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VISION

To be an educational institution of excellence in teaching and service for the benefit of
the community.

MISSION

Huertas College is a leading institution, committed to excellence in post-secondary
education and social responsibility. It develops among its members intellectual,
technological, and human skills to achieve an inclusive and self-sufficient society.

PHILOSOPHY

Huertas College bases its existential purpose on training and preparing an integral being
that can compete effectively in the occupational world and contribute to society. The
curricular offering of the College is consistent with its reason for existing and, therefore, it
aims at satisfying the needs of the occupational market.

Huertas College is committed to conducting a quality teaching and learning process. For
this reason, it shows a full awareness of the importance of the teaching process and the
incorporation of new concepts and technologies in the daily events of classrooms and
laboratories.

In summary, the Institution calls itself a "Community College" and, for this reason, its
activities aim to satisfy the needs of its community. The College is a living, dynamic, and
innovative entity in which the hope of a modern and competitive Puerto Rico is motivated.
In addition, it exists to make real its mission by achieving the following goals and
objectives:

GOAL 1

Promote excellence in the teaching and learning process through a comprehensive
education that encourages the development of a positive and relevant attitude toward the
occupational world.

Objectives:

1. Provide post-secondary academic programs in the areas of Business and
Entrepreneurship, Health, and Technology.

2. Provide learning activities that develop positive attitudes that are essential for the
student's personal and professional growth.

3. Meet the needs of flexible hours and terms required by the reality of today's
society.
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9.

Motivate the entire institutional community to acquire lifelong learning skills through
various teaching methods.

Develop knowledge and skills of education, complemented with the fundamentals
of general education.

Direct students in the proper use and management of information search skills and
technological resources.

Provide students with learning experiences in business labs that simulate a work
environment like the workplace.

Coordinate student participation in cultural and civic activities.

Offer students’ workshops and seminars to develop writing skills, teamwork, and
effective communication, essential for a successful professional.

10.Provide educational activities that develop basic skills.

GOAL 2

Promote integration with the community through learning activities that encourage social
commitment.

Obijectives:

1.

Encourage the participation of students and staff in activities that contribute to
transformation and social change.

. Develop values of solidarity and respect for diversity among the members of the

Institution.

Encourage student participation in service-based learning activities.

Promote ethics during the teaching and learning process and in the provision of
services.

Develop critical thinking and social analysis that facilitate decision-making in
different scenarios.

INSTITUTIONAL BELIEFS AND VALUES

Huertas College recognizes the importance of the vision, mission, beliefs, and values of
the Institution to guide all our activities.

Our Beliefs are:

The student is the center of the Institution.

The human being is an integral one.

Learning is a lifelong process.

Training of human resources is essential for the continuous improvement of the
Institution.

The participation of the different constituents of the Institution is critical in all
processes.



Our Values are:

Honesty

Responsibility
Commitment

Fair and human treatment
Respect

Integrity



INTRODUCTION

For 80 years, Huertas College has provided excellent teaching and has trained its students
with technical, intellectual, and human skills that allow them to successfully integrate into
the workforce and improve their quality of life. We are well-known for our service, fair
treatment, reliability, and commitment to each student who is part of our Institution, and
whom we continually support until they achieve their aspirations.

The purpose of this Manual is to provide students with information that will facilitate their
educational experience at Huertas College. It constitutes a guide to knowing the
institutional rules and procedures, framed within the rights and duties of each student.

You will find the description and location of the physical facilities, including the student
service offices. We invite you to visit and use the resources available to help you achieve
your academic goals.

We welcome you to the Huertas College classrooms and encourage you to use this
Manual as a resource to help you during your studies.

We wish you great success!
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STUDENT'S RIGHTS AND RESPONSIBILITIES
Rights

1. Receive and enjoy an excellent education that allows them to acquire skills in the
technical, business, entrepreneurship, and health areas in tune with the
occupational world and towards optimal individual growth.

2. Receive information about the institution’s accreditations, the academic programs,
the credentials of the faculty, and the physical facilities available to conduct the
teaching process.

3. Receive information on available financial aid, the costs, and the Funds Return
Policy that applies when unsubscribing, withdrawing, and payment plans, as well
as all the information related to their rights and duties in the financial aspect.

4. Enjoy all the physical facilities, teaching materials, and equipment available for
student use.

5. Participate in the activities that the Institution organizes and that are related to their
study program.

6. Receive from their professors, at the beginning of classes, adequate guidance on
the purposes and objectives of the course, the study topics, the readings, texts,
required work, and necessary teaching material, as well as the evaluation criteria,
along with other aspects related to the development and approval of the course.

7. Know, within a reasonable term time, the results of their exams or work, both the
score and the grade awarded, as well as the achievements and failures incurred
in them. It will be the teacher's obligation to have notified you of at least two (2)
grades before the deadline for partial withdrawal.

8. Meet with your professor to clarify doubts and receive guidance on your work and
academic program.

9. Express their opinions, beliefs, doubts, and divergences of criteria in an orderly
manner, as well as submit complaints or petitions and claim their rights, through
the established mechanisms.

10.Your academic record is strictly confidential in compliance with the regulations of
the Law of Confidentiality of Records (Privacy Right for Parents and Students Act
of 1974), as amended. Access to the information is only allowed to persons outside
the Institution that the student has authorized in writing, or those exceptions
covered by the law.

11.Become a member of student organizations authorized by the Institution.

12.Receive notification of the reason for any action against him\her and the evidence
that supports it, while providing the opportunity to defend himself\herself and
provide his version of the facts when referring to the Disciplinary Committee or any
official of the Institution.

13.Request information regarding the provision of the Federal Department of
Education Student Right to Know and Campus Security Act, as amended. It
provides that the student may have access to retention statistics, employability,
and incidence of criminal acts on the premises of the Institution.

14.Receive, if requested, a printed copy of this Manual through the Guidance and
Counseling Office.
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15.Receive your academic degree once you have met the Institution's requirements.
16.Receive a copy of the Emergency Management Protocol through the Huertas

College WEB page and the Learning Resource Center, CRA.

Responsibilities

1.

Attend classes daily within the assigned schedule in their program and comply with
other academic tasks. In case of lateness or absence from classes, the student
will be responsible for excusing himself and obtaining the material explained,
assigned, or covered on such occasion.

Observe proper conduct of respect and consideration for their rights and the rights
of their peers, as well as those who make up the college community in general.
Know the rules, regulations, and provisions of the Institution, as provided in this
Manual and any other official document of the Institution.

Complete all the requirements of their classes and study program, including the
norms established in the Institution regarding dress code and personal hygiene
that their study program recommends. recommended by their study programs.
Request those services such as financial aid, activities, equipment, and others for
which you require help due to having an impediment or special condition.
Complying with regulations or norms sent through official communications,
memoranda, or official manuals of the Institution.

Have the institutional identification card available when required.

Comply with all the economic commitments that you have made to the Institution.
Use properly, responsibly the property, laboratory materials, and equipment
belonging to the Institution.

10.Notify when you have a legal protection order so that the Institution can comply

with the corresponding protocol.

DISCIPLINARY RULES AND PROCEDURES

The mission, philosophy, and objectives of Huertas College must be protected, through
the proper guarantee of the institution. Discipline within the Institution is essential to
guarantee healthy academic and student coexistence.

The students of the Institution must know, obey, respect, and comply with the mandates
and regulations contained in the official documents of the Institution: current catalogue,
manuals, and official communications, and updates inforce on the institutional page. They
also must comply with the orders and verbal, or written instructions imparted by
professors, officials, and other employees of the Institution. Ignorance of the regulations
does not exempt the student from complying.

The following acts or omissions constitute violations of the essential rules of order and
collegiate coexistence and entail disciplinary sanctions:
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1. Violation of the rules included in the Student Manual or any official document of
the Institution, including those used in the practice or internship contract.

2. Lack of academic honesty. Lack of honesty, theft of exams, plagiarism or any
inappropriate behavior in relation to academic work. Such as: a) submitting works
that have not been the product of the student’s intellectual authorship. b) a student
who allows, authorizes and/or directly or directly consents to another person
submitting any academic work or taking any test or assessment on their behalf. c)
the use of another person’s ideas or words without due acknowledgement. This
includes paraphrasing minimally or substantially an idea to give the impression that
the writing is the student’s own. d) deliver a blank activity on the platform in order
to generate attendance to the course.

3. Alteration or falsification of official documents: academic records, grade cards,
letters, notifications, attendance reports, practice center evaluations, or any other.

4. Any conduct that disturbs the peace and tranquility in the classroom or another
place on the Institution's premises: shouting, offensive conduct, insults, fights,
and/or provocations. This includes the use of foul, profane, or obscene language.

5. Stealing or causing malicious damage to institutional property or a practice or
internship center.

6. The celebrations of any kind within the Institution of acts not authorized by the
Administration.

7. The publication or dissemination within the Institution of libelous or obscene
material.

8. Use and possession of alcoholic beverages, firearms, narcotics, or drugs not
prescribed by an authorized physician.

9. Carry guns. It is prohibited to carry any type of weapon (firearms or bladed
weapons) within the premises of the Institution, as well as in educational activities
organized by Huertas College outside its facilities. This prohibition is extensive to
students even when they have permits to carry weapons according to the Laws of
the Commonwealth of Puerto Rico, except for those who are law enforcement or
public security agents, duly authorized by the Government of Puerto Rico. In the
case of public orders agents, the weapon must not be exposed to the view of the
institutional community, except in those cases that their visit or presence in the
Institution is an official of their public position.

10.Physical confrontations, dishonest or lewd acts committed within the premises of
the Institution, practice centers, or activities sponsored by the Institution.

11.Lack of respect, sexual harassment, insults, humiliation, threats of aggression, or
assaulting officials, employees, or students at the Institution.

12.Use or possession of explosives, material substances, bombs, or any incendiary
object prohibited by law.

13.Failure to comply with orders given by the officers of the Institution.

14.Assuming the representation of the Institution without written and official
authorization.

15. Offer false information or intentionally omit it in any document required by the
Institution.

16.Any act that is above the law.
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When an infringement of one or more of these rules occurs, the following procedure
will follow

1.

Once a complaint (from a student or faculty member) is received, the Investigation
Committee is activated. This committee will be composed of the Executive Director of
Human Resources and Development, the Professional Counselor, and the
Coordinator of Retention, Placement, and Academic Services. As the situation
develops, and if necessary, the Executive Director of Finance and Administration will
be included in the Disciplinary Committee.

. The Investigation Committee will present the Findings Report to the President, the

Dean of Academic and Student Affairs.

When violations of the provisions of this Manual occur, the necessary corrective or
disciplinary measures will be applied according to the severity of the situation, and as
established in the respective institutional policy or regulation. Corrective and
disciplinary measures must be supported by evidence and be proportional to the
violation. Notwithstanding the above, any student may be suspended from classes
before a final decision is made if their actions are deemed to endanger life, property,
health, morals, or the proper functioning of the Institution. The Dean of Academic and
Student Affairs will notify the student of the decision taken.

The Dean of Academic and Student Affairs will notify the faculty of the student’s partial
suspension until the Committee makes a decision.

The Dean of Academic and Student Affairs will appoint an Ad Hoc Disciplinary
Committee within three (3) days after the incident occurs.

The Disciplinary Committee will consist of a faculty member and selected
administrative staff.

The Disciplinary Committee will meet and hear all affected parties, as well as any
witnesses it deems appropriate, and will submit its report and recommendation to the
Dean of Academic and Student Affairs within three (3) days after hearing the parties.
The Dean of Academic and Student Affairs will make the final decision and inform all
parties within three (3) days after receiving the report from the Disciplinary Committee.
The student has the right to appeal within five (5) days after the sanction has been
notified. To do so, the student must submit a written appeal addressed to the
President.

10.The President may: revoke, uphold, or modify the decision made by the Dean of

Academic and Student Affairs based on the Committee’s recommendation.

Disciplinary Sanctions

The Disciplinary Committee is responsible for hearing the parties involved in each
disciplinary incident, deciding, and making its recommendation to the Dean of Academic
and Student Affairs. The latter may accept or modify the Committee's recommendation.
If the final decision is to adopt the Committee's recommendation, one or more of the
following recommendations made by the Committee are followed.

Bn =

Documented verbal reprimand to the student.

Written reprimand to the student with a copy in his file.

Application of probationary status for a determined period.

Suspension for the remainder of the semester or one or more semesters, but not
permanent.
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5. suspension from the Institution.

The Committee may refer the student to the Institution's Professional Counselor for an
interview. If he deems it necessary, he will send him to receive services with a behavior
specialist outside the Institution. This includes counselors, social workers, psychologists,
and psychiatrists.

The Committee may also recommend that a student not participate in the graduation
ceremonies, even if they complete all the requirements of the degree or certificate.

These sanctions imposed do not exempt the student from paying for any damage caused
to the property of the Institution, practice centers, or Internships. No student will be able
to visit the offices or dependencies of Huertas College while suspended. If you need any
service, you must make an appointment by phone. The appointment should be made
official by an official of the Institution.

The Institution may take legal action depending on the seriousness of the case.
Appeal Procedure in Case of Disciplinary Sanction

The student will have the right to appeal within five (5) days after the submitted sanction
therefore, the student must submit his appeal in writing and direct it to the President. The
President may revoke, uphold, or modify the decision of the Committee adopted by the
Dean of Academic and Student Affairs.

The parties concerned will be notified in writing of the decision within the next five (5)
days after the signing of the Resolution by the President. This decision is final and
irrevocable.

Suspension Procedures
If the final decision is a suspension, the following procedure must be conducted:

1. The studentis notified by direct communication from the President. The President's
Office sends a copy of its decision to the Dean of Academic and Student Affairs and
the Registrar Office.

2. The Registrar Office will notify the professors that the student will be given an
Administrative Withdrawal (WR). They will also notify the students in writing.

3. The Registrar Office will require the student to hand in the identification card.

In those cases, in which the presence of the student may be harmful to institutional peace,
the security personnel of the Institution will be notified.

Readmission of Students with Disciplinary Problems

To consider the readmission of any student, whose administrative withdrawal has been
due to disciplinary reasons, he must follow the following procedure:
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1. Visit the Registrar Office and fill out the Readmission form. This will be so, even
when a semester has not passed in which the student has been away from the
Institution.

2. The Dean of Academic and Student Affairs will evaluate your situation and send
the application with its recommendations to the Admissions Committee. It is
composed of the Director of Admissions, a Professional Counselor, a Dean of
Academic and Student Affairs, a director or Program Coordinator, and a professor
(if necessary).

3. The Admissions Committee will decide to accept or deny the application, after
taking into consideration both the academic aspects and the risks presented by
the applicant's presence within the Institution.

4. The student will be notified of the Committee's decision. This Committee is free to
establish specific conditions for the admission of the student.

Procedure to Submit Complaints

When the student understands that any member of the college community has violated
his or her rights or has neglected responsibilities, the student has the right to file a
complaint. The student may initially submit the complaint informally, preferably to the
Professional Counselor. Also, the student could officially submit a complaint in writing, if
she wishes, to the Dean of Academic Student Affairs, and Administrative and Executive
Director of Finance and Administration. These officials must ensure that the student's
request is honored.

The complaint is forwarded to the Professional Counselor in the document prepared for
this purpose that is available at the Guidance and Counseling Office.

The process is the following

1. The student submits her formal complaint, in writing, to the Office of the
Professional Counselor.

2. The student makes an appointment within the next five (5) days to discuss the
complaint.

3. The Professional Counselor and the student will make an action plan to resolve
the complaint. Both parties must sign this plan.

4. If after taking this action the student still does not feel satisfied, he can then submit
a duly substantiated written complaint to the President.

5. Once the President receives your complaint, the decision will be final and
irrevocable.

If the student wishes to file a complaint with the agencies that accredit the Institution,
please refer to the Licensing and Accreditation section.

LICENSES AND ACCREDITATIONS
Huertas College holds the institutional license conferred by the Board of Post-Secondary

Institutions to the Office of Registration and Licensing of Educational Institutions of the
Department of State, Certification Number 2024-237.
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Huertas College has accreditation from the Middle States Commission on Higher
Education, MSCHE, mailing address, 1007 North Orange Street, 4th Floor, MB #1660,
Wilmington, DE 19801; phone 267-284-5011; https://www.msche.org/about-us/contact-
us. MSCHE is an accreditation agency recognized by the Secretary of Education of the
United States of America and the Council for Higher Education Accreditation.

ADMISSIONS OFFICE: DOCUMENT DEBT

A student who has not submitted a required document in the admission process is a
document debtor. Students classified as debtors of documents are active in the Institution
since this condition is used as a way of classification and control. The student in debt with
documents will not be able to benefit from the financial aid granted by the Financial Aid
Office until he has completed his file at the Admissions Office. The Registrar Office will
proceed to cancel the enrollment of the student who does not comply with the period
granted for the extension by the Admissions Office.

REGISTRAR OFFICE

The Registrar Office serves as the legal custodian of the academic records of active and
inactive students and ensures that the academic offerings respond to what is dictated in
the Institutional Catalog. The Office of The Registrar Office is part of the Office of Student
Affairs office.

Its primary responsibility is to evidence and record in the physical and electronic file all
the key information in the student's academic life, such as documents evidencing
compliance with the admission policy, official programs by semester, grades, program
changes, academic progress satisfaction, evaluations for graduation, among others. At
the same time, it issues the student's authorization, credit transcripts, academic
evaluations, study certificates, and any other document related to the student's academic
record.

Academic Records

The Registrar Office is the custodian of student academic records. All information related
to the student's academic career at the Institution is protected in a safe place. All
documentation on grades, academic index, grade changes, official programs, and other
admission requirements, among others.

The academic record of each student is rated confidentially and following the provisions
of the Federal Law on Privacy of Student Academic Records (Family Educational Rights
and Privacy Act of 1974). The disclosure of any information in this regard will only be
issued to the student or officially authorized person or to another agency, institution, or
company with the written authorization of the student. No document is issued when the
student has a debt with any dependency in the Institution.


http://www.msche.org/about-us/contact-
http://www.msche.org/about-us/contact-
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Procedure:

1. The Registrar Office receives the academic records of new students from the
Admissions Office after the 10 days stipulated as an extension of admission
documents.

2. The student's enrollment can be revoked at the end of the stipulated extension if
the required documents have not been submitted.

3. The Registrar Office reviews the files of admitted students to ensure that they have
the required Admission documents.

4. Required documents:

e Admission Application duly signed by the student and the Admission Officer

e Welcome Letters

e Official transcript of high school credits or equivalent to the equivalency

exam (Law 188) certified as true and exact of the original. In those cases,
in which the student's academic record cannot be found, the admitted
candidate must submit an original High School Certification or the Puerto
Rico Department of Education that indicates the graduation date. Official
university transcript (if applicable)

e Equivalency exam (Law 188), they will provide the original and a copy of
the transcript or diploma. The Admissions Officer will retain and certify it as
faithful and exact to the original.

Original Certificate of Immunization if the student is under 21 years of age

Receipt of Extension of document submission (if applicable)

Document Submission Receipt

Certificate of Admission

Certificate of Readmission and Reentry (if applicable)

Class program with the student's signature and the Registrar Office stamp

with the registration date.

e Course Validation Form (if applicable)

Digitalization of Academic Records

To ensure the protection of documents in case of catastrophic events or institutional
closure, the Institution has a process for digitalizing academic records following State and
Federal Regulations.

Credit Transcript

At the student's request, official credit transcripts and a student copy are issued. Official
copies are prepared from institution to institution or institution to workplace and are not
issued to the student in person. Student copies are for student use. The form has three
copies: the transcript in an addressed sealed envelope, the one given to the student as
evidence after submission, another is forwarded to the Office and the one that is filed in
the student's file.

The student must request the credit transcript in person or by phone. If you do not conduct
the process in person, you must send a letter with the information, the address where the
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credit transcript is, as well as a copy of your photo identification to validate your identity
and pay the corresponding fee. If the credit transcript request is rejected, you will be
notified in writing and informed of the reason, and the payment will be refunded. In
addition, credit transcripts requested by other institutions must send or submit the
corresponding authorization form, Request Form Transcription, duly completed and
signed by the student and attach to the money order. If the credit transcript request fails
you will be notified in writing and inform the institution of the reason, and the money order
is returned.

Transcripts are sent on Fridays to the address the student indicated on the application.
Procedure:

1. Request and fill out the form at the Registrar Office.

2. Visit the Learning Resources Center to certify whether the student is a book debtor.
If the student is in debt, transcripts will not be processed unless he returns the
books he owes at the time.

3. Visit the Collection Office to certify if the student is on time.

4. Once the Collection personnel certifies that the student has no debt, the student
pays the corresponding fee.

5. The Collection Office gives the student the payment receipt and the copy of the
credit transcript for its evidence and returns the original form of the credit transcript
with the respective authorizations to be taken to the Registrar Office.

6. The Registrar Officer registers in the student's electronic file the date of the request,
the date it was issued, and the place where it was sent.

7. If the credit transcript is official, it is sent with an acknowledgment of receipt so that
the person receiving it can certify it and return it to the Institution. Upon receipt, the
person and date received are saved in the electronic file, and it is stored in the
student's record as evidence.

8. If the credit transcript is for the Examining Board, it must be official and sent with
acknowledgment of receipt, by certified mail so that the person who receives it can
certify it and return it to the institution. Upon receipt, the person and date that
received it, are saved in the electronic file and it is filed in the student's file as
evidence.

Academic Evaluations

Academic Evaluations are issued at the request of the student to guide them on the
requirements that are missing to complete the academic degree. The process is free of
charge.

Procedure:

1. The student requests the academic evaluation at the Registrar Office.

2. The student is asked for his student number and the program for which the
Academic Evaluation is of interest, in case of having completed more than one (1)
program.

3. The evaluation is printed, and doubts are clarified with the student.



19

Incomplete Removal

The (I) Incomplete is the grade that a professor grants as a privilege to a student who
faces a difficulty that justifies the absence of the final exam or submission of final work.
The student must communicate with the professor before he submits his grades to the
Registrar Office. The professor will evaluate the evidence presented by the student and
determine its merits. He/she must be a student with a good attendance record and
satisfactory work on partial grades. The student must not have missed any partial exams
and have the work up to date. The student will receive the grade “I” accompanied by the
grade computed after her “F” on the final exam or the work he did not complete. This
grade does not affect the quantitative and qualitative criteria of the Satisfactory Academic
Progress Policy (PAS). The student will be responsible for removing the incomplete on or
before the last day of the second month of the next term in which it was awarded. The
student will coordinate with the professor the removal, after paying the corresponding
charges. Incompletes that are not removed, will remain with the registered grade. The
incompletes not removed become the grade that accompanies it. From now on, the
assigned grade affects the Satisfactory Academic Progress policy. Incompletes of
practice courses are not charged.

Procedure:

The student obtains the form at the Registrar Office

The student pays the corresponding fee at the Collection Office.

The student gives the form to the professor.

The professor signs the Incomplete Removal in all its parts and submits it to the
Registrar Office for the registration of the new grade.

Students must submit the document for Incomplete removals to the Office of the
Registry before the date stipulated in the Academic Calendar as the deadline.

Bwn =
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Change of address

It is the responsibility of each student to keep their mailing address, residential address,
telephone number, and email updated in their academic file. It is extremely important to
maintain communication with the student when necessary. Any notification sent to the
address that the student notified to the Registrar Office will be considered valid and the
student will be responsible for it. This does not have charges. Students must update their
information once a year.

Procedure:

Request the change of address form at the Registrar Office.

The student completes the form in all parts.

Submit the form to the Registrar Office duly signed and verified.

The pink copy goes to the student, the yellow Financial Aid, and the original to the
student's academic record.

The changes will be saved in the student's electronic file.

b=
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Change of Study Program

Any student who has started a program and is interested in changing to another must
enroll in their next semester and meet the established parameters. For students who are
interested in changing from a baccalaureate to an associate degree and have validation
from another institution, it does not apply. A new validation is required since the
percentage to be validated is not the same for the associate degree. No more than two
study program changes are allowable in an academic year. The grades obtained in the
common courses of the other program will be contemplated for the student's Satisfactory
Academic Progress. This authorization is given in meritorious situations by
recommendation of the Dean of Academic and Student Affairs, prior recommendation of
the Professional Counselor. After this, the Registrar Office will formalize the change.

Procedure:

1. The candidate requests the form at the Registrar Office and refers to the Guidance
and Counseling Office to verify their Satisfactory Academic Progress status.

2. The Professional Counselor will identify the number of credits to be allowable for
the new program and prepare the new class schedule.

3. The student will be referred to the Dean of Academic and Student Affairs for
guidance on the change of program.

4. If the change is from a bachelor's to an associate degree, the Professional
Counselor refers the candidate to the Coordinator of Retention, Placements, and
Student Services to conduct a new validation of credits for the associate degree.

5. The student visits the Collection Office to pay the corresponding charges.

6. The student refers to the Registrar Office to enter the new class program.

7. The Registrar Office enters the change in the Campus Nexus Student System and
processes his enrollment. In the case of a change from a bachelor’s to an associate
degree, the valid bachelor courses that apply to are eliminated. A copy of the
application will be sent to the student, a copy will be placed in the student's file,
and a copy will be sent to the Financial Aid Office.

8. The student visits the Collection Office to receive his new class schedule.

Grade Claim

The student has the right to claim a grade through the Grade Claim Form with the
respective justification and the signature of the Dean of Academic and Student Affairs, if
applicable. The process must be conducted before the end of the immediate semester to
which it was granted.

Procedure:

1. Obtain the form from the Registrar Office.

2. The student will indicate on the form the grades awarded by the professor and will
submit it to the Dean of Academic and Student Affairs for evaluation.

3. If grade correction is required, the professor will submit the grade change to the
Registrar Office with a letter explaining the reasons for the change.
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4. The Registrar Officer will process and formalize the grade change in the electronic
system.
5. The original form is saved in the student's file.

Grade Change

Any professor who makes an involuntary error when assigning a grade to a student must
submit the Grade Change Form to the Registrar Office with the respective justification
and authorization from the Dean of Academic and Student Affairs. The process must be
conducted before the end of the immediate semester to which the grade was granted.

Procedure:

1. The professor requests the form at the Registrar Office.

2. The professor will submit the grade change to the Registrar Office with an
explanatory letter with the reasons for the change that includes the signature of
the Academic Dean with a letter explaining the reasons for the change.

3. The Registrar Officer will process and formalize the grade change in the electronic
system.

4. The original form is saved in the student's file.

Leave of Absence

A student may request a leave of absence of up to a maximum of fifteen calendar days
per semester. The student will be responsible for the material covered in the courses.

Failing to attend enrolled courses may lead to an official withdrawal and consequently,
affect unsatisfactory academic progress. If they do not return to the Institution, the official
withdrawal date for that semester will be the date the student requested the license. This
leave of absence may be considered if the established requirements are met.

This permission will be only in necessary cases that include surgeries, maternity, and
military training, among others.

Procedure:

1. The student completes the Leave of Absence Application at the Registrar Office
and takes it to the Dean of the School, after being oriented at the Financial Aid
Office.

State in writing the reasons why you will be absent and provide evidence.

Specify the date on which he will return to the Institution and agree to comply with

it.

4. Once the application is approved, or denied, the student is notified. A copy is
provided to the Financial Aid Office, one to the Dean of Academic and Student
Affairs, another to the Fiscal Officer, and the original is placed in the student's file.

5. When the license date expires, you must go to the Registrar Office to complete the
Request for Authorization to Report to Classes. One copy is provided to the

wn
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Financial Aid Office, one to the Fiscal Officer, and one to the student/professor,
and the original is stored in the student's file.

6. This license does not entail economic charges for the student.

7. When the license date expires, you must go to the Registrar Office to complete the
Request for Authorization to Report to Classes. This license does not entail
economic charges for the student.

Study Certifications

The Registrar Office issues, at the student's request, study certificates for different
government, state, federal, and private agencies that offer services to our students
throughout the semester. To obtain the study certificate, students must submit the class
program and pay the corresponding fee at the Collection Office.

Procedure:

1. The student requests certification at the Registrar Office.

2. The student pays the corresponding fee at the Collection Office.

3. The Collection staff gives two payment receipts to the student; one for the student
and another to be submitted to the Registrar Office and they process the
certification.

4. The Registrar Officer prepares the certification within the next business days.

Withdrawal Requests

The Registrar Office receives the withdrawal requests and is responsible for processing
and channeling them to the offices. Total processes, partial and administrative
withdrawals of students who comply with the established procedure, and the dates of the
semester Academic Calendar.

Partial withdrawal

Partial Withdrawal is considered, in the case in which a student needs to process a
withdrawal from one or more subjects and continues to enroll in the other courses. The
student must request the corresponding form at the Registrar Office and return it once the
pertinent authorizations have been obtained. The Registrar Office will process the “W”
(Authorized Withdrawal) in the system as a grade in the student's electronic file. Partial
withdrawals do not require adjustment to the cost of studies.

Procedure:

1. The student fills in the Withdrawal Authorization form from the Registrar Office and
signs it.

2. Initial interview with the Retention Coordinator, Placements, and Academic
Services and with the Professional Counselor, who signs the corresponding form.

3. The student submits the form to the Registrar Office, duly completed in all its parts
and with the required signatures on or before the date stipulated in the Academic
Calendar.
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The Registrar Office staff signs the Withdrawal, and the applicant receives their
student copy. The pink copy is given to the student, the yellow one to the Financial
Aid Office, and the original is placed in the student's file. The “W” (Authorized
Withdrawals) is processed in the system as a grade in the student's electronic file,
with the effective date of the withdrawal.

Total Withdrawal

Total Withdrawal is considered the case in which a student presents an Official
Withdrawal of all the courses in which he is enrolled. The student must obtain the
authorizations required in the corresponding form and submit them to the Registrar Office.
The Registrar Office staff will process the “W” (authorized withdrawals) in the electronic
file in all the courses in which they are enrolled.

Total Withdrawals do not affect the student's cumulative academic average (GPA) but are
considered for the calculation of credits attempted and not approved. However, this could
affect Satisfactory Academic Progress and require an adjustment in the cost of studies.

Procedure:

1.

2.

The student fills in the Withdrawal Authorization form, from the Registrar Office
and signs it.

The student initially meets with the Coordinator of Retention Placements and
Academic Services, to listen to the reason for the withdrawal and try to prevent it
if the reasons stated have a viable solution. If the withdrawal is imminent, the
Retention Coordinator, Placements and Academic Services sign the withdrawal
form and refer the student to the following offices: Dean of Academic and Student
Affairs, Guidance and Counseling, Financial Aid, and Collections.

The student submits the form to the Registrar Office, completed in all its parts and
with the required signatures on or before the date stipulated in the Academic
Calendar.

The Representatives of the Registrar Office signs the Withdrawal and the applicant
will receive their student copy. A copy is sent to the Financial Aid Office, and the
original is placed in the student's file.

The “W” (Authorized Withdrawals) is processed in the system as a grade in the
student's electronic record in each course in which they were enrolled on the
effective date of the withdrawal.

The status of the Total Withdrawal is processed, in the student's electronic file from
Active to Total Withdrawal, with the effective date and determination of the
withdrawal.

When the Total Withdrawal Information Collection Form is completed, it is attached
to the copy of the Total Withdrawal and sent to the Financial Aid Office, no later
than 24 hours. The original is placed in the student's file.

The Total Withdrawal Information Collection Form is sent to the Financial Aid
Office for the corresponding procedure.

A list is prepared simultaneously in the Excel Program to report monthly to the
different offices, the students who have filed Total Withdrawal.
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Administrative Withdrawal (WR)

The Administrative Withdrawal is the situation of the student, namely granted:
e Disciplinary Reasons (WR?)
e Death of the student
e Excessive absences

Procedure:

1. The WR (Administrative Withdrawals), is processed, in the system as a grade in
the student's electronic file in each course in which they were enrolled with the
date of determination of the Administrative Withdrawal.

2. The status in the student's electronic file is changed from Active to Administrative
Withdrawal with the date of determination of the Withdrawal.

3. The Administrative Withdrawal Information Collection Form is completed no later
than 30 days after the end of the semester and sent with a copy of the form to the
Financial Aid Office to comply with the Title IV Return process. (See Cancellation
Control Policy).

4. The original is placed in the student's file. Simultaneously, a list, is made in the
Excel program to inform the different offices, and the students are given
Administrative Withdrawal

Graduation Applications

The Institution commemorates the Graduation Ceremonies once a year in the fall
semester. The Registrar Office receives the candidate’s graduation applications,
evaluates them, and communicates with the student. If there is a situation with the
student's evaluation, a letter is sent, or a call is made.

Students must pay the graduation fee at the Collection Office. Each semester a letter is
sent to graduate candidates to submit the Application.

Procedure:

The student requests the graduation application at the Registrar Office.

Fill out the form and go to the Collection Office to pay the graduation fee.

Apply to the Registrar Office and complete all its parts.

If the student changed his curricular sequence before the Certification, the
evaluation will be done with the total credits of the new curricular sequence.

