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POLYTECHNIC UNIVERSITY OF PUERTO RICO - ORLANDO CAMPUS

PREFACE

This publication serves as a sugplent to the current Polytechnic University of Puerto Rico
Catalog and focuses on the degree offering®@ytechnic University of Puerto RiecdOrlando
Campus(Polytec Orlandp Orlando, Florida lod#on. It contains essential information needed
by students about the curriculum, policies and procedures, stliflenand finances related to
Polytec Orlando A Catalog for Polytechnic University of Puerto Rico is available for reference
atthe Orlando, Miami or San Juan campuses.

While this Catalog is qgpared on the basis of the best information available at the time of
publication, all information including statements of fees, course offeriadsyission 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 Catalog and to make such
changes applicable to students currently enrolled as well as to new students.

POLYTECHNIC

UNIVERSITY
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ACADEMIC CALENDAR
20092010

ORLANDO CAMPUS

Fall 2009
August 10 thru October31, 2009

Registration August 3-7
New Student Orientation August 5
Classes Begin August 10

Late Regstration/Changes August 10- 14
100% Refund for Partial avor Full Withdrawal August 10- 14
Last date of Partial and/&ull Withdrawal with a refund of

33.00% (tuiion of the term) August 17- 21
Deadline to Remove Incongike Grades from S(09 August 18
Midterm Exams September 1418
Withdrawal Deadline September 25
Pre Registration for Nexterm W09 Begin September 28
Find Examinations October 2631
Academic Recess November 2 15
GradesDueinRei strar o6s Office November 4
Registration foNext Term W}09 November 9 13
Holidays

Labor Day September 7
ColumbusDay October 12
Vet erands Day November 11

Classes scheduled on a holiday will be rescheduled as follows:

Labor Day Saturday, Sept. 12
Columbus Day Saturday, Oct. 17
Veteranods Day No classes scheduled

(Academic Recess)



ACADEMIC CALENDAR
20092010

ORLANDO CAMPUS

Winter 2009
November 1620 thru February 20, 2010

Regidration November 9 13
New Studet Orientation November 10
Classes Begin Novenber 16
Late Regigration/Changes November 16 20
100% Refund for Partial and/or IFWithdrawal November 16 20
Last date of Partial and/or Full Withdrawal with a refund of

33.00% (tuiton of the term) November 23 30
Deadline to Remove Inoaplete Grades from FA9 November 30
Christmas Recess December 24 January 6
Midterm Exams December 17 23
Withdrawal Deadline January 15
PreRegistration for Next Term SO Begin January 19

Final Examinations February 15 20
Academic Recess Feb. 211 March 7
GradesDueinRegst r ar 6s Of fi ce February 24
Registration for Next Term SEO March 1-5
Holidays

Thanksgiving November 26 28
Martin Luther King, Jr. Day January 18
President s Day February 15

Classes scheduled oa holiday will be rescheduled as follows:

Thanksgving Saturday, December 5
Martin Luther King, 8. Day Saturday, January 23
President s Day FINAL EXAM WEEK



Registration

New Student Orientation
Classes Begin

Late Registration/Changes

ACADEMIC CALENDAR
20092010

ORLANDO CAMPUS

Spring 2010
March 8 thru May 29 2010

100% Refund for Partignd/or Full Withdrawal
Last date of Partial and/or Full ¥Wdrawal with a refund of

33.00% (tuiion of the term)

Deadline to Remve Incomplete Grades from Vab
Academic and Administrate Recess (Holy Week)

Midterm Exams
Withdrawal Deadline

PreReqgistration for Next Term S0 & FA-10Begin
Deadline to Apply for Gaduation for June 2009

Final Examinations
Academic Recess

Grades
Registraion for SU-10

Holidays
Holy Thursday

Good Friday
Memorial Day

DuesOfite Regi strar 6

March 1-5
March 3
March 8
March 8- 12
March 8- 12

March 15- 19
March 22
April17 3
April 12-17
April 23

April 26

May 14

May 24-29
May 307 June 13
June 2

June 711

April 1
No classes scheduled
May 24

Classes scheduled on a holiday will be rescheduled as follows

Holy Thursday
Memorial Day

Saturday, Avril 10
Not appicablei Academic
Final Exam Week



ACADEMIC CALENDAR
20092010

ORLANDO CAMPUS

Summer 2010
June 14 thru July 24, 2010

Registration June 7-11
New Student Orientation June 9
Classes Begin June 4

Late Registration/Changes June 1418
100% Refund for Partial and/&ull Withdrawal June 14 18
Last date of Partial and/or Full Withdrawal with a refund of

33.00% (tition of the term) June 21 25
Deadline to Remove Incomplete Gesdrom SP10 June 28
Midterm Exams June 28 July 3
Withdrawal Deadline July 9

Final Examinations July 19- 24
GradesDueilRegi strar dés Office July 28
Academic Recess July 25- August 8
Registration for Next Term FAO August 2- 6
Holiday

Independence Day July 5

Classes scheduled on a holiday will be rescheduled as follows:

Independence Day July 6



PRESI DENT0S MESSAGE

Dear Students:

You are embarking on a great journey that can ultimately afford ydegsional and

personal success, a higher education degree. Education is the foundation to your future and
we are proud you cho$®lytechnic University of Puerto Ricdrlando Campus

Polytec Orlandas here to support you academically in your endeaaodsextends an open
invitation to seek our assistance for academic advising, career counseling, placement
opportunities or other related career and university issues. We are dedicated professionals,
committed to quality education and community. Yourcgss as a student is important to

us.

Welcome!

Sincerely,
//F) -
/;L)//}//

Ernesto \&zquezBarquet
President

|. GENERAL INFORMATION



HISTORY

Polytechnic University of Puerto Rico (PUPR) is a privatprofit coeducational nonsectarian
institution founde in 1966. Until 1974, it offered specialized courses in Land Surveying and
Mapping. In 1974, PUPR became a degree granting institution with Bachelor of Science in Land
Surveying and Mapping (BSLS) and a Bachelor of Science in Civil Engineering (BSiz)eid

by Bachelor of Science in Industrial Engineering (1980), Bachelor of Science in Electrical
Engineering (1984), Bachelor of Science in Mechanical Engineering (1987), and Bachelor of
Business Administration with a major in Industrial Management (19%0)1992, the institution
started offering a graduate progr am, a Master
Bachelor in Architecture program was initiated. Bachelor of Science in Chemical Engineering and
a Bachelor of Science in Environmeningineering were initiated in 1997. Also in 1998 the
Master in Business Administration, Master of Science in Civil Engineering, Master of Science and
Master of Engineering in Manufacturing Engineering, Master in Environmental Management,
Master of Engieering in Civil Engineering, and Master of Science and Master in Manufacturing
Competitiveness.

Polytechnic Universityof Puerto Rio in Orlando and Miami are Campuses of Polytechnic
University of Puerto Rico, which is fully accredited and internation&tpgnized in the fields of
engineering, architecture, computer sciences and business management and administration. PUPR
is the nationds second | argest i nstitution
Currently, there are over 5,000 stateat the San Juan campus.

