Section 2: Academic and Professional Standards


ACADEMIC AND PROFESSIONAL STANDARDS 

San Juan College Dental Hygiene Program
Policies & Procedures

See individual class policies relating to the academic and professional standards that govern the matriculation of students through courses and/or Programs within the Dental Hygiene Program. Each student received a copy of the policies in this document and must sign a statement agreeing to abide by them. 
Dental Hygiene Program Academic and Professional Standards Policies

Professionalism

Students entering the Dental Hygiene Program at San Juan College have been accepted into an academic Program that leads to a distinguished profession.  Assuming the role of a health care professional requires certain ethical and behavioral responsibilities. These responsibilities include:

· Providing optimal oral hygiene care by fully utilizing the resources provided by the academic learning environment;

· Accepting the role of community/professional educator; 

· Mentoring  and  working as a colleague  with  other health  care professionals;

· Recognizing the importance of the learning process as a life-long skill; and

· Membership in the American Dental Hygienists' Association and participating in local and state association activities.

Advancement, Retention and Graduation

The Dental Hygiene Program is sequenced to provide for maximum integration of basic science, dental hygiene theory and clinical skills.  It is therefore important that students progress through the curriculum as it is published by the Program.

Minimum Academic Standards

To be eligible for graduation from San Juan College, a student is expected to maintain a minimum grade average of 2.0. If the student does not maintain a 2.0 grade average, he/she will be placed on academic probation by the Program for the subsequent semester.  Students unable to achieve a 2.0 grade average by the end of that semester will be dismissed from the Dental Hygiene Program.

Dismissal from the SJC Dental Hygiene Program
Grounds for dismissal from the Dental Hygiene Program:

· Failing to maintain a “C” grade at 75 % or higher in each dental hygiene course. 

· Failure to adequately complete any clinical competency or requirement.

· Committing violations of academic integrity and/or ethical standards.

SJC DH Program Re- Admission Policy: June 2005
The curriculum for the Dental Hygiene Program is designed with each successive semester of Dental Hygiene courses requiring the previous semester’s Dental Hygiene courses as pre-requisites.  The Program is also designed to enable each completing graduate to test for licensure and certification.  With this design in mind, students in the Dental Hygiene Program must maintain a C grade (75%) or better in each dental hygiene course, lab, and clinic in order to proceed in the Program.  In addition, competency exams and/or courses may be repeated only once. Students may contest grades through the San Juan College grade appeals process described in the current catalogue.
In the event that a student does not successfully complete a Dental Hygiene course, the student’s readmission into the Program or any future Dental Hygiene course will require approval for readmission into the Program under the following conditions:
· (1) The student must petition, in writing, to the director of the Dental Hygiene Program for readmission to the Program. 
· (2) If readmission is requested and granted for the first semester of the Program, the student must compete with all other applicants for entry into the Program.  Readmission in the Program into the second, or later semester, will be on a space available basis only.  
· (3) All petitions for readmission into the Program will be evaluated individually with consideration of a variety of factors; including (but not limited to) an analysis of why the student failed the course(s); a justification of why the student should be re-admitted or allowed to repeat a course; what actions the student has taken, or will take, to improve his/her academic performance in the Program; number of courses failed; professional attitude; and clinical aptitude. 
· (4) The petition, with justifications, will be reviewed by the Dental Hygiene Program Director and Faculty, and they will make the decision to accept or deny the readmission request. 
· (5) Readmission into the Program may require a student to repeat a course(s).  
· (6) In the event that more readmission petitions are submitted than there are spaces available in the Program at the readmission point, the Director and Faculty will prioritize the petitions for readmission to determine which petitioner(s) will receive the open space(s). 
·  (7) The Director and Faculty are not obligated to allow all petitioners to reenter the Program, even if sufficient space exists for all petitioners; some petitioners may be denied readmission into the Program. 
· (8) In the event that a petition for readmission to the Program is denied, the Director will provide a written response to the student to indicate the reason(s) that his/her petition was denied.  
· (9) Petitions for readmission to the Program and grade appeals for Dental Hygiene courses must be submitted in writing to the Director of the Program within 10 calendar days of the last official day of the semester (including the summer term).  This timeline will allow for decisions to be made speedily and not delay the student’s enrollment in the next semester.  Grade appeals submitted after this deadline, but before the college deadline for grade appeals, will be reviewed in accordance with college guidelines; and petitions for Readmission to the Program will also be considered whenever submitted before midterm of the next semester; however, enrollment in Dental Hygiene courses for the next term may be denied after classes have already begun.  
Student Accountability