PN

Awarding of Diplomas

The student has the right to request graduation, even if he has a debt with the Institution
the student will not receive it until his debt is paid in full. If the student authorizes a person
to pick up their diploma, he must submit an authorization letter signed by the student with
a photo ID and specify that they are authorized to pick up the diploma. The person
authorized by the student will conduct all the corresponding procedures and the letter will
be stored as evidence in the student's file.
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Procedure:

—

. The graduate requests the Diploma form at reception or the Registrar Office.

2. The graduate visits the Learning Resource Center to certify that he has no debt for
books or other materials.

3. The graduate visits the Collection Office to certify that he does not have debt to

the Institution. If there is no debt, the Collection Officer signs the form in the

corresponding space. If you have a balance, you will not receive your Diploma.

Veterans Affairs Benefit Applications

The Registrar Office offers service to students who are beneficiaries of Veteran Affairs
(VA) by certifying their enrolliment. Students must submit their requests once the late
enrollment period has concluded for the Registrar Officer to begin evaluating them.

The student completes the form, Application for Survivors Dependents Educational
Assistance (VA 22-5490) or Application for VA Education Benefits (VA 22-1990) to obtain
the Certificate of Eligibility. If the student comes from another institution, he must complete
the Request for Change of Program or Place of Training form (VA 22-1995 / 22- 5495).

The Registrar Officer evaluates the corresponding form and submits it electronically
through the VA-ONCE system in the Enroliment Certification form (VA Form 22-1999).

Procedure:

1. The Registrar Officer must complete the Application for VA Education Benefits
Form, Chapters 30, 33, 1606, and 1607 (VA Form 22-1990) and 35 (VA Form 22-
5490) to obtain the Certificate of Eligibility.

2. For Chapter 33, Post-911 Gl Bill® Program, the Certificate of Eligibility document
is a requirement.

3. Official Class Program

4. Name and Surname of the student

5. Social Security Number

6. Veteran's File Number

7. Prefix assigned to the dependent of a veteran

8. Chapter to which the student belongs

9. Student Program and Grade

10.Credit transcripts from all the institutions in which you have previously studied, so

that they can be evaluated and validated, during the admission process and before
being certified by VA. It is not optional if the student wishes to have a course
validated; Credit transcripts are required to receive VA benefits. The student who
is interested in receiving Veterans benefits may not decline or reject the validation.

11.Student address

12.Student phone

13. Student email

14.Any change, must be informed to a Certification Official

15.Submit be electronically
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The Institution is also approved by the Puerto Rico State Approving Agency to provide
academic training for the students under the various Gl Bill® programs for Veterans
Education.

Gl Bill® is a registered trademark of the United States Department of Veterans Affairs
(VA)

Sec. 103. Disapproval for purposes of educational assistance programs of Department of
Veterans Affairs of certain courses of education that do not permit individuals to attend
or participate in courses pending payment.

Institutional policy in compliance with Section 103 of PL 115-407-The University
allows any covered individual, any individual who is entitled to educational assistance
under Chapter 31, Veterans Preparation and Employment, in Chapter 33, Post-9/11 Gl
Bill® Benefits, to attend or participate in the course of education for the period beginning
on the date the individual provides the educational institution with a certificate of eligibility
for educational assistance under chapter 31 or 33 (a "certificate of eligibility" may also
include a "Statement of Benefits" obtained from the Department of Veterans Affairs (VA)
website-eBenefits, or a VAF form 28-1905 for chapter 31 authorization purposes) and
ends on the earlier of the following dates:

1. The date the VA payment is made to the institution.
2. 90 days after the date the institution certified the tuition and fees after receipt of the
certificate of eligibility.

The University will not impose any sanction, including assessment of late fees, denial of
access to classes, libraries, or other institutional facilities, or the requirement that a
Covered Person borrow additional funds, on any Covered Person due to disability. of the
individual to meet their financial obligation to the institution due to the delay in the
disbursement of VA funds under chapter 31 or 33.

DEFINITION OF ALTERNATE GRADES

Incomplete — This is a grade granted by a professor as a privilege to a student who faces
a justified difficulty that prevents them from taking the final exam or submitting a final
assignment. The student must contact the professor before grades are submitted to the
Registrar Office. The professor will evaluate the evidence presented by the student and
determine its merit. The student must have a good attendance record and satisfactory
performance in partial grades. They must not have missed any midterm exams and must
be up to date with assignments. The student will receive an “I” grade accompanied by the
computed grade after assigning an “F” for the final exam or assignment not completed.
This grade does not affect the quantitative or qualitative criteria of the Satisfactory
Academic Progress (SAP) Policy. The student is responsible for removing the Incomplete
on or before the last day of the second month of the following term in which it was granted.
The student must coordinate with the professor for its removal after paying the
corresponding fees. Unremoved Incompletes will convert to the accompanying grade.



27

From that point on, the assigned grade will affect the Satisfactory Academic Progress
Policy. Incompletes (l) in practicum courses are not billed.

AP Passed — Granted in cases where the course does not require a grade. It carries
academic credit but does not affect GPA calculation. It is also used for courses credited
through prior learning, Advanced College Board, or challenge exams.

NP Not Passed — Granted only in practicum courses when the student does not meet
the requirements of a course graded as Pass or Not Pass. It affects the percentage of
attempted vs. earned credits.

WR Administrative Withdrawal for Disciplinary Reasons* — Used in cases of withdrawal
due to disciplinary issues, as recommended by the Disciplinary Committee.

WR Administrative Withdrawal — Used in specific student situations, including:
« Disciplinary reasons (WR*) — Recommended by the Disciplinary Committee.
o Student death (WR*) — Requires a death certificate.
« Excessive absences (WR) — Administrative recommendation.

W  Official Withdrawal — Granted for a course in which the student officially withdraws.
This affects the percentage of attempted vs. earned credit hours used to determine
Satisfactory Academic Progress (SAP).

WF Withdrawal with Penalty — Used when a student stops attending for two consecutive
weeks and does not officially withdraw. This grade is assigned upon recommendation by
the professor or authorized official.

W/M Military Withdrawal — Used as a protective measure for higher education students
who are activated in the U.S. Armed Forces or the Puerto Rico National Guard.

** — Repeated — Indicates that the student has repeated the specified course.

NR Not Reported — Assigned when the student does not attend the course after
enrolling. It does not affect the percentage of attempted vs. earned credits.

IP  In Progress — Assigned when a student enrolls in practicum courses and, due to
circumstances beyond their control, does not complete the required hours. It does not
affect the GPA or the percentage of attempted credits when determining Satisfactory
Academic Progress (SAP).

FINANCIAL AID OFFICE

The Financial Aid Office is responsible for managing, coordinating, and awarding financial
aid from the Federal Department of Education, the Board of Post-Secondary Institutions
of Puerto Rico, and those established by the Institution. The financial aid authorized so
far is the Pell Grant, the Federal Supplemental Educational Opportunity Grant (FSEOG),
the Federal Work-Study Program (FWSP), the Federal Direct Loan Program, the
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Scholarship Program for Academically Talented Students, and the Institutional
Scholarship. In addition, any other aid or personal loan according to the student’s
eligibility.

Any student interested in applying for any type of financial aid must visit the Financial Aid
Office. The applicant is required, to comply with the institutional drug, alcohol, and sexual
harassment policy to be eligible.

Federal Pell Grant

Any applicant who can demonstrate financial need based on parameters previously
established by the United States Congress is a candidate for a Pell Grant. The amount to
receive will depend on the cost of education, expected family contribution, academic load,
and study program.

Each year the Federal Department of Education publishes a new Application for Federal
Student Aid. The student can also apply directly from Huertas College, at the FAFSA
Center.

When the student requests through the electronic address www.studentaid.gov he or she
will receive the response by email and the Financial Aid office will receive the electronic
response (ISIR). You should submit the Financial Aid Application and the evidence of
income or benefits according to the student's tax year. If you do not receive a response
two weeks after filling out the Application, the student must visit the Financial Aid Office.
There they will tell you the results of your request or the corresponding action to take.

Financial Aid Officers are responsible for receiving and processing financial aid
administered by the Financial Aid Office. In turn, indicate to the student if his request is
approved or denied and if he/she must go through the verification process that requires
presenting any additional documents.

Procedure:

1. The student applies through https://studentaid.gov/h/apply-for-aid/fafsa and
submits the documents (application, financial aid, and proof of income) at the
Financial Aid Office.

2. The Financial Aid Officers receive the Financial Aid Application.

3. Financial Aid Officers evaluate and determine eligibility.

4. The Financial Aid Officers enter the amount to which the student is eligible in the
Campus System according to the credits enrolled in the semester.

5. The Director of Financial Aid generates the payroll and submits it to the Fiscal
Officer in Finance.

Federal Supplemental Educational Opportunity Grant (FSEOG)
A scholarship has the intention to help post-secondary students, who have not completed

their bachelor’s, and who have exceptional financial needs, that is, those students with
the lowest EFC. Priority is given to students who receive Federal Pell Grants.


http://www.studentaid.gov/
https://studentaid.gov/h/apply-for-aid/fafsa

29

Unlike the Pell Grant, the federal government does not guarantee that everyone who
applies or meets the eligibility criteria will receive this grant. This is because each eligible
institution receives a limited amount of funding each year. Once those funds are depleted,
even though the student may be eligible, there would be no additional funds until the new
fiscal year budget allocation.

Procedure:

1. The student applies at the Financial Aid Office the same day that the proof of
income is presented.

2. The Financial Aid Officer receives the Financial Aid Application. The Financial Aid
Officer evaluates and determines eligibility. The amount to which the student is
eligible according to the credits enrolled in the semester is submitted into the
Campus System.

3. The Director of Financial Aid generates the payroll and sends it to the Fiscal Officer

in Finance.

The Fiscal Officer accredits the payroll in the Campus Nexus System.

If any credit is generated in favor of the student, the Fiscal Officer proceeds to

prepare a check no later than 14 days once the payroll has been accredited.

i

Federal Work-Study Program (FWSP)

The Financial Aid Office administers the student aid program through part-time
employment for students with financial needs. When assigning a student, a job, the
following, will be taken, into consideration:

The financial need of the student.

That you have applied for the “Federal Work Study” (FWS) program.
The maximum number of hours you could work.

The hourly wage.

The number of funds you receive from other aids.

Huertas College does not assign more than 20 hours per week to students placed under
this Federal Program. The Financial Aid Office selects the student and places him in the
designated job. It is the responsibility of the Finance Office to process payroll and the
Collection Office to issue checks to participating students.

The hourly wage is the federal minimum and is paid once a month. For this, the weekly
report is used. The amount of money the student can receive will depend on their financial
need and available funds.

The application for this program is accessed through a QR Code that the staff of the
Financial Aid Office disseminates both in the Service Offices and in the reception area.

If a student does not have a smartphone, they can go directly to the Financial Aid Office
and fill out the Application for the Program.
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Federal regulations do not authorize work in the reception area, collections, admissions,
maintenance, and other offices that do not provide direct service to the student. When the
need for an employee/student arises in the student service areas of the College; They
are in the following dependencies:

Faculty and Academic Offices
Library
Mentoring Program

Eligibility Criteria

Be a US citizen or eligible resident.

Maintain Satisfactory Academic Progress.

Demonstrate financial need.

Students enrolled less than half-time and with a bachelor's degree may be
eligible.

Priority will be given to students with an EFC 0 index.

Procedure to Request the Study and Work Program

1.

N

8.

9.

The student accesses the barcode that the staff of the Financial Aid Office
disseminates in the Service Offices and at Reception. Students who do not have
a smartphone or find it difficult to work with technology can go to the Financial Aid
Office and fill out the application.
The Financial Aid Officer interviews the candidate and verifies his or her availability.
The Financial Aid Officer selects the student.
Once the student, is selected, the student fills out the following forms:

e Rules of Conduct for the participant

e Location contract

o Weekly payroll-delivered monthly

e Confidentiality Agreement
The Financial Aid Officer refers the student to an interview with the supervisor and
gives the Placement Contract, which describes the tasks to be performed.
The student gives the Placement Contract to the supervisor for signatures and
returns it to the Financial Aid Office.
The Attendance Record indicates the date that the student's Supervisor must
submit it to the Financial Aid Office.
The Financial Aid Officer makes a file with all the documentation and once work
begins, the hours worked, and payments received, are included.
The student's supervisor delivers the signed payroll to the Financial Aid Office.

10.The Financial Aid Officer reviews the payroll and delivers it to Finance where the

checks are prepared.

11.The Finance Office delivers checks to the Collection Office.
12.The Collections Office performs the final review and delivers the check to the

student. Perform collection management so that the student who wishes to do so
can pay for their account.
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Federal Direct Loan Program
Rules and Responsibilities:

This is a low-interest loan program guaranteed by the Federal Government. Unlike other
aids, this money must be repaid. Both non-graduate students and those who have
completed their bachelor’'s qualifications. These loans are to pay study expenses.

The student will begin to pay six (6) months after leaving school, graduating, or enrolling
in less than six (6) credits. The loan has two classifications: subsidized and unsubsidized.

They can request it by indicating it in the Economic Aid Office. The Financial Aid Officer
will do the evaluation. The student accesses the following electronic address
https://studentaid.gov/entrance-counseling.

To be eligible for the Stafford Loan Program, the student must meet the same eligibility
requirements as for the Pell Grant and other campus-based Programs. In addition, the
student must have applied for and received a response from the Pell Grant.

Subsidized Direct Loan

These loans are awarded to undergraduate students and are based on students’ needs.
To receive a subsidized loan, an eligible student must show evidence of a need. This is
the cost of attendance (COA) less the expected family contribution (EFC) and any
estimated financial aid.

Direct Unsubsidized Loan

Unsubsidized loans are not based on need. Eligibility is not determined based on the
Expected Family Contribution (EFC). The loan amount is based on the difference
between the student's COA and estimated financial aid.

Direct Plus Loan

Like unsubsidized loans, Plus Loans are not based on need. This loan is available to
parents of dependent students and to graduate or professional students. Students may
qualify for an amount up to the cost of tuition (COA).

Initial orientation procedure:

The initial orientation must take place before the first student loan disbursement.

It is done in person and electronically.

Fill out the Master Promissory Note and the Income Assessment online.

The Financial Aid Officer can answer doubts or questions about academic
financing.

BN =



32

It must cover the following aspects:

—

9.

. Itis important to talk about all sources of help.

Terms and conditions of the different loans, basic information on the maximum
amounts, interest, and costs (fees) of the loan. Alternatives for deferral,
cancellation, etc., should be discussed, as are the conditions under which they are
granted. Emphasis should be placed on the different repayment options available,
refinancing, and consolidation.

It is important to emphasize the obligation to pay the loans. Students must be
advised to carefully read the application, promissory note, and so forth before
signing any document. Students must be clear about the possibility that a public or
private agency buys the loan and must make payments to another organization.
The student must maintain satisfactory academic progress.

The terms and the exact amount of the Payments will not be stipulated until the
repayment period begins. The student will not receive the full amount of the loan
since certain amounts (fees) that must be paid will be deducted.

The student is obliged to repay the student loan, even if he does not complete the
study program or is not satisfied with the education received.

The refund policy must be read, and it should be noted that in case of withdrawal,
there would be the possibility of returning part of the money to the bank.

The student should keep the Department of Education informed about any change
in the enrollment status or financial condition, change of name, or address if they
have requested a deferral or have difficulty paying the loan.

The importance of financial planning should be explained. And consider whether
with the salary you expect to have you could make the payments.

10.The student must keep a copy of each of the documents related to the financial

11

aid that he receives.

. The student must keep the following documents:

v" Copy of loan application
v' Copy of the promissory note from the payment book when you receive it.
v' Copy of the deferral or cancellation request, if applicable, as well as a copy of
the correspondence maintained with the bank
Record of payments made, received, canceled checks, etc.
Students have the right to receive information about their obligations and rights:
= explained the default and its consequences.
= receive a copy of the canceled promissory note when the loan is paid
off.
= receive information about your balance, interest, and installments before
the repayment period begins.
= be notified, if your loan is sold or reassigned, and the name, address,
and phone number of the new agency.
= grace period
= information about pay-off options without penalty.

v
v

Final Orientation Procedure:

1.

The final orientation must take place just before the student finishes his program
at the Institution.
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2. The Financial Aid Officer assigned to the student sends him a letter or email
notifying that he must go to the office to complete the Exit Interview.

3. The student completes the exit interview directly on the website at
https://studentaid.gov/exit-counseling.The student updates his information.

4. Emphasis should be on:

e the obligation to pay

¢ financial planning

¢ refinancing, consolidation

e deferral, cancellation

e consequences of non-compliance default

5. For students who do not attend the orientation, brochures will be sent by mail by
the assigned Financial Aid Officer no later than 30 days after the date they
completed their studies at the Institution.

6. The student who withdraws will receive the material no later than 30 days after the
date of withdrawal. In case of unofficial withdrawal 30 days after the date of
determination of the withdrawal.

7. The Financial Aid Officer reviews again the information offered in the initial
orientation. Entry Interview is the Exit Interview; the student does it directly on the
Internet page. hitps://studentaid.gov/exit-counseling/.

State Aid for Programs Under the Board of Post-Secondary Institutions of Puerto
Rico

Scholarship Program for Academically Talented Students
The main objective of this program is to benefit eligible students enrolled full-time in
technical-vocational programs, associate degree, or bachelors with a general academic

average of 3.00 or more, whose family income does not exceed fifteen thousand six
hundred eighty-five dollars ($15,685).

Institutional Scholarship

The Institution has established a non-reimbursable scholarship fund. Its purpose is to help
students defray the costs of studies.

Requirements (all must be fulfilled)

1. Apply for the FAFSA.

2. Have financial needs.

3. Maintain satisfactory Academic Progress following the policy adopted by Huertas
College. Students who do not comply with the policy or the rules of conduct will
lose their eligibility.

Procedure:

1. Apply at the Financial Aid Office when applying for the Pell Grant.


https://studentaid.gov/exit-counseling
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2. The maximum amount a student can receive during the academic year will be $300
and the minimum $100. These amounts will be awarded according to the academic
load in which the student is officially enrolled.

3. Participation in other financial aid does not in itself disqualify the student. However,
the number of scholarships received will be included in the financial need
calculation and may affect your eligibility.

4. The scholarship is granted according to the economic need determined by the
Financial Aid Office.

5. An email will be sent to the eligible student indicating approval and the amount.

To determine the financial need of the student, the following criteria will be taken into
consideration:

Family income

Estimated financial need

Total Pell Grant allowed during the year

Family contribution

Other income of the applicant, parent, or spouse
Federal student loan

Educational benefits

NN~

Financial Aid Office: Document debt

A student who has not applied for the FAFSA or who is in debt with a document required
at the Financial Aid Office is considered a document debtor. Students classified as
document debtors are considered regular students of the Institution since this condition
is only used as a way of classification and control. The document debtor student will not
be able to benefit from the financial aid granted by the Financial Aid Office until she has
completed her file both in the Financial Aid Office and the Admissions Office. The student
who does not comply with the period granted in the extension of the Financial Aid Office
will be classified as Self-Employed.

ORIENTATION AND COUNSELING OFFICE

The Office's services are aimed at strengthening the academic, emotional, and social
aspects of the student and helping all new students in the process of adaptation to the
college community. In turn, it collaborates in the strengthening of an environment based
on the prevention and mitigation of risk factors that impact academic work and promote
effective psycho-environments that benefit the academic, social, and mental development
of students and the college community, in general.

Services are offered during the daytime and nighttime.

1. Personal Counseling - In an environment of trust, aspects such as self-esteem,
decision-making, interpersonal relationships, effective communication, clarification
of values, and the management of different personal and family situations that
affect academic performance and relationships with oneself, are worked on, and
with their peers.
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2. Vocational Counseling — Help is offered for the identification and exploration of
occupational interests, abilities, skills, and values. It helps to make decisions
related to career selection. Vocational interest inventories are administered, as
part of the exploration.

3. Counseling and Academic Counseling - Information is provided on academic
courses and their requirements. Students are oriented to make an adequate
selection of the courses that they will take per semester according to their
concentration. Information is provided on procedures, regulations, and institutional
norms. Satisfactory Academic Progress is oriented and monitored. Information is
offered on readmission, partial withdrawals, and total withdrawals.

4. Group Counseling - Following the Needs Inventory, alternative topics of interest to
the student community are imparted. Among the topics covered are the following
workshops:

e Decision making

Study habits

Self-esteem

Emotional Intelligence

Stress management

Time management

How to succeed in your student life

Motivation

Effective communication

¢ Relationships

5. Reasonable Accommodation — Reasonable accommodation services and
academic tutoring are provided to special populations, such as students referred
to by Vocational Rehabilitation and others.

6. Internal Referrals - If necessary, the student will be referred to one of the
Institution's dependencies.

7. External Referrals - For the best integral development of the students, if necessary,
referrals are made to professionals or external agencies giving continuity to the
services.

8. Community Services - Talks or workshops may be offered in schools, institutions,
and the college community.

9. Emergency Committee — Services are offered for cases of Domestic Violence,
Sexual Assault, and Stalking that occur at Huertas College. The Guidance and
Counseling Office intervenes by offering the affected person crisis intervention
services, and individual intervention and, if necessary, channels external referrals.

Mentoring Program

The Mentoring Program aims at providing support to new students, making them integrate
into the organizational culture of the Institution. Mechanisms are provided for your student
life, taking into consideration your personal needs and life realities. In turn, it aims to
integrate the student with activities that allow them to feel part of the institution, achieving
a sense of belonging and trust.
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A summit activity called Bootcamp is organized annually where direct intervention is made
with students to offer them tools as well as information so that they can achieve their
institutional adjustment effectively. The staff of the Service Offices of the Dean of
Academic and Student Affairs and the officials of the Dean of Academic and Student
Affairs impact students during the event to offer them information on: services offered by
the Institution and a variety of topics relevant to their adjustment to college life. In addition,
workshops and conferences are offered on the topics: of principles of self-leadership, self-
concept and potential development of goals and personal plans, and strategies for action
plans, among others.

In this event, a needs inventory is administered, to identify the workshops to be offered.
This strategy serves to directly impact students and thus provide them with the relevant
help effectively. All events are worked on with the purpose of achieving student success.

EMPLOYMENT OFFICE

The Employment Office plays an important role, within the student community and its
purpose is:

e Offer advice to our new and active students on the wide variety of opportunities
they have at the end of their degrees and on effective job search techniques.

e Place graduates in jobs related to their academic preparation.

e Coordinate activities that facilitate the development of new employment
opportunities for students.

In addition, the office is responsible for advising the student and candidate for graduation
in the development of techniques, to conduct themselves effectively in an interview and
the preparation and writing of a resume. In the same way, it responds to the need for the
insertion of the graduate into the world of work.

This is achieved through the collaboration of external resources and office staff in offering
coordinated educational talks in the classroom. Students are oriented around the
documentation, skills, attitudes, and professional image required for job search.

The Placement Office provides the students and graduates with the following services:

Preparation and writing of resumes
Follow up on job offers
Coordination of job interviews

Job fairs

Individualized orientation

Labor Training Workshops

On the other hand, it maintains contact with companies and agencies that recognize the
efficiency of the referral of highly trained personnel. For this reason, it provides employers
with the services of:
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Job fairs

Follow up on job offers

Referral of duly trained professionals
Counseling and training for graduates
Assistance in the selection of the candidate
Availability of interview rooms

RETENTION AND GRADUATION RATE

The Middle States Commission on Higher Education institutional accrediting agencies,
like programmatic accrediting agencies, require disclosure of retention and graduation
rates. This information is available on our website www.huertas.edu.

COLLECTION OFFICE

The Collection Office is responsible for guiding students on the importance of complying
with the payment agreement that appears in the official class program once enrolled. As
part of the collection strategies, payment reminders for tuition debt are sent to active and
inactive students through monthly collection letters via regular mail or institutional email.
The student has the option of making their payments through https://huertas.edu/pagos,
telephone, Visa/Mastercard, ATH Movil, and Discover credit cards visiting the office
personally. The Collection Office also receives payments for studies, such as:

Admission fee

Payments for prior learning

Challenge exams

CLEP exams (College-Level Examination Program)
Removal of incompletes

Validation of credits

Credit transcripts

Practice Insurance

Study program changes

Changes to the class program

Duplicate documents or certifications

Duplicate identification card

Certifications of tuition costs, and forms, among others.
Graduation fees

These services will be paid for at the time of the request, as they cannot be charged to
the student's account.

In turn, the Collection Office refers to inactive students to the Collection Agency hired by
the institution. In addition, it invoices the services related to studies that are paid for by
agencies, such as Vocational Rehabilitation, and the Veterans Administration, among
others.


http://www.huertas.edu/
https://huertas.edu/pagos
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Active, inactive, or graduated students who have an open enrollment balance that
requires official documents such as credit transcripts, diplomas, or others as determined
by the Institution, must pay off their debt to receive the corresponding document.

TUITION AND FEES COSTS

Tuition and fee costs are related to the course offering and are applicable to
each academic term and/or program for which the student is registered

Costs for Active Students
Baccalaureates, Associate Degrees*

& Certificates Associate Degree in Physical Therapy*

Credits Cost of the Credits Cost Per Laboratory Cost of the

Semester Credits Semester

1 credit $ 350.00 1 credit $ 350.00 $ 225.00 $ 575.00

2 credits $ 700.00 2 credits $ 700.00 $ 225.00 $ 925.00
3 credits $ 1,050.00 3 credits $ 1,050.00 $ 225.00 $ 1,275.00
4 credits $ 1,400.00 4 credits $ 1,400.00 $ 225.00 $ 1,625.00
5 credits $ 1,750.00 5 credits $ 1,750.00 $ 225.00 $ 1,975.00
6 credits $ 2,100.00 6 credits $ 2,100.00 $ 225.00 $ 2,325.00
7 credits $ 2,450.00 7 credits $ 2,450.00 $ 225.00 $2,675.00
8 credits $ 2,800.00 8 credits $ 2,800.00 $ 225.00 $ 3,025.00
9 credits $ 3,150.00 9 credits $ 3,150.00 $ 225.00 $ 3,375.00
10 credits $ 3,500.00 10 credits $ 3,500.00 $ 225.00 $ 3,725.00
11 credits $ 3,850.00 11 credits $ 3,850.00 $ 225.00 $ 4,075.00
12+ credits $ 4,200.00 12+ credits $ 4,200.00 $ 225.00 $4,425.00

The general fee charge will not apply to continuity students. (In the event that you interrupt your studies, the applicability of the
quota will come into effect when you resume your studies).

*The cost of the Associate Degree Program in Physical Therapy includes a lab/semester fee.
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Costs for New Students, Re-Entries and Re-Admissions
Baccalaureates, Associate Degrees and Certificates

Cost Per Cost of
Credits General Fee* the
Semester

1 credit $ 350.00 $100.00 $ 450.00

2 credits $ 700.00 $100.00 $ 800.00

3 credits $ 1,050.00 $100.00 $ 1,150.00

4 credits $ 1,400.00 $ 100.00 $ 1,500.00

5 credits $ 1,750.00 $ 100.00 $ 1,850.00

6 credits $2,100.00 $100.00 $2,200.00

7 credits $ 2,450.00 $ 150.00 $ 2,600.00

8 credits $2,800.00 $ 150.00 $2,950.00

9 credits $ 3,150.00 $ 150.00 $ 3,300.00

10 credits $ 3,500.00 $ 150.00 $ 3,650.00

11 credits $ 3,850.00 $ 150.00 $ 4,000.00

12 credits $ 4,200.00 $ 150.00 $ 4,350.00

13+ credits $ 4,200.00 $ 250.00 $ 4,450.00

Fees and Other Charges*

CONCEPTS Fee
Accreditation for Prior Learning $25.00 (per credit)
Study Program Change $20.00
Changes to the Class Program $2.00 each

Validation of Credits (Transfer Courses, CLEP Exams, Military $50.00
Courses, Practice Hours) )

Admission Fee $10.00

Degree Award (includes if you attend to the graduation ceremony,

diploma, and medal if applicable) $100.00
Duplicate Documents and Certifications $3.00 each
Certification of Studies $5.00 each
Duplicate of Identification Card $6.00
Challenge Exam $50.00
Removal of Incompletes $25.00
Practice Insurance** $25.00
Credit Transcript Request $10.00 each

Fees may be subject to change during the term of this Manual.

* Charges effective May, 2025
**Subject to Annual Policy Cost
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An associate degree in physical therapy has an additional charge of $225 for Lab and
Clinical fees.

If the student does not receive financial aid, the cost of studies per semester must be paid
in advance in the enroliment process. However, the Institution allows the student to cover
the cost per semester in four monthly installments payable during the last week of each
month. In the same way, you can pay the amount you owe, after applying for the different
financial aid to which you are eligible.

JUAN HUERTAS LIBRARY
RESOURCE CENTER FOR LEARNING (CRA)

The Learning Resources Center (CRA) has as its primary objective, to enrich the
intellectual knowledge of students through the use and management of educational
resources and responding to the objectives of the Institution. The CRA is integrated into
the educational process by offering services, such as:

Information skills (guidance in the use and management of resources)
Book loans

Interlibrary loans

Photocopier and printer service

Computer service to search for information and conduct academic work.
Internet access (Wi-Fi)

Access to the online catalog

Virtual Library http://huertas.edu/hc/

The collection has approximately 10,000 books distributed among the Reserve,
Reference, and Circulation areas, which are aligned with academic programs. The
Magazine collection has about eleven titles in active frequency available to support
academic programs. The Mandarin Oasis catalog allows you to locate the existing
collection in the library. It can be accessed through our Virtual Library. The method for
searching for resources consists of searching by topic, author, or title. It allows users to
locate the different resources that are available in the CRA.

Access to the Virtual Library

The Virtual Library is located on the official page of http://huertas.edu/hc/ in the student
section and accesses the Virtual Library category. The resources available are
Databases, Online Catalogs, Information Skills, and Electronic Resources.

The Learning Resource Center consists of:
e Open study room
e Group study room
¢ Internet Laboratory
e Reserve Areas, Circulation, Reference, Magazines, and Newspapers


http://huertas.edu/hc/
http://huertas.edu/hc/
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ID card

Another service offered by the Learning Resource Center is identification cards. Once the
student completes his official registration, he will be provided with an institutional
identification card. This card is his official identification as an active student of the
Institution. The student must present their identification card to request any service within
the Institution or to participate in any activity in which it is a requirement.

ACADEMIC SUPPORT CENTER

The Academic Support Center encourages students to use learning tools to develop
persistence in reaching academic and personal goals through tutorials.

Goal: Provide new students with tools to achieve success in their first semester. Expose
students to learning techniques that facilitate the achievement of academic goals
by offering support and follow-up services for retention.

Obijectives:

e Offer tutorials that make it possible to obtain good grades in basic and
concentration courses of the respective schools.

e Contribute to the faculty in the teaching and learning process by providing didactic
material and reinforcing the content of high-risk courses, both basic and
concentration.

e Reinforce learning and clarify doubts about the material covered in the classroom.

e Incorporate the expertise of the faculty as a resource in the teaching process.

Components of the Center

v' Tutoring Component - offers individual and group tutoring services in general
education and concentration. The latter response to the need to offer tutoring in
courses of academic difficulty in the first or second semester.

v Student Training and Training Component - workshops are offered on various topics
that train new students or volunteers with the tools required for their student success.

INNOVATION AND ENTREPRENEURSHIP CENTER

The Huertas College Center for Innovation and Entrepreneurship (CIE) aims to develop
and implement innovative and entrepreneurial strategies that meet the needs of the labor,
economic, and social market of our country. In this interdisciplinary workspace, the
participants will have the opportunity to analyze ideas and areas of opportunity in the
labor and economic markets to propose and promote solutions to these needs of society.
In addition, this center promotes the academic and professional development of the
participants through the integration of knowledge and professional practice.

Vision:
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students and the general community, innovation, and

entrepreneurship as a fundamental strategy for the academic-social transformation and
economic development of our country.

Mission:

Provide education, interdisciplinary advice, and support to our students and the public for
the development of innovative and entrepreneurial strategies that promote academic,
socioeconomic, and innovative changes for our country.

Scope:

High School Students (10-12)

Huertas College Active Students

Graduates and the General
Community

* Workshops and professional
talks.

*Vocational guidance.

* Mentoring issues related to
innovation and
entrepreneurship.

* Strengthening courses linked to
innovation and
entrepreneurship.

*Project-based learning
development

e Interdisciplinary workshops and

* Professional consultancies

¢ Advice on the development of
innovation and entrepreneurship
projects.

* Workshops and professional
training

consultancies

General objectives:

1. Develop a culture of innovation and entrepreneurship as a mechanism for
academic and socioeconomic transformation among the participants of the center.

2. Promote entrepreneurship and self-employment among the participants as a
strategy for professional and economic development.

3. Offer advice and support to participants in the development of their entrepreneurial
idea or social innovation projects.

