
Withdrawal Deadline July 18

Final Examinations July 2871 August 1
GradedDueinRegst r ar 6 s Of fi ce August 5
Academic Recess August 2 17
Registration for Next Term FQ8 August 41 15
Holiday

Independence Day July 4

Classes scheduled on a holiday will be rescheduled as follows:

Independence Day

July 3



PRESI DENT6 S MESSAGE

Dear Students:

You are embarking on a great journey that can ultimately afford yofegsional and
personal succesa,higher education degree. Education is the foundation to your future and
we are proud you clsePolytechnidUniversity of the Americas.

Polytechnicis here to support you academically in your endeavors and extends an open
invitation to seek our assistance for academic advising, career counseling, placement
opportunities or other related careedamiversity issues. We are dedicated professionals,
committed to quality education and community. Your success as a student is important to
us.

Welcome!

Sincerely,
Py -
,Jj,/%/

Ernesto VazqueBarquet
President



. GENERAL INFORMATION

HISTORY

PolytechnicUniversity of Puerto Rico (PUPR) is a private, non profit, coeducational nonsectarian
institution founded in 1966. Until 1974, it offered specialized courses in Land Surveying and
Mapping. In 1974, PUPR became a degree granting institution witheBa of Science in Land
Surveying and Mapping (BSLS) and a Bachelor of Science in Civil Engineering (BSCE) followed
by Bachelor of Science in Industrial Engineering (1980), Bachelor of Science in Electrical
Engineering (1984), Bachelor of Science in Maulal Engineering (1987), and Bachelor of
Business Administration with a major in Industrial Management (1990). In 1992, the institution
started offering a graduate progr am, a Master
Bachelor in Architectue program was initiated. Bachelor of Science in Chemical Engineering and
a Bachelor of Science in Environmental Engineering were initiated in 1997. Also in 1998 the
Master in Business Administration, Master of Science in Civil Engineering, Master otc8aead
Master of Engineering in Manufacturing Engineering, Master in Environmental Management,
Master of Engineering in Civil Engineering, and Master of Science and Master in Manufacturing
Competitiveness.

Polytechnic University of the Americasin Orland and Miami are Campusesof Polytechnic
University of Puerto Rico, which is fully accredited and internationally recognized in the fields of
engineering, architecture, computer sciences and business management and administration. PUPR
i s t he nadlargest dnstitutisne af digher education graduating Hispanic engineers.
Currently, there are over 5,000 students at the San Juan campus.

The demand for increased higher education services to ta@dsetio andvliami audiences as

well as responding t¢ he St ate of FIl oridads big need fo
prompted university officials to study, analyze and plan for new curriculum and degree
programs. Curriculum is designed with a meaningful career choice in mind, and graduates will

be abé to identify available career opportunities.

MISSION

Provide opportunities for leadership, productivity and competitiveness in a global marketplace
for individuals from diverse backgrounds while enhancing their intellectual curiosity, humanistic
values,and technological competencies that stimulates greater social responsibility and improves
the quality of life.

VISION

To be recognized as a leading higher education institution that meets high academic standards
with international competitiveness and podes students opportunities for educational,
professional and personal growth through collaboration and application.

10



GUIDING PRINCIPLES
Commitment to Excellence
Professionalism and Integrity
Teamwork

Diversity

Creativity and Innovation

O¢ O¢ O¢ O¢ O«

OALS
Access higher education
Ethical Commitment
Critical Thinking and Scientific Approach
Technology
Sociceconomic Development
Partnerships: Industry, Government, BusinessedProfessional Associations

O¢ O« O¢ O« O¢ O« ()

ACCREDITATION
Middle States Assoation of Colleges and Schools (MSA3624 Market Street, Philadelphia,
Pennsylvania, 19102680. Phone: 21662-5606.

LICENSURE and CERTIFICATION

Many of the Universityés courses and progr ams
efforts towardvarious licensures or certifications. However, these courses and curricula are not
necessarily designed to meet various requirements among individual states guidelines. It is the
responsibility of each student to check with regional authorities toroonquirements in
preparation for licensures and certifications.

The school is licensed by the Commission for Independent Education, 325 West Gaines Street,
Suite 1414, Tallahassee, FL 323%€00. (850) 248200.

e San Juan Campus: Accreditation Boaat Engineering and Technology (ABET) and
National Architectural Accrediting Board (NAAB)

STATEMENT OF NON -DISCRIMINATION

PolytechnicUniversity of the Americas does not discriminate on the basis of race, religion, age,
disability, sex, or national origim the administration of its educational and admissions policies,
scholarship and loan programs, or other university administered programs.

CONTACT INFORMATION

PolytechnidJniversity of the Americas
Miami Learning Center

8180 NW 36 StreeSuite401

Miami, Florida 33166

Phone: (305) 59POLY and (305) 418220
Fax: (305) 4181325

Toll Free: (888) 729°0LY

Web: www.Polytecpupr.edu

11


http://www.polytec.pupr.edu/

FACILITY 1T POLYTEC MIAMI
The Miami Learning Center is locateon the fourth floor of the Doral Holdings Building at

8180 NW 38 Street. The Center houses administrative offices, classrooms, compuaediab
library/media center.

DIRECTIONS i POLYTEC MIAMI

From South Dade:

Turnpike north, exit on NW 41 St. Turight (east) to 82 Ave.
Palmetto north, exit on NW 36 S¥est. Straight to NW 82 Ave.

From Downtown Miami & Beaches:
[-95 to 86 west to 826 north. Exit ddW 36 St. West. Straight to NW 82 Ave.

From Broward County:
[-95 south to 836 west. 836 wés 826 north. Exit on NW 36t. West. Straight to NW 82 Ave.

MAP 1T MIAMI CENTER
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[I. ADMISSIONS

GENERAL PROCEDURE
All students who havgraduated from a recognized high school or equivalent (GEr to
applying for admission tBolytec Miamimust:

e Submit a completed application for admission with a thdditar ($30) norrefundable
application fee that does not apply toward registrati@rges.

e Request an Official GED or High School transcript or an official college or university
transcript Transcript(s) should be sent directly from the institution(dpdtytec Miamé s
Admissiord ©ffice. Student copies of transcripts will not be gted. Transcripts must
furnish a statement of good standing.

e Provide evidence of citizenshigr legal resident statugoirth certificateor U.S. passport,
permanent residectirdor any other document that proves legal status in the United)States

e Provile a copy of a current drivero6s | icense or
for official records upon acceptance to a degree program at the university.