Students wishing retention in the Program must satisfy the requirement of scholarship, academic integrity, health, conduct and dress as outlined in this communication, the Student Handbook and the College catalog. Students are accountable for their behavior and performance. The Program Director and dental hygiene faculty will continuously monitor student adherence to the standards outlined herein. Any decision reached by a Program panel may be appealed through the College Students Services, the Registrar and shall conform to provisions established by the College for grade appeals.

Tutors and Extra-Credit

Students unable to progress through the clinical experience at an acceptable rate to complete all requirements within the prescribed time frame may be required to hire a Program-approved tutor or to participate in developmental clinical experiences to meet the requirements for advancement. Students who are unwilling to participate in a tutorial or additional clinical experience will risk an extension of their clinical experience or dismissal from the Dental Hygiene Program.

Students having academic difficulty are encouraged to take advantage of the campus Student Success Center for tutoring and/or courses in reading comprehension, note taking, critical thinking, test taking, listening skills, etc.

Insurance and Liability Coverage

Liability

All Health Professions students participating in clinical Programs are required to have professional liability insurance. A copy of the liability insurance policy will be kept on file in the Program office.

Medical Insurance

It is required that all students obtain medical insurance. College students may obtain insurance through private insurance companies. Some off-campus internship sites may require health insurance.

Tuberculosis (TB) Test

Each student will have a tuberculin skin test or chest x-ray and a physical exam prior to entering the Program and each calendar year. The TB test must be repeated following known exposure to tuberculosis. Physicians are required to report all positive or suspected cases of tuberculosis that come to their attention. If a diagnosis of active tuberculosis is made, the student must obtain clearance from their physician before he/she will be permitted to enter or to continue in the Program.

Student Vision Certification

It is strongly recommended that students file a certificate from an optometrist or ophthalmologist that vision is 20-20 or corrected to 20-20 within 30 days of entering the Program.

Proof of Immunization

Students are required to show proof of current immunization for the following infectious diseases: Hepatitis B, Measles, Mumps, Rubella, Varicella (chickenpox) and Tetanus, Diphtheria, Pneumococcus (DPT). Students refusing immunization will need to appeal in writing to the Program Director.

CPR certification

Health Care Provider CPR certification is required for all students and faculty participating in clinical experiences.  Students are responsible for maintaining yearly re-certification and must provide the Program with a copy of their certificate. Certificates must be renewed in August of each year to facilitate clinical and board exam scheduling. All course fees will be the responsibility of the individual.

Transportation and Expenses

Transportation

Students are required to provide their own transportation to and from clinical and field experiences. 

Personal Liability Insurance

Students should carry personal liability insurance for operating personal vehicles. Students should recognize that San Juan College does not cover students for personal injury when they are passengers in College vehicles.

Instrument Kit Expenses

Students are advised of expenses that they will incur in their professional education and must be prepared to meet those expenses while maintaining the academic standards outlined. Students will not be allowed to continue in clinics without purchasing the appropriate instrument kit and other required items. Students who do not return to school will forfeit these fees unless the Program has been notified far enough in advance to cancel the instrument kit order.

Client Clinic Fees

Students are responsible for submitting fee sheets for each clinic client.  Clients who do not have fee sheets are not counted toward fulfillment of student's clinical requirements. Students must make every effort to have clients pay for services rendered in the clinic. Client fee payment is ultimately considered the students responsibility. All client fees must be paid in full prior to graduation.