The demand for increased higher education services to targeted Orlando and Miami audiences as
wel | as responding to the State of Floridads
university officials to study, atyge and plan for new curriculum and degree programs. Curriculum

is designed with a meaningful career choice in mind, and graduates will be able to identify available
career opportunities.

MISSION

Provide opportunities for leadership, productivity andhpetitiveness 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 provides students opportunities for educational,
professional and personal growth through collaboration and apgticat

1C



GUIDING PRINCIPLES
Commitment to Excellence
Professionalism and Integrity
Teamwork

Diversity

Creativity and Innovation

OALS
Access higher education
Ethical Commitment
Critical Thinking and Scientific Approach
Technology
Socio-economic Development
Partnerships: Industry, Government, Businesses, and Professional Associations

O¢ O« O¢ O¢ O«

O¢ O« O« O O« O¢ ()

ACCREDITATION
Middle States Association of Colleges and Schools (MSA), 3624 Market Street, Philadelphia,
Pennsylvania, 19102680. Phone: 21662-5606.

LICENSURE and CERTIFICATION

Many of the Universitydés courses and progr ams
efforts toward various licensures or certifications. However, these courses and curricula are not
necessarily designed toeet various requirements among individual states guidelines. 1t is the
responsibility of each student to check with regional authorities to confirm requirements in
preparation for licensures and certifications.

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

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

STATEMENT OF NON -DISCRIMINATION

Polytechnic University of Puerto RicoOrlando Campusloes not discriminate on the basis of
race, religion, age, disability, sex, or national origin in the administration of its educational and
admissiorpolicies, scholarship and loan programsother university administered programs.

CONTACT INFORMATION

Polytechnic University of Pu® Rico
OrlandoCampus

4800 Howell Branch Road

Winter Park, Florida 32792

Phone: (407) 67-6661

Fax: (407) 675082

Toll Fee: (877) 57 0LY

Web: www.pupr.edu

11


http://www.pupr.edu/

FACILITY T POLYTEC ORLANDO

The Orlando Campus is located on a five acre property in the Northeast area of Orlando, Florida.
The campus consists of six buildings, which houses administrative offices, classroomsecom
labs,engineering lab, electrical engineering lab, scienceliladary, student lounge and outdoor
recreational areas for students.

DIRECTIONS i POLYTEC ORLANDO

From downtown Orlando:

Take Highway 426 East to Highway 436 North.
Turn right (East) otdowell Branch Road

MAP T ORLANDO CAMPUS
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II. ADMISSION

GENERAL PROCEDURE
All students who have graduated from a recognized high school or equivalent (GED) prior to
applying for admission tBolytechnic University of Puerto Riedrlando Campumust:

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

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($)dlytec Orlandod s
Admission Office. Student copies of transcripts will not be accepted. Transcripts must
furnish a statement of good standing.

e Provide evidence of citizenship or legakident statugbirth certificate or U.S. passport,
permanent resident card or any other document that proves legal status in the Unitgd States

e Provide a copy of a current driverds |l icens:
for official records upon acceptance to a degree program at the university.

Entrance
Applicants must have a minimum high school grade point average depending of the program of
interest:

Discipline Minimum H.S. GPA hdex
Engineering 2.50
Computer Science 2.00
Business/Management 2.00

Applicants, who do not meet the stated high school grade point average, can request, in writing,
special consideration by themissionCommittee due to extenuating circumstances.

Transfer students applying to theiwersity must have a minimum of a 2.0 GPA. Applicants
with less than a 2.0 GPéan request to th&dmissionCommittee acceptance into the university
on aconditionalstatus. Final determination is at the discretion oftimissionCommittee.

Polytec Olandogrants 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

13



Special attention and sum is given to individuals as follows:

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

e Individuals who, for different reasons, cou
Degree program in Eyneering, Computer Science, or Business Administration.

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

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

e Individuals who at a mature age want to initiate university studies. Admission is based upon
educational preparation; evidenced abilities necessary for academic success, mifitlium G
of 2.0 must be earned for admission. Demonstrated personal potential to accept and commit
to the rigors of academic life. Each applicant is accorded individual consideration through an
AdmissionCommittee review and notification process. An Admissigplication and the
corresponding fee are valid for one academic year.

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

DEGREE STUDENTS
A degree student ors Maetke m@gs aDaBgqrcehe | iom 6ddny on
the university offers. A undergraduatdegree seeking student is classified as follows:

e First year student (Freshmaih) a student who has passed between 0 and 30 credit hours.

e Second year student (8tomore)d a student who has passed between 31 and 60 credit
hours.

e Third year student (Juniod) a student who has passed between 61 and 90 credit hours.
Fourth year student (Seniad) a student who has passed between 91 and above credit
hours.

Classifiation 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 a recognized institution of higher education may apply for
admission as a transfer student. They Ww#él favorably considered for all academic work
completed with a grade of ACO or higher at ea

A transfer applicant will not be considered if he/she is on academic probation, suspension or
dismissal from the previous institution; if BB 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.

14



INTERNAL TRANSFER STUDENTS
Internal TransfeStudents (Students transferred between Polytechnic University Campuses).

1. Any student requesting a transfer from one campus to another should request from the
campus of origin the following documents:
e Complete an Authorization for Internal Transfer aohiard to the transferring
campus.
o Official transcript
e The studentdés academic file from the Regi
student is transferring
2. If the student has previously studied at the campus transferring to, he should apply for
readmssion.
3. If the student has not previously studied at the campus transferring to, he should apply for
an internal transfer at the Admissions Office.

The courses and credits that will be transferred to a student for the program they are enrolling in
will be based on the academic program requirement.

An internal transfer student will not be considered 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 previousnstitution; or if on disciplinary probation during or following the last term at the
previous institution; or within one (1) year after dismissal.

INTERNATIONAL STUDENTS

All instruction and written work at Polytechnic University is in English. Studehtsse primary
language is not English must provide proof of English capacity. The standard measure 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 SeryIbE3) to issue a
Certificate of Eligibility for Nonimmigrant (R) Student Status for qualified international
students. Following admission acceptance, the applicant must submit all documentation required
by the INS. Upon approval, the Student and Fgcsérvices Department will issue th0 to
gualified applicants following receipt of all required documents and paid registration fees for the
first academic term of fullime enrollment.

Applicants who are not United States of America citizens or pemaresidents must petition
Polytechnic University of Puerto RicoOrlando Campuso issue official forms required by the
Bureau of Immigration and Citizenship Services (BICS). Upon completion of these forms and
acceptance, these applicants will be sifeed as international students.