4. Offer support to active students and graduates of Huertas College in business
development.

5. Integrate the public and private sectors through alliances that allow the
development of innovative projects that affect the benefit of the community in
general.

Services:

1. Training by specialists in:
a. Business development
b. Finance
c. Market analysis
d. Public relations
e. Networking
f. Business Permits and Accounting
g. Financing alternatives
h. Business plan
|. Development of corporate image and marketing
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Individual and group assessment

Talks with professional experts

Facilities with access to computers and instructional material
Orientation of self-employment opportunities

aRLN

Collaborators and allies of the CIE:

The Center for Innovation and Entrepreneurship (CIE) has the support of professors and
a team of experts in the areas of innovation and entrepreneurship. In addition, various
organizations and interdisciplinary alliances are integrated, which collaborate with the
mission and services offered by the center. These organizations and alliances are:

Enactus

Emerald Tax & Accounting

Association of Medical Billers of PR (AFAMEP)
Business Squad

Aireko, Corp.

INTERDISCIPLINARY SIMULATION CLINIC (HEALTH)

The Interdisciplinary Simulation Clinic (CSI) provides Health School students with a
simulated concept that recreates the real scenario of a hospital. It has high-tech
simulators that function as patients with various health conditions and complexities, which
must be solved by the student applying knowledge based on evidence and according to
scientific literature. It has been demonstrated that through clinical simulation a teaching
and learning process is achieved that allows educational criteria to be measured in an
objective, controlled, and safe manner. The professor develops the students’ educational
skills at a practical, technical, and human relations level where the cognitive level acquired
in each subject is measured qualitatively and quantitatively.

The goal of the CSl is to promote integrated and reflective learning of the skills necessary
to practice the professions allied to health, by conducting simulation experiences in a
planned and sequential manner. An innovative approach is offered through simulation
experiences that complement and integrate the curricula of the Institution's School of
Health, considering the needs of a new generation of health professionals to work in a
society with new and more complex demands in Health Care.

Among its objectives:

1. Provide physical facilities for practicing patient management skills, through the
provision of low, moderate, and high-fidelity simulators and computerized
equipment.

2. The provision of interdisciplinary experiences that consider the demands of the
world of work in health services are integrated into the curricula of the School of
Health.

3. The educational experience will allow the student to demonstrate the theoretical
knowledge acquired, through the application of their technical and non-technical
skills in patient care, in a simulation scenario.
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GYMNASIUM

The Huertas College gym offers courses for the Personal Trainer program. The
equipment is used both for the practice of students in this program and for those with an
associate degree in physical therapy. Students may use it to exercise, according to
availability.

INFORMATION SYSTEMS AND TELECOMMUNICATIONS

The Office of Information Systems and Telecommunications is responsible for
coordinating the installation, configuration, and operation of the system. The new
technology requires the constant updating of programs and applications and this office
responds to that requirement. In addition, it offers support to the academy, faculty, and
administrative offices.

The computer labs that support the teaching and learning process are:

1. Laboratory for advanced programming, office applications (Microsoft Office), and
computerized accounting (Peachtree)

Health Information Management Program Laboratory

Computerized Laboratory of Administrative Assistant

Pharmacy Assistant Technical Laboratory with RX-30

Computer lab with the Internet to search for information and conduct academic
work located in the Learning Resource Center

3D Lab

Laboratory of the Interdisciplinary Simulation Clinic

. Center for Innovation and Entrepreneurship
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All computer labs have Internet access as well as Wi-Fi coverage in the shared areas of
the Institution for the benefit of the college community.

DISTANCE EDUCATION

The Distance Education Component subscribed to the Dean of Academic and Student
Affairs, provides services to the faculty that develops and facilitates online courses.
Similarly, it offers technical support services to students enrolled in completely online
courses or programs. The staff is trained in the art and science of distance learning.

Distance Education’s mission is to expand the educational reach and access to Huertas
College's academic programs to local and international communities to serve a diverse
population of students who choose or need non-traditional methods of teaching.
Emerging technologies provide the opportunity to maximize the academic offerings of
educational institutions, and Huertas College joins this global effort to equip its students
with the necessary tools to be successful in today's workforce.



45
Institutional Responsibilities

1. Provide approved online academic offerings that respond to the vision and mission
of Huertas College.

2. Develop and maintain an office, within the institutional organization chart, to
organize, control, supervise, and evaluate the Distance Education processes. The
type of administrative instance will depend on the number of students, academic
offerings, and the impact of distance education at a local and international level.

3. Establish the teaching, administrative, and service functions and support for
students and teachers.

4. Determine the academic calendar of distance education offerings.

5. Ensure compliance with state and federal regulations, as applicable, as well as
with accrediting agencies.

6. Establish an evaluation system for the faculty that participates in the distance
education modality.

7. Establish the quality criteria for the offers in the modality of distance education.

8. Establish procedures to safeguard the data of each server that supports the
distance education processes.

9. Provide users with access codes to the platform and other online services.
10.Establish a mechanism to collect and address any situation or complaint from
users to detect areas of opportunity and continuously improve online services.
11.Define a plan to detect infrastructure and training needs for the technical support

team to offer a better service.

12.Provide distance courses equivalent to face-to-face ones in terms of quality.
Implement policies and processes to guarantee the rights of intellectual property,
copyright, ethics in the use of technology, and the right to privacy of students and
professors.

13.Develop and maintain a training and training plan for administrative staff, faculty,
and students participating in academic offerings in the distance education modality.

14.Maintain and publish the online courses from the platform determined by the
Institution.

15.Guarantee access to online courses for all students and teachers.

16.Establish guidelines, policies, and procedures to ensure the optimal and safe
operation of all online services.

17.Establish procedures to guarantee the continuity of services in cases of
technological failures.

18.Each course must meet the following standards:

a. Provide substantial activities equivalent to the hours of duration of the course.

b. Maintain academic integrity.

c. Encourage continuous interaction between student-teacher, student-student,
and student content during the course.

d. Provide quality teaching equal to that of face-to-face courses.

e. Make sure that the technology used is appropriate according to the nature of
the course.

f. The materials, contents, and activities used to provide distance education must
be. updated.

g. Provide information and guidance to students on how to access and effectively
use the resources of the virtual library.
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h. Assess the effectiveness and efficiency of learning outcomes, student
assessments, and data regarding student retention (distance learning
assessment).

i. Ensure that the faculty takes responsibility for overseeing the course and
complying with distance learning policies.

Student’s Responsibilities

The distance education student, in any modality, has the same rights and responsibilities
as the face-to-face student, except for the exceptions specified in this document. All
students in this modality will be provided with an induction course in which they will be
informed about the work methodology, regulations, procedures, rights, and
responsibilities, as well as the essential prior knowledge and practice.

Any candidate interested in enrolling in a course or study program in the online modality
must meet the following requirements:

v" Have access to a computer with the minimum specifications established to study
online that are detailed in the table below:

REQUIRED ‘ RECOMMENDED
Operation System
Windows 11 Windows 11
Mac OS X (minimo 10.9) Mac OS X (hasta 13.4)
Screen Resolution
Monitor SVGA Resolution of 1440 x 90 or more

Minimum resolution of 1024 X 768
Internet Connection

56K modem DSL, Cable modem
Browser
Microsoft Edge 8.0 or superior Microsoft Edge

Mozilla Firefox (Mac and PC Users) | Mozilla Firefox

Settings

Enable the browser to accept cookies

Enable JavaScript
Disable the pop-up blocking system (pop-up blockers) in the browser

Programs
Word Processor Microsoft Word, Open Office
Excel Microsoft Excel, Open Office

Presentations Microsoft PowerPoint, Open Office
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Plug-Ins Multimedia

Windows Media Player, Real Player, Apple Quick Time, Flash Player

Acrobat Reader DC

Microsoft Word viewer, Microsoft Excel viewer, Microsoft PowerPoint
viewer

PN =

Have Internet access.

Meet the admission requirements for the selected study program.

Complete the financial assistance application.

Possess the necessary skills and abilities to participate in the online

modality:

a. To navigate the Internet.

b. Master the basic skills of writing and preparing documents using a word
processing program (Word), spreadsheets (Excel), and presentations
(PowerPoint) or their equivalent.

c. Perform loads (upload) and downloads (download) of files.

d. Manage institutional electronic mail (e-mail). (Example:
jdelpueblo1450@webmail.huertas.edu)

e. Possess webcam, microphone, and speakers.

f. Required to use the platforms authorized by the Institution. Office365 and
Moodle.

In some study programs the student is required to visit Huertas College to

conduct practices or laboratories.

Distance learning students are not required to participate in extracurricular

activities.

Distance education students are Huertas College students and are officially

recognized as such. They can make use of the facilities, services, and benefits

offered by the Institution to face-to-face students.

Class attendance

a. Attendance is determined by the student's active participation and
communication in the course from the first week of classes. The student
must participate in the first week of classes to maintain their financial aid.
Access to the platform without participating in any activity or task does not
constitute attendance, as established by federal regulations.

b. If student interaction and participation do not occur in the first week of
class, the faculty will try to contact the student. If there is no participation
at the end of the first week of classes, the professor must send an email to
the student notifying them of the possible consequences of not
participating in the course. If no interaction occurs, the teacher must notify
the Distance Education Consultant/Coordinator.

c. The student is responsible for frequently accessing the platform and
participating in the activities and discussions of the course. Also, you will
need to check your email daily.

d. It will be the responsibility of the student to define, in his character, the
rhythm or pattern of work that he will establish to comply with the course
requirements.
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On rare occasions, extenuating circumstances may occur, such as serious
illness, death of an immediate family member, or military service, among
others. It is the student's responsibility to provide adequate documentation,
on time, to justify the circumstances mentioned, in which the professor will
determine if an extension of the work is justified. Distance learning students
and facilitators must adhere to the academic calendar.

The granting of financial aid may decrease for students who do not attend
any of their courses, even if they do not withdraw from the Institution. It is
the responsibility of the student to abandon or withdraw from the courses
in the time established for these purposes. If the proper procedure is not
followed, the grades earned will be recorded on the student's academic
record.

9. Comply with the deadlines and the proposed calendar. The course syllabus
will identify the due dates for the submission of class work.

a.

b.

C.

d.

e.

Any eventuality (technical or personal problems) that may prevent
compliance with the deadlines must be planned and considered.

The student is responsible for complying with the itinerary established in
the syllabus.

You must immediately notify the professor of any emergency that may
affect meeting the established deadlines.

It is your responsibility to turn in your work according to the instructions
provided in the course syllabus.

You must keep a backup copy of all work you do until the end of the course.

10. Interaction with the professor

a.

b.

The student must check the institutional electronic e-mail daily to obtain
important and updated information about the online course in which they
enrolled.

The student must communicate with the professor if he has any doubts or
questions related to an assignment, project, or the content of the course.

11.Academic integrity

a.

b.

The student is responsible for complying with the policies on copyright and
ethics. The student is expected to present original material and not incur
violations of academic integrity such as cheating or plagiarism.

Any student who violates the Copyright Policy will be subject to the
disciplinary sanctions established in the Student Handbook.

12.Basic rules of conduct for distance students. The student enrolled in a distance
education course must observe the following rules of conduct:

a.

b.

C.

d.

Complete assigned work, meet deadlines, participate in discussions, and
complete all course requirements.
In the presentation of assignments and exams, the student will use the
rules of spelling and grammar correctly.
You will include your name in all electronic mail (e-mail) messages and
discussion forums.
The student must maintain a safe learning environment based on mutual
respect. Professional behavior is obligatory for all distance learning
participants:

i. Do not transmit or promote content knowing that it is illegal.

ii. Respect the privacy of others, as well as your own.

iii. Apologize for other people's mistakes, as well as your own.
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iv. Do not use language or actions to harass, threaten, embarrass, or
abuse others.
Failure to comply with these rules of conduct could result in an offense and
will be subject to disciplinary sanctions, as established in the Student
Handbook.
13.Students with special needs
Huertas College is committed to complying with section 504 of the
Rehabilitation Act of 1973. Any student with special needs is responsible for
notifying the professor at their first interaction so that appropriate
arrangements can be made.
14.Course withdrawals
The student may withdraw from an online course during the established
period established for this purpose in the academic calendar through the
institutional portal. Reimbursement, if applicable, will be awarded in the same
way as in face-to-face courses.
15. Procedure for notifying complaints
If for any reason the student is not satisfied and wishes to complain, they
should contact the professor. If the professor cannot resolve the situation,
the student must follow the complaint procedure established in the Student
Handbook.
16. Evaluations
a. In the last week of the course, the student will be responsible for
completing the evaluation questionnaire published in the course. This
questionnaire will evaluate the course and the professor’s performance.
b. Answering the evaluation questionnaire is a requirement to complete the
course, however, it does not entail a grade.

TRAINING CENTER

The Huertas College Training Center has two main components: Continuing Education
and Construction School. Among the objectives of the Center are:

1.

Promote among students, graduates, and citizens the recognition of the
importance of continuous learning as a necessary tool for personal and
professional development, for the benefit of both individual and collective quality
of life.

Provide Continuing Education activities authorized by the regulatory boards of
certain professions and professional associations.

Provide Construction School certifications, following the NCCER (National Center
for Construction, Education, and Research).

Develop a varied offer of courses that respond to the needs of the community,
contributing to the educational, professional, and personal enrichment of the
participants.

Establish alliances with various public or private agencies to design projects,
activities, or training that respond to their needs.

Offer reviews and revalidation exams of various professions approved by their
respective boards.
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PHYSICAL FACILITIES

The physical facilities of Huertas College are distributed in five buildings located on the
PR 189 highway, from Caguas to Gurabo. Below is the address where each building is
located and the distribution of offices, classrooms, and laboratories.

Building number 1, located at 41 Héctor R. Bunker Street, is distributed, as follows:
e Laboratories for the skills of:
o Cabinetry
o Carpentry
o Drywall
o Core
o Masonry
e Teaching laboratories
e Faculty, administrative employees, and students' parking

Building number 2, located at 49 Héctor R. Bunker Street, is distributed as follows:
e Main Security Booth
e Laboratories for the following skills:
o Refrigeration and Air Conditioning
Electricity
Therapeutic Massage
Personal Trainer
Chemistry
Anatomy
Biology
Aesthetics
Pharmacy Laboratory
Computers
Culinary Arts
Photovoltaic Installation
Physical Therapy
o Occupational Therapy
Interdisciplinary Simulation Clinic
Lounge
Lecture Classrooms (300's and 400's)
Assembly Hall Rubén Loépez Huertas
Faculty offices, practice coordinators, and program coordinators
Office of Finance and Administration
Learning Resource Center
o Director of the Learning Resource Center
o Reference Librarian
o Internet Lab
e Office of Human Resources
o Executive Director of Human Resources and Development
o Human Resources Officer
e Office of Finances and Administration

O O OO0 OO O 0O OO0 0 o
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The Eva Luz Vega Martinez building, number 3, Calle Héctor R. Bunker 62, is
distributed as follows:

e Reception
Dean of Academic and Student Affairs
Director of Admissions
Professional Counselor
Academic Quality Coordinator
Coordinator of Retention, Placements, and Academic Services
Director of the Registry
Director of Financial Aid
Collection Officer
Cubicles for Financial Aid Officers
Cubicle of Registrar Officer
Admissions Officers
Telemarketing Officers
Admissions Administrative Assistant
President
Executive Assistant to the President and Board of Directors
Executive Director of Planning, Appraisal, and Accreditation
Barbara Hassim Conference Room
Parking for students, employees, and faculty

Building number 4, located at Calle Héctor R. Bunker 13
Building number 5, located at Calle Héctor R. Bunker 11 and 12

The current five buildings are designed to accommodate and serve more than 2,000
students.
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SECURITY

The Office of Human Resources is responsible for providing and ensuring the safety of
the institutional population and physical facilities. To operate under state and federal laws,
Huertas College incorporates several components that are determinative in achieving a
safe and healthy environment. Some of these components are security guards, manuals
and internal policies, Emergency Management Plans, Eviction Plans, licenses, permits,
and insurance necessary to operate.

The security guard component provides the contracting of a private company dedicated
to these purposes. The fundamental mission of this group is to provide a safe environment
that enables the performance of the functions of students and teachers, employees, and
visitors on the premises of the Institution. Other functions of this group are protecting the
physical facilities and ensuring compliance with the standards established in the Security
Policy, in the Institutional Policy to Keep the Institution Free of Drugs and Alcohol and in
the Policy Against Sexual Harassment and Procedure to Attend Complaints.

The Institution has an Emergency Management Plan and an Eviction Plan that will be
activated in case of emergencies. These plans are distributed to the entire college
community via email. In addition, the Institution maintains the public liability insurance
and that of the State Insurance Fund Corporation.

As a requirement to operate, the Single Permit is renewed annually, which includes
inspections by the Fire Department and the Health Department. To provide the material
purchase service for the Pharmacy Laboratory, we have a First Aid Kit License, and a
biomedical waste disposal contract to operate the laboratories of the health programs.

The Institution is not responsible for damage to cars in the parking areas or for theft of
the car or any belongings of the student, employee, or visitor.

In those cases, in which a student is a victim of domestic violence, he/she must notify the
Professional Counselor so that an action plan can be put into effect immediately. The
victim of domestic violence must provide information about the perpetrator, including a
photo if he/she considers it necessary for the Security Guard to prevent this person from
accessing the Institution's physical facilities. The Professional Counselor will notify the
Office of Human Resources, who will activate an action plan notifying professor, and the
security personnel and will guide the victim of domestic violence so that, if they do not
have a protection order, go to the Police of Puerto Rico Police, and file a complaint. If you
already have the Protection Order, you must submit a copy to the Guidance and
Counseling Office.

PARKING LOT

The Institution has parking areas for students, faculty, and employees free of charge and
with surveillance. However, to make use of it, the Security Regulations provide that
everyone must obtain a Parking Permit through the Reception Office. To do this, the
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person will have to present their driver's license and current motor vehicle license. Parking
Permits are reactivated annually while studying at the institution.

Parking Permit Rules

e You must have your current driver's license, vehicle license, and class program (in
the case of students) at the time of requesting the stamped permit.

e The permit will be placed in the lower left corner of the front window of the car.

e The permit does not always guarantee an available parking space for your vehicle.
It will only give you the privilege of parking in the spaces provided by the Institution
while you are an employee or student of the institution. It may be revoked at any
time for disciplinary reasons or violations of these regulations.

e Only one permit per person will be issued. If a change occurs in the vehicle, you
must remove the previously issued permit and bring the evidence when applying
for a new permit. In the event of using a substitute vehicle for a limited time, you
must request a provisional permit at Reception. This will expire monthly.

e The permit issued is exclusive to the applicant and under no circumstances can
be transferred.

e Any person to whom a permit has been issued will be responsible for any accident,
property damage, or damage to third parties.

Parking Rules

e Huertas College assumes no responsibility for care, protection, theft, vandalism,
or any other damage that may occur to the vehicle while it is in the parking lot.

e The maximum speed within the premises is five miles per hour.

e The entrance of vehicles with a high-volume radio will not be allowed. The guard
has the right to ask you to lower the volume before allowing your entry.

e Park your vehicle in reverse for safety reasons.

e Obey the transit rules established by the institution.

e Under no circumstances will it be allowed to leave a vehicle inside the property
during working and/or study hours.

Huertas College reserves the right to remove from the property any vehicle that has been
improperly parked or abandoned by its owner. Likewise, it reserves the right to implement
any other measure that is necessary for the use of the parking lot.

SOCIO-CULTURAL ACTIVITIES AND STUDENT ORGANIZATIONS

The Dean of Academic and Student Affairs coordinate every semester activity that
contributes to the integral development of the student and academic success. They are
formative, recreational, and cultural activities and are consistent with our mission. The
events are organized by the staff attached to the Dean's Office and supported by the
academic schools.
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Socio-Cultural and Educational Activities

The Dean of Academic and Student Affairs promote cultural activities of various kinds for
the entire college community. Activities aimed at the student community are coordinated
to fulfill the institutional mission of developing an integral being.

The weeks alluding to the professions that the academic schools represent are celebrated
with a varied program of activities that promote student participation. Other activities are
organized, such as welcoming new students, student assemblies, exhibitions, sports
competitions, health clinics, information tables on health services, student dialogues,
workshops, job, and health fairs. Workshops, conferences, and trips to industry and
tourist areas, among others, are organized.

Student Organizations

The Institution's academic programs have student organizations that make it possible to
create bonds of solidarity with the faculty and with their peers. Among the organizations
are student associations. Each association has a Leader and a student board that
represents the enrollment.

Associations have as their primary objective to develop social and leadership skills and
promote the intellectual growth of students by exposing them to extracurricular and co-
curricular activities such as conferences, seminars, workshops, and visits to the industry.

Enrollment and Initiation Fairs are held annually for new members. The top activity is the
Closing of the Semester where the associations present a Portfolio of Activities conducted
during the year. Associations compete for the Association Leader of the Year Award
which is given in recognition of the work done by the outstanding association.

The following programs have student associations:

Nursing

Dental Assistant with Expanded Functions
Occupational Therapy Assistant

American Physical Therapy Association (APTA)

Student Associations

Academic schools promote the participation of their students in the associations
corresponding to their study programs. The Professor Advisor and Leader receives
guidance on the association that he is going to direct from the Dean of Academic and
Student Affairs. One of the main functions of the advisory professors at academic schools
is to collaborate with the leaders of the associations and follow up on the work plan.
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HONOR ROLL

Huertas College annually recognizes students who are distinguished by their academic
average at the Honor Roll Installation Ceremony. The distinction consists of:

e Send a letter to students who meet the requirements.

e Publication of a letter to the college community and a list with the student's name
on the Institution's official Facebook page and posted on all the College's bulletin
boards.

e Certified as a member of the High Honor Roll

Requirements:

1. Enrolled at the time of recognition.

2. Have a minimum of thirty-six (36) credits approved at the Institution, in the same
program.

3. Have a general and program average of 3.85 or more.

LAWS, REGULATIONS, AND POLICIES LIST

Huertas College is governed by the laws of the Commonwealth of Puerto Rico and those
federal laws that apply to the country. The regulations used by the Institution for its
operation are the following: Corporate Bylaws, Personnel Manual, Faculty Manual,
Catalog, Student Manual, institutional policies, circular letters, executive orders, and
procedure manuals of the various departments.

As an administrator of federal and state funds, Huertas College is required by law to
comply with all current regulations and especially with the following statutes:

Administrative Efficiency in the Administration of Federal Funds
(Misrepresentation)

Huertas College is an institution that receives federal funds for student aid through a
contract with the federal government called the Program Participation Agreement (PPA),
which establishes the requirements that we must meet to continue receiving said federal
funds.

Staff at institutions that receive federal funds have a fiduciary responsibility to safeguard
them and ensure that they are used for their original intended purpose.

The Federal Department of Education continuously monitors the financial responsibility
of the Institution and that it demonstrates administrative capacity in operations to maintain
the eligibility of funds and that false representations (misrepresentation) are not made to
students by any person related to the administration of the Institution during the entry
process (registration) or continuity in the Institution. Incurring this practice may cause the
Institution to lose federal funds.
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The federal government in 34 CFR 008.81 defines misrepresentation as follows: “Any
false, erroneous, or misleading statement made to a student or prospective student, to
the family of an enrolled or prospective student, or the Department. This includes
dissemination testimonials and endorsements given under duress.”

It has been established that the federal government does not allow incorrect information
or information that involves a false representation to be given to the student or their family
members during their enrollment process or while they are already enrolled in the
Institution.

This guideline covers information on the nature of the programs, accreditation, credit
transfers, course recommendations, facilities, equipment, experience, and qualifications
of personnel, among others. (34 CFR 008.72) Likewise, it covers the information of a
financial nature, about costs, scholarships, and positions in the Institution. (34 CFR
008.73). It also covers information on employability. (34 CFR 008.74).

These regulations make it clear that no one in the Institution can give incorrect, mistaken,
or false information, for whatever reason, to any student or family member who requests
information or who is given such information even without requesting it. Also, in the
Huertas College Code of Ethics, included in the Personnel Manual, it is stated that the
offers of the Institution will always be those with which we can comply. It is established in
the Manual that any violation of the Code of Ethics will constitute an offense that entails
disciplinary sanctions that include dismissal.

Privacy Rights for Parents and Students Act of 1974

The Family Educational Rights and Privacy Act of 1974, as amended by the Buckley
Amendment, regulates indiscriminate access to student records. Requires the Institution
to keep them private and confidential; however, it allows access to the student himself.
The student may authorize in writing that third parties have access to their file. All
Institution personnel are oriented to the regulations outlined in this Law and the
corresponding disciplinary sanctions will be applied to anyone who violates it.

Title IX of the Education Amendment Act of 1972

What is Title IX? Title IX is a federal law enacted in 1972 to ensure that both male and
female employees and students in educational settings are treated fairly. Protects against
discrimination based on your sex.

This law prohibits gender discrimination against students or employees. It includes areas
such as admissions, access to study programs, orientation, physical education, financial
aid, extracurricular activities, and employment.

The preamble to Title IX of the Education Amendments of 1972 states that: “No person
in the United States shall, based on his or her sex, be excluded from participation in, be
denied the benefits of, or be subjected to discrimination by any program or educational
activity that receives financial assistance from the Federal government.”
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Title IX requires that each school district have at least one person appointed as a Title IX
Officer. Huertas College designated this responsibility to the Office of Compliance.

Section 504 of the Rehabilitation Act of 1973

Section 504 of the Rehabilitation Act of 1973 (Public Law 93-113) guarantees persons
with disabilities the same rights and opportunities enjoyed by other citizens. It establishes
that all public and private entities that receive federal funds may not discriminate, due to
the disability of persons, to limit or exclude their participation in any program or activity
that they conduct.

In 1990, the United States Congress passed Public Law 101-330: Americans with
Disabilities Act (ADA). The purpose of the ADA is to eliminate discrimination against
persons with disabilities, guarantee equal employment opportunity, and access to public
services, and promote full participation, independent living, and economic self-sufficiency
of persons with disabilities. It stipulates that educational institutions will make all their
study programs accessible to people with special needs.

Institutional Norms for the Reasonable Accommodation of Students with Special
Needs or Disabilities

Introduction

Huertas College establishes as an institutional norm that it does not discriminate against
any person based on race, color, religion, gender, age, marital status, pregnancy, social
or national origin, political ideals, social condition, handicap, veteran status, or for having
been victim or perceived as a victim of domestic violence. This statement appears in
institutional publications such as Catalog and Staff Manual and Student Consumer Guide.

The Institution facilitates the access of students with disabilities to the physical facilities,
student, and academic services offices. The architectural barriers have been reduced
following the established parameters to guarantee student access to the physical
facilities. All students with disabilities are oriented regarding these practices and
procedures before enrolling in the Institution. All parking areas contain marked spaces for
students or staff with disabilities.

The direct student service offices are located on the first level of the buildings, with ramps
that ensure access for students with disabilities. The laboratories of the different
academic programs are located on the first level of the buildings, with ramps that ensure
access for students with disabilities. Professors have their sections to receive
correspondence on the first level of the buildings, with ramps that ensure access for
students with disabilities.
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Legal Basis

These standards are established in compliance with the Americans with Disabilities Act
(1990 ADA), ADA Amendments Act of 2008, The Rehabilitation Act of 1973, Law No. 229
of 2013, Law No. 238 of 2004, Law No. 250 of 2012, and other related laws.

1.

Americans with Disabilities Act (1990 ADA): ADA is currently the most
comprehensive civil rights law for people with disabilities. The ADA is based on the
principles of equal opportunities, promoting the full participation of people with
disabilities in the community through the sponsorship of independent living and the
economic self-sufficiency of the population. The ADA was enacted on July 20,
1990, and most of the provisions of the ADA became effective in 1992. The ADA
composed of five titles that make up:

e Title I: Employment
Title Il: State and Local Government Programs and Services
Title 11l: Access to Public Places
e Title IV: Telecommunications
Title V: Miscellaneous Requirements

. ADA Amendments Act of 2008: These amendments broaden the definition of

disability to include more people. These amendments state that the law should
focus on whether discrimination has occurred.
Law No. 238 of 2004: a law that establishes the Charter of Rights of Persons with
Disabilities of Puerto Rico and has the purpose of adopting public policy with the
primary purpose of ensuring the right to equality of all citizens with disabilities. This
law establishes the rights of people with disabilities, and the duties of the State
with this population and grants the Office of the Attorney for People with Disabilities
as the agency in charge of ensuring compliance.
The Rehabilitation Act of 1973: The Rehabilitation Act prohibits discrimination
based on disability in programs conducted by federal agencies, in programs
receiving federal financial assistance, in federal employment, and employment
practices from federal contractors.
Law No. 250 of 2012: Reasonable Accommodation Post-Secondary Passport Law
has the purpose of increasing university opportunities for people with disabilities
by promoting the transition secondary school to higher education. The law
establishes an admission procedure that responds to the needs of students with
disabilities.
Law No. 229 of 2013: the Law to Guarantee Access to Information to People with
Disabilities of the Government of Puerto Rico offers a guarantee of access to
information for people with disabilities.
Law No. 03 of April 15, 2011: Law to establish the System of Inclusive Library
Services of Technological Assistance in all libraries for people with disabilities.

Normative Principles

1.

Prohibits discrimination against students with disabilities.

2. Promotes sensitivity and awareness of what is inherent to students with disabilities

through integration and full participation in the university community.
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Promotes reasonable accommodation for students with disabilities. Therefore,
Huertas College will continue to develop policies, procedures and coordinate
services, and access academic courses, activities, and programs offering equal
opportunities.

Respects the independence, rights, and dignity of students with disabilities,
therefore, self-identification and/or requesting reasonable accommodation is
completely voluntary.

Following the Family Educational Rights and Privacy Act (FERPA) and HIPPA,
among others, the institution will ensure that all data on students with disabilities
is managed confidentially.

Student Rights and Responsibilities

Students with disabilities or special needs at Huertas College have the right to:

1.

2.

3.

Equal access to courses, programs, activities, and services offered at the
Institution.

Confidentiality of all information about your impairment and the ability to choose to
whom it may be disclosed unless disclosure is required by law.

Effective communication through equal access to the available information.

Students have the responsibility to:

1.

Know the qualifications and comply with the essential tasks of their academic
program and the institutional norms for the courses, programs, obtaining the
degree, services, activities, and facilities.

Voluntarily identify yourself as a student with a disability to access services on time.
Seek information, counseling, and assistance when necessary.

Contact the reasonable accommodation services office to request reasonable
accommodation.

Provide documentation from an authorized source that describes the nature of your
special needs, how participation in courses and programs is limited, and the
reasonable accommodation required in the academic area.

Huertas College has the right to:

1.

2.

Request the most recent documentation, or periodic updates to assess the need
for reasonable accommodation adjustments.

Deny the request for reasonable accommodation if the student's responsibilities
and obligations are not met on the recommendation of the Guidance and
Counseling Office or personnel in charge of the determination.

Deny the request for reasonable accommodation if the documentation received is
not compatible with the need for the accommodation.

Provide reasonable accommodation or alternative adjustment to the one
requested but that also meets the needs of the student.

Refuse reasonable accommodation that would require a fundamental revision or
change of a Huertas College program or activity.
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Present information to students with disabilities in accessible formats upon
request.

Provide reasonable accommodation for students with disabilities in courses,
programs, services, activities, and facilities.

Maintain confidentiality of records and communication, except as permitted or
required by law.

Have the student's authorization for the disclosure of the information.

10.Discuss, if necessary, any request related to the requested accommodation with

the professional who made the recommendations and/or request additional
information necessary to consider the Request for Reasonable Accommodation.

Procedure

The student must:

1.

2.

Notify the Admissions Officer, during the admission process to the Institution that
requires reasonable accommodation to be oriented.
Complete the application at the institution's Guidance and Counseling Office. The
student will have the first week of class (term 7 weeks) or until the second week
(term 14 weeks) from the moment of formalizing their enrollment for each
academic semester to complete the process of requesting and disclosing their
accommodation to professors.
Provide the counselor in charge with updated documentation (within the last two
years) from a certified professional that establishes the need for reasonable
accommodation, such as the Reasonable Accommodation Passport, Specialized
Educational Program (PEI), counselor referral letter or counselor from private
institutions or a report from an authorized professional. The documentation must
be "reasonable and limited" so the documentation required must be reasonable
and limited to the need for the requested modification or ancillary service. This
documentation may contain:

a. The diagnosis that supports the reasonable accommodation needs

b. How the diagnosis affects learning or participation in activities.

c. Recommendations for academic adjustments.
Once a student is accepted into the Institution, they must renew the services each
academic semester if necessary and provide documentation that justifies their
accommodation at the time their disability changes.
In the case of students who acquire the disability with their courses in progress,
they may request reasonable accommodation. The application of the
accommodations for the current semester or the next academic semester will be a
decision between the counselor and the student and notified to the professor for
the stipulated handling; the application of these will not be retrospective.
Some reasonable accommodations may involve providing library services adapted
to the reasonable accommodation criteria and technological assistance, which will
be channeled through the Learning Resource Center.

