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Preface

This Faculty Handbook is presented to the faculty of Florida National College as a guide to the general
educational p hilosophy of the College and as a source book for the college policies and procedures affecting
instruction, with a sampler of the various forms that may be of interest to the instructor at the College.

Florida National College has as its target population the traditional American student as well as the
Hispanic immigrant student. It is not necessary that the instructor know Spanish but, of course, it can be
helpful. All classes must be  conducted in English , though Spanish may be used for clarification purp oses.

Florida National College is concerned that its instructors have adequate academic backgrounds and utilize
student -oriented procedures and methodologies. Whatever educational theoretical tenets the instructor
subscribes to is part of academic freedom --within the bounds, of course, of the Statement of Purpose of the
College.

The instructor at Florida National College must begin instructional activities by studying and understanding
the institutional mission statement given below.

The purpose of Florida National College is to contribute to the education of a
population of diverse, presently predominantly Hispanic, cultures. The college realizes
this mission through the employment and development of a faculty of scholars who are
proficient in the art of teaching. The College strives to prepare the students for
employment in their chosen career or advanced studies through the acquisition of the
required skills and knowledge needed for the successful completion of the program of
studies.

Florida National College strives to provide the educational facilities and
resources that support intensive sessions of study in small classes, in order to foster in
the student the attainment of a qual ity
personal goals, and the advancement of modern technology.

Furthermore, Florida National College provides educational and cultural
programs intended to enrich the community it serves.

Given the statement of purpose of an institution, the effective instructor will always ensure that her or his

teaching methods are in accord with the following: i) the
Statement of Purpose, and ii ) the purposes of the program and course with which the instructor is involved.
At Florida National College, then, the instructor is going to build offerings which shall:
1. Satisfy and allow for the individual differences and needs of students
2. Passontostudents those principles and suggestions that wi
their role in their chosen field
3. Promote correct technical and professional standards
4. Endeavor to be consistent in grading and always keep their students alert to the methods and
techniques being used in evaluation of the studentds
5, Keep in mind the | asting effects of oneds teaching



An Educational Philosophy

As stated in the College Catalog :

Florida National College devotes its  elf to the cause of education, aware that: (1) preparing individuals
for personal and professional success is laying the basis for stable and prosperous societies; (2) there

is much to gain from the impetus, creativity, and sheer desire to belong in the ma ny new arrivals
who are a vital part of the rapid growth of Southern Florida. Florida National College would like to

be a part of this process of incorporation of so many diverse elements into the many opportunities

this prosperous nation has to offer; as well as to receive the enrichment which these diverse
elements bring to the American milieu in order to continue the unique position the United States has
amongst the nations of the world.

In presenting this  Faculty Handbook , Florida National College wis  hes to also present an educational
philosophy that will lead the institution and its members to the highest levels of academic and educational
excellence.

I n todaydés business world, technol ogi c-mdreaging@te.&Ildridr @l c hang
National College is engaged in a continual process of reviewing, assessing, and revising its courses and

programs in order to keep pace with improvements in technology and the changing needs of business and

industry.

FIl orida National iedsibnal gapddssinesatraipirg lis designed to prepare students with
the entry -level skills and knowledge necessary to secure initial employment in a rapidly changing
environment fi education and training upon which students can develop a successful and fi nancially

rewarding career.

One might say that this Philosophy commits the College to labor educationally; ever with an awareness of
the needs of students and their employers; and offering a reasonably timely response to the ever -changing
influences upont hose needs.

(A=
N The Instructor at
Jic _ .
= Florida National College

The backbone and most essential element of any college is the faculty that, along with students and
administration, makes up the collegium that is a college. Without a dedicated, scholarly facult y, a college is
merely a collection of buildings.

When bringing new faculty on staff, Florida National College desires that they be FIRSTLY, excellent
instructors. In saying this, the College is implying several things:

1. The College expects its teaching i nstructors to be people of dedication to their discipline. This
dedication is shown in many ways:

The instructor must, of course, KNOW his field.

The instructor must be active in his discipline.

The instructor should be a member of the professional organizat ions of his discipline.

The instructor must attend those professional seminars, conferences, conventions, etc. offered by

the professional organizations to which he belongs in order to upgrade his professional skills.

oOw»



2. That the instructor be a master of the teaching discipline. That is, the instructor must:

A. Have a deep interest in the welfare and intellectual progress of his students;
B. Be cognizant of the environment and proper ambiance of the classroom, as far as he is able;
C. Have areal understanding an  d love of the teaching act;
D. Understand and put into practice the proper techniques and methodologies necessary to instill in
his students the matter of the course;
E. Be constantly alert to the need to develop daegtds t e

educative techniques and methodologies through in -service training, academic lectures,
seminars, conferences, etc.;

F. Pursue the research necessary to keep his classes and students up -to-date, but never allow
research and publication to supersede the teaching act.

3. That the instructor feels encouraged to publish and disseminate those research results which will
be of benefit to fellow academics, as research is of much greater value if published.

A. The instructor should consider research and inquiry into his particular discipline and into
education in general as of great importance.

B. The instructor should consider publication of research results as enriching to himself and the
academic world.

C. The instructor should consider the working with other members of the faculty in common
projects and studies as the crowning denouement of his own research and educative efforts.

The Office of Academic Affairs and the Instructor

The Office of Academic Affairs is under the direction of the Vice President for Academic Affairs. It oversees
the planning and administration of the instructional programs of the College. The Office of Academic Affairs

leads in the overall academic planning and direction of the College. Thus, matters concerning faculty,

curriculum and developm  ent of undergraduate degree, diploma, and certificate programs are under the

purview of this office. To fulfill the above, this office supervises academic support and sponsors research

and faculty training.

The VP of Academic Affairs acts as liaison to t he FNC Board of Governors in academic matters.
Instructors should feel free to communicate with this office at any time. The office has an open door policy
toward all members of the College, administrators, faculty and students. An appointment is not requ ired.

The Office of the Division Head and the Instructor

The Division Heads oversee and guide the Division and its Departments. They supervise the faculty and

provide academic and administrative support. They provide orientation to new faculty members a nd guide

them through their first teaching assignment. The Division Heads develop and oversee all new programs in

the Division in conjunction with its faculty . They facilitate the interaction of
various campuses and collaborate with the Department Heads in the planning of the schedules and student

advising.

The Campus Dean and the Instructor

The campus dean is OEverymandé at Florida National Col | ege
of the College. In larger coll eges, instructors (let alone students) never see or, in some cases, have never

heard of the dean. That is not true at Florida National
colleague, mentor, and oracle to visit. Instructors come to feel close to and comfortable with the campus

deans. That do e ghe &nstrucoraachdean blaalys agree or even come close to it, but it does

mean that, having aired their differences, they put differences aside and continue on in their work with the
dean leadi ng the way. Thus, instructors at FNC have come to rely heavily upon their campus deans for
guidance, advice, counseling and support.



The Faculty Senate

The Faculty Senate of Florida National College routinely meets on paid faculty workdays (See 0Conditions
Serviced).

CONSTITUTION OF THE FACULTY SENATE
OF FLORIDA NATIONAL COLLEGE

PREAMBLE
To fulfill its mission effectively, Florida National College needs a mechanism for meaningful and continuing
cooperation between the faculty of Florida Nati onal College and the administrative offices of the College. In
order to foster mutual trust and respect and to produce cooperative efforts that enhance the stature of the
College and its programs, formal and systematic lines of communication are needed to insure full discussion

of important matters and adequate acknowledgment of concerns and positions from one constituency to
another.

Final authority for implementing the policies of the College resides with the College President. It is a basic
premise of this document, however, that the faculty has the right and the obligation to participate fully and
actively in the determination of those policies that pertain to academic matters and faculty welfare. The

Faculty Senate herein constituted provides, theref ore, for meaningful and formal participation by the faculty
in matters of College governance that are related to its right and proper concerns.

ARTICLE I: NAME
The name of this organization shall be the Faculty Senate of Florida National College.

ARTICLE II: PURPOSES AND FUNCTION
The purposes and functions of the Faculty Senate of Florida National College shall be as follows:

A. To serve as the primary vehicle of faculty participation in the affairs of the College;

B. To serve as one of the forums for the determ inati on and the expression of the  representative opinion
of the college faculty;

C. To serve as the means by which the faculty achieves reciprocal communication with all segments of
the College (administration, faculty, students, and staff), as an advisory bo dy, concerning College
problems, goals, programs and policies;

D. To serve as a setting for the initiation, formulation, discussion and implementation of academic and
related policies affecting more than one department or other academic unit;

E. To make recom mendations to the administration of the College on matters of institutional policy
and procedure in areas of primary concern to the faculty.

The Faculty Senate shall expect to receive prompt notice of impending actions or decisions of the President,

or of other administrative offices, which could result in changes in College policy about which the faculty

could be expected to have reasonable concern. The Senate shall discuss such actions or decisions and

make recommendations thereon before these are pu t into effect. Similarly, the Senate shall expect to

receive prompt notice of actions taken by the President t
explanations by the President concerning recommendations not so implemented.



ARTICLE lll: MEMBERSH IP

The Faculty Senate shall consist of the entire faculty of Florida National College. All full -time and adjunct
members of the faculty shall be eligible for membership in the Senate. The College faculty, as defined for

eligibility purposes, consists of instructors whose duties are teaching, library services, or academic

department administration.

ARTICLE IV: OFFICERS

The officers of the Faculty Senate shall include a president, a vice -president, and a secretary -treasurer, to
be elected from members of th e Senate.

A. Term of office : The term of office for an elected officer of the Senate shall be one year

B. Elections
1. Elections of officers shall be held once a year by secret ballot on the third in -service of the year,
with the term of office beginning the following June;
2. Elections shall be conducted and supervised by the Committee on Faculty Elections, chosen ad

hoc by the faculty;

3. Any faculty member, library service, or academic department administrator can participate in the
election proces s;

4. Eligible to office will be only those members whose primary duty is teaching,
i.e., only instructors and exclusive of deans and librarians.

