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Students’ Rights & Responsibilities



This handbook provides you with the basic information you need to know as a student. You should refer 
to the actual College policies and procedures cited in each section for the complete text of the  

appropriate College policy or procedure. The policies and procedures of the College are  
subject to change as circumstances may require.
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Dear Student: 
 
This guide offers a clear path to making the most of your educational 
experience at Miami Dade College. Using this practical resource  
will keep you focused on your goals and help you pave new roads  
to college success. 

At MDC, you will undoubtedly have the 
guidance of our knowledgeable professors, 
advisors and student services staff. Your  
classmates can also serve as valuable  
companions on your educational journey.  
By encouraging each other to work hard  
and strive for success, you will create  
a powerful community of support.

While a sense of community is essential to 
college life, equally important is the opportu-

nity to forge your own way. I hope you will use this special time  
to explore who you are and to learn from your unique experiences.

Wishing you great success,

Eduardo J. Padrón 
College President
Miami Dade College

FOR ADDITIONAL  
INFORMATION

Throughout this document you will notice  
references to other College policies and  

procedures. They are available for review  
in offices throughout the College, on the  

Web, and in the campus library. You should  
take the time to become familiar with the details  
of these policies and procedures. Any questions 

that you may have should be directed to  
College personnel at the locations listed below:

 • • •

North Campus
Dean of Student Services, Room 1317

305-237-1053
Student Life, Room 4208

305-237-1250
Public Safety Office, 305-237-1100

 • • •

Kendall Campus
Dean of Student Services, Room 3204

305-237-2301
Student Life, Room 102

305-237-2321
Public Safety Office, 305-237-2100

 • • •

Wolfson Campus
Dean of Student Services, Room 1201

305-237-3007
Student Life, Room 2101

305-237-3536
Public Safety Office, 305-237-3100

 • • •

Medical Center Campus
Dean of Student Services, Room 1355-4

305-237-4028
Student Life, Room 1150

305-237-4213
Public Safety Office, 305-237-4100

 • • •

Homestead Campus
Dean of Student Services, Room B-214

305-237-5101
Student Life, Room A112

305-237-5065
Public Safety Office, 305-237-5100

 • • •

InterAmerican Campus
Dean of Student Services, Room 1327

305-237-6069
Student Life, Room 1121

 305-237-6163
Public Safety Office, 305-237-6100

 • • •

Hialeah Campus
Dean of Student Services, Room 2102  

305-237-8712
Student Life, Room 1118

305-237-8787
Public Safety Office, 305-237-8701

 • • •

MDC West
Dean of Student Services, Room 1204

305-237-8919
Student Life, Room 1115

 Public Safety Office, 305-237-8100
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As a college student, you now have 
control of your destiny. A college 
education not only prepares you for a 
profession, but it is also an important 
step in making you a more produc-
tive member of society. Miami Dade 
College takes great pride in offering a 
high quality and challenging learning 
environment that will expose you to 
myriad opportunities for discovery 
and growth. You can expect:
• excellence in teaching
• encouragement of innovation  

and creativity
• a free exchange of ideas
• respect for cultural diversity
• a comprehensive array of services to 

maximize your academic success.

You also play a central role in fos-
tering and maintaining a quality 
academic environment for yourself 
and others. Consequently you are 

expected to:
• attend classes regularly and on time
• succeed and do well in your classes
• strive for personal excellence
• treat others with courtesy and 

respect
• contribute to the marketplace of 

ideas at the College
• demonstrate personal and academic 

integrity in your dealings with 
others

• make a positive contribution to the 
multicultural, multiracial environ-
ment at the College

• share responsibility for maintaining 
the integrity of the physical sur-
roundings.

Your enrollment here is a social con-
tract between you and the College 
to become partners in your success. 
Good luck!

Miami Dade College reserves the 
right to cancel classes and/or pro-
grams for which there is insufficient 
enrollment, to close a class when 
the enrollment limit in that class is 
reached and to make any schedule 
changes as necessary, including a 
change in time, days, credit, location 
or instructor. In the event of cancella-
tion, the College will notify each reg-
istrant by e-mail and/or by telephone 
and will issue a full refund.  Miami 
Dade College is not responsible for 
any other related expenses.

The mission of Miami Dade College  
is to provide accessible, affordable,  
high-quality education by keeping  
the learner’s needs at the center of 
decision-making and working in 
partnership with its dynamic,  
multicultural community.

s t a t e m e n t  o f  e x p e c t a t i o n s
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How does Miami Dade College Alerts 
work?

Miami Dade College Alerts uses SMS 
text messaging technology to alert 
mobile devices and email accounts. 
SMS technology has proven to be  
reliable during emergencies when 
phone networks can become over-
loaded. SMS technology allows the 
College to quickly notify a large  
number of people no matter where 
they are located. This is an impor-
tant capability for a commuter-based  
institution as large as Miami Dade 
College.

It is important to note that SMS text 
messages sent via Miami Dade College 
Alerts will be short (160 characters or 
less), are meant to make you aware 
that there is an emergency, and direct 
you to other college communication 
resources for additional information.

Under what circumstances will the 
college activate Miami Dade College 
Alerts?

Miami Dade College Alerts will be acti-
vated during emergencies that threaten 
life safety on a campus and/or severely 

impacts normal campus/college opera-
tions. The College will also periodically 
send test messages to ensure the system 
is working properly. The system will 
not be used for advertisements.
 
 
Where I can get more information 
about Miami Dade College Alerts?

Go to the student portal and click the 
Miami Dade College Alerts logo or 
go directly to www.mdc.edu/alerts 
for more information. You can also 
email specific questions to mdcalerts@ 
mdc.edu.

MIAMI      DADE     CO  L L E G E  A L ERTS  
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*Registration information provided each term by registration offices.

Fall Term
Aug. 22, (Mon) 	E vening and weekday classes begin.*
Aug 26, (Fri) 	 Last day to drop classes with 100 percent refund for regular fall term classes.
Aug. 27, (Sat) 	S aturday classes begin.*
Sept. 3-5, (Sat-Mon) 	 Holiday Period – Labor Day
Oct. 31, (Mon) 	� Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college.
Nov. 11-13, (Fri-Sun) 	N o classes - Veteran’s Day Observance
Nov. 24-27, (Thu-Sun) 	 Holiday Period – Thanksgiving
Dec. 9,	 Last day of classes
Dec. 10-16, (Sat-Fri) 	 Final exams
Dec. 19, 2011 –  
Jan. 2, 2012, (Mon-Fri) 	 Winter Break
Dec. 28-29, (Wed-Thur) 	 College Scheduled Work Days during Winter Break

Spring Term 
Jan. 4, (Wed) 	E vening and weekday classes begin.*
Jan. 7, (Sat) 	S aturday classes begin.*
Jan. 10, (Tue) 	 Last day to drop classes with 100 percent refund for regular spring term classes.
Jan. 14-16, (Sat-Mon) 	 Holiday Period – Martin Luther King Jr. Day
Feb. 18-20, (Sat-Mon)  	 Holiday Period – President’s Day
Mar. 14, (Wed) 	� Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college.
Apr. 2, (Mon) 	� Last day to apply for a degree to be awarded for the 2011-2012 academic year and have name  

appear in Commencement program.
Apr. 6-8, (Fri-Sun) 	S pring Recess
Apr. 20, (Fri) 	 Last day of classes
Apr. 21-27, (Sat-Fri) 	 Faculty grade input ends noon. Last day for faculty.
Apr. 28, (Sat) 	 Commencement
Apr. 30-May 4, (Mon-Fri) 	S emester Break

Summer Term 
May 7, (Mon) 	�E vening and weekday classes begin for first 6-week summer session and for the 12-week  

summer session.*
May 9, (Wed) 	 Last day to drop classes with 100 percent refund for first 6-week summer session.
May 10, (Thu) 	 Last day to drop classes with 100 percent refund for the 12-week summer session.
May 12, (Sat)	S aturday classes begin.*
May 26-28, (Sat-Mon) 	 Holiday period – Memorial Day
June 1, (Fri) 	� Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college for the first 6-week summer session.
June 15, (Fri) 	 Last day of classes and examinations for the first 6-week summer session.
June 18, (Mon) 	E vening and weekday classes begin for the second 6-week summer session.
June 20, (Wed) 	 Last day to drop classes with 100 percent refund for the second 6-week summer session.
June 26, (Tue) 	� Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college for the 12-week summer session.
July 4, (Wed) 	N o Class - Independence Day
July 13, (Fri) 	� Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college for the second 6-week summer session.
July 27, (Fri) 	� Last day of classes and examinations for the 12-week summer session and the second 6-week  

of summer session.
July 28, (Sat) 	 Faculty grade input ends noon.
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*Registration information provided each term by registration offices.

Fall Term 
Aug. 27, (Mon) 	E vening and weekday classes begin.*
Aug. 31, (Fri) 	 Last day to drop classes with 100 percent refund for regular fall term classes.
Sept. 1-3, (Sat-Mon) 	 Holiday Period – Labor Day
Sept. 8, (Sat) 	S aturday classes begin.*
Nov. 5, (Mon) 	� Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college.
Nov. 10-12, (Sat-Mon) 	N o classes - Veteran’s Day Observance
Nov. 22-25, (Thu-Sun) 	 Holiday Period – Thanksgiving
Dec. 14, (Fri) 	 Last day of classes
Dec. 15-21, (Fri-Fri)	 Final exams
Dec. 24, 2012 – Jan. 7, 2013 	 Winter Break
Jan. 3-4 (Thu-Fri) 	 College Scheduled Work Days during Winter Break

Spring Term 
Jan. 8, (Tue) 	E vening and weekday classes begin.*
Jan. 12, (Sat) 	S aturday classes begin.*
Jan. 14, (Mon) 	 Last day to drop classes with 100 percent refund for regular spring term classes.
Jan. 19-21, (Sat-Mon) 	 Holiday Period – Martin Luther King Jr. Day
Feb. 16-18, (Sat-Mon)  	 Holiday Period – President’s Day
Mar. 8, (Fri)	E mployee Retreat – No classes but the college will be open.
Mar. 20, (Wed) 	 Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college.
Mar. 29-31, (Fri-Sun) 	S pring Recess
Mar. 25,  (Mon) �	 Last day to apply for a degree to be awarded for the 2012-2013 academic year and have name  

appear in Commencement program.
May 3, (Fri) 	 Last day of classes and examination.
May 4, (Sat) 	 Commencement
May 6-10, (Mon-Fri) 	S emester Break

Summer Term 
May 13, (Mon) 	E vening and weekday classes begin for first 6-week summer session and for the 12-week  

summer session.*
May 18, (Sat) 	S aturday classes begin.*
May 15, (Wed) 	 Last day to drop classes with 100 percent refund for first 6-week summer session.
May 16, (Thu) 	 Last day to drop classes with 100 percent refund for the 12-week summer session.
May 25-27, (Sat-Mon) 	 Holiday period – Memorial Day
June 7, (Fri) 	 Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college for the first 6-week summer session.
June 21, (Fri) 	 Last day of classes and examinations for the first 6-week summer session.
June 24, (Mon) 	E vening and weekday classes begin for the second 6-week summer session.
July 2, (Tue) 	 Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college for the 12-week summer session.
July 4, (Thu) 	 Independence Day – No Classes
July 19, (Fri) 	 Last day to apply for institutional credit by examination, for individual course withdrawal,  

and complete withdrawal from college for the second 6-week summer session.
Aug. 2, (Fri) 	 Last day of classes and examinations for the 12-week summer session and the second 6-week  

of summer session.



Introduction
An environment for success encour-
ages people to achieve their highest 
potential whether in the classroom, 
or on the job. A drug free campus 
supports this idea of success. Miami-
Dade College endorses the federal 
government’s efforts in implement-
ing the Drug Free Schools and 
Community Amendments of 1989 
(Public Law 101-226).

Standards of Conduct
All students, faculty, administra-
tors, staff, and support personnel are 
expected to recognize the potential 
for alcohol and drug abuse when-
ever alcohol or illegal drugs are 
sold, given, and/or used, and that 
such abuse is in conflict with the 
College’s purpose. To assist in mini-
mizing this abuse, the College has 
established policies and regulations 
which adhere to applicable federal 
laws and state statutes regarding 
such abuse. The regulations and pol-
icies governing the use of alcoholic 
beverages apply to all employees, 
students, guests, and visitors. The 
responsibility for knowing and abid-
ing by the College’s substance abuse 
policy rests with each individual.

Legal Sanctions
Illegal drug activities carry criminal 
penalties. Under federal and state 
penalties, illegal drug activities can 
bring prison sentences ranging from 
probation to life imprisonment. 
(See enclosed chart.) In addition, 
detailed penalties regarding posses-
sion of open containers of alcoholic 
beverages in vehicles under the 
Florida State Traffic Law Statute 
(310.1936) is prohibited. As used in 
this section, “open container” means 

any container which is immediately 
capable of being consumed from, or 
the seal of which has been broken. 
It is unlawful and punishable as pro-
vided in this section for any person 
to possess an open container of an 
alcoholic beverage, possession of 
an (broken seal) alcoholic beverage 
while operating a vehicle, or while 
a passenger in or on a vehicle being 
operated in the state. New Florida 
legislation states that it is unlaw-
ful for any person to sell, purchase, 
manufacture, or deliver, or to pos-
sess with the intent to sell, purchase, 
manufacture, or deliver, a con-
trolled substance in, on, or within 
200 feet of the real property com-
prising a public or private college, 
university, or other postsecondary 
educational institution. Any person 
who violates this section commits a 
first degree felony.

Health Risks
Drug use and alcohol abuse increase 
the chances of violence, injuries, 
automobile accidents, heart attacks, 
strokes,cancer, and an extended list 
of other diseases. Largely because 
of this direct relationship 15 to 
24-year-olds make up the only age 
group in the United States whose 
life expectancy is actually decreasing. 
Low to moderate doses of alcohol 
increase the incidence of a variety of 
aggressive acts, including spouse and 
child abuse. Moderate to high doses 
of alcohol cause marked impair-
ments in higher mental functions, 
severely altering a person’s ability to 
learn and remember information. 
Very high doses cause respiratory 
depression and death. If combined 
with other depressants on the cen-
tral nervous system, much lower 

doses of alcohol will produce the 
effects described here. Regular use 
of alcohol can lead to dependence. 
Sudden cessation of alcohol intake 
is likely to induce withdrawal 
symptoms including severe anxiety, 
tremors, hallucinations, and convul-
sions. Alcohol withdrawal can be life 
threatening. Long term consump-
tion of large quantities of alcohol, 
particularly combined with poor 
nutrition, can also lead to perma-
nent damage to vital organs such 
as the brain and the liver.There 
is a high incidence of tobacco use 
among those who use other drugs.
The mortality rate from tobacco use 
exceeded that of all other drugs. It is 
estimated that the annual mortality 
rate from cigarette smoking in the 
United States exceeds 350,000.

For Those Who Need Help
Student referral counseling, includ-
ing information concerning special 
programs to be sponsored by the 
College relating to substance abuse 
prevention, is available by calling:

Miami Dade College
Information Center

(305) 237-8888

Faculty and staff referral and 
counseling services are available 
through the Department of Human 
Resources. 

Human Resources 
(305) 237-2051

www.mdc.edu/hr/Benefits

This policy is reviewed on an annual 
basis.

d r u g - f r e e  c a m p u s  p r o g r a m
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All students who graduate from 
MDC – regardless of major or 
degree type – have ten things in 
common: the college-wide student 
learning outcomes summarized 
below. Developed after many con-
versations with students, faculty, 
alumni, and members of the busi-
ness community, the outcomes 
are part of all programs regardless 
of major or degree type. They 
will assist you to succeed in your 
chosen field, to strengthen the life 
skills critical to your future, and to 
become a lifelong learner.

1.	 Communications – 
Knowing what you’ve learned 
doesn’t mean much if you can’t 
express it. All students should 
be able to communicate well.

2.	 Quantitative Analysis – 
Numbers are everywhere-from 
the calories in your favorite 
soda to political polls.  All stu-
dents should be able to process, 
understand, and accurately ana-
lyze numerical data.

3.	 Critical/Creative Thinking 
and Scientific Reasoning 
– There’s no guarantee that 
you’ll know all the answers by 
the time you graduate, but you 
will develop the skills to think 
through a situation and arrive 
at a logical conclusion.

4.	 Information Literacy – 
Why are there concerns about 
“Wikipedia” as an acceptable 
research tool? By the time you 
graduate, you’ll know the pros 
and cons of using Internet 
resources and be able to locate 
relevant and accurate informa-
tion resources.

5.	 Global, Cultural, and 
Historical Perspectives – 
Thanks to the Worldwide Web 
and telecommunication, we 
are aware of many ways of life 
across the world. In order to 
succeed in this global society, 
students need to develop an 
appreciation of various cultures 
and an understanding of differ-
ent points of view.

6.	 Personal, Civic, and Social 
Responsibility – While at 
MDC, you’ll develop skills to 
fulfill not only your personal 
responsibilities, but also your 
roles as citizens and members of 
a global community. For exam-
ple, John Donne said, “No man 
is an island.” Everything you do 
and say has an impact on those 
around you such as exercising 
your right to vote.

7.	 Ethical Thinking – 
Prevalent among newspaper 
headlines from the past ten 

years are terms like “Stem Cell 
Research,” “Cheating in High 
School,” and “Euthanasia.” 
Your course of study will help 
you develop strategies and val-
ues in ethical thinking to help 
you understand these and other 
controversial issues.

8.	 Computer and 
Technology Usage – You 
can probably surf the net and 
send emails already, but there 
are many other powerful tools 
at your fingertips. Before you 
graduate, you will learn how to 
use word processing, spread-
sheets, databases, and presenta-
tion programs as well.

9.	 Aesthetic Appreciation 
– Appreciating the creative pro-
cess is an essential part of being 
a well-rounded individual, 
whether it is Beethoven or 
Tupac.

10.	 Natural Systems and the 
Environment – What exactly 
is trans-fat? Is tap water a pure 
substance or a mixture?  How 
does carbon dioxide affect our 
atmosphere? An understanding 
of natural systems is important 
in caring for your health and 
the world around you.

L EARNIN      G  OUTCOMES      
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PROCEDURE 4009 - POLICY IV-5

s t u d e n t s ’  r i g h t s  a n d  r e s p o n s i b i l i t i e s

I.  PURPOSE:
The purpose of the Student Rights 
and Responsibilities Procedure is to 
enumerate the essential provisions 
relating to how students may par-
ticipate responsibly in the College 
community.

II.  PROCEDURE:
Miami Dade College exists for the 
open interchange of knowledge and 
philosophies, the development of a 
capacity for critical judgment, and 
the creation of an atmosphere con-
ducive to the independent search 
for truth and to the gaining of prac-
tical experience in our community.  
Free inquiry and free expression 
are indispensable to the attainment 
of these goals. This institution has 
are responsibility to develop poli-
cies, which encourage the broadest 
possible participation of the Col-
lege community. The freedom to 
learn depends upon appropriate 
opportunities and conditions in 
the classroom, on the campus, and 
in the larger community. Students 
should exercise their freedom with 
responsibility.  Discrimination on 
the basis of sex, marital status, race, 
creed, national origin, or disability 
is prohibited by the College.