Entrance
Applicants must have a minimum high school grade point average degesfdheprogram of
interest:

Discipline Minimum H.S. GPAIndex
Computer Science 2.00
Business/Management 2.00

Applicants,who do not meet the stated high school grade point average, can requeging,
special consideration by the Admissions Comenittiue to extenuating circumstances.

Transfer studentspplying to theuniversity musthave a minimum of a 2.0 GPA. Applicants
with less than a 2.0 GPA can requéstthe Admissions Committeacceptance into éh
university on aconditional status. Finadetermination is at the discretion of the Admissions
Committee.

Polytec Miamigrants entrance to students with consideration to:

Past academic performance
Rapport and mature intervention
Recognition of ability and potential
Evidence of personal drive

Desire to learn and

Plan for obtaining a degree

14



Special attention and support is given to individuals as follows:

e Talented students who, for socio cultural reasons, denote disadvantages in their knowledge
and skills.

¢ Individuals who, for different reasons,oul d not compl ete a previ ol
Degree program in Engineering, Computer Science, or Business Administi@tion
Organizational Management

¢ Individuals who have attained, or are on the way of attaining a college degree, but want to
chang their fields of specialization.

e Professionals who strive for self improvement and who want to continue their development,
either in their own field or in a new specialization.

e Individuals who at a mature age want to initiate university studies. Admisslzased upon
educational preparation evidenced abilities necessary for academic success, minimum GPA
of 2.0 must be earned for admission. Demonstrated personal potential to accept and commit
to the rigors of academic life. Each applicant is accond@@idual consideration through an
Admissions Committee review and notification process. An Admission Application and the
corresponding fee are valid for one academic year.

The institution reserves the right to admit, on a temporary status or rejeapimant who fails
to meet any criteria.

DEGREE STUDENTS
A degree student is seeking a Bachelords or N
the university offers. A undergraduatdegree seeking student is classified as follows:

First yearstudent (Freshmad a student who has passed between 0 armie’lbthours.
e Second year student (Sophomade)a student who has passed between 31 arwfe@iit
hours.
e Third year studenfJunior)d astudent who has passed betwe#g@mid 90credithours.
e Fourth year studer(Senior)d a student who has passed between 9ladecredit
hours.

Classification of all students is made by the Office of the Registrar at the beginning of each
academic year.

TRANSFER STUDENTS

An applicant who has studied at ecognized institution of higher education may apply for
admission as a transfer student. They will be favorably considered for all academic work
completed with a grade of .ACO or higher at ea

A transfer applicant will not be consigéer if he/she is on academic probation, suspension or
dismissal from the previous institution; if he/she would be on academic probation upon return to
the previous institution; or if on disciplinary probation during or following the last term at the
previous institution; or within one (1) year after dismissal.

15



INTERNATIONAL STUDENTS

All instruction and written work a@olytechnidJniversity is in English. Students whose primary
language is not English must provide proof of English capacity. The stam#aslire of this
ability is a score on the TOEFL (Test of English as a Foreign Language).

The University is approved by the Immigration and Naturalization Services (INS) to issue a
Certificate of Eligibility for Nonimmigrant () Student Status for quaétl international
students. Following admission acceptance, the applicant must submit all documentation required
by the INS. Upon approval, the Student and Faculty Services Department will isst0ttee |
gualified applicants following receipt of akquired documents and paid registration fees for the
first academic term of fullime enrollment.

Applicants who are not United States of America citizens or permanent residents must petition
Polytechnic University of the Americas to issue official forneguired by the Bureau of
Immigration and Citizenship Services (BICS). Upon completion of these forms and acceptance,
these applicants will be classified as international students.

An applicant desiring to enroll as an international student must suimfitlitowing documents:
International Applicants with Forma0

1. Complete the Application for Admission.
2. Pay a 350.00 Admission Fee (nerefundable).
3. Submit an official transcript certified by the education institution and validated by the
Ministry of Educ at i on of t he applicantos home coul
equivalence certification for that degree certified by an accredited evaluatior{Jtsef
Silney, World Education Services, etc.). The academic equivalence certification must
include theequivalent USA degree with a detailed evaluation, course by course, of an official
transcript from the education institution i
must be sent diatly from the institution to the Admissions Office of Polytechnimvérsity
of the Americas.
Submit three letters of recommendation.
Demonstrate financial capacity to complete the required program, if personally by means of a
funds availability certificate from the cand
a. Submit a sworn stateent by the person that will cover the costs of the studies, indicating
the annual amount assigned for this purpose and
b. Submit a copy of the income tax return of the person, residing in the U.S. that will cover
the cost of the studies or, if self financady b mi t a |letter from the
institution, certifying availability of funds to cover the studies,
6. Applicants may be required to take the Test of English as a Foreign Language (TOFEL).

ok

NON-DEGREE SEEKING STUDENTS

Applicants completing guirements from another institution of higher education and having
authorization to enroll in a course(s) Rolytec Miamiare classified as netlegree seeking
students. Also, applicants who are not interested in obtaining an academic degree or r@ceiving
grade fromPolytec Miamiexcept for use as professional development are classified as non
degree seeking students. Naegree seeking students are not eligible for financial aid.

e Submit a completed application form for admission including areumdalbe thirty-dollar
($30) application fee that is not applied to the registration charges.

16



e Submit an authorization as N@egree Seeking Student.

NON-DEGREE SEEKING STUDENTS TO REGULAR STUDENT STATUS

If a nondegree seeking student would like a classifieatbhange, all requirements from the

Admi ssions Office must be met and a grade of
course. A nofdegree seeking student qualifies for financial aid only when the classification to a
regular student is official.

17



[11. UNIVERSITY O PERATIONS

ACADEMIC INFORMATION AND SERVICES

The student should be familiar with:

e academic requirements for the degree he/she plans to earn
e major program of study

e any changes published after the printing of this catalog

A degree will beawarded only to a student who has satisfied all the academic and administrative
requirements oPolytechnidJniversity of the Americas.

ACADEMIC SCHEDULE

Registration for all students is held prior to the beginning of each trimester on designated
registation days as stipulated in the Academic Calendar. Completion of registration for each
term is a prerequisite to class attendance. The academic year consists of three terms, and one
optional Summer session. Fall, Winter and Spring classes are schefdoied:00. to 10:00

p.m., Monday through Friday. Depending on the term, students may be required to make up
class contact hours lost because of holidays. Summer class hours are subject to differ pending
student needs.