Academic and Professional Integrity

Academic and professional integrity are essential for all health professionals. Students who violate academic integrity as outlined in the SJC Student Handbook or professional integrity as outlined in this document will be reviewed for dismissal from the Program.

Student Attendance

The student admitted to membership in the College community has freely accepted the obligation of class attendance; therefore, regular attendance at all classes for which he/she is registered is the responsibility of the student. It is recognized that absence from class is sometimes necessary.   However, each student is accountable for all work missed because of absence. Should an absence from class be unavoidable, it is the responsibility of the student to report the reason for his/her absence to the instructor. The Program attendance and professional conduct policies are outlined in each dental hygiene course syllabus.

In compliance with College policy, instructors will apprise the Office of Student Affairs of the continual absence of a student so that students with non-academic problems may be assisted.

Lecture and Clinical Lab Absences

The Dental Hygiene Program has adopted the following policy concerning absences from lectures and scheduled clinical laboratory assignments:

a.
Excused absences from lectures and clinical laboratory must be made up in accordance with arrangements approved by the faculty member. It is the responsibility of the student to take the initiative in arranging make-up work.


Absences will be excused in case of temporary incapacitation of the student due to illness or accident, and in cases of emergency in the immediate family, such as severe illness, accident or death. Students should do everything possible to notify the appropriate faculty member and to arrange for make-up clinical work prior to being absent. Students requiring considerable assistance in completing missed class/clinic instruction may need to hire an approved tutor from the Program or the community.

b. 
Excessive absence, tardiness or excessive client cancellations in a clinical area or in class as defined in the course syllabus, will be grounds for failure of course work and dismissal from the Dental Hygiene Program.

Safety and Responsibility

Dental Hygiene students, faculty and staff must perform their clinical activities safely and responsibly. Safe and responsible performance of professional duties is evidenced by accuracy, reliability and accountability.

a.
Exposure to radiation may be harmful to the developing fetus. Pregnant students or students who suspect they may be pregnant should report their health status to the clinic coordinator immediately. Radiographic duties will be reassigned for the duration of the pregnancy.

b.
Students have a responsibility to notify their instructor(s) if they are taking any medication that may have an adverse effect upon their clinical performance.   Students also have a legal and ethical responsibility to report persons who are suspected substance abusers. Appropriate referrals will be made.

c.
Anyone under the influence of drugs, alcohol or otherwise impaired will not be allowed to participate in Program activity.   Such individuals risk dismissal.

See Section 3 of the manual for more details.

Impaired Student Policy: S J C Dental Hygiene Program (Feb. 2005)
Although San Juan College enforces a policy regarding substance use on campus, the special needs of the Dental Hygiene Program require additional procedures for dealing with suspected impairment of students. 
The Dental Hygiene Program, due to the nature of the course of study in the classroom, laboratories and clinical sites, must be certain that students are not under the negative influence of any substance (regardless of whether the use of the substance is legal or illegal). Substances having the potential to impair or that actually do impair judgment could have a deleterious effect on patient care, classroom learning and laboratory practice. Impairment or possible impairment due to the legal or illegal use of substances resulting in faulty or lack of student judgment may place the safety of students, patients, faculty and the general public at an unacceptable risk. The intent of this policy is not only to protect patient safety but to promote a healthy learning environment and learning behaviors free of unwarranted disruptions and barriers to the learning process. Some, but not all, of the basic assumptions with regard to this policy are as follows:
· Substance use or abuse has the potential to compromise student learning and patient safety;
· Substance abusers often need help identifying their problem;
· Addiction is a treatable illness;
· Students with substance abuse problems should have an opportunity for treatment and re-entry into their Program of study in a controlled environment.
In order to properly balance this important concern/need of this Program with the student's rights, the following policy is adopted for handling incidences of suspected impairment of students in the Associate Degree Dental Hygiene Program.