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

1. Complete the Application for Admission.

2. Pay a 350.00 Admission Fee (nerefundabé).

3. Submit an official transcript certified by the education institution and validated by the
Mi nistry of Educati on of t he applicantds F
equivalence certification for that degree certified by an accredited evaluationJosef

15



Silney, World Education Services, etc.). The academic equivalence certification must
include the equivalent USA degree with a detailed evaluation, course by course, of an official
transcript from the educat i ocoontryi Misetdocumenti on i
must be sent directly from the institution to thémissionOffice of Polytechnic University
of Puerto Rice Orlando Campus
4. Submit three letters of recommendation.
5. Demonstrate financial capacity to complete the required progr@ersonally by means of a
funds availability certificate from the cand
a. Submit a sworn statement by the person that will cover the costs of the studies, indicating
the annual amount assigned for this purpose and
b. Submit a copyf the income tax return of the person, residing in the U.S. that will cover
the cost of the studies or, if self finan
institution, certifying availability of funds to cover the studies,
6. Applicants may b required to take the Test of English as a Foreign Language (TOFEL).

NON-DEGREE SEEKING STUDENTS

Applicants completing requirements from another institution of higher education and having
authorization to enroll in a course(s) Rblytec Orlandcare clasified as nordegree seeking
students. Also, applicants who are not interested in obtaining an academic degree or receiving a
grade fromPolytec Orlandcexcept for use as professional development are classified as non
degree seeking students. Naegreeseeking students are not eligible for financial aid.

e Submit a completed application form for admission including areumdable thirtydollar
($30) application fee that is not applied to the registration charges.

e Submit an authorization as N@egree Sdaeng Student.

NON-DEGREE SEEKING STUDENTS TO REGULAR STUDENT STATUS

If a nondegree seeking student would like a classification change, all requirements from the
AdmissionOf f i ce must be met and a grade of ACO o

course. A nordegree seeking student qualifies for financial aid only when the classification to a
regular student is official.

POLYTECHNIC

UNIVERSITY
PUERTO RI1CO

16



[ll. UNIVERSITY OPERATIONS

ACADEMIC INFORMATION AND SERVICES

The student should be familiar with:

e academic requirements foretldegree he/she plans to earn
e major program of study

e any changes published after the printing of this catalog

A degree will be awarded only to a student who has satisfied all the academic and administrative
requirements oPolytechnic University of Puert@ico - Orlando Campus

ACADEMIC SCHEDULE

Registration for all students is held prior to the beginning of each trimester on designated
registration days as stipulated in the Academic Calendar. Completion of registration for each
term is a prerequisite tdass attendance. The academic year consists of three terms, and one
optional summer session. Fall, Winter and Spring classes are scheduled from 8:00 &®0. to 1
p.m., Monday througfhursday and from9:00 a.m. tol:00 p.m. on Saturdays. Depending o

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 undergradstatients. To
register for sixteen (16) credit hours or more, the student must acquire the approval of the
AcademicDirector. The minimum fultime load per term isix (6) credit hours for graduate
students. Credit hours will not be awarded for coursew/hich the student is not properly
registered.

MODES OF INSTRUCTION
Traditional inresidence courses and online are offered on the campus during the day, evening
during traditional academic terms throughout the year.

ADD/DROP PERIOD
Prior to the firstclass meeting of a course a student may, add or drop from courses by
compl eting an Add/ Drop Form at the Registraro

Policy: Students may add a course during the official Add/Drop period; dropped courses will not
appear in permanent record. Appr a | of the studentds instructo
change is made. For withdrawal after the Add/Drop period, refer to the Course Withdrawal
Policy.

WITHDRAWAL

Polytec Orlandadoes not encourage course withdrawal. It is recommended thentstudet

with their academic advisor to discuss possible options. In the event that withdrawal is the only
alternative or if for any reason a student needs to withdraw from the University, the following
procedures must be performed.

Course Withdrawal:
e Conplete a Withdrawal Form, available at the Office of the Registrar.
17



e Course withdrawal must be approved by the st
Aid Officer and Finance Officer.

e The completed and approved Withdrawal Form must be submittédet®ffice of the
Registrar. Students may only withdraw from courses as stipulated in the Academic Calendar.

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

e Withdrawal from the University must be approved byet st udent 6s acaden
Financial Aid Officer, Registraaind Finance Officer

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

COURSE CANCELLATION

The University reserves the right to cancel any scheddless within the first week of a
trimester due to insufficient enroliment or for which the designated instructor is unable to meet
his or her teacher commitment. Tuition is fully refundable for any cancelled course.

GRADING SYSTEM

The alpha numeric gdeng system will appear in the midterm and final reports are as follows:
A. Excellent (4 honor points per credit hour)

Good (3 honor points per credit hour)

Satisfactory (2 honor points per credit hour)

Deficient (1 honor point per credit hour)

noow

Failure (Ohonor points per credit hour)

Incomplete (0 honor points per semester hour)

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 bétofficers named in the two previous sections.

P Passed, only for specified courses.

NP Not passed, only for specified courses.

E  Expired course

I Incompletel Accompanied by a letter grade

18



GRADE INDEX

The grade index of a student is the measure ofemc@mdachievement. It is based on-paint

system.

A student may be allowed to repeat a course p
the sequence, if the corresponding Department Head considers that the case has sufficient merits

to receiveauthorization. In computing the grade index, the highest grade obtained in a repeated
course will be used whenever it is higher than the original grade. If the grade obtained in the
repeated course is lower than the original grade, the original grdgeewviil.

STUDENT ACADEMIC EVALUATION

The policy and procedures for student retention, probationary status, suspension, and permanent
di smi ssal are established for t he eRogttcuati on
Orlandorequiresevery studento demonstrate academic progress in the number of academic
credit hours completed and the grade point average the student maintains.

DEFINITIONS

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

Attempted Credit Hours Credit hours the student has registeredalytec Orlandpand in
which he/she has obtained |, A, B, C, D, F, or W, inclgdih repetitions.

Transferred Credit Hours Credit hours taken on other college campuses, recognized by
accrediting agencies, which the student has passed with grades of A, B or C, and that are
accepted by the Department Director or the correspondingbea appr oval , i n ac
PolytecOrlandd s pol i cy.

Passed Credit Hours Attempted cred#ours taken aPolytec Orlandan 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 number of credit hours in which the student
has received final grades, including outstand

Dismissal for Academic Deficiency A student who systematically fails to satisfy the
achievement index may be permanently dismissed fiohytec Orlandofor academic
deficiency.

Academic Progress The measure that shows whether the student passes 66% of the attempted
credit hour with a grde point average equal to, or higher than, the retention index. See Table A
or Table B, whichever applies.

Repeated CoursesUndergraduate courses enrolled two or more times because the student has

obtained a grade of D, F or W. For the purpose ofraeténg the Grade Point Average only the
highest grade will be used.

18



Year Academic year consisting of three consecutive academic periods named trimesters from
August to May of the following year. The Summer academic period is optional.

Doted Courses All courses will be etinct, expired or doted eight \§ears after being passed.