The Dean of Academic and Student Affairs and the Professional Counselor will be
responsible for the implementation of this protocol and ensure compliance.



61

Rules and Procedures Directed to Allow Students to Administer Medications
Against Asthma, As Required by Law 50-2000

Legal Basis

This protocol is established in compliance with Law No. 50 of February 1, 2000, which
recognizes the right of students with asthma or a related condition to self-administer
medications at the institution with authorization. with the prior consent of the parents or
guardians

Law No. 50 of February 1, 2000, was approved by Law 108-377 of October 30, 2004,
known as the Asthmatic School Children’s Treatment and Health Management Act, which
authorizes the Secretary of Health of the States United States, to provide financial
assistance to states and territories that adopt legislation to allow students to self-
administer medication for the treatment of asthma-related conditions.

Justification

Bronchial asthma is a lung disease characterized by periodic attacks of wheezing,
alternated with periods of normal breathing. Bronchial asthma is intrinsic, but sometimes
may be triggered by a specific allergy. Although most people with asthma test positive for
some allergy tests, this does not necessarily represent the cause of asthma symptoms.

Symptoms may arise spontaneously or may be caused by respiratory infections, exercise,
cold air, tobacco smoke or other pollutants, stress, anxiety, or allergies. The bronchial
muscles close and the epithelium lining the airways becomes inflamed, thus reducing
airflow and producing a wheezing sound, and increasing mucus production.

The person breathes normally with periodic attacks of wheezing. Asthma attacks can last
minutes or days and can be dangerous if the airflow is severely restricted. This disease
affects one in twenty people of the total population, but the incidence is one in ten children;
although it can develop in any period of life, depending on the family history.

Asthma is usually a chronic condition that requires lifelong treatment. When it manifests
itself, it leads to innumerable visits to doctors and hospitals, absences from educational
institutions, and economic losses at work.

In the case of students, the situation is more serious, since on many occasions they must
be absent from the institutions because they are prohibited to administer their medications
on their own causing the student to have to stay at home under the supervision of an
adult, who, in turn, is unable to conduct their daily tasks, which represents an economic
loss for the person and for the company in which they work. As for the students, this could
represent a delay in their student work and even the possible loss of the corresponding
academic period.
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As a result of all the above, and to reduce the consequences of asthma in the academic
performance of students with this condition and compliance with the applicable
regulations, this protocol is approved to allow students to self-administer medications for
the treatment of the condition.

Procedure

For students under 21 years of age and asthma patients to be able to self-administer
medications for the treatment of the condition in the physical facilities of Huertas College,
the following requirements and procedures must be met:

1.

© N

Submit a written authorization signed by a duly licensed medical doctor, certifying
that the student has been diagnosed with asthma and that he can self-administer
the medications for the treatment of the disease that has been prescribed.

The written authorization must include:

e Student name

Birthdate

Name of the medication

Purpose of the drug

Exact dose of medication to be administered at the Institution

Condition or symptoms that must reflect for the medication to be repeated
Special instructions

Physician's name, date of authorization, signature, license number, and
telephone number.

The written authorization must also contain verification by the physician that the
student can administer medication safely and effectively, and the student's
understanding that if symptoms do not improve after the medication is
administered, the medication must go to the administrative office.

The written authorization will also contain guidelines for when the medications
should be used, such as before engaging in physical activity (exercise) to prevent
an asthma attack from occurring.

The written authorization must also be signed by the student's father, mother, or
guardian, and must include the express permission of the father, mother, or
guardian so that the Institution's personnel can become aware of the student's
medical condition.

In the event of any change or modification of the written authorization to which we
refer, it must be in writing; signed by the doctor and the student's father, mother,
or guardian.

Medications must be in their original container, with the original label.

The father, mother, or guardian of the student will be required to provide a written
document relieving Huertas College and its employees of all responsibility for their
intervention or supervision with the management of the student when
administering asthma medications.

The dissemination of information related to the student's medical condition must
comply with the provisions of the Federal Family Education Rights and Privacy Act
of 1974, as amended, which regulates the form and manner of disclosing personal
information contained in academic records. of the students.
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10. The written authorization to which we refer in this protocol will be valid for one (1)
year and consequently must be renewed annually.

The Dean of Academic and Student Affairs and the Professional Counselor will be
responsible for the implementation of this protocol and ensure compliance.

Law 186 of September 1, 2006

Law No. 186, of September 1, 2006, establishes certain prohibitions on the use of the
Social Security number as student identification and authorizes the Board of Post-
Secondary Institutions of Puerto Rico to require certifications from higher education
institutions (IES) on compliance with its provisions and for the imposition of administrative
fines for non-compliance.

All Huertas College personnel have been oriented on the requirements of this Law. Any
person who violates this Law will be subject to the disciplinary sanctions established in
the Personnel Manual.

Law Number 40 of August 3, 1993

Law number 40 of August 3, 1993, known as the Law, Regulate the Practice of Smoking
in Certain Public and Private Places. Prohibits smoking in classrooms, assembly halls,
corridors, libraries, cafeterias, and restrooms of educational establishments, in public and
private institutions at all levels of education.

To comply with the provisions of this Law, Huertas College prohibits smoking on the
Institution's premises and the following places where smoking is permitted have been
identified and labeled:

1. Building Number 1 — In front of the bathrooms of the Technical Building
2. Academic Building — External corridor adjacent to the Vocational School

Regulations for Protection Measures for Students Activated by the United States
Armed Forces and the Puerto Rico National Guard (Law No. 109 of the Year 2003)

Law No. 109 of April 11, 2003, regulates the contractual relations between military
students of post-secondary education in the Commonwealth of Puerto Rico and higher
education institutions.

Purpose

Huertas College, in compliance with the provisions of Law No. 109 of April 11, 2003, is
responsible for establishing protection measures for enrolled higher education students
who are activated in the armed forces of the United States and the Puerto Rico National
Guard.
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The Board of Post-Secondary Institutions must ensure that higher education institutions
establish administrative measures concerning the provisions of this Law. Likewise, it has
the power to impose administrative fines on institutions that violate any or all the
provisions of the law.

Student Responsibility

1.

2.

All students enrolled in Huertas College must notify that they are a member of the
United States Armed Forces Reserves in Puerto Rico or the Puerto Rico National
Guard.

The student activated in one of the units of the military corps described in the law
is responsible for presenting original evidence of the orders of his activation to the
Registrar Office, at least 15 days before the date of his activation.

Institution Responsibility

1.

The Admissions Office staff is responsible for identifying in the Student Master if
the student is a member of the U.S. Armed Forces. in Puerto Rico or the Puerto
Rico National Guard. If the student does not notify it in the admission process, it
will be recorded by the Registrar Officer when the student presents the evidence
of his activation.

. The Finance Office is responsible for refunding or crediting tuition payments made

by the student activated in one of the military corps units. The refund does not
apply to admission fees or other non-refundable fees. If the student does not
indicate their preference when presenting the evidence of their activation, a credit
will be applied to the student's account.

The Registrar Officer is responsible for registering the withdrawal, incompletes, or
cancellation in the Campus Nexus System, as the case may be.

. The Professional Counselor is responsible for ensuring that the Satisfactory

Academic Progress of students classified as WM (Military Discharge) is not
affected.

5. The Registrar Officer is responsible for giving priority to the student at the moment

of reinstatement, according to the availability of courses.

6. The Dean of Academic and Student Affairs is responsible for giving priority to the

student who is a graduate candidate in the placement of courses at the time of
enrollment.

7. The Registrar Officer will record in the Official Credit Transcript of the activated

student that the reason for the withdrawal status was due to the activation order.

Procedure

1. In the Admission process, the student notifies the Admissions Representative that

he is a member of one of the units of the military corps and the Representative
registers him in the Campus Nexus System.

2. Once the student receives the activation order, they will present the original

evidence to the Registrar Officer, 15 days before the activation date.
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. The Registrar Officer evaluates whether a total cancellation, total withdrawal or

incomplete corresponds. In any of the cases, the procedure will be followed as
established for each scenario (see Registry Procedures Manual). The Campus
classification for this population if it is low will be as it reads: WM (Military Low).

. If a discharge corresponds, the Registrar Officer sends the Discharge

Authorization to the Financial Aid Office, in which he will indicate that the reason
is military discharge.

. The Director of Financial Aid evaluates the financial aid that the student has

received for the corresponding adjustment, if applicable.

. The Director of Economic Assistance prepares the adjustment list and sends it to
the Fiscal Official for the corresponding procedure.

. The Fiscal Officer will make the adjustments to the ledger, as established in the
Finance processes (See Finance Manual). If a credit balance arises, the refund
will be made and sent to the Collection Office.

. The Collection Representative will notify the student to pick it up.

. In the event of the student being left with an open enrollment balance, the
Collection Representative will not conduct collection procedures while the student
is active in one of the units of the military corps.

10. Once the student returns, he must visit the Admissions Office for the due process

of admission before enrolling.

References of Law 109

CONSORWN=

Law No. 109 of April 11, 2003 - Lex Juris

LIST OF INSTITUTIONAL POLICIES

Code of Ethics

Learning Resource Center Information Access Policy

Homeschooling Admission Policy

Admission Policy

Service Animal and Emotional Support Animal Policy

Withdrawal Policy

Registration Cancellation Policy

Collection Policy

Policy for Validation of Credits by Transfer, Articulation, and Prior Learning

10.Return of Funds Policy

11.Distance Education Policy

12.Immunization Policy

13. Policy of Non-Discrimination

14.Policies for Interlibrary Loan and Services

15. Satisfactory Academic Progress Policy

16. Privacy Protection Policy of Student Educational Records

17.Social Security Number Use Policy

18.Drug and Alcohol-Free School Institutional Policy

19. Institutional Policy of Copyright, Moral Copyright, and Intellectual Property
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20.Policy for Student Participation in Institutional Committees

21.Policy About the Use of Possession of Medicinal Cannabis

22.Policy and Definition of Credit Hour

23.Policy and Rules for Ban and Prevent the Sexual Harassment, Violence, and
Assault or Sexual Offenses

CODE OF ETHICS

Huertas College is committed to contributing to the formation of complete human beings
for the good of our society. Therefore, this Code of Ethics promotes the practice of ethical
postulates by administrative staff, faculty, students, and the Board of Directors. The
institution has set high standards for itself in the performance of its functions in a way that
reflects its integrity as an educational institution.

In accordance with the mission, we have an unavoidable commitment to the student body
and the community to provide excellent services and that education is a means that turns
them into responsible citizens. The institution is committed to creating an environment in
which people are treated with kindness, fairness, courtesy, and respect. Respect for
people extends to the way in which all members treat colleagues, students, and other
members of the community.

According to the above:

1. Huertas College will always be an institution attentive to the needs of our
community, so that we can satisfy them.

2. The institution's offers will always be those that we can fulffill.

3. The laws of the Commonwealth of Puerto Rico, the Federal Government, the
United States Department of Education (USDE) and all the regulations and
standards of Huertas College will be followed and respected in the management
of funds and in all aspects that regulate the administration of the institution, as
well as all laws related to discrimination based on gender, age, religion, origin,
race, color, political or religious affiliation, physical or mental disability; sexual
harassment, use, possession and distribution of controlled substances and
alcoholic beverages.

4. ltis prohibited to display, possess, or use knives or firearms within the institution
or in any activity sponsored by the school.

5. Intellectual honesty is required of the faculty, administrators, Board of Directors,
students, and everyone who offers services in our institution. This includes
compliance with the institution's Copyright Policy prohibiting plagiarism.

6. College Faculty must avoid conflicts between their private interests and their
responsibilities towards the institution and avoid situations in which there is
doubt about the existence of such a conflict. Some specific cases of conflicts of
interest are detailed below.

a. When a member of Huertas College decides or participates in a
decision that affects another person with whom they have a personal
relationship.

b. When a member of Huertas College has a financial interest in a
company that provides services or equipment to the institution, it may
cause a conflict of interest.
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c. Require students to purchase texts or material that could have a direct
benefit for the person requesting it.

d. Accept gifts or benefits in connection with the performance of your
duties. The acceptance of gifts may be considered an insinuation to
present in a certain sense, creating a real or apparent conflict of
interest.

7. Information of the personal nature of students and employees to which only the
institution's staff has access to fulfill their functions will not be disclosed to third
parties, unless expressly permitted by the institution. Information related to the
institution of a strategic, financial, or commercial nature should not be extracted,
disclosed, or used for its own benefit.

8. The institution is an environment in which different opinions are considered
and respected, and disagreements are discussed in rational debates.

9. Teachers should foster critical judgment, academic integrity, and ethical
sensitivity in their students and demonstrate these qualities in their
interaction with them.

10.Appropriate conduct will be observed that promotes morality, order, peace
and protects institutional and personal property.

11.Conduct such as dishonesty, alteration or falsification, theft, malicious
damage to property, disrespect, offering false information or omission of
information from students or employees carries disciplinary sanctions.

12.Any violation of this Code of Ethics will constitute an offense that carries
sanctions. disciplinary actions and will be dealt with in accordance with the
provisions of the Employee or Student Handbooks.

The Institution reserves the right to expand, modify or revise the Code of Ethics to
promote and maintain an environment conducive to learning and healthy coexistence.

LEARNING RESOURCE CENTER INFORMATION ACCESS POLICY

Purpose

The purpose is to establish an Access to Information Policy that determines how to carry
out public service processes to the community. They understand the different areas:
Circulation, Booking, Journals and Reference. Besides, the collegiate community has
access to databases and interlibrary loan alternatives aligned to the academic programs
assigned to the schools of Health, Technical Programs and the School of Business and
Entrepreneurship.

Definition
According to the Dictionary of the Real Academy Spanish (2023) and Sensagent (2022):

1. Access — action of arrive or get closer.

2. Information - action and informing effect.

3. Access to Information - is the right that every person must seek, receive, and
disseminate information in can of the government. The United Nations, in one of
their first general assemblies, claimed that: "the freedom of information is a
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fundamental and the cornerstone of all the freedoms to which the United Nations
is dedicated.” In other words, it is an instrumental right that can be used to
guarantee the compliance of others’ essential rights of the be human. Also, we all
have the right to be informed, for example, the news is a good source of
information that have served many people now as they go to serve in the future.

Rules and Procedures

Access to information is a privilege that the student community, faculty, administration,
and visitors of Huertas College have.

1.

2.

o

©oNS

The collegiate community has access to the information of manner physical and
electronically through a Traditional Library and Virtual Library.

The collegiate community can access our bases of data of mode in person and
the public accessible to all the information by creating a user record in the
Mandarin system for resource loans.

The user who visits us will have the right to request the necessary resources to
cover his or her research or task needs. Loans of resources in the CRA room will
have a period of use for two (2) consecutive hours. If the user requires a greater
amount of time to use library resources, they will have the opportunity to renew,
and it will be evaluated if there are no people waiting.

Only books from the Circulation area are loaned to active Huertas College
students. The remaining community must use the resources in the CRA room.
Circulation books are loaned for a period of 14 days to students with the right to
renew if it has not been requested by another user.

Any book delivered late has a surcharge of .05 cents per day.

The loan period for Faculty and Administration is one month (30 days).

Users have the responsibility to safeguard the Institutional Copyright Policy.

All users may request services in person or remotely, through a phone call, email
or through the Library Services chat on the Microsoft Teams platform.

Staff Responsibilities Librarian

1.

At all times the library staff will ensure faithful compliance with the areas of the
CRA, specifically the use of the Internet laboratory for educational purposes. It is
open access to information with the Internet to search for content concerning
designated tasks or research to expand knowledge.

. Library staff will have the responsibility of safeguarding and ensuring faithful

compliance with the provision of resources.

In case of delay, up to three (3) notices will be sent to you and failure to comply
with the delivery could result in a penalty or fine for the delay.

When the book is notified as lost, the user must pay its price or replace it. The
price of the book will be stipulated by the price at which the Learning Resource
Center acquired it.

We have the Information Skills program to guide, guide and facilitate information
for our collegiate community.
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6. Access to the Databases is facilitated through Institutional email or in the
Information Skills Guidelines.

7. Resources are promoted and information is provided through the Virtual Library
in the Information Skills and Electronic Resources section.

8. At the student's request, options for searching and locating resources will be
provided to cover the need for the task or research.

HOMESCHOOLING ADMISSION POLICY
Legal base

Puerto Rico is under the jurisdiction of the Constitution of the United States and that of
Puerto Rico. The right to educate children at home is a right protected by the Constitution
of the Commonwealth of Puerto Rico, Right to Liberty, Article Il, Section 7.

Law No. 33 of June 7, 2017, Article 2 — Public Policy recognizes the selection of the
educational option, whether licensed public or private or unlicensed such as
homeschooling, as a fundamental right of parents within their prerogatives of freedom of
expression. association and religion.

This Policy is established in compliance with state and federal laws aimed at guaranteeing
the right to education for students who have been educated at home.

Purpose

The purpose of this policy is to establish the requirements and criteria for admission to
Huertas College for students who have been educated at home (homeschooling). The
main objective is to ensure an equitable and fair assessment of the knowledge and skills
of these students, so that they are given a fair opportunity to access higher education.

Scope

The Homeschooling Policy applies to all students who have been educated at home and
who apply for admission to Huertas College.

Procedure
Admission requirements:

a. Certificate of Completion of Studies: Homeschooled students must present a
certificate of completion issued by a recognized educational entity in Puerto Rico,
such as a homeschooling oversight organization or a designated government
agency (such as Home School Legal Defense Association). The certificate
(diploma) must indicate that the student has completed the educational
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requirements equivalent to those established by the Department of Education of
Puerto Rico to obtain their degree at all levels.

b. Academic Assessment. Homeschooled students will be required to undergo an
academic assessment that demonstrates their level of proficiency in key areas of
knowledge, such as Mathematics, English, and Spanish. This evaluation will be
administered by the Dean of Academic and Student Affairs of the Institution. The
Institution will evaluate the results to continue with the admission process.

c. Ordinary requirements: the institutional catalog establishes the minimum
admission requirements to be admitted to Huertas College.

e Average

Diploma

Credit transcript

Vaccines

Among other applicable requirements according to the academic program

Learning Portfolio:

a. Homeschooled students will be required to submit a learning portfolio that reflects
their academic progress during their homeschooling years. This portfolio may
include work samples, projects, essays, exams, and any other materials that
demonstrate the level of knowledge and skills acquired by the student.

b. The learning portfolio must be reviewed and evaluated by an admissions
committee designated by the Institution. The committee will evaluate the quality
and level of the student's academic achievement based on the standards
established by the institution.

Admission interview:

a. The Institution may request an interview with the homeschooled student as part of
the admissions process. This interview will be conducted by the Guidance and
Counseling office and will allow Institution officials to evaluate the student's
motivation, communication skills, and potential to succeed in the academic
environment.

Comprehensive Consideration:

a. Admission of homeschooled students will be done on a comprehensive basis,
considering all the elements mentioned above. The Institution will evaluate the
academic career, performance in the academic evaluation, the content of the
learning portfolio, the results of standardized exams (if required) and the admission
interview.

b. The Institution is committed to evaluating homeschooled students fairly and
equitably, based on their academic merit and potential, without discrimination
based on prior educational experience.
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ADMISSION POLICY

Huertas College is an institution that helps individuals achieve academic goals and
become professionals. The Institution establishes an open-door policy that allows access
to all candidates who demonstrate genuine interest in pursuing higher education. These
must comply with the admission requirements established in the Institutional Catalog and
Student Manual and with the minimum requirements of the program of interest.

We believe in offering inclusive and accessible educational opportunities for all. Our
admission requirements are established in our Institutional Catalog and Student Manual
and in the minimum requirements of the specific academic program the candidate is
interested in pursuing.

We value diversity and understand that everyone has their skills, interests, and
experiences. We aim to provide a learning environment where all students can gain
experience and academically develop.

We strive to provide a transparent and efficient admission process, ensuring all
candidates are evaluated fairly and equally. Our admission team is committed to
supporting and guiding applicants throughout the admission process.

Additionally, we recognize the importance of staying up to date with developments and
changes in the field of education. Therefore, we regularly review our policies and
procedures to ensure they are aligned with best practices and current regulations.

We look forward to welcoming those who meet our admission requirements and that are
willing to embark on an enriching educational experience at Huertas College.

Admission Requirements
General Requirements
The minimum requirements for admission to Huertas College are:

1. Minimum GPA of 2.00 for associate and bachelor’s degrees, and 2.50 GPA for
associate degrees in Physical Therapy and Occupational Therapy Assistant.

2. High school diploma.

3. Official transcript of credits.

4. Up-to-date vaccinations (for applicants under 21 years old at the start of the
semester or term).

5. Valid state-issued identification (Real ID, regular ID issued by CESCO, driver’s
license, or passport).

6. Complete the admission application by providing accurate and updated
information and submitting the payment for the admission fee.

New Entry and Transfer Students

Any prospect from High School who requests admission to Huertas College, interested in
a face-to-face or distance learning program must meet the following requirements:
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Be a high school graduate or equivalent.

. Candidates under 21 must submit the original Immunization Certificate or its

equivalent (PVAC-3).
Submit an official transcript of high school credits or diploma. In cases where the
student's academic record cannot be recovered, the candidate must submit an
original Certification from a High School or the Department of Education of Puerto
Rico indicating the graduation date.
The candidate must meet all program-specific requirements of the study program
they wish to enroll in, if required.
Candidates for associate degrees (except for the associate degree in Physical
Therapy and the associate degree in Occupational Therapy Assistant) and
bachelor’'s degrees must provide evidence of a minimum GPA of 2.00.
Candidates who have taken the equivalence exam (Law 188) will provide the
original transcript or diploma. The Admission Officer will reproduce a copy and
certify it as true and accurate.
Transfer candidates can submit an official transcript of credits from the institution
of origin as evidence of their high school completion, even if they do not wish to
have their credits transferred
Homeschooling Candidates:

a. Certificate of Completion of Studies

i. Homeschooled students must present a certificate of completion
issued by a recognized educational entity in Puerto Rico, such as a
homeschooling oversight organization or a designated government
agency (such as Home School Legal Defense Association). The
certificate (diploma) must indicate that the student has completed the
educational requirements equivalent to those established by the
Department of Education of Puerto Rico to obtain their degree at all
levels.

b. Academic Assessment

i. Homeschooled students will be required to undergo an academic
assessment that demonstrates their level of proficiency in key areas
of knowledge, such as Mathematics, English, and Spanish. This
evaluation will be administered by the Dean of General Education of
the institution. The institution will evaluate the results to continue with
the admission process.

c. Learning Portfolio

i. Homeschooled students will be required to submit a learning portfolio
that reflects their academic progress during their homeschooling
years. This portfolio may include work samples, projects, essays,
exams, and any other materials that demonstrate the level of
knowledge and skills acquired by the student.

i. The learning portfolio must be reviewed and evaluated by an
admission committee designated by the Institution. The committee
will evaluate the quality and level of the student's academic
achievement based on the standards established by the institution.

d. Admission Interview:

i. The institution may request an interview with the homeschooled

student as part of the admission process. This interview will allow
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ii. institution officials to evaluate the student's motivation,

communication skills, and academic potential.
e. Comprehensive Consideration:

i. Admission of homeschooled students will be done on a
comprehensive basis, considering all the elements mentioned
above. The Institution will evaluate the academic career,
performance in the academic evaluation, the content of the learning
portfolio, the results of standardized exams (if required) and the
admission interview.

ii. The Institution is committed to evaluating homeschooled students
fairly and equitably, based on their academic merit and potential,
without discrimination based on prior educational experience.

9. Candidates interested in studying for the associate degrees in Physical Therapy

and Occupational Therapy Assistant:

a. must have a GPA of 2.50 or higher.

b. If the GPA requirement is met, the Admission Officer will inform the
candidate that they are eligible to be admitted to the program.

c. If the candidate does not meet the GPA requirement, they will be informed
of the reason and offered another program of interest.

d. If the student is for re-entry, they must be referred to the Professional
Counselor to verify compliance with Satisfactory Academic Progress
(SAP).

e. Once the candidate is enrolled, they will be invited to an orientation about
the academic program with the faculty affiliated to the program.

10.The Institution classifies as a cohort of first-year high school students who enroll

full-time in an academic program. Students admitted to the associate degree
programs selected from the cohort are evaluated to determine placement in core
or skills courses. Their high school grade point average is considered, and if
applicable, they will be administered a Placement Test in the areas of Spanish,
English, and Mathematics. They will enroll in introductory or skills courses
according to the results.

Students Interested in Study Programs in the Distance Modality

Any candidate interested in enrolling in a course or study program in the distance modality
must meet the following requirements:

1.

The submission of academic documents, such as diplomas or certificates of
completion of secondary or university studies, must be authentic and in a readable
digital format.

. Depending on the study program, the candidate may be required to demonstrate

an adequate level of proficiency in the language in which the course is taught.
Have regular access to the Internet: The candidate must have reliable access to
the Internet to participate in the course's distance activities. This means having a
stable, quality connection that allows you to access materials, participate in
discussions, and complete tasks remotely.

. Meet the admission requirements for the selected study program: In addition to the

general requirements, the candidate must ensure that they meet the specific
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requirements of the study program they wish to enroll in. These requirements may
include prior experience in the field, specialized technical skills, or other specific
criteria.

. Have the necessary skills to participate in the distance modality: The distance
modality requires basic technical and digital skills to interact with remote resources
and tools. The candidate must be able to:

a. Surf the Internet: Know and use web browsers to access websites and
resources remotely.

b. Master basic writing and document preparation skills using word processing
software (Word), spreadsheets (Excel), and presentations (PowerPoint) or
their equivalents:

c. The candidate must be able to create, edit, and format documents using
word processing, spreadsheet, and presentation tools.

d. Upload and download files: Be able to upload files to online platforms and
download attachments from messages or online resources.

e. Handle electronic mail (e-mail): Be able to send, receive, and manage
emails, as well as attach files to messages.

f. Have a webcam and microphone: In some cases, it may be necessary for
the candidate to have a webcam and microphone to participate in video
conferences, remote meetings, or other interactive activities.

6. Have access to a computer with the minimum specifications established for
distance education, detailed in the table below:

REQUIRED RECOMMENDED
Operating System
Windows 11 Windows 11

Mac OS X (minimum 10.9)

Mac OS X (up to 13.4)

Screen Resolution

SVGA Monitor
Minimum resolution 1024 X
768

Resolution of 1440 x 900 or
more

Internet Connection

56K modem

DSL, Cable modem

Internet Navigator
(Browser)

Microsoft Edge 8.0 or
superior

Microsoft Edge

Mozilla Firefox (Mac and
PC Users)

Mozilla Firefox

Settings

Enable the browser to accept cookies

Enable Javascript

Disable pop-up blockers in the browser

Programs

Word Processor Microsoft Word, Open Office
Excel Microsoft Excel, Open Office
Presentations Microsoft Power Point, Open

Office
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Plug-Ins Multimedia

Windows Media Player, Real Player, Apple Quick Time, Flash
Player

Acrobat Reader

Microsoft Word viewer, Microsoft Excel viewer, Microsoft
PowerPoint viewer

RE-ADMITTED STUDENTS

Any student who completes a program at Huertas College and is interested in entering to
another academic program will be considered a readmission student. The applicant must
have graduated from the previous program to be readmitted to another. The applicant
must complete the application from the Admission Office in person or online.

RE-ADMISSION PROCESS OF HUERTAS COLLEGE STUDENTS TO BACHELOR’S
DEGREE

Any student who completes an associate degree or certificate program and is interested
in entering a bachelor’s degree is classified as a student in readmission. This must have
graduated from the previous program to be readmitted to one of their selections. The
courses from the associate degree of origin that are the same, or equivalent will be
transferred to the selected bachelor’s degree, and the candidate will be placed in the
corresponding semester.

STUDENTS IN RE-ENTRY

Any student who interrupts his studies for one or more semesters and returns to continue
studies, either to continue in his previously selected program of study or selects another,
will be considered a re-entry student. The applicant must complete the Admission Office
Re-entry Application in person or online. The student must refer the document to the
Office of Guidance and Counseling, or the Dean of Academic and Student Affairs in
his/her absence, to have his/her status determined in terms of the Satisfactory Academic
Progress Policy and courses recommended for that semester.

RE-ENTRY PROCESS OF STUDENTS FROM HUERTAS COLLEGE PROGRAMS TO
BACHELOR’S DEGREE

Any student interested in enrolling in a bachelor’s degree at Huertas College who has not
completed an academic program will be considered a re-entry student. The applicant
must complete the Reentry Application from the Admission Office in person or online. The
courses from the associate degree of origin that are the same, or equivalent will be
transferred to the selected bachelor's degree, and the candidate will be placed in the
corresponding semester.

TRANSFER STUDENTS
Transfer students who study at other duly authorized and accredited post-secondary or

university institutions. The Registrar Officer can exercise professional judgment and
request a high school transcript.
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PROFESSIONAL COURSE PASS QUALIFICATION

In accordance with the institutional vision and mission to promote academic excellence,
all professional courses (concentration) in the institution's academic programs must be
approved with a grade of 70% or higher, as stipulated by the Academic Board. The
clause does not apply to accredited programs, which will governed by the standards of
their accrediting agencies.

SERVICE ANIMAL AND EMOTIONAL SUPPORT ANIMAL POLICY
Purpose

The purpose of this policy is to provide the Huertas College community with guidance for
the use of service or emotional support animals at our Institution. This policy will help:

e Understand the rights of the community with disabilities or mental health
conditions that use service or emotional support animals.

e |dentify the types of service or emotional support animals.

e Provide a framework for the management of service or emotional support animals
in the Institution.

Scope

Huertas College recognizes the importance of serving the population with disabilities or
mental health conditions that require the use of service animals or emotional support
animals.

This Policy is intended to ensure that individuals with disabilities or mental health
conditions, which require the use of a service or emotional support animal, have a
reasonable accommodation so that they can receive the benefit of performing tasks or
therapeutic support that that these animals offer.

Huertas College is committed to allowing the use of service animals and emotional
support animals to individuals with disabilities or mental health conditions to facilitate their
full participation and equal access.

This policy establishes specific guidelines and protocols for the appropriate use of service
animals and emotional support animals. We reserve the right to modify it, as
circumstances require.

Legal base

Service Animals, Emotional Support Animals, and the Law

Pets and animals are restricted on Huertas College property. However, under the federal

ADA law, service animals are not excluded from Huertas College property or activities, if
they meet the requirements set forth in this policy.
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Definitions
Service Animal

In accordance with regulations set forth in Title |l (covering state and local government
programs) and Title Ill (covering private businesses, also known as public places, such
as restaurants or retailers) of the American with Disabilities Act (ADA) that went into effect
on March15, 2011, a service animal is defined as "any dog that is individually trained to
do work or perform tasks for the benefit of a person with a disability, including a physical
disability." , mental, sensory, psychiatric, intellectual or other mental disability.

Animals of other species, whether wild or domestic, trained, or untrained, are not
considered service animals.

The work or tasks performed by a service animal must be directly related to the person's
disability. Below, but not limited to these, are some examples of jobs or tasks that a
service animal could perform:

Assist people who are blind or have low vision with navigation and other tasks.
Alert people who are deaf or hard of hearing to the presence of people or sounds.
Provide protection without violence or rescue work.

Pulling a wheelchair.

Help a person during a seizure.

Alert people to the presence of allergens.

Reach for things like medicine or the phone.

Provide physical support and help with balance and stability to people with
mobility disabilities.

e Help people with psychiatric and neurological disabilities by preventing or
interrupting impulsive or destructive behaviors.

The crime deterrent effects of the presence of an animal and the emotional support, well-
being, comfort, or companionship it provides are not considered work or tasks for
purposes of the definition of a service animal.

Emotional Support Animal

Emotional support animals or comfort animals provide companionship, alleviate
loneliness, and sometimes help with depression, anxiety, and certain phobias, but they
do not have special training to carry out tasks that help people with disabilities, but rather
people with mental health conditions. Although these animals are often used as therapy
animals as part of a medical treatment plan, they are not considered service animals
under the ADA. Therapy animals provide therapeutic contact to people, typically in a
clinical context to improve their physical, social, emotional, and/or cognitive functioning.
Some, but not all, are professionally trained. That is, sometimes the emotional support
animal has been trained by its owner. Unlike a service animal, an emotional support
animal does not have to accompany the person to their activities of daily living or be
always with its owner. Emotional support animals may be considered for access to
various Huertas College facilities. Huertas College will allow only dogs as emotional
support animals.
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Domestic Animals (pet)

A domestic animal is an animal for ordinary use and as companionship. Domestic animals
or pets may include cats, rabbits, pigs, iguanas, snakes, birds, among others. A pet is not
considered a service animal or an emotional support animal and, therefore, is not covered
by this policy. Pets are not allowed on Huertas College grounds.