ACADEMIC LOAD

The minimum fulltime load per term is twelve (12) credit hours for undergraduate students. To
register for sixteen (16) credit hours or more, the student must acquire the approval of the
AcademicDirector. The minimum fultitime load per term ithree(3) credit hours for grduate
students.Credit hours will not be awarded for courses in which the student is not properly
registered.

MODES OF INSTRUCTION

Traditional inresidence courses are offered on the cantpusg the dayand evening during
traditional academic termbroughout the yearOn-line or webbased courses aadsoavailable
to students

ADD/DROP PERIOD
Prior to the first class meeting of a couraestudent may, add or drop from courses by
compleinpaAdd/ Drop Form at the Registrarodos Office

Policy: Stuénts may add a course during the official Add/Drop period; dropped courses will not
appearon the permanent record. Approvibmt he st udent éds instructor
course change is made. For withdrawal after the Add/Drop period, refdret@aurse
Withdrawal Policy.

18



WITHDRAWAL

Polytec Miamidoes not encourage course withdrawal. It is recommended the student meet with
their academic advisor to discuss possible options. In the event that withdrawal is the only
alternative or if for anygason a student needs to withdraw from the University, the following
procedures must be performed

Coursewithdrawal

¢ Complete a Withdrawal Form, available at the Office of the Registrar.

e Course withdrawal musttep pr oved by t he acalémicdavisarFinancial n st r u
Aid Officer and Finance Officer.

e The completed andapproved Withdrawal Form must be submitted to the Office of the
Registrar. Students may only withdraw from couesestipulated in the Academic Calendar.

University Withdrawal
e Complete a Withdrawal Form, available at the Office of the Registrar.

e Withdrawal from the University must be app
Financial AidCoordinatoyrand theRegistrar andrinance Officer

e The completed and approved Withdrawarm must be submitted to the Office of the
Registrar.

COURSE CANCELLATION

The University reserves the right to cancel any scheduled class within the first week of a
trimester due to insufficient enroliment or for which the designated instructor is unabkeet

his or her teacher commitment. Tuition is fully refundable for any cancelled course.

GRADING SYSTEM
The alpha numeric grading system will appear in the midterm and final reports are as follows:

A. Excellent (4 honor points peredithour)
Good (3honor points pecredithour)

Satisfactory (2 honor points peredithour)
Deficient (1 honor point paredithour)

noow

Failure (0O honor points peredithour)

Incomplete (0 honor points peredithour)

19



SYMBOLS
AU Auditor
R  Repeated course

W  (Withdrawal) Indicates that the student was permitted to withdraw from a course without
penalty. It indicates the authorization of the officers named in the two previous sections.

P Passed, only for specified courses.

NP Not passed, only for specified cousse

E  Expired course

I Incompletel Accompanied by a letter grade

GRADE INDEX
The grade index of a student is the measure of academic achievement. It is basegoort a 4
system.

A student may be all owed t,beforetakngthetnexacowsemr s e p
the sequence, if the corresponding Department Head considers that the case has sufficient merits

to receive authorization. In computing the grattex the highest grade obtained in a repeated

course will be used whenever it is hgghthan the original grade. If the grade obtained in the
repeated course is lower than the original grade, the original grade will prevail.

STUDENT ACADEMIC EVALUATION

The policy and procedures for student retention, probationary status, suspensjoernaaent

di smi ssal are established for t hePdyitec@Miamat i on
requires every student to demonstrate academic progress in the number of academic credit hours
completed and the grade point average the studentaimasn

DEFINITIONS

Credit Hour Credit hour corresponds to fifteen (15) contact hours per credit per term for a
lecture course and thirty (30) to foitiye (45) contact hours per term per credit for laboratory or
practicum course.

Attempted Credit Hour s Credit hours the student has registeredaytec Miamiand in which
he/she has obtained |, A, B, C, D, F, or W, including all repetitions.

Transferred Credit Hours Credit hours taken on other college campuses, recognized by
accrediting agencies, wdh the student has passed with grades of A, B or C, and that are
accepted by the Department Director or the <co
PolytecMiambé s pol i cy.

Passed Credit Hours Attempted credihours taken aPolytec Miamiin which A, B, C or D
grades are obtained, except in those specific cases defined by the departments.

Grade Point Average The measure of academic merit achieved by the student. It is calculated

by dividing the total accumulated honor points by the numberedfitchours in which the student
has received final grades, including outstand

20



Dismissal for Academic Deficiency A student who systematically fails to satisfy the
achievement index may be permanently dismissed Rolytec Miamifor academic degiency.

Academic Progress The measure that shows whether the student passes 66% of the attempted
credit hour with a grade point average equal to, or higher than, the retention 8eeXable A
or Table Bwhichever applies.

Repeated CoursesUndergraluate courses enrolled two or more times because the student has
obtained a grade of D, F or W. For the purpose of determining the Grade Point Average only the
highest grade will be used.

Year Academic year consisting of three consecutive academicdsenamed trimesters from
Augustto June of the following year. The Summer academic period is optional.

Doted Courses All courses will be extinct, expired alotedeight (8) years after being passed.

This rule applies equally to courses passedPaliytec Miami or to transfer courses. The
respective Director may validate some courses after evaluating each course. The student must
repeat all those confirmeatbted by the Director, or in its place may be authorized by tres De
instead to take advanced e¢plent courses.

Academic Term One of the three consecutive academic periods named trimesters consisting of
twelve (12) weeks each or the Summer session which jointly constitute an academic year.

Retention Index (Qualitative Element) Polytec Miamiadops the required retention index, as
seen in Table A, in accordance with the number of completed credit hours and transferred credit
hours. (Students are required to obtain an average of 2.00 in concentration courses for

graduation purposes.) Thiscongtite s t he I nstitutional Policy,
Office.
Table A
Retention Index
Passed Total - .
grrsgiffl(—elgs:js Credit Hours at Accumulated Mlnlmu'g\nvg;adee Point
Polytechnic Hours Range g
University CreditHours
(1) 2) (1+2) (GPA)
0-30 1.50
31-60 1.65
61-90 1.80
91 or more 2.00

Transferred credit hours will not be used to compute the grade point average, but they will be
counted to determine the level or year to which the student belongs.

Maximum Time Allowed to Complete an AcademicStudents must complete graduation

requirements within a maximum time equivalent to 150% of the credit hours required by the
academic degree program enrolled.