A.  �Freedom Of Access To  
Higher Education

Within the limits of its resources 
and facilities, Miami Dade College 
is open to all persons who are 
qualified according to its admission 
and good standing requirements.  
Admission to College credit study 
is open to all high school gradu-
ates; transfer students; persons with 
state-issued high school equivalency 
diplomas; home-educated students 

who have completed a home educa-
tion program evidenced by a signed 
affidavit from their parent or legal 
guardian stating that the student 
completed a home education pro-
gram; and other special categories. A 
record of good conduct is required, 
as well as official transcripts of 
previously completed educational 
work, and related documentation 
necessary to complete an applica-
tion for admission. Post-Secondary 
Adult Vocational study is open 
to all high school graduates, per-
sons with state-issued high school 
equivalency diplomas or persons 
who are at least 16 years of age and 
have left high school.1. Admissions 
– There may be circumstances (e.g., 
criminal record, falsifying admis-
sions records), where an individual 
may be denied admission to Miami 
Dade College. When questions of 
admissibility arise, the individual’s 
application is reviewed by the regis-
trar and a recommendation is made 
to the student dean whose decision 
is final on behalf of the College.
	E ach student, during the process 
of applying for admission to the 
College and, by the act of register-
ing, agrees to abide by the rules and 
regulations of the College. Students 
are required to comply with all poli-
cies and procedures of the College, 
including, but not limited to the 
Student Code of Conduct.
	S tudents are required to keep 
the College informed of their cur-
rent mailing address. The College 
meets all notice requirements to 
students by sending notices to the 
last mailing address provided by the 
student to the Registrar’s Office.  
Failure to provide the College with 
Accurate information at the time of 

admissions may result in disciplin-
ary violation subject to disciplinary 
sanction.
2. Psychologically Unfit Students - 
Students admitted to Miami Dade 
College who, because of their action 
on campus, give reasonable cause 
to believe that they may represent a 
danger to themselves or others, or 
who demonstrate by their perfor-
mance that they are not qualified 
to attend college, may be denied 
further enrollment at the institu-
tion.  The process by which the 
College would make such a deci-
sion involves a carefully delineated 
and comprehensive examination of 
all issues relating to that individual 
student’s observed behavior. This 
would include consultation with a 
number of professional members 
of the staff at the College and may 
involve a medical or psychiatric 
evaluation by an outside consul-
tant. This step-by-step evaluation 
is described in Procedure 4060 
-Psychological Assessment.



B. Academic Responsibility
1. Academic – The professor in the 
classroom and in conference will 
encourage free discussion, inquiry
and expression where relevant and 
appropriate to the educational 
objectives of the course. It is there 
responsibility of the instructor to 
present in writing to each class 
the educational objectives and the 
criteria to be used in evaluating 
student success in that class.  It 
is the responsibility of students 
to avail themselves of knowledge 
of these objectives and criteria as 
published and set forth by Miami 
Dade College. The professor will 
not grade the student on opinions 
expressed, unless such evaluation  
is specifically related to course 
requirements.

2. Protection of Freedom of 
Expression – Students will be free 
to state reasoned exception to the 
data or views offered in any course 
of study and to reserve judgment 
about matters of opinion. They are, 
however, responsible for learning 
the substance of any course of study 
of or which they are enrolled.

3. Protection Against Improper 
Academic Evaluation – Students 
will have protection through orderly 
procedures against unfair academic 
evaluation. A student’s grade will be 
based solely on academic achieve-
ment, unless otherwise specified by 
the professor in writing at the first 
class meeting. Students may appeal 
grades received by following the 
grade appeals process described in 
Procedure 8301 - Student Appeal  
of Grades.

4. Utilization of Special Aids 
for Study – Disabled students as 
defined under section 504 of the 
Rehabilitation Act of 1973 will 
be permitted to record classroom 
lectures. Other students may, with 
permission of the instructor, be per-
mitted to record classroom lectures 
to be utilized as reference material 
and not to be utilized verbatim for 

personal gain. Students should con-
tact the campus office of Disabled 
Students Services for assistance.

5. Academic Dishonesty – Students 
are expected to conduct their aca-
demic affairs in a forthright and 
honest manner. In the event that 
students are suspected of classroom 
cheating, plagiarism or otherwise 
misrepresenting their work, they 
will be subject to procedural due 
process. The specific steps involve 
dare outlined in Procedure Appeal 
of Grades defined in Procedure 
4035 - Procedure for Dealing with 
Academic Dishonesty.

6. Standards of Academic Progress 
(SOAP) – The College have estab-
lished Standards of Academic 
Progress which are applicable to all 
students. Failure to maintain satis-
factory academic progress will result 
in warning, probation, suspen-
sion, or dismissal from the College 
as outlined in Procedure 4010- 
Standards of Academic Progress. 
The process for appeals is described 
in Procedure 4015 - Guidelines for 
Appeal of the Standards of Academic 
Progress.

7. Additional Rights of Appeal– 
Student requests for exceptions to 
the financial and withdrawal policies 
of the College due to extenuating 
circumstances may be submitted in 
writing according to the guidelines 
for submitting a petition, which 
is described in Procedure 4018 - 

Student Petitions Process. Student 
Appeal of Grades as defined in 
Procedure 8301.

C. Student Records
Miami Dade College has a pro-
cedure concerning the manner in 
which a student’s permanent edu-
cational record is handled and dis-
closed, Procedure 4085 - Release of 
Student Information. This procedure 
is available in various College pub-
lications. Transcripts of academic 
records will contain only informa-
tion about academic status.

D. Student Affairs
1. Freedom of Association –
Students bring to campus a variety 
of interests previously acquired 
and develop many new interests as 
members of the academic commu-
nity. They will be free to organize 
and join student clubs or organiza-
tions to promote their common 
interests, as long as they do not dis-
rupt the College, or violate its rules 
and regulations.
	 a. The College has established 
a policy and procedure for the rec-
ognition of student organizations, 
Policy IV-3 - Student Organizations 
and Procedure 4093 - Formation of 
Student Organizations.
	 b. Student organizations are 
required to identify an advisor; each 
organization will be free to choose 
its own advisor from the faculty or 
administrative work groups.
	 c. A recognized club or organiza-
tion may lose its official recognition 
and be suspended if actions of its 
officers or members, or activities 
of the organization as a whole, vio-
late College Policy and Procedures 
(as described in Procedure 4094 - 
Suspension of Student Organization.)

2. Freedom of Inquiry and 
Expression – Students and student 
organizations will be free to examine 
and to discuss all questions of inter-
est to them and to express opinions 
publicly and privately. They will 
always be free to support causes by 
orderly means which do not disrupt 
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the operation of the institution.

3. Uses of Facilities – Provided that 
they are used in a manner appro-
priate to the academic community 
and in compliance with College 
Procedures, the Facilities and 
Services of the College will be open 
to all of its enrolled students. The 
Office of Student Life maintains 
procedures for the use of Miami 
Dade College facilities.

4. Student Publications – Student 
publications and the student press                                                                    
constitute one of the strongest 
means of encouraging an atmo-
sphere of responsible discussion 
and intellectual exploration on the 
campuses of Miami Dade College. 
The College has established a policy 
covering student publications, 
PolicyIV-90 - Student Publications.

5. Distribution of Literature – It is 
the intent of the College to provide 
for the exchange of written thoughts 
and ideas in an orderly fashion and 
without disruption to the College. 

The College has established a pro-
cedure for the distribution of litera-
ture, Procedure 4095 – Distribution 
of Literature.

6. Visiting Speakers – The College 
has established a procedure that 
provides guidelines for inviting 
visiting speakers to the College, 
Procedure 4097- Student Life Guest 
Speaker.

7. Grievance Procedure for Alleged 
Discrimination or Harassment 
– Students who believe that they 
have been discriminated against 
have a formal grievance process 
available, which is described in 
Procedure 1665 - Discrimination and 
Harassment Grievance Procedure.

E. Discipline
The president of Miami Dade 
College is responsible at all times 
for the maintenance of the orderly 
functioning of the College and will 
take necessary actions to prevent 
any interference with such orderly 
operation of the College. The 

president of Miami Dade College 
has also delegated authority for 
the maintenance of the orderly 
functioning of each campus to 
the campus presidents and other 
appropriate College employees. The 
campus presidents have charged 
the student deans with implemen-
tation of the student disciplinary 
procedures and maintenance of 
student discipline records. Due 
process and proper procedural safe-
guards will be observed to insure 
that students’ rights are protected. 
The college’s disciplinary procedure 
is set forth in Procedure 4030 - 
Student Disciplinary Procedures and 
Procedure 4025 - Student Code of 
Conduct.

F. Open College and Distance 
Learning Students
Students enrolled at Miami Dade 
College exclusively in the off-cam-
pus or distance learning programs 
shall abide by all applicable policies 
and procedures.
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I
t is recognized that Miami 
Dade College has the right 
to protect its educational 
purpose and its students 
from the irresponsible con-
duct of others. In order to 

ensure this right, the College finds 
it necessary to set forth the follow-
ing regulations that require student 
compliance for the welfare of the 
College community.
	S tudents who are alleged to have 
violated one or more of the regula-
tions stated in the Code of Conduct 
may be charged with the violation(s) 
in accordance with Miami Dade 
College Disciplinary Procedures. 
The Code of Conduct shall apply to 
all College students representing the 
College at events, whether on or off 
the College Campuses. The College 
may exercise its discretion to not 
officially charge students with viola-
tions of this Code of Conduct in 
the event that viable alternatives 
to disciplinary action are appropri-
ate. The Student Code of Conduct 
addresses the following areas:
1. Academic Dishonesty
2. Activities on Campus
3. Alcohol
4. Arson
5. Assault and/or Battery
6. Payments with Insufficient Funds
7. College Computing Resources
8. Complicity
9. Contracting
10. Damage of Property
11. Defamation, Threats, Extortion
12. Disruption
13. Dress Standards
14. Drugs, Illegal
15. Equipment, Emergency
16. Facilities, Unauthorized Use of
17. Freedom, Academic and Speech
18. Gambling

19. �Hazing (refer to Procedure 
4028)

20. Identification of Students
21. Information, Falsifying
22. Laws, Public
23. Literature and Goods
24. Mail Services
25. Orders, Obeying
26. Parking
27. Peace, Breach of
28. Pets
29. Probation, Violation of
30. Records, Falsification of
31. Search and Seizure
32. Smoking
33. Speakers, Outside
34. Student Groups, Recognition of
35. �Theft and Unauthorized 

Possession
36. Vehicles, Use of
37. Weapons
38. Fraud
39. �Hazardous, Biological, Other 

Substances

1. Academic Dishonesty –  
Academic dishonesty includes, but 
is not limited to the following:  
• cheating on an examination;  
• receiving help from others in work 
to be submitted, if contrary to the 
stated rules of the course;  
• plagiarizing; that is, the taking 
and claiming as one’s own the ideas, 
writings, or work of another, with-
out citing the sources;  
• submitting work from another 
course unless permitted by the 
instructor;  
• stealing examinations or course 
materials; 
• falsifying records;  
• assisting anyone to do any of the 
above. In the event that students 
are suspected of classroom cheating, 
plagiarism, or otherwise misrepre-

senting their work, they will be sub-
ject to procedural due process. The 
specific steps involved are outlined 
in Procedure 4035 - Procedure for 
Dealing with Academic Dishonesty 
(see page 18).

2. On-Campus Activities and 
Events – Use of College facilities 
is prohibited on any of the MDC 
campuses except in an area designat-
ed by the proper College authority 
and subject to any limitations and 
provisions established by an appro-
priate College official (i.e., outdoor 
concerts, student rallies, outside 
speakers).

3. Alcoholic Beverages – 
Alcoholic beverages are prohibited 
at student-sponsored functions.

4. Arson – No student shall com-
mit, or aid in the intentional com-
mission of an act that results in a 
fire being ignited that causes dam-
age, or is intended to cause damage, 
to the property of the College or to 
the property of any other person.

5. Assault and/or Battery – No 
student shall threaten bodily harm 
or discomfort to another such as 
would constitute an assault. Nor 
shall any student commit or aid 
in the intentional commission of 
an act that causes bodily harm or 
discomfort to the person of another 
such as would constitute a battery.

6. Payments With Insufficient 
Funds – Students shall not make 
and/or deliver any check to the 
College that is not supported by 
sufficient funds on deposit or is in 
any way worthless.

Procedure 4025

c o d e  o f  c o n d u c t
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7. College Information 
Systems and Facilities – 
Students have the privilege of 
access and use of the College’s 
technological resources such as 
computers, printers, networks, 
Internet, software and instructional 
laboratories. Students must utilize 
these services in an ethical and legal 
manner consistent with federal and 
state law as well as Miami Dade 
College policy and procedures. 
Students must comply with all 
College Policies and Procedures 
pertaining to the usage of college 
information systems, computing 
resources and facilities as defined 
in Policy VII-I and Procedure 7900. 
Students must conduct themselves 
in a manner that reflects respect for 
the rights of other users, that pro-
tects the integrity of data, physical 
facilities, equipment, and software 
license copyright (Policy VII-1 and 
Procedure 7900 - Guidelines for 
Use of MDC Computing Resources). 
Students shall not use any College 
technological resources for any 
improper, illegal, or unauthorized 
uses. If misuse occurs, student privi-
leges may be revoked immediately 
and the student may be subject to 
disciplinary action.

8. Complicity – A student pres-
ent during the commission of 
an act by another student that 
constitutes a violation of College 
policy may also be charged if his/
her subsequent behavior constitutes 
a permission or condonement of the 
violation.

9. Contracting or 
Representation in the Name 
of the College – Students are 
prohibited from contracting in the 
name of Miami Dade College, or 
claiming to be official representa-
tives of the College or using the 
College’s name, logo or likeness for 
any purpose including, but not lim-
ited to commercial purposes.

10. Damage or Destruction 
of Property – Accidental dam-
age, vandalism, malicious damage 
to property belonging to Miami 
Dade College or others may require 
restitution from persons responsible 
for such damage and/or disciplinary 
action.

11. Defamation, Threats, and 
Extortion – Verbal or written 
communication that unlawfully 
exposes any individual or group to 
hatred, contempt, or ridicule, and 
thereby injures the person, prop-
erty, or reputation of another, is 
prohibited. Verbal or written com-
munication that threatens another 
of a crime or offense, or threatens 
injury to the person, property, or 
reputation of another, or mali-
ciously threatens to expose another 
to disgrace, with the intent to extort 
money or other advantage whatso-
ever, is prohibited.

12. Disruption – Florida Statute 
§ 877.13 provides that disruption of 
the normal activities of the institu-
tion is prohibited. Disruption shall 
include, but not be limited to, the 
following: 
• Physical violence or abuse of any 
person or College-owned or con-
trolled property, or at College spon-
sored or supervised functions, or 
conduct that threatens or endangers 
the health or safety of any person. 
• Deliberate interference with 
academic freedom and freedom 
of speech, including not only dis-
ruption of a class, but also inter-
ference with the freedom of any 
speaker invited by any section of the 
College community to express his/
her views. (Faculty is authorized to 
have students removed from class if 
warranted.) 
• Forcible interference with the free-
dom of movement of any guest of 
the College. Blocking of entryways 
to buildings, rooms, or sections of 
buildings, or of hallways, or stair-
ways, in such fashion that people 

find it difficult or impossible to pass. 
• Blocking of vehicular traffic. 
• Noisemaking, or other physical 
behavior, which is so distracting 
that it is difficult or impossible to 
conduct a class, a meeting, or any 
other authorized event.
• Congregating in such a fashion 
as to create a situation that could 
endanger life or property. 
• Incitement to any of the above-
mentioned actions or to other viola-
tions of College Policy that could 
result in such actions whether orally 
or through written materials or pic-
tures.

13. Standards of Dress – 
Students must comply with stan-
dards of dress established for safety 
or health reasons in specific classes.

14. Narcotics and Illegal 
Drugs – The possession and use 
of controlled substances by mem-
bers of the Miami Dade College 
community must at all times be in 
accordance with applicable federal, 
state and local law, the rules of the 
Florida Board of Education, and the 
policies and procedures of Miami 
Dade College. Under Florida law, 
no person may possess, sell or 
deliver substances regulated under 
the provisions of Chapter 893, 
Fla. Statute (controlled substances) 
unless dispensed and used pursu-
ant to prescription or otherwise 
authorized by law. Students at the 
College who possess, use, or deliver 
controlled substances not dispensed 
and used pursuant to prescription 
are subject to disciplinary action, up 
to and including expulsion from the 
College. Disciplinary action against 
a student under College Policy does 
not preclude the possibility of crim-
inal action against that individual. 
The filing of criminal charges simi-
larly does not preclude action by the 
College. The use of illegal drugs and 
the misuse of prescription and other 
drugs pose a serious threat to the 
physical and mental well-being of 
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the students, faculty and staff at the 
College. The College is committed 
to providing accurate information 
and educational programs to pre-
vent such use of drugs. For further 
information about these programs 
and services, contact the campus 
Student Dean.

15. Misuse of Emergency 
Equipment – Fire escapes, ground 
level fire doors, fire hoses, extin-
guishers and alarm equipment are 
to be used only in emergencies. 
Tampering with, or misuse of, these 
emergency devices, or blocking of 
fire exits, or other means of imped-
ing traffic, is prohibited.

16. Unauthorized Use of 
College Facilities – The unau-
thorized use of, or entry into, any 
College facilities (i.e., classrooms, 
laboratories, athletic fields), whether 
by force or not, is prohibited.

17. Interference With 
Academic Freedom and 
Freedom of Speech – Any 
act that restricts the professor’s or 
another student’s right to speak is 
prohibited. Any act that disrupts 
the orderly functioning of a class is 
prohibited.

18. Gambling – Gambling of any 
kind is prohibited.

19. Hazing – Florida Statutes § 
1006.63 prohibits students from 
engaging in any form of hazing, 
either on campus or off campus. 
Hazing means any action or situa-
tion that recklessly or intentionally 
endangers the mental or physical 
health or safety of a student for the 
purpose of initiation or admission 
into or affiliation with any orga-
nization under the sanction of the 
College. Such term shall include, 
but not be limited to, any brutality 
of a physical nature, such as whip-
ping, beating, branding, forced con-
sumption of any food, liquor, drug, 

or other substance, or any other 
forced physical activity that could 
adversely affect the physical health 
or safety of the individual, and shall 
include any activity that would sub-
ject the individual to extreme men-
tal stress, such as sleep deprivation, 
forced exclusion from social con-
tact, forced conduct which could 
result in extreme embarrassment, or 
any other forced activity that could 
adversely affect the mental health 
or dignity of the individual. Any 
activity as described above upon 
which the initiation or admission 
into or affiliation with any student 
organization is directly or indirectly 
conditioned shall be presumed to 
be a “forced” activity, the willing-
ness of an individual to participate 
in such activity notwithstanding. 
(Check with Student Life regard-
ing Procedure 4094 - Suspension of 
Student Organization.)

20. Identification of Students 
– Students are required to pres-
ent their MDC identification card 
when requested by authorized 
College officials. Any misrepresenta-
tion, alteration, or misuse of identi-
fication is prohibited.

21. Providing False 
Information – No student shall 
knowingly give false or perjured 
testimony in any College investiga-
tion or proceeding. No student shall 
knowingly give false information to 
a College official or show reckless 
disregard for the truth.

22. Public Laws – Any act by a 
student that constitutes a charge of 
a violation of a public law, occur-
ring either on or off campus, may 
establish cause for legal and/or disci-
plinary action by the College.

23. Distribution or Sale of 
Literature – Distribution or sale 
of literature on the campuses must 
be processed by the Director of 
Student Life. (Check with Student 

Life regarding Procedure 4095 –
Distribution of Literature.)

24. Use of College Mail 
Services – Students must receive 
approval from the Student Life 
Office in order to use College mail 
services. Use of department and/or 
area mailboxes must receive approval 
of the appropriate College official. 

25. Obeying Reasonable 
Orders by College Officials 
– Students are required to comply 
with reasonable requests or orders 
by authorized College officials or 
representatives acting in behalf 
of the College. This requirement 
includes reasonable requests for 
students to arrive for appointments 
in administrative offices and at dis-
ciplinary investigations and hearings 
in a timely manner.

26. Parking – Students must 
comply with all parking regula-
tions of Miami Dade College. The 
College’s parking regulations are 
available at the campus security 
office and are subject to change. 
Failure to do so may result in a cita-
tion from a civil authority as well as 
disciplinary action on the part of the 
College. (Parking fines are levied by 
the City of Miami Police, Metro- 
Dade Police or City of Homestead 
Police and, thus, are not part of the 
College’s collection system.)
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27. Breach of Peace – Conduct 
or expression on College-owned or 
controlled property that disrupts the 
orderly functioning of the College, 
or which is lewd, indecent, or 
obscene is prohibited.