ARTICLE V: AMENDMENT PROCEDURE

A. Initiation:  This Constitution may be altered by a procedure to be initiated in either of the following
ways.

1. A petition signed by half (1/2) of the Faculty members of the College.
2. A proposal supported by two  -thirds (2/3) of the Faculty Senate members.

B. Ratification:  Any amendments shall be adopted and ratified in the fol lowing manner.
1. An amendment must receive a favorable vote by a majority of the members of the Faculty Senate
in an official Senate meeting to be held no later than one month after the initial procedure has
been completed.
2. The proposed amendment will be  distributed to the faculty for review and evaluation before the
ratification meeting.

C‘géx’% Academic Freedom

and Florida National College

If instructors are not free to do research, to teach and publish the results, and if students are not free to
learn through lecture, lab experiment, and research, the advancement of knowledge does not take place,

and not just the individual or institution suffers, but the whole of society. Academic freedom must always be

a societal concern.

FNC recognizes its oblig ations to society in general, and to its students and faculty in particular, to
safeguard the principles of academic freedom. It does this through the recognition of the:

1. Right of the instructor to teach the matter within the field(s) of expertise, and t he right of the student
to pursue learning in that (those) field(s).

2. Right of the instructor to pursue research in the further study and enhancement of the knowledge
he or she possesses of her or his field of endeavor; and of the student to study and resea rch those



same fields of endeavor.
3. Right of the instructor to publish the results of his or her research without hindrance nor
disapprobation of the College; and the right of the student to read and pursue studies in all such
and other published materials.
4. Right of the faculty member to pursue the advanced studies and research necessary for the
instructor to keep up with, advance in, and progress through her/his field of expertise.
5, Col |l egefs obligation to provide the dirstuctdrandsteenttand r e
carry out their missions of research, instruction and learning.

The College expects its staff, in its teachings, to adhere to the democratic principles as manifested in the
Constitution of the United States, the constitutions o f the individual States, as well as to the various
interpretations of these instruments by the Federal and State Courts and Congressional and Legislative

bodies. This, of course, in no way precludes the liberty to discuss and debate the value, relevance, a nd other
aspects of the decisions of these bodies and documents.

In regard to the above, the College expects itsinstructors not to use the classroom to propagate personal
religious, gender, political, racial, national or ethnic views and biases. The instr uctor is free to teach, and
the student is free to study the substance of a given discipline and to examine all pertinent data, to

guestion assumptions, and to be guided by the evidence of scholarly research in their pursuit of

truth.

Academic Freedom: Gr  ievance Policy

Florida National College firmly abides by its commitment to fostering a rich, diverse, and open exchange of

ideas. Faculty and students are free to engage in discussions regarding personal opinions without fear of

repercussions. In order to  promote a healthy and stimulating learning environment, faculty members are

encouraged to engage in discussions that challenge students to think critically and analytically. Lectures and
classroom debates should be an open cohwctionsrare ghallengedfthus, st udent
instilling in them the ability to create and deliver arguments that are premised in fact instead of conviction.

Students too are encouraged to challenge the views of faculty and their peers, again, with the underlying

pur pose of developing the critical thinking skills that will prove to be essential in any career -path chosen by the
student . Despite Florida National ds Coll egeds commitment
either faculty or students may feel that this right was infringed upon. Should this occur, the Policy Regarding
Infringements upon Academic Freedom, Grade Disputes, and Grievances will be implemented:

Policy Regarding Infringements upon Academic Freedom, Grade Disputes, Grievances

1) All al legations regarding infringements upon academic freedom, or other grievances are to
remain confidential between the person filing the grievance / dispute and those persons
identified in the chain of command. The chain of command cannot be broken, except fo r
consultation and advice if needed. Even then, the rules of confidentiality apply to everyone.
These rules of confidentiality must be strictly enforced to ensure reliability in the process and to
remove any fear of retaliation against the person filing th e grievance / dispute, or retaliation
against the person being accused before a thorough investigation is conducted.

2) All grievances / disputes are to remain confidential , and only to be discussed among
members falling within the chain of command. Guidanc e and advice can be sought from other
members within the Florida National College community; those individuals are bound to
confidentiality as well.

3) The chain of command for reporting grievances is:

a. Faculty members report to Department Heads

b. Department Hea ds report to Division Heads

c. Division Heads report to the Vice president of Academic Affairs

d. The Vice President of Academic Affairs reports to the Grievance Representative (Faculty

Senate President) for a neutral arbitration after all other avenues have bee n exhausted
4) Initial Investigation : Al l eged infringements or grievances
Reporto to the next in command; iif the next in col
guestioned, then that person is bypassed, and the Grievan ce Report is submitted to the next in

11



command (with the exceptions of grade disputes, that must always be reported first to the
instructor).

5) The Grievance Report must be submitted within ten business days of the alleged incident, or
within ten business day s of becoming aware of the infringement. Grievance Reports that do not
meet these deadlines are considered waived and non -actionable.

6) Upon receiving the Grievance Report, all necessary steps will be taken to investigate the
allegations set forth. A summary  of the findings will be outlined in response to the Grievance
Report.

7) Grievance Reports will be investigated and responded to within 20 business days of its filing.

8) Grievance Reports will be answered with a summary of findings and recommendations.

9) Appe al : If these findings and recommendations are unsatisfactory, then an Appeal is submitted
to the next in command, along with the findings of the Initial Investigation. Either party can
submit an Appeal. The Appeal must be filed within five business days of receiving the results of
the Initial Investigation. The Appeal will be investigated, including the findings of the Initial
Investigation, including any other evidence that may be relevant. A decision will be provided
within 20 business days of the Appeal being submitted.

10) Grievance Representative . If the appellate decision is unsatisfactory, either party can submit
a written request to the Grievance Representative within five business days of the Appeal. The
Grievance Representative will review all of the evidence and findings of the Initial Investigation
and Appeal. The Grievance Representative will submit a Final Resolution with findings and
recommendations. This decision is final and not subject to further review.

Copyright Infringement Policy

In compli ance with the 18 USC 2319, Criminal Copyright Infringement, 17 USC 101, the No
Electronic Theft (O0ONetdé) Act and the Digital Millen
educational institutions, Florida National College encourages its students, facult y and staff to

educate themselves on the principles of copyright and to respect the rights of copyright owned by

others.

I ndi viduals using computers and networks (the O0acco

resources at Florida National College (th e 0Col |l eged6) are r esponesopyhghte f o
|l aws and the Collegeds policies and proanaterials.es r ega
Compliance with federal copyright law is expected of all students, faculty and staff at Florida

National Co llege. "Copyright" is legal protection for creative intellectual works, which is broadly
interpreted to cover just about any expression of an idea. Text (including email and web
information), graphics, art, photographs, music, and software are examples of types of work
protected by copyright. The creator of the work, or sometimes the person who hired the creator, is
the initial copyright owner.

You may "use" all or part of a copyrighted work only if (a) you have the copyright owner's
permission, or (b) you qualify for a legal exception (the most common exception is called "fair
use"). "Use" of a work is defined for copyright purposes as copying, distributing, making
derivative works, publicly displaying, or publicly performing the work.

Copying, distributing , downloading, and uploading information on the Internet may infringe the
copyright for that information. Even an innocent, unintentional infringement violates the law.

Violations of copyright law that occur on or over the university's networks or other co mputer
resources may create liability for the university as well as the computer user. Accordingly, repeat
infringers will have their computer account and other access privileges terminated by Florida

National College .

For more information on Florida Natio nal Coll egeds Copyright I nfringei
our website under Consumer Information. The policy is available there in its entirety.
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Professional Security as Relating to Academic Freedom

1. The College provides the faculty with service agreements clearly describing the terms and
conditions of their employment.

2. The policies regarding employment are established by the Board of Governors.

3. The faculty member must download a copy of the Faculty Handbook from the FNC Website
which clearly details th e policies established by the Board of Governors.

4. The College has not established tenure or condition of tenure.

5. Allinitial Instructor appointments at FNC are probationary.

Procedures for the protection of academic freedom and for performance reviews a re set forth in

this Handbook , OCriteBehetpion of Faculty Members. o

College Policies and Professional Ethics

nstructords Code of Et hi cs

The following Code of Ethics is deemed appropriate to the Faculty of Florida National College. The Code is
divided into two sections:

91 Principles of Ethics for the Instructor, and
1 Principles of Ethics Regarding the Education of the Student.

Section One: Principles of Ethics for the Instructor
The instructor will always endeavor to be a person of integral worth and consequence.

First and foremost, the true educator is a person who regards his integral worth to be of the most
paramount importance. He attempts to live the life he would teach his students to live. Like any great

general, he woul dr mewysed tacs kddtareytthi ng that he would no
hand, |i ke a true parent, he would say, in al/l honesty,
simplism to question the logic of such an attitude, as such a pronouncement is mere ly an honest

recognition of human imperfection and the need to constantly develop ourselves.

As we all know, integrity i s not a sometime thing. One either has it
that one can put on and take off with a change of scenery o r mood. Itis the basic fiber of character

itself, developed over years of logical and reasonable introspection, retrospection and self -development.

Integrity, of course, is the basis of ethics.

There are many ways that an instructor can be a fraud (and, most of the time, an unwitting fraud). The
instructor can perpetrate fraud upon his students by:

1. Not having a genuine knowledge of how to educate the student: Many instructors know all the
mechanics of presentation, methodology, etc., but really have no understanding of the emotional,
intellectual, psychological essence of a professional educator. They can hold forth in the classroom in
a very clever and seemingly erudite manner, but have no real understanding or concern for the
STUDENT and his absorption  of the matter presented.

2. Not having the emotional, intellectual, and psychological equipment necessary to be a successful
educator. On the other hand, many would -be professional educators have all the emotional and
instinctive characteristics of a great educator, but have never really acquired that factual
background necessary to keep them from being the frau
They are not experts in their field.

3. Not having the discretion to notadrdshihhiesewhgpesanfel
not the slightest hesitancy to take upon themselves tasks that no true professional would ever
assume. Teaching does not just involve the appurtenances of being a teacher; it also involves the
personality, emotional bu ild, and intellectual character of the instructor. Unfortunately, these types
of instructors see only the exterior of being an educator: writing syllabi, presenting matter, giving
tests, awarding marks, etc.; however, they have neither depth of understandi ng nor purpose of
enlightenment in what they do. They seem not to understand the effects of their teaching --nor of the
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results of the ideals, ideas, mores and customs that they embrace. They seem not to understand that
they are educatingtthe oOtotaldé stude

Il. The instructor will have a comprehensive background in his field and will have a habit of
study in the updating and augmentation of the knowledge of his field.