· I: Legal Use Of A Substance Under The Direction Of A Physician Or Other Health Care Professional With Prescriptive Authority Which May Or Does Impair:
If a student is using a substance under the direction of a physician, which either does or may impair his/her judgment, the student should provide the Director of the Dental  Hygiene Program with a letter from his/her physician (or other prescriber) indicating that a substance has been prescribed. The reason for the prescription should not be identified nor will it be requested by the Director or faculty. The Director of the Dental  Hygiene Program may at his/her discretion prohibit a student from participating in a setting where critical judgment may be required as long as the student is using his/her prescription. The Director will issue the student a letter stating his/her reasons for the decision made.
Students who are legitimately and legally using substances, which either do or may impair judgment while under a physician’s or other health care professional’s direction are NOT subject to disciplinary action if the student complies with the requirements of the preceding paragraph. The policy does not negate any requirement that the student must fulfill to complete the course of study. The student remains responsible for completing all the requirements of the course or Program.

· II: Suspicion That A Student Is Under The Influence Of A Substance That Impairs Or Could Impair Judgment:
A.        CLINICAL AREA
1.        If a faculty or instructor in the clinical area has reasonable suspicions that a student is under the influence of a substance that is either impairing or has the potential to impair the student's judgment the following steps should be followed.
The faculty or instructor in the clinical area will:
· Remove the student from the patient care setting without delay
· Indicate to the student the he/she is being removed pursuant to the                                                                        "Impaired Student" policy
· Ask the student if he/she has an explanation for the behavior observed: the student is not required to provide an explanation
· Document the student behavior on the “Behavior Observation Form"

2.     However, if the student indicates that he/she is using a substance under the direction of a physician or other prescriber and can provide a physicians or other prescriber statement in support, such a statement will be considered in determining the appropriate course of action, if any.
3.    Behavior Observation Form (See Appendix B): Any type of inappropriate or unusual behavior as listed on the Behavior Observation Form will be checked by faculty. The category marked “Other” can include but is not limited to:
· Any type of inappropriate behavior that suggests that a student is under the          influence of a substance that impairs or could impair the student's judgment.
· The Behavior Observation Form should be fully completed UNLESS the student refuses or is unable to execute completion of the document (in which case the faculty/instructor should note the reasons given by the student for not completing the form)

· Witnesses to the behavior should be documented on the form with a witness signature.

· Any actions taken along with time and initials of the faculty should be documented. Notify the Director of the Program as soon as possible. If the Director is unavailable, notifications should be made to the Dean Allied Health.
· The student is referred to a qualified and licensed drug testing facility for a drug screen as soon as possible following removal from the classroom, laboratory or clinical site.
4. A forensic type blood and urine drug screening with the proper chain of custody by a laboratory licensed in compliance with 42 U.S.C. 262 and 263 is to be done. (See Appendix B for a copy of the Drug Screening form)
· The student is advised to have someone else give him/her a ride to the lab site and to home. If the student cannot find a third person to provide transportation, the student should contact the Director as to reasons why they are unable to take the test.
· The faculty will give the student the referral form that specifically requests a forensic type blood or urine drug screening with proper chain of custody

· If the results are positive the student may request a retest of the same sample by another properly licensed laboratory. The preceding requirements regarding custody and licensure apply to a retest. SJC will pay for the drug screen if the results are negative. The student will pay if the results are positive
· Results of the test and contents of the Behavior Observation Form shall remain confidential and may be released only as permitted by law
Upon removal from the patient care setting, the student will be placed on probation and will remain on probation until all issues are resolved. This is considered a probation due to a safety issue

B. CLASSROOM OR LABORATORY WITH BEHAVIORAL DISRUPTION
1.  If a faculty or instructor in the classroom, clinic or laboratory, should observe a student demonstrating overt signs of impairment, especially behaviors which disrupt the learning environment, the following steps will be followed:

The classroom, clinic or laboratory instructor will:
• Remove the student from the setting without delay