28. Pets – Guide dogs or other 
service animals are permitted on 
any of the campuses of Miami Dade 
College, but no other pets or ani-
mals of any kind are permitted on 
any of the campuses without spe-
cific approval from the appropriate 
College official.

29. Violation of Probationary 
Status – A student who is alleged 
to have violated the Code of 
Conduct while being subject to 
Disciplinary or Final Disciplinary 
Probation may be charged with the 
separate offense of violating disci-
plinary probation.

30. Falsification of Records 
– Falsification of College records, 
including, but not limited to admis-
sion, registration, affidavit, student 
disciplinary and health records by 
forgery or other means of deception, 
is prohibited.

31. Search and Seizure – 
College officials reserve the right 
to search lockers or other College 
property when deemed necessary 
to uphold the basic responsibil-
ity of the College regarding disci-
pline, safety, and the maintenance 
of an educational atmosphere. 
Contraband items will be confis-
cated and may be used as evidence 
in disciplinary cases. Briefcases, 
handbags, and other such containers 
may be searched in the library, in 
laboratories, in the bookstore, and 
at other places where materials or 
equipment are not secure.

32. Smoking – The College is 
Smoke Free. Smoking is prohibited 
in all College facilities, including 
but not limited to, all buildings 

and portions of buildings owned 
or leased by the college including, 
without limitation, atria, entry ways 
and enclosed hallways within build-
ings as prohibited under applicable 
laws.

33. Outside Speakers – 
Speakers may be invited to address 
a campus audience by Miami Dade 
College students, recognized stu-
dent organizations, and the Student 
Government. These invitations 
must be approved by the Student 
Life Department, director, or des-
ignee, not less than two weeks prior 
to the event.

34. Recognition of Student 
Groups – In order to be clas-
sified as a student organization, 
established College Policies and 
Procedures, included but not lim-
ited to, recognition procedures 
must be met and approved by the 
Student Life Office.

35. Theft, Unauthorized 
Possession and/or Sale of 
Property – Students involved 
in theft, unauthorized possession, 
and/ or sale of property not belong-
ing to them are subject to College 
disciplinary action as well as to 
arrest and prosecution by legal 
authorities. Students are required 
to make full restitution. Students 
in possession of property owned 
or controlled by the College (i.e., 
the bookstore, library, audiovisual 
department, athletic department) 
or of another person (e.g., another 
individual’s MDCard), without 
authorization or payment for such 
property, will be subject to College 
disciplinary action.

36. Use of Vehicles – Riding of 
bicycles and mopeds in hallways, 
in buildings, or on walkways is 
prohibited. Motorized vehicles are 
prohibited in areas other than des-
ignated roadways and parking lots. 
Use of wheeled devices, including, 

but not limited to in-line skates, 
roller skates, skate boards and scoot-
ers, are prohibited on the campuses 
of Miami Dade College in any loca-
tion or at times that, at the discre-
tion of campus officials, constitute 
a pedestrian or motor traffic hazard, 
or which imperil the health or  
safety of persons and property  
on the campus.

37. Firearms, Weapons, 
Fireworks, Explosives – No 
students, except law enforcement 
officers, may have weapons in their 
possession at any time on College 
property or college sponsored activi-
ties. Weapons are defined as fire-
arms, knives, explosives, fireworks, 
materials or any other items that 
may cause bodily injury or damage 
to property. Students in possession 
of a firearm on campus or at a col-
lege- sponsored activity will be auto-
matically suspended for a period of 
up to at least one year.

38. Fraud – Students shall not 
engage in any fraudulent activi-
ties such as those that intention-
ally violate College Policies and 
Procedures. (i.e. providing false 
information or documentation  
to the College).

39. Hazardous, Biological, 
Other Substances – College 
students shall not bring onto or 
dispose of hazardous, biological, or 
other substances on or within any 
of the College’s property that will 
threaten or affect the health, safety 
and welfare of the College. Further, 
no student shall disrupt or threaten 
the College by placing, disposing, 
or bringing onto the College’s prop-
erty any substances or objects for 
purposes of instilling fear or threat-
ening others. Any violation of this 
provision will result in automatic 
suspension for a period of at least 
one year.
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F
lorida community 
college Associate in 
Arts graduates are 
guaranteed the follow-
ing rights under the 
Statewide Articulation 

Agreement (State Board of 
Education Rule 6A-10.024):
1.	 Admission to one of the eleven 
(11) state universities, except to lim-
ited access programs*.
2.	 Acceptance of at least 60 credit 
hours by the state universities 
toward the baccalaureate degree.
3.	 Adherence to university require-
ments and policies based on the 
catalog in effect at the time the 
student first entered a commu-
nity college, provided the student 
maintains continuous enrollment.
4.	T ransfer of equivalent courses 
under the Statewide Course 
Numbering System.
5.	 Acceptance by the state universi-
ties of credit earned in accelerated 
programs (e.g., CLEP, AP, PEP, 
Dual Enrollment, Early Admission 
and International Baccalaureate).
6.	N o additional General 
Education Core requirements.
7.	 Advance knowledge of selection 
criteria for limited access programs.
8.	E qual opportunity with native 
university students to enter limited 
access programs.
	 *Limited Access is the designa-
tion given to programs that require 
additional admission requirements 
that are more selective than general 
admission requirements. These may 
include the following: increased 
total GPA and test scores; addi-
tional courses and prerequisites; and 
auditions and portfolios.
	S hould any guarantee be denied, 

students have the right of appeal. 
Each state university and communi-
ty college shall make available estab-
lished appeal procedures through 
the respective articulation officers.

I.	� ASSOCIATE IN ARTS  
TRANSFER GUARANTEES

The Articulation Agreement desig-
nates the Associate in Arts degree as 
the transfer degree. This Articula
tion Agreement governs the transfer 
of students from Florida public 
community colleges into the State 
University System. The agreement 
addresses GENERAL ADMISSION 
to the university and PROGRAM 
ADMISSION.

A.	G eneral Admission 
Guarantees
Community college A.A. degree 
holders will be granted admission to 
one of eleven (11) state universities, 
but not necessarily to limited access 
programs.
	 Upon transferring to a state uni-
versity, A.A. degree graduates will 
be awarded at least 60 credit hours 
towards the baccalaureate degree.
	T he university catalog in effect 
the year the A.A. degree student first 
enrolled at the community college 
will remain in effect for the student’s 
program, provided the student 
maintains continuous enrollment as 
defined in that catalog.
	O nce a student has completed 
the General Education Core and 
this is so noted on the transcript, 
regardless of whether or not an A.A. 
degree is awarded, no other state 
university or community college to 
which the student may transfer can 
require additional courses to the 

general education core.
	 When transferring among 
institutions participating in the 
Statewide Course Numbering 
System, a receiving institution must 
accept all courses taken at a region-
ally accredited transfer institution,  
if the same course with the same 
course number is offered at the 
receiving institution. In a like man-
ner, nationally accredited institu-
tions who have courses entered in 
the statewide course numbering sys-
tem will have these courses accepted 
by the receiving institution if it 
offers the same course with the same 
course number.
	 Credits earned through accel-
eration mechanisms (CLEP, AP, 
PEP, early admission, International 
Baccalaureate and dual enrollment 
courses) within the A.A. degree 
at the community college will be 
transferable to the state university.
	S tudents without an A.A. degree 
who are seeking admission to a state 
university do not have all the pro-
tection provided by the Articulation 
Agreement and may be denied 
admission or lose credit when trans-
ferring. Students without an AA 
degree will have to meet freshman 
admissions standards.

B.	P rogram Admission
The universities determine the cours-
es and prerequisites that must be 
taken in order to receive a baccalaur
eate degree for a chosen program. 
Although all credits earned towards 
an A.A. degree will transfer to a uni-
versity, not all credits may satisfy the 
program prerequisites or the course 
requirements for a baccalaureate 
degree. Therefore, it is important 
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to know the program requirements 
and to take as many courses as pos-
sible at the community college while 
completing the A.A. degree.

Limited Access Programs – 
Due to limited resources, some 
programs have additional admis-
sion requirements that are more 
restrictive than the university’s 
general admission requirements. 
These requirements include one or 
more of the following: grade point 
average, test scores, prerequisite 
courses, auditions, portfolios.

	 A.A. graduates are not guaran-
teed admission into limited access 
programs but are guaranteed that:
1.	T he community college student 
will have the same opportunity to 
enroll in a university limited access 
program as the native university 
student.
2.	S election and enrollment cri-
teria for a university limited access 
program will be established and 
published in catalogs, counseling 
manuals and appropriate publica-
tions. Notification of any changes 
in a program will include sufficient 
time for prospective students to 
have the opportunity to adjust to 
meet program criteria.

II. ADMISSION APPEALS
As a general rule, if a student is 
denied admission to a university 
or a program at the university and 
wants to appeal, the appeal must 
be initiated at the University 
Admissions Office. Each univer-
sity has established procedures for 
appealing admission denials. Those 
procedures must be published in the 
university catalog.
	 If a student is accepted into a 
university, but is denied admission 
to a program, the university must 
state the reasons for the denial. 
This is usually done in a letter from 
the dean of the college, school or 
department. Any request for further 
clarification on the part of student 

should include:
1.	 A copy of the letter of denial;
2.	 A copy of the student’s 
transcripts;
3.	 A copy of the page(s) from the 
counseling manual or catalog, outlin-
ing the program requirements; and,
4.	 A signed statement requesting a 
review of the denial.
NOTE: Students should keep a 
copy of all correspondence and a log 
of all telephone contacts. A copy of 
all of the above information should 
be forwarded to the University 
Admissions Office and the  
University Articulation Officer.

Articulation Officers – The 
University Articulation Officer 
is responsible for assisting the 
community college student seek-
ing admission to a university. If 
assistance is needed with an appeal 
request or if it appears that a depart-
ment is not complying with the 
statewide Articulation Agreement, 
the University Articulation 
Officer should be contacted. The 
Community College Articulation 
Officer is also responsible for assist-
ing in the transfer of students to 
universities.

Appealing to the Articulation 
Coordinating Committee – 
All of the avenues available to the 
student at the institutional level 
should be pursued prior to appeal-

ing to the Articulation Coordinating 
Committee. The student should 
keep a copy of all correspondence 
and a log of all telephone contacts.
If the denial is upheld at the uni-
versity level and there is still a ques-
tion of potential violation of the 
Articulation Agreement, the student 
may request a hearing before the 
Articulation Coordinating Com
mittee (Florida Education Center, 
722 Turlington Bldg., 325 W. 
Gaines St., Tallahassee, Florida 
32399). The procedures for filing 
such an appeal with the Articulation 
Coordinating Committee are  
as follows:
1.	T he student submits a state-
ment of the problem; a copy of the 
letter of denial from the university; 
a copy of the transcript in ques-
tion; a copy of the page(s) from the 
catalog or counseling manual; and a 
request to have a hearing before the 
Articulation Coordinating Commit
tee for purposes of adjudication.
2.	 All student appeals and 
policy concerns are reviewed 
by the Articulation Appeals 
Subcommittee, which then for-
wards its recommendation(s) to the 
Articulation Coordinating Commi
ttee. Issues not resolved by the 
subcommittee are sent to the full 
committee for resolution.
3.	T he Articulation Coordinating 
Committee and Articulation Appeals 
Subcommittee may request the 
appearance of representatives or 
statements from the receiving or 
sending institution to provide addi-
tional information or clarification on 
the issue.
4.	 A decision letter on the disposi-
tion of an appeal is written by the 
chair of the Articulation Coordinat
ing Committee to the division 
directors and copies are simultane-
ously sent to all persons involved, 
including the student. The decision 
of the Articulation Coordinating 
Committee shall be final.
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I. PURPOSE:
This procedure establishes a process 
for addressing charges of academic 
dishonesty in a manner that pre-
serves the professional integrity of 
the faculty member as well as the 
due process rights of the student.  
Academic dishonesty includes the 
following actions, and those that are 
similar in nature, with respect to a 
student’s academic performance.
A.	 Cheating on an examination 
including unauthorized sharing of 
information;
B.	 Collaborating with others in 
work to be presented, if con-
trary to the stated rules of the 
course;
C.	 Plagiarizing, including 
the submission of others’ 
ideas or papers (whether pur-
chased, borrowed, or otherwise 
obtained) as one’s own;
D.	Submitting, if contrary 
to the rules of a course, work 
previously presented in another 
course;
E.	 Knowingly and intention-
ally assisting another student in any 
of the above actions, including assis-
tance in an arrangement whereby 
any work, classroom performance, 
examination, or other activity is 
submitted or performed by a person 
other than the student under whose 
name the work is submitted or per-
formed.
	S ome related actions of aca-
demic dishonesty, such as stealing 
examinations or course material and 
falsifying records, may be directly 
addressed through the Student 
Disciplinary Procedure - Procedure 
4030.

II.	 Academic Dishonesty:

	 Definition of Sanctions

Set forth below are levels of sanc-
tions that may be imposed by the 
College for Academic Dishonesty:
A.	 Level I Sanctions – Possible 
sanctions to be imposed by the fac-
ulty member: 
1.	 A prescriptive sanction of an 
academic nature (e.g. re-take test, 
re-submit assignment, and engage 
in additional coursework)  
2.	 Change of grade on item in 
question (e.g., paper, test, class  

project)
3.	 Grade of “F” on item in  
question 
4.	 A lower grade for the course 

B.	 Level II Sanctions – Possible 
sanctions to be imposed by an 
Academic Hearing Committee:
1.	 Any Level I sanction 
2.	 A grade of F for the course
3.	 Record a change from W to F 
for a course
4.	 Any of the remaining sanctions 
described in College Procedure 
4030, Student Disciplinary 
Procedure, including suspension and 
dismissal.

III. PROCEDURE:
A.	 Preliminary Meetings
1.	T he faculty member shall meet 
with the student in a timely man-
ner to inform the student of the 
alleged act(s) of academic dishon-
esty of which the student is accused.  
At that time, the student shall be 
notified of the College’s Students’ 
Rights and Responsibilities, which 
describes the College’s procedure 
for addressing academic dishonesty.  
If there is an admission of guilt on 
the part of the student, the faculty 
member indicates the sanction(s) 

he/she feels to be most appro-
priate.  If a Level I sanction is 
imposed by the faculty mem-
ber, and this is accepted by the 
student, the incident is consid-
ered closed and not subject to 
any further action. 
2.	If the student does not admit 
guilt, questions the severity of 
a Level I sanction, or if the fac-
ulty member suggests that the 
College impose a Level II sanc-
tion, a meeting is held within 

five business days which includes 
the student, the faculty member, 
and the department chairperson or 
equivalent academic manager.  The 
department chairperson/ academic 
manager confirms that the student 
has knowledge of the Students’ 
Rights and Responsibilities and the 
rights he/she possesses under the 
procedure.
	 If, at this meeting, agreement 
is reached as to the validity of the 
charge and/or the nature of the 
Level I sanction imposed by the 
faculty member, the incident is 
considered closed and not subject to 
further action.
	 If there is no agreement reached 

Procedure 4035

a c a d e m i c  d i s h o n e s t y
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with regard to the validity of the 
charge and/or nature of the Level I 
or II sanctions, the student shall be 
advised that a formal hearing may 
be requested before the campus 
Academic Hearing Committee.

B.	 Notice of Charge
Upon receiving a recommenda-
tion of a Level II sanction from the 
department chairperson/academic 
manager or written request from 
the student for a formal hearing, the 
student dean schedules a meeting 
with the student to provide the stu-
dent with written Notice of Charge, 
the nature of the hearing process, 
and of all the rights applicable to 
students in academic dishonesty 
cases.
	 Within three working days of 
receiving the Notice of Charge, the 
student shall deliver to the Student 
Dean’s Office a plea of guilty or not 
guilty, by completing the appropri-
ate section on the Notice of Charge 
and returning the Notice of Charge 
to the Student Dean’s Office. If the 
student does not return the Notice, 
a plea of “not guilty” is entered, 
and a Hearing before the Academic 
Hearing Committee is scheduled.

C.	� The Academic Hearing 
Committee

The Academic Hearing Committee 
(AHC) shall consist of the following 
individuals appointed by the campus 
president, upon the recommenda-
tion of the academic dean:
1.	�T wo student members who shall 

be nominated by the Student 
Government Association;

2.	�T wo faculty members nomi-

nated by the academic dean;
3.	�T wo academic administrators, 

one of whom shall be the hear-
ing officer; 

4.	�T he dean of students shall serve 
as the AHC resource person for 
coordination of the committee’s 
activities and maintenance of 
official records.

D.	Hearing Process
The hearing officer shall be respon-
sible for coordinating and schedul-
ing the AHC Hearing. The hearing 
officer shall preside over the hear-
ing and shall be responsible for 
maintaining proper decorum and 
order, and ruling on admissibility 
of evidence. The hearing officer 
shall have the power to exclude any 
person who impedes or threatens to 
impede a fair and orderly hearing 
or who has no legitimate interest in 
the hearing. Subject to applicable 
laws, the hearing shall be closed to 
all persons not directly involved in 
the process; however, the student 
and faculty member may each have 
a nonparticipating observer present 
at the hearing.
	T he hearing officer and AHC 
members have the following respon-
sibilities:
	 1.	 At the beginning of the hear-
ing, the Hearing Officer shall briefly 
explain to the student and the fac-

ulty member the manner in which 
the hearing will be conducted.
	 2.	T o ensure, to the extent pos-
sible, that all questions asked and 
information offered are relevant. 
Questions as they pertain to the 
appropriateness of the sanctions 
should be included.
	 3.	 To ensure that the student 
has the right to examine all evi-
dence, to testify, to present evi-
dence and witnesses, and to hear 
and question all witnesses appearing 
and testifying against him/her. The 
student as well as the faculty mem-
ber bringing the charge may each 
have a non-participating observer 
present.
	 4.	T o ensure that no statement 
against the student is considered by 
the committee unless the student 
has been advised during the hear-
ing of its content, and of the name 
of the person who gave the state-
ment, and unless the student has 
been given the opportunity to rebut 
inferences which might be drawn 
from this statement.
	 5.	T o ensure, to the extent pos-
sible, that all relevant evidence is 
introduced before the committee 
and that the decision is based solely 
upon the evidence.
	 6.	T o conduct the hearing in an 
orderly manner as set forth below:
a.	�T he hearing is to be conducted 

as follows:
	� 1)	 Introduction of the individu-

als present 
	� 2)	E xplanation of the procedure 

of the hearing 
	� 3)	E xplanation by the Hearing 

Officer of the charges 
	� 4)	S tatement by the student 

and witnesses
	� 5)	S tatement by the faculty 

member and witnesses
	� 6)	 Questions by committee 

members to the student and/or 
the faculty member and/or wit-
nesses

	� 7)	 Closed deliberations by the 
committee and a ballot vote. 
The hearing officer abstains 
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from voting except to break a tie.
b.	 All proceedings of the AHC will 
be tape recorded, and any written 
statements or other exhibits will 
be preserved as part of the official 
record kept in the office of the stu-
dent dean. These records will be 
kept in compliance with and for the 
duration described in the College 
Policy I-25 - Policy Governing 
Records Retention.
c.	T he student dean shall inform 
the student by certified mail of the 
Academic Hearing Committee’s 
decision and shall provide copies 
to the faculty member and chair
person.
d.	 Within three working days of 
receipt of the certified mail notice, 
the student shall have the option 
to appeal in writing to the campus 
president, on the basis of severity 
of sanction and/or violation of the 
hearing procedures as established 
in College Procedure. The written 
appeal must contain a description of 

the specific violations upon which 
the appeal is based, and/or they 
must contain a statement as to why 
the sanction is perceived to be too 
severe. After consideration of the 
appeal submitted by the student 
as well as the official record of the 
Academic Hearing Committee, the 
campus president shall issue a writ-
ten determination either:
	� 1.	 Affirming the action of the 

Academic Hearing Committee, 
or

	� 2.	 Remanding the matter 
to a new hearing officer for a 
new hearing before a different 
Academic Hearing Committee, 
or

	� 3.	 Reducing the penalty, or
	� 4.	 Dismissing the charge 

against the student.
e.	 The decision of the campus pres-
ident shall be final on the College’s 
behalf. The student shall be notified 
in writing by certified mail of the 
campus president’s decision.