No earthly, and perhaps no heavenly, science has achieved that state of perfection in whi ch there is
no advancement or growth possible. The true instructor will be constantly researching and exploring
in his field to further enrich himself and thus his students.

[ll. The instructor will present to his students objective truth as objective truth, an d label opinion
and conjecture as such.

Objective truth is a goal devoutly to be striven for, if never absolutely attained. Students are inclined
(and should be) to be respectful of the words and concepts of their instructors. However, that respect
will s oon dissipate if the instructor is not truly well versed in his field and honest in his

presentation. Respect, as we all know, is not a quality which can be demanded; it is an element
which must be earned.

The competent instructor will be honest in his pr esentation. He knows his field, but is not at all
intimidated by the student question to which he has t
That type of honesty will quickly gain the respect of the student.

I\VV. The integral instructor prepares his cl asses both remotely and proximately.

Regardless of how long one has been standing before classes and how thoroughly knowledgeable he
is of his field, the skilled instructor always prepares his classes and never walks into the lecture hall
unprepared.

Section Two: Principles of Ethics Regarding the Education
of the Student

These are the principles of ethics in reference to the education of the student:

1. The FNC instructor studies those classroom procedures which are needed to aid the student in the
understanding of the matter to be presented.

2. The FNC instructor involves the student in the class, offering those inducements and incentives
which he knows from his own and other instructorso ex
the stude nt into the matter and the class.

3. The FNC instructor is precise in his research and in the presentation of that research, giving credit
where credit is due, and teaching his students the same research behavior.

4. The FNC instructor is clear, precise, and | ust in his assignments and grading of same.
5. The FNC instructor is objective and consistent in the awarding of grades and merit.

6. The FNC instructor is alert to the dangers to the future lives of students who fall into habits of
plagiarism, cheating, etc.  and attempts to the best of his ability to cull such practices from his
classroom and from the lives of his students.

PARKING DECAL

For the safety and security of faculty, students, and staff, all motorized vehicles are required  to have an

FNC parking de cal affixedtothe vehi cl efs | ower r i g.hRadultyestaff, and atedé&nts whon d o w
have been issued a parking decal - but due to an emergency are unable to use the vehicle with the permit -
must obtain a temporary parking pass from the Student Ser vices office. Use of these passes is limited to a

range of several days up to one week and documentation may be required.

IDENTIFICATION CARD

Students, faculty and staff are issued a picture identification card. This identification card must be worn __ at
all times. If you are not wearing an identification card, you will not be allowed on the premises and will be
asked to go home on your own time and return to work wearing your |.D. card.
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Florida National Coll

Criteria for Selection of Faculty Members

appointment to its Faculty:

V1.

VII.

VIII.

XI.

XIl.

XII.

XIV.

ege uses the following norms in selecting members for full -time, as well as adjunct

The candidate must be knowledgeable of the mission of the College and must positively accept and
agree to participate in the fulfillment of tha t mission.

The applicant must demonstrate proficiency in oral and written communication in English by means
of an oral evaluation and a written assignment (Essay on his/her Philosophy of Education).  All courses
at FNC MUST be taught in English.

The app licant seeking full
the College.

The member ds
employees.

Any member teaching in the
Sciences/Mathematics must
teaching discipline and hold

-time status must attest to the fact that her or his major employment is with

empl oyment nmaersice agrteemebnta ferdutl -time o radjuact

areas of Humanitie s/Fine Arts, Social/Behavioral Sciences, and Natural
have completed at least eighteen (18) graduate semester hours in the
at least a masters degree, or hold the minimum of a masters degree with

a major in the teaching discipline. Outstanding professional experience and demonstrated

contributions to the teaching

discipline may be presented in lieu of formal academic preparation in the

above areas, following SACS -COC criteria.

Each full -time and adjunct faculty member teaching credit courses in professional, occupational, and
technical areas that are components of associate degree programs not usually resulting in college
transfer, or in the continuation of students in senior institutions, must possess ap propriate academic

preparation or academic pre

paration coupled with work experience. The prospective member teaching

in professional, occupational and technical areas must possess, at a minimum, academic credentials
at the level at which the faculty membe r is teaching (SACS -COC criterion).

In exceptional cases, the candidate possessing (fully demonstrated and documented) outstanding

professional experience and

demonstrated contributions to the teaching discipline may present these

in lieu of formal academ ic preparation for transfer and non -transfer courses in these areas (COC

criterion).

Applicants seeking to teach non  -degree diploma or certificate occupational courses should have some

college or specialized trainin

g, but with an emphasis on competence i n the fields in which they teach.

Applicants must have special competence in the fields in which they wish to teach.

Applicants for the teaching of imaging (Radiography, Ultrasound, and Respiratory) and in the nursing

programs must have a state

or nation al license, in addition to meeting requirement VII.

Candidates who teach computation and communication skills in non -degree occupational programs
must have a bachelords degree in the teaching discipl:.i
competenci es in the teaching discipline (years of experience, certifications, or licenses).

Those seeking
degree plus those attributes
adults they teach.

Faculty members who teach in devel opment al progr ams

related to their teaching assi

to teach adult basic education cour ses

or experiences which help them relate t o the particular needs of the

gnment and have e ither teaching experience ina  discipline related to their

assignment or graduate training in remedial education.

Those applicants seeking
to the students.

adjunct teaching positions must adhere to the above and must be accessible
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XV. Official transcripts must be presented for all and every degree obtained, whether d omestic or foreign.
Applicants submitting degrees and transcripts from foreign universities must submit an original
evaluation of those transcripts by a nationally recognized evaluation institution. If these documents

are in a language other than English , the appli

cant must also submit a translation of these documents

from the same nationally recognized evaluation institution. Florida National College reserves the right
to accept or reject any or all of these translations and evaluations.

The Collegeun der st ands that o0th

e selection, development and

r

e

|l evel s are of major importance to the educati ontamefaailtyal i ty

members of Florida National College is adequate to

the providing of effective teaching, advising and scholarly

or creative activity, as well as appropriate to participate in curriculum development, policy making, and

institutional planning and governance.

Florida National College is committed to a policy an
employment, including compensation, and promotion, on
National College is an equal opportunity employer.

d a practice of deciding all matters relating to
the basis of qualification and merit. Florida
Florida National College does not discriminate on t he

basis of age, color, handicap, national or ethnic origin, race or sex in the administration of its educational,
admission or registration policies, scholarships, loan programs, employment practices, or any College

administered program.

The College accep ts applications and resumes at any time. These are kept on file and interviews may occur
if a position is open. The College has the policy of filling vacancies from within the faculty if at all possible.

The College has on file for each member of the facu

Ity documentation of professional and work experience,

technical and performance competency, transcripts of credits, documentation of credentials, records of

publications, certifications and other qualifications.

Florida

National College Policies
and th e Instructor

Procedure for Selection of the Faculty

In the selection process, the following steps will be observed:

1. A search committee will be convened consisting of at least 3 of the following members (division head
for the relevant division, a campus o r assistant dean, the Vice -President of Academic Affairs, the
College Registrar, and the Director of Assessment and Research). The committee will conduct the

first immediate interview with the candidate.

2. Once a potential candidate is interviewed, he/she w ill be called for a final interview with the
campus dean; any selection of a candidate will take place in consultation between the search

committee and campus dean.

3. The prospective instructor will submit copies of academic credentials (These may be photoc opies;
however, presentation of official transcripts is required before actual term of employment begins).

4. The documentation package for the candidate is submitted to the Vice President for Academic
Affairs , along with the drug test completion receipt, w hofi in consultation with the appropriate

divisionhead i denti fi es t he

candi datef6s areas of eligibi

documentation package and remits it to the Office of the President.

5. The Office of the V. P. for Academic Affairs will

hold custody of the documentation,

distributing photocopies to the offices of the campus dean, the controller, and President.

6. Once all routinely required employment forms a

re completed, the new faculty then signs a service

agreement with the pertaining Camp us Dean, the head of the appropriate division will issue the

instructor copies of the extant course syllabus,
instructor to the Col
resou rces.

Faculty Handbook , College Catalog, and refer the
|l ege Library for the required
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Policy on Assignments and Seniority

The Division Heads prepare the schedules and assigns the faculty at each campus. Florida National
Appointments are made by verifying the possession of the appropriate academic preparation for the teaching
assignm ent.

It is the policy of Florida National College to assign full -time faculty with the following in mind:
1 When accepting a position at Florida National College, the instructor understands that he may be
assigned a position at any of the campuses of the College.
1 FNC reserves the right to assign faculty to any teaching position within the specialty area of the
instructor.
1 If aclass, or assignment, or teaching position is eliminated for any reason and a full -time instructor will

therefore lose teaching time, decisions will be made on the basis of seniority.

1  Seniority will be cumulative and the individual campuses considered for what they are in fact, alternate
sites for one college. This means that an instructor, who has taught, for example, for two yea rs at
Hialeah, one at the South Campus, and one at the Training Center, has four years of seniority.

1 Aninstructor who has lost an assignment at his/her home campus and has seniority is entitled to a
similar assignment at another campus.

1 Inasituationi n which an instructor is reassigned, as in the previous paragraph, the instructor with the
least seniority in the same department, regardless of campus, shall lose the hours, classes, or

assignment.
This policy in no way shall apply to a particular area of specialization within a department. For example, an
instructor whose specialty is Mandarin Chinese cannot be
Spanish.

Faculty Orientation

Once hired and prior to being assigned the first teaching assignment , each division head holds  an
orientation. This orientation is for the purpose of acquainting the new instructors with Florida National
Coll egeds instructional policies and procedures, reports

timing, and other  relevant documents. The new instructor also receives a copy of the syllabus, with
instructions concerning the writing of his or her own syllabus.

i

"
27(\

-

The Faculty Orientation Program features:

HWH

%

l. The necessity and keeping of accurate records for the differen t reports submitted throughout the
semester: The person in charge of the orientation points out the need of a faculty member to keep
accurate records in order to report whether a student is attending class and for reporting a student
academic progress. Each instructor is accountable for turning ALL reports in on time.