•  Indicate to the student that he/she is being removed pursuant to the                  "Student Impairment" policy
• Ask the student if he/she has an explanation for the behavior observed: the student is not required to provide an explanation
• Document the behaviors on the Behavior Observation Form

2.  However, if the student indicates that he/she is using a substance under the direction of a physician or other prescriber and can provide a physicians or other prescriber statement in support, such a statement will be considered in determining the appropriate course of action, if any.
3.   Behavior Observation Form: any type of inappropriate or unusual behavior as listed on the Behavior form will be checked by faculty. The category marked “Other” can include but is not limited to:

•  Any type of inappropriate behavior that suggests that a student is under the influence of a substance that impairs or could impair the student's judgment

•  The Behavior Observation Form should be fully completed

UNLESS the student refuses or is unable to execute completion of 
the document (in which case the faculty/instructor should note the reasons given by the student for not completing the form)

• Witnesses to the behavior should be documented on the form with a witness signature

•  Any actions taken along with time and initials of the faculty should be documented. Notify the Director of the Program as soon as 
possible. If the Director is unavailable, notifications should be made to the Dean of Allied Health

• The student is referred to a qualified and licensed drug testing facility for a drug screen as soon as possible following removal from the classroom, laboratory or clinical site
4.        A forensic type blood and urine drug screening with the proper chain of custody by a laboratory licensed in compliance with 42 U.S.C. 262 and 263 is to be done. 

• The student is advised to have someone else give him/her a ride to the lab site and to home. If the student cannot find a third person to provide transportation, SJC may provide for such transportation

• The faculty will give the student the referral form that specifically requests a forensic type blood or urine drug screening with proper 
chain of custody

•   If  the results are positive the student may request a retest of the 
same sample by another properly licensed laboratory. The preceding requirements regarding custody and licensure apply to a retest. SJC will pay for the drug screen if the results are negative.  The student will pay if the results are positive

•  Results of the test and contents of the Behavior Observation Form shall remain confidential and may be released only as permitted by law
Upon removal from the patient care setting, the student will be placed on probation and will remain on probation until all issues are resolved. This is considered a probation due to a safety issue

C. CLASSROOM OR  LABORATORY WITHOUT BEHAVIORAL DISRUPTION
1.   If a faculty or instructor in the classroom or skills laboratory has reasonable suspicion that the student is under the influence of a substance because the student exhibits either physiologic or behavioral signs of usage that is either impairing or has the potential to impair or compromise the student's learning the following steps will be followed:

  2.  The classroom or laboratory instructor will:


• Contact the student at break-time, post-class, or in any other 


appropriate situation and ask that the student meet with faculty or 


Director as soon as they are able to arrange their time.


• Faculty will conference with the student to determine whether or 


not the suspicion is warranted.


 • If it is determined that a student is under the influence of or 


impaired by any substance the following steps will be followed:




* The student will have an opportunity to present 




information regarding this matter in general.



* The student may be referred for a drug screening or 



counseling/treatment depending on faculty evaluation. 



* Documentation of the content of the meeting shall be 



signed and dated by faculty and student. 



 * Student refusal to sign will be indicated in the notes 



along  with reason for refusal.        

3. Faculty may refer this student to Director or Dean for further 
consideration.

4. The following list describes possible actions depending on the outcome 
of the faculty/student conference: 


* Initiating a behavioral action plan


* Referral to counseling/treatment


* Probation or Leave


* Suspension


* Other actions at the discretion of faculty, Director or Dean

· III: Process Following Initial Observation, Removal and Forensic Testing
A meeting involving the student and the Director of the Program or the Dean will occur within three working days of the incident. 