E.	 Attempts to Avoid Penalty
Students who have Level I or II 
sanctions recommended or imposed 
may not avoid penalty by withdraw-
ing from the course or the College. 
Students who have withdrawn from 
the course or the College while in 
process need to be reinstated.

F.	 Hold on Re-Enrollment
If a student has been notified of 
a hearing before the Academic 
Hearing Committee, and he/she 
fails to appear for the hearing, the 
student dean will place a hold on 
the student’s future registration. 
This hold will prevent the student 
from re-enrolling at any of the 
Miami Dade College campuses. 
The College will notify the student 
in writing of this action.
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I. PURPOSE:
All alleged student violations of the 
Code of Conduct of the College 
are referred to the Office of the 
Student Dean.

II. PROCEDURE:
A. Investigation
A full investigation by the student
dean of the alleged violation must
be conducted. If the investigator
questions the suspected student
during the course of the investiga-
tion, the student must be informed 
prior to questioning, that he/she 
has the right to remain silent and 
that anything said may be used 
against him/her. The investigator 
may not coerce admissions of guilt 
from a suspected student or require
the disclosure of information about 
the conduct of other suspected 
persons.

If the investigator believes that
the facts of the case substantiate
the allegations, the investigator will
notify the student or make a 
reasonable attempt to notify the 
student in writing to appear at a 
specified time for a preliminary 
hearing (described below). Notice 
of this hearing will be given to the 
student or sent to the address last 
furnished by the student to the 
registrar. If a student does not have 
an excused absence and does not 
appear at the preliminary hearing, 
the student may be charged with-
out a preliminary hearing. If dur-
ing an investigation interview the 
student freely admits guilt of the 
reported violation, the Preliminary 
Hearing may take place at the time 
and the student can be charged at 
its conclusion.

B. Preliminary Hearing
At the preliminary hearing, the
investigator will explain to the
student the elements of due process 
afforded him/her:
1.	 Inform the student of the
alleged violation(s) of which the
student is accused.
2.	 Advise the student of the right
to remain silent and that anything
the student says may be used against 
him/her.
3.	 Advise the student that he/she
can make any statements or expla-
nations.
4.	 At the conclusion of the prelimi-
nary hearing, the investigator shall
either: (a) advise the student that
the matter is dismissed; or (b) 
advise the student that the College 
will charge him/her with violating 
the Code of Conduct.

If it is decided that the College  
will charge the student with 
violation(s) of a specific 
regulation(s) from the Code of 
Conduct, the investigator will per-
sonally present the student with 
the written charge(s) at the conclu-
sion of the preliminary hearing.

If the student does not appear
at his/her preliminary hearing, the
charges may be sent to the last local 
address provided the registrar by 
the student, or the investigator may 
present the charges to the student 
by personal delivery. The mailing 
of the charges may be verified by 
a certified mail RETURN receipt 
requested or registered letter. If a 
student fails to receive the notifica-
tion, a dean’s hold will be placed 
on any subsequent registration until 
the matter is resolved.

C. Formal Charging
The Notice of Charges(s) should
inform the student of:
1.	T he policy or regulation alleged
to have been violated in sufficient
detail to allow the student to pre-
pare a defense.
2.	T he possibility of expulsion, sus-
pension, or other disciplinary sanc-
tions.
3.	T he right not to be compelled 
to testify against oneself.
4.	T he right to a hearing as
established under these disciplinary
procedures.
5.	T he right to examine the evi-
dence and to cross-examine witness-
es appearing and testifying against 
him/her and to offer witnesses and 
evidence in his/her behalf. Such 
evidence must be requested no less 
than 48 hours before the hearing.
6.	T he right of an advisor of his/
her choice, at his/her own expense,
acting in an advisory capacity only;
the advisor may not speak. The
name and address of the advisor
shall be provided to the Student
Dean’s Office no later than 24 
hours prior to a hearing. Only the 
charged student is allowed to speak 
at a College hearing.
7.	T he right to enter a plea of
guilty or not guilty within three
school days after the charging.
8.	 If the student fails to enter a 
plea within three (3) school days, 
a plea of not guilty will be entered 
and a hearing date will be set by the 
student dean.
9.	T he right to a closed hearing
unless the student requests that it be 
open to the public, subject to appli-
cable law.
Procedure 4030
10.	 The right to waive a hear-

Procedure 4030

d i s c i p l i n a r y  p r o c e d u r e s
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ing before a Campus Discipline 
Committee and have the student 
dean hear the case.

D. Public Court Cases
1.	 If a student is charged by public 
authorities with an act that
is also a violation of a College
policy or procedure, the College
may charge the student after a
preliminary hearing and stay its
proceeding pending the outcome
of the case. If the student cannot
appear at the preliminary hearing,
charges will be sent to the last local
address provided to the College by
the student. The verdict or finding
in a public court shall be used as
a finding of fact in the College’s
disciplinary proceeding for the vio-
lation of College policy.
2.	 A plea of guilty in the court by
the charged student shall operate as 
a conclusive finding of guilty under 
these disciplinary proceedings even 
when adjudication of guilt is with-
held.
This will not apply if the plea
was entered to a charge based upon
different facts than those needed
to support charges pending at the
College.
3. 	 If a student is charged with an
offense by public authorities, and
the offense is made the basis of
charges under these disciplinary
procedures, the finding in court
will be the same finding used at the 
College, even if the student pleads 
guilty to a lesser charge.
4. 	 If no verdict or finding is estab-
lished in court, the College may
proceed with the case according to
these disciplinary procedures.
5. 	 If the student is found guilty in
a public court based on the same or 
similar facts arising at the college, 
the College will immediately notify 
the student to appear before the stu-
dent dean for a penalty assessment.

E. Pleas
Within three (3) school days 
after a student receives Notice of 

Charge(s), the student shall deliver 
to the Student Dean’s Office a plea 
of guilty or not guilty. The student
may enter a plea by filling out the
appropriate section on the Notice of 
Charge(s) and returning the notice 
to the Student Dean’s Office. If a 

student does not enter a plea within 
the prescribed three school days, 
the student shall be deemed to have 
pleaded not guilty. The following 
procedures shall apply for each of 
the available pleas:
1. 	Plea of guilty: If the student
enters a plea of guilty, the penalty
assessment phase shall proceed
according to campus regulations.
2. 	Plea of not guilty: If the student 
enters, or is deemed to have entered 
a plea of not guilty, he/she shall 
have a right to an administrative 
hearing or an appearance before the 
Campus Discipline Committee. 
The hearing officer shall set the 
time and place for the hearing. The 
hearing should be held within 14 
business days of the entry of a not 
guilty plea. The hearing officer 
may, at his/her own discretion, 
extend the date of the hearing. A 
student may waive his/her right to 
a Campus Discipline Committee 
hearing and have the case heard 
before a student dean.
Notwithstanding the terms herein,
if a student is simultaneously
charged in a public court proceed-
ing with a similar matter, the
College may stay a preliminary
hearing pending the outcome of the 
public court case.

F. Preliminary Matters
The College shall provide witness
and document list for the hearing 
no later than 48 hours prior to the 
hearing. The hearing officer shall 
have the right to determine the rel-
evance of all material and witnesses 
to the hearing.

G. Campus Discipline 
Committee
This committee consists of the fol-
lowing members appointed by the
campus president: two students
(names submitted by the Student
Government Association); two 
faculty members (names submit-
ted by the academic dean); two 
administrators, one of whom shall 
be the student dean, or the dean’s 
designee, and will serve as a hearing 
officer.
	T he hearing officer is charged
with the responsibility for maintain-
ing proper decorum and order, and 
may exclude any person who, in the 
hearing officer’s opinion, has no 
legitimate interest in the hearing or 
whose conduct impedes or threatens 
to impede a fair and orderly hear-
ing.
	E ach committee member shall
have one vote. The hearing officer 
will vote only in the event of a tie 
vote.
	 If a student challenges the 
appointment of a committee mem-
ber for cause because it is felt there 
may be a conflict of interest, the 
hearing officer shall have the right 
to make final judgement on the 
matter. The hearing officer shall 
have the right to excuse for cause 
any faculty or student member of 
the committee at any time, either 
upon the hearing officer’s own 
initiative or at the request of the 
College or the charged student.
	 If a committee member is dis-
missed or is unable to continue
to serve, an appropriate alternate
will take the member’s place. The
hearing will continue and this indi-
vidual will be brought current on 
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matters to date. The hearing officer 
shall attach in writing to the final 
record of the hearing the reasons 
for dismissing any member of the 
committee.

H.	Committee 
Responsibilities
The Campus Discipline Committee 
will have the following responsibili-
ties during a hearing for a case in 
which a plea of not guilty has been 
entered:
1. 	At the beginning of the hearing,
to briefly explain to the student the 
manner in which the hearing will be 
conducted and to apprise the stu-
dent of the consequences of giving 
false testimony.
2. 	To ensure, to the extent possible, 
that all questions asked and
information offered are relevant to
the question of guilt or innocence
in the fact-finding portion of the
hearing, and, if the student is found 
guilty, that information of a mitiga-
tion plea nature is reserved for the 
penalty recommending portion of 
the hearing.
3. 	To ensure that the accused stu-
dent will have the right to examine
evidence, to testify and to present
evidence and witnesses. The student 
will have the right to hear and ques-
tion all witnesses appearing and tes-
tifying against him/her.
4. 	To ensure that no statements
against the accused student are con-
sidered unless the student has been 
advised of their content and of the 
names of those who made them, and 
unless the student has been given 
the opportunity to rebut unfavorable 
inferences that might be drawn.
5.  	To ensure that all relevant evi-
dence is introduced before the
committee and that the decision
of innocence or guilt will be based
solely upon the evidence.
6.  	To ensure that the rules of evi-
dence as contained in these proce-
dures are upheld during the course
of the hearing.
7.  	To conduct the hearing in the

following recommended manner
and order:
	 a.  Introduction of participants
	� b. Reading of the charge(s) by the 

Hearing Officer and advising the 
charged student of the possible 
penalties

	 c. Student’s response to charges
	� d. Investigator’s summary report 

of allegations
	� e.  Student’s summary of defense 

to allegations
	� f.  Introduction of College wit-

nesses and/or exhibits with 
questions from panel, student 
charged, and investigator

	� g. Introduction of student’s wit-
nesses and/or exhibits with ques-
tions from committee, charged-
student and investigator

	� h. Questioning of investigator by 
charged student and committee

	� i.  Questioning of charged stu-
dent by investigator and commit-
tee

	� j.  Closing statements by investi-
gator and charged student.

8.  	At the conclusion of the fact-
finding portion of the hearing,
the hearing participants will be
excused. Subject to applicable laws, 
the committee will consider the 
matter in a closed session based
on the evidence presented and will
make a determination as to the
guilt or innocence of the student
by majority vote. If the accused
student admits guilt during the
fact-finding portion of the hearing,

the committee will immediately
go into the penalty-recommending
portion of the hearing.
9.  	If there is a finding of guilt, the
committee will inform the student
of the finding and instruct the
student that the penalty recommen-
dation portion of the procedures 
allows the student, prior to the 
determination of the penalty to be 
recommended, the right to pres-
ent any mitigating circumstances 
or other factors that may affect the 
penalty. After hearing the extenuat-
ing circumstances or other factors 
from the student and the investiga-
tor, the committee will consider the 
information presented, in closed 
session, render a recommendation 
as to a penalty, subject to applicable 
laws.
10.	 The student is informed that
the recommended disciplinary
action will be forwarded to the
student dean, who will render the
penalty decision. The student is
instructed to make an appointment 
within three school days to receive 
the decision.
11.  To compile for the Student
Dean’s Office a complete file of the 
case to include both an abstract and 
a verbatim record, such as a tape 
recording of the hearing, all written 
statements and exhibits utilized in 
the proceedings, and the commit-
tee’s decisions and penalty recom-
mendations.
A record of the committee’s final 
decision will be made.
For purpose of appeal, the student
alone shall have access to the record 
of the hearing, which must remain 
in the Student Dean’s Office. The 
record of the hearing shall be avail-
able. Appeal is filed subject to appli-
cable laws.

I. Administrative Hearings
A student may elect to waive a hear-
ing before the Campus Discipline 
Committee and have a hearing 
before the Student Dean. The 
same elements of due process as are 
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applicable to Campus Discipline 
Committee hearings shall apply. If 
the student dean finds the accused 
student guilty, the penalty portion 
of the hearing will begin.
Otherwise, at the conclusion of the 
hearing, the student is instructed to 
make an appointment with the stu-
dent dean within three school days 
to receive a decision of guilt or inno-
cence. If the student is found guilty, 
he/she shall have the right to appear 
before the student dean who is hear-
ing the case to present any mitigat-
ing circumstances or other factors 
that may affect the penalty.

J. Effective Dates of Penalties
Unless the student dean who deliv-
ers the penalty specifically states 
otherwise, all penalties shall be 
effective as of the date of the com-
mission of the offense, even though 
the student may have attended 
classes and/or taken examinations 
during the interim.

K. Burden of Proof
The College shall have the burden of 
proving the student’s guilt by a pre-
ponderance of the evidence.

L. Evidence at Hearings
The hearing officer may exclude 
evidence that is deemed to be irrele-
vant, immaterial, repetitious, incom-
petent, or untrustworthy in nature, 
and take other appropriate action 
to facilitate the orderly conduct of a 
fair hearing and a full and true dis-
closure of the facts.

M. Hearing in Absentia
If the student, after due notice, does 
not appear at the hearing, he/ she 
can be tried in absentia. The College 
must meet the burden of proof 
before guilt can be found.

N. Hold On Re-Enrollment
If a student has been formally noti-
fied that he/she has an appointment 
for an investigatory meeting or if 
the student has been charged with 

a violation of College regulations as 
contained in the Code of Conduct 
and he/she fails to appear thereafter, 
either because of withdrawal from 
the College or for failure to com-
plete the last term of enrollment, 
the Student Dean will place a hold 
on the student’s future registration. 
This hold will prevent the student 
from re-enrolling at any of the 
Miami Dade campuses. The College 
will notify the student in writing of 
this action, request that the student 
appear at the College to rectify the 
matter, and inform the student that 
he/she is not in good standing with 
the College.

O. Confidentiality of 
Hearings and Deliberations

Subject to applicable laws, the pro-
ceedings of the Campus Discipline 
Committee shall be regarded as 
confidential and no record of the 
proceedings shall be kept other 
than that of the abstract and ver-
batim record which is retained by 
the Student Dean’s Office. The 
deliberations of the committee as 
to innocence or guilt or the discus-
sion as to the recommended penalty 
are regarded as confidential and no 
other participants in the case shall be 
present during these deliberations. 
No record shall be made of the 
discussion or vote in these delibera-
tions. Where a not-guilty finding 
occurs, all records of the charges and 
proceedings shall be destroyed.

P. Postponements
The Campus Discipline Committee 
may postpone and/or recess a case if 
necessary and at the request of the 
committee or other parties involved 
in the case.

Q. Procedures Not 
Specifically Provided Herein
Additional procedures may be 
implemented by the Campus 
Discipline Committee provided 
that such additions are not preclud-
ed in these procedures and would 
serve to arrive at a full and true dis-
closure of facts.

R. Temporary Suspension
The student dean may temporarily 
suspend any student when: (1) the 
student is ordered by an administra-
tor, officer or faculty member to 
cease and desist any activity that 
disrupts the orderly operation of the 
College; (2) the student persists in 
activity that is disruptive after receiv-
ing the warning and order, and the 
disruptive activity still constitutes a 
threat to the orderly operation of the 
College; and (3) for reasons relating 
to the physical or emotional safety 
and well-being of the student, other 
students, faculty or College prop-
erty. The student dean shall decide 
on evidence
seen or reported that the activity 
disrupts the orderly operation of 
the College or is a clear and present 
danger or impinges upon or invades 
the rights of others in the College 
community.
	 When a student is temporarily 
suspended as a result of a charge 
against him/her, he/she shall be 
entitled to petition the campus pres-
ident for a hearing after five school 
days following the original order of 
suspension. Within five school days 
of receipt of the request, the campus 
president must hear the student. 
The jurisdiction of the campus pres-
ident in the matter of the temporary 
suspension is limited to the ques-
tion of whether or not the suspen-
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sion shall continue until a hearing 
is held on the merits of the case that 
caused the temporary suspension. 
If a hearing is not held within three 
school days as provided herein, the 
temporary suspension shall 
be automatically lifted, pro-
vided the delay is not caused 
by the student. In the case of 
a student who is temporarily 
suspended and subsequently 
found innocent, he/she shall 
be allowed to make up, 
without prejudice, any class 
work or examinations missed 
because of suspension.

S. Disciplinary 
Sanctions
1. Community Service –
Disciplinary sanction that 
requires a student to complete 
mandatory campus community 
service hours, as designated by the 
student dean or Campus Discipline 
Committee.
2. Restriction or Revocation
of Privileges – Temporary or per-
manent loss of privileges, includ-
ing, but not limited to, the use of a 
particular College facility or parking 
privileges.
3. Restitution - Reimbursement for 
damage to, or misappropriation of, 
property of the College or other 
persons. Reimbursement may take 
the form of appropriate service to 
repair or otherwise compensate for 
damages as directed by the student 
dean.
4. Final Disciplinary Probation – A 
disciplinary sanction serving notice 
to a student that his/her behavior is 
in flagrant violation of the College 
standards under which the follow-
ing conditions exist: 
	� a. The sanction is for the 

remainder of the student’s atten-
dance at the College.

	� b. Another conviction of a 
violation of the College Code 
of Conduct will result in the 
Imposition of the minimum 
sanction of suspension.

5. Disciplinary Probation – A disci-
plinary sanction serving notice to
a student that his/her behavior 
is in serious violation of College 
standards and that continued 

enrollment depends upon the main-
tenance of satisfactory citizenship 
during the period of probation. A 
time period is indicated for this 
probation. Students will be released 
from the disciplinary probation 
status after the specified time period 
has elapsed.
6. Disciplinary Censure – A disci-
plinary Sanction serving notice to a 
student That his/her behavior has 
not met College standards. This 
sanction remains in effect for the 
duration of one complete term. 
Future violations of the College 
Code of Conduct, if occurring 
while Disciplinary Censure is in 
effect, could result in more serious 
disciplinary sanctions.
7. Temporary Suspension – Action 
taken by the student dean that 
requires a student’s temporary 
separation from the College. The 
campus president shall determine 
whether or not the suspension shall 
continue until a hearing is held on 
the merits of the case that caused 
the temporary suspension.
A student on temporary suspension 
is barredfrom visiting privileges and 
class attendance at any of the cam-
puses of Miami Dade College.
8. Suspension – Mandatory separa-

tion from the College for a period 
of time as specified in the order of 
suspension. A student who has been 
suspended is barred from enrolling 
at, or visiting, any of the campuses 

of Miami Dade College dur-
ing the suspension. Students 
may re-enroll at the College 
when the suspension order 
has elapsed.
9. Dismissal – Mandatory 
separation from the College 
with no promise of future 
readmission. An application 
for readmission will not be 
considered until such time 
as specified in the order 
of dismissal has elapsed. 
Readmission is subject to 
the approval of the campus 
president. A student who 

has been dismissed is barred from 
enrolling at, or visiting, any of the 
campuses of Miami Dade College.
10. Other Appropriate Action – 
Disciplinary action not specifically 
set out above but deemed proper 
and imposed by the student dean. 
These actions are deemed to be in 
support of more severe actions such 
as dismissal, suspension, final disci-
plinary probation, disciplinary pro-
bation and disciplinary censure.