. The necessity of submitting to the Registrards all re

including progress reports and final course grades.
lll.  The grading scale and its use.

IV. The Divis ion Head explains the methods of developing and the necessity for developing a good
learning climate in the classroom.

V. The instructors are acquainted with the various methods and techniques of classroom motivation:

guestioning techniques, techniques of in volvement, clock hours, contact hours, faculty and student
ID cards, medical uniforms, etc.
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Faculty Mentoring Program

The purpose of this program is to provide support services and assistance
their new assignments at Florida National College. This program is not meant to be a

existing faculty orientation.

Goals of the program:
Help new faculty members to:

Learn about FNC, the support and resources available.

Adjust to the new work environment and become active members of the college.
Address questions, concerns, and special needs.

Gain insight about teaching and career development

A.

= =4 —a -

=

|l

Encourage department/division head and/or experienced faculty  to:

Share their knowledge and experience with new faculty

Assist new faculty to adjust quickly to the campus and address their unique needs, con
guestions

Help shape the careers of new faculty and make them a part of the institution.

Responsibilities of New Faculty:
Develop the time to the mentoring relationship and interacting with the mentor often.

Making use of the opportunities provided by the mentor.

Keeping the mentor informed of academic progress, difficulties, and concerns,
Exchanging ideas and experiences with the mentor.

Seeking help and support when needed.

1

= =4 =4 A

Faculty Compensation
Salaries at FNC are based on a salary scale further negotiated between the President, the campus dean, and

the faculty member. Salary scale

to new faculty as they embark on
substitute for the

cerns, or

s are based on formal education and experience in the field as well as

teaching experience. A performance review is conducted each year. This review takes place at least once a

year.

The College contributes to a 401K -retirement plan for those full  -time faculty members who choose to

participate.

Salary Review
In determining initial salaries and increases, the following factors are considered:

1. Formal Education
2. Prior teaching experience.
3. Prior working experience in the field in which teaching is done.
4. Contribution to the improvement of the College curriculum, and instructional methods.
5. Professional conduct in all relations with students, faculty, and staff.
6. Teaching related effectiveness, retention rates, st
observati ons.
7. Participation in professional organizations, and advanced education.
8. Patrticipation in College activities and functions.
9. Years of service at Florida National College.
Despite the results of a position review, no positions or salary increases are guara nteed on an annual
basis . Enroliment and business climate may dictate elimination of a position or salary freeze, regardless of
the faculty memberds status in regard to the above criter

Performance Review

Salary increases shall be based on periodic revi ew and evaluation. In addition to the areas of evaluation
which have been specifically set forth, the review will examine:

1. Knowledge of the subject matter;
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Classroom performance;

Ability to work productively with fellow employees;
Assumption of faculty re  sponsibility;
Attendance and punctuality;

Professional enrichment studies.

oukwnN

Policy Concerning Teaching Loads

1. The Faculty of Florida National College individually contract with the College in regard to individual
teaching loads. To be considered a full ~ -time faculty, an instructor must teach a minimum of at least 12
credits per semester.  Full -time faculties are entitled to benefits. However, if at any time the status
changes from full -time to adjunct , the instructor  will no longer be entitled to any benefits

2. Division heads and selected faculty members are to be available for academic advisement with a number

of assigned students. Each advisor will post advisement hours on the designated floor and with the
Director of Student Services each term (in addition to posting it in the classroom or office to be used) i in
order to keep the students informed of his/her availability. The College sets aside two hours per week of

paid time for student advisement. Of course, instructors are counseled to be available for the ir students

at all times, and urges, but does not require, instructors to give their students a phone number or email
address where the instructor may be reached.

3. All full-tme f acul ty members are expected to serve enh at | east
committees. The individual member may ask for and will be assigned to a particular committee until
that committee is staffed, or as long as other committees are not in need of members. Adjunct members

are most welcome to serve on these committees, also

4. Full -time faculty members are expected to serve with student organizations. They may serve with the
student governments, other student organizations, or program, departmental, or course -related student
activities. Instructors are encouraged, most strong ly, to develop student organizations or activities
relevant to their courses or programs.

5. All faculty members are urged to attend all student and College activities as the presence of the faculty

encourages the students and indicates a concern for their a nd the Coll egeds wel fare.
6. All full -time faculties are expected to attend graduation exercises, and adjunct faculty is encouraged to
do so.

7. Full -time faculty working part  -time /adjunct at another institution must disclose this information to the
VP of Acad emics Affairs or the appropriate Campus Dean. Approval must be received before the FT
faculty is hired elsewhere.

Provisions for Nursing Faculty Supervision of students at clinical sites

The nursing faculty must comply with the programs and theinstt ut i onds pr odescdbad elow: a s
For clinical instruction, these policies include the following:

1. It is the responsibility of the faculty member (instructor) to select the clinical experience and generate
student assignments. Assignments shoul d be made to provide each student with varied experiences related
to concurrent theory and the maximum opportunity to practice clinical skills and develop competencies.

2. It is the responsibility of the faculty to complete the clinical skills competency ¢ hecklist to record the
students mastery and completion of the clinical skills

3. ltis the responsibility of the faculty to record student attendance.

4. No more than twelve students may be assigned to an instructor for supervision in providing direct care

to cl ients for any one clinical instruction period.

5. Each student providing direct care to clients in a health care facility must be under the direct
supervision of an instructor. The instructor may supervise students on no more than two units during each

instr uctional period.

6. The instructor is responsible to provide students with effective guidance and supervision in clinical
learning, and s tudents participating in invasive or complex nursing activities must be directly supervised by

the instructor or clinica | preceptor.

7. The instructor must be physically present within the facility while students are engaged in providing
direct care to clients. If the instructor must leave the facility during an instructional period, the program
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director must be notified and either a replacement instructor must be in place before the instructor leaves
or the students must be removed from providing direct patient care until the replacement instructor arrives.

8. In a hospital setting, indirect supervision may occur only if there i s direct supervision by an assigned
clinical preceptor, the instructor is available by telephone, and such arrangement is approved by the clinical
facility and the program director. See preceptor guidelines A.

9. For community

-based clinical experiences that involve student participation in invasive or complex

nursing activities, students must be directly supervised by a program faculty member or clinical preceptor
and such arrangement must be approved by the community -based clinical facility and the program d irector.

10. For community

-based clinical experiences that do not involve student participation in invasive or

complex nursing activities, indirect supervision may occur only when the instructor is available to the
student by telephone.

11. The instructor shallb e immediately available by telephone to students engaged in observational
experiences or assigned to family -community health experiences.

122Each studentds clinical experience wild/l be evaluated

Guidelines for the Use of a Preceptor

a. Preceptors may be utilized during NUR 3000 Advanced Nursing across the Lifespan.

b. Preceptorships are set up in collaboration with the clinical facility and must be approved by the
program director.

c. Only registered nurses may serve as preceptors for professional n ursing students.

o

The student may not practice unless the single designated preceptor is available.

e. The preceptor may have two assigned students for any preceptorship but a student may not have
multiple preceptors.

f. The instructor retains the responsibility for the supervision of the student during the preceptorship
and must be available to the student. With the approval of the program director, the instructor may
be available to the student by telephone or beeper rather than on site.

g. The faculty student rat io may be up to 1:18 with the approval of the program director.

h. The student's preceptorship experiences shall be evaluated by the faculty in collaboration with the

preceptor.

Policy Concerning Graduation Ceremonies

Graduation from college is a very impor tant milestone in the life of the student, his family, the instructor

and the College. Itis a day of celebration and honor to all concerned and should be reverenced as such. It

is a day full of tradition and history, in which the student joins that long line of academics stretching back
two thousand years and beyond, to the days of ancient Rome and Greece. The robes worn by students,
faculty and administrators, are themselves evidence
ancient elite grou p of scholars and academics. Therefore, Florida National College strongly urges all full
time instructors to participate, in cap and gown, in these truly time -honored ceremonies

Policy Concerning Field Trips and Guest Lecturers

Instructors are encourage d to use field trips and guest lecturers to enhance the value of their classes. Guest
experts and visits to sites in the fields taught at Florida National College can often greatly enlarge and
enrich the classroom experience of the students.

Instructors M UST always make the campus dean aware of prior visits by
requesting, filling out and returning to the dean or registrar the forms to

this effect.  (See Appendix)

Policy on Faculty Governance

The Division Head

the doors of all the college administrators are open to any member of the
faculty at any time. The Faculty Senate acts as a liaison between the

is the immediate super visor of the inst ructor. However,

faculty an d the college administrators . All members of the faculty are

expected to take an

active interest in the Faculty Senate and its endeavors

of
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Policy Concerning Visitors on Campus

Unless accompanied by a member of the administrative staff, no visitors are allowed in the classrooms.
Under no circumstances are students to bring children into the classrooms.

Itis ABSOLUTELY PROHIBITED to admit non -students, visitors, children or other unauthorized peop le into
the Dental Laboratories  due to the nature of the work being done in these premises. It is recommended that
only in unusual circumstanc es should visitors be allowed in any college lab.

When bringing in professionals to address classes, the instructor should meet the visitor at the lobby,
secure a visitords pass, and escort him or her to the

Policy on Release of Student Record Information

Any information regarding a student (addresses, phone numbers, etc.) must be directed to the Office of the
Registrar. No one is allowed to give out any information concerning any student to ANYONE requesting it.
This includes those professing  to be from a government agency.

cl

WRITTEN PERMISSION FOR THE DISSEMINATION OF STUDENT INFORMATION
MUST BE OBTAINED FROM THE STUDENT PRIOR TO SUCH DISPERSALS,
EXCEPTING TO THOSE ENTITIES HAVING A LEGAL RIGHT TO SUCH
INFORMATION; AND EVEN THEN, IF POSSIBLE, T HE STUDENT SHOULD BE
INFORMED OF THE REQUEST, ITS SOURCE, AND THE INFORMATION
DISSEMINATED.