21



Probationary and Suspension StatusStudents whose academic progress dussatisfy the
gualitative elements will begin a probationary period that will not exceed two consecutive
academic years before being suspended for one year. After suspension is effective, the student
may return under a probationary status for a maxinpenod of one (1) additional academic

year, at the end of which may be suspended for a period of three academic years. The student
may be admitted once again under a probationary status for one academic year. In the event
he/she does not succeed, hefsiiebe permanently dismissed.

Incomplete If the professor grants an Incomplete (I) grade in a coursgyst be accompanied
by a letter grade. He student must complete course requirenweithin thirty (30) days
Otherwise, the incompletgrade will be changed tathe grade which accompanied the
incomplete

ACADEMIC PROGRESS REVIEW PROCEDURES
The academic progress of the students will be measured using the qualitative element which will
be verified each academic year, during$aenmer.

The retentionindex (qualitative part) will be determined according to Table A. The GPA will be
computed only with credits taken Rblytec Miami Probation, suspension or dismissal will be
determined, employing the following procedure:

1. When the accumulated index Imwver than the established index as given in Table A, an
academic probation period )P wi | | be granted for one acad
Office will notify the student of their academic status via a certified letter. At the same time,
the Counsefig Office will be notified to ensure the required folloy.

2. During the probation period ( the student must raise the academic index to a value equal
or higher than the corresponding one established in Table A.

3. If after this probation period the studadoes not comply with the established condition in
Item 2, and does not remediate his/her academic deficiencies, he/she will be granted a second
one academic year probationy\P If the student fails to succeed the probatiog), (Ehe
student will be sysended for one academic year. The
suspended student via a certified letter.

After the one year suspension, the student may be readmitted in probatitor (e academic
year.

In the event the student fails to reaxlsatisfactory retention index after the third probationary
period (R), the student will be suspended for a period of three (3) academic years. Afterwards,
the student may request readmission. The student may be admitted again under a probationary
statws for one academic year. In the event he/she does not succeed, he/she will be permanently
dismissed.

RIGHT TO APPEAL
1. The student may appeal this decision under the following conditions:

a. Any student who considers that a mistake has been made mpphieation of these
policies and procedures used to evaluate academic progress may send a written request
for reconsideration to the Academic Achievement Committee within ten (10) working
days after written notification of the decision.
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b. The request foreconsideration should include the decision referred to, give a brief
statement of facts, state and justify the basis for the requested change or restitution.

c. Each request for reconsideration must be s

d. Presentatios before the Academic Achievement Committee by persons who are not
members of the Committee wil/| be permitted
will be final.

HONOR ROLL

Undergraduatetsdents with a cumulative grade point average of at le@st &d who have

been fulltime students for the past year and have passed all the credits attempted will appear on
the Honor Roll.

DEANGS LI ST

An announcement is at the beginning of each term of those students who, in the previous term,
completed a minimm of twelve (12) credit hours and accumulated a general grade point average
of 3.25 or higher, and who are eligible for inclusamtheDe andés Li st .

READMISSION POLICY A ND PROCEDURE

Students who are not active during two (2) or more consecutive termshamrare under
suspension for disciplinary or academic reasons, and who wish to continue their studies, must
apply for readmission to the Institution.

Regular students who have discontinued their studies for one year or more will be readmitted
under the pocedure in effect. The applicable curriculum will be the one outlined in the Catalog
in effect at the time of readmission. Each applicant will be evaluated by the Department Director
to which the student is seeking readmission.

Readmission applicatiomaust be submitted at least one (1) month prior to the next registration
period. If the student does not register during the period requested, the application will remain
active for one (1) additional term.

Steps for readmission:

1. The student willcomple¢e and submit the Readmission Appl
Office who will notify the Readmission Committee.

2. A nonrefundable readmission fee.

3. Upon payment of the readmission fee, the Finance Office will notify the student of any
outstanding debt witthe institution.

4. If the student is indebted to the Institution, the process of readmission will be delayed until
the student pays the debt and receives clearance from the Finance Office.

5. The Regi strarés Of fice wi | | atepthel rgadmisdion f ol
application:

a. Study any evidence of disciplinary measures taken or noncompliance with University
regulations and any stipulations made.

b. Verify that the student complies with the minimum GPA according to Table A (Retention
Index).

23



c. Confirm the student complies with the required suspension time limit.

6. A student whose readmission application has been denied may appeal to the Readmissions
Commi ttee through the Registrarodos Office.
theprocedure to follow in order to request reconsideration by the Committee.

7. If the student has a lower grade point than required or if the required suspension time limit
has not expired, and the Committee rules in favor of the student, readmissioa gviiribed
on a probationary basis. The conditions of the probation period will be:

a. The student must pass all courses for whic
higher.

b. The academic load will be limited to twelve (12) credit hours maxirpemterm for
undergraduate students and six (6) credit hours maximum for graduate students.

c. The GPA should be increased or improved according to what has been established.

8. Students who have interrupted their studiefalytec Miamiat their will, amd during this
inactive period have attended another institution (or other institutions) without prior
permission from the Department Director, will have no right to request the transfer of credit
hours taken at other institutions.

9. The decision of the Relmissions Committee will be sent in writing to the student through
t he Registrards Office.

GRADUATION APPLICATI ON

Candidates for a bacheloro6s or masteros degre
credit hours, must apply for graduation. pPApi cati ons may be obtained
The application must be completed and a graduation fee paid no later than the date specified in
the Academic Cal endar . The application shoul
Office afterobtaining the clearance of the Library, Financial Aid Office, and the Finance Office
indicating payment of a nonrefundable graduation fee. Any alleged errors in the analysis of an
academic record should be reported to the Registrar within a week htisrtieen received.
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GRADUATION REQUIREME NTS

PolytechnicUniversity of the Americas reserves the right to make changes in the curricula and
degree requirements whenever, in its judgment, the same are considered beneficial for the
Institution. As a rule, atudent is entitled to graduate under the curriculum requirements in
effect at the time of admission to the University. However, students who fail to fulfill the
graduation requirements within the regular period of time assigned to their corresponding
curricula, and students who-emnroll after a period of one year of absence or more, are governed
by the requirements applicable to the class in which they will graduate.

To receive a graduation diploma frdaolytechnicUniversity of the Americas, candidatenust
meet the following conditions:

1.

2.