T. Retention of Disciplinary
Records
Disciplinary records of students 
are kept in a secure place by the 
student dean. The procedures 
followed are in accordance with 
federal and state regulations pertain-
ing to the destruction of records 
(Procedure 4085 – Release of Student 
Information and Procedure 4088 
– Destruction and Expunction of 
Student Records).

U. Appeals
A student found guilty of, or who 
pleads guilty to, an offense and has 
been sentenced by the student dean 
shall have the option to appeal on 
the basis of severity of penalty and/
or violation of the student’s rights 
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as contained in these procedures 
within three school days of the sen-
tencing. Any such appeal must be 
made no later than ten (10) days 
after issuance of the findings. All 
appeals will be taken before the 
campus president or his/her desig-
nee. Appeals must be made in writ-
ing and must contain a description 
of the specific errors upon which 
the appeal is based, or they must 
contain a statement that the pen-
alty is too severe. Appeals in cases 
involving guilty pleas shall not place 
at issue any issue of fact or law pre-
viously settled by the guilty finding. 
Appeals in cases involving public 
court guilty pleas shall not place 
at issue any established fact of law 
ruled upon by the public court.

	T he campus president will set 
a time and place for a hearing on 
the points raised by the appeal if a 
hearing is requested in the written 
appeal. After consideration of the 
facts presented by the student and 
the College, the campus president 
shall issue a written determination 
either:
1. Affirming the action of the 
Campus Discipline Committee 
and/or the student dean, or 
2. Remanding the matter to a new 
hearing officer for a new hear-
ing before a different Campus 
Discipline Committee, or 
3. Reducing the penalty, or
4. Dismissing the charge(s) against 
the student.

V. Final Appeals
Determinations by the campus 
president or his/her designee is final 
on behalf of the College, and may 
not be further appealed.

W.	Administration of 
Discipline When Committee 
is Not in Operation
Whenever the Campus Discipline 
Committee is not in operation, such 
as during vacation or examination 
periods, and there is a not-guilty 
plea during that time, the case will 
be referred to the student dean  
for adjudication.
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I. 	 PURPOSE:
To establish an orderly process for a 
student to appeal an assigned course 
grade in cases where the student 
challenges the equity of the grade.

II.	 INTRODUCTION:
The responsibility for academic 
evaluation and the assignment of 
grades is that of the faculty member 
who has been assigned responsibil-
ity for a course. When any student 
believes that he/she has not been 
evaluated as prescribed in the course 
syllabus, an avenue of appeal must 
be provided. The Student Bill of 
Rights guarantees that students will 
have protection, through orderly 
procedures, against unfair academic 
evaluation. The basic position of 
the College is that decisions by any 
individual are subject to review. 
This procedure for appeal of grades 
is consistent with that position. It 
is set forth to ensure that both stu-
dents and faculty will be aware of 
the processes that are to be followed 
when a course grade is challenged.

III.	 PROCEDURE:
A. Specifying the Grading 
and Evaluation Process
1. At the outset of the course, the 
faculty member has the responsibil-
ity to make clear to students the 
grading and evaluation process that 
will be employed; this process will 
be stated in writing in the course 
syllabus.
2. If the student is unclear concern-
ing any portion of the stated evalu-
ation and grading process, it is the 
responsibility of the student to seek 
further clarification at that time.
3. Should any misunderstanding or 
disagreement arise regarding grades 

assigned in any portion of the work, 
the student should seek clarification 
with the instructor at once rather 
than waiting for the end of the term 
and the final grade.
4. For situations with extenuating 
circumstances in which the student 
was unable to officially withdraw 
from a course by the appropriate 
deadline, Procedure 4018, Student 
Petitions Committee, specifies how 
the student may submit a written 
petition to the campus Petitions 
Committee for a grade change to 
“W.” For specified events occur-
ring after the midpoint of the term 
(illness or injury, involuntary work 
change, jury duty, etc.), the student 
may petition for a “WN” withdraw-
al without refund. In no instance is 
the Petitions Committee authorized 
to deal with grade changes that 
question the professional judgment 
by the faculty member of the stu-
dent’s performance in the course.

B. Appeal Process
1. Informal – When a student 
believes that he/she has not been 
graded according to the grading 
and evaluation process stated in the 
course syllabus, the first step is to 
informally appeal the grade through 
academic channels: first to the fac-
ulty member; if unresolved, to the 
chairperson, and only then to the 
associate dean/school director.
	T he administrator(s) to whom 
the student has informally appealed 
should solicit information from the 
faculty member prior to making a rec-
ommendation. If after discussing the 
student’s informal appeal, the admin-
istrator believes that the grade should 
be changed, the recommendation will 
be made to the faculty member. If the 

faculty member still believes the grade 
should stand, the student will be 
informed by the last administrator to 
whom the informal appeal has been 
made. The student has the option to 
file a formal grade appeal.
2. Formal – A formal grade appeal 
must be filed by the end of the next 
major term following the assign-
ment of the grade. Once a student 
has initiated a formal appeal, only 
the student can elect to terminate 
the process before a final decision 
has been reached by the committee.
	T o appeal an assigned course 
grade formally, the student must: 
obtain a Grade Appeal Application 
Form (“application”) from the 
Academic Dean’s Office, complete 
it, attach relevant documenta-
tion, and return the application 
and attachments to the Academic 
Dean’s Office.
	T he Academic Dean’s Office 
submits the application and attach-
ments to the faculty member who 
assigned the grade in question. If 
the faculty member is not available 
to receive the application (on leave, 
retired, etc.), it should be submit-
ted to the department chairperson 
(“chairperson”) who will attempt to 
obtain a response from the absent 
faculty member. If a faculty response 
is not obtainable, the chairperson 
will respond on behalf of the faculty 
member using documentation the 
department has on file.
	T he faculty member has five 
working days, from the date in 
which the application and attach-
ments were received by the 
Academic Dean’s Office, to respond 
in writing to the application. This 
response will be communicated to 
the student by the chairperson.

Procedure 8301
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	 If the student is not satisfied 
with the faculty member’s response 
or if the faculty member does not 
respond within the five working days 
from the date in which the applica-
tion and attachments were received 
by the Academic Dean’s Office, the 
student may continue by formally 
appealing the grade to the chairper-
son. This appeal to the chairperson 
must be made within five work-
ing days of the faculty member’s 
response or failure to respond.
	 The chairperson responds in 
writing to the student’s appeal on 
the application Form and submits it 
and the attachments to the associate 
dean or school director within 
five working days from the date of 
receipt of the application and attach-
ments from the faculty member.
	T he associate dean or school 
director responds in writing to 
the student’s appeal on the appli-
cation Form and submits it and 
the attachments to the Academic 
Dean’s Office within five working 
days from the date of receipt of the 
application and attachments from 
the chairperson. 
	O nce the Academic Dean’s 
Office receives the application 
with the appropriate signatures, 
the office requests a hearing officer 
to convene the committee within 
10 working days from the date in 
which the application and attach-
ments were received and provides 
the completed application and all 
attachments.
	T he academic dean may extend 
any of the timelines specified above 
if there are extenuating circum-
stances that make this necessary.
	T he Academic Dean’s Office 
will notify the student of the hear-
ing date by certified mail.

C. Grade Review Committee
	E ach campus will have a Grade 
Review Committee, which makes 
final decisions concerning grade 
appeals on behalf of the College. 
The committee will be comprised 

of: three full-time faculty members, 
two administrators, including a 
hearing officer, and two students.
	 An administrator appointed 
by the academic dean will serve 
as hearing officer. This individual 
assures that the appeal is carried 
out according to College Procedure 
and does not vote unless to break a 
tie vote.
	T he Grade Review Committee 
may be a standing committee, a 
standing committee that draws 
from a pool of prospective mem-
bers, or an ad hoc committee to 
hear a specific appeal. In any case, 
the administrator and faculty are 
appointed by the campus presi-
dent; the students are appointed by 
the student dean.

D. Grade Appeal Hearing
	 A list of witnesses, if any, must 
be submitted by the student and 
faculty member to the hearing 
officer at least three working days 
prior to the hearing date. The 
hearing office will approve wit-
nesses based on the relevancy of 
their information to the appeal. 
Witnesses must accommodate the 
committee’s schedule, and partici-
pation in the hearing is limited to 
their testimony.
	 At least one working day prior 
to the hearing, the student and fac-
ulty member will receive from the 
Academic Dean’s Office copies of 
all documentation that will be con-
sidered at the hearing, including 
the application, attachments and 
list of witnesses. No further written 
documentation will be considered 
by the committee during the hear-
ing.
	T he faculty member and stu-
dent may each have one observer 
present at the hearing; this indi-
vidual does not participate in the 
hearing. Observers must accom-
modate the committee’s schedule. 
The student, faculty member and 
observers are allowed to be present 
throughout the hearing.

	 If the faculty member or stu-
dent fails to appear at the hearing 
when scheduled, the hearing offi-
cer, unless aware of extreme cir-
cumstances, will hold the hearing 
with those present.
	 The hearing is conducted as  
follows: 
a.	� Introductions and instructions 

by the hearing officer
b.	S tudent presentation
c.	� Presentation by student’s wit-

ness (es) and questions by com-
mittee members

d.	 Faculty member presentation
f.	� Presentation by faculty mem-

ber’s witness (es) and questions 
by committee members

g.	 �Question and answer period 
conducted by the hearing officer

h.	� Closed deliberation by commit-
tee members only (this excludes 
the student, faculty member 
and any observers) and vote by 
secret ballot; a tie vote will be 
broken by the hearing officer.

	 The decision of the majority 
of committee members is commu-
nicated as soon as possible, within 
five working days after the hearing 
is concluded, provided there are no 
extenuating circumstances. The deci-
sion shall be written on part IV of 
the application and disseminated to 
all parties: the student (by certified 
mail), the faculty member, and aca-
demic administrators. The commit-
tee’s decision is final and not subject 
to further appeal within the College.
	 If the committee votes in favor 
of the student, a grade change form 
will be generated by the hearing 
officer and co-signed by the aca-
demic dean.
	T he Application and all attach-
ments submitted to the committee 
will be retained in the Academic 
Dean’s Office.
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I.  Purpose:
The student petitions process only 
considers written petitions from 
students who are requesting excep-
tions. This procedure applies to a 
student requesting a grade change to 
a non-punitive withdrawal (“WN”) 
without refund or an administra-
tive withdrawal (“WA”) with a 100 
percent refund in one of the follow-
ing categories due to extenuating 
circumstances:
1.	 A request for a grade change 
from “F” or “W” to “WN” without 
refund.
2.	 A request for a 100 percent 
refund (“WA”) where the student has 
received an “F” or a “W” and where 
there are extenuating circumstances 
that occurred after the 100 percent 
refund date but before the mid-
point of the term as defined in the 
College’s Academic Calendar (Policy 
I-33).

Documentable extenuating circum-
stances shall be defined as follows:
a.	� Illness/Injury to the student or 

immediate family member.
b.	� Involuntary work schedule 

change or transfer.
c.	� Death of a member of the stu-

dent’s immediate family.
d.	� Jury duty or direct involvement 

by the student with a current 
legal action.

II.  Procedure:
Set forth below is the process for 
filing a petition.

A.  �Time frame for Filing a 
Petition

All petitions must be filed no later 
than the end of the next major term 
following the term for which the 

petition is submitted. Major terms 
are fall and spring. All petitions must 
be submitted on the College’s stan-
dard petition form which is available 
in the Student Dean’s Office. The 
student dean may in appropriate cir-
cumstances grant an exception to the 
deadline for filing the petition.

B.	� Operating Procedures
The College has established oper-
ating procedures for the Petitions 
Committee. They are as follows:
	S tudents must submit complet-
ed petitions to the Student Dean’s 
Office or designee, as applicable, on 
the petition form described under 
Item “A.” above. The dean’s office 
will maintain a petition and appeal 
log and will prepare petition pack-
ages to be reviewed by the Petitions 
Committee.
	T he Petitions Committee, 
consisting of an administrator, 
staff member and faculty member, 
appointed by the campus president 
or designee, will meet as needed 
to review petitions. The Petitions 
Committee will make every effort 
to respond to petitions within four 
(4) to six (6) weeks. The committee 
chair, assigned by the student dean, 
will serve as an advisor and will 
ensure that all petitions are approved 
or denied based on (Policy IV-35.) 
The committee must provide a 
reason(s) for denying petitions.
	T he Petition Committee Chair 
will provide written notification 
to the student regarding the com-
mittee’s decision. All approved 
petitions along with the necessary 
documentation will be forwarded 
to the Office of Admissions and 
Registration for processing.
	T he Financial Aid Office will be 

notified of results of the approved 
petitions in order to make financial 
adjustments, which may require 
repayments to the College on the 
behalf of financial aid recipients.
	 Guidelines for student appeal  
of grades other than those listed 
above are provided in Procedure 
8301 – Student Appeal of Grades 
(see page 27).

C.	P etition Review
In appropriate circumstances, the 
student dean is authorized to make 
exceptions to the financial and aca-
demic procedures of the College 
without a formal committee pro-
cess, subject to applicable laws.

D.	Appeals
Decisions of the designee or the 
Petitions Committee may be 
appealed to the Student Dean’s 
Office where the petition was filed. 
The appeal must be in writing, and 
submitted within 30 calendar days 
of the Petitions Committee deci-
sion. The decision of the dean shall 
be final on behalf of the College and 
is not subject to further appeal.

PROCEDURE 4018

s t u d e n t  p e t i t i o n s
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I. PURPOSE:
To provide a grievance procedure 
for students, employees, or appli-
cants for admission or employ-
ment alleging discrimination or 
harassment based upon sex, race, 
color, marital status, age, religion, 
national origin, disability, veteran’s 
status, sexual orientation, or genet-
ics information. All supervisory and 
administrative personnel, faculty 
and staff are expected to become 
familiar with this Procedure and to 
assist the College and a complainant 
whenever instances of discrimina-
tion or harassment, as described 
in this procedure, are observed or 
reported. The College’s Office of 
Equal Opportunity Programs/ADA 
Coordinator (OEOP/ADA) serves 
as the College’s Primary resource on 
all matters relating to discrimina-
tion and harassment.

II. DEFINITIONS:
A. Discrimination:
Adverse treatment based on an 
individual’s sex, race, color, marital 
status, age, religion, national origin, 
disability, veteran’s status, sexual 
orientation, or genetics information.

B. Harassment:
Unwelcome conduct, based upon 
sex, race, color, marital status, age, 
religion, national origin, disability, 
veteran’s status, sexual orientation, 
or genetics information that impacts 
either a condition of working or 
learning (quid pro quo) or creates a 
hostile environment.

1. Quid Pro Quo Harassment con-
sists of unwelcome conduct when:
a. submission to such conduct is 
made either explicitly or implicitly a 

term or condition of an individual’s 
employment, employment deci-
sions, or academic advancement, or
b. submission to, or rejection of, 
such conduct by an individual is 
used as the basis for decisions affect-
ing such individual in matters of 
employment, employment deci-
sions, or academic advancement.

2. Hostile Environment
Harassment consists of unwelcome 
conduct when:
a. such conduct has the effect of 
unreasonably interfering with an 
individual’s work or academic per-
formance, or
b. such conduct has the effect of 
creating an intimidating, hostile or 
offensive working or learning envi-
ronment.

C. Retaliation:
Conduct causing any interference, 
coercion, restraint or reprisal against 
a person complaining of discrimina-
tion or harassment or participating 
in the resolution of a complaint of 
discrimination or harassment.

D. Sexual Harassment:
All unwelcome sexual advances, 
requests for sexual favors and other 
verbal or physical conduct of a 
sexual nature, involving persons of 
different or same gender, directed at 
an employee, student or applicant 
by another when:
1. submission to such conduct is 
made either explicitly or implicitly a 
term or condition of an individual’s 
employment or educational career;
2. submission to or rejection of 
such conduct is used as a basis for 
employment and/or educational 
decisions affecting the individual; or

3. such conduct has the purpose 
or effect of unreasonably interfer-
ing with the individual’s work or 
educational performance or creating 
a hostile, intimidating or offensive 
working or educational environ-
ment.
4. Amorous relationships: The 
College strongly discourages amo-
rous relationships, whether con-
sensual or not, between employees 
who supervise students; between 
faculty members and students in 
their classes; and between supervi-
sors and subordinates. In recogni-
tion of interests in privacy and free 
association, the College does not 
prohibit fully consensual amorous 
relationships. However, members of 
the College who hold positions of 
authority should avoid actions that 
can be considered sexual harass-
ment. Even an apparently consensu-
al amorous relationship may lead to 
sexual harassment or other breaches 
of professional obligations if one of 
the individuals in the relationship 
has a professional responsibility 
toward or is in a position of author-
ity with respect to the other, such as 
in the context of instruction, advise-
ment, or supervision. Due to the 
difference in authority, there may 
be the appearance of favoritism and 
it may be difficult to assure that the 
relationship is truly consensual. If 
involved in an amorous relationship 
with someone over whom he or she 
has supervisory authority, the indi-
vidual must remove him or herself 
from any participation in recom-
mendations or decisions affecting 
evaluation, employment condi-
tions, instruction, or the academic 
status of the other person in the 
relationship, and must inform his 

Procedure 1665
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or her immediate supervisor. The 
supervisor informed of the amorous 
relationship will document such 
and will take appropriate action to 
comply with the provisions of this 
section.

Ill. PROCEDURE:
Any Miami Dade College employ-
ee, student, applicant for admission 
or employment or other partici-
pant in the College’s programs or 
activities who believes he or she has 
been unlawfully harassed or dis-
criminated against on the basis of 
sex, race, color, marital status, age, 
religion, national origin, disability, 
veteran’s status, sexual orientation, 
or genetics information.is urged 
to communicate that information 
to an appropriate College official, 
as more fully described below. 
ALL COLLEGE EMPLOYEES 
ARE EXPECTED TO REPORT 
ANY HARASSMENT OR 
DISCRIMINATION THAT 
THEY OBSERVE, HAVE 
HEARD ABOUT, OR BELIEVE 
MAY BE OCCURRING.

A. All complaints must be in writ-
ing and on the “Complaint Form,” 
which may be obtained from the 
OEOP/ADA or from the College’s 
Web site (www.mdc.edu) and be 
filed in a timely manner within 
30 days after the occurrence of the 
most recent allegedly discriminatory 
act. At the discretion of OEOP/
ADA, the date may be extended due 
to extenuating circumstances. In 
addition to or instead of filing with 
OEOP/ADA, the complainant may 
file a formal charge of discrimina-
tion with a state or federal agency 
authorized by law to receive such 
claims.

B. The complaint should include 
the complainant’s name and sig-
nature; describe the act or acts 
complained of; identify the person 
or persons purportedly responsible 
(the “Respondent”); and indicate 

the date(s) or approximate date(s) 
on which the act or acts occurred. 
The complaint should also include 
names, addresses, and phone num-
bers of potential witnesses; the effect 
the alleged acts have had on the 
complainant; complainant’s desired 
resolution; and any other informa-
tion the complainant believes is 
relevant.