Policy on Relations with other Employees and Students

It is expected that members of our College conduct themselves with dignity and propriety in their

relationship s with other employees and students to assure that their professional relationship and the

reputation of the College are not impaired. Any violation of this policy that, in the judgment of the

administration, impairs the operation or reputation of the Coll ege will subject the violator, after due process,
to dismissal.

Locating Employees N

A record maintained in the Campus D effice riains the home address and
telephone number of each member of our staff. To keep this record up -to-date, it is
theemployeeds responsibility to report any changp<
information may only be released upon the expressed authorization by the individual
faculty member.

During working hours, all personnel should make sure that the office knows at all S

times where he or she can be reached. When leaving the College, staff members are

expected to notify the proper person of their destination and probable time of return

to campus. Persons assigned an out  -of-town engagement should advise the office promptly on any changes
in location, hotel address and probable date of return, so they can be reached quickly in an emergency.

Policy on Personal Phone Calls (

Florida National College realizes the necessity for employees to be able to receive phone calls fr om time to
time. At the same time, our switchboard must remain uncluttered for business and student contacts. When

a personal call comes in, we will attempt to reach our employee if an emergency is indicated. Instructors

shall be aware that classes will no  t be interrupted for non  -emergency phone calls. No cellular phones will
be allowed to be used in the classroom during instructional time. Faculty and staff members may not

charge personal long distance telephone calls to the College. Violations of this r ule can lead to dismissal.

Policy on Protection of Personal Property

The safeguarding of personal effects in the office or while on assignment is the responsibility of the
individual. The College carries no insurance on, and can accept no responsibility for, loss of personal effects,
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including cash.

Policy on Faculty Meetings
Each instructor is required to attend scheduled meetings of the faculty under the direction of the Vice

President of Academic Affairs, Division Heads, and/or Department Heads. Import ant matters concerning the
College, its programs, courses, policies and procedures are discussed at these meetings and each faculty
member 6s input is needed

Policy on Faculty Participation in College Activities

A college is only as good as its faculty and its faculty is only as good as is its interest in the college. No

college can function well with o0dead wooddé on its staff.
participate in the College committees and, especially, in accreditation activities . Each faculty member is
expected to serve actively on an accreditati ogoingSelnmi ttee
Studies. In addition, faculty members should attempt to participate in student activities in a manner which

will show interest  in, and lend encouragement to, the student body and its various activities.

Computer Use Policy  /Intellectual Property Rights

All FNC employees (including, but not limited to faculty members) are required
to comply with FNC&6s Compumes. USENBOEI €Cygm
Policy is attached as Exhibit O0A6 hereto.

Proprietary Information

All Data is considered confidential. All information produced by employees of the College while executing
their duties as employees belongs to the College. Al | Data is considered property of the College.

Deleting, altering, or sharing Data, and/or any confidential, proprietary, or any other computer information
while employed by the College, upon and/or after termination, and/or at any other time whatsoever, is
strictly prohibited.

Any Computing Resources used while employed by the Coll ecg
password, identification code, and any other appropriate information necessary for the College to continue
using the respective Com puting Resources and information, uninterrupted.

Policy on Elearning@FNC

Procedures and Guidelines
1. All current policies that apply to on -campus education apply in the domain of distance education.

2. Credit hours granted for courses delivered through dist ance education will be the equivalent to credit
hours for the same course delivered traditionally. FNC is responsible for the technological delivery of
the courses. Courses must be delivered by reliable methods, and the institution must provide
technical, academic, and instructional design support services to faculty and students as
appropriate.

3. FNC trains faculty, staff, and students in the use of distance delivery media as appropriate.

4. Decisions to offer courses through distance education will reflect both the studentds ne
needs.

5. An online student has the responsibility for making the initial contact with the instructor,

maintaining weekly correspondence, and/or submitting assigned work on a regular basis to be
considered OAetiwvesobmiai |l work regularly results in a
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6. The academic division or department providing distance education is responsible for maintaining the
same high standards for all courses regardless of delivery method, and for ensu ring that distance
education instruction is comparable in quality and content to the corresponding traditional on -
campus instruction.

7. Distance Learning courses from the FNC catalog that will be offered online must be approved by the
Division Head, Distan ce Learning Director, and Vice -President of Academic Affairs. The Online
Learning Campus and t he Registrards Office wildl announce wi
each semester.

8. Faculty who teach through distance education technologies must have s ufficient technical skills to
present their subject matter and related material effectively. A faculty member must be approved by
the Distance Learning Director and Vice -President of Academic Affairs to teach a distance education
course.

9. Faculty who offer distance education must be available to interact individually with their students in
person, as well as via e -mail or telephone.

10. Florida National College recognizes that it takes additional time for preparation and delivery of
Distance Learning courses; therefore, time and half hours of workload are allotted for faculty
teaching online.

11. Florida National College owns copyright to distance education materials and retains right of use.

12. Appropriate recognition of creative activities related to distance ed ucation courses is included in the
faculty evaluation process.

SN = Textbooks and Supplies

Policy on Issuance of Instructorsd Texthbh
All textbooks are issued free of charge to the instructor at the beginning of the course and must be returned

at the en d of the course. Textbooks may not be requisitioned and charged to the College. Each instructor

must see that she or he receives a desk copy of the textbook in use by requesting such copies from the

campus library. Textbooks, tapes, visuals, etc. must be r eturned to the College upon completion of the

course. Paychecks will be withheld until all materials are returned.

Textbook Selection

Textbook selection is a serious matter and should not be treated in a cavalier manner. The frequent
changing of textb o0oks is not a desirable practical nor professional matter. Instructors wishing to change
textbooks are asked to abide by the following procedures:

A. Once the instructor has selected a textbook, he or she should arrange to have the other instructors
teaching that course at the other campuses review the text (remembering always that the College is one
entity of three campuses and students must be able to transfer from campus to campus).

B. When the instructors concerned center upon a textbook, that matter should be discussed at
departmental meetings.

C. If the departmental meeting indicated departmental agreement, the department head will then inform
the appropriate division head, who will in turn report the change to the Curriculum Committee at its
next meeting (to determine that it is truly a college text, etc.).
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D. If the Curriculum Committee has no objections to the new textbook, the VP for Academic Affairs will
receive an updated syllabus for the course.

E. Lastly, textbook selection must be made well in advance of the starting dates. This is necessary in order
that approval can be granted and to provide ample time in which to order and have the texts at the
campus bookstores by the start date. Textbook changes will normally not become effective until after the
annua | Faculty Workweek (in August).

Policy on Student Textbooks, Instructional Materials and Equipment

All students are required to purchase all textbooks within the first week of class. Students know before they

enter College that they are going to needte  xtbooks and should prepare financially for it. Lack of funds to

buy textbooks shows a | ack of seriousness mmdiroctotsmaybae 6s st L
students from class after the first week until they possess a textbook or, at the leas t, refer such students to

the campus dean for counseling.

Textbooks need not be, but can be, purchased from the College Bookstore.

Supplies

Office and classroom supplies (markers, clips, etc.) and instructional aids, such as supplies for making your
own transparencies, etc., can be ordered through the office supply purchaser.

Audio -Visual Equipment

Each campus library is the custodian of the audiovisual equipment for each campus. These materials may
be used by the members of the facul  ty following the policies and procedures developed by the library.

44444

Duplicating Services
A photocopy machine is available to the instructors. Instructors are asked to request copies to be prepared
24 hours in advance.

Security and Access to College Facilities

The security of the College ultimately lies in the hands of the President, who has delegated this authority to
the campus deans.

All campuses are secured with master alarm systems which are activated according to day/night duty
schedule.

Whil e each incidence of campus criminal activity is reported to the Office of the President, each dean keeps
a record of the criminal activity on the local campus.

Policy Regarding Crime on Campus

As prescribed by Title Il of P. L. 101 -542, Crime Awareness an d campus Security Act of 1990, each college
MUST gather, publish and disseminate the following information to all students, employees and applicants
of the College, beginning September 1, 1992 and each year thereafter:

A. A statement of current campus policie s regarding procedures and facilities for students and others to
report criminal actions or other emergencies occurring on campus and policies concerning the
institutionds response to such reports.

B. A statement of current policies concerning security and ac cess to campus facilities, including campus
residence, and security considerations used in the maintenance of campus facilities
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C. A statement of current policies concerning campus law enforcement, including the enforcement
authority of security personnel an d their working relationship with State and local police agencies

D. A statement of policies encouraging accurate and prompt reporting of all crimes to the campus police
and the appropriate police agencies.

E. A description of the type and frequency of programs designed to inform students and employees about
campus security procedures and practices and to encourage students and employees to be responsible
for their own security and the security of others.

F. A description of programs designed to inform students and employees about the prevention of crime;
to include statistics concerning the occurrence on campus during the most recent school year, and
during the two preceding school years for which data are available, of the following criminal offenses
reported to ¢ ampus security authorities or local police agencies: murder, rape, robbery, aggravated
assault, burglary, and motor vehicle theft.

G. A statement of policy concerning the monitoring and recording through local police agencies of
criminal activity at off -campu s student organizations whose participants are students of the
institution. The off -campus student organizations are those recognized by the institution, including
student organizations with off ~ -campus housing facilities.

H. Statistics concerning the followi  ng crimes occurring on campus:

1. liguor law violations;
2. drug abuse violations; and,
3. weapons possessions.

I. A statement of policy regarding the possession, use, and sale of alcoholic beverages and enforcement
of state underage drinking laws and a statement of p olicy regarding the possession, use, and sale of
illegal drugs and enforcement of Federal and State drug laws, and a description of any drug or alcohol
abuse education programs as required under section 1213 of the Higher Education Act of 1965, as
amended.

The institution will be required to submit the information collected under paragraphs (F) and (H) above to
the Secretary of Education upon his request in order to allow the Secretary to fulfill the requirement of a
report to Congress in 1995 on campus cri me statistics.

Title Il of P. L. 101 -542 also requires the Secretary to amend the Program Participation Agreement (PPA) for
the Title IV Programs to contain a new certification that the institution has established a campus security
policy and disclosed the information contained in paragraphs (A) through (1) above.