Apply for graduation after the successful completion of 80% of the required credit hours by
filing an application form at the Registrar6
Pay the graduation fee and satisfy all other financial obligationisetdJniversity no later

than the date specified in the Academic Calendar.

Students must have been recommended for the degree by their corresponding Dean and
Faculty to the President 8olytecand to the Board of Trustees.

Students completing requirementsthe Summer,Fall, Winter and Spring terms are invited

to attend the Commencement Exercisedalewing Summer.

Students should have taken the final credit hours for the degieelyaechnicUniversity

with the understanding that these credit hoursespond to at least the total credit hours of

the last year of the program as specified and described in the Catalog.

The student must attain a minimum cumul ati v
major as well as a minimum cumulative grade pawerage of 2.00. It is highly
recommended that students repeat, i f possi b
order to improve their GPA.

The student must satisfy all credit hours specified for the degree within a period equivalent to

six (6) years. After the expiration of said period, all doted or expired courses must be
replaced with third and fourth year courses, untgélssrwise authorized by the corresponding
Department Head and Dean of Faculty.

For graduation with honors, the wrdraduate student must satisfy all of the following
additional criteria:

a) completed at lea®i0% of the credit hours required for graduatioPalytec Miami

b) earned, aPolytec Miamian overall (including all attempted credit hours) a grade point
avaage of: 3.258.499 for Cum Laude; 3.568.899 for Magna Cum Laude; or 3.900
4.000 for Summa Cum Laude
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CURRICULAR CHANGES

Students enter the university wunder the gui
dateofa cept ance. Al'l requirements within that
major must be met for graduation

If curriculum changes, students are not obligated, but may elect, the new course in lieu of the
prescribed course in the entranegatog. The Department Director will facilitate any necessary
transitions if curriculum or requirements change.

TRANSFER OF CREDITS T OUT

Most colleges and universities accept transfer credits from regionally accredited universities,
subject to limitatios on elapsed time and the number of credits. Although the University is
regionally accredited, it remains the responsibility of the student to confirm the transferability of
Polytec Miamicredits to another college or university program.

CERTIFICATIONS AND TRANSCRIPTS

Transcripts or any other official statement will be issued by the Registrar usually within two
weeks after the student submits a written request and pays the corresponding fee. However,
when a request is made at the beginning or the eadasf, a longer period of time for issuance

may be required.

To transfer credit hours to other colleges and universities and to supply information to certifying
agencies and prospective employers, official transcripts are issued in a confidential. manner

These are mailed directly to the addresses designated by the students and are never given to the

student or any other individual.

Students may also obtain an official copy of the transcript of credits marked student copy. Any
alleged errors in the tnacript should be reported to the Registrar within ten (10) days of
receiving it.

A transcript and certification fee is charged for each transcript. All services are denied to debtor
students.
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DIPLOMAS
TheRgi strar 6s of fi ce wheitdiploncas ard readytto bg claangédst at es o n.

CHANGE OF ADDRESS
When students submit their applications for admission, they are required to write down their
mailing address. After admission, changes of address should be reported immediately to the

Regi s@frfair des. I f the studentds address is not
be responsible for correspondence it sends which is not received by the student. Any notice,
of ficial or other wise, mai | ed recards ahallsbe dedne nt 6 s

sufficient notice.

CLASS ATTENDANCE

Students should maintain regular attendance if they are to attain maximum success in the pursuit
of their studies. Students who have not attended any classes during the first two weeks of the
acalemic term are automatically disqualified to charge such tuition to federal funds. The
instructor, after receiving the class roster, will submit, in writing, threesaof all such students

to the Office of the Registrar.

It is recognizedthat the recordof class attendance may vary according to the studeat
instructor or the course. On occasions, it may be necessary for the student to be absent from
scheduled classes or laboratories for health reasons. The student is responsible for contacting the
instructor for all work, completed or assigned. Instructors in charge of courses in all programs of
study are required to include in their midterm and final grade reports the total humber of
absences of all students. The Registrar will not accept rapthis condition is not met by the
instructor.

MILITARY TRAINING

Polytec Miamistudents may request consideration of credit award for documented military
training. TheAcademicDirector hasthe responsibility of working with the student to evaluate
therequest and to determine if the credit option is appropriate. A maximum of 30 credit hours of
military training will be accepted into the university.

STANDARDIZED EXAMINIATIONS

The University will accept a maximum of 30 credit hours of standardizeddestdit. All such
credit wil!/ be I|Iisted on the studentds transc
Students may receive credit after successfully completing any of the following standard
examinations: College Level Examination Paogr (CLEP) and/or Defense Activity for Nen
Traditional Educational Support (DANTES).

EXPERIENTAL LEARNING CREDIT (BSOM PROGRAM ONLY)

Polytec Miami recognizes that many students acquire college level education outside the
university classroom.The Universiy will accept a maximum of 30 credit hoursd@gcumented

on the job/prior training experience that has not previously resulted in academic €tedit.

work experience will be evaluated on a chyecase basis bytheni ver si ty upon th
accepance into the program of study. A prior learning fee is charged for credits that are granted.
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FINANCIAL INFORMATIO N AND SERVICES

TUITION AND FEES SCHEDULE
Students can obtain the current Tuition and Fees Schedule by visiting or contacting the
Admissian orthe Finance Officer

Tuition

Undergraduate Tuition: $315.00  Per Credit Hour
Graduate Tuition: $395.00

Fees

Application Fee (nomefundable) $30.00

Application Fee International Students (rafundable)  $150.00

Technology Fee $150.00  Per Trimester
Student dlentification Card $15.00  Per Occurrence
Late Registration Fee $20.00

Return Check Fee $50.00

Transcript Fee $5.00

Add/Drop Course Fee $10.00  Per Course
DeferredPayment Fee $2500

Readmission Fee (nerefundable) $30.00

Withdrawal Fee (each) $5.00

Withdrawal Fee (total) $20.00

Graduation Fee $150.00

Tuition and fees are subject to change.

PAYMENT PROCEDURES
Tuition and fees are payable in full during the registn period, or prior to the first day of
classes. Students may opt to defer payment for thirty (30) days at a cost of the deferred payment

fee, after paying at leag3% o f tot al cost (including other
payment o0 theistudent aadraceogpeariod after the first day of classes to pay the remaining
bal ance without paying fAlate charges. 0 The

have been paid or proper arrangement for deferred paymembban made.Late darges on
pending balances 1.5% per month.