C. �Initial Contact and Filing 
of Complaint

1. If the matter involves a stu-
dent, whether as a complainant 
or a respondent, the Office of the 
Dean of Students of each campus 
or a designee of his or her profes-
sional staff (“collectively referred 
to in this procedure as the “dean’s 
office”) shall be the initial point of 
contact. This office must provide 
assistance and support, respond 
to inquiries and provide general 
information regarding discrimina-
tion issues. This office must also 
provide a copy of the official com-
plaint to the OEOP/ADA. The 
dean’s office shall also describe the 
discrimination complaint process 
to the complainant; review infor-
mation relative to the complaint; 
and schedule any meetings or hear-
ings requested or required by this 
Procedure. If a complainant cannot 

state a sufficient basis in fact or 
law to support a discrimination or 
harassment claim, the dean’s office 
shall attempt to assist the complain-
ant with selecting a more appropri-
ate internal means of resolving the 
specific complaint.
2. If the matter involves a com-
plainant between employees or an 
applicant, the OEOP/ADA shall 
be the initial point of contact. The 
OEOP/ADA will provide assistance 
and support, respond to inquiries 
and provide general information 
regarding discrimination issues. The 
OEOP/ADA shall also describe the 
discrimination complaint process 
to the complainant; review infor-
mation relative to the complaint; 
and schedule any meetings or hear-
ings requested or required by this 
Procedure. If a complainant cannot 
state a sufficient basis in fact or 
law to support a discrimination or 
harassment claim, the OEOP/ADA 
shall attempt to assist the complain-
ant with selecting a more appropri-
ate internal means of resolving the 
specific complaint.

D. �Informal Resolution of 
Complaint

Complainants are encouraged, 
where appropriate, to attempt 
initially to resolve complaints by 
informal resolution. The informal 
resolution process is an attempt to 
resolve complaints quickly and to 
the satisfaction of all parties, while 
protecting confidentiality to the 
extent authorized by law. OEOP/
ADA will be available to provide 
assistance to the employment unit 
or academic department in order to 
resolve the complaint. If the com-
plaint cannot be resolved through 
the informal resolution process, a 
formal complaint may be filed as 
outlined in this procedure. The 
informal resolution process shall be 
handled by the following offices:
1. In cases where the complainant 
is a student, an applicant for admis-
sion, or the complaint involves a 
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student as respondent: the Office of 
the Dean of Students;
2. In cases where the complainant is 
an employee, the office of the cam-
pus president, district vice provost, 
College provost, or designee (collec-
tively referred to in this procedureas 
the “Area Head”) or the OEOP/
ADA;
3. In cases where the complainant 
is an applicant for employment, the 
OEOP/ADA.
No later than ten (10) working days 
after the filing of the complaint, 
the appropriate office, as referred 
above, will meet separately with 
the complainant and respondent to 
determine the factual allegations on 
which the complaint is based and to 
discuss the complaint procedures. If 
it is determined that the complaint 
is suitable for informal resolution, 
that option will be discussed and 
offered to the complainant and the 
respondent, who will be given five 
(5) working days to decide whether 
to proceed with informal resolution. 
If the complaint is deemed by the 
appropriate office to be unsuitable 
for informal resolution, or if either 
party declines to participate in or 
to make a decision regarding infor-
mal resolution, OEOP/ADA will 
conduct an investigation. At any 
time during the informal resolution 
process, both parties may elect to 
terminate the process, and the com-
plaint will then be investigated by 
OEOP/ADA. OEOP/ADA reserves 
the right not to proceed with an 
investigation if it determines that 
during the informal resolution 
process a complainant was offered 
and refused all of the relief to 
which he or she would be entitled. 
Generally, OEOP/ADA will not 
involve any person other than the 
complainant and respondent in the 
informal resolution process, except 
as it may be necessary to consult 
with appropriate College officials 
regarding College policies and pro-
cedures. Informal resolution should 
be completed no later than thirty 

(30) days after the complainant and 
the respondent have agreed to this 
process. If the complaint is success-
fully resolved, each party will sign 
an “Informal Resolution Form,” 
prepared by OEOP/ADA, which 
describes fully the agreed-upon 
terms. A copy of the complaint and 
the Informal Resolution Form will 
be available to the complainant, the 
respondent and the appropriate area 
head as defined in this procedure.

E. Formal Complaint Process
If it is determined by the appropri-
ate office that informal resolution is 
not appropriate, or it is not agreed 
to by both parties OEOP/ADA will 
conduct an investigation. As a con-
dition of employment, employees of 
the College are required to cooper-
ate with these types of investigations 
by providing truthful and complete 
information. It is the College’s 
expectation that the employee will 
answer all questions and provide 
any knowledge he or she possesses 
that may be helpful to the inquiry. 
Employees, who refuse to answer 
questions related to their employ-
ment, are subject to discipline, up 
to and including termination of 
employment. The investigation will 
include, but not be limited to: 1. 
Interviews with material persons 
who may have relevant information;
2. Reviewing relevant files and 
records such as personnel files, 
departmental and/or unit files, and 
others;
3. Comparing the treatment of 
complainant to that of others simi-
larly situated in the department or 
unit; and
4. Reviewing applicable policies and 
practices.

The investigation shall be conclud-
ed within sixty (60) working days of 
its inception, and OEOP/ADA shall 
issue a written report making find-
ings of fact and any appropriate rec-
ommendations as to whether or not 
a policy violation is substantiated 

or has been substantiated. Copies 
of the report will be provided to 
the complainant, the respondent, 
and the appropriate Campus presi-
dent/District Vice Provost, Vice 
Provost for the Division of Human 
Resources or College Provost. 
Confidentiality of the investigation 
shall be maintained to the extent 
authorized by law.

If OEOP/ADA concludes that the 
complainant’s allegations are sub-
stantiated, the report will recom-
mend that a directive be issued to 
stop the discriminatory practice, if 
it is ongoing; recommend disciplin-
ary or other corrective action against 
the respondent and others: and, 
if appropriate, recommend provi-
sions for the complainant, such as 
reinstatement, hiring, reassignment, 
promotion, training, back pay, or 
other compensation or benefits. 

The appropriate Area Head will 
make A determination, upon review 
of the  OEOP/ADA’s report, con-
sultation with the Dean of Students, 
the Vice provost for the Division of 
Human Resources, and any other 
appropriate department head: and 
upon consideration of any other 
relevant information, including 
aggravating or mitigating circum-
stances, whether disciplinary action 
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is warranted. If the Area Head 
determines that disciplinary action 
should be initiated, then, consistent 
with due process requirements, 
the respondent will be notified of 
such determination, in accordance 
with applicable Florida Board of 
Education and College policies 
and procedures, collective bargain-
ing agreements and the Code of 
Student Conduct. All appropriate 
disciplinary procedures as provided 
for therein will be followed.

The OEOP/ADA will notify the 
complainant and the respondent 
of the results of the investigation 
and subsequent disciplinary or 
other corrective Action taken, if 
any, to the extent allowed by laws. 
If OEOP/ADA concludes that the 
complainant’s allegations are not 
substantiated, the OEOP report 
may, if appropriate recommend rea-
sonable steps to restore the reputa-
tion of the respondent. The OEOP/
ADA will notify the respondent of 
the results of the investigation when 

no policy violation is found and not 
further action planned. The OEOP/
ADA report represents the final dis-
position on the part of the College.

F. Other Provisions:
A. Employees and students may 
be accountable for discrimination 
or harassment under applicable 
local, state and federal law as well as 
under College policies. The College, 
at its sole discretion, may elect to 
proceed or may elect to stay disci-
plinary action while other agency 
proceedings, either civil or criminal 
in nature, are pending. College dis-
ciplinary action will not be subject 
to challenge on the ground that 
criminal charges involving the same 
incident have been dismissed or 
reduced.
B. The College prohibits retaliation 
Against employees, students, and 
Applicants who file complaints of 
Discrimination or harassment.
C. This procedure does not elimi-
nate other College policies authoriz-
ing individual employees to seek 

relief through established admin-
istrative channels to the college 
president; however, the aggrieved 
employee may select only one 
internal process for the purpose of 
resolving any one complaint alleg-
ing discrimination or harassment. 
The employee’s use of these process-
es may be terminated at any level, 
if the complaint has been mutually 
resolved, or, if the employee concur-
rently seeks relief through sources 
external to the College. The matter 
shall be concluded if the complaint 
is resolved internally or externally.
D. Employees who wish to file 
complaints external to the College 
may contact the Equal Employment 
Opportunity Commission (EEOC) 
at One Biscayne Tower, 2 South, 
Biscayne Blvd., Suite 2700, Miami, 
Florida 33131.
E. Students who wish to file com-
plaints external to the College may 
contact the U.S. Department of 
Education, Office For Civil Rights 
at www.ed.qov/ocr/complaintintro.
html.
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DISCRIMINATION OR HARASSMENT COMPLAINT
PART I

(Please Print)

Student name:______________________________________________________________________	 first	 middle	 last

Student number:_ _________________________  Phone:____________________________________

I, the undersigned student, wish to register a formal complaint as a result of encountering an act of 
discrimination or harassment while attending Miami Dade College. Specific circumstances surrounding 
this allegation are as follows:
Describe the situation fully, including dates, individual(s) involved and the process in which the 
discriminatory act occurred:

I fully realize the seriousness of this charge, and request Miami Dade College conduct a full investigation.

Signature:_________________________________________________   Date:____________________
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PART II
(To be completed by campus officer/mediator)

1. Resolution process suggested:

2. Specific action taken by student:

3. Specific action taken by the College:

4. Final resolution of the charges recommendations of hearing committee where applicable:

Signature:_________________________________ Signature:_________________________________
	 Campus Officer/Mediator	 Dean of Student Services

Date:_______________________________________  Date:_________________________________

cc:  �Campus President 
Dr. Joy Ruff, Director of Employee Relations/Equal Opportunity Program and ADA Coordinator 
Kendall Campus, Room 1112, 305-237-2049
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To provide general information and 
guidelines concerning the accom-
modations available for students 
with disabilities, including the 
granting of substitutions, modifica-
tions, or waivers of requirements 
for admission or graduation for stu-
dents with disabilities.

A.  Responsibility for 
Development and 
Implementation –
Responsibility for the develop-
ment and implementation of 
College Procedures to comply 
with the provisions of Policy 
I 21 relating to students with 
disabilities will reside with the 
District Office of Education, 
working in cooperation with 
the director of equal oppor-
tunity programs, academic 
deans, student deans, and 
ACCESS directors (also known 
as Coordinators of Services to 
Students with Disabilities). 
ACCESS directors are available 
at each campus.

B.  Definitions of Disabilities –
Disabilities may include but 
are not limited to physical dis-
ability, hearing impairment, 
visual impairment, and specific 
learning disabilities including 
reading or writing disorders, 
speech or language disorders, 
mathematics disorders, or 
other cognitive processing 
or attention disorders (e.g. 
non-verbal learning disabil-
ity, attention deficit hyperactivity 
disorder). Learning disabilities 
may be developmental (i.e., inher-
ited or congenital), secondary to a 
neurological disorder, or acquired 

through trauma (e.g. head injury).
	 While the College is guided by 
the definitions that follow, the legal 
authority of the provision of services 
clearly requires that the institution 
be concerned with the functional 
limitations that inhibit student per-
formance.

	T he definitions provided in State 
Board of Education Rule 6A 10.041, 
Substitution for Requirements for 
Eligible Disabled Students at State 
Universities, Community Colleges, 

and Postsecondary Vocational 
Institutions informed and extended by 
definitions contained in Section 504 
of the Rehabilitation Act of 1973 and 
the Americans with Disabilities Act 
of 1990 for persons with disabilities 
shall be applied for determining stu-
dent eligibility to submit a request 

for substitution, modifica-
tion, or waiver of any college 
requirements for admission or 
graduation.
1.  Hearing impairment:  
A hearing loss of thirty (30) 
decibels or greater, pure tone 
average of 500, 1000, 2000 
Hz, ANSI, unaided, in the 
better ear. Examples include, 
but are not limited to, con-
ductive hearing impairment or 
deafness, sensorineural hearing 
impairment or deafness, high 
or low tone-hearing loss of 
deafness, and acoustic trauma 
hearing loss or deafness.
2.  Visual impairment: 
Disorders in the structure 
and function of the eye as 
manifested by at least one of 
the following: visual acuity 
of 20/70 or less in the bet-
ter eye after the best possible 
correction, peripheral field 
so constricted that it affects 
one’s ability to function in 
an educational setting, or a 
progressive loss of vision that 
may affect one’s ability to 
function in an educational 
setting. Examples include, 
but are not limited to, cata-

racts, glaucoma, nystagmus, retinal 
detachment, retinitis pigmentosa, 
and strabismus.
3.  Specific learning dis-
ability:  A disorder in one or 

PROCEDURE 4055

ACCOMMODATIONS               PROVIDED         FOR    STUDENTS         WITH     DISABI      L ITIES   
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more of the basic psychological or 
neurological processes involved in 
understanding or in using spoken 
or written language.  Disorders may 
be manifested in listening, think-
ing, reading, writing, spelling, or 
performing arithmetic calculations. 
Examples include dyslexia, dys-
graphia, dysphasia, dyscalculia, and 
other specific learning disabilities 
in the basic psychological or neu-
rological process. Such disorders 
do not include learning problems, 
which are due primarily to visual, 
hearing, or motor dysfunctions, to 
mental retardation, to emotional 
disturbance, or to an environmental 
deprivation.

C.  Identification of Disabilities for 
Eligible Students – The campus 
ACCESS directors will serve as the 
primary contact point for persons 
who may qualify under the terms 
of this procedure (see attachment A  
“Guidelines and Criteria”). Students 
with disabilities are asked to self-
identify as they register for classes. 
Students may also be referred by 
faculty or may make direct con-
tact with the campus ACCESS 
Department, where they are asked 
to complete a form, which indicates 
their disability, which is required 
by the state auxiliary learning aids 
regulations.  In addition, they will 
be asked to supply appropriate doc-
umentation to verify the disability.  
	 Depending on the disability, 
documentation must be sent from 
a licensed or certified professional 
such as a medical doctor, neurolo-
gist, audiologist, psychologist, edu-
cation specialist, or other health care 
specialist and must include a written 
statement of the disability (iden-
tifying the instruments used), and 
professional interpretation of test-
ing results. Such documentation of 
a disability may include, but is not 
limited to, a physician’s statement, 
vocational rehabilitation records, or 
public school records.
	S tudents seeking a course substi-

tution or a CLAST Waiver and who 
have learning disabilities should 
have a psycho-educational or neuro-
psychological evaluation not older 
than three years, which includes 
a battery of generally accepted, 
current, and well-standardized 
assessment tests including IQ, com-
prehensive academic achievement, 
and cognitive processing tests. (See, 
Access Director for “Guidelines & 
Criteria.”)
	T he College may seek the advice 
of a qualified outside consultant 
regarding review of documenta-
tion, to validate a disability and the 
need for accommodation, when-
ever appropriate. At the College’s 
option, the student may be required 
to obtain a second opinion if the 
documentation does not support 
the “disability” claim of the student.  
In addition, the College reserves the 
right to refer the student to a desig-
nated professional for a new evalua-
tion at the College’s expense.

D.  Maintaining 
Confidentiality – Student records 
will be maintained securely at all 
times.  Only designated ACCESS 
Department staff and their super-
visors shall have access to docu-
mentation of disability.  Student 
data entered in Odyssey under 

Disability screens will be acces-
sible only to those College person-
nel designated by each campus 
ACCESS director. At all stages in 
the process of requesting accom-
modations, College staff will 
maintain its confidentiality. At the 
discretion of the ACCESS direc-
tor and upon the request of the 
student, parent or guardian if the 
student is a dependent student as 
defined in Title 26 U.S.C. s. 152 of 
the Internal Revenue Code or has 
legally appointed guardian, sensitive 
information in the documentation 
may be excluded in the course sub-
stitution or CLAST Waiver review 
processes if it is not related to the 
disability condition prompting the 
substitution or waiver.

E.  Admission to Programs – As a 
College with an “open door” admis-
sions policy, Miami Dade College 
provides equal educational opportu-
nity for every individual. Applicants 
with disabilities are provided with 
appropriate testing accommoda-
tions on the basic skills assessment 
tests. The academic and technical 
standards required for acceptance to 
a particular program or for partici-
pation in a specific activity shall be 
carefully studied and documented 
by the program manager to provide 
reasonable access for all students 
with disabilities.
	T he College will provide reason-
able instructional support services 
as well as substitution, modifica-
tion, or waiver of any requirement 
for admission or graduation for any 
student with a documented disabil-
ity which substantially impairs that 
person’s visual, auditory, manual 
or speaking abilities, or who has a 
learning disability as recognized by 
the State Board of Education Rules 
or ADA (a) where documentation 
can be provided that the student’s 
failure to meet the requirement 
is related to the disability, and 
(b)  where the failure to meet the 
requirement does not constitute a 
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fundamental alteration of the nature 
of the program of study.  A student 
need not be admitted to a program 
(a) where the College can demon-
strate undue hardship in the provi-
sion of the modifications, or (b) 
where the student, even if modifica-
tions are made, poses a direct threat 
to the health or safety of students, 
staff or others.

F.  Identification of Instructional
Support Services, Reasonable 
Course Substitutions, CLAST/
TABE Waivers or Formal Program 
Modifications – Appropriate 
instructional support services are 
offered for students with a docu-
mented disability. Such auxiliary aid 
assistance must be arranged through 
the campus 
ACCESS 
Department. 
Course modi-
fications (e.g. 
additional time 
on tests, oral ver-
sus written tests, 
etc.) and other 
forms of special 
assistance will be 
provided for stu-
dents based on 
the appropriate 
documentation. 
Before course 
substitutions 
are considered, 
students will 
be expected to 
demonstrate and 
establish that 
they made at 
least one valid 
attempt to complete the course 
requirement while receiving ser-
vices from the campus ACCESS 
Department.  However, in those 
situations where special course 
modifications and accommodations 
are not sufficient to permit the stu-
dent with a disability to successfully 
complete the requirement, course 
substitutions may be requested 

through the campus ACCESS 
Department.
	 The campus ACCESS direc-
tors, working in conjunction with 
the Discipline Committee con-
veners and academic deans will 
be responsible for maintaining, 
reviewing, and updating the recom-
mended course substitutions list 
(see, Access Director for List of 
Approved Course Substitutions) on 
a regular basis. Any updated listing 
of course substitutions will be sub-
mitted to the College Academic and 
Student Support Council (CASSC) 
via the curriculum approval pro-
cess for review and approval as 
needed. The College-wide ACCESS 
Committee and campus offices for 
Academic Advisement will make 

this information about course 
substitutions readily available for 
student inquiries. The availability 
of course substitutions and CLAST/
TABE Waivers to qualified students 
with disabilities will be included 
in various college-wide publica-
tions with sufficient information to 
assure that the student will know 
what steps he or she needs to take 

to initiate the process. A publica-
tion developed by the College-wide 
ACCESS Committee is distributed 
by the ACCESS departments to 
staff in the Registration Office, the 
office for Academic Advisement, 
and the New Student Center to 
apprise potentially qualified stu-
dents of this procedure and refer an 
interested student to the campus 
ACCESS directors.
	S tudent requests for course sub-
stitutions and a CLAST Waiver, if 
applicable, (refer to section G) or 
formal program modifications will 
be considered in accordance with 
the following guidelines:
1.  Students must earn a grade of 
“C” or better in at least 12 non-
elective college level credits required 

for an Associate 
in Arts degree, 
or an Associate 
in Science 
degree desig-
nated by the 
state of Florida 
that requires 
CLAST for 
transfer pur-
poses, before 
requesting 
course substitu-
tions or formal 
program modi-
fications. 
2.  The Course 
Substitution 
Request 
Form and the 
CLAST/TABE 
Waiver Request 
Form (see, 
attachment C 

for copies of each form) for students 
seeking an Associate in Arts degree 
or an Associate in Science degree 
designated by the state of Florida 
that requires CLAST for transfer 
purposes, will be submitted with all 
appropriate documentation by the 
respective campus ACCESS direc-
tors to the College-wide ACCESS 
Committee for consideration. The 



Students’ Rights & Responsibilities    39

College-wide ACCESS Committee 
will be responsible for confirming 
that: 
	 a. the department chair from 
the appropriate disciplines at the 
respective campus has reviewed the 
student’s request;
	 b. the documentation of the dis-
ability is valid;
	 c. the course substitution 
requested along with formal 
program modification information 
for the individual situation is appro-
priate;
	 d. for the requested course sub-
stitution, the student has made a 
valid attempt to complete a prereq-
uisite to the course or a lower level 
course (depending upon the stu-
dent’s placement scores); 
	 e. Other factors deemed rel-
evant by the College-wide ACCESS 
Committee are satisfied.
	 If approved by the College-wide 
ACCESS Committee, each substitu-
tion request for any of the required 
communications or mathematics 
courses, including the documenta-
tion of disability, will be submitted 
to the campus academic dean for 
final approval or denial. The campus 
ACCESS Department will notify 
the student if the course substitu-
tion is approved, and the approved 
course substitution document 
will be forwarded to the campus 
Advisement Office for entry in the 
Odyssey Degree Audit System after 
substituted courses are successfully 
completed.
	 If the course substitution is 
approved by the academic dean, and 
the student is seeking an Associate 
in Arts degree or an Associate in 
Science degree designated by the 
state of Florida that requires CLAST 
for transfer purposes, a CLAST 
Waiver Request will be forwarded 
from the campus Academic Dean’s 
Office to the CLAST Waiver 
Committee for Students with 
Disabilities for a timely decision.   