Approved Animal

An approved animal is a service or emotional support animal whose owner has been
granted reasonable accommodation under this policy. The Dean of Academic and
Student Affairs and the Office of Guidance and Counseling are responsible for
establishing uniform regulations for evaluating and approving reasonable accommodation
requests involving an approved animal and maintaining a record of these requests and the
outcome thereof.

The owner is responsible for providing documentation from an authorized source that
describes the nature of his or her special needs, how participation in courses and
programs is limited, and the reasonable accommodation required in the academic area.

Huertas College has the right to:

¢ Request the most recent documentation or periodic updates to evaluate the need
for reasonable accommodation adjustments.

e Deny the request for reasonable accommodation if the student's responsibilities
and obligations are not met on the recommendation of the Guidance and
Counseling Office or the personnel in charge of the determination.

e Deny the request for reasonable accommodation if the documentation received
is not compatible with the need for the accommodation.

e Maintain confidentiality of records and communication, except as permitted or
required by law.

e Discuss, if necessary, any request related to the requested accommodation with
the professional who made the recommendations and/or request additional
information necessary to consider the Reasonable Accommodation Request.

Owner

The owner is a Huertas College student who has requested reasonable accommodation
and has received approval to bring the approved animal to the Institution.

Guidelines for Keeping an Approved Animal at Huertas College
Introduction
The following guidelines apply to all approved service or emotional support animals and

their owners, unless the nature of the disability or mental health condition precludes
compliance, and a permit has been granted for a variance from these guidelines.
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Care and Supervision

Care and supervision of the animal is the responsibility of the owner who benefits from
the use of the service or emotional support animal. The owner is required to always
maintain control of the animal. The owner is also responsible for ensuring the cleanup of
the animal's waste.

Animal Health and Wellbeing

1. Vaccination: In accordance with local ordinances and regulations, the animal
must be vaccinated against diseases common to its species. Dogs must have the
rabies vaccine and wear a rabies vaccination tag.

2. Training: Service or emotional support animals must be properly trained, so that
they do not create an excessive burden or direct threat to the Institution.

3. Leash: The animal must be on a leash unless the leash inhibits the animal's ability
to provide service.

Requirements for the Huertas College Community

Members of the Huertas College Community are required to comply with the following
practices:

1. They must allow a service animal to always accompany its owner and in all places
in the Institution, except where service animals are specifically prohibited.

2. They should not touch or pet a service or emotional support animal unless invited
to do so.

3. They should not feed a service or emotional support animal.

4. They should not deliberately frighten a service or emotional support animal.

5. They should not separate or attempt to separate an owner from their service or
emotional support animal.

6. They should not ask for details about the owner's disabilities. The nature of a
person's disability is a private matter.

Minimum Documents Required for Approval of Reasonable Accommodation under this
Policy

1. Certification from a health professional indicating the owner's need for a service
or emotional support animal.

2. Certification from the veterinarian indicating that the animal is up to date with its
vaccines and is in good health.

3. Release of liability for damages and losses.

4. Compliance with the Service Animals and Emotional Support Animals Policy.
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Permit Revocation

Huertas College may exclude/remove an approved service or emotional support animal
when:

1. The animal poses a direct threat to the health or safety of others.

2. The presence of the animal results in a fundamental alteration of the Institution's
program.

3. The owner does not comply with the process determined in this policy.

4. The animal or its presence creates an unmanageable disturbance or interference
with the community.

If any of the above conditions are identified, and it is necessary to exclude the animal
from the Institution, it will be the responsibility of the offices in charge of the approval
process to notify the owner and ensure compliance with these guidelines.

Damage

Owners of approved service or emotional support animals are solely responsible for any
damage to people or Huertas College property caused by their animals.

Access to the Institution and Restricted Areas

A service animal is authorized to accompany the owner anywhere the owner goes within
the Institution, unlike an emotional support animal. However, the following exceptions
apply to both the service animal and the emotional support animal:

e Laboratories. Unless the Health and Safety Office determines that there is no
danger to users or the animal.

¢ Mechanical Rooms. Such locations may have chemicals or machinery that could
harm a service or emotional support animal. Additionally, service, or emotional
support animals may cause disruption to the services provided on site.

e Other Potentially Hazardous Areas. Any room, study or classroom with sharp
metal materials or glass fragments on the floor; hot material such as molten metal;
excessive dust; or moving machinery, as these locations may pose a danger
to the service or emotional support animal. When students with service or
emotional support animals are required to be in one of these restricted areas as
a course requirement, alternate arrangements will be considered to provide
access. When it is determined that the presence of the service or emotional
support animal in one of these areas creates a risk, reasonable accommodations
will be provided to ensure the student equal access to the academic program or
activity. Huertas College reserves the right to determine additional areas where
access to service or emotional support animals is prohibited.
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WITHDRAWAL POLICY

Procedure

The student has the authority to request a total or partial withdrawal from their courses
within the dates specified in the semester academic calendar. On-site students should
request the appropriate form from the Registrar Office and submit it once the relevant
authorizations have been obtained. The institution processes three types of withdrawals:
Partial Withdrawal, Total Withdrawal, and Administrative Withdrawal.

Partial Discharge

A Partial Withdrawal occurs when a student needs to withdraw from one or more courses
while remaining enrolled in other courses. The student should request the corresponding
form from the Registrar Office and submit it, once the relevant authorizations have been
obtained. The Registrar Office will process the "W" (authorized withdrawal) as the grade in
the student's electronic record. If the student received Pell Grant funds for courses with a
reported first day of attendance, they can withdraw from one or more courses without
having to repay those funds, unless it becomes a Total Withdrawal. Partial Withdrawals
will have consequences on academic progress but will not impact the semester cost.

Procedure:

1. The student completes and signs the Withdrawal Authorization form.

2. The student initially meets with the Retention and Placement Coordinator and the
Professional Counselor, who both sign the corresponding form.

3. The student submits the fully completed form with all required signatures to the
Registrar Office on or before the specified date in the Academic Calendar.

4. The Registrar Office staff signs the Withdrawal, provides a copy to the student,
sends a copy to the Financial Aid Office, and places the original in the student's
record. The "W" (authorized withdrawal) is processed in the student's electronic
record with the withdrawal effective date.

Total Withdrawal

A Total Withdrawal occurs when a student officially withdraws from all enrolled courses.
The student must obtain the required authorizations on the corresponding form and
submit it to the Registrar Office. The Registrar Officer processes the "W" (authorized
withdrawal) in the student's electronic record for all enrolled courses.

Total Withdrawals do not impact the student's cumulative grade point average (GPA), but
they are considered in the calculation of attempted and non-approved credits. However,
this may affect Satisfactory Academic Progress.

Upon evaluation, the student may be classified as Not Eligible*. This means they will not
be eligible for federal, state, or institutional funds. *Refer to the Satisfactory Academic
Progress Policy.
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Procedure:

—

. The student completes and signs the Withdrawal Authorization form.

The student initially meets with the Retention and Placement Coordinator to
discuss the reason for withdrawal and attempt to prevent it if the reasons presented
have a viable solution. If the withdrawal is imminent, the Retention and Placement
Coordinator signs the withdrawal form and refers the student to the following
offices: Dean of Academic and Student Affairs, Counseling and Guidance,
Financial Aid, and Collections.

The student submits the form to the Registrar Office, fully completed in all parts
and with the required signatures, on or before the date specified in the Academic
Calendar.

The Registrar Office staff signs the Withdrawal, provides a copy to the student,
sends a copy to the Financial Aid Office, and places the original in the student's
record. The "W" (authorized withdrawal) is processed in the student's electronic
record with the withdrawal's effective date.

The Total Withdrawal status is updated in the student's electronic record from
Active to Total Withdrawal, with the effective date and determination of the
withdrawal.

The Total Withdrawal Information Collection Form is completed, attached to the
copy of the Total Withdrawal, and submitted to the Financial Aid Office. The
original is placed in the student's record.

Administrative Withdrawal

The Administrative Withdrawal is granted in specific student situations, namely:

Disciplinary reasons (WR*)

Death of the student

A student who ceases attending all classes without notifying the institution of their
intention to withdraw.

Procedure

1.

The WR (Administrative Withdrawal) is processed in the system as the grade in
the student's electronic record for each course in which they were enrolled, with
the date of determination of the Administrative Withdrawal.

The status in the student's electronic record is changed from Active to
Administrative Withdrawal with the date of determination of the withdrawal.

The Administrative Withdrawal Information Collection Form is completed and
submitted to the Financial Aid Office to fulfill the withdrawal calculation process.
The student is notified of the administrative withdrawal determination via email and
postal mail.

REGISTRATION CANCELLATION POLICY

A student's registration may be canceled if he/she never reported (NR) to his/her classes
or voluntarily requests it within the first 10 days of the start of classes. The above also
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applies to students who do not comply with the extension due to debt of documents in the
Admissions Office. In turn, for students who do not report to a course (NR), the Registrar
Office will proceed to make a Partial Cancellation in said course.

Definition

Cancellation of enrolment is discarding (rendering null and void) and official enrolment
duly made.

Procedure

1. The student will have 10 days calendar starting the first day of classes to cancel
without penalty. After 10 days there will be a charge of $100.

2. STUDENTS who do not make their registration official will be canceled without
charge.

3. Students who cancel their registration before the first day of classes (voluntary
cancellation) will not be charged. Some reasons for this determination are:
e Medical situation
e Military Service Activation
e Work schedule change

4. A student who completes his/her registration process, does not report to his/her
classes, and is reported as n/r by his/her teachers is considered a cancellation that
carries charges.

COLLECTION POLICY
Active Student

Every student enrolled in the Institution is granted a Payment Plan. It is detailed in their
Official Class Program and the student agrees to pay the financed balance by signing
when they receive this document.

For the student to be a recipient of some financial aid; The total balance for the semester
decreases to its adjusted amount. It is subject to change if your financial aid and academic
load increases or decreases, a cancellation occurs or if you discontinue your studies.

The Payment Plan is generated through the Campus Nexus Students System. According
to the debt, it is divided into four installments, at a rate of one payment per month. Any
outstanding student balance, after disbursing financial aid, must be paid on or before the
last date established in the Payment Plan.

The Payment Plan is broken down below:

1st payment 40% of initial balance due
2nd payment 30% of initial balance due
3rd payment 20% of initial balance due
4th payment 10% of initial balance due
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The student will also have the option to pay the total amount owed at the time of official
registration or at any other time during the semester. If for any reason the student cannot
comply with the amount indicated in the Payment Plan, they must go to the Collections
Office to make payment of an amount different from the one agreed upon and manage a
Payment Agreement. If you do not comply with the Payment Plan agreement each month,
the account may be declared in arrears, for which collection efforts will be carried out that
will include emails, letters, phone calls, text messages and visits to the classroom.

External benefits or resources are accepted for which the student qualifies and takes the
steps to request their benefit, namely:

Vocational Rehabilitation

Veterans Benefits

AMSI/ Consortium

Corporate Scholarships, among others.

The student is responsible for submitting eligibility documentation, contracts, agreements,
and billing information for tuition collection.

Students with an outstanding balance will not be able to receive official registration if they
have not settled their balance.

Authorizations for internships will not be granted if the student has old debts from the
semester in which the internship will be carried out. Only students with current balances
and accounts maintaining a healthy payment history will be allowed to practice.

Self-Employed Students

The same agreement applies to students who do not qualify for federal financial aid as to
all active students. Except that you can request a special payment agreement with the
Collection Officer, according to your balance and your payment capacity, for which you
must present supporting evidence. You must make payments monthly, according to the
date established in the special agreement.

Inactive Student

It is the responsibility of the inactive student to verify their balance in the Collections Office
before completing their degree and settling any outstanding debt. If there is a pending
balance, no official document will be issued; That is to say: transcripts, diplomas,
certifications, among others.

If the account is in arrears, it will be referred to a Collection Agency and the student will
pay an additional fee for said management.

Payment Alternatives

e Internet — https://huertas.edu/pagos
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e Credit Cards/Debit Cards with Visa or MC logo
By calling (787) 746-1400, extension 1401

e Visiting the Collections Office

e ATH Movil

e Check or Money Order to: (Include name and student number):

Huertas College
Collection Office
PO Box 8429
Caguas, PR 00726

Fees and Other Charges

CONCEPT COST

Accreditation for Prior Learning

$25.00 (per credit)

Study Program Change

$20.00

Changes to the Class Program $2.00 each
Validation of Credits (Transfer Courses, CLEP Exams, $50.00
Military Courses, Practice Hours)

Admission Fee $10.00
Degree Award (includes if you attend the graduation

ceremony, diploma, and medal if applicable) $100.00
Duplicate Documents and Certifications $3.00 each
Certification of Studies $5.00 each
Duplicate of Identification Card $6.00
Challenge Exam $50.00
Removal of Incompletes $25.00
Practice Insurance™** $25.00
Credit Transcript Request $10.00 each

*Subject to Annual Policy Cost
**Charges effective July 2024
***Charges effective immediately

Note: If the student does not receive financial aid, the cost of studies per semester must
be paid in advance in the registration process. However, the institution allows the student
to cover the cost of their studies per semester in four monthly installments payable during
the last week of each month. Likewise, you can pay the amount you owe, after applying

the different financial aid for which you are eligible.
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The Institution will ensure faithful compliance with this policy to ensure educational
excellence and comply with applicable federal regulations. The content of this policy will
be included in the General Catalog and Student Manual. The Collections Office Staff is
available to inform and guide you about this Policy.

POLICY FOR VALIDATION OF CREDITS BY TRANSFER, ARTICULATION AND
PRIOR LEARNING

Purpose

This policy is developed with the purpose of establishing uniform standards and
procedures in the process of validating credits for students in transfers, articulation, prior
learning, work experience, military courses, challenge, and advanced level exams. This
establishes the criteria for determining the credits to be validated.

Scope

This policy is extended to all academic offerings at Huertas College, regardless of the
study program or regular or distance learning modality.

General disposition

Huertas College reserves the right to validate courses from other post-secondary
institutions in Puerto Rico or abroad.

Huertas College establishes a maximum number of credits to be validated through
transfer, articulation, prior learning, military courses, challenge, and advanced level
exams that can be validated considering the level of previous study and the degree
obtained at the student's institution of origin. It is established in proportion to the total
credits of the academic programs, as follows:

e Certificate - up to 30% of total credits for students applying for admission to
certificate programs.

e Associate degree - up to 40% of total credits for students applying for admission
to associate degree programs.

e Baccalaureate - up to 45% of the total credits required for students admitted to
baccalaureate programs. Students with associate degrees awarded and admitted
to baccalaureate have the following option:

o The student with an associate degree awarded from another institution may
validate up to 100% of the associate degree awarded for the baccalaureate
program in the same concentration if the courses are equivalent and/or similar
in content to those offered at Huertas College and in accordance with the
curriculum. current in alignment of contents, hours or credits. In some cases,
prerequisites may be required prior to admission to the baccalaureate degree.

o Readmission Student: The credits that will be considered for validation will be
those that are equivalent between the program you study and the program you
aspire to study.
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Validation of Credits by Transfer

Transfer students are considered those with studies at other duly authorized and
accredited post-secondary or university institutions. In the case of coming from an
educational institution in a foreign country, it must be recognized by the relevant
educational authorities in said country and certified by evaluation agencies that accredit
in the United States.

Huertas College requires all transfer candidates interested in credit validation to submit
an original official credit transcript from the institution or institutions of origin. The
candidate interested in having approved courses from another institution validated has
one (1) semester, if they do not have the course enrolled, from their first enroliment at
Huertas College, to request it and present evidence through a transcript of official credits.

The official in charge of the validation process, Dean of Academic and Student Affairs, or
authorized personnel, may exercise their professional judgment when determining
equivalence in accordance with the current curriculum in alignment with similarity of
objectives and content, hours or credits. Authorized personnel may determine the
equivalence for the purpose of academic advising in the admission process. A professor
of that subject s part of the process. However, the final evaluation for the recommendation
of official credit validation will be carried out once the official transcript of credits is
received at the Registrar Office. The Director of the Registrar Office, together with the
staff of the Dean of Academic and Student Affairs, will be the official responsible for the
final determination.

1. The student interested in having courses validated must, during the registration
process, request validation of credits by transfer at the Admissions Office.

2. The student may preliminarily present to the Admissions office a copy of the credit
transcript or grade reports from the institution of origin for evaluation. However, the
validation will be official once the official credit transcript from the institution of
origin is received at the Huertas College Registrar Office.

3. If the credit transcript from the institution of origin does not indicate that the
candidate graduated from high school, the candidate will be required to have an
official high school transcript. The Registrar has the authority to exercise
professional judgment and request a high school transcript.

4. The student is responsible for Huertas College receiving the official credit transcript
from the institution of origin during the first semester.

5. The courses to be validated must be congruent in credits or hours and based on
equivalence in curricular content and/or similarity of objectives with those offered
at Huertas College.

6. The student must have obtained a grade of no less than C or its equivalent in
percentage in the courses to be validated.

7. College 's satisfactory academic progress standard in relation to the number of
credits taken and approved.

8. The courses to be validated by transfer must be valid for no more than ten (10)
years; understand this as a term of expiration.
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9. In cases where the student has a degree conferred from another institution, the
expiration term established above will not apply.

10.The officer in charge of the validation process, Dean of Academic and Student
Affairs or authorized personnel will carry out the evaluation to determine the
courses to be validated. Then, the student will be informed of the cost of this and,
if they agree, they will sign the Recognition Request Form.

11.An unofficial copy of the validation will be given to the student and the original will
be filed with the Admission Application.

12.The officer in charge of the validation process, Dean of Academic and Student
Affairs or authorized personnel, will proceed to prepare the draft of the student's
class program considering the courses to be validated.

13.The officer in charge of the validation process, Dean of Academic and Student
Affairs or authorized personnel will deliver the Recognition Request Form, the draft
of the class program and the Admission Application to the Admissions Office.

14.The Admissions Officer will notify the student to formalize their registration in the
Registrar Office.

15.The staff of the Registrar Office will deliver a copy of the Validation Form to the
Collections Office once the institutional registration process for the application of
the corresponding position is completed.

16.During the transfer validation process, the official in charge of the validation
process, Dean of Academic and Student Affairs or authorized personnel may
exercise professional judgment when determining the equivalence of a course for
academic advising purposes during the admission process. In some cases, the
student may be asked for a copy of the institutional catalog or other official
document from the institution of origin. However, the final evaluation for the
recommendation of validation by transfer will be carried out once the official
transcript of credits is received at the Registrar Office.

17.The Registrar will be responsible for the final determination for the validation of
transfer credits.

18.Courses validated by transfer will be registered with the classification of T.

19.The student will be admitted to the curricular sequence in force at the time of
enrollment.

Validation of Prior Learning Through Work Experience

The validation of credits for prior learning and work experience includes validation except
for courses where the profession requires hours of practice as a requirement to take the
revalidation exam. The evaluation by prior learning and work experience is the systematic
process through which the skills obtained by the student through different university
studies, but equivalent to university level courses and years of evidenced work
experience, are identified, documented, and recognized.

To request validation of credits for prior learning and/or work experience, the student
cannot be enrolled in the course, nor have previously enrolled. The student must interview
with the Dean of Academic and Student Affairs and with a person specialized in the
corresponding subject, to demonstrate prior knowledge of the subject and/or work
experience. Courses approved through validation for prior learning will be registered with
the AP classification. If you do not pass the course requested to validate prior learning,
you must enroll in it.
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The Dean of Academic and Student Affairs or specialist personnel in the academic area
performs the evaluation. The program's practice requirements are evaluated to determine
if the application is appropriate. If the application for validation by Work Experience is
accepted, the candidate will be evaluated through the required documentation, an
interview will be carried out and a demonstration of execution in those skills that require
it may be requested. Portfolio assessments require the student to have a minimum of
three (3) years of related work experience.

Procedure for validation of Prior Learning through Work Experience:

1.

2.

The student, in the registration process, indicates to the Admissions Office his
interest in requesting validation for work experience.

The Admissions staff refers the student to the officer in charge of the validation
process.

The officer in charge of the validation process guides the student about the
procedure, documents, and corresponding charges. The documents requested are
the following, but are not limited to:

e Evidence of three (3) years or more of work experience related to the course
you wish to validate. Work experience must be for paid services and certified
by the Human Resources Director of the place of employment.

e Employment certification on stamped paper that must include the appointment
with the start and end date of employment (if applicable) and functions in the
position.

e Copy of the Duties and Responsibilities Sheet.

¢ Copy of evaluations by supervisors.

e Evidence of professional development (portfolio, participation certificates,
licenses and other documents available).

e Two (2) up to a maximum of five (5) letters of recommendation from the
employer on stamped paper.

e Students must attend an interview with the Dean of Academic and Student
Affairs or specialist personnel in the area.

¢ Any other document or evidence requested during the interview.

e Make payment in the amount of $25.00 per credit.

The officer in charge of the validation process coordinates the appointment for an
interview with the Dean of Academic and Student Affairs or academic area
specialist.

The Dean of Academic and Student Affairs or specialist in the academic area
conducts the interview and evaluates the documents for the corresponding action.
The Dean of Academic and Student Affairs or authorized personnel notifies the
candidate of the final decision.

The Dean of Academic and Student Affairs or authorized personnel submits the
information to the Collections Office and then to the Registrar Office for the
corresponding action on the student's file.
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The role of the professor or specialist in validation for prior learning may include:

Content Evaluation: The professor or specialist examines the student's previous
course descriptions or evidence of learning and compares the content to the
courses or topics in the current program.

Determination of Equivalence: Based on his or her expert knowledge, the instructor
determines whether the content and level of knowledge of prior learning are
equivalent to the courses required in the current program.

Awarding of Credits: If the professor considers that the previous learning is
equivalent, he or she can recommend the number of credits that should be
awarded to the student for that learning.

Student Advice: The professor can provide guidance to the student on how to
integrate prior learning into their study plan and how to take advantage of the
credits awarded.

Documentation and Certification: The teacher can provide an official letter or form
that certifies validation for prior learning and explains the basis for the decision.

Challenge Exam Rules

Huertas College offers the opportunity to take the Challenge Exam to those students,
either through non-traditional independent study, through lived experiences, or through
studies at the secondary level, who have accumulated knowledge and developed skills
that correspond to subjects in their curriculum. This exam is designed by the faculty
specializing in the area. The exam can be taken only one (1) time and must be passed
with the established Minimum Execution Point (PEM).

The student is required to be enrolled at the Institution and not have previously taken the
course. If the student does not pass the exam, he or she must enroll in the course.

The courses that can be validated by challenge exam are the following:

Course name Code Credits

Basic Spanish | ESP 1021 3 2 hours
Basic English | ING 1031 3 2 hours
Conversational English | ING 2033 3 2 hours
General Mathematics | MAT 1041 3 2 hours

Validation Procedure by Challenge Exam:

1. New students must inform their interest in requesting the Challenge Exam
during the admission process. The Admissions Officer refers the student to the
officer in charge of the validation process.

2. The officer in charge of the validation process guides the student about the
procedure and corresponding charges. Additionally, coordinates the interview
with the Dean of Academic and Student Affairs or specialist.
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3. The Dean of Academic and Student Affairs or authorized personnel interviews
the student and gives him or her the Challenge Exam Request Form. It also
provides you with the Study Guide.

4. The student pays the corresponding fee in the Collections Office with the form
and delivers evidence of payment to the Dean of Academic and Student Affairs
or authorized personnel.

5. The Dean of Academic and Student Affairs or authorized personnel coordinates
with the academic area specialist the date for the administration and correction
of the exam.

6. The Dean of Academic and Student Affairs or authorized personnel notifies the
student of the exam date.

7. The designated academic area specialist administers the exam to the student
on the agreed date and place, corrects it, and notifies the result to the Dean of
Academic and Student Affairs or authorized personnel.

8. The Dean of Academic and Student Affairs or authorized personnel informs the
student and the Registrar Office of the result of the exam.

9. The Registrar Office staff will record the AP grade (pass) in the student's
academic record.

Payment procedure for Challenge Exam

1. The student who receives confirmation of his or her grade and authorization to
take the challenge exam must process registration at the Registrar Office and
pay at the Institution's Collections Office.

2. The student will pay the cost stipulated by the institution for each of the
available courses that they request to challenge and that they are interested in
validating.

Military Courses

Huertas College welcomes and complies with the benefits granted under the Higher
Education Act. Members of the armed forces or veterans and their families can therefore
earn credit for courses taken in the military service. These courses must be certified
through an official credit transcript issued by the Educational Services Office of the Armed
Forces or the Puerto Rico National Guard.

1. Courses taken must correspond with the current content of those offered in the
selected Huertas College program. The student must submit an official military
transcript. The evaluation will be treated as a transfer one. This process applies to
all academic programs authorized at the Institution. The Collections Office will
proceed to record the corresponding charges in the student's payment file.

Advanced Level Courses Administered by College Board.

Huertas College grants credits to students who have passed the Advanced Placement
Programs exams. College-level courses along with exams are offered and administered
at colleges. Huertas College will grant credits to those students who obtain a score of
three (3), four (4) or five (5) in Spanish, English, and Mathematics courses. The candidate
must submit official evidence from the College Board. The maximum number of credits to
be validated will be fifteen (15). will be registered.
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Maximum Number of Credits to Validate

Maximum Number of Credits to be Validated in Proportion to the Total Credits of
the Academic Program of Certificates, Associate Degrees or Baccalaureates

CERTIFICATES ASSOCIATE DEGREES iy
30% 40% DE;}EES
(1]

Credits Total credits Credits | Total creditsto | Credits per | Total credits
per to be per be validated program to be
program validated program validated
38 11 72 29 110 49
39 11 74 29 117 52
41 12 76 30 118 53
44 13 77 31 120 54
50 15 78 31
51 15 79 31
52 15 80 32

56 16
57 17
63 18

*The student with an associate degree or certificate from another institution has the option
of validating up to 100% for the baccalaureate program in the same concentration, if the
courses are equivalent to those offered at Huertas College and in accordance with the
current curriculum. in alignment of content, hours, or credits. In some cases, a
prerequisite may be required prior to admission to the baccalaureate degree.

RETURN OF FUNDS POLICY
Introduction

Huertas College is chartered by the Board of Postsecondary Institutions and accredited
by the Middle States Commission on Higher Education. It operates under state and
federal laws that apply to all institutions of higher education and administrators of federal
funds. Their responsibilities include establishing policies and procedures that ensure
compliance with state and federal laws and regulations. In harmony with academic
standards and federal regulations, the institutional approach is shown to regulate and
apply Satisfactory Academic Progress (PAS) standards to students.

Title IV Fund Return Policy for Total Withdrawal

The Title IV fund return policy governs the Institution following the parameters of the
Federal Department of Education. The policy states that when a recipient of Title IV funds
files a withdrawal from an institution during the payment period he or she attends, the
institution must determine the amount of Title IV funds the student has earned as of the
date of withdrawal from the program. Title IV funds included in the withdrawal calculation
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are Subsidized and Unsubsidized Direct Stafford Loans, Direct Loan Plus, Pell Grant,
and FSEOG.

A student's withdrawal date is when the student begins the withdrawal process or
provides oral or written notification of the intention to attend classes. If the student stops
attending without official notification to the Institution, the withdrawal date is the midpoint
within the established payment period. Suppose the Institution becomes aware that the
student has stopped attending classes because of an iliness, accident, serious personal
loss, or other circumstances beyond the student's control. In that case, the withdrawal
date must be directly related to such events. The percentage of Title IV aid earned by
the student is equal to the period completed by the student divided by the total calendar
days within the payment period. It is calculated as follows:

Number of Calendar Days Completed Within the Period
Total Calendar Days Within the Payment Period

When the student has completed more than 60%, they have earned 100% of Title IV
funds. If the Institution grants five or more days of recess or the student has an approved
leave of absence, the total of these days cannot be considered in the formula's
denominator. If the amount disbursed is greater than the amount earned, then the
portion that must be returned to the Institution and the student, if any, is calculated.

Return of Funds for Module Programs

Effective July 1, 2021, the new regulation regarding R2T4 (Return to Title IV) came into
force. This new regulation affects students who are enrolled in Modules.

It is not considered withdrawal when the student reaches 49% of the total days in the
period or completes the minimum number of credits to be considered with a half-time
academic load. If the student has not reached 49% attendance, then the percentage to
be retained is calculated.

Order for Return of Funds
The order of return of unearned funds is as follows:

* Unsubsidized FFEL/Direct Stafford Loan

* Subsidized FFEL/Direct Stafford Loan

+ FFEL/Direct PLUS (Parent)

Pell Grant

FSEOG

Other Title IV Grant Funds

Other state, private, and institutional scholarships
The student
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Funds earned from the Work and Study Program are excluded.

Policy for Return of Funds for Programs Allocated through the Board of
Postsecondary Institutions

The Institution will apply the institutional policy to return funds for the programs assigned
through the Board of Postsecondary Institutions of Puerto Rico. This policy applies to
those students who request to withdraw or stop attending during the semester for which
they registered and received aid from the Scholarship Program for Academically
Talented Students.

DISTANCE EDUCATION POLICY
Purpose

Huertas College, in harmony with its Vision and Mission, provides educational
opportunities to various population sectors with various teaching and learning
strategies, which stimulates the development of intellectual, technological, and human
skills. As an educational institution, it is the responsibility of Huertas College to provide
educational mechanisms and processes that evolve in accordance with the reality of
the changing society that surrounds us.

New technologies and their derivatives direct Huertas College to promote and adopt
various teaching and learning modalities, from which Distance Education emerges as
a fundamental alternative. Distance education is defined as the synchronous and
asynchronous teaching and learning process that uses a wide range of technologies
and multimedia to facilitate instruction when there is a physical and/or time separation
between student and teacher. Distance education requires techniques for course
design, special instructional strategies and methods of electronic communication or
other technologies, as well as organization and administrative provisions focused on
this modality.

Huertas College recognizes the advantages of offering students learning opportunities
in distance education. At the same time, the Institution recognizes that new instructional
approaches must meet the high-quality standards that exist for in-person offerings. To
comply and ensure that these standards are applied to distance education in the
Institution, this Policy is presented with the purpose of organizing and directing the
processes and activities necessary to successfully incorporate this modality. This
Policy, as well as any other document derived from it, must be aligned with the Catalog
and the Student Manual of the Institution.

Vision

To be an educational institution of excellence in teaching and service for the benefit of
the community.
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Mission

Huertas College is a leading institution, committed to excellence in postsecondary
education and social responsibility. It develops among its members intellectual,
technological, and human competencies to achieve an inclusive and self-sufficient
society.

Definitions

Distance Education is defined as the synchronous and asynchronous teaching and
learning process that employs a wide range of technologies and multimedia to deliver
instruction when there is a physical or time separation between students and teacher.

Distance Academic Programs are degrees or certificates in which the coursework in
the program is available to students in electronic format.

WEB-supported courses are classes, taught with or without credits, in which only the
content, learning activities or evaluation strategies are offered electronically, but 100% of
the contact hours of the course are in person.

Course Developer is the person who designs and prepares a course, paying special
attention to the development of activities, evaluations, and materials appropriate and tied
to the learning objectives of the course. A course developer can be a faculty member with
knowledge of specific course content or instructional design specialists.

Instructional Designer is the person who supports the course developer in the
development of instructional strategies and production of multimedia materials, as well as
the publication of course content on the platform.

Platform Administrator is the person responsible for providing access to the courses to
developers, instructional designers, teachers, students, and others. In addition, it is
responsible for collaborating in the publication of content on the platform, as well as
providing technical support to users.

Professor is a person who runs and offers a class. The teacher interacts with the
students, provides feedback, evaluates the work done by the student and develops any
other material that he or she deems appropriate.

Academic Board is an advisory body in the academic administration of Huertas College.
Its main responsibilities are analyze, approve, and monitor the implementation of
curricular changes, ensure compliance with academic standards and policies, carry out
the analysis of new and revised courses and academic programs, and observe the
strategic direction and academic quality. (Procedures and Policies of the Academic Board
of Huertas College, Rev. April 2019)
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Scope

This Distance Education Policy, as well as any derived procedure, applies to the entire
institutional community, participants in proposals, collaborative agreements, special
students, administrative staff, faculty, and students participating in distance courses or
programs in any modality. The policies and procedures described in this document will
apply regardless of the distance education format or method selected.

The same quality academic standards and other requirements for in-person courses
apply to distance education. The Dean of Academic and Student Affairs will maintain
primary responsibility for proposing the Institution's policies and practices with respect to
distance education. The Distance Education office under the Dean of Academic and
Student Affairs will have the main role in the development, execution and control of
distance education courses and programs. Therefore, the rules governing distance
education must be approved by the Academic Board of the Institution.

The Dean of Academic and Student Affairs is responsible for facilitating, coordinating,
and ensuring the implementation of academic offerings that use Distance Education
modalities. The Distance Education office will work closely with the academic schools of
Health, Business and Entrepreneurship and Technical Programs, as well as the Training
Center and any other future schools, in the development and operation of all academic
initiatives and programs that use the Distance Education in its teaching and learning
processes. These offers, with or without academic credit, cannot be implemented without
being coordinated with the Dean of Academic and Student Affairs.