Reporting of a Crime
The following are to be used at Florida National College in the reporting and notifying of the commission of a
crime or the attempt of the same on the College campuses:

1. Although Florida National College has security personnel at the Hialeah
campus, any person witnessing the commission of a crime or the

attempt to do so is obligated to report the same to the responsible )
authorities.
2. The campus dean is the first authority to be notified of the commission

or attempted commission of a crime on or near the College campus. The
Dean, then, has the obligation to notify the proper authorities while at
the same time notifying the Office of the President.

3. Students witnessing cri  me or other campus disorders should notify, in case of inability to notify the
campus dean, the nearest faculty member. This faculty member, in turn, is expected to take upon
himself the responsibility of notifying the campus dean.

4. Inthecaseoftheinca pacity of the Deanés Office to react
notified immediately by anyone witnessing the commission or attempted commission of a crime.

, t he

5. The handling of criminal acts is a matter for the professional law enforceme nt officer and amateurs
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should not foolhardy injects themselves into the frustrating of a crime, though, at the same time, all are
expected to use common sense and aid the victim of a crime, if possible.

Policy Regarding Drugs and Alcohol on Campus

Florid a National College is a Drug Free Workplace. Standards of conduct clearly prohibit, at a minimum, the
unlawful manufacturing, possession, use, or distribution of illicit drugs and alcohol by students and
employees on its property or as  part of any of its a  ctivities.

Florida National College reserves the right to terminate, suspend and/or put on
probation any student or employee who is under the influence of alcohol or drugs
while on the College premises.

The College has a Drug Abuse program that makes use of experts in the field, featuring counseling,

seminars, instruction, preventive recommendations, speakers, movies and the appropriate literature. SEE
APPENDIX

The FNC Drug Abuse Program follows the guide lines for such programs as required under section 1213 of

the Higher Education Act of 1965 and as amended by the Drug Free Schools and Communities
Amendments of 1989.

Florida National College supports and abides by the drinking laws of the State of Florida, especially as
regards underage drinking. The C  ollege supports Federal and State Laws regarding the sale, possession and
use of illegal drugs.

Sexual Harassment Policy

Florida National College is committed to providing an environment that is free of sexual harassment. Such

behavior is illegal under bot  h state and federal law and will not be tolerated. Sexual harassment includes

but is not limited to written, verbal, or physical abuse including commentaries of sexual nature, degrading

remarks used to describe an indivi duaangphysibabodntact oflasewuall ¢ o me
nature.

Sexual harassment also includes the threat that sexual compliance or lack thereof will be used as a basis
for educational or employment decisions. Sexual harassment of or by any faculty member, administrator,
employee, or student is expressly prohibited. Any person found to violate this policy shall be subject to
appropriate disciplinary action up to suspension or discharge from the College.

This policy provides the following procedure for reporting complaint s of sexual harassment. Any person that
feels that he/she has been sexually harassed shall be directed to the Campus Dean or any member of the
Administration in order to document the complaint in writing. All complaints will be handled as

confidentially as  possible. Every harassment complaint will be promptly investigated and resolved and a
recommendation will be made as to the appropriate sanctions to be imposed against violators.

Crime Prevention

Faculty, students and staff are all expected to ta ke the common sense tools available to them to thwart and
avoid the commission of criminal activity, by using the following rules of prevention:

1. Never leave the keys in a car or the car without security precautions.

Never leave visible packages or such in  a car, even though it is locked.

Purses, coats or personal property should never be |
Books and class/lab materials should never be left in unattended classrooms.

Prescription medicines should never leave the possession of the owner.

o o M 0w N

Drug use, possession or sale of drugs on campus should be reported immediately to the campus
dean. Anyone who possesses or sells drugs is a menace to themselves and the community.
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7. The possession, use or buying or selling of alcoholic beverage s should be reported immediately to the

Deands Office.

8. Unsecured equipment or classrooms should be reported immediately to the maintenance personnel
or Deands Office.

9. Lost articles should be turned in to the designated offices immediately.

Conditions of Service

Evaluations

Each instructor should expect to be evaluated by the administration at least once a year in order to (a)
observe the classroom learning situation; (b) make suggestions for improving instruction (c) ascertain that
the curriculum is  being followed.

Evaluations are based on eight basic categories: Preparation and planning, knowledge of subject matter,

classroom management, assessment techniques, teacher -student relationships, professional responsibility

and supportive characteristics.

Tenure

Florida National College does not have tenure.

Curriculum Review / Curriculum Committee

The Curriculum of the College is under constant review and evaluation, according to the Institutional

Master Plan of the College. All instructors are urge d to participate in Curriculum Development on their
campuses and throughout the College.

Any academic proposal must meet the criteria established by the institution. The curricular review takes

place whenever deemed necessary, but takes place regularly o nce a year. FNCb6s focus
review is an assessment of the current and relevant curricular content to determine viability of the

program (s).

The college has developed outcome assessment procedures to evaluate the curriculum which primarily uses
survey instruments.

Leaves of Absence and Sabbaticals

Leaves of absence and sabbaticals are granted by the College President in writing and permit the full -time
faculty member to return to a position equal to or more responsible than the one vacate d.

Absence of the Instructor

The instructor must communicate the date of anticipated absence to both the campus dean and his/her

Department or Division Head in writing. If an instructor cannot come in on a particular day, the instructor

shouldcallthe O f fi ce of the Deands and report the absence. A
administration if at all possible. All course outlines for the substitute shou Id be left with the Campus Dean
when the absence is known in advance. There should always be pl enty of stand -by material ready for the

substitute to use in case of an unexpected absence.
Instructors need to fulfill their service agreements. They are not allowed to arrange for vacations, in

services, workshops, or any other unexcused absence during aterm. Only emergencies or valid excuses will

be honored and proper arrangements, with ample time, need to be made with the department or division
heads.

If an instructor should become ill during class, he or she should inform the administration before
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dismissing the class. The administration will decide whether to continue the class with a substitute or

di smiss the class. (Wor kme

néds Compensation covers al

those not requiring medical attention, mus t be reported to the office of the campus dean immediately.)

Vacation

Full -time faculty members will be entitled to a one -week paid vacation upon completion of a full year of
employment, two weeks of vacation time with the completion of two years of full employment, and three

weeks of vacation upon completion of three years of ful

| employment with the institution. Vacation time

may only be taken during the August break and the December break. The campus dean should be notified
ahead of time in writing of  the intent to use paid vacation time (see form for this use in the Appendix). For
additional information, see the College Staff Handbook .

Paid Faculty Holidays

Neither the students nor faculty will attend the following days:

Memorial Day Labor Day

Independence Day Thanksgiving Day

Studentsod6 Holidays

A~
-~

v

/| Faculty Memberso

Full -time faculty will be expected to come to school and work an eight -hour day from 8:30am to 5:00pm on

all other holidays.
These days are:
Martin Luther King Holy Thu

rsday Veterands Day

Presi dent sd D&gumbus Day

Sick Leave

Full -time faculty with benefits may take sick leave for personal iliness as follows:

FIRST FIVE YEARS OF EMPLOYMENT

Upto FIVE (5) Full -Pay Sick Days

Six Yearsor M ore

UP TO TEN (10) FULL-PAY SiCcK DAYS

IlIness within the immediate family (spouse, child, parent, sibling) permits aforesaid faculty to take up to

five days for any one illness.

In case of absence from work for any reason, faculty members are expec ted to notify the campus dean no
later than one half -hour before the opening of the office on the first day of absence and are expected to

subsequently keep the office advised of their condition and
(Full details of the sick leave policy are published in the

FNC Employee Scholarship

anticipated date of return to work.
Staff Handbook .)

All personnel who have one year of  full -time employment completed may enroll themselves, their spouse,

and/or children in Florida National College and receive an
under this plan must pay the following:

1. Textbooks and Supplies

FNC Employe e Scholarship. Any person enrolled

2. Miscellaneous fees normally charged (CPR seminars, HOBET, etc.) 3.

Graduation Fees

Any person desiring to enroll under this plan should

apply for admission in the normal manner.

It should be understood that said person may enroll in the course of program only if there is an available
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opening after all tuition paying students have been accepted. Specific programs, due to their nature, are not
eligible for the employee scholarship. These programs are: Practical Nursing and Respiratory Therapy.

Seminars for specific medical programs are also not eligible for the employee scholarship. Only one
employee scholarship will be awarded for any pro gram which enrolls students in clusters (ex. AutoCAD).

The individual must meet the prevailing admission requirements and will be subject to all prevailing

academic policies. Student will be enrolled as a Transient until the entire program requirements ar e
completed; at that point the enrollment will then be changed to the specific program title from which the
student will graduate.

Any person who was receiving the ~ FNC scholarship and ceases to be employed by FNC will lose the
scholarship and will have to pay the regular fees from then on.

In order to receive an employee scholarship, the prospective student cannot be active in the program.

Professional Growth and Development

As stated in  Criteria for Accreditation (Commission on Colleges, South  ern Association of Colleges and

Schools): 0The general tone and policies of an institutic
members are to take the initiative in promoting their own growth as teachers, scholars and, especially in

professionaland occupational fields, practitioners.é I n agr eeme
sustain any effort on the part of its faculty members to attain higher levels of expertise and of effectiveness

in the classrooms. These ways can include any of the components described in this section.

The Faculty Portfolio

These are the items that FNC demands be present in the ir
Copies of these documents should be kept in eahetecofdaheul ty
transcript must be an original received directly from the sending institution.

1. Faculty file checklist

2. Acopyofall Diploma/Degrees earned (all of them)

3. Vita or resume (preferably both, the resume being a synopsis of
the Vita)

4. Trans cripts (The faculty member must have the collegiate
institution forward transcripts directly to the College; the

Portfolio may have oO0studento6 copies.
5. An employment application to FNC including the Philosophy of
Education

6. New Employee Form

7. Professional Gr owth Documentation  (workshops, seminars, other certificates, etc.)
8. 1-9 (Employment Eligibility Verification Form)

9. New Employee Form

10. W-4 Tax With -Holding Slip

11. State Board Licenses if applicable.

12. Drug -Free Workplace Program Receipt

13. Health and Safety Guidelin es Acknowledgement Form

Faculty Leaves of Absence for Study and Research

The teaching professional should strive to grow in skills and knowledge throughout their careers. FNC urges
faculty members to do this through the use of leaves of absence for stud y and research, additional graduate
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work in the discipline, and attendance at professional meetings such as in -service training.