G.  Students in A.S. Degree 

Programs Requiring Satisfaction of 
College Readiness in Mathematics – 
Some A.S. degrees have no math-
ematics requirements except that 
students are required to show either 
through CPT scores or course 
completion that they have met the 
requirement that they are college-
ready in mathematics.
	 In these cases, students with 
disabilities must complete a TABE 
Waiver Form which is signed by 
the ACCESS director.  This form 
is submitted with supporting 
documentation to the College-wide 
ACCESS Committee for their 
review.  If it is accepted, the chair 
signs it.
	T he ACCESS director on the 
originating campus presents the 
form to the director of Academic 
Advisement and the student’s CPT 
requirement is then changed to show 
that the requirement has been met.
	T he form will be retained in the 
ACCESS Department in the stu-
dent’s folder.
	S hould the student later change 
to an AS degree program with a 
mathematics requirement or choose 
to pursue an AA degree, a new 
request for course substitution and/
or CLAST waiver must be submit-

ted following the usual procedures.

H.  Requests for CLAST Waivers – 
The provisions provided in 
State Board of Education Rule 
6A-10.0311, Assessment of 
Student Attainment of College-
Level Communication and 
Computation Skills shall be 
applied for evaluating requests 
for exemption from the testing 
requirements of this rule, which 
are submitted by students with dis-
abilities. A CLAST Waiver Request 
must be submitted at the same 
time as the course substitution 
request unless a course substitution 
has already been approved  (refer 
to Section F-2). The student must 
have earned a grade of “C” or bet-
ter in at least 12 credits of non-
elective college level work required 
for an A.A. degree or A.S. degree 
designated by the state of Florida 
that requires CLAST for trans-
fer purposes before the CLAST 
Waiver request is submitted.  
	 All CLAST Waiver Requests 
will be submitted utilizing the 
procedures outlined in Section 
F-2.  The College-wide ACCESS 
Committee will review all CLAST 
Waivers submitted either as part of 
the course substitution process or 
as a separate waiver based upon dis-
ability condition, and will indicate 
whether it approves or disapproves 
the waiver.
	 An approved request will be sub-
mitted to the District Institutional 
Research Office by the Campus 
academic dean.  The CLAST 
Waiver Request will be reviewed 
by the CLAST Waiver Committee 
for Students with Disabilities.  
Following approval or denial at any 
stage, the student will be advised in 
writing of the decision. The com-
munication to the student must 
make clear that under state rule 
the college will not officially grant 
the waiver unless it is in conjunc-
tion with the completion of all 
graduation requirements for the 
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awarding of the degree. ACCESS 
directors will alert the Graduation 
Advisor who will notify the CLAST 
Testing Specialist in the District 
Institutional Research Office to 
post the CLAST Waiver when a 
student has met graduation require-
ments.  Subsequent to the post-
ing, the CLAST Testing Specialist 
completes required documentation 
for reporting the granting of the 
CLAST Waiver to the state.
	T he CLAST Waiver can be 
approved at any time during the 
student’s career; however, entry 
on Odyssey cannot be made for a 
waiver until the student has met all 
other requirements for graduation 
with an Associate in Arts degree or 
an Associate in Science degree des-
ignated by the state of Florida that 
requires CLAST for transfer pur
poses.

I.  Requests for TABE Waivers – 
Waiver of the subtest require-
ments of the TABE will be initiated 
based on an official request from 
a student who has a documented 
disability that affects his or her abil-
ity to be successful in the subtest 
for which he or she is requesting 
a waiver.   Before a TABE Waiver 
can go forward, the ACCESS 
director on the respective campus 
shall seek the approval in writing 
signed by the Vocational Program/
School Director using the CLAST/
TABE Disability Waiver Request 
Form.  The student should have 
taken the TABE subtest from 
which he or she is seeking to be 
exempted at least twice before the 
TABE Waiver request is submitted. 
The respective campus ACCESS 
director will submit the completed 
form and the attached documenta-
tion to the College-wide ACCESS 
Committee for consideration. The 
College-wide ACCESS Committee 
will be responsible for including a 
designated representative from the 
vocational program/school that the 
student is seeking to enter during 

the consideration process and for 
confirming the following:
1.  the validity of the documenta-
tion of the disability;
2.  the appropriateness of the TABE 
waiver request;
3.  other factors deemed relevant by 
the college-wide group of ACCESS 
directors.
	 Following approval by the 
College-wide ACCESS Committee, 
final review of the TABE Waiver 
request packet will be by the cam-
pus academic dean. Following 
approval or denial, the student will 
be advised in writing of the deci-
sion. The communication to the 
student must state clearly that the 
college will not officially grant the 
waiver of TABE exit requirements 
unless it is in conjunction with the 
completion of all other graduation 
requirements for the awarding of a 
vocational certificate. The availabil-
ity of such a waiver will be included 
in various college publications. A 
memorandum outlining the proce-
dure will be circulated to appropri-
ate managers by the academic dean 
on each campus.

J.  Appeals – Any student may 
submit an appeal to the next level 
of the review process regarding the 
denial of a course substitution, a 
CLAST Waiver, or a TABE Waiver 
request. The findings of the CLAST 
Waiver Committee for Students 
with Disabilities may be appealed 
directly to the college president.  

K.  Student Records – Student 
records will be maintained to reflect 
dates and specific requests for ser-
vices as well as the nature of services 
received. Records of each request for 
a program/course substitution, or 
modification will be forwarded by 
the campus ACCESS director to the 
College director of equal opportu-
nity programs for permanent reten-
tion and completion of required 
state reports. Files providing full 
documentation for individual stu-

dents will be maintained by the 
campus ACCESS directors.
	T he Institutional Test 
Administrator (ITA) in the District 
Institutional Research Office will 
maintain records of the requests for 
CLAST and TABE Waivers.

L.  Articulation – In accordance 
with State Board Rule 6A-10.041(3), 
Florida Administrative Code, the 
College will accept all substitutions 
previously granted by a state post-
secondary institution. The ACCESS 
director at each campus will be 
responsible or working with the 
student to gather documentation 
of disability and course modifica-
tions or substitutions. The dean of 
students on each campus will be 
responsible for assuring that sub-
stitutions are appropriately entered 
into the student records.
	 When initiating a course sub-
stitution request, a student will 
be advised to contact any college 
or university to which the student 
is planning to transfer in order to 
determine whether the course sub-
stitution will be accepted at that 
institution and also determine the 
extent to which the course substitu-
tion affects a student’s planned pro-
gram of study.

M.  Resource and Web Site 
Information – The following 
resources and Web sites provide 
additional recommendations and/or 
information for the procedures.
	 Policies and Procedures for 
Granting CLAST Waivers for 
Learning Disabilities Among 
Community College and 
Universities (Addendum to Student 
Attainment of College-Level 
Academic Skills in Florida in 1999-
2000).

See www.disability.gov for feder-
al laws, regulations, and guidelines.
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I.	 PURPOSE:
In accordance with state of Florida 
and federal laws, Miami Dade 
College has established a procedure 
to protect the privacy rights of stu-
dents and parents. This procedure 
provides the opportunity for the 
inspection of educational records, 
the correction of such records if 
warranted, and protects students 
and parents from release of informa-
tion without written consent.

II.	 PROCEDURE:
A student or parent (if the student 
is a dependent student of such par-
ent as defined in Title 26 U.S.C. 
§152 of the Internal Revenue Code) 
has the right to inspect records that 
are maintained by the College on 
behalf of the student. These records 
include admissions and registra-
tion records, health and medical 
records, disciplinary records, records 
of personal counseling, student and 
family financial income records, 

permanent academic records or 
transcripts, and student placement 
records. Pursuant to federal and 
state law, only parents of depen-
dent students have rights to access, 
inspect, request changes to any stu-
dent records and reports. The bur-
den of proof rests with the parent to 
demonstrate the student is depen-
dent. All references to “parent” or 
“parents” in this procedure refers 
to parents who meet the burden of 
proof.

PROCEDURE 4085

r e l e a s e  o f  s t u d e n t  i n f o r m a t i o n
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	T he College maintains three 
separate categories of records: (1) 
directory information records, (2) 
limited access records, and (3) sole 
possession records. Records main-
tained by Miami Dade College that 
relate exclusively to a student as an 
employee are not subject to inspec-
tion under this procedure.

A.  Custodians of Records – The 
following officials of the College are 
designated as custodians for either 
Directory Information or Limited 
Access Records: 
1. Applicants: – The registrar of 
the campus the student will attend 
is the custodian of all academic 
and related records prior to actual 
enrollment of the student.
2.  Academic – The registrar of the 
campus the student is attending or 
last attended is the custodian of all 
permanent academic records.
3.  Disciplinary – The campus 
student dean is the custodian of all 
disciplinary records.
4.  Financial – The college comp-
troller is the custodian of all 
financial records. These include 
all records of fees assessed by and 
collected by the College for each 
student.
5.  Financial Aid – The campus 
director of financial aid is the cus-
todian of all records pertaining to 
applications for an award of finan-
cial aid to students.
6.  Placement – The campus testing 
office is the custodian of placement 
records.
7.  Testing – The campus direc-
tor of testing is the custodian of all 
non-classroom test records.
8.  Athletics – The college direc-
tor of athletics is the custodian 
of records pertaining to athletic 
participation.

B.  Records Locations – 
Miami Dade College - North 
11380 N.W. 27th Ave., Miami, FL 
33167, 305-237-1111

Miami Dade College - Kendall 
11011 S.W. 104 St., Miami, FL 
33176, 305-237-2222

Miami Dade College - Wolfson 
300 N.E. Second Ave., Miami, FL 
33132, 305-237-3333

Miami Dade College - Medical
950 N.W. 20 St., Miami, FL 
33127, 305-237-4444

Miami Dade College - Homestead 
500 College Terrace, Homestead, 
FL 33030, 305-237-5555

Miami Dade College -InterAmerican 
627 S.W. 27 Ave., Miami, FL 
33135, 305-237-6045

Miami Dade College - Hialeah
1776 W. 49th St., Hialeah, FL 
33012, 305-237-8775

Miami Dade College - West
3800 N.W. 115th Ave., Miami, FL 
33178, 305-237-8900

C.  Disclosure of Directory 
Information – State of Florida 
and federal laws allow the College 
to disclose certain categories of 
student information as “directory 
information,” which may be pub-
lished, disclosed or released to the 
general public without student or 
parent consent. All references to 
“parent” shall mean that the stu-
dent is a dependent of such parent 
as defined in Title 26 U.S.C. §152 
of the Internal Revenue Code and 
is enrolled in the College. Students 
not wishing the dissemination of 
any part or all of “directory infor-
mation” must notify the office of 
the registrar at the home Campus of 
attendance by completing a Request 
to Prevent Disclosure of Directory 
Information. If no request exists 
for the last term a student was in 
attendance and the student is no 
longer enrolled, directory informa-
tion may be released. The legal 
authority that allows the College to 
publish, disclose or release directory 

information does not obligate the 
College to do so. The College has 
designated the following categories 
of information as directory infor-
mation:  
1. student name;
2. major field of study;
3. participation in officially recog-
nized activities and sports;
4. weight and height of members of 
athletic teams;
5. degrees, honors and awards 
received.
	T he College reserves the right to 
release any of this information as it 
may desire.

D.  Disclosure of Limited Access 
Records – Limited access records 
pertain to the permanent academic 
records of the student, disciplin-
ary records, financial information, 
and testing data. This category 
also covers all records maintained 
officially by the institution that do 
not come under the categories of 
directory information or sole pos-
session records. The College will 
not release information in limited 
access records except with the writ-
ten permission of the student or 
parent.  Exceptions to this provi-
sion as provided by law are as 
follows:
1. personnel within the institution 
determined by the College to have 
legitimate educational interests;
2. officials of other accredited col-
leges and universities in which the 
student sought to enroll;
3. persons or organizations provid-
ing financial aid to the student 
or those persons or organizations 
determining financial aid decisions 
concerning eligibility, amount, con-
dition, and the enforcement of the 
terms of the financial aid;
4. organizations conducting studies 
to develop, validate, and administer 
predictive tests, to administer stu-
dent aid programs, or to improve 
instruction. Those organizations 
may not disclose personal identifica-
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tion of students, and information 
secured must be destroyed when 
no longer needed for their projects. 
The College will require assurances 
in writing. Decisions to participate 
in such activities will be according 
to established procedures;
5. accrediting organizations carrying 
out their accrediting functions;
6. persons in compliance with a 
judicial order or lawfully issued 
subpoena. With the exception 
of subpoenas from federal grand 
juries or subpoenas issued for law 
enforcement purposes that order the 
College to not disclose the existence 
of the subpoena, the College will 
notify the student or parent before 
the compliance date;
7. disclosure to a court if a parent 
or student has initiated legal action 
against the College or the College 
has initiated a legal action against a 
parent or student;
8. appropriate parties in connec-
tion with emergencies if knowledge 
of the information is necessary to 
protect the health or safety of the 
student or other persons;
9. the disclosure to an alleged victim 
of any crime of violence, as the term 
is defined in Title 18, U.S.C., of 
the results of any disciplinary pro-
ceeding conducted by the College 
against the alleged perpetrator with 
respect to the crime according to 
applicable laws;
10. the attorney general of the 
United States, the United States 
secretary of education, the United 
States commissioner of educa-
tion, the director of the National 
Institute of Education, the assistant 
secretary for education, the comp-
troller general of the United States, 
or state or local educational authori-
ties who are authorized to receive 
such information subject to the con-
ditions set forth in applicable fed-
eral statutes and regulations of the 
U.S. Department of Education, or 
in applicable state statutes and rules 
of the State Board of Education;

11. alcohol or drug violations to 
parents of students under the age of 
21, without regard to whether the 
student is a dependent.
	T he College will maintain 
records of the parties who requested 
information in accordance with the 
College’s policy and procedure for 
the retention and destruction of 
records. If limited access informa-
tion is released by the College, the 
date of its release, and for what 
legitimate purpose it was released 
will be provided to the student.

E.  Sole Possession Records – 
Records of instructional, supervi-
sory, and administrative personnel, 
which are in the sole possession of 
the maker and are not accessible or 
revealed to any other person except 
as a temporary substitute for such 
persons, constitute sole posses-
sion records. Examples of records 
of this type include: records cre-
ated or maintained by a physician, 
psychiatrist, psychologist or other 
recognized professional acting in 
his or her professional capacity, 
and which are created, maintained 
or used only in connection with 
the provisions of treatments to stu-
dents. Records that come under this 
category are not open to inspection 
by the student or parent. However, 
these records can be reviewed by 
other professionals of the student or 
parent’s choice after a release form 
is executed.

F.  Third Party Disclosure – Any 
information that is provided to a 
third party will carry the message 
that under the state of Florida and 
federal law, the information may 
not be released to any other party 
without the written consent of the 
student or parent.

G.  Student Transcript – Official 
transcripts ordered by students, 
either for personal receipt or to be 
sent to a third party, are subject to a 

$5 per transcript charge, regardless 
of whether the transcript is ordered 
via paper or electronic transmission. 
The only exceptions are: 
1. After a student graduates from 
a Bachelor’s, AA, AS or Certificate 
program, s/he is entitled to three 
free transcripts. Once those three 
transcripts are issued, the student 
will be charged $5 per subsequent 
transcript ordered. 
2. For up until one month from 
initial order, if a student claims that 
a transcript has not been received by 
the third party, another transcript 
will be issued at no charge. The 
student will be charged $5 for any 
subsequent request(s) after that one 
month grace period.
3. If a student has an outstanding 
obligation to Miami Dade College 
the student will be unable to receive 
and/or send an official transcript 
until the obligation has been satis-
fied. Obligations to the College 
include (but are not limited to) 
unpaid fees, overdue loans, default-
ed loans, library books, audiovisual 
and/or athletic equipment borrowed 
and never returned, or any other 
obligations owed to the College. 
4. Unofficial transcripts can be 
viewed or obtained by a student 
through his/her MyMDC student 
portal site. There is no charge for 
unofficial transcripts. Students are 
responsible for their own printing 
and the security of their unofficial 
transcripts. 
5. Diploma Reorders. After gradu-
ating from an approved program of 
study, a student is issued one free 
diploma of the degree earned. For 
any reprint of that same diploma, 
the student will be charged $20 
per item. An unofficial copy of 
a student’s academic transcript 
will be released at no charge upon 
request by the student, providing 
the student has no outstanding 
financial obligations to the College 
or disciplinary holds and provided 
all required admissions documents 
have been received.
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1. Official copies of the student’s 
academic transcript will be released 
and mailed at no charge to anyone 
designated by the student provided 
the student has no financial obliga-
tion to the College or disciplinary 
holds and provided all required 
admissions documents have been 
received. Documents supporting 
the application for admission or for 
transfer credit will not normally be 
returned to the student, nor sent 
elsewhere at the student’s request. 
A transcript from another college, 
or a high school record, will not 
normally be sent to a third institu-
tion. The student must request 
such transcripts from the institu-
tion from which those transcripts 
were originally issued. In hardship 
cases, where original documents are 
extremely difficult or impossible to 
obtain, the registrar may, at his or 
her discretion, release copies of tran-
scripts issued by other educational 
institutions to the student or parent.

H.  Right to Inspect Records and to 
Obtain a Copy of the Information 
(except Sole Possession Records) – 
Students and parents are afforded 
the right to inspect either direc-
tory information records or limited 
access records pertaining to the 

student if proper identification 
is presented to the custodian of 
the records. The College shall use 
its best efforts to provide access to 
records within thirty (30) days after 
receipt of request by the College. 
Access to financial information with-
in a student’s educational record may 
be denied if the parent that claims 
the student as a dependent does not 
want his or her financial information 
disclosed to his or her spouse. The 
parent who claims the student may 
ask the College not to redisclose this 
information to the spouse or former 
spouse.  Additionally, students and 
parents have a right to be provided 
a copy of the records that are main-
tained by the College.
	 In keeping with legal require-
ments concerning access of records, 
the College shall establish copying 
fees in accordance with §119.07, 
Florida Statutes, as may be amend-
ed. This fee may be waived in 
extenuating circumstances by the 
Campus student dean.

I.  Confidential Letters or 
Statements – Students and parents 
have a right to see letters of recom-
mendations, character references, 
and evaluations unless they waive 
such right of access.

J.  Faculty and Administrative Staff
of the College – Student limited 
access records will be made available 
to the faculty or staff of the College 
who can demonstrate to the custo-
dian of the records a need for such 
information. Posting of grade lists 
or other student record information 
with student identifying designa-
tions is not permitted without the 
student’s written consent.