Principles

Huertas College bases its existential purpose on training and preparing an integral being
who can compete effectively in the occupational world and contribute to society. The
Institution's curricular offer is consistent with its reason for existing and, therefore, is
aimed at satisfying the needs of the occupational market. To comply with this philosophy,
this Distance Education Policy is developed with the following principles:

1. The Mission and Vision of Huertas College must be reflected in every Distance
Education project.

2. Distance academic offerings will provide equal opportunities for access to
information for students and teachers.

3. Distance Education is defined as the teaching and learning process between
students and teachers when they are separated by physical distance and
communication is carried out through one or more technological means (CFR34
Subtitle B Chapter VI Part 600 Subpart A § 600.2 (1), (2), (3), (4), (5)).

4. Every distance education project will use the platform selected by the Institution to
present the academic offering to the student.

5. Distance education projects will use one or several emerging technologies for the
presentation and/or management of academic content: Internet, video conference,
webcast, podcast, among others.
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Distance education offerings will meet the standards and requirements of Huertas
College or accrediting agencies in the same way as in-person offerings.
Participants or students in the distance modality will have the same opportunities
and privileges as the in-person student in terms of admission processes, distance
student services, information systems and resources.

Admission Responsibilities

Any candidate interested in enrolling in a course or study program in the distance modality
must meet the following requirements:

1.

2.

Admission Application: The candidate must complete and submit a remote
admission application, providing accurate and up-to-date information.

Academic Documentation: Submission of academic documents, such as diplomas,
high school or college completion certificates, and transcripts, is required. These
documents must be authentic and in readable digital format.

Language Proficiency: Depending on the program of study, the candidate may be
required to demonstrate an appropriate level of proficiency in the language in
which the course is taught.

Tuition payment: The candidate must comply with the payment deadlines and
requirements established by the institution. Payment of tuition or presentation of
the necessary documentation will be required to request financial assistance, if
available.

Meet the admission requirements for the selected study program. In addition to the
general requirements, the candidate must ensure that they meet the specific
requirements of the study program they wish to enroll in. These requirements may
include prior experience in the field, specialized technical skills, or other specific
criteria.

Complete the financial aid application. If the candidate requires financial
assistance to finance their studies, they must complete the corresponding
application and provide the required documentation according to the policies and
procedures established by the institution.

Student Responsibilities

Possess the necessary skills to participate in the distance modality. The distance
modality requires basic technical and digital skills to interact with remote resources and
tools. The candidate must be able to:

1.

Technology and Internet Access: Since the course is offered remotely, it is
essential that the candidate has access to a compatible computer or device, as
well as a reliable, quality Internet connection. You will need to know and use web
browsers to access websites and resources remotely. In addition, be able to meet
the technical requirements established by the Institution to participate in distance
classes and access study material, participate in discussions and complete tasks
remotely.



98

. Master the basic skills of writing and preparing documents using a word processing
program (Word), spreadsheets (Excel), and presentations (PowerPoint) or their
equivalents.

. The candidate must be able to create, edit and format documents using word
processing, spreadsheet, and presentation tools.

. Upload and download files: Be able to upload files to online platforms and
download attachments from messages or online resources.

. Handle electronic mail (e-mail). Be able to send, receive and manage emails, as
well as attach files to messages.

. Possess a webcam and microphone: In some cases, it may be necessary for the
candidate to have a webcam and microphone to participate in video conferences,
remote meetings, or other interactive activities.

. Have access to a computer with the minimum specifications established for
distance study detailed in the table below:

REQUIRED ' RECOMMENDED

0S

Windows 11 Windows 11

Mac OS X (minimum 10.9) Mac OS X (up to 13.4)

Screen Resolution

SVGA monitor Resolution of 1440 x 900 or more
Minimum resolution of 1024 X 768

Internet connection

56K modem | DSL, Cable modem
Internet Browser

Microsoft Edge 8.0 or superior Microsoft Edge
Mozilla Firefox (Mac and PC Users) | Mozilla Firefox
Settings

Enable the browser to accept cookies
Enable Javascript
Disable pop-up blockers in the browser

Scheduled

Word processor Microsoft Word, Open Office
Spreadsheet Microsoft Excel, Open Office
Presentations Microsoft PowerPoint, Open Office

Multimedia Plug- Ins

Windows Media Player, Real Player, Apple Quick Time, Flash Player
Acrobat Reader

Microsoft Word viewer, Microsoft Excel viewer, Microsoft PowerPoint
viewer

. Distance education students are Huertas College students and are officially
recognized as such. They can use the facilities, services and benefits offered by
the Institution to in-person students.

. Class Attendance

a. Attendance is determined by the student's active participation and
communication in the course from the first week of classes. Accessing the
platform without participating in any activity or task does not constitute
assistance.
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If student interaction and participation does not occur in the first week of
classes, faculty will try to contact the student. If no interaction occurs, the
professor must notify the Retention and Registrar offices.

The student is responsible for frequently accessing the platform and
participating in course activities and discussions. Additionally, you will need
to check your email daily.

. It will be the student's responsibility to define, in his or her personal capacity,

the pace or work pattern that will be established to meet the course
requirements.

If extenuating circumstances occur, such as a serious illness, the death of
a close family member, or military service, among others. It is the student's
responsibility to provide appropriate documentation, at the appropriate time,
to justify such circumstances, in which the professor will determine if an
extension in the work is justified. Distance education students and
facilitators must adhere to the academic calendar.

The granting of financial aid may be reduced for students who do not attend
any of their courses (partial cancellation), even if they do not withdraw from
the Institution. The student is responsible for withdrawing within the time
established for these purposes. If the proper procedure is not followed, the
grades earned will be recorded on the student's academic record.

10.Comply with deadlines and proposed schedule. The course syllabus will identify
the deadlines for submitting assignments. The student:

a.

b.
c.

d.
e

1 1.Interé
a.

b.

Any eventuality (technical or personal problems) that may prevent

compliance with deadlines must be planned and considered.

It is responsible for complying with the itinerary established in the syllabus.

You must immediately notify the professor of any emergency that may affect

meeting established deadlines.

You are responsible for submitting work in accordance with the instructions

provided in the course syllabus.

You must keep a backup copy of all work you do until the course concludes.
ction with the professor

The student must check the institutional email constantly (daily) to obtain

important and updated information about the distance course in which he or

she enrolled.

The student must contact the professor if they have any questions or

concerns related to an assignment, project, or the course content.

12.Academic Integrity

a.

b.

13.Basic

The student is responsible for complying with copyright and ethics policies.
The student is expected to present original material and not commit
violations of academic integrity such as fraud or plagiarism.

Any student who violates the Copyright Policy will be subject to the
disciplinary sanctions set forth in the Student Handbook.

rules of conduct for distance students

The student enrolled in a course in the distance education modality must observe

the fo

llowing rules of conduct:
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a. Complete assigned work, meet deadlines, participate in discussions, and
complete all course requirements.

b. When presenting your work, you will use the rules of spelling and grammar
correctly.

c. You will include your name in all electronic mail messages and discussion
forums.

d. The student must maintain a safe learning environment based on mutual
respect. Professional behavior is expected from all distance education
participants:

i. Do not transmit or promote content knowing that it is illegal.
ii. Respect the privacy of other people, as well as your own.
iii. Excuse other people's mistakes, as well as your own.
iv. Do not use language or actions to harass, threaten, embarrass, or
abuse others.
Failure to comply with these standards of conduct could result in an offense and
will be subject to disciplinary sanctions, as established in the Student Handbook.
14. Students with reasonable accommodation for distance education
Huertas College is committed to complying with section 504 of the Rehabilitation
Act of 1973. Any student interested in reasonable accommodation will be
responsible for notifying the Admissions office so that it can be referred to the
Professional Counselor and the corresponding process can be worked on.
15.Course withdrawals
The student may withdraw from a distance course during the period established
for this purpose in the academic calendar through the institutional portal. Refunds,
if applicable, will be awarded in the same manner as for in-person courses.
16.Procedure for reporting complaints
If for any reason, the student is not satisfied and wishes to complain, he or she
must contact the professor. If the professor cannot resolve the situation, the
student must follow the complaint procedure established in the Student Handbook.
17.Evaluations

a. Inthe last week of the course, the student will be responsible for completing
the evaluation questionnaire published in the course. In this questionnaire
the course and the professor's performance will be evaluated.

b. Answering the evaluation questionnaire is a requirement to complete the
course, however, it does not carry a grade.

Institutional Responsibilities

1. Provide distance academic offerings that respond to the Vision and Mission of
Huertas College.

2. Develop and maintain distance education services within the institutional
organization chart.

3. Establish teaching, administrative and service functions and technical support for
students and teachers.

4. Ensure compliance with state and federal regulations, as applicable, as well as
accrediting agencies.
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11.

12.
13.

14.

15.

101

Establish an evaluation system for the faculty that participates in the distance
education modality.

Develop and maintain a training and development plan for administrative staff,
faculty and students participating in academic offerings in the distance education
modality.

Establish quality criteria for offers in the distance education modality.

Establish guidelines, policies and procedures that ensure the optimal and secure
operation of all online services. Comply with policies and processes to guarantee
intellectual property rights, copyright, ethics in the use of technology and the right
to privacy of students and teachers.

Guarantee access to distance courses for all students and teachers.

. Establish procedures to guarantee the continuity of services in cases of

technological failures.
Establish procedures to safeguard the data of each server that supports distance
education processes.
Provide users with access codes to the platform and other online services.
Establish a mechanism to collect and address any user situation or complaint with
a view to detecting areas of opportunity and continually improving online services.
Comply with the goals and objectives established in the institutional Strategic Plan
that allows evaluating the technological infrastructure and training needs for the
technical support team with a view to offering a better service.
Ensure that distance courses meet the following quality standards:
a. Provide substantial activities equivalent to the hours of course duration.
b. Maintain academic integrity.
c. Encourage continuous interaction between student-teacher, student-
student, and student-content during the course.
d. Ensure that the educational technology used is appropriate according to the
nature of the course.
e. The materials, content and activities used to provide distance education
must be kept up to date.
f. Provide information and guidance to students on how to access and
effectively use virtual library resources.
g. Assess the effectiveness and efficiency of learning outcomes, student
assessments, and student retention data (distance education assessment).
h. Ensure that faculty assume responsibility for course oversight and
compliance with distance education policies.

Professor’s Responsibilities

The work of the professor responsible for offering the distance class is considered
“contact hours in front of the student.” This is because facilitating a distance course
implies, in addition to the activities of a face-to-face course, the activities of distance
education.

The Dean of Academic and Student Affairs will provide the materials and links to training
and development tools. It will also provide training in the use and management of the
institutional platform to all teachers who offer distance courses.
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The professor will be responsible for:

1.

2.

~N o ok w
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10.
11.
12.
13.
14.
15.
16.
17.

18.
19.

20.

21.

Receive appropriate training. The professor is responsible for attending and taking
all institutional training on distance education.
Have the course ready for students no later than one week before the official start
of the term. This includes the syllabus, calendar, and all materials to be used by
students. The syllabus must include:

a. The participation and attendance requirements that will be used.

b. Provide appropriate contact information.

c. Virtual office hours
Require student participation in the first week of classes to confirm attendance.
Follow the outline and list of activities found in the course syllabus.
Follow, maintain, and ensure compliance with the Copyright and Intellectual
Property Law that relates to any material published in the course, according to the
Copyright and Intellectual Property Policy, contained in the Student Manual and
the Instruction Faculty Manual.
College Copyright Policy.
Respond to all student emails, discussion forums, etc. within 48 hours or two
business days. Due to privacy regulations, faculty and administration can
communicate with students only through institutional email and not a private
account.
Use a textbook or content materials appropriate for distance education.
Provide students with the grade report for activities, assignments, assignments, or
exams seven (7) business days after their deadline.
Ensure that students are aware of the evaluations of the work, activities, tasks, or
exams of the distance course.
Keep the Qualifications Registry updated on the platform.
Maintain a backup of student grades off the platform for one year.
Recognize that attendance is vital to student success in a distance course. In most
situations, the student will not physically appear at the institution.
Do your best to contact the student who enrolled but did not participate in the first
week of classes.
Recognize that assessment of student learning is timely, appropriate, and
responsive to the needs of each student.
Recognize that evaluation methods may include, but are not limited to exams,
assignments, projects, exercises, simulations, case studies, among others.
Ensure that assignments and evaluations are aligned with the course objectives
and the mission of Huertas College.
Document the achievement of learning outcomes (assessment).
Ensure that activities and tasks are included that provide opportunities for
communication and/or cooperation between course participants.
Use means such as email, telephone, chats, among others, to ensure that the
student who enrolls in a course is the same student who submits the assignments,
takes the evaluations, and obtains a final grade.
Protect student privacy when verifying their identity.
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22. Use a variety of support tools provided by the platform, such as: advertisements,
blogs, discussion forums, email, among others.

23. Continually review and evaluate the content and effectiveness of the course.

24. Establish virtual office hours and ensure you are available via email, phone, chat,
discussion forums, among others, during established hours.

25. Be up to date on the content of the course you are offering to immediately resolve
any student questions.

26. Design remedial activities for students with difficulties in their academic progress,
as necessary.

Administrative Control of the Teaching Work of the Distance Education Professor

The controls that allow the institutional platform to be registered, which occurs in a
detailed and auditable manner, will be used to evaluate the teaching/administrative work
of the professor. These controls are, among others:

Number of times the teacher accesses the platform and the time used.
Daily access verification

Access to tools and work time on them

Total interaction time with the platform

Attention to emails.

abhwd~

Methods to Verify Student Identity and to Ensure Student Privacy

Online Identity Verification Procedure

Objective

The purpose of this procedure is to ensure that Huertas College operates in compliance
with the provisions of the federal regulations relevant to the accreditation of the United
States Department of Education regarding the identity verification of students in Distance
and Correspondence Education.

Scope

All credit and non-credit distance learning courses and programs offered by Huertas
College begin with application for admission and continue until the student's graduation,
transfer, or withdrawal from study.

Purpose

The purpose of this procedure is to ensure that Huertas College operates in compliance

with the provisions of the United States Federal Higher Education Opportunity Act (HEOA)
regarding verification of the identity of students in Distance Education.
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Procedure

All credit and non-credit courses and programs offered through distance learning methods
must verify that the student who registers for a Distance Education course or program is
the same student who participates in and completes the course or program and receives
academic credit.

Huertas College meets this requirement through careful, systematic, and continuous
methods that begin when a student applies for admission and continue until completion,
graduation, transfer, or withdrawal from study. Procedures related to verification of
student identity include, but are not limited to our registration, advising and transcript
procedures, and our learning management system login and security features. One or
more of the following methods must be used.

1. A web conference or face-to-face interview with prospective students interested in
Distance Education programs is required in the admissions process.

2. A digital photograph is required of all students in Distance Education programs.
This photograph is in the Campus Vue Student Administration System and will be
visible to authorized administrative personnel.

3. New or returning students and faculty members are provided with unique login
credentials for initial access to Moodle, our secure learning management system,
and Campus Portal, our student information system. On first login, users are
prompted to reset their password to one that is completely confidential. Data
transmission of login information is protected by appropriate encryption
technology. Personally identifiable information collected by Huertas College may
be used, at the Institution's discretion, as a basis for identity verification. For
example, a user requesting a password reset may be asked to provide two or more
pieces of information to compare with data in our records.

4. Moodle will be used to access online courses. Students will only have access to
the courses in which they are officially enrolled each semester. Faculty will only
have access to the courses assigned each semester.

5. Because technology and personal accountability may not absolutely verify identity
or completely ensure academic integrity, Huertas College faculty design courses
that employ assignments and assessments unique to the course and that support
academic integrity.

6. Microsoft Teams is used to create virtual classrooms, weekly virtual office hours
sessions, and synchronous meeting spaces that integrate audio and video.

7. Faculty will be trained to include a variety of assessment strategies in distance
courses, such as becoming familiar with students' writing style and ideas for
preventing, reducing, or eliminating the incidence of plagiarism and decreasing
pressure to cheat or copy from others.

8. Learning activities and assessment strategies with a set time limit are incorporated
into the courses.
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Distance Education Student Authentication Mechanisms

1.

Admission Application: Students interested in distance education courses must
complete an online admission application providing their personal, educational
information, and relevant academic background.

2. ldentity Documents: To verify student identity, official documents may be required,
such as a photo ID (e.g., passport, driver's license) or birth certificate.

3. Academic Background Check: Students may be asked to provide their previous
academic transcripts or transcripts, especially if they wish to transfer credits from
previously taken courses.

4. Proof of Residency: In some cases, students may need to provide proof of
residency to meet eligibility requirements for specific programs.

5. Interview or admission exam: An online interview or admission exam may be
required to evaluate the student's academic skills and level of knowledge.

6. Creating Login Credentials: Once students have been admitted, they will be
provided with a username and password to access the institution's virtual learning
environment.

7. Access Security: To keep student accounts secure, additional security measures
are implemented, such as two-factor authentication (2FA) or security questions.

8. Progress Tracking: During the course, students may be assessed through online
exams, assignments, projects, and other assessment methods. The Institution may
also use tools to detect plagiarism and guarantee academic integrity.

IMMUNIZATION POLICY
Legal base

1. Law Number 25, Immunization Law of the Department of Health of Puerto Rico, of
September 25, 1983. It establishes that every student under 21 years of age
admitted to a higher education institution meets the immunization requirements,
among others.

2. Higher Education Act, Section 485(a)(1)(V). Requires institutions that participate
in financial aid programs to inform students of their Immunization Policy.

Purpose

Establish compliance with the Immunization Law of the Puerto Rico Department of Health,
which requires all higher education institutions to guarantee that every admitted student
under 21 years of age presents the Vaccination Certificate (P-VAC-3) and it is updated in
accordance with the dates and doses of vaccines that are required.
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Applicability

The Immunization Policy applies to all students under 21 years of age who apply for
admission to Huertas College.

Procedure

The Admissions Officer will guide the student about the Immunization Certificate since it
is part of the admission requirements. The student must submit his or her immunization
history to the admissions office on Form P-VAC-3 (green paper), in the original. It is
required that the date of this form be recently.

According to the Department of Health, every student under 21 years of age will be duly
vaccinated if they have received the following doses:

1. One (1) booster dose of the Tetanus, Diphtheria and Acellular Pertussis (Tdap)
vaccine or a Tetanus and Diphtheria (Td)

2. vaccine booster, as applicable.

3. Two (2) doses of the Common Measles, German Measles and Mumps (MMR)
vaccine.

4. Three (3) doses of the Hepatitis B vaccine.

5. Three (3) doses of the Polio Vaccine (OPV/IPV), if the last one was administered
on or after four (4) years of age.

6. Two (2) doses of COVID vaccine.

These vaccines must be recorded on Form PVAC-3.

The Admissions Office will place the original Immunization Certificate in the applicant's
file. Once the student is admitted, the Certificate will become part of the official file of the
Registrar Office.

Annually, the Department of Health audits the records of students under 21 years of age.
Therefore, the Institution will ensure that each student under 21 years of age has it in their
official record, as required. The person designated by the Institution in coordination with
the Admissions Office is responsible for providing the Health Department with compliance
reports with this law.

Exemptions

1. Religious or medical reasons. Exemptions from vaccination for religious and/or
medical reasons must be evidenced using the form: Exemption from vaccination
for medical or religious reasons Medical Certification/Affidavit from the Department
of Health of Puerto Rico.

2. Pregnant students or nursing mothers must present a medical certificate from the
Puerto Rico Department of Health.
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Sanctions

The student who does not comply with this vaccination requirement will not be able to
complete his or her admission to Huertas College. This, until it complies and delivers the
Certification that demonstrates its compliance.

POLICY OF NON DISCRIMINATION
Purpose

Huertas College is interested in guaranteeing a work and study environment free of
discrimination. Due to this interest, the Institution adopts this public policy.

Scope

This policy applies to all administrative, regular, and temporary employees, regular and
lecturing faculty, and students of Huertas College.

Definitions

Discrimination - refers to the exclusion or unequal treatment of a person or group of
people due to their physical characteristics, religion, political thought, gender, age, or any
type of disability.

Legal Base

e Atrticle ll, Section | of the Constitution of the State Free Associated of Rich

e Section 504 of the Rehabilitation Act of 1973 - Section 504 of the Rehabilitation
Act of 1973 (Public Law 93-113) guarantees people with disabilities the same
rights and opportunities enjoyed by other citizens. It establishes that all public and
private entities that receive federal funds may not discriminate, based on a
person's disability, to limit or exclude their participation in any program or activity
they carry out. In 1990, the United States Congress passed Public Law 101-336:
Americans with Disabilities Act (ADA). The purpose of the ADA law is to eliminate
discrimination against people with disabilities, guarantee equal employment
opportunity, access to public services, and promote full participation, independent
living, and economic self-sufficiency for people with disabilities. It stipulates that
educational institutions will make all their study programs accessible to people
with special needs.

¢ Qualification IX of the Amendments to the Law of Education of 1972 - This
law prohibits gender discrimination against students or employees. Includes areas
such as: admissions, access to programs of studies, orientation, education
physical, aid economic, activities extracurricular and employment.

e Any another statute local, state, and federal that apply.
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e Law No. 22 of 2013, Law to establish the Public Policy of the Government of
Puerto Rico against discrimination based on Sexual Orientation or Gender
Identity in Employment, Public or Private and Amend Law No. 45 of 1998; Law
No. 184 of 2004; Law No. 115 of 1965; Law No. 81 of 1991 and Law No. 100 of
19509.

e The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits
employers, as well as other entities covered by Title Il of GINA, from requesting
or requiring genetic information from an individual or their family member, except
as specifically permitted by said act. law.

Institutional Policy

Our Institution is an equal opportunity employer and does not discriminate based on race,
color, religion, gender, pregnancy, age, social or national origin, political ideal, social
condition, disability, marriage with a co-worker, sexual orientation, gender identity, being
an active military member or having served in the armed forces, veteran status, or having
been a victim or perceived victim of domestic violence, sexual assault or stalking or sexual
harassment, or any other category protected by law federal and state. This politics
incorporates by reference or when apply.

POLICIES FOR INTERLIBRARY LOANS AND SERVICES

Purpose

The purpose of the Interlibrary Loan service is to carry out a process of alliances that
allow us to exchange bibliographic resources between educational institutions that have
academic programs like Huertas College. As part of the process, if one of the institutions
does not have a book requested by the student available and the institution hosting the
alliance has it available, an exchange of text loans can be carried out based on the
stipulated agreements. Likewise, the collaborative network may require our services if
they are available. Both exchanges are subject to resource availability. Furthermore, in
the collaborative network our areas and services are shared.

Definition
Sensagent Dictionary (2022).

Interlibrary loan (IP) is a special type of loan that is eventually made between libraries
and consists of the possibility of equitably sharing the use of different bibliographic
collections. The Requesting Library faced with the urgent need to respond to a user and
having no other resource that allows it to resolve the request in time, benefits from being
able to satisfy the needs of users in the urgent consultation of materials that, for reasons
of distance or economic, they would be inaccessible to them.
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and procedures

Interlibrary loans

The interlibrary loan service offers an alternative to our collegiate community of Huertas
College. It is a service of provision and return for a certain period. Additionally, faculty
and administrative staff can benefit. The transaction must be recorded through the
Mandarin Library's automated system.

The rules and procedures to carry out the process are the following:

1.

2.

If sufficient material is not located to meet a user's request, an interlibrary loan is
requested.

The Director of the Learning Resource Center (CRA) will determine whether to
apply for the loan after analyzing the situation.

The Librarian of the Circulation section area will oversee following the process as
established in each institution.

Interlibrary loans granted by the CRA will be made considering the local demand
for the material, the cost of duplication and the time in which the material could be
outside the CRA.

It is necessary to comply with the Institution's Copyright Policy.

The return of the text must be within the time stipulated by the other Institution.
Failure to comply with the specified time could result in a fine for the delay.

Take care of the binding and cover of the book, avoid its deterioration to return it
in good condition. If the resource is lost or returned mutilated, it may entail a new
replacement or cost thereof.

Resources available by area:

The following resources are available for loans or library services:

NOORWN =~

Circulation Collection
Reserve Collection

Magazine Collection
Newspaper Collection

Use of open room, Wi-Fi zone
Group Study Room

Internet Laboratory Room

Circulation — Contains support resources with varied topics that circulate outside the

library.

1.

It is a requirement that the student presents their institutional identification card.
The librarian or person in charge may request the user's current class program. If
the user is administrative staff, the person in charge can contact the Human
Resources Department to certify the validity of the contract.
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2. Circulation books are loaned for a period of fourteen (14) days to students, with
the right to renewal if it has not been requested by another user.

3. The loan period for Faculty and Administration is one-month (30) days.

4. Any overdue booking has a penalty or fine of five (.5) cents per day of delay.

5. Any special loan granted by the library is subject to the consideration and approval
of the Dean of Academic and Student Affairs.

6. A request for material on a waiting list will be reserved for two (2) days from the
date of its return.

7. The resources in this area are available for out-of-class use by students, faculty,
and staff. Community users will use the resources in the area designated by the
librarian in the Library Room.

8. When the book is expired, a letter is sent to the user reminding them to return it.
The notice will be made monthly, the date of the same will be noted on the loan
card.

9. Up to three (3) notices will be sent. After the third notice, the user's name and
information become part of the List of Debtors.

10.When the book is returned, the expiration date is checked.

11.1f the book expires, the user will be charged a fine.

12.1t is the user's responsibility when the book is notified as lost, to pay the price or
replace it. The price of the book will be stipulated by the price at which the CRA
acquired it.

13.A receipt is made for the total fine and the original is given to the student.

14.When the book is notified as lost, the user must pay the price or replace it. The
price of the book will be stipulated by the total that the CRA acquired it.

15.The resources can be renewed, if there is no fine and they have not been
requested by another user.

16. The inventory will be carried out using the information from the online Catalog, and
manually for those resources that are not in the system.

Reserve — Contains the textbooks used in the courses.

1. In this area of the library are the textbooks and complementary materials used by
teachers in the classroom.

2. It is a requirement that the user present their institutional identification card.
Services will not be offered to students who do not provide institutional
identification. The librarian or person in charge may request the user's current
class program.

3. The library administrative staff must verify that the teacher is active in the current
semester to receive the benefit of using the class textbook.

4. The material in the Reservation Area is only for use in the room for a period of (2)
two hours.

5. Any book that is removed from the library without authorization has a penalty or
fine of $1.50 per hour of delay or fraction thereof.

6. Any special loan granted by the library is subject to the consideration and approval
of the Dean of Academic and Student Affairs.
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Magazines — The collection includes printed magazines aligned to academic programs.
In addition, we have local and international newspapers.

1. It is a requirement that the user present their institutional identification card. The
librarian or person in charge may request the class program.

2. Magazines are loaned for a period of (2) two hours, for use in the library, with the
right to renew if it has not been reserved by another user.

3. Any special loan granted by the library is subject to the consideration and approval
of the Dean of Academic and Student Affairs.

Open Room — Study Room promotes individual and group learning.

1. WIFI zone
2. Maximum capacity of 73 people seated.
3. Conducive area for study and learning, both group and individual.

Group Study Room - The Group Study Room is for use for academic study, group
meetings, or rehearsing presentations.

1. The collegiate community or visitors can make reservations, subject to availability.
2. A maximum of six (6) students.
3. Two (2) hours for each group, if still available you can renew for longer.

Internet Laboratory Room - It has ten (10) computers so that students can carry out
their required academic work.

1. Each computer has Microsoft programs: Word, Publisher, Power Point, Excel,
among others.

2. Internet access, you can also connect online to our Virtual Library and Databases.

3. You register to use them in the Reference Area.

Users from other institutions must request the service from their Library. The request is
made from Library to Library through an Interlibrary Loan Request. The service is free for
users who request them.

The user agrees to return the resource on or before the stipulated date to the librarian in
charge of the loan.

SATISFACTORY ACADEMIC PROGRESS POLICY
Purpose
The purpose of this policy is to monitor the Academic Progress of students while they
pursue their study programs at the Institution. Every student at Huertas College is

required to maintain a general average and a percentage of approved credits by this
Policy. For its purposes, the student is considered to have Satisfactory Academic Progress
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(PAS) if they meet both criteria. This policy applies to all students enrolled at the Institution
or those who request re-entry. Academic progress will be evaluated at the end of each
semester of study.

Definitions
Attempted Credits

Attempted credits are all those in which a grade of A, B, C, D, F, AP, and NP is obtained.
Also included are the credits in which the student receives Official Withdrawal (W),
Administrative Withdrawal (WR), Administrative Withdrawal for disciplinary reasons
(WR?*), and Withdrawal with Academic Penalty (WF).

Incomplete

The credits in which the student obtains a grade accompanied by Incomplete (l) are not
considered for the average or attempted credits until it is removed. If it is not removed on
or before the second month of the next semester, the student is graded with the grade
accompanying the “I” and is considered an attempted course.

Repetition of Courses

Repeated courses (**) are counted as credits attempted each time they are repeated. The
grade used to compute the academic average in repeated courses (**) is the highest
grade obtained. For eligibility for Title IV Funds, a student may repeat a course one more
time to improve their minimum grade within their program.

Approved Courses

All those in which the student obtains a grade of A, B, C, D, AP, or T are considered
approved courses.

Transfer Students

Credits accepted in transfer are considered approved courses for purposes of this policy.
However, transfer courses are not assigned grades, so they will not impact the student's
GPA. Credits accepted in transfer for the PAS evaluation will also have no impact. These
credits will only be counted towards obtaining the degree.

Evaluation Period

Academic progress will be evaluated at the end of each semester according to the
academic program.
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The two elements that are considered to determine if a student is in Satisfactory Academic
Progress are the qualitative element and the quantitative element.

Qualitative Element - General Academic Index (GPA)

Every student must meet the required general academic index in each evaluation period.
The academic index (GPA) is cumulative. It is calculated considering the credits and
grades obtained by the student in the courses of their study program at the time of being
evaluated. The calculation of Satisfactory Academic Progress for a student who changes
programs will consider only those credits from the previous program that apply to the new
program in their next evaluation period.

Quantitative Element - Credits Approved in Maximum Time

The policy establishes a time frame for students to complete their study program. This
time will not exceed 150% of the extension in credits shown in your program. This time
frame varies depending on your program's required credits. Each evaluation period will
consider the number of credits attempted versus the approved credits. They will be
compared to when the student completes their program. The ratio of attempted versus
passed credits reflects that the student cannot complete their program in the remaining
time. In that case, they do not meet the quantitative element of this policy.

The student is considered to have Satisfactory Academic Progress (PAS) if they meet
both elements established in this Policy. The standards used to determine academic
progress include all periods (semesters) in which the student was enrolled. Even those
semesters where the student did not receive Title IV Funds are considered.

Evaluation Period by Program

Period of Evaluation Each
Type of Program Semester Additional
1 12 |3 |4 |5 |6 (7 |8 |9 Semester

Baccalaureate X [X | X |[X |X |X |X |X |X X
Associate Degree X | X |X |Xx |[xX [X X
Diploma or Certificate | x |[x |X X
Program (3 semesters)
2 Semester Certificates | x | x X
Veterans Administration, | x | x | X X
Diploma or Certificate
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Students who exceed the number of semesters usually required to complete their
program of study will be evaluated each additional semester. Includes part-time students.

Minimum Academic Average per Program
Minimum Academic Average for Program

T ¢ p Semester

ype ot Frogram 1 2 | 3] 4 | 5] 67809
Baccalaureate 180 | 180 | 180| 1.80 | 180| 20 | 20|20 20
Associate Degree 160 | 160 | 1.60 | 1.80 | 1.80| 2.0

Diploma Program or 1.60 | 1.60 | 2.0
Certificate (3 semesters)
Certificate (2 semesters) 1.60 | 2.0

Veterans Administration, 20 20 | 20
Diploma or Certificate

Students with Veterans Administration Benefits

Students in diploma or certificate programs, associate degrees, or baccalaureates who
receive benefits from the Veterans Administration will also be required to comply with the
indices established by the Agency.

Corrective Actions in The Satisfactory Academic Progress Policy

Academic Risk - A strategy that seeks periodic reviews that proactively guide students
with low grades. The aim is to prevent the student from not meeting the policy standards
in the future. The Registrar Office conducts a preliminary analysis of the student's
semester grades and places the SEE GUIDANCE grade on those requiring preventive
guidance. The Professional Counselor must evaluate these before proceeding to validate
the enrollment for the next semester and sign the Monitoring Form and Academic Plan
for Students at Academic Risk or in Unsatisfactory Academic Progress that establishes
the Plan to follow.