•   The faculty will arrange for the meeting time and date with the Director 
or Dean


•   The student will not be allowed to return to any setting until he/she has 
accomplished this meeting


•   During the meeting the student will have opportunity to present 
information regarding the incident and the matter in general


•   Documentation of the content of the meeting shall be signed and dated 
by the Director or the Dean and the student


•    If a student refuses to sign, the Director or Dean will so indicate on the 
notes along with the reason for refusal if possible


•   Following the meeting any of the following actions may occur:


* Initiating a behavioral action plan


* Referral to counseling/treatment


* Probation or Leave

* Suspension

* Other actions at the discretion of faculty, Director or Dean

Dental Hygiene Practice Outside SJC DH Jurisdiction

While enrolled in the Dental Hygiene Program the student will not engage in dental hygiene practice outside the jurisdiction of the SJC Dental Hygiene Program.

Child Care

The Program realizes that many students have family responsibilities and that childcare can at times be a problem. However, we ask that children not be included in classroom or clinic sessions. Children may not be left unattended in the lab, clinic reception area or classrooms.

Dress, Personal Belongings and Professional Conduct

Personal Belongings and Instruments

Personal belongings (coats, purses, books, instruments, etc.) are to be kept in locked lockers when not in your personal possession.  Students who choose to keep instruments and supplies in their clinic units must realize that the drawers and cabinets are not lockable. The Program is not immune to theft and is not responsible for lost or stolen property.   It is strongly recommended that all instruments and supplies be closely monitored and stored in assigned drawers in the sterilization area or laundry area. All instruments should be identified by color coding to prevent being misplaced.  

Professional Conduct

Students will be required to perform in a professional manner in the student clinical role.  Specifically, the student is expected to: 

a.
Carry out assignments delegated by those in authority;

b.
Recognize the limitations of his/her training or experience and to function within those boundaries;

c.
Maintain the confidentiality of records and communications about clients; 

d.   Be punctual and maintain a cooperative, helpful attitude;

e.
Adhere to the Code of Ethics established by the Dental Hygiene professional organization; 

f.
Maintain strict standards of infection control as outlined in the Policies and Procedures manual; and

g.
Comply with the dress and personal appearance code established by the Program.

Clinical faculty supervisors reserve the right to warn the student about unprofessional conduct.  Violations will be subject to review by the Program Director and a faculty panel. Further repeated violations may result in dismissal from the professional Program.

Clinic Attire

Students will be expected to wear appropriate attire when in any assigned clinical or public setting. Clinic attire is outlined in the Section 9 of this Manual.

Community Service and Professional Activities  

The Program is committed to the concept that health professionals have a responsibility to work to improve the health and wellness of the communities in which they practice. Students will be required to participate in community service activities as part of appropriate courses. Students will be asked to volunteer for community educational activities.

It is part of the professional profile to participate in continuing education and professional association activities.  Therefore, students should be prepared to attend professional activities outside of class time. Students will be notified in advance of these activities.

All students are required to maintain their membership in the Student American Dental Hygienists' Association. The Program encourages active participation in this professional organization.

Internships and Practicum

Internships, practicum and off campus rotations are available to the student at the discretion of the affiliated medical/dental facility and dental hygiene faculty. Students are required to participate in a practicum in their senior year. Students are responsible for all costs incurred during these off campus rotations.

Office Policies

Computer Use

Students wishing to use an SJC computer to complete course assignments must utilize computers in the library or those in SJC campus laboratories. The dental hygiene office and clinic computers are for Program activities only. The clinic copy machine is not available for student use.
Phone Use

A telephone is available in the clinic hall for in-town, personal use. Long distance calls are for clinic-related activities only.  Any other use of the SJC long distance code must be approved by a faculty member. 

Copy Machines

Department copy machines are not to be used by students unless explicitly asked by faculty or Department staff to duplicate Program materials. Copy machines for student use are available in the Health and Human Performance buildings and elsewhere on campus.

State, Regional and National Board Examinations

The Dental Hygiene Program has an obligation to withhold recommending a graduate to take a board examination if a student is considered to be an unsafe or unethical practitioner. Graduation from an accredited dental hygiene Program does not guarantee a graduate will perform at a passing level in a stressful board environment. Students are responsible for finding an appropriate patient for the clinical board examination. Students are responsible for all costs related to the board examination process.