Off -Campus In -Service Training

Faculty are given the opportunity to attend off -campus workshops, seminars, etc., for which the y are
reimbursed by the College, upon prior approval by the Vice President of Academic Affairs.

In -House In -Service Training

The College holds for its faculty approximately five in -house in -service training sessions a year. These
sessions feature speakers , panels, etc., and concern methodologies, course content, curricula, program

structure, classroom activities, classroom environment, etc. Attendance at the in -house in -service training
sessions is obligatory. For the convenience of the members of the facu Ity active in their businesses or
professions, these in -service training sessions are held on the following National Holidays for which the

members are paid their usual salary.

January: Martin Luther King, Jr.
March: Holy Thursday
February: Presi dizapt s &
October: Columbus Day

November: Vet eransd Day

Educational Reimbursement

All personnel are encouraged to continue their college education. Only full - time, currently employed,
employees who have been employed at Florida National College for one year or more are eligible for subsidy.
The advanced study subsidy will be granted for study concurrent with employment only. Reimbursement will

be made on the basis of academic achievement. The following illustrates the reimbursement in relation to
grades:

Grade Reimbursement
AorB 75%
C 50%
D or below 0%

These considerations apply to this benefit:

1. Reimbursement will be for tuition only. Fees, books, and room and board will not be reimbursed.
2. Reimbursement will be made only after the individual s ubmits evidence of satisfactory completion of
the course.
3. Reimbursement will be made only in the cases where prior approval of the course of study has been
aut horized by the President. The course of st upmbsitiormust
or to a position for which the individual is preparing.
4. Reimbursement will be made for both graduate and undergraduate study.
5. The individual must seek all available forms of financial aid. Reimbursement will be based on the
applicable perce ntage of the net cost after deducting financial aid.
6. Courses graded on a Pass/Fail basis will be considered as a B grade if a P grade is received.
7. Rei mbur sement will not be made for credits received f
8. A maximum of one thousand ($1,000) dollars will be reimbursed during a calendar year, unless
otherwise negotiated with the President of the College.
9. An employee must have at least one year of service with the college prior to the institution incurring any

tuition expenses.

Fac ulty Participation in Collegiate Life
Professional Growth and Development involves also participation in:

1 College ad -hoc committees and college standing committees
1 Annual revision of academic programs and requisition of instructional materials;
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1 Textbook ad option initiatives, bearing in mind the College procedures for textbook change:
1. Campus faculty meetings
2. Evaluation of examination copies
3. Resources and materials for the College library

1 Membership in professional organizations

The Student and the Instr uctor

The Instructor as Leader

The educator is one of the most important leaders a student has. Day in and day out, consciously and
subconsciously, the student is influenced by his instructors, so that in many ways they are the framers of
his lif e. Therefore, if he, as an educator, is to aid and not hinder the student, he must consciously be a
leader.

With the above in mind, the College submits, below, several principles of leadership for the direction of its
faculty:

. Know Oneself.

If an educato r does not understand himself he is not very apt to understand others. We mirror

ourselves in others. In general, the good we see in others is the good we possess. Therefore, those

qualities which we CONSISTENTLY find in others are generally the qualitie S We possess ourselves.

There is an Aristotelian ethic which says, OWe cannot
possess. 6

Il. Develop Mental Strength.

To become a true | eader one must develop the stytulygth
are and not delude oneself --and, act realistically.

Ill. Be a Listener.

Learn to listen. It is an art. It must be cultivated. We must learn to listen and in our response show
that we listened. The timeworn leader has heard the same story over and over and has, consequently, a
tendency to jump in before the speaker has ended.

IV. Give Credit Where Credit is Due.

Itdés the petty and insecure person who must al ways be
be o0the bossdéd, but b eetessgrilycdnmmte being alendes. In fact, tin this case, it

would seem to indicate quite the opposite. It would seem to demonstrate quite succinctly that that

person is no leader.

In addition, his pettiness is misplaced, for a good leader is not one who n ecessarily has all of the great
answers himself, but one who has the ability to gather around him those who have good answers.

V. Acknowl edge Oneb6s Mistakes.
Mistakes are steps to success. We must always remember that mistakes are lessons to be learned.

Learn them. Acknowledge mistakes and move on. Who has time to grieve over and hang on to the
memory of mistakes? Certainly no one who has aspirations of being a leader.

VI. Be Positive With Your Students.

Any f ool can destroy by adkeerse criticism. Dondt e
the parent who is afraid to pr(@! s i .a usle h
afraid the child is better th h@e"érlsb’gm éldga’rgnnt??ytﬁilot be

making continuous progress,

no matter how slow.
---Plato




self revelatory of oneds selfish nature as to be I|ike
never gave 0ADOJ svoulindicata that thay knavt as much as he did.

VIl. Be Decisive.

Think a matter through before you make pronouncement s,
confuse everyone by changing things.

VIII. Dondt be Jeal ous of Your Fell ow I nstructor s.

0Jeal ouswsprimswaich eats the |life out of little peoplebd,
Jealousy and pettiness in an instructor has and will destroy institutions.

IX. Speak Up.
You are paid to care for the inter ewrn el andscrgamandbeattoar ge s
desks, if necessary; but when you see the institution is headed the wrong way, SAY SO! Loud and
clear. That doesndt mean you are right, nor if right,

j ust ar e n @nthis mostlyunpérfect world.)

X. Keep a Saving Sense of Humor.

For goodness sakes, the world isn6t going to end tomor
the complaints he had about French society in 1843 are still the complaints we hear t oday, and people
have been predicting the end of the world since it beg
seriously!

XI. Smile.

We have no idea what this student in front of us is going through in his personal or family life. Your
smile may b e the thing he or she looks forward to each day.

Your smile may be what keeps this student happy in school and thus, staying in school. Your smile
may be the beacon which leads him into life.

A student was once asked why he stayed in college, when he reall y hated it. His reply was that Dr. So -
and-So was always smiling and cheerful and that he (the
mi ssing sonlehtahti nignds.t ruct or ds smil e was the foundation o
life.

Xll. Demonstrate a Modicum of Common Sense.

One of the pitfalls of being an academic is the danger
some new gimmick to make | earning Oeasiero6, omore funo
BEWARE! Change forchange sake and al ways being in with the oOonewbd,
i mmaturity. Ecclesiastes said it several thousands of

Itds pretty generally true.

Policy on Use of the Student Faculty Evaluation Surveys

The faculty members are to be evaluated by their students. Each instructor should expect evaluation by
students at least once each semester. This evaluation may be conducted by the office of Research and
Assessment, office of the Vice President of Academic Af fairs, and/or Division Heads. The evaluator is to
enter the classroom, asks the instructor to step out, and distribute the survey forms explaining to the
students the purpose of the survey.

The students are to fill out the survey while the evaluator is in the classroom and no discussion should be
allowed amongst the students during the evaluation session.

When completed, the student surveys will be collected and forwarded to the Office of Planning
and Evaluation. The Office of Planning and Evaluation will tabulate and summarize the survey. The
32



surveys, with the summary, will be forwarded to the appropriate division head. The division head will then
analyze the survey results with the faculty member, and v
appropriate. The department head should participate in the meeting.

Student Progress

N

The FNC academic year is defined as two semesters. The length of an academic semester is four months.
Each semester has two mini -semesters of two months each. The FNC rolling admission schedule makes it
possible to have six different start dates and six different completion dates in one calendar year. There is a
two -week break in August, and atwo  -week break at the Christmas/New Year season.

ACADEMIC YEAR

Acade mic Advisement

Upon entering FNC, each freshman is assigned a faculty advisor. In addition, each of the offices listed below
provides advisement in its field of responsibility to all students as appropriate. These offices are:

The Academic Advising Offi ce The Registrarés Office
The Director of Student Services The Financial Aid Officer
The Campus Dean The Admissions Office

Class Schedules

Most courses are scheduled as either three or four -hour sessions, held Monday through Friday, anytime

from 8:30a m - 10:00pm. Some courses are offered on Saturdays and clinical practices are offered 7 days a

week, (scheduling based on program requirements and site availability). FNC also offers internet -based
distance -learning courses.

In order to access your class  schedule, you must set up an account on the FNC student portal. Instructions
are available on the FNC website. A user name and password is required. You will also be able to use the
FNC Portal to access other pertinent information.

Changes to your class schedule can be made during the ADD/DROP period (first week of the semester). Any

changes to your schedule must be approved by your Department/Division Head and a Cancel/Add form

must be filled out and turned in to then Regiastar dradbhd eOfafti
Office of each Campus and on the FNC website. Distance learning students must submit the completed form

to the Regi str ar 6 s-mddfkEabrera@mmifna.ede or hrizcgmm.éc.edu) or fax at (305) 362

0595, Atten t i on to: Registrards Office. Additional questions t
slomena@mm.fnc.edu.

Class schedule changes are subject to class load and availability. The student must check the FNC student
portal to ensure that changes are accepted.

If a student is active beyond the midpoint of a semester, the institution will automatically assign classes for

the following semester. I't is the studentdés responsibilidt
to him/her during the ADD/DROP period. Changes made after the ADD/DROP period will usually incur

additional fees.

Classification of Students or S  tatus
STUDENTS ARE CLASSIFIED IN VARIOUS WAYS ;

A. By class load:
1. Full-time (12 credit hours minimum per semester)*
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Early Admission
Transient students (courses for transference to other institutions)
Non-degree seeking students

2. Three Quarter time (9 credit hours minimum per semester) D. By Legal Status:

3. Half time (6 credit hours minimum per semester) 1. Florida residents

4. Less than halftime (less than 5 credit hours per semester) 2. Non -Florida residents
3. International students

B. By credits earned:

1. Freshman (1 to 30 credits) E. By Sponsorship

2. Sophomore (31 and above) 1. Personal Resources

3. Junior (61 and above) 2. Grant

4. Senior (91 and above) 3. Loan
4. Scholarship

C. By program of study: 5. VA

1. Baccalaureate or Associate Degree students 6. Employee Scholarship

2. Diploma students 7. ITA

3. Certificate students 8. Vocational Rehab.

4

5

6

*  Students receiving full financial aid cannot carry less than six credit hours pe r mini -semester. Students
carrying less or more than the required minimum number of credits may receive financial aid proportionally.