K.  Challenge to the Content of
Records – Students may request an 
informal conference with the cus-
todian of a student record to chal-
lenge the content of the education-
al record, if the student believes 
or has reason to believe that infor-
mation contained in the record 
is inaccurate, misleading or false. 
Information in the record that 
is proven to be inaccurate, mis-
leading or false will be corrected. 
Students who are not satisfied with 
the outcome of the conference may 
request that the campus student 
dean hold a formal hearing.

L.  Formal Hearing –  If there is a 
need for a formal hearing regard-
ing the accuracy of information 
contained in the College record, 
the hearing will be held within a 
reasonable time after the request has 
been made, and the student and/
or parent will be given notice of the 
date, place, and time in advance 
of the hearing. The hearing will be 
conducted by an official of Miami 
Dade College, as appointed by the 
Campus president, who does not 
have a direct interest in the outcome 
of the hearing. The student and/or 
the parent shall be afforded a full 
and fair opportunity to present evi-
dence regarding the claim that the 
College is maintaining inaccurate 
records. The student and/or par-
ent may be assisted or represented 
by individuals or an attorney of his 
or her choice and at his or her sole 
expense. The campus president, 
after receiving the recommendation 
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of the hearing officer, will make a 
decision in writing within a reason-
able period of time after the conclu-
sion of the hearing. The decision 
shall be based solely upon the evi-
dence presented at the hearing and 
will include a summary of the evi-
dence and the reasons for the deci-
sion. This decision may be appealed 
to the appropriate campus president 
whose decision shall be final on 
behalf of the College. Under no cir-
cumstances will the College and its 
District Board of Trustees assume 
or become responsible for payment 
of legal fees incurred by the student 
and/or parent as a result of the for-
mal hearing process or for any appeal 
that may be exercised thereunder.

M.  Complaint Procedures – If a 
student or parent believes that their 
rights have been violated in regard 
to their rights of privacy, they may 
pursue legal remedies available, 
including petitioning the following:
1. Family Policy Compliance 
Office, U.S. Department of 
Education, 400 Maryland 
Ave. S.W., Washington, DC 
20202-4605.  
This federal office is responsible for 
investigating and conducting hear-
ings on alleged privacy violations by 
higher education institutions. Final 
decisions in such matters are made 
in conjunction with a panel or hear-
ing officer in collaboration with the 
Secretary of Education.

2. Circuit Court.

N.  Retention and Destruction 
of Records – The retention and 
destruction of educational records 
will be consistent with the State 
Division of Archives, History and 
Records Management, as required 
in § 119.041, Florida Statutes 
and College policy and procedure 
regarding this matter. 

O.  Notification – At the beginning 
of each academic year a copy of 
this procedure will be published in 
College and student-related publica-
tions as a means of informing all stu-
dents of the rights accorded to them.
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Policy 1170A

STUDENT        FEE    WAIVERS        AND    FEE    EXEMPTIONS        

I.  	 PURPOSE:
To provide a means whereby eli-
gible students may receive matricu-
lation, tuition, other fee waivers and 
fee exemptions in accordance with 
policies established by the District 
Board of Trustees in compliance 
with State Board of Education 
Regulation 6A-14.054.

II.	 PROCEDURE:
     A.  The following procedure will 
be observed in the processing of reg-
istration fee waivers:
     1.  All waiver forms, and related 
records, including names of stu-
dents and amounts of waivers, will 
be retained by the Financial Aid 
Office and as part of the financial 
records of the College in accordance 
with State Board of Education Rule 
6A-14.054.
     2.  All exemption documents, 
and related records, including 
names of students and types of fee 
exemptions, will be retained by the 
Registrar’s Office for the College. 
     B.  The following types of stu-
dents qualify for a special type of 
waiver for credit courses as specified 
below:
     1.  State Employee Waiver 
§ 1009.265: As a benefit to the 
employer and employees of the 
state, subject to approval by an 
employee’s agency head or the 
equivalent, each state university 
and community college shall waive 
tuition and fees for state employees 
to enroll for up to 6 credit hours 
of courses per term on a space-
available basis (in accordance with 
Technical Manual of Procedure 
1100:351415). 
     2.  WOA - Out of State Waiver:  
A fee waiver typically awarded to 

athletic students based upon the 
recommendation of the Director, 
Intercollegiate Sports.  
     C.  The following students are 
exempt from the payment of tuition 
and fees, including lab fees, at a 
school district that provides postsec-
ondary career programs, community 
college, or state university, accord-
ing to Florida Statutes §1009.25; 
1009.26; 1009.27; 446.021:
     1.  A student enrolled in a dual 
enrollment or early admission pro-
gram pursuant to § 1007.27 or § 
1007.271. 
     2.  A student enrolled in an 
approved apprenticeship program, 
as defined in § 446.021. 
     3.  A student who the state 
has determined is eligible for the 
Road-to-Independence Scholarship, 
regardless of whether an award is 
issued or not, or a student who is 
or was at the time he or she reached 
18 years of age in the custody of a 
relative under § 39.5085, or who 
is adopted from the Department 
of Children and Family Services 
after May 5, 1997. Such exemption 
includes fees associated with enroll-
ment in career-preparatory instruc-
tion and completion of the college-
level communication and computa-
tion skills testing program. Such 
an exemption is available to any 
student who was in the custody of a 
relative under § 39.5085 at the time 
he or she reached 18 years of age or 
was adopted from the Department 
of Children and Family Services 
after May 5, 1997; however, the 
exemption remains valid for no 
more than 4 years after the date of 
graduation from high school. 
     4.  A student enrolled in an 
employment and training program 

under the welfare transition pro-
gram. The regional workforce board 
shall pay the state university, com-
munity college, or school district for 
costs incurred for welfare transition 
program participants. 
     5.  A student who lacks a fixed, 
regular, and adequate night time 
residence or whose primary night 
time residence is a public or pri-
vate shelter designed to provide 
temporary residence for individuals 
intended to be institutionalized, 
or a public or private place not 
designed for, or ordinarily used as, a 
regular sleeping accommodation for 
human beings.
     6.  National Guard fee waiver 
(Florida Statute §1009.26, 250.10, 
6A-10.045).
     7.  Relative caregiver/foster care 
(Florida Statute §1009.25(2) (c)
     8.  Spouses of state employ-
ees and spouses of deceased state 
employees (eligible for workers’ 
compensation death benefits; 
Florida Statute §1009.26). 
     9.  Children of firefighters and 
law enforcement officers killed in 
the line of duty.

Each community college is 
authorized to grant student fee 
exemptions from all fees adopted 
by the State Board of Education 
and the community college board 
of trustees for up to 40 full-time 
equivalent students at each  
institution.
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The Family Educational Rights and 
Privacy Act (FERPA) affords stu-
dents certain rights with respect to 
their education records. They are:

1.	T he right to inspect and 
review the student’s education 
records within 45 days of the day 
the College receives a request 
for access. Students should sub-
mit to the registrar, dean, head 
of the academic department or 
other appropriate official, written 
requests that identify the record(s) 
they wish to inspect. The College 
official will make arrangements for 
access and notify the student of the 
time and place where the records 
may be inspected. If the records 
are not maintained by the College 
official to whom the request was 
submitted, that official shall advise 
the student of the correct official 
to whom the request should be 
addressed.

2.	T he right to request the amend-
ment of the student’s education 
records that the student believes 
are inaccurate or misleading. 
Students may ask the College to 
amend a record that they believe 
is inaccurate or misleading. They 
should write the College official 
responsible for the record, clearly 
identify the part of the record they 
want changed and specify why it 
is inaccurate or misleading. If the 
College decides not to amend the 
record as requested by the student, 
the College will notify the student 
of the decision and advise the stu-
dent of his or her right to a hearing 
regarding the request for amend-
ment. Additional information 
regarding the hearing procedures 

will be provided to the student 
when notified of the right to a 
hearing.

3.	T he right to consent to dis-
closures of personally identifiable 
information contained in the stu-
dent’s education records, except to 
the extent that FERPA authorizes 
disclosure without consent. One 
exception that permits disclosure 
without consent is disclosure to 
school officials with legitimate 
educational interests. A school 
official is a person employed by 
the College in an administrative, 
supervisory, academic, research 
or support staff position (includ-
ing law enforcement unit person-
nel and health staff), a person or 
company with whom the College 
has contracted (such as an attor-
ney, auditor or collection agent), 
a person serving on the Board of 
Trustees or a student serving on an 
official committee, such as a dis-
ciplinary or grievance committee, 
or assisting another school official 
in performing his or her tasks. 
A school official has a legitimate 
educational interest if the offi-
cial needs to review an education 
record in order to fulfill his or her 
professional responsibility. Upon 
request, the College discloses edu-
cation records without consent 
to officials of another school in 
which a student seeks or intends to 
enroll.

4.	 When available in College 
records, any data labeled Directory 
Information may be released with-
out student consent each time a 
request is made. Students not wish-
ing dissemination of any part or all 

of “directory information” must 
notify the office of the registrar at 
the home campus of attendance by 
completing a Request to Prevent 
Disclosure of Directory Information 
form not later than the last day 
for one hundred percent refund as 
published in the College academic 
calendar. The request must be made 
each term. If no request exists for 
the last term a student was in atten-
dance and the student is no longer 
enrolled, directory information may 
be released. Directory information 
will be released only by the Office 
of the Dean of Student Services or 
designee, after the requestor has 
demonstrated a legitimate need to 
have such information. Directory 
information will include the 
following:
	 a.	S tudent name
	 b.	 Major field of study
	 c.	 Participation in officially rec-

ognized activities and sports
	 d.	 Weight and height of mem-

bers of athletic teams
	 e.	 Degrees, honors and awards 

received

5.	T he right to file a complaint 
with the U.S. Department of 
Education concerning alleged fail-
ures by “The College” to comply 
with the requirements of FERPA. 
The name and address of the 
office that administers FERPA are: 
Family Policy Compliance Office 
/ U.S. Department of Education 
/ 400 Maryland Avenue, SW / 
Washington, D.C. 20202-5920.

n o t i f i c a t i o n  o f  s t u d e n t s ’  r i g h t s  u n d e r  f e r p a
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I.	 PURPOSE:
To prescribe the guidelines for 
circumstances for student travel to 
events in which student(s) is repre-
senting a College interest or when 
the College requests such travel of 
the student(s). 

II.	 PROCEDURE:
A.	T ravel within Miami-Dade 
County:  Students may travel to des-
ignated college activities and meet-
ings within the Miami-Dade County 
by either arranging their own means 
and method of transportation; or the 
College, at its sole discretion, may 
arrange transportation. 

B.  Out of Miami-Dade County 
within the state of Florida: The 

College, at its discretion, may 
arrange all such travel. A student, 
who is traveling individually, is at 
least 18 years of age and is approved 
by the College, may travel without 
a College designated chaperone. 
The College may require a group 
of students to travel with College 
designated chaperone(s) and to 
travel altogether as one group. The 
College encourages that a desig-
nated chaperone accompany stu-
dents traveling as a group, and that 
group travel without a designated 
College chaperone be approved only 
in extraordinary situations. The 
College may restrict individual stu-
dents from traveling independently 
of the group. Any student who trav-
els independently of the group with-

out prior College approval shall not 
be considered a part of the group of 
traveling students authorized by the 
College under this Procedure.

C.  Out of state and/or interna-
tional travel: Domestic and inter-
national travel shall follow the 
same guidelines as “Out of Miami-
Dade County within the state of 
Florida.” The burden is on the 
traveling student(s) to ensure that 
any and all necessary immigration 
paperwork is completed, filed and 
approved by the appropriate feder-
al governmental agency and/or any 
other governing entity for travel 
within and outside of the United 
States of America. 

Policy 4096

s t u d e n t  t r a v e l

In compliance with Florida Statute 
119.071​(5), Miami Dade College 
(MDC) issues this notification 
regarding the purpose for the col-
lection and usage of Social Security 
Numbers.
MDC collects your Social Security 
Number in order to perform the 
College’s duties and responsibilities. 
To protect your identity, MDC will 
maintain the privacy of your Social 
Security Number and shall not 
release your Social Security Number 
to unauthorized parties. Each stu-
dent at MDC will be issued a unique 
student identification number which 
is used for educational purposes, 

including access of your college 
records. 
Federal Legislation relating to the 
Hope Tax Credit requires that all 
postsecondary institutions report the 
Social Security Number of all post-
secondary students to the Internal 
Revenue Service. This IRS require-
ment makes it necessary for com-
munity colleges to collect the Social 
Security Number of every student. 
A student may refuse to disclose 
his/her Social Security Number to 
MDC, but refusing to comply with 
the federal requirement may result 
in fines established by the Internal 
Revenue Service. 

In addition to the federal report-
ing requirements, the public school 
system in Florida uses the Social 
Security Number as a student 
identifier. This use is authorized 
in Florida Statute 1008.386. It is 
beneficial for postsecondary insti-
tutions to have access to the same 
information for purposes of track-
ing and assisting students in the 
transition from one educational 
level to the next. 
All Social Security Numbers are 
protected by Federal regulations and 
are not to be released to unauthor-
ized parties.

n o t i f i c a t i o n  o f  SOCIA     L  SECURITY         NUMBER    
CO  L L ECTION       AND    USA   G E
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I.	 PURPOSE:

To establish a College policy regard-
ing HIV and AIDS that informs 
College students and College 
employees of College guidelines 
affecting those diagnosed as infected 
with HIV and/or AIDS. This policy 
is subject to applicable laws, includ-
ing the Americans with Disabilities 
Act and the Rehabilitative Act of 
1973, as amended.
Throughout this policy, HIV and 
AIDS shall be collectively referred 
to as “HIV.”

II.	 POLICY:

MDC will offer its students and 
College employees diagnosed as 
HIV positive the same opportunities 
and benefits offered to other stu-
dents and employees in accordance 
with Center for Disease Control 
(CDC) guidelines and appropri-
ate laws. These include access to 

educational programs, advisement 
and counseling services, employ-
ment opportunities and financial 
aid. The College is committed to 
a policy of non-discrimination in 
the conditions and privileges of 
employment for those having been 
diagnosed as HIV positive, but who 
are otherwise qualified and able to 
perform the essential functions of 
the job. Except where course work 
or employment requires involve-
ment with body fluids, no special 
policies, procedures or rules will be 
imposed on students or employees 
diagnosed with HIV that will limit 
or restrict the students’ participa-
tion in College activities, programs 
or the employees’ rights to employ-
ment, use of benefits or livelihood.

A.	�E ducation of Students  
and Employees

The College will conduct HIV 

education programs for students 
and employees and will adopt such 
work and educational procedures as 
may be necessary to maintain and 
utilize universal disease control pro-
cedures as defined by the United 
States Center for Disease Control 
(CDC).

B.	E mployees With HIV
The College will permit employ-
ees with HIV, or any of its related 
conditions, to continue to work 
and will provide reasonable accom-
modations, as long as the employee 
can perform the essential functions 
of the job and does not pose a direct 
threat to their own health or safety, 
or the health or safety of others.
Employees who withhold services 
or who harass or otherwise discrimi-
nate against those with HIV will be 
subject to disciplinary action by the 
College.

Policy II-87
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I.	 PURPOSE:
In accordance with the require-
ments of §1006.53, Florida 
Statutes, Miami Dade College shall 
reasonably accommodate religious 
observances when they conflict 
with:
1. admission and registration;
2. attendance in class, class activi-
ties, examinations, and official cer-
emonies;
3. class work and assignments.

II.	 PROCEDURE:
A. Students who wish to partici-
pate in religious observances will 
be excused from class. They are to 

notify the instructor in advance and 
will be excused for such absences 
without penalty.

B. Students will be responsible for 
any material covered during the 
excused absence, but will be permit-
ted a reasonable amount of time to 
make up any missed work. Where 
practicable, major examinations, 
major assignments, and College 
ceremonies will not be scheduled 
on the day of a significant religious 
observance.

C. Students who are absent from 
academic or social activities because 

of religious observances will not be 
penalized.

D. The procedure on religious 
observances will be included 
in the Students’ Rights and 
Responsibilities and in various 
College publications.

E. Students who believe they have 
been unreasonably denied an educa-
tion benefit due to their religious 
belief or practice may seek redress  
as outlined in College Procedure 
4065 - Institutional Grievance 
Process for Students Alleging 
Discrimination or Harassment.

I.	 PURPOSE:
In accordance with its full sup-
port for academic freedom, Miami 
Dade College values an exchange 
of ideas and the dissemination of 
knowledge. It respects the First 
Amendment rights of its students 

and employees, which include the 
right to free speech and the right to 
free assembly. In order to enable the 
exercise of these important consti
tutional rights, while at the same 
time protecting the rights of non-
participants and the core function 

of the institution, the College has 
established the process fully set out 
in newly created Procedure 1409 
-  Demonstrations.

procedure 1409

d e m o n s t r a t i o n s

PROCEDURE 4067 - policy 11-25A

r e l i g i o u s  o b s e r v a n c e s
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I. PURPOSE:
To establish a College policy regard-
ing equal access/equal opportunity as 
an employer and educator in compli-
ance with all Federal and State legis-
lation and regulations pertaining to 
non-discrimination.

II. POLICY:
A.Miami Dade College is an equal 
access/equal opportunity institution 
which does not discriminate on the 
basis of sex, race, color, marital sta-
tus, age, religion, national origin, 
disability, veteran’s status, or sexual 
orientation, or genetic information.

B. The College is committed to pro-
viding equal employment and equal 
educational opportunities to its 
employees, students and applicants 
for employment or admission in an 
environment free from harassment 
or  other discriminatory practices 
based upon sex, race, color, marital 
status, age, religion, national origin, 
disability, veteran’s status, or sexual 
orientation, or genetic information. 

C. The College is an equal access/
equal opportunity employer and 
committed to recruit, employ, 
grant salaries, and promote per-
sonnel without regard to sex, race, 
color, marital status, age, religion, 
national origin, disability, veteran’s 
status, sexual orientation, or genetic 
information in compliance with all 
Federal and State legislation and 

regulations pertaining to non-dis-
crimination. 
 
D. The employees of the College 
are expected to teach or work with 
other employees, and to supervise 
or be supervised in their work by 
other employees without regard to 
sex, race, color, marital status, age, 
religion, national origin, disability, 
veteran’s status, sexual orientation, 
or genetic information. 
 
E. The College is committed to pro-
vide equal educational opportunities 
to all students regardless of sex, race, 
color, marital status, age, religion, 
national origin, disability, veteran’s 
status, sexual orientation, or genet-
ic information. This commitment 
to equal access/equal opportunity 
includes the following: 
recruitment, admission, programs 
and activities, facilities, counseling 
and testing, financial assistance, and 
placement. 

F. The College shall provide reason-
able instructional support services 
as well as substitution, modifica-
tion, or waiver of any requirement 
for admission or graduation for any 
student with a physical or men-
tal disorder(s) which substantially 
impairs that person’s visual, audi-
tory, manual, speaking abilities and 
bodily functions, or who has a learn-
ing disability where documentation 
can be provided that the student’s 

failure to meet the requirement is 
related to the disability.

G. The College shall make reason-
able modifications for students and 
employees with disabilities except 
where such modifications (1) funda-
mentally alter the nature of a service, 
program or activity; (2) the College 
can demonstrate undue hardship in 
the provision of the modifications; 
or (3) the person, even if modifica-
tions are made, poses a direct threat 
to the health or safety of students, 
staff or others.

H. Any Miami Dade College 
employee, student, applicant for 
admission or employment or other 
participant in the College’s pro-
grams or activities who believes he 
or she has been unlawfully harassed 
or discriminated against on the basis 
of sex, color, age, disability, national 
origin, race, religion, marital sta-
tus, veteran’s status, sexual orienta-
tion, or genetic information may 
seek resolution to his/her complaint 
through College Procedure 1665 
Discrimination and Harassment 
Grievance Process. 
College Procedure 1665 is available 
on the College 
website at www.mdc.edu includ-
ing the MDC Students Rights and 
Responsibilities Handbook at www.
mdc.edu/policy/student_rights_
and_responsibilities.

policy I-21
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