COLLECTION POLICY
a) Tuition and fees due from previous terms of study must be paid iprfall to the student
registering for any additional courses.

b) Any balance remaining after 30 days will be subject to a hrefthly charge.

c) Balances remaining unpaid after 180 days will be subject to a collection fee of $20 plus the
1.5% monthly charge.

Students who requested financial aid or veteran benefits must consult the Financial Aid
Coordinatorbefore their registratiomay be completed.
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Payments of fees can be made either in cash, money order, a certified check, VisaCMdster
American Express or Discover Card. Failure to pay any University fees when due may result in
administrative withdrawal and/or in with hotdg copi es of studentodos aca
documents. Students with pending balances on their accounts are not permitted to enroll in
subsequent trimesters.

REFUND POLICIES

The Finance Office is responsible for complying with the refund policiebleshed by the
Institution. These policies take into consideration institutional and current federal regulations.
The procedure to apply for a refund must be submitted in writing, and in accordance with the
academic calendar. The policies will be @gxplas follows:

Total withdrawal for stu dent registered for the 12 weelterm (two sessiong

On or before first week of the term 1002 of tuition
Second week 33.33% of tuition
Third week and after -0-

Total withdrawal for student who registered for the second sssionof the term will be
reimbursed as follows:

On or beforeSecond and hird day of classes 100% of tuition
Fourth andifth day of classes 33.33% of tuition
Sixth day and after -0-

Registration, Library, Educational Taalogy Center and activities fees are nonrefundable.
Registration, Library, Educational Technology Center and activities fees are nonrefundable.

FINANCIAL DELINQUENC Y

Students failing to pay their debts to the university on or before the day paymastnsag be
excluded from graduation. The University may also withhold grades, the issuance of transcripts,
degrees, diplomas, and the granting of certificates of good standing to any student whose account
is in arrears.

Inactive students with debts willakie the opportunity of paying the pending balances. If the
student fails to comply with payment, they are referred to a collection agency. Students referred
to an agency for collection will be charged an additional $50.00 fee.

FINANCIAL AID

The Univerdsily conforms to the Student Consumer Information Requirements established by the

United States Department of Education, and hereby serves notice that the Director of Student
Financial Aid and Financial Aid Office staff are the persons designated undereqogements

to assist the student or prospective student in obtaining information regarding student financial
assistance.

29



The University participates in the following student financial aid programs:

- Federal Pell Grant

- Federal Supplemental Educatai®pportunity Grant (FSEOG)
- Academic Competitiveness Grant (ACG)

- National Science and Mathematics Access to Retain Talent Grant (NSMARTG)
- Federal Work Study Program (FWSP)

- Institutional Work Study Program (IWSP)

- Federal Family Education Loan Program {fatal Loan)

- Federal PLUS Loan for Parents of Undergraduate Students
- Federal PLUS Loan for Graduate Students

- Alternative Student Loans

- Institutional Scholarships

GENERAL ELIGIBILITY REQUIREMENTS
To be eligible to receive aid, a student must meet th@wwig requirements:

Be enrolled as a regular student in an eligible program.

Be a U.S. citizen or eligible necitizen with a valid Social Security Number.

Have a high school diploma or its equivalent.

Make satisfactory academic progress.

Demonstate financial need (except for certain loans).

If male between the ages of 18 and 25, have registered with the Selective Service.
Certify that you will use federal student aid only for educational purposes. You must also
certify that you are not in defé on a federal student loan and do not owe money on a
federal student grant.

**Students repeating a course may not be eligible for financial aid for that specific course.

APPLICATION PROCESS

1. Request a PIN for yourself armhe of your parents (if yoare a dependent studerat)
www.pin.ed.gov . The PIN allows you provide an electronic signature gour Free

Application for Federal Student AID (FAFSA).

2. Gatherthe following information:

e Your soci al security number asifgougrear par
dependent student.
e Your driverds |license number (i f applicab

If you are not a U.S. citizen, your alien registration number.

e Evidence of t he previous year O0marriedroc o me f
your parents if you are a depent student (income tawturns and \A2, i.e., for the
2007-2008 academic year, you will negaur 20@ income tax returns).

e Evidence of noftaxable income for the previous year such as Sdsedurity
benefits, Temporary Assistance for Needy Familie8NF) and veterans benefits if
applicable.
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e Information about savings, investments as well as business and &ssets for
yourself, your spouse or parents if applicable.

e Polytecds 0K4256 00 | code:

¢ PIN number(s)

3. Complete the Free Application for Federdbtudent Aid (FAFSA) online at
www.fafsa.ed.gov.

4. After you process your application, Polytedl receive areport of yourFAFSA. If your
application is selected for verificatiothe Financial Aid Officer will request yoprovide
evidence on your farhiy 6s i nc o me, numben sneoled Incollege, mntaxed
income and benefits, and any otladercument required in order to compare the information
submitted on taxeturns Failure to submit any requested documentation may restitiein
cancellatiorof aid previously offered. Federal student finanasgistance whether grants and
loans cannot be processed until veeification process is complete.

5. To determine eligibility, the Financi al Ai d
acadent status.

For the specific requirements of each program and addition information about financial aid, see
the Student Financial Aid.

FINANCIAL AID STUDEN TS
The academic achievement of all students who qualify and receive federal financial aié will b
evaluated employing two indexes, as follows:

a. Retention Index (Qualitative Element)

Table B

Total Credit Hours Range Minimum Grade Point Average
0-30 1.50
31-60 1.65
61 or more 2.00

b. Percentage of passed credits (Quantitative Element)

The stulent must pass no less than 66% of all attempted credit hours. This is to say that

the student must complete all the graduation requirements within the time frame of 150%

of the total credit hours of program chosen. The calculation of the 150% takes into
consideration the studentds academic histo
further financial aid after reaching the 150% limit.

The Financial Aid Office will evaluatevery studenat the end of the Academic Year

The data used will be correspondittgthe term before last. Whenever the student fails

to meet one or both elements during one term, the student will be notified about his/her
Acondi tional status. 0 The student may be
consecutive or nonconsecutiveteafwhich no financial aid will be assigned until he/she

qualifies again. In this event, the Financial Aid Office will notify the student in writing,
about his/ her ANegative Academic Progress.
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VETERANS ADMINISTRATION BENEFITS

The Miami Campus of Polgc University is approved by thelorida State Approving Agency to
offer veterans training.