Transient and Non -Degree -Seeking Student A dmission

A student who is in good standing at another college or university ma y be admitted to Florida National
College as a transient student. Transient students should consult the appropriate Dean or Registrar at the

college to which they wish their credits transferred to determine the acceptability of outside credits at their

home institution.

Applicants who are taking a course, but are not enrolled in a program, are classified as non -degree-seeking
students. At Florida National College these students are limited to thirty credits in this classification, and
they are not eligib le for financial aid.

Standard Period of Non -Enrollment

Students planning to be out of FNC for one term (two months) must submit a written request for a Standard
Periodof Non -Enr ol | ment to the Registrarés Office. Héagi SPNEr & € «
or can be downloaded from the FNC website. Distance learning students must submit the completed form to

t he Registrards Omdili(kabrera@ma.fneddu dr erizo@enm.fnc.edu) or fax at (305) 362

0595, Attent i orsOffiee..AddR@a qusstionsate the Distance Learning Dept. can be emailed to
slomena@mm.fnc.edu.

SPNEGO®GSs are wusually approved for one term (two months)

semester, a student can request it for four months (one sem ester).

A Standard Period of Non -Enrollment must be requested prior to the start of the term or during the first

week of classes of the term the student is planning to be away from FNC.

After the ADD/DROP period, no SPNE requests are granted. Students w il receive a Oo0Wo fo
t hat SPNE is approved. I f the SPNE is only for one term
courses will remain the same.

The request must be authorized by the Campus Registrar and the Financial Aid offi cer.
Student s mu s t report to the Registraros Oof fice by t-he
Enrollment form. Students who fail to return to the College by the expected date will be considered to have

withdrawn from the school, and the student will therefore be responsible for any balance due.

Practical Nurse students (for their entire curriculum) and Registered Nurse (during their core
courses) are NOT eligible for a Standard Period of Non -Enroliment.

An SPNE extends a st udedatetSiudentgan SRNE anayinot be able to maintain their
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course sequencing.

Re-Enrollment / Readmission

Typically, a Re-Enrollment is a student who withdrew and requests enroliment in another program and
Readmission is for students who withdrew and des ire to return to the same program within five years. In
both cases students must satisfy the readmission procedures as follows:

1. The student who withdrew with a CGPA of 2.0 or better and a clear balance will resume his/her
studies following regular a  dmission procedures.

2. The student who was terminated because of academic probation or lack of attendance and has
two consecutive semesters with a GPA under 2.0 c a nl#® tonsidered for Re -Enrollment or
Readmission unless the student requests a waiver of the Satisfactory Academic Progress Policy. The

following process will apply:

a) A student who has been dropped or suspended because of inability to maintain a CGPA of 2.0

may reapply to Florida National College after being out of school for a minim um of one term.

At that time, the studentds academic records wil/l
a 2.0 cumulative grade point average to be achieved and if the program can be completed

within the maximum time frame of 1.5 time of the norm al time frame for completion. If it is

not possible for the student to meet both standards, the student will no longer be eligible for

Title IV funds.

b) Additionally , Florida National College may use its discretion in waiving its Satisfactory

Academ ic Progress Policy in cases where students have mitigating circumstances. Students
requesting an appeal must submit a written request, with appropriate documentation, to the
Vice President of Academic Affairs and the Vice President/Director of Financial Aid. If the

appeal is approved, the student will be allowed one additional semester to meet the required
standards and will be eligible for Title IV funds.

3. The student who was terminated because of inability to fulfill costs will have to pay the co mplete
balance before classes start.

4. The student who was terminated because of serious violations of FNC rules may not reapply at FNC
for admission.

Additionally, Florida National College reserves the right to reject the application request of a ny student who
comes from any other institution where the student has | c

Students that decide to continue onto a different program once a program has been completed, are not
considered re -entry nor re -enrollments.

Class Load, Credit Hour and Contact Hour E guivalency

Class load refers to the number of credits a student carries in a semester. For degree and career programs a

student may carry a load of 16 credit hours maximum per semester. One credit hour equals 15 clock hours
of lecture, 30 clock hours of lab, 45 clock hours of externship , or 100 clock hours of pre  -clinical or clinical
journal . One c ontact hour is equivalent to 50 minutes of lecture and a 10 - minute break.

Certificate Programs: Since courses within a certifi cate program are not acceptable for credit toward a
degree program within the institution, the conversion formula for certificate programs is as follows: one
credit hour equals 30 contact hours of lecture, 30 contact hours of lab, or 30 contact  hours of ex ternship.

GRADE POINT AVERAGE AND SATISFACTORY ACADEMIC PROGRESS

A student must meet certain minimum standards for satisfactory progress while enrolled at Florida National
College.

35



The satisfactory progress is computed on the basis of the quality point s earned by the grades received in a
semester ( grade point average  or GPA). The GPA is calculated as follows: the number of the course credit
hours multiplies the quality point value for each grade earned. The sum of these points divided by the

number of ¢ redit hours attempted (hours from courses with grades A through F) equals the GPA.

The cumulative grade point average , or CGPA ratio, is obtained by calculating the GPA for all courses
attempted at Florida National College. Course grades of S, U, I, W, AU , and TC do not count in the overall
GPA since they carry no quality points, but count as credits attempted. See the Grading System section for
more information (page 41).

Satisfactory Academic Progress is a requirement for graduation; it is also necess ary in order to maintain
eligibility for Title IV financial assistance. Florida National College evaluates Satisfactory Academic Progress

every semester.

Satisfactory progress requires meeting the following criteria:

Baccalaureate and Associate Degrees

Credits attempt Probation if CGPA is below
1-12. 1.3

13.- 24 1.5

25- 36 1.7

37 - 48 1.8

49 - 60 2

60 - above 2

Diploma Programs

Credits attempt Probation if CGPA is below
1-12. 1.3

13.- 24 15

25- 30 2

45 - above 2

Certificate Progra  ms

Credits attempt Probation if CGPA is below
0-9 15

10 - 18. 2

1. Any student whose cumulative grade point average falls below the indicated index (See table above) will
be placed on academic probation for the next semester. While on academic prob
eligible for financial aid funds. Any student on academic probation who brings up his/her cumulative grade
point average to the indicated index at the end of the semester will be removed from academic probation.

Any student who

financial aid from federal and state funds. Students will re
cumulative grade point average rises to the indicated in

ation, the student remains

falls below the indicated CGPA at the end of the probation period will be ineligible for
-establish eligibility for financial aid when the
dex CGPA and they are within the maximum time.

2. Satisfactory completion of the program in a period no greater than 1.5 times the normal time frame for

completion. Therefore, a student must pass 66.6% of the credit hours attempted in each academic year. The
college defines its academic year as 32 weeks / 24 semester credits. A semester is 16 weeks long and

consists of two terms of 8 weeks.

3. A Cumul ative Grade Point Average of 2.0 (0C6) or

aboy
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A student will be considered for academ ic termination when the student fails to maintain the
required academic standing at the end of the probation period.

A student who has been suspended may reapply to Florida National College after being out of school for one

term . Atthetime,thestudent &6s academic records wil/ be evaluated to
acceptable cumulative grade point average (refer to the tables on page__ ) to be achieved and if the program

can be completed within the maximum time frame of 1.5 time of the norma | time frame for completion. If it

is not possible for the student to meet both standards, the student will no longer be eligible for Title IV

funds. Therefore, should funding still be required, alternative financing must be arranged for re -enrollment.

Florida National College may use its discretion in waiving its Satisfactory Academic Progress Policy in cases
where students have mitigating circumstances. These include serious illness or injury of the student or

serious illness, injury, or death of the s tudentds i mmediate family. A student
submit a written request, with appropriate documentation, to the Vice President of Academic Affairs and
Vice President/Director of Financial Aid. If the appeal is approved, the student will b e allowed one

additional semester to meet the required standards and will be eligible for Title IV funds.

ATTENDANCE POLICY

The policy on attendance for college classes will be the responsibility of the professor, and the professor will
fully inform stud  ents of such policy at the beginning of the semester.

The faculty and staff at Florida National College want you to succeed. Since studies indicate a positive
relationship between good attendance and better grades, you are strongly encouraged to attend a Il classes
and arrive on time.

*I'ndi vi dual instructors establish their own class atter
included in the course syllabus and distributed at the beginning of each semester.
* |t is your responsibility to understan d and follow these policies and, if possible, to notify instructors

in advance when it is necessary to miss a class.

* Any anticipated prolonged absences should be reported to instructors as soon as possible.

* |f you stop attending class (as) for any reas on, you must consult with your instructor(s) and registrar
about possible withdrawal from the class (as).

ATTENDANCE POLICY FOR VA STUDENTS

Il nstructors wil/l submit VA studentsd daily attendance r €
once a month. VA students are required to attend all classes. Excused absences will be granted only for
extenuating circumstances, which must be substantiated b
tardiness, etc., for any portion of an hour will b e counted as a full hour of absence.

Educational benefits of VA students who accumulate three days of unexcused absences in any calendar
month will be terminated for unsatisfactory attendance

LEAVE OF ABSENCE

Any student requesting a leave of absence (LOA) from the institution must submit a written request  to the
Registraroés Office. The LOA request form is |l ocated at
downloaded from the FNC website. Distance learning students must submit the completed f orm to the
Regi strar 6s Of f-mail é&calwdrag@mm.ind.edwear nriso@mm.fnc.edu) or fax at (305) 362 0595,
Attention to: Registrards Office. Additional guestions
slomena@mm.fnc.edu.

The Leave of Ab sence must be requested ONLY during the ADD/DROP period. The request needs to be

signed and dated by the student and must include the date student expects to return to school. The request
must be approved by the campus registrar and a financial aid office r.
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