Warning or Warning Status - This is the classification granted in the first evaluation
period to a student who does not comply with the qualitative or quantitative elements of
the Satisfactory Academic Progress Policy. The Notice or warning will be a minimum
period of one semester during which the student must improve their academic
performance. During this period, the student retains eligibility for Title IV Funds. The
Registrar Office will notify the student and the Guidance and Counseling Offices,
Financial Aid, and the Academic School in writing of the change in the student's status.
Students in Warning Status must follow an Academic Plan provided by the Guidance and
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Counseling Office, in coordination with the faculty of their program, during the next term
to pass it.

Any student who, in the following term, after a Notice, does not comply with the
parameters established in this Policy will not be eligible to use Title IV Funds and will have
to cover his or her study costs. Suppose the student meets any causes considered
extenuating or mitigating established in this Policy. In that case, he/she may appeal the
determination to reinstate his/her eligibility following the procedures established for this
purpose.

If the student abandons his studies and later returns, this period of absences does not
restore his eligibility to use Title IV Funds. Eligibility is restored only upon overcoming
academic deficiencies. The following semester, the student will be re-evaluated to
determine if he/she passed it.

Ineligibility Status - This is the classification given to a student who has failed to make
academic progress for the second consecutive term, either by having previously received
Notice Status or Probation Status and not having overcome their academic deficiencies.
The student will not be eligible to use Title IV Funds and must cover his or her study costs.

Academic Probation Status — The classification given to a student who has failed to
make academic progress for the second consecutive term and appeals the determination
of ineligibility. You are classified as Probationary Status if the Satisfactory Academic
Progress Committee accepts your appeal. The student in Probation Status may continue
to receive Title IV Funds under the conditions established in the Academic Plan. If the
student does not comply with the Policy during this period, they will lose eligibility for Title
IV Funds the following semester. However, you will have the right to submit an appeal
again if you meet the mitigating reasons, present the evidence, and the Academic
Progress Committee approves it. If the student drops out of school and returns, this
absence period does not restore eligibility for Title IV Funds. Eligibility is restored only
upon overcoming academic deficiencies.

The Guidance and Counseling Office will monitor the student's academic progress from
probation until the next evaluation period.

Appeal Procedures

Any student to whom this Policy applies has the right to appeal the decision to the
Satisfactory Academic Progress Committee using the form Unsatisfactory Academic
Progress Appeal Request provided by the Guidance and Counseling Office. The request
must be submitted to the Guidance and Counseling Office within ten (10) days from the
date of notification. The appeal must contain a statement of the grounds supporting your
request for reconsideration. The Satisfactory Academic Progress Committee will
comprise the Dean of Academic and Student Affairs, Registrar, the Guidance and
Counseling Office, and Director of the Financial Aid Office. The student must document
the reasons.
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for requesting an original appeal in writing, but this alone is insufficient. They must
accompany other documents that evidence the situation.

Once the document is received, the Committee will evaluate the request to decide on the
case's merits. The final decision will be documented on the Unsatisfactory Academic
Progress Appeal Request form signed by all Committee members within ten (10)
business days of the original appeal date.

Based on extraordinary circumstances, the student may appeal the Committee's
determination before the President within ten (10) business days. The President will have
the power to revoke the decision of the Committee, uphold it, or modify it according to the
case's merits. This decision will be made within no more than ten (10) business days after
receiving the review.

Mitigating or Mitigating Circumstances

Mitigating or extenuating circumstances are those beyond the student's direct control that
led to or substantially contributed to, the student's academic difficulty.

Reasons such as:

+ Health conditions of the student or close family member

» Death of close relatives

» Drastic changes in the student's financial situation

» Serious accidents

» Natural disasters that affect the student

» Other circumstances that, in the opinion of the Satisfactory Academic
Progress Committee, exert a determining adverse effect on the student's
condition to carry out academic work.

* Abusive relationships

» Divorces

» Disabilities not previously documented

« Transportation problems, accidents, and damaged vehicles

* Problems with childcare

Credits affected by these factors will be eliminated when recalculating Satisfactory
Academic Progress.

Reinstatement as a student in Satisfactory Academic Progress

The Registrar Office will evaluate all cases not in Satisfactory Academic Progress to
determine their reinstatement, as appropriate. Students who meet the policy parameters
will be reinstated as Satisfactory Academic Progress students. Those who were classified
as Probation may continue as regular students. Students who, upon completing the
maximum allowed credits (150% or 1.5 of the number of credits in the program) and do
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not meet the policy parameters are authorized to continue studies. These must cover the
costs of studies if the corresponding agencies authorize the study program.

Once the student has returned to satisfactory academic achievement, any previous
academic difficulty, such as warning or probation, will not affect the student's future
academic classification. Therefore, the student will benefit from all the provisions
established in this policy.

PRIVACY PROTECTION POLICY OF STUDENT EDUCATIONAL RECORDS
Legal Base

FERPA Act of 1974 known as “Family Educational Rights and Privacy Act”, (20 USC §
1232g; 34 CFR Part 99) is also known as the Amendment Buckley. This law is intended
to protect the privacy of students' academic records.

Purpose

Huertas College in accordance with the law “Family Educational Rights and Privacy Act”
also known as the Buckley Amendment, establishes the Policy for the Protection of
Confidentiality and Access to Student Academic Records.

Applicability

The law applies to any institution that receives federal funds under any program
administered by the Federal Department of Education.

General Provisions

FERPA defines the content of the academic record as a broad range of information about
the student that is maintained by the institution in some form. The Registrar Office is the
agency responsible for safeguarding the academic record and protecting the privacy of
active and inactive students.

Definition of Terms

1. Confidentiality — is the property of the information, which guarantees that it is
accessible only to personnel authorized to access said information.

2. Law - Power to do or demand everything that the law or authority establishes
at the request of the individual.

3. Protection — Preventive care in the event of a possible risk or problem.

4. Academic record — set of official documents that contains information about
the student that the Institution preserves in some form, such as in electronic
media, files, microfilm, microfiche, and others.

5. Directory Information — Information contained in the student's academic
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record that is not considered to be an invasion of privacy if disclosed.
Inspect - Examine and observe something with attention and care to make a
check.

Institution Official - A person employed by the Institution serving in an
administrative, supervisory, academic or research position.

Legitimate Educational Interest - An official of the Institution has a legitimate
educational interest if he or she needs to review an academic record as part
of his or her professional responsibilities.

Huertas College Responsibility

1.

2.

The Registrar Office must ensure that the student completes the certification
of release of information.

The Registrar Office is responsible for safeguarding and maintaining the
academic records of active and inactive students; while monitoring their
privacy and security, as required by law.

The Registrar Office will ensure that students' right to request amendment of
their academic records is protected and that the disclosure of personal
information is limited.

The Registrar Office must notify students, semiannually, in writing, of their
rights under FERPA.

The Registrar Office must maintain evidence of the Consent to Release
Information from the Academic Record completed by each student.

Rights of the Students

FERPA grants a student certain right with respect to his or her academic record. These
are the following:

1.

The student has the right to inspect and review his or her academic record
within 45 days following the day on which the Institution receives the request
for this.

The student has the right to request that his or her academic records be
amended.

The student has the right to permit disclosure of personal information contained
in education records, except in cases where FERPA authorizes disclosure of
information without consent.

The right to file a complaint with the Federal Department of Education for
alleged failures of the Institution to comply with the requirements of FERPA.
Right to complain or present a complaint to the FERPA Offices for the non-
compliance of the Institution with this Law. This must be directed to:

Family Policy Compliance Office
US Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-4605
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As provided by law, Huertas College establishes that records will be accessible to the
following parties or under the following conditions (34 CFR § 99.31):

The following exceptions are included in the Law:

+ Institution official with legitimate educational interest

» Other educational transfer institutions

» Officials specified for audit and evaluation purposes

« Student Financial Aid Officials

» Organizations that conduct studies for or on behalf of the Institution
» Accrediting agencies

* Person presenting a court order or subpoena

» Parents or guardian if the student is claimed on the Income Tax Return
» Office of the Comptroller General of the United States

+ Attorney General of the United States

» Secretary of the Department of Education

» Authorities of the Department of Education, whether local or State
* Veterans Administration Officials

Students Directory Information

Huertas College, in compliance with the provisions of the FERPA Law, 34 CFR99,
informs students that they have the right to disclose or retain information that is included
in any or all the categories established in the “Directory of Information". This information
will only be provided to third parties who request it if they are identified within the
provisions of this law. The categories to select are:

() I. Name, student number, address, telephone number, institutional email, date and
place of birth, concentration, credits enrolled, period of study, school or universities of
origin.

() 1. Name, student number, concentration, credits enrolled, period of study, schools or
universities of origin.

() ll. I do NOT authorize the institution to offer information that is included in the
categories of the information directory.

Requirements to be able to Disclose Privileged Information

In order to disclose privileged information from a student's educational records, the
student must have completed the Written Consent to Disclose Academic Record
Information.

The authorization must include the following:

1. Specify that you authorize the disclosure of information that is included in the
academic record.



120

2. ldentify the people to whom the information will be disclosed.
3. Be signed and dated by the student.

SOCIAL SECURITY NUMBER USE POLICY

According to Law Number 186 of September 1, 2006, approved by the Commonwealth
of Puerto Rico, the Institution will not show or display any Social Security Number for the
purpose of identifying students in any place nor will it be included in any media visible to
the public.

This provision will not apply with respect to the use of the Social Security Number in cases
in which it is required or authorized by the student, his or her parents or by any federal
law or regulation, for the internal purposes of verification and/or validation of identity, for
employment or financial assistance, subject to the confidentiality guarantees of the
Institution.

Huertas College recognizes the importance of establishing specific guidance to its faculty
and staff for the protection and use of the student's Social Security Number. This policy
raises awareness of the confidential, protected nature of the Social Security Number.
Additionally, it reduces the use of the student's Social Security Number for identification
purposes and increases student confidence in managing their Social Security Number.

Huertas College is committed to ensuring privacy and proper handling of the confidential
information it collects and maintains from faculty, staff, and students, including Social
Security Number, in addition to compliance with the reports required by the federal and
state governments on the subject.

It is the Policy of Huertas College to protect the privacy of the student's Social Security
Number and establish appropriate restrictions on its use during the admission process,
financial aid processes, billing processes and enrollment processes. The taking, use and
dissemination of a student's Social Security Number, or any part thereof, for other
purposes is strongly condemned.

This policy outlines the acceptable use of a student's Social Security number, the limits
for its institutional use, and establishes procedures to ensure that Huertas College
employees and students are informed of and comply with the Educational Rights and
Privacy Act of 1974. (Familia Educational Rights and Privacy Act — FERPA), and other
applicable laws and regulations of the Commonwealth of Puerto Rico, namely:
e Huertas College considers the Social Security Number, or any information directly
related to it, to be “personally identifiable information” under the Educational Rights
and Privacy Act of 1974 (Family Educational Rights and Privacy Act — FERPA).
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e No part of a student's Social Security Number may be displayed or disclosed to
the public via email to student groups, student lists, or on bulletin boards, among
others.

e The student's Social Security Number may be part of the admission application
process and may be required by the Huertas College Registrar Office.

e The student's Social Security Number is also generally requested for certain
government-required reports and as part of the application for financial aid, billing,
and employment. The risk of unauthorized access to a student's Social Security
Number increases with each additional electronic or paper copy of the Social
Security Number. Each Office Director is responsible for ensuring that the number
and extent of physical and electronic Social Security Number deposits are kept to
the minimum necessary.

Huertas College recognizes the importance of specific guidance to its faculty and staff for
the protection and use of the student's Social Security Number. This policy is intended to
expand awareness of the confidential and protected nature of a student's Social Security
Number. Additionally, it reduces reliance on the use of the student's Social Security
Number for identification purposes and increases student confidence in managing their
Social Security Number.

INSTITUTIONAL POLICY FOR THE PREVENTION AND MANAGEMENT OF
HARASSMENT OR INTIMIDATION (BULLYING)

Huertas College is committed to maintaining a safe, healthy, and efficient study and work
environment that promotes the full development of all its members. We understand that
the student community has the right to study in harmony without intimidation or physical
and/or mental abuse caused by others.

It is the responsibility of each member of the institution to ensure that situations of
harassment or intimidation do not occur at any level within the institution. The student
community must be aware of such conduct and its effect on the dignity of human beings,
which is unacceptable and requires disciplinary measures to correct. For these purposes,
the institution adopted the following Institutional Policy for the Prevention and
Management of Harassment or Intimidation (Bullying).

Purpose

The purpose of this Policy is to promote a safe educational environment by developing
awareness among the institutional community about the effects and implications of
harassing or bullying behavior. In addition, it provides mechanisms for handling situations
related to bullying.
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Scope

This Policy applies to all students, faculty, and employees of Huertas College in scenarios
in which a student alleges that they have been harassed or intimidated in any institutional
context.

Legal base

This Policy establishes in compliance with Article 10, paragraph 4 of Law No. 37 of the
10 of April of 2008 that requests " require to the schools private of level preschool,
elementary, secondary, vocational, technical and high skills demonstrate reliably that they
have and implement defined, concrete and executable policies and protocols in against
of the harassment and intimidation (bullying) between students."

Relevant Definitions
Harassment or Intimidation Behavior (Bullying)

Harassment or intimidation is defined as intentional and repeated aggressive behavior
that some people exert on others through physical, verbal, or emotional intimidation with
the intention of harming them. This intimidation or harassment (bullying) seeks to devalue
a human being through words, actions and communications that erode self-confidence
and self-esteem, creating an unpleasant and ineffective environment.

According to the National Institute of Child Health and Human Development, Eunice
Kennedy Shriver (NICHD by their acronym in English) and he Institute National of Health
Mental (NIMH by their acronym in English), the bullying can cause injuries physical, issues
social and emotional, and even death.

Examples of bullying or harassment: aggressive, physical and verbal behavior including,
but not limited to insults, discriminatory or offensive comments, offensive gestures,
threats, intimidation, critics persistent, assault physical, isolate to the person, damage to
property, teasing, hostile attitude, maliciously spreading rumors, unwanted physical
contact, sexual abuse, among others.

It also includes cyberbullying. Cyberbullying has increased with the increasing use of
social media, the internet, email, and mobile devices. Unlike traditional bullying,
cyberbullying can be more anonymous and occur almost constantly. A person can be a
victim of cyberbullying day or night, for example, when they open their email, use
Facebook or another social network, or even when they use their cell phone.

Possible effects of bullying or harassment: Anxiety, lack of concentration, increased blood
pressure, depression, hostility, poor performance, substance and/or alcohol abuse, low
self-esteem, sleep disorders, attempts on life, abuse, or harassment to others.
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Institutional Policy

To fulfill the commitment to maintain a safe, healthy, and efficient study and work
environment that promotes the development of all its members, Huertas College
establishes that:

1. Harassment or intimidation behavior is prohibited both in the educational context
and in student services. This applies both on the premises of the educational
community and in any official activity aimed at students outside the Institution.

2. Any student who violates this prohibition will be subject to the institutional
policies and procedures specifically contained in the current Student
Handbook. In cases in that be staff, professor either administrative involved,
will apply the rules and procedures included in their respective regulation
manuals.

3. Huertas College will develop and implement an Institutional Procedure for the
Prevention and Management of Harassment or intimidation (Bullying). It will
contain mechanisms aimed at the prevention, management and correction of
causes related to bullying in all their forms.

Rules for Disclosure and Implementation of the Policy

By delegation of the President, it is the responsibility of the Dean of Affairs Students and
he Director of Human Resources, in case of employees:

1. divulge this Policy between the students of new income a time the student is
admitted.

2. disclose this Policy when hiring administrative and teaching staff.

3. carry out a calendar of annual prevention and management activities that include
the entire institutional community.

The Dean of Academic and Student Affairs and the Professional Counselor will have the
responsibility of ensuring the implementation of the Institutional Procedure for Prevention
and Handling Harassment or Intimidation (Bullying). All student policies are disclosed
through the Guidance and Counseling Office.

Separability

The provisions of this Policy must be interpreted broadly and considering the set of
regulations that compose it and the applicable laws.

The provisions established in this Policy are separable from each other, so the declaration
of nullity of any of them will not affect the others, which may be applied independently of
those declared null.
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DRUG AND ALCOHOL-FREE SCHOOL INSTITUTIONAL POLICY

Purpose

This policy is established with the purpose of raising awareness in the institutional
community about the harmful effects and legal consequences related to the use of illicit
drugs and alcohol abuse. As well as establishing preventive and disciplinary measures
that allow the institution to effectively treat cases of illicit drug use and alcohol abuse.

Scope
This policy applies to all regular and temporary administrative employees, regular and
lecturing faculty, and students of Huertas College.

Legal base

This Policy is established in compliance with state and federal laws aimed at ensuring
that institutions adopt clear measures to promote study and work environments free of
drugs and alcohol.

Drug-Free Schools and Colleges Act of 1989, section 1213, 20 USCA 1001 h and
10111, as amended (Drug -Free Schools Act)

Drug Free Schools and Communities Act, amendment of 1989 (Public law 101-226)
approved on December 12, 1989, (24 LPRA) and amended, 34 CFR 668.14.

Drug Free Workplace Act of 1988, 41 USCA 701, as amended (Drug Free Workplace
Act of 1988)

The Regulations Adopted by the United States Department of Education to implement
these laws, 34 CFR parts 85 and 86; 48 CFR sub part 23.5.

Puerto Rico Controlled Substances Law, Law No. 4 of June 23, 1971, as amended.

Law to requlate detection tests for controlled substances in the sector private labor,
Law No. 59 of August 8, 1997 (days).

General Policy

Huertas College, in its interest in maintaining a study environment that encourages the
teaching-learning process, establishes a policy on drugs and alcohol. It is supported by
the Drug-Free Schools and Communities Act of 1989 (Public Law No. 101-226) and the
Internal Regulations of the United States Department of Defense.

The use, handling, or distribution of controlled substances, as well as the consumption of
alcohol within institutional premises, will be considered illegal practices and will carry the
sanctions stipulated in the Drug and Alcohol Policy Catalog. Institutional, regardless of
any other penalty that may be imposed under any applicable law in Puerto Rico.
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The institutional interest regarding this matter is to guarantee, to the extent possible, a
work and study environment free of controlled substances that promotes the most
appropriate and efficient use of the College's resources.

The main objective of this Policy is to provide the College Community with a mechanism
to prevent and address the use of drugs and alcohol. The entire Collegiate Community is
urged to faithfully comply with this. In addition, use assistance programs, if necessary,
and thus avoid the disciplinary measures that would be taken against those who do not
comply.

The prohibitions expressed in this Policy apply to all activities carried out within the
College premises. Likewise, to all official activities aimed at students officially sponsored
by the Institution that are held outside the Institution or in the case of professors who
represent the Institution in events outside its facilities.

Intervention procedure when a case of drugs or alcohol is identified

The Institution, according to its Institutional Policy to Keep the School Free of Drugs and
Alcohol, establishes that all professors, students, and employees must notify the relevant
authorities of any violation related to the transfer of drugs or use of alcohol that they have
witnessed in the premises of the Institution.

When a case is identified, it will be attended to by the officials designated for these
purposes. For teaching and non-teaching staff, the responsibility will fall on the Executive
Director of Human Resources, President and for students on the Dean of Academic and
Student Affairs and Director of Financial Aid.

A. Teaching and Non-Teaching Personnel

The Executive Director of Human Resources will interview the identified employee to
establish the action plan to follow. The Executive Director of Human Resources will meet
with the concerned supervisor to determine how the employees’ level of work
performance is affected.

A-1. Drugs

Regulations for the establishment of a controlled substance detection program at
Huertas College

Introduction

The management of Huertas College establishes these Regulations for the Detection of
Controlled Substances through reliable tests that allows achieving the objective of a work
environment free of drugs and controlled substances.

The establishment of controlled substance administration programs is an effective
mechanism to discourage their illegal use in employment, minimizing the risk of accidents
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and increasing the quality of services. The possession, distribution, use, consumption and
illegal trafficking of controlled substances under the laws of the government of Puerto
Rico and the United States of America is illegal and is conduct prohibited by Huertas
College. This Regulation is aimed at the detection and rehabilitation of employees who
use controlled substances and at the protection of citizens against possible harmful
effects because of the work of an employee under the influence of controlled substances.
It has been approved in compliance with the public policy established in Law No. 59 of
August 8, 1997.

A. Objective: The main objective of the program is to identify users of controlled
substances and achieve their rehabilitation so that they can faithfully perform their
functions and duties at work. Therefore, all employees who test positive for
controlled substances carried out in accordance with this Regulation will undergo
a rehabilitation program.

Drug detection tests are recommended and necessary, since in our Institution the
use of drugs or controlled substances implies a high risk to the public and the users
of our services. In this way, a healthy workplace and safe working conditions will
be maintained free of the effects of controlled substances for a better quality of
services that will benefit employees, the Institution and citizens in general. The
procedure established here will apply to all regular, managerial, administrative,
temporary employees and those job applicants to whom a conditional offer of
employment has been made.

Definitions and procedure for drug testing

Definitions

—

. "Disciplinary action" - means the disciplinary measure applicable as a sanction.

2. "Administrators" — Dean, Executive Directors, Office Directors and all
employees with managerial functions or prerogatives.

3. "Employment candidate" - means any person who applies for employment at
this Institution, verbally or in writing, and who is offered, even conditionally,
employment.

4. "Employee" - is any person employed by Huertas College and includes both
exempt employees, faculty, administrators, professionals, executives, as well
as non-exempt employees, such as hourly and administrative employees, “on-
call. “‘Employees”, temporary employees, part-time employees (" part-timers "),
probationary and regular employees.

5. "Controlled Substances or Drugs" - are those included in Classifications | and
Il of Article 202 of Law No. 4 of June 23, 1971, as amended, known as the
"Puerto Rico Controlled Substances Law", or any other legislation of the
Commonwealth of Puerto Rico or the United States of America, except for the
use of controlled substances by medical prescription or other use authorized
by law.

6. “Sample” — means enough urine, or any other body fluid or tissue obtained non-

invasively and determined to meet the reliability and accuracy criteria accepted
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by laboratories, for testing. initial and corroborative tests, and for the retention
of a portion to allow the employee or employment candidate to conduct his or
her own corroborative testing.
“Unjustified refusal” — will consist of the refusal to submit to tests for the
detection of controlled substances or to cooperate in having them carried out,
such as, without excluding others, failure to appear at the place where the
sample is taken without justification, leave the site where the sample is taken,
the person's clearly expressed denial that he or she refuses to undergo the
procedure, failure to follow orders or follow instructions from the laboratory or
the officer in charge so that the sample can be produced properly or when the
sample is altered.
"Raffle" - will consist of placing employee numbers through lottery, raffle or any
other method, those employees who will be selected by mere chance or chance
will be selected. must undergo the test.
"Individualized reasonable suspicion" - is the moral conviction that a specific
person is under the influence, influence, or user of controlled substances,
whether that fact is later established. Suspicion must be based on observable
and objective factors, such as:
a. direct observation of the use or possession of controlled substances
b. physical symptoms that warn of being under the influence of a controlled
substance
c. a repeated pattern of abnormal conduct or erratic behavior on the job.
The reasonable and individualized suspicion must be supported, at
least, by two (2) supervisors of the employee, of which one (1) must be
the direct supervisor.

B. Procedure

—

. The Institution will cover the costs of testing for controlled substances.

Employees and job candidates who are given a conditional offer of employment
will be subject to detection tests for controlled substances, which will be paid
for by the Institution.

The tests will be done using a urine sample. All testing will be conducted in
accordance with scientifically acceptable analytical and sample chain-of-
custody procedures, to maximally protect employee privacy, and in accordance
with the Mandatory Guidelines for Federal Workplace drug Testing Program.
The sample may not be subjected to any type of test other than that strictly
necessary for the detection of controlled substances.

The urine test will be used for which there will be no observer present while the
employee provides the sample, but a person will take the sample that the
employee gives him at the exact moment in which he himself vacates the toilet
room.

For greater reliability, in all cases, the temperature of the sample will be taken
in the presence of the employee undergoing the test, as a measure to
determine if the sample has been adulterated. If a sample is determined to be
adulterated, it will be discarded and the employee will be asked to provide a
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new one, this time in the presence of a person of the same sex, a member of
the laboratory staff.

7. Any test that gives a positive result will be subjected to a second corroboration
analysis using the gas chromatography spectrometry method.

8. Only after a corroborated positive test for the presence of controlled substances
in the urine has been obtained, may a reviewing physician, hired by the
laboratory that performs the tests, ask the person whose result was positive if
he or she is taking medications that may have any effect on the test result, if
there is no test that allows the differentiation of different substances by
analytical methods.

9. The employee who returns a positive result will be notified in writing. that he
has the right to hire another laboratory to obtain a second result from the same
sample, and that, if he wishes, the minimum necessary quantity of the sample
obtained will be transferred to an independent laboratory contracted by him to
perform the tests.

10.If the test carried out by the Institution gives a positive result a second test will
be requested. If the employee's test results are negative, the Institution may
suggest three (3) laboratories, of which the employee will have to choose one
(1) to undergo a third test at the expense of the Institution. The result of this
third test will be binding on the parties.

11.Every employee may be subjected to a maximum of two (2) tests per year,
unless a duly corroborated positive result has been obtained in one of these
tests or as part of a counseling, treatment, or rehabilitation program.

12.Before the Institution can take disciplinary action based on a positive test result,
the result will have to be verified by confirmatory laboratory testing. The
employee will have the right to notify the laboratory of any information relevant
to the interpretation of said result, including his or her use of prescription or
non-prescription drugs.

C. Confidentiality of results

All information and documentation collected about an employee, including the result of
testing for the presence of controlled substances, will be kept separate from the personnel
file. This information cannot be offered or admitted in evidence in a criminal proceeding
against the employee, unless the employee is the one who offers it.

Huertas College, the laboratories and employees of the rehabilitation program, who have
access to this information, will maintain the confidentiality of all related information.

The information may not be revealed, except:
1. to the employee who has been subjected to the test,

2. to any representative authorized in writing by the employee,
3. to employees designated by the Institution for this purpose,
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4. to providers of treatment and rehabilitation plans for the user of controlled
substances when the employee is covered by a treatment and rehabilitation
plan.

The Institution may not require the laboratory to perform tests other than the detection of
controlled substances with the sample obtained from the employee. The laboratory may
also not carry out on its own initiative any other analysis on the sample, other than that
required by the employer.

D. Program coordination and related activities

The Administrator of these Regulations will be the President of the Institution and he has
designated the Executive Director of Human Resources, in the case of employees, and
the Dean of Academic and Student Affairs, in the case of students, to act as Coordinator
between the organizations. that will provide services for this Program and the laboratory
designated to perform testing to detect controlled substances.

The person designated as Coordinator will have, in addition to the coordination functions,
the following:

1. He will keep in his custody any file or document related to the administration of
tests and will ensure that its confidentiality is maintained.

2. Will notify employees and officials of test results.

3. Shall monitor compliance with the approved Detection and Rehabilitation
Programs in accordance with the provisions of Section (d) of these Regulations.
You will inform the Administrator of any non-compliance.

4. It will coordinate orientation and teaching programs aimed at preventing the

use of controlled substances through the distribution of literature, conferences,

and other available means. The programs will educate and inform employees,
among other topics, about:

» The Dangers of Controlled Substance Abuse in the Workplace

+ the policy to maintain a workplace free of controlled substances.

« any advice available on controlled substances, prohibition of use,
possession, distribution, consumption and/or illegal trafficking of
controlled substances

* rehabilitation processes and assistance programs for officials and
employees

« the sanctions and penalties that may be imposed on officials and
employees for violations regarding the use of controlled substances.

Ensure compliance and execution of the program.

Submit reports on program activities to the Administrator.

Implement treatment programs and rehabilitation plans for employees who are

users of controlled substances and take advantage of them.

No o
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Circumstances in which employees, reentry candidates, and employment
candidates will be subject to controlled substance testing

All employees are required to undergo mandatory testing in the following activities:

1.

Pre-employment Test - As part of a general medical examination, required of
all candidates who have been given a conditional offer of employment, as a
precondition for all regular, managerial, administrative, and temporary
positions. This entire process and the subsequent confirmation of the result is
conducted in accordance with scientifically acceptable analytical and sample
chain of custody procedures, so that the employee's privacy is maximally
protected, and in accordance with the Mandatory Guidelines for Federal
Workplace drug Testing Program.

When the employee has security functions or operates any motor vehicle that
is used for the transportation of passengers, or the transportation of cargo or
merchandise on any public land road or cargo by water or air.

Additional Circumstances Under Which Tests May Be Taken

In all those cases in which a motor vehicle is not used to transport cargo on any public
land road, the following tests may also be taken:

1.

When a work accident occurs, attributable to the employee, related to his or her
duties and during work hours. The employee will not be tested for controlled
substances when he or she is not of sound mind because of the accident unless
a medical order provides otherwise. "Work accident" is any eventual event or
action arising from an act or function of the employee that affects or puts at
imminent risk the health, safety, or property of any person, natural or legal.
When there is reasonable individualized suspicion that the employee is
consuming controlled substances. The test will be carried out within a period of
twenty-four (24) hours.

Follow-up testing: If an employee during his or her employment enters a
rehabilitation program, the Institution may require the employee to undergo
necessary follow-up testing.

Employee Obligations

All employees of the Institution have the obligation to participate, to the extent required,
in the Permanent Program for Detection of Controlled Substances and will have the
following obligations:

1.

2.

All employees will offer the information and collaboration required to allow the
administration of tests to detect the use of controlled substances.

All employees must inform the Administrator of the existence of illegal use,
distribution, and trafficking of controlled substances by any officer or employee.
All employees are required to maintain the confidentiality of any data, records,
or test results to detect the use of controlled substances.
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4. All employees who are granted the opportunity to undergo an assistance and

rehabilitation program to combat the use of controlled substances will be
required to comply and cooperate with all the requirements of such program, to
achieve their rehabilitation within the shortest possible period. For these
purposes, you will be granted a 30-day unpaid leave, after any available
vacation or sick leave has been exhausted.

The confirmed positive test result of an employee who has participated in a
rehabilitation program will be considered just cause for dismissal.

Failure to comply with any of the obligations listed here constitutes conduct that
leads to suspension, dismissal, or application of severe disciplinary measures.

Lottery Test Programs

The Institution will conduct detection tests for controlled substances to promote the health
and well-being of its employees, according to lottery selection methods, chosen
objectively and subject to the conditions set forth herein.

Disciplinary Regulations

1.

The first positive result for the use of controlled substances will not constitute
just cause for the dismissal of an employee, without the Institution first allowing
and requiring him to attend an appropriate rehabilitation program.
An employee who tests positive may also be required to periodically undergo
additional testing as part of the rehabilitation program.
Disciplinary action, which could include termination, may be taken if the
employee:
a. expressly refuses to participate in said rehabilitation program or,
b. the result of additional tests to a first positive is positive or,
c. unjustifiably refuses to submit to the urine test, when required, which will
constitute "prima facie" evidence of a positive result.
d. does not comply with any of the obligations imposed by the rehabilitation
program.

. The severity of the disciplinary measure, which may include separation from

employment, will depend on:
a. The relationship of the employee's conduct with his duties, and,
b. Its effect on the good and normal functioning of the Institution, and,
c. The risk to the safety of other employees and the public.

. All employees who are granted the opportunity to undergo an assistance and

rehabilitation program to combat the use of controlled substances will be
required to comply with all the requirements of the program, to achieve their
rehabilitation within the shortest period.

A-2. Alcohol

1. If it is confirmed that the employee is consuming alcoholic beverages on the
Institution's premises or is under the influence of alcohol during work hours, the
Human Resources Office will be notified to apply disciplinary measures according
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to the seriousness of the case. The Executive Director of Human Resources will
refer the employee to the services of the Health Services Center or external
agencies for professional help.

2. The employee who was referred by the Institution to receive professional help from
an external agency will have a reasonable time to demonstrate that he is receiving
services conducive to his rehabilitation. You will be required to submit medical
evidence of attendance at your appointments.

3. If the employee was referred by the Institution to receive professional help from an
external agency, he or she must present written medical evidence certifying that
he or she can return to work. You will deliver this evidence personally to the Human
Resources Office before beginning your work. The Executive Director of Human
Resources will notify the concerned supervisor in writing of the authorization to
return to work.

4. If the employee persists in the consumption of alcoholic beverages, even after
receiving guidance and professional help, the Executive Director of Human
Resources will apply disciplinary sanctions according to the seriousness of the
case outlined below.

e Cessation of job and salary
e Dismissal

B. Students

1. The Dean of Academic and Student Affairs interviews the student and determines the next
action.

2. The Dean of Academic and Student Affairs initiates an investigation process into
the events in which the student has been involved regarding the use, handling or
distribution of drugs or alcohol.

B- 1. Drugs

1. The Dean, or his assistant in his absence, will appoint an “Ad Hoc” Disciplinary
Committee within a period of three (3) days after the incident occurred to internally
investigate the situation; composed of a teacher, a student, Director of Financial
Aid and the Professional Counselor.

2. The Disciplinary Committee will meet and hear all the affected parties, as well as
the witnesses it deems appropriate and will submit its report and recommendation
to the Dean of Academic and Student Affairs for consideration, within the next five
(5) days of having heard the parties.