Upon enrollment, the student should notify the Business and Records Office of VA eligibility so

that necessary enroliment certification forms can be sent to the W& university offers only
administrative Arecord keepingo assistance t
eligibility for VA benefits.

There are many Veterans Administration rules and regulations which students should be aware

of that petain to courses offered off campssich asndependent study courses taken by audit

(no benefits) and Al 0 grades. It is the stud
and regulations and to report any changes in status that affecbdredé@s. Additionally, VA

benefits will be terminated for students who are dismissed for academic or disciplinary reasons

and can only be reinstated after counseling and approval by the VA.

To get started, the student should contact the Departmergtefavis Affairs directly (National
number 18884424551 or local, PO Box 1437, St. Petersburg, FL 33731) directly request a list
of all the forms and steps needed to complete the process.

STANDARDS OF ACADEMI C PROGRESS FOR VA STUDENTS

Students receivip VA educational benefits must maintain a minim8ué GPA (Grade point
Average)of 4.0eachTrimester.

The length of &rimester is 12 Weeks.

A VA student whos&PA falls below3.0at the end of anyrimester will be placed on
academic probation for a mianum of two consecutiv&rimester of enrollment. If the VA

s t u d 6RAtis&tEl below3.0at the end of the second consecutive period of probation, the
student 6s VA edu cterminated.a | benefits wild/ be

A VA student terminated from VA educationarefits due to unsatisfactory progress may
petition the school to be recertified after attaini®y@GPA of 4.0.
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STUDENT INFORMATION AND SERVICES

GUIDANCE AND CAREER EDUCATION

The AcademicOffice offers students curriculum assistance, career infomatnd guidance in

the personal, vocational, and academic aspect
education. Advisorsassist students individually in making appropriate educational, vocational,

and personal choices. The office cooad@s assisted institutional services for special needs
students.

Course selection is critical to student success; therefore, students should make an appointment
with either their program director or registras confirm proper course selection prior to
registration.

Previously taken courses and the grades earned will be reviewed and analyzed for proper course
placement aPolytec Miami

Career education awareness is presented at workshops, seminars, colloquiums and receptions
with notables. Student pubdtions may also feature stories on career opportunities.

INTERNSHIP AND MENTOR PROGRAMS

Studentsmay be able to participate in local and national work related experiences pertinent to
their course of study. Career awareness and placement activitiass@porated in student life

as a prestep to applying for a summer internship. Internships are optional, but preferred
experience for students.

Students are eligible for mentor assistance as another form of a personal career guidance
opportunity. Commanity leaders and business professionals collaborate with students on a one
on-one basis as needed, or present vital information at open forums on campus.

IDENTIFICATION CARDS

An identification card (Campus Card) is issued to students during the regispatiod. The
identification card is needed for students to obtain acce$¥oltgiec Miamd dacilities and
services.

ACTIVITIES AND ORGANIZATIONS

There are opportunities for students to reinforce their curricular experience by participating in
curricdar related activities such as colloquium, workshops, seminars ardnere meetings

with notable community leaders.

Campus organizations focus on the adult learner who may be employed and offers a mature level

of activity. Events are designed to fastgreater career opportunities as well as recognize
students for their academic achievement.
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LIBRARY FACILITIES

The Orlando andMiami Campus Librdes are weHlequipped for student use. Both libraries
maintain computebased and hardound periodicalsdr student and faculty useBoth Florida
Campus libraries haveasic collection thatarestrengthened and supported by the niabrary

in San Juan, Puerto Rico that consists of over 65,000 volumes classified according to the Library
of Congress Classdation System. The main Library is specialized in land surveying,
engineering, architecture and business administration. At the present time, the Library
subscribes to over 2,000 periodicals and publications, both general and technical. Both Libraries
are fully automated in services and administrative procedures. As part of its services, the
Libraries offer access to a Local Area CD Rom Network, Internet, and other data base services.
Also interlibrary loans are used for resources not owned by tharkibiTheOrlando andvliami
Campus Libraesarepart of library consortiusifor the state of FloridaThe administrative and
technical proceduresre jointlyoperatedy the Main Libraryand Branch Campus Librarie§o

help students develop informatiskills and become independent users/researchers, the Libraries
have a literacy skills program, as well as audiovisual equipment.

COMPUTER OWNERSHIP
To make teaching and learning equally accessible, all students aestestjo own or lease a
laptopcomptier compati ble with the universityods sys

HONOR CODE
ACADEMIC AND PROFESSIONAL BEHAVORIAL CODE OF CONDUCT

General
The purpose of this section is to clarify as much as possible what the student and the University
should expect of each other in the apéaghts, responsibilities, and conduct.

All students enrolled @olytec Miamiassume an obligation to conduct themselves at all times

as responsible members of the campus community and respect the personal and property rights

of others and the educatn a | mi ssion of the University. B e«
ultimately determined by those who earn a degree, the University will insist upon its students
demonstrating personal and professional integrity in addition to academic excellence. The
Uni versityds Board of Trustees has del egated
prepare and administer policies and procedures for the welfare and discipline of its students.

Student Rights and Responsibilities

Polytechnic University of ta Americas recognizes the rights of students as outlined in the
American Association of University professor
include the following:

1. Freedom of access to higher education

2. Freedom of classroom expression

3. Confidentiality of records

4. Participation in student affairs

5. Off-campus freedoms

6. Procedural standards in disciplinary proceedings

34



Code of Conduct

The University is dedicated to the advancement of knowledge and learning, as well as to the
devebpment of responsible personal and social conduct. Each student, by registering, assumes
the responsibility of becoming familiar with and abiding by the general standards of conduct
expected by the University. Specifically, each student is expectedadmrigbm:

1. Academic dishonesty of any kind with respect to examinations or course work. This
includes any form of cheating and plagiarism. (see Academic Dishonesty and Plagiarism
section).

2. Falsification or alteration of University documents, recordgjemtification cards.
3. Forgery, issuing bad checks, or not paying financial obligations to the University.

4. Theft and the deliberate damaging or misusing of property belonging to others and the
property of the University.

5. The manufacture, possession, ,usedistribution of any form of alcoholic beverages or
illegal drugs while on University property.

6. Possession, display or use of any dangerous instrument; weapon or explosives (law
enforcement officers required by their employer to carry a firearm aheded).

7. Disrupting the study of others or of University activities, or interfering with the freedom
of movement of any member or guess of the University community.

8. Deliberate interference with academic freedom and freedom of speech and movement of
any member or guest of the University community.