This rule applies equally to courses passedPattec Orlandoor to transfer courses. The
respective Director may validate some courses after evaluating each coursstudem must
repeat all those confirmed doted by the Director, or in its place may be authorized by the Dean
instead to take advanced equivalent courses.

Academic Term One of the three consecutive academic periods named trimesters consisting of
twelve (12) weeks each or the Summeonsisting of six (6) weeksession which jointly
constitute an academic year.

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

graduation purposes.) This constitutes the |
Office.
Table A
Retention Index
Transferred Passed i
Credit Hours Credit Hours at Total Accumulated Mlnlmum Grade
Polytechnic - I-(lj(.)tulzs Rz:(nlge 2 PowztG,AI;vAe)rage
redit Hourq1 +
(1) (2
0-30 1.50
31-60 1.65
61-90 1.80
91 or more 2.00

Transferred credit hours willat 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 Academic Degree Students must complete
graduation requirements within a maximum tieggiivalent to 150% of the credit hours required
by the academic degree program enrolled.

Probationary and Suspension StatusStudents whose academic progress does not satisfy the
gualitative elements will begin a probationary period that will not ekde® consecutive
academic termbefore being suspended for one termfter suspension is effective, the student
may return under a probationary status for a maximum periah®f(1) additional academic
term at the end of which may be suspendedafgerial of three academic termsThe student
may be admitted once again under a probatiprstatus for one academic ternin the event
he/she does not succeed, he/she will be permanently dismissed.

Incomplete If the professor grants an Incomplete (I) grade courseit must be accompanied
by a letter grade. He student must complete course requirenweithin thirty (30) days
Otherwise, the incompletgrade will be changed tothe grade which accompanied the
incomplete
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ACADEMIC PROGRESS REVIEW PROCEDURE S
The academic progress of the students will be measured using the qualitative element which will
be verified each academic year, during the summer.

The retention index (qualitative part) will be determined according to Table A. The GPA will be
computedonly with credits taken &olytec Orlando Probation, suspension or dismissal will be
determined, employing the following procedure:

1. When the accumulated index is lower than the established index as given in Table A, an
academic probation period ;(jPwill be granted for one academic term The Regi st
Office will notify the student of their academic status via a certified letter. At the same time,
the Counseling Office will be notified to ensure the required follpy

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 student does not comply with the established condition in
Item 2, and does not remediate his/hezdemic deficiencies, he/she will bamgped a second
one academic terrprobation (B). If the student fails to succeed the probatios), (Ehe
student will besuspended for one academic year The Regi straros Off i
suspended student \éecertified letter.

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

In the event the student fails to reach a satisfactory retention index after the third probationary
period (R), the student will b suspended for a period of three (3) academic years. Afterwards,

the student may request readmission. The student may be admitted again under a probationary
status 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 in the application of these
policies and procedures used to evaluate academic progress mayveettenarequest
for reconsideration to the Academic Achievement Committee within ten (10) working
days after written notification of the decision.

b. The request for reconsideration should include the decision referred to, give a brief
statement of factstate and justify the basis for the requested change or restitution.

Each request for reconsideration must be s

d. Presentations before the Academic Achievement Committee by persons who are not
members of the Committeei | | be permitted in special ca
will be final.

HONOR ROLL

Undergraduate students with a cumulative grade point average of at least 3.25 and who have
been fultltime students for the past year and have passed all the cteztitptad will appear on

the Honor Roll.
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DEANG6S LI ST

An announcement is at the beginning of each term of those students who, in the previous term,
completed a minimum of twelve (12) credit hours and accumulated a general grade point average
of3.250rhighe, and who are eligible for inclusion o

READMISSION POLICY A ND PROCEDURE

Students who are not active during two (2) or more consecutive terms, or who are under
suspension for disciplinary or academic reasons, and who wish to continustudess, must

apply for readmission to the Institution.

Regular students who have discontinued their studies for one year or more will be readmitted
under the procedure 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 applications must be submitted at least one (1) month prior to the next registration
period. If the stdent does not register during the period requested, the application will remain
active for one (1) additional term.

Steps for readmission:

1. The student wil/ compl ete and submit the Re
Office who will notify theReadmission Committee.

2. A nonrefundable readmission fee.

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

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

5. The Registrards Of fice wildl apply t he foll
application:
a. Study any evidence of disciplinary measures taken ocoropliance with University
regulations and any stipulations made.

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

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

6. A student whoseeadmission application has been denied may appeal to Hmigsion
Commi ttee through the Registrarods Office.
the procedure to follow in order to request reconsideration by the Committee.

7. If the studenhas 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, readmission will be granted
on a probationary basis. The conditions of the probation period will be:

a. Thesudent mu st pass all courses for which h
higher.

b. The academic load will be limited to twelve (12) credit hours maximum per term for
undergraduate students and six (6) credit hours maximum for graduate students.
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c. The GPA should be increased or improved according to what has been established.

8. Students who have interrupted their studieBaytec Orlandat their will, and during this
inactive period have attended another institution (or other institutiongjowtitprior
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 RelmissionCommittee will be sent in writing to the student through the
Registrards Office.

GRADUATION APPLICATI ON
Candi dates for a bachel ords or mastero6s degre

credit hour s, must apply for graduati on. App
The application must be completed andraduation fee paid no later than the date specified in
the Academic Cal endar. The application shoul

Office after obtaining the clearance of the Library, Financial Aid Office, and the Finance Office
indicaing 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 after it has been received.

GRADUATION REQUIREME NTS

Polytechnic University of Puerto RicoOrlandoCampusreserves 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, a student is entitled to graduate under the curriculum
requirements in effect 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 wheemeoll 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 frdPolytechnic University of Puerto RicdOrlando Campus
candidates must meet the following conditions:

1. Apply for graduation fter the successful completion of 80% of the required credit hours by
filing an application form at the Registraro6

2. Pay the graduation fee and satisfy all other financial obligations to the University no later
than the date specified in the Acader@alendar.

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

4. Students completing requirements in 8igmmer, FallWinter and Spring terms are invited
to attend the Commencement Exercisedalewing Summer.

5. Students should have taken the final credit hours for the degiReelyechnicUniversity
with the understanding that these credit hours correspond to at least the total credit hours of
the last yar of the program as specified and described in the Catalog.

6. The student mu s t attain a minimum cumul ati v
major as well as a minimum cumulative grade point average of 2.00. It is highly
recommended that student r epeat , i f possi bl e, al |l concer
order to improve their GPA.

7. 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, alledobr expired courses must be
replaced with third and fourth year courses, unless otherwise authorized by the corresponding
Department Head and Dean of Faculty.
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8. For graduation with honors, the undergraduate student must satisfy all of the following
addtional criteria:
a) completed at leag5% of the credit hours required for graduatiofatytec Orlando

b) earned, aPolytec Orlandan overall (including all attempted credit hours) a grade point
average of: 3.258.499 for Cum Laude; 3.568.899 forMagna Cum Laude; or 3.900
4.000 for Summa Cum Laude

CURRICULAR CHANGES

Students enter the university under the gui de
date of acceptance. All requiremennttsd swicthhoisne n
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 entrance catalog. The Department Director will facilitate any necessary
transitions if arriculum or requirements change.