Other Responsibilities of Students 

While all students are responsible for reading the SJC Student Handbook, the section on Policies Governing Student Life is particularly important. This policy deals specifically with:

· Academic Honesty

· Attendance Policy

· Complaints

· Disciplinary Probation and Suspension.

· Grievance Policy.

· Grade Appeals Policy

· Sexual Harassment Policy

· Records Request and Disclosure Policy

SJC Policy Statements

Academic Integrity

The college takes an extremely serious view of violations of academic integrity.  As members of the academic community, SJC's administration, faculty, staff, and students are dedicated to promoting an atmosphere of honesty and are committed to maintaining the academic integrity essential to the education process.  Inherent in this commit​ment is the belief that academic dishonesty in all forms violates the basic principles of integrity and impedes learning.  Students are therefore responsible for conducting themselves in an academically honest manner.

Individual students and faculty members are responsible for identifying instances of academic dishonesty.  Faculty members then recommend penalties to the Program Director or college dean in keeping with the severity of the violation.  

Academic Honesty Rules (from SJC Student Handbook ’06-’07, page 16-20)
San Juan College believes that the basis for personal and academic development is honesty. Personal commitment, honest work, and honest achievement are necessary characteristics for an educated person. In order to help the students, staff, and faculty of San Juan College maintain academic honesty, it is necessary to establish academic honesty rules. These rules will govern the procedures and consequences associated with academic dishonesty and will serve as an educational tool, outlining what is academically dishonest conduct. It is the individual responsibility of each student, faculty member, and administrator to read and understand these rules. It should be further understood that ignorance of what constitutes academic dishonesty in no way absolves guilt from an act which lacks academic integrity. The following rules shall present definitions for several types of academic dishonesty and then proceed to describe the process by which cases of academic dishonesty are reported and adjudicated.

I. Types of Academic Dishonesty:
A. Cheating: Using materials, information, or study aids other than those specifically authorized by the instructor during exams, quizzes, or other graded, in-class activities. Cheating includes, but is not limited to:

•    Copying or conspiring to copy another student's work

•    Intentionally allowing another student to copy one's work

•    Unauthorized use of a textbook, cheat sheet, notes, etc.

•    Unauthorized use of devices such as calculators, cell phones, symbolic

manipulators, palm pilots, electronic dictionaries, Walkmans, tape recorders, radio transmitters, etc.

•    Obtaining answers to specific test questions from another student before or during an exam

•    Taking an examination or completing an assignment for another student or commissioning someone to take an exam or complete an assignment for oneself

B. Plagiarism: Using another person's or group's words, ideas, or data as one's own. To avoid plagiarizing, a student must give credit through footnotes, citations, or proper quotation structure when he/she uses:

•    Another person's idea, opinion, or theory

•    Any pieces of information that are not common knowledge such as facts, statistics, graphs or drawings

•    Quotations and/or paraphrases of another person's actual spoken or written words, including lectures, classroom discussions, and handouts

•    Another person's data, solutions, or calculations without permission and/or proper citation of the source

Ignorance of plagiarism is not a legitimate defense against a charge of plagiarism. It is the responsibility of a college student to know what constitutes plagiarism. Any questions about what constitutes plagiarism should be discussed with the faculty member that gave the assignment.

C. Fabrication: Knowingly giving false data, false information, false sources, or false testimony in laboratory work, field activities, research projects, or writings submitted for academic credit. Fabrication also involves:

•    Giving false testimony or information in an attempt to excuse missing academic assignments or examinations

•    Changing examination answers or assignments after they have been graded, in an attempt to illegitimately earn a higher grade

D. Other Acts of Academic Dishonesty include, but are not limited to:
•    Stealing or attempting to steal exams, answer keys, or official academic records, etc.

•    Forging or altering academic records, grade change cards, attendance records, or signatures, etc.