3. The Dean of Academic and Student Affairs will make the final decision and inform
all parties within a period of five (5) days after the Disciplinary Committee renders
its report.

4. The final decision may include one of the following sanctions:

Documented verbal reprimand to the student.

Written reprimand to the student with a copy to the file

Application of a probationary status for a specific period

Suspension for the rest of the semester, for one or more semesters, but not

permanent.

Permanent suspension of the Institution.

e Police intervention, if necessary.
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B-2. Alcohol

1.

Those cases in which a student is active in the use of alcohol within the
institutional premises or in official activities aimed at students sponsored by the
Institution that are held outside the Institution, will be referred to the Dean of
Academic and Student Affairs.

The Dean, or his assistant in his absence, will appoint an “Ad Hoc” Disciplinary
Committee within a period of three (3) days after the incident occurred to internally
investigate the situation; composed of a professor, a student, and the Professional
Advisor.

The Disciplinary Committee will meet and hear all the affected parties, as well as
the witnesses it deems appropriate and will submit its report and recommendation
to the Dean of Academic and Student Affairs for consideration, within the next five
(5) days of having heard the parties.

The Dean of Academic and Student Affairs will make the final decision and inform
all parties within a period of five (5) days after the Disciplinary Committee renders
its report.

The final decision may include one of the following sanctions:

Documented verbal reprimand to the student.

Written warning to students with a copy to the file.

Application of probationary status for a specific period.

Suspension for the rest of the semester, for one or more semesters, but not
permanent.

e Permanent suspension of the Institution.

Any student who does not agree with the decision made has the right to appeal in writing
in accordance with the appeal procedure in case of disciplinary sanction established in
the current Institutional Catalog (www.huertas.edu).

Appeal procedure in case of disciplinary sanction

The student or employee will have the right to appeal within ten (10) days after the
sanction has been notified. To do so, you must submit your appeal in writing and
addressed to the President.

The President may revoke, maintain, or modify the decision adopted by the corresponding
Committee. The decision will be notified in writing to the concerned parties within the next
twenty (20) days after the signing of the Resolution by the President. This decision is final.

Orientation

When a student needs guidance, they have several resources at the Institution that can
help them:

Professional Counselor

Dean of Academic Student Affairs
Admissions Director

Director of Financial Assistance

O0OoOoOo
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A teaching or non-teaching employee may request guidance from the Office of Human
Resources and the Dean of Academic and Student Affairs.

The Institution has printed guidance material available related to the prevention of drug
use and alcohol abuse. In addition, the Guidance and Counseling Office is duly prepared
to offer information on the topic at an individual level. Guidance and talks are offered to
discuss these topics, both during the day and at night, as a proactive prevention
mechanism. On the other hand, the Institution hires external resources to provide
information to the collegiate community on the topic.

Standard for dissemination and implementation of the policy

By delegation of the President, it is the responsibility of the Human Resources Office, in
the case of employees, and the Dean of Academic and Student Affairs in the case of
students, to ensure:

1. disseminate this policy when hiring administrative or teaching staff; 2) disseminate this
policy among new students every six months once the student is admitted; 3)
disseminate this policy annually among the entire institutional community, including
employees, faculty and active students by electronic means, copies must be available
in the Human Resources Offices or Dean of Academic and Student Affairs upon
request; 4) ensure implementation as formulated in the procedure manuals of the
respective areas. With the collaboration of the Information Systems area, they must
establish means to document annual electronic disclosure.

The Dean of Academic and Student Affairs will have the responsibility of documenting
and reporting annually the evaluation and results of the activities included in the
comprehensive prevention plan to the Dean of Academic and Student Affairs, who in turn
will have the responsibility of compiling the statistical data that will be included in the
biannual effectiveness report. The biannual report must be presented to the President of
the Institution for review.

Both the policy and the comprehensive plan will be reviewed every two (2) years.

Exclusion clause

With prior notification and written authorization to the President, the handling of alcoholic
beverages may be permitted in the laboratories of those Continuing Education programs
or courses that are required as a fundamental part of the teaching-learning process.

INSTITUTIONAL POLICY ON COPYRIGHT, MORAL COPYRIGHT, AND
INTELLECTUAL PROPERTY

Purpose
The purpose of this policy is to guide the institutional community on Copyright, Moral

Copyright, and Intellectual Property. As well as establishing preventive and disciplinary
measures that allow the Institution to effectively address compliance.
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Scope

This policy applies to all regular and temporary administrative employees, regular faculty
and lecturers, and students of Huertas College.

Definitions

1.

3.

Copyright - According to the United States Copyright Office, copyright is a type of
protection provided by US law to the creators of “original works of authorship” such
as literary, dramatic, musical, artistic and some other intellectual works.

Moral Copyright - According to the Moral Rights Law of Puerto Rico and repeal
the Law No. 96 of July 15, 1988. Law No. 55 of March 9, 2012 - These are
exclusive rights of an author over his work that exist by virtue of the very personal
relationship between the author and his work. They arise now when the author
fixes the original work in a tangible means of expression. They include the following
rights:

a. of attribution - to the recognition of his status as author, where he is, as
well as to prevent works of which he is not the author from being attributed
to him. It includes the right to determine whether disclosure is to be made
under your name, under a pseudonym or sign, or anonymously.

b. withdrawal - renouncing authorship when the work no longer coincides with
one's intellectual or moral convictions.

c. of integrity —

i. prevent mutilation, deformation, or alteration of it, in a way that
results in impairment of its legitimate interests or reputation.

ii. prevent the public presentation or distribution of a work that is
mutilated, deformed, or altered, in a way that results in harm to its
legitimate interests or reputation; and

iii. prevent the negligent or negligent destruction of an original or a
unique copy of the work.

d. access — require reasonable access to the original work or the unique
copy, when it is in the possession of another, to be able to exercise any of
their copyrights. This right does not entail the movement of the work and
access will be in such a way as to cause the least inconvenience to the
owner, who will be compensated where appropriate for the expenses
incurred in the exercise of this right.

Intellectual Property - According to the Royal Spanish Academy, it is a set of
rights that correspond to the authors and other owners (artists, producers,
broadcasting organizations, etc.) with respect to the works and services resulting
from their creation.

Plagiarism - According to the APA Publication Manual, plagiarism is the act of
presenting another person's words, ideas, or images as your own; denies the
authors or creators of the content and the credit due to them.

* For example, copying homework or academic work.

+ Directly copy and paste the words and ideas.

» Avoid giving credit to the person, among others.
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Legal base

This Policy is established in compliance with state and federal laws aimed at ensuring
that institutions adopt clear measures to promote copyright, moral copyright, and
intellectual property.

e The Federal Copyright Act of 1976, in English "Copyright Act of 19767, is a United
States copyright law and remains the primary basis of copyright law in the United
States, as modified by various copyright provisions later enacted.

e Moral Copyright Law of Puerto Rico, Law No. 55 of March 9, 2012.

The Act establishes the basic rights of copyright holders, codifying the doctrine of "fair
use", and for most new copyrights adopting a unitary term based on the date of the
author's death and not the scheme prior to the initial and fixed renewal terms. It became
Public Law number 94-553 on October 19, 1976, and took effect on January 1, 1978.

These laws establish legal protection for the authors of original literary, dramatic, musical,
artistic, and other intellectual works in partial or total reproduction without prior
authorization from their creators. It is illegal to violate these rights for one's own benefit
or that of third parties and such violation carries penalties under the law.

Institutional Policy

To fulfill the institutional mission, the teaching staff, non-teaching staff and students of
Huertas College contribute with creations and other types of work disseminated through
different media. Likewise, they use works generated by other authors and creators.

The approved institutional policy guides the collegiate community on the application of
copyright laws. Particularly about the Federal Copyright Law that protects the copyright
of all types of works perpetuated through any tangible means of expression. This
protection extends to literary, musical, dramatic, pantomime, graphic, film, architectural
works and computer programs or other electronic media.

Among the copyrights recognized and subject to protection under the Federal Copyright
Law is the exclusive right of the owner of a protected work to its reproduction.

Huertas College is interested in promoting and regulating the development of these
creations, inventions and works. Recognizes the importance of establishing standards
regarding intellectual property rights for works created by its employees, contractors, or
students. For these purposes, all teachers must consult and comply with the Policy on
the use and reproduction of material protected by Copyright in relation to aspects related
to intellectual property.

In Puerto Rico, this matter is also covered by the Intellectual Property Law (31 LPRA1401
et seq.). Federal Law occupies the field when it comes to copyright economic rights.
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Huertas College reaffirms its faithful compliance with each one of the legal provisions
applicable to this matter, both federal and state, and is committed to taking all necessary
and prudent steps so that neither its employees nor its students violate said provisions.
laws.

Warning about non-compliance with the Law, Regulations and Institutional Policy that
protects Copyright.

Case Notification

When a faculty member believes that his or her rights and prerogatives recognized in the
Manual have been violated, he or she may present his or her case according to the
following procedure:

The faculty member will present his or her case to the Dean of Academic and Student
Affairs, detailing all the facts on which the claim is based and will accompany any evidence
that supports it. This will evaluate the case presented by the faculty member to determine
disciplinary measures.

If the affected faculty member is not satisfied with the decision made by the Dean of
Academic and Student Affairs and the Academic Board, he or she may appeal the same
to the Executive Director of Human Resources. To do so, you must submit a written
appeal no later than fifteen (15) days from receipt of the Dean of Academic and Student
Affairs decision. If necessary, both the Dean of Academic and Student Affairs and the
Executive Director of Human Resources may seek legal advice before making any
decision, and even submit the matter to a special meeting of the Executive Council,
chaired by the President, who may sustain or modify any decision that has affected a
faculty member. The President 's final decision will be made in writing.

General disposition

Intellectual property has been defined as “the set of rights that the law recognizes to the
author over works that he has produced with his intelligence, especially those that his
paternity is recognized and respected, as well as that he is allowed to disseminate the
work, authorizing or denying, where appropriate, the reproduction”, Puig Brutau,
Fundamentals of Civil Law, Volume lll, Barcelona, Bosch, 1973, pp. 200-201. In Puerto
Rico, intellectual property includes copyright, which in turn is made up of the interaction
of two rights: patrimonial, which consists of the monopoly on the exploitation of the work;
and the moral, which protects the link between the author and his work.

Moral right and patrimonial or copy right (copyright) constitute two conceptions of literary
and artistic property. The first comes from the family of continental law, particularly
French, while the second comes from Anglo-Saxon” common /law”. The moral right is
constituted as an emanation of the person of the author: it recognizes that the work is an
expression of the person of the author and thus is protected. On the other hand, the
protection of economic rights is strictly limited to the work, without considering moral
attributes of the author in relation to his work. Patrimonial law focuses rather on protecting
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investments of time, effort, and capital in the production of works of authorship, whether
the investments are made by individual authors or corporate entities. Ref. (Law No. 55 of
March 9, 2012).

US law. allows limited “fair use” of copyrighted material without the consent of the copy
publisher. Fair use is an affirmative defense to a claim of copyright infringement. Courts
consider four factors when determining whether an alleged copyright infringement would
be considered fair use:

1. the purpose and character of the use, including whether such use is of a
commercial nature or non-profit educational purposes.

2. the nature of the copyright work

3. the amount and substantiality of the portion used in relation to the copyrighted work
as a whole.

4. the effect of the use on the potential market or value of the copyrighted work.
Parodies are a well-established and accepted form of fair use.

Links of Interest to expand on the topic

American Library Association
https://www.ala.org/advocacy/copyright

World Property Organization
Intellectual https://www.wipo.int/about-ip/es/

Copyright in Spanish
https://www.copyright.gov/espanol/

Puerto Rico Moral Rights Law
Law No. 55 of 2012 - Puerto Rico Moral Copyright Law (lexjuris.com)
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POLICY FOR STUDENT PARTICIPATION IN INSTITUTIONAL COMMITTEES

Justification

Student representation is required in any committee that is activated to carry out activities,
discipline committees, subcommittees for retention, committees of student leaders, Ad
Hoc committees for the evaluation of institutional services or to submit reports to
accrediting agencies, among others. In turn, the Board of Directors has a member who
represents the alumni of the Institution.

Potential candidates must meet the following minimum requirements:

Be enrolled full time (12 credits or more).

Distinguish yourself in the Institution by being a representative student leader of
your study program.

Be enrolled in the representative semester.

Comply with the parameters of Satisfactory Academic Progress (except first
semester students).

Participate or have participated® in the Work and Study Program as a tutor or
service office assistant.

Be a member* of Student Associations.

*These last two are not mandatory requirements.

Procedure

1.

Once a committee is established where student representation is warranted, the
committee leader asks the Dean of Academic and Student Affairs to identify
possible candidates.

2. The Dean of Academic and Student Affairs proceeds to identify program
directors/coordinators or service offices who can recommend suitable candidates.

3. The directors/coordinators of programs or service offices submit their
recommendation.

4. The Dean of Academic and Student Affairs proceeds to make the official
appointment by letter to the student. If the candidate meets the stipulated
requirements, the validity of the appointment will be extended until he/she
completes his/her studies. This if the student agrees.

Compliance

The Institution will ensure faithful compliance with this Policy to ensure educational
excellence and comply with applicable federal regulations.
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POLICY ABOUT THE USE OR POSSESSION OF MEDICINAL CANNABIS

Legal base

Through Declarative Order No. 32 of July 17, 2015, the Department of Health of the
Commonwealth of Puerto Rico reclassified the marijuana plant and removed it from
Classification | to Classification Il for the purposes of Law No. 4 of 23 of June 1971, better
known as the "Puerto Rico Controlled Substances Act" with the purpose of authorizing
the medicinal use of some or all of its authorized components to any person who has an
identification issued by the Secretary of Health to use cannabis. medicine as part of your
medical treatment.

Regulation No. 8766 of July 8, 2016, as amended by Regulation No. 8847 of November
10, 2016, of the Department of Health establishes the standards and procedures
necessary for the control of use, possession, cultivation, manufacture, distribution and
dispensation of medicinal cannabis, its derived products, and medicines.

Regulation No. 8766 defines medical cannabis as "all parts of the plant Cannabis Sativa
L. and any hybrid thereof, whether or not in the process of growth; its flower; the seeds;
the resin extracted from any part of the plant; and any compound, product, salt, derivative,
mixture, or preparation of said plant, its seeds or its resin." For the purposes of the
Regulation, cannabis or marijuana refers to the definition established by the Controlled
Substances Law (Law No. 4 of June 23, 1971).

Article 18 of Regulation No. 8766 establishes that authorized patients may use medicinal
cannabis only in the privacy of their homes or in private places where the owners
authorize it. The Regulation prohibits the use of medicinal cannabis in public places or in
a commercial establishment even when the patient is authorized, or the owner of the
establishment authorizes it.

Article 5 paragraph 59(b) of Regulation No. 8766 defines "public places" as classrooms,
assembly halls, libraries, hallways, school cafeterias, cafeterias, sanitary services of
educational establishments, in public or private institutions to all teaching levels".

At the federal level, marijuana is classified as a “Schedule I” drug in the Federal Controlled
Substances Act. Huertas College 's participation in the Financial Assistance Programs of
the Federal Department of Education is conditioned on compliance with the Federal Drug-
Free Schools and Communities Act of 1989, and the Federal Drug-Free Workplace Act
of 1988. These laws prohibit the Institution from allowing any form of use, possession,
cultivation, manufacturing, distribution, and dispensation of marijuana.

Institutional Policy

Huertas College is committed to compliance with state and federal laws and regulations
that apply to Higher Education Institutions. Consequently, the Institution is obliged to
comply with the provisions of Regulation No. 8766 and Regulation No. 8847 of the
Department of Health of Puerto Rico, and with federal laws, the Drug-Free Schools and
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Communities Act of 1989, and the Drug-Free Workplace Act of 1988, which prohibits the
use, possession, cultivation, manufacture, manufacturing, distribution and dispensing of
medical cannabis, its derivative products and medications within the university campus
and at all official activities of the Institution inside or outside, even when students,
administrative employees, full-time and part-time faculty, visitors, contractors or suppliers
have an identification issued by the Secretary of Health to use medicinal cannabis as part
of their medical treatment.

Applicability

This policy applies to the entire university community including students, administrative
employees, full- and part-time faculty, visitors, contractors and suppliers.

This policy does not replace the Employee and Student Policy on Alcohol Abuse and Use
of Controlled Substances, Narcotics and Other Drugs, which remains in full force and
effect.

Policy Violations

Any violation of this Policy may result in disciplinary sanctions in accordance with the
applicable institutional rules.

If there is ambiguity in any provision of this policy, Huertas College reserves the discretion
to interpret it according to the purpose for which it was established, the impact on the
operations of the Institution and good faith, unless any law provides otherwise.

Huertas College reserves the right to revoke this Policy or make any amendment at any
time it deems necessary.

POLICY AND DEFINITION OF CREDIT HOUR

Purpose

The purpose of this policy is to establish a consistent credit hour definition across all
academic programs and modalities of study that evidence compliance with state and
federal provisions. This policy is used as a basis for measuring compliance with the level
of instruction and academic rigor required by the Federal Department of Education.
Establishing the definition of a credit hour facilitates evaluation for eligibility for federal
funds, measuring the time required for a student to achieve learning outcomes, and
analyzing transfer credits.

Academic Provisions Related to the Credit Hour

Definition of Academic Year and Academic Calendar

The academic provisions of Huertas College establish that the academic year is
equivalent to a period of any three (3) semesters of a minimum of twelve (12) credits per
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semester or thirty-six (36) credits per academic year of a minimum duration of fifteen (15)
weeks per semester or forty-five (45) weeks per academic year.

During the calendar year the Institution offers three (3) semesters of fifteen (15) or sixteen

(16) weeks each. The first semester begins in September and ends in December. The
second semester begins in January and ends in April and the third begins in May and
ends in August. This allows the student to complete their study program in three (3) or six
(6) consecutive semesters, as appropriate.

The academic calendar is published each semester. Classes are offered in day and
evening sessions. There are semesters in which courses are scheduled on Saturdays, in
which the schedule may also vary.

Definition of Credit Hour

Except as provided in 34 CFR 668.8(k) and (1), a credit hour is a defined amount of student
work by an institution, as approved by the institution's accrediting agency or state
approving agency, which is consistent with commonly accepted practice in postsecondary
education and:

1. Itis reasonably close to no less than:

(i) One hour of face-to-face or direct faculty instruction and a minimum of two hours
of out-of-class student work each week for approximately fifteen weeks for a
semester or quarter credit hour, or ten to twelve weeks for a quarter credit hour.
credit hour, or the equivalent amount of work during a different period.

(i) At least an amount of work equivalent to that required in paragraph (1)(i) of this
definition for other academic activities established by the institution, including
laboratory work, internships, practicums, studio work, and other academic work
leading to the award of credit hours.

2. It allows an institution, in determining the amount of work associated with a credit
hour, to consider a variety of delivery methods, measurements of student work,
academic calendars, disciplines, and grade levels.

Huertas College has established to define the credit hour, using the Carnegie unit:
e 1 lecture credit = 15 hours
e 1 laboratory credit = 30 hours
¢ 1 internship credit = between 45 hours and 60 hours
Applicability in distance courses
Distance learning courses are consistent with the learning outcome standards and

objectives of courses offered in person for each credit awarded, however, all student
interaction with course content, faculty, and other students occurs online, through one (1)
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or more defined forms in distance education. To ensure that the rigor of the expected
learning outcomes is met and that they are equivalent to the same sections offered in
person in the traditional classroom.

Applicability in hybrid courses

Hybrid courses combine in-person classroom experience with online learning based on
the number of credit hours established for in- and out-of-class work. These courses have
the same objectives for the learning outcome and their requirements are comparable to
completely face-to-face courses. In this situation, students reduce the work time done in
the classroom “seat time” in a proportion of (33%, 50% and 75%), while the amount of
work done online increases in that same proportion.

Student Academic Load

For academic purposes, a full-time class program is when the student is enrolled in twelve
(12) or more credits per semester. The student will accumulate the credit value that is
officially assigned to each course.

Student Evaluation System

The grades obtained by students are a criterion used to demonstrate the level of
academic achievement in relation to the objectives established for the learning outcome.
For these purposes, Huertas College establishes a scoring system to compute the
academic index of students. In accordance with the academic provision established in
each course, the assigned faculty will evaluate the student with a minimum of three (3)
partial evaluations and one (1) final evaluation. Two (2) of these evaluations must be
offered and informed to students before the date established for partial withdrawals of
each semester. The faculty is responsible for providing students with the grade report for
activities, assignments, assignments, or exams seven (7) business days after the date of
completion of the same.

Ratings

The current grading system is as follows:

LETTER EQUIVALENCE WORTH SCALE
A Excellent 4 3.50-4.00
B Good 3 2.50-3.49
C Satisfying 2 1.60-2.49
D Deficient 1 0.80-1.59
F Failure 0 0.00-0.79
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Documents that may be used to evidence compliance with this Policy

s Licenses and/or license amendment authorizations from the Board of
Postsecondary Institutions

Institutional Catalog

Course syllabus and instructional modules

Course programming

Evaluations of the programs as established in the Guide for that purpose.

Remote modality procedure manual.

o 6 o o

POLICY AND RULES FOR BAN AND PREVENT THE SEXUAL HARASSMENT,
VIOLENCE AND ASSAULT OR SEXUAL OFFENSES

Purpose

Huertas College is interested in guaranteeing a work and study environment free of
discrimination, particularly sexual harassment. Due to this interest, the Institution adopts
this public policy and procedure, which will be used to submit, investigate and take
informal or formal action regarding complaints for alleged acts of sexual harassment
against any member of the school community.

Scope

This policy applies to all administrative, regular, and temporary employees, regular and
lecturing faculty, and students of Huertas College.

Legal base

The Constitution of the Commonwealth of Puerto Rico, in its Bill of Rights, establishes
that the dignity of the human being is inviolable and that we are all equal before the law.
It clearly states that no discrimination may be established based on race, color, sex, birth,
origin, or social condition, or political or religious ideas. In addition to the Bill of Rights, in
our legal system, there are other laws that guarantee the right not to discriminate against
an employee based on sex.

In federal law, discrimination based on sex is prohibited by Section 703(a)(1) of Title VII
of the Civil Rights Act of 1964, as amended (42 USC 2000 et seq.). In this sense, sexual
harassment is interpreted as a form of sex discrimination in the Guidelines on Sex
Discrimination published by the Equal Employment Opportunity Commission (EEOC), 29
CFR 1604.11, as amended. Additionally, in federal law, sexual harassment of students is
prohibited under Title IX of the Elementary and Secondary Education Act of 1972, as
amended (20 USC 1987) and Title 1V, sec. 40001-40703 of the Violent Crime Control and
Law Enforcement Act (VAWA) of 1994, HR 3355) signed September 13, 1994 (42 USC

section 13701 to 14040).
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Puerto Rican legislation regarding this type of discrimination is very comprehensive. On
April 22, 1988, Law Number 17 (29 L.P.R.A. 155) was approved to prohibit sexual
harassment in employment. Article 10 of this Law imposes on all employers the duty to
keep workplaces free of sexual harassment, since this has the effect of creating an
intimidating, hostile or offensive work environment, among other consequences.

Institutional Policy

Sexual harassment in the workplace and academic environment is an illegal and
discriminatory practice, foreign to the best institutional interests, which will not be allowed
regardless of the hierarchy or position of the people who may be involved. Sexual
harassment is prohibited conduct that may have legal implications. This practice affects
the individual's self-esteem and can have a negative impact on the performance of their
duties and responsibilities in the workplace or in the classroom. Under no circumstances
will any person be allowed to engage in conduct that directly or indirectly configures a
work or administrative environment. or academic in which aspects of sexual harassment
in any of its forms are present. In the application of the institutional policy, it must be
kept in mind that:

A. Sexual harassment can take place between people of the same sex or
opposite sexes.

B. No person in this Institution is required to allow, accept, submit to, or tolerate
unwanted acts or advances of a sexual nature.

C. As defined by law, sexual harassment consists of any type of unwanted
sexual advances, requests for sexual favors, and any other verbal or
physical conduct of a sexual nature, or that is reproduced using any means
of communication, including, but not limited to the use of multimedia tools
through the cyber network or by any electronic means, when one or more of
the following circumstances occurs:

1. When submitting this conduct, it implicity becomes a term or
condition of a person's employment or study environment.

2. When the submission or rejection of said conduct by the person
becomes the basis for decision-making in employment or in
academic-student evaluation.

3. When that conduct has the effect or purpose of unreasonably
interfering with the performance of that person's work or academic
work or when it creates an intimidating, hostile and offensive study,
or work environment.

D. Some examples of conduct that it constitutes harassment sexual are:

* Rape or sexual assault (carried out or attempted)

+ Unwanted pressure for sexual favors.

* Touch, lie down, corner, pinch.

* Unwanted sexual gestures or glances

+ Unwanted letters, phone calls, notes, calendars, emails, posters, or
material of a sexual nature.
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* Unwanted pressure to date.

+ Unwelcome jokes, comments, and questions of a sexual nature.

+ Refer to an adult as: girl, doll, baby, brat, sweetheart, darling, if it is
unwanted.

+  Whistling at another person with sexual connotations.

*+ Meowing, barking or other similar noises, if they have sexual
connotations.

+  Sounds of kisses, licking lips, with sexual connotations.

+ Comments of a sexual nature.

*  Bring work discussions to sexual topics.

»  Gossip or stories of a sexual nature.

* Ask about sexual fantasies, preferences, or stories.

+  Sexual comments about a person's clothing, anatomy, or appearance.

+ Massages in the neck area, if not requested.

* Hugs, kisses, and touches on different parts of the body.

* Touch or massage another person.

+ Standing near or rubbing against another person.

*  Visuals that suggest sexual activities or elements.

* Facial expressions, winking, blowing kisses, licking lips.

+ Making sexual gestures with your hands or other parts of the body.

General disposition

Huertas College is interested in ensuring that all members of the college community work
and study in conditions of safety and dignity. To achieve this goal, the joint effort and
cooperation of everyone is necessary, which is why Huertas College:

A.

It will encourage the collegiate community to notify the corresponding offices
of any conduct or action of a sexual nature that prevents the achievement of
their academic or professional goals.

It will take affirmative measures aimed at guaranteeing an institutional climate
of harmony, respect, and fraternization.

Will guarantee to the maximum extent, within available resources,
confidentiality during the complaint investigation process. In addition, it will
take measures to prevent retaliation against people who use this procedure
to complain.

Whenever possible and does not delay the start of formal procedures, an
Examining Officer will be appointed, preferably with knowledge of the legal,
social, and psychological aspects that may be present in sexual harassment
complaints.

During the process, the educational and corrective aspect will be considered
over the punitive aspect of the process, depending on the type of offense.
Aspects related to dynamics and academic principles will also have priority if
these are applicable to the situation.

Will act on false accusations because they are a serious offense.
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Right of the Complainant and the Defendant

* Rightto areasonable time in the investigation process.

* Right to be informed of the allegations.

* Right to present information and evidence.

* Right to identify witnesses.

* Right to be transferred to another work area or course section while your
complaint is investigated, to the extent practicable.

* Right to be informed of the results of the investigation.

* Right to appeal the committee's decision

Procedure for Address Complaints

Any person who understands that they have been harmed by actions constituting sexual
harassment at Huertas College, carried out by an employee, student, or person outside
the college community, may file a complaint with the pertinent offices.

If the complainant is an employee, he or she should preferably address his or her
immediate supervisor or Dean to which he or she is assigned. These officials must
immediately refer the case to the Human Resources Office, who together with the
corresponding Dean will carry out the investigation and submit a report to the President.
If the accused is the supervisor, the complainant may immediately contact the Human
Resources Office.

If the complainant is a student, the case must be referred to the Office of the Dean of
Academic and Student Affairs, or his assistant in his absence. An “Ad Hoc” Committee will
be appointed, composed of: Dean of Academic and Student Affairs or a representative;
Professional Counselor or Executive Director of Human Resources, in cases involving an
employee and his/her supervisor.

If the complainant is not part of the Collegiate Community, they must channel the situation
through the Office of Human Resources.

The complaint or statement must be submitted in writing. This must include data, such
as: name of the complainant, name of witnesses, name of the accused and a list of the
facts that includes the date of the event.

The internal investigation guarantees strict confidentiality. The officials responsible for
intervening will listen to and evaluate the information provided by the complainant. The
wishes, concerns and interest expressed by the complainant will be addressed as a
priority, to ensure an adequate environment free of intimidating, hostile or offensive
behavior.

During the investigation, both the complainant and the accused may be relocated from
their work area to the extent feasible. In the case of students, some type of schedule
change will be provided to the extent feasible. These provisional measures should not be
understood as a discriminatory sanction for any of the parties involved until the internal
investigation process is completed.
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As part of the investigation, signed statements may be taken from the witnesses identified
by the parties. Anyone whose statement is taken or who in any way collaborates in the
investigation must be informed of their rights under current law and policy. The past
sexual history or behavior of both parties will not be inquired into and considered for the
purposes of the investigation.

The policy provides for any party to request, if a justified cause is shown, the inhibition of
the person assigned to the investigation and the assignment of a new investigator. For
example, inhibition may be requested when it is understood that there is a conflict of
interest, bias, or any other situation whereby it is considered that the investigation is not
being carried out or cannot be carried out with the objectivity and impartiality that is
required.

Both the complainant and the accused will be given ample opportunity to present their
position and defense. All the evidence they provide will be considered. Witnesses or
people who, at the request of the parties, can provide information will be heard with a
view to complying with our institutional duty to prevent and eradicate conduct that may
constitute sexual harassment. If the complainant does not participate in the investigation
or decides to withdraw the complaint due to feeling dissatisfied with the process or
another reason, the investigative process will continue taking into consideration all
available evidence.

Disciplinary Sanctions for Employees

The person responsible for the Human Resources Office could recommend or issue
disciplinary action that could include:

* Reminder of the provisions of the institutional policy against sexual
harassment and exhortation to comply with it.

»  Written warning with a copy to the file

» Definitive transfer of the workplace

+ Compulsory attendance at a training program

» Police intervention, if necessary

» Cessation of job and salary

* Dismissal

Disciplinary Sanctions for Students
The “Ad hoc” Committee may issue one of the following recommendations:

* Reminder of the provisions of the institutional policy against sexual
harassment and exhortation to comply with it.

*  Written reprimand to the student with a copy of the file.

» Application of probationary status for a specific period.

» Suspension for the rest of the semester, for one or more semesters or
permanent suspension from the Institution.
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+ Definitive transfer of the place of study.
* Police intervention, if necessary.
+ Compulsory attendance on a training program.

The Committee may also recommend that the student receive counseling services from
a behavioral specialist, inside or outside the Institution. This includes counselors, social
workers, psychologists, or psychiatrists.

Within a period that will not exceed five (5) business days, from the filing of the complaint,
the office in charge of the investigation will produce a report to the “Ad hoc” Committee.
In this they will offer their conclusions and, if necessary, recommendations for actions to
take. A copy of this report will be delivered to the parties.

If either party wishes to appeal the decision of the Institution, the matter must be referred,
in writing, to the Office of the President within a period of no more than ten (10) business
days, from receipt of the report. The decision by the President will be issued within a
period of no more than ten (10) business days and will be final and irrevocable. The
Human Resources Office will be custodian of all documentation related to teaching, non-
teaching or external personnel generated in the investigation process. The Guidance and
Counseling Office will be custodian of all documentation related to students generated in
the research process. The information or complaint will be filed outside of the personnel
or student file for an indefinite period.

Unforeseen Situations

Any situation that is not considered in this procedure must be resolved in a manner
consistent with public policy and provisions present in the legislation against sexual
harassment. In any case not foreseen, the decision made will consider the interest of the
collegiate community in favor of institutional order, and the obligation to prevent and
eradicate this type of behavior. The purpose of this policy is to act immediately and
appropriately, in compliance with applicable legislation.

Contact Offices to Seek Help

Office of Human Resources Tel. (787) 746- 1400
Huertas College Ext. 1009
Dean of Academic and Tel. (787) 746- 1400
Student Affairs Huertas Ext. 1702
College Tel. (787) 746-1400
Guidance and Counseling Office Ext. 1500

Huertas College
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AMENDMENTS
Huertas College reserves the right to modify any of the rules and procedures contained
in this Manual. It will be the student's responsibility to stay informed through the means
available to the Institution.
VALIDITY
This Student Handbook will be in force from 2026 to 2029. If for any reason any of the
rules and policies contained in this Handbook are amended, the others will continue in

force.

Approved by:

Dr. Isaac Esquilin Castro Mrs. Jacqueline Figueroa
President Interim Dean of Academic and Students Affairs

In Caguas, Puerto Rico, as of January 21, 2026.

Revised: February 25, 2026

Disclaimer: The Spanish version of these documents prevails; the only purpose of
the translated document is to facilitate the understanding of the content. The
originals are signed by the authorized personnel.