TRANSFER OF CREDITS T OUT

Most colleges and universities accept transfer credits from regionally accredited universities,
subject to limitations 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 Orlanda@redits to another college or university program.

CERTIFICATIONS AND T RANSCRIPTS

Transcripts or any other official statement will be issuedhey 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 end of a term, a longer period of time for issuance
may be required.

To transfer aedit 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 mexergiven 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 transcript should be reported to the Registrar within ten (10) days of
receivingit.

A transcript and certification fee is charged for each transcript. All services are denied to debtor
students.

DIPLOMAS
The Registrarodos Office wildl contact graduates

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

Registrards Office. I f the student Owllnatddr es s
be responsible for correspondence it sends which is not received by the student. Any notice,
of ficial or otherwise, mail ed to a studentos

sufficient notice.
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CLASS ATTENDANCE

Students should m@tiain 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
academic term are automatically disqualified to charge such tuition to fededsd. fufhe
instructor, after receiving the class roster, will submit, in writing, the names of all such students
to the Office of the Registrar.

It is recognized that the record of class attendance may vary according to the student, the
instructor or the aarse. 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 saarak programs of

study are required to include in their midterm and final grade reports the total number of
absences of all students. The Registrar will not accept reports if this condition is not met by the
instructor.

MILITARY TRAINING

Polytec Oréndo students may request consideration of credit award for documented military
training. TheAcademicDirector has the responsibility of working with the student to evaluate
the request and to determine if the credit option is appropriate. A maxims®ncoédit hours of
military training will be accepted into the university.

STANDARDIZED EXAMINA TIONS

The University will accept a maximum of 30 credit hours of standardized testing credit. All such
credit wil!/ be I isted Illoohbetemeedonceithasheed cordad.a n s ¢
Students may receive credit after successfully completing any of the following standard
examinations: College Level Examination Program (CLEP) and/or Defense Activity for Non
Traditional Educational Support (IMTES).

EXPERIENTAL LEARNING CREDIT (BSOM PROGRAM ONLY)

Polytec Orlandorecognizes that many students acquire college level education outside the
university classroom.The University will accept a maximum of 30 credit hours of documented
ontthejob/prior training experience that has not previously resulted in academic credit. Prior

work experience will be evaluated onachyec ase basi s by the univers
acceptance into the program of study. A prior learning fee is charged fos ¢hediare granted.
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ARTICULATION AGREEMENT BETWEEN VALENCIA COMMUNITY COLLEGE
AND POLYTECHNIC UNIVERSITY OF PUERTO RICO - ORLANDO CAMPUS

Articulated PreMajor: ENGINEERING(Polytechnic University of Puerto Rie®rlando
Campu$

This premajor is degined for the student who plans to transfer taRblytechnic University of

Puerto Rico Orlando Campug@PolytecOrlandq as a junior to complete afoeyre ar bachel or
degree in the School of Engineering. It is based upon an articulation agreemegibgekng

with Polytec. Students who plan to transfer are responsible for completing the admission
requirements of Polyte®rlandao

Students in Prajors must complete all required collegeeparatory courses, prerequisites for

the listed courserequme nt s, and Val enciads foreign | anguse
Courses meeting the preceding requirements will be in addition to the 60 credit hours listed.

Extra Engineering Electives courses and the course listed in the NOTE below may also be taken
atValencia in addition to the 60 credit hours listed

The courses do not have to be taken in the order listed; the sequence suggested is based upon
prerequisites and level of course difficulty for most students.

FOUNDATION COURSES

+ * ENC 1101 Freshman Cwmposition | (GR) 3
Humanities (See AA General Education Requirement) 3

+ EGS 1006 Introduction to the Engineering Profession 1
+ EGS 1007 Engineering Concepts and Methods 1
+ *  MAC 2311 Calculus with Analytic Geometry | (GR) 5
SPC 1600 Fundamentals of Speech 3

POS 2041 U.S. Government | 3

Total Hours 19

INTERMEDIATE COURSES
+ * ENC 1102 Freshman Composition Il (Gordon Rule Writing) 3

+ *  MAC 2312 Calculus with Analytic Geometry Il (Gordon Rulepb
+ *  Humanities HUM Prefix (GR) 3
+ * PHY 2048C General Physics with Calculus | 4
ECO 2013 Principles of EconomicsMacro 3

+ * EGS 2310 Engineering Analysi$ Statics 3
Total Hours 21

ADVANCED COURSES

+ * MAC 2313 Calculus with Analytic Geometry Ill (GR) 4
+ * PHY 2049C General Physics with Calculus II 4
+ * MAP 2302 Differential Equations (GR) 3
+ *  Humanities (GR) 3
+ * EGS 2025 Probability and Statistics for Engineers 3
+ Engineering Electives (PUA) 3

Total Hours 20

Total Hours Required 60
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Engineering Electives (Polytec Orlandd

Students will select a minimum 3 credit hours; Extra Engineering Electives courses as well
as the course in the NOTE may be taken at Valencia, in addition to the 60 credit hours
listed.

+* EGN 1111C Engineering Graphic@ll majors) 3
+* EGS 2004 Electrical Networks (Electrical majors) 3
+* EGS 2321 Engineering Analysi$ Dynamics(All majors) 3
+* EGS 2373  Principles of Electrical Engineerif{(@ivil majors) 3
+* SUR 1101C Basic Survging and Measuremen(€ivil majors) 4

NOTE: Itis recommended that students also complete *CHM 1045C General Chemistry with

Qualitative Analysis |.

+ These courses must be completed with a minimum grade of C.

* These courses have a course prerég(s). See course descriptions in Valencia Community
College catalog. Specialized courses may not be offered every session.

ARTICULATION AGREEMENT BETWEEN SEMINOLE COMMUNITY COLLEGE
AND POLYTECHNIC UNIVERSITY OF PUERTO RICO - ORLANDO CAMPUS

Articulated PreMajor: Premajors of Accounting, General Business and Economics
and EngineeringPolytechnic University of Puerto Ried®rlando Campuys

PUPR Preaequisites for the Bachelor of Business Administration

This premajor is designed for the steitk who plans to transfer to the Polytechnic University of
Puerto Rico, Orlando Campus as a junior to
Business. Students who plan to transfer are responsible for completing the admission
requirements of the Bdechnic University of Puerto Rico, Orlando Campus.