9. Participation in any activity which disrupts or interferes with the education of others or
the orderly operation of the University.

10.Physical abuse, threatening acts or harassment, toward others.

Expulsion, sugension, or any lesser penalty may be imposed upon any student enrolled who is
found to be in violation of these standards of conduct.

Harassment

Polytechnic University of the Americas does not tolerate any form of employee or student
harassment, eitheevbal or physical, based on race, color, religion, gender, national origin, age,
physical disability, medical condition, or marital status. The University strives to provide a work
environment free of sexual harassment. Harassment on the basis of se{atian of Section

703 of Title VII of the Civil Rights Act of 1964. It is a policy of the University that sexual
harassment of employees or students is regarded as unprofessional and improper conduct.

Sexual harassment is defined as unwelcome sexwahees, requests for sexual favors, and
other verbal or physical conduct of a sexual or otherwise offensive nature.
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Conduct of this nature is improper whether, a) submission to the conduct is either an explicit or
implicit term or condition of employmemtr student status; b) submission to or rejection of the
conduct is used as a basis of employment or student standing; c) the conduct has the effect of
substantially interfering with an individual 6
sexualy suggestive conduct or language has the effect of causing uncomfortable living or
working conditions.

All employees and students of the University are expected to avoid any behavior or conduct
toward any other employee or student that could be intedpasteexual harassment.

Students who believe they have been the victim of sexual or other harassment should
immediately report the matter to their advisor or, if necessary, to an administrator or a faculty
member.

Any faculty member or administrator wihas received a complaint from an employee or student
alleging harassment will immediately notify t@ampus DirectorSimilarly any administrator,
faculty member or supervisor who becomes aware of a situation involving potential harassment
of an employeerostudent will contact th€ampus Director

All complaints of harassment will be investigated promptly and will be kept confidential to the
extent possible. Appropriate disciplinary action will be taken against any employee or student
found to have engadeor abetted in harassment.

Alcohol and Drug Abuse

University policy strictly prohibits consumption or use of alcohol and illegal drugs on University
property. It is the obligation of all members of the University, as well as students, to uphold the
lawsof the federal, state and local authorities that regulate the use of drugs and alcohol.

Any violations that cannot be handled through counseling, or which endanger the welfare of the
person involved or the community will be reported to law enforcemehbaties. Any student

or member of the University found guilty of a drug or alcohol felony is subject to dismissal from
the University and prosecution consistent with local, state and federal law. Information regarding
the prevention of alcohol and drugusle is posted visibly around the University campus.

Academic Dishonesty and Plagiarism

The University seeks to foster a spirit of honesty and integrity. Any work submitted by a student
must represent original work produced by that student. Any sourcebysadstudent is to be
documented through normal scholarly references and citations, and the extent to which any
sources have been used must be apparent to the reader. The University, further, considers
resubmission of a work produced for one course inkBsequent course or the submission of
work done partially or entirely by another
responsibility to seek clarification from the course instructor about how much help may be
received in completing an assignmentexam or project or what sources may be used. Students
found guilty of academic dishonesty or plagiarism shall be liable for sanctions up to and
including dismissal from the University.
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The University requires students to adhere to the writing fisdscribed in theéPublication
Manual of the American Psychological Association, Fourth Edition, .19%6s manual includes

clear definitions of plagiarism, paraphrasing and other related matters. All students are urged to
acquire and use this manual gan their studies at the University.

The Universitybds policies call for all writte
English.o0o I f necessary, students may empl oy a
cont ent . narhegcaddradd, dnd tel€psone number must appear on the document and the

student s unedited work must be attached.

Dual Relationships with Students

In the interest of avoiding situations in which students may feel that they (or other students) are
receivirg special attention or privileges, all University faculty and staff are advised to totally

avoid any financial relationships with students (or their employers) as long as there is any
potenti al for the University emogdspgreuecessm | nf |
our programs. Similarly, faculty and staff members are advised to avoid close personal
relationships with students. Even 1 f a relat.i
can be a problem.

Gifts from Students

Studerts (individuals or groups) are asked not to offer gifts to members of the University faculty

or staff. If an employee has done an outstanding job or provided exceptional service (and we
hope that occurs regularly), a short note of appreciationoravetbdi an ks o6 i s ampl e

Collection for group gifts for faculty or staff can easily be perceived as coercive if some students
in a c¢class do not share the organizersdé ent|
dangerous norm and can be seen asrigdd preferential treatment.

If a student (or group) offers a gift, employees have been advised to express appreciation and
explain that our policies prohibit accepting gifts. General tokens of appreciation such as flowers
for the lobby or snacks to lshared by employees and students do not violate the policy or its
intent.

Academic Credentials

The University maintains a strong commitment to developing practitioners who demonstrate
high levels of professionalism. All students are expected to pursuathaeemic programs with
honesty and integrity.

Evaluation of Instructors by Students

At the conclusion of irresidence courses and upon the completion dfnenor independent

studies, students will be asked to provide candid feedback regarding ensgpions of the

quality of the course and the performance of the course instructor. All students are expected to
participate in these evaluation sessions as student input is an important contribution to the
Universitybés efforts to Iimprove its programs.
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Evaluation of Student Support Services

Two times a year, a Student Services Survey is sent to all students to provide evaluative
feedback of the following: physical facilities and equipment, classroom environment, registration
process, financial aid, stadt records, library staff and resources, computer access and
equipment, textbooks and materials, academic advising, faculty access and interaction,
international student concerns, etc. The Survey also gives each student an opportunity to make
general commants and suggestions regarding the University.

All students are urged to participate in these evaluation activities, as student input is an important
component of the Universityds efforts to I mpr
support.

Grievance Procedures

The University provides students with opportunities to request administrative or peer review of
actions taken by University faculty or staff that the student perceives to be unfair. Students who
believe that they have been treated ibamsed fashion, in violation of University policies or

without due process may file an appeal with @@mpus Directoor designee. The student may

initiate the grievance process by sending @@enpus Directoa written account of the actions
leadingtote gri evance and a description of the st

any).

The Campus Directoor a designee will contact the involved parties directly and will attempt to
resolve the matter informally. If a satisfactory resolution isasbieved informally, th€ampus

Director will convene a committee of faculty members and/or administrators to consider the
matter and recommend a resolution. Considering the recommendation of the committee, the
Campus Directomwill again contact the pagis i nvol ved and inform the
response to the appeal.
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