The course listed belowdo not have to be taken in the order listed; the sequence suggested is
based upon prerequisites and level of course difficulty for most students. These courses will
meet graduabin requirements for the Associate of Arts from Seminole Community College and
prerequisites for one of the Business programs at the Polytechnic University of Puerto Rico,
including: Accounting, General Business and Economics

FOUNDATION COURSES

ENC 1101 English |

Humanities Humanities General Education Course
SPC 1600 Fundamentals of Speech

PSY 2012 Social General Education Course
PHY 1020 Physical Science

CGS 2100C Office Applications

WWWwwww
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INTERMEDIATE COURSES

ENC 1102 Englishll 3
Humanities Humanities General Education Course 3
SYG 2000 Social General Education Course 3
History History General Education Course 3
MAC 1105 College Algebra 3
ACG 2021 Principles of Financial Accounting 3
Science Area A or B Genell&ducation Science Course 3
ADVANCED COURSES
STA 2023  Statistics 3
ACG 2071 Principles of Managerial Accounting 3
Five of the following six courses:
MAN 2021 Introduction to Management 3
MAR 2011 Marketing 3
BUL 2241  Business Law | 3
FIN 2001 Business Finance 3
ECO 2013 Principles of Economics (MACRO) 3
ECO 2023 Principles of Economics (MICRO) 3
TOTAL 60

PUPR Preaequisites for the Bachelor of Science in Civil Engineering, Electrical Engineering or
Computer Engineerg

This premajor is designed for the student who plans to transfer to the Polytechnic University of
Puerto Rico, Orlando Campus as a junior to co
Engineering. Students who plan to transfer are responsilderfguleting the admission

requirements of the Polytechnic University of Puerto Rico, Orlando Campus.

The courses listed below do not have to be taken in the order listed; the sequence suggested is
based upon prerequisites and level of course difficultynfmst students. These courses will

meet graduation requirements for the Associate of Arts from Seminole Community College and
prerequisites for Engineering at the Polytechnic University of Puerto Rico.

FOUNDATION COURSES

ENC 1101 English | 3
Humanties Humanities General Education Course 3
MAC 2311 Analytic Geometry and Calculus | 5
SPC 1600 Fundamentals of Speech 3
Social Social General Education Course 3
Science Area A or B General Education Science Course3
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INTERMEDIATE COURSES

ENC 1102 English 1l

MAC 2312 Analytic Geometry and Calculus Il
PHY 2048C Physics with Calculus |

CHM 2045C General Chemistry |

Humanities Humanities General Education Course
Social Social General Education Course
History History Geneal Education Course

ADVANCED COURSES

MAC 2313 Analytic Geometry and Calculus I
PHY 2049C Physics with Calculus II

MAP 2302 Elementary Differential Equations
XXX XXXX Elective

TOTAL

WWwWwhrhpr,how

HrwWwbhDb

60

28



FINANCIAL |INFORMATION AND SERVICES

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

Tuition
Undergraduate Tuition:

EngineeringCourses $345.00 Per Credit Hour

$30.00 Institutional Scholarship
$315.00 Cost for the 1st year 20410
Business General Corses $315.00 Per Credit Hour
$40.00 Institutional Scholarship
$275.00 Cost for the 1st year 20010

Graduate Tuition: $395.00
Fees
Application Fee (nomefundable) $30.00
Application Fee International Students (ron
refundable) $150.00
Lab Fee $100.00
Technology Fee $25.00 Per Trimester
Library Fee $25.00 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
Deferred Payment Fee $25.00
Readmission Fee (nenefundable) $30.00
Withdrawal Fee (each) $5.00
Withdrawal Fee (total) $20.00
Graduation Fee $150.00

Tuition & Fees are subject to change.
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PAYMENT PROCEDURES
Tuition and fees are payable in full during the registration period, or prior to the first day of
clases. 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 (i ncluding other
paymento wil|l all ow t he st ufdkgsdstogpaythe remasmingper i o
bal ance without paying fAlate charges. 0 The

have been paid or proper arrangement for deferred payment has been made. Late charges on
pending balances 1.5% per month.

COLLE CTION 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 1.5% monthly charge.

c) Balances remaining unpaid afteBQldays 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 registration may be completed.

Payments of fees can be maaither in cash, money order, a certified check, Visa, M&ed,

American Express or Discover Card. Failure to pay any University fees when due may result in
administrative withdrawal and/ or in with hold
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 policies established by the
Institution. These policies tekinto 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 applied as follows:

Total withdrawal for student registered for the 12 weeksdrm (two sessions)

On or before the first day of the term 100%

First week 100%

Second week 33.33% of tuition
Third week and after -0-

Registration, Library, Educational Technology Center and activitiesafeasonrefundable.

FINANCIAL DELINQUENC Y

Students failing to pay their debts to the university on or before the day payment is due may be
excluded from graduation. The University may also withhold grades, the issuance of transcripts,
degrees, diplomasnd the granting of certificates of good standing to any student whose account
is in arrears.
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Inactive students with debts will have the opportunity of paying the pending balances. If the
student fails to comply with payment, they are referred to a tiolieagency. Students referred
to an agency for collection will be charged an additional $50.00 fee.

FINANCIAL AID

The University conforms to the Student Consumer Information Requirements established by the
United States Department of Education, and herserves notice that the Director of Student
Financial Aid and Financial Aid Office staff are the persons designated under those requirements
to assist the student or prospective student in obtaining information regarding student financial
assistance.

The University participates in the following student financial aid programs:

- Federal Pell Grant

- Federal Supplemental Educational Opportunity Grant (FSEOG)
- Academic Competitiveness Grant (ACG)

- National Science and Mathematics Access to Retain Talent GI@GMARTG)
- Federal Work Study Program (FWSP)

- Institutional Work Study Program (IWSP)

- Federal Family Education Loan Program (Stafford Loan)

- Federal PLUS Loan for Parents of Undergraduate Students

- Federal PLUS Loan for Graduate Students

- Alternative Student dans

- Institutional Scholarships

GENERAL ELIGIBILITY REQUIREMENTS
To be eligible to receive aid, a student must meet the following requirements:

Be enrolled as a regular student in an eligible program.

Be a U.S. dizen or eligible noftitizen with avalid Social Security Number.

Have a high school diploma or its equivalent.

Make satisfactory academic progress.

Demonstrate 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 default on a federal student loan and do not owe money on a
federal student grant.

** Students repeating a cours@ynotbeeligible for financial aid for that specific course.
APPLICATION PROCESS
1. Request a PIN for yourself armhe of your parents (if you are a dependent stucsnt)

www.pin.ed.gov . The PIN allows you provide an electronic signature gour Free
Application for Fedeal Student AID (FAFSA).
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2. Gatherthe following information:

e Your soci al security number anfgousgrear par
dependent student.
Your drivero6s |license number (i f applicab

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

Evidence of the previous year omarriedroc o me f
your parents if you are a dependent student (incomeetars and A2, i.e., for the

2009-2010 academic year, you will negaur 20@ income tax returns).

e Evidence of nortaxable income for the previous year such as Sdg&durity
benefits, Temporary Assistance for Needy Families (TA) veterans benefits if
applicable.

e Information about savings, investments as well as business and d&ssets for
yourself your spouse or parents if applicable.

e Polytecods 0K4256 00 | code:

e PIN number(s)

3. Complete the Free Application for Federal Student 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 f a mi | nundbsr enrallerl anntellege, umtaxexde h o | ¢
income and benefits, and any otlaercument required in order tmmpare the information
submitted oryour applicationFailure to submit any requested documentation may result in
the cancellation of aid previously offered. Federal student finaassatance whether grants
and loans cannot be processed untiMégfication process is complete.

5. To determine eligb | i t vy, the Financi al Aid Office con:
academic status.

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

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

a. Retention Index (Qualitative Element)

Table B
Total Credit Hours Minimum Grade Point
Range Average
0-30 150
31-60 1.65
61 or more 2.00
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Percentage of passed credits (Quantitative Element)

The student must pass no less than 66% of all attempted credit hours. This is to say that
the student must complete all the gradrarequirements 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 reatg the 150% limit.

The Financial Aid Office will evaluatéhe studerts academic progress annuallytiae

end of the academic yeaiThe data used will be corresponding to the term before last.
Whenever the student fails to meet one or both elements during one term, the student will
benotf i ed about his/ her #Aconditional status.
of three (3) terms, consecutive or nonconsecutive, after which no financial aid will be
assigned until he/she qualifies again. In this event, the Financial Aid Office wilf not

the student in writing, about his/ her @ANeg
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STUDENT INFORMATION AND SERVICES

GUIDANCE AND CAREER EDUCATION

The AcademicOffice offers students curriculum assistance, career information, and guidance in

the personal, vocatin a | , and academic aspects that may i
education.  Counselors assist students individually in making appropriate educational,
vocational, and personal choices. The office coordinates assisted institutional semvices fo
special needs students.

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

Previously taken coursescthe grades earned will be reviewed and analyzed for proper course
placement aPolytec Orlando

Career education awareness is presented at workshops, seminars, colloquiums and receptions
with notables. Student publications may also feature storieareer opportunities.

INTERNSHIP AND MENTOR PROGRAMS

Students may be able to participate in local and national work related experiences pertinent to
their course of study. Career awareness and placement activities are incorporated in student life
as a pestep 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. Community leaders and business profeasaollaborate with students on a ene
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 registration period. The
identification cardis needed for students to obtain acces®atytec Orlandds facilities and
services.

ACTIVITIES AND ORGANIZATIONS

There are opportunities for students to reinforce their curricular experience by participating in
curricular related activities such as ogjlium, workshops, seminars and @meone 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 foster greater career opportunitiesllagswecognize
students for their academic achievement.
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LIBRARY FACILITIES

The Orlando and Miami Campus Libraries are vegjuipped for student use. Both libraries
maintain computebased and hardound periodicals for student and faculty use. Botridéh
Campus libraries have basic collections that are strengthened and supported by the main library
in San Juan, Puerto Rico that consists of over 65,000 volumes classified according to the Library
of Congress Classification System. The main Libraryspecialized 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 andnanistrative 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 the Library. The Orlando and Miami
Campus libraries are part of library consortiums for the state of Florida. The administrative and
technical procedures are jointly operated by the Main Library and Branch Campus Libraries. To
help students develop information skills and become independentesesasthers, the Libraries

have a literacy skills program, as well as audiovisual equipment.

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/énsity
should expect of each other in the area of rights, responsibilities, and conduct.

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

as responsible members of the campus community and respectsbegbend property rights

of others and the educational mi ssion of the
ultimately determined by those who earn a degree, the University will insist upon its students
demonstrating personal and professiomdegrity 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 Right and Responsibilities

Polytechnic University of Puerto RicoOrlando Campusecognizes the rights of students as
outlined in the American Association of Uni v
These rights include the following:

1. Freedom baccess 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
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Code of Conduct

The University is dedicated to tlelvancement of knowledge and learning, as well as to the
development 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 byhe University. Specifically, each student is expected to refrain from:

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, records, or identification 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 otherseand th
property of the University.

5. The manufacture, possession, use, or distribution 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
enforcemenofficers required by their employer to carry a firearm are excluded).

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 i 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 abusdhreatening acts or harassment, toward others.

Expulsion, suspension, 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 Puerto Ricdrland Campusioes not tolerate any form of employee

or student harassment, either verbal or physical, based on race, color, religion, gender, national
origin, age, physical disability, medical condition, or marital status. The University strives to
provide a vork environment free of sexual harassment. Harassment on the basis of sex is a
violation 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 uopebdfessi
improper conduct.

Sexual harassment is defined as unwelcome sexual advances, 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) submissidhet@onduct is either an explicit or

implicit term or condition of employment or 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 interferinggi t h an i ndi vidual 6s work or academi
sexually 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 aayitye or conduct
toward any other employee or student that could be interpreted as sexual harassment.

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

Any faculty member or administrator who has received a complaint from an employee or student
alleging harassment will immediately notify tampus DirectorSimilarly any administrator,
faculty member or supervisorh@ becomes aware of a situation involving potential harassment
of an employee or student will contact thampus Director

All complaints of harassment will be investigated promptly and will be kept confidential to the
extent possible. Appropriate disdipry action will be taken against any employee or student
found to have engaged or 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 obligeon of all members of the University, as well as students, to uphold the
laws of 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 oktfare
person involved or the community will be reported to law enforcement authorities. 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 locatestad federal law. Information regarding

the prevention of alcohol and drug abuse is posted visibly around the University campus.

Academic Dishonesty and Plagiarism

The University seeks to foster a spirit of honesty and integrity. Any work submittedtbglent

must represent original work produced by that student. Any source used by a student 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. Thesityniverther, considers
resubmission of a work produced for one course in a subsequent course or the submission of
wor k done partially or entirely by another
responsibility to seek clarification from the ¢sa instructor about how much help may be
received in completing an assignment or exam 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 tiversity.

The University requires students to adhere to the writing style prescribed Publieation
Manual of the American Psychological Association, Fourth Edition, .19%6s manual includes
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clear definitions of plagiarism, paraphrasing and otbkted matters. All students are urged to
acquire and use this manual early in their studies at the University.

The Universityobés policies call for all writte
English. o0 I f neces saaaedyorto asgisuvdte grammar and gtyleebmtmot o y
content. The editordés name, address, and tele
studentdés unedited work must be attached.

Dual Relationships with Students

In the interest of avoiding sittians in which students may feel that they (or other students) are
receiving 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 a
potenti al for the University employee to infl
our programs. Similarly, faculty and staff members are advised to avoid close personal
relationships with student s.theBppearance df favaritiame | at i
can be a problem.

Gifts from Students

Students (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 serdicge(an
hope that occurs regularly), a short note of

Collection for group gifts for faculty or staff can easily be perceived as coercive if some students
in a c¢class do not s h a r dinaricial eneawsr @ifts canzbeconseéa e nt |
dangerous norm and can be seen as leading to 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.n@el tokens of appreciation such as flowers

for the lobby or snacks to be shared by employees and students do not violate the policy or its
intent.

Academic Credentials

The University maintains a strong commitment to developing practitioners who deat@nstr
high levels of professionalism. All students are expected to pursue their academic programs with
honesty and integrity.

Evaluation of Instructors by Students

At the conclusion of iresidence courses and upon the completion dinenor independent

studies, students will be asked to provide candid feedback regarding their perceptions of the
guality of the course and the performance of the course instructor. All students are expected to
participate in these evaluation sessions as student input is peortamt contribution to the
Universitybés efforts to improve its programs.

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 angugoment, classroom environment, registration
process, financial aid, student records, library staff and resources, computer access and
equipment, textbooks and materials, academic advising, faculty access and interaction,
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international student concerndg¢c.eThe Survey also gives each student an opportunity to make
general comments and suggestions regarding the University.

All students are urged to participate in these evaluation activities, as student input is an important
component of ffohtseto itdprovevite pragiarmsyaddsenhance student services and
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 studentgpees to be unfair. Students who
believe that they have been treated in a based 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 bgnding theCampus Directoa written account of the actions

|l eading to the grievance and a description

any).

The Campus Directoor a designee will contact the involved parties directly and wéhapt to
resolve the matter informally. If a satisfactory resolution is not achieved informallgatim@us
Director will convene a committee of faculty members and/or administrators to consider the
matter and recommend a resolution. Considering the recodatien of the committee, the

Campus Directowi | | again contact the parties invol

response to the appeal.
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UNDERGRADUATE PROGRAMS

PUERTO RICO ¢ FLORIDA
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SCHOOL OF BUSINESS ANDM ANAGEMENT

The School of Business and Managemenksée provide theoretical and practical knowledge to
those students who aim to receive a Bachelor Degree in Business Administration or
Organizational Management. The School of Business and Management is guided by the
following principles: The businessqgrams contribute to the intellectual and professional
formation of students through the development of critical and analytical thinking skills. It fosters
the necessary motivation that will enable students to know and relate to the reality of the
entrepeneurial world. The Department develops in students the awareness of the social
responsibility of management within the economic system of free enterprise. The academic
programs encourage the exploration and study of the field of business and management.
Students are exposed to the various areas of business to include Accounting, Management,
Marketing, Economics, Statistics, and Finance, and their applications in a corporate, service or
manufacturing environment.

Mission

The School of Business and Managmnt ofPolytechnic University of Puerto RiedOrlando
Campusprovides opportunities for individuals from diverse backgrounds to cultivate their
potential for leadership, productivity and competitiveness with a sense of social responsibility
toward theirrommunities, through the exposure to intellectual, humanistic and technological
advancement in business and management.

Career Opportunities

Business Administration and Organizational Management students are highly regarded and
sought by service, manutacing, and production industries. Graduates have been provided the
knowledge and skills to meet the needs and demands of anlareging society. Through

various internships, students are exposed to various career positions in business. Graduates can
assume career roles such as Accountants, Information Technology Managers, Sales and
Marketing Managers, and a variety of managerial supervisory positions in both profit and non
profit organizations.

Program Educational Objectives
The School of Business diManagement academic program objectives are:
A Develop technically educated individuals for employment as business administrators or
entrepreneurs in their communities.
A Develop graduates with a weleveloped social conscience.
A Develop of competitive gradtes for advanced study in the areas of business.

Degrees Offered
Currently, the School of Business and Management offers the following degrees:

A Bachelor of Business Administration (BBA)
o Management of Information Systems; Accounting; and General Managemen

A Bachelor of Science in Organizational Management (BSOM)
*not all programs are offered at each location, please contact the campus for specific information
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BUSINESS ADMINISTRATION

The School of Business and Management offers undergraduate progaaing fto the Bachelor
in Business Administration (BBA) degree with academic tracks in Accounting, General
Management, and Management Information Systems.

PROGRAM ENTRANCE

All students that request admission and are admitted to the business programshomust
evidence that they have acquired the academic abilities and skills necessary to progress through
the major program of study. Those who do not have these abilities and skills as reflected by the
results of their (1) College Entrance Examination Boaxdm, (2) High School grades, (3)
previous college experience, or (4) other evidence, will be required to take additional courses to
gain the knowledge. Thus, there may be variations on how to fulfill the Minimum Graduation
Requirements stated below. Tbemponent of these courses, if required, is in addition to the
credits of the Business Administration or Organizational Management degree program. The
following is a partial list of preparatory courses offered by the university:

PREPARATORY COURSES

Course Title Credit Hours
MAT 0100 Preparatory Mathematics 3
MAT 0110 Algebra 3
SCI1 0110 Introduction to Physics/Science 3
ENC 0100 Preparatory English 3
ENC 0110 English Grammar 3

Students enrolled in one of the acadenrmgpams of the School of Business and Management

will need to have successfully prepared for their studies within the school. An articulation
agreement or transfer program has been signed with many area community colleges to accept
students who have eamhan Associate Degree in a related field. In many cases, all or most of
the 60 credit hours completed by students in the community colleges count towards the BBA
program and will transfer into the School of Business and Managentfeoiytgc Orlando

BACHELOR OF BUSINESS ADMINISTRATION PROGRAM
The student must complete the following minimum requirements to earn the BBA degree:

GENERAL EDUCATION COURSE$ 30 credit hours
12 credit hours in Humanities
(6 credit hours must include English Composition | Hpd
9 credit hours in Social Sciences
9 credit hours in Mathematics/Sciences
(3 credit hours must include College Algebra)
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BUSINESS FOUNDATIONS 15 credit hours
9 credit hours must include Accounting | and I, Principles of Management

ELECTIVEST 18 credit hours
CORE COURSES$S 27 credit hours

ACADEMIC TRACK
BBA Accountingi 32 credit hours
BBA General Managemeint30 credit hours
BBA Management of Information Systei80 hours

ACCOUNTING DISCLOSURE

The accounting concentration and ceuss pr ovi ded knowl edge that
efforts toward CPA certification. However, this concentration is not necessarily designed to
meet various requirements among individual state guidelines. It is the responsibility of the
student to checkwith regional authorities to confirm requirements in preparation for
certification.

BBA GENERAL EDUCATION COURSES (30 Credit Hours)

COURSE TITLE CR-HRS
ENC 1101 English Composition | 3
ENC 1102 English Composition |l 3
LIT 2411 Literature and Culire Issues 3
HUE 1999 Selected Topics in Humanities 3
PSY 2012 Introduction to Psychology 3
SYG 2000 Introduction to Sociology 3
SSE 1999 Selected Topics in Social Science 3
MAC 1105 College Algebra 3
PSC 1121 Physical Science 3
CGS 100 Computer Science 3
TOTAL 30
BBA BUSINESS FOUNDATION COURSES (15 Credit Hours)
COURSE TITLE CR-HRS
ACC 2001 Principles of Accounting | 3
ACC 2011 Principles of Accounting Il 3
MGT 2021 Principles of Management 3
MAR 1011 Principles of Marketing 3
FIN 2000 Principles of Finance 3
TOTAL 15
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