•    Unauthorized collaboration, particularly on take-home exams, without instructor permission

•    Facilitating academic dishonesty by knowingly or intentionally helping another student commit any act of academic dishonesty
•    Intentionally impairing the performance of other students (i.e. denying access to information, resources, or material made available for general class use; giving misleading information; destroying or altering materials, including computer files)

•    Submitting all or part of one's work from one class for use in another without instructor permission

•    Falsely signing in or out on a PC that tracks actual lab hours
II. Levels of Academic Dishonesty
A. Level One Academic Dishonesty Infractions
Minor infractions that do not significantly affect the student's overall grade and do not involve criminal activity constitute Level One infractions.

•   A Level One infraction cannot be the primary cause of course failure.

•   A Level One infraction cannot lead to expulsion.
A Level One incident is noted by the instructor and discussed with the student. If the instructor feels disciplinary action is necessary, the incident is documented by the instructor and issued through a notice of violation to the student within five business days of when the occurrence is discovered. The student is notified in that notice of violation to meet with the instructor within 72 hours to discuss the incident. Following that discussion, the instructor then files a report within 48 hours with the appropriate Dean and the involved student regarding the incident and his/her final determination of the violation with discipline measure, if any, included. The student may file a written letter to appeal that determination with the Dean within 72 hours after receipt of the report. The Dean will set the appeal hearing with the student and any other witnesses and will render a final decision based on that hearing.
Examples of Level One Infractions:

•    Claiming to participate in group work and not doing so

•    Minor amounts of plagiarism involving the failure to footnote or give proper acknowledgment in an extremely limited section of an assignment or failing to cite all sources in a bibliography or Works Cited page

•    Cheating on minor quizzes that do not significantly affect the student's overall grade 
Possible Disciplinary Actions:

•    Make-up assignment

•    Redo assignment for a lesser grade

•    Chance to rewrite assignment

•    No credit for the assignment
B. Level Two Academic Dishonesty Infractions
Infractions characterized by dishonesty of a more serious character or which affect a more significant aspect or portion of the coursework are Level Two infractions. 

•    A Level Two infraction cannot result in expulsion from the institution.

•    The record of a Level Two infraction will be kept for two years by the appropriate Dean and the office of the Registrar.

•    The student will be placed on disciplinary probation for a period of two years.
Level Two incident is documented by the instructor and issued through a notice of violation to the student within five business days of when the occurrence is discovered. The student is notified in that notice of violation to meet with the instructor within 72 hours to discuss the incident. Following that discussion, the instructor then files a report within 48 hours with the appropriate Dean and the involved student regarding the incident and his/her final determination of the violation with discipline measure, if any, included. The student may file a written letter to appeal that determination with the Dean within 72 hours after receipt of the report. The Dean will set the appeal hearing with the student and any other witnesses and will render final decision based on that hearing. 
Examples of Level Two Infractions:

•    Fabricating a paper

•    Plagiarizing moderate portions on a written assignment

•    Altering exams for the purpose of regrading

•    Presenting the work of another as one's own

•    Cheating on an exam
Possible Disciplinary Actions:

•    Failure of assignment

•    Reduction of course grade, including failure of course

•    Additional options as approved by Dean and instructor

C. Level Three Academic Dishonesty Infractions
Infractions that are a serious breach of academic honesty that affect a major or essential portion of work done to meet course requirements are Level Three infractions. Incidents that involve premeditation or are preceded by one or more Level Two infractions are also Level Three infractions.
•    The record of a Level Three infraction will be kept on file permanently.

•    The notation of "Academic Disciplinary Separation" will remain permanently on file in the following offices: Registrar, appropriate Dean, and Vice President for Student Services.
Examples of Level Three Infractions:

•    Plagiarizing major portions of written assignments

•    Collaborating before an exam to develop methods of exchanging information and implementing those plans

•    Using a purchased paper, exam, or other materials

•    Stealing or selling an exam, exam answers, a paper, or official academic records

•    Intentionally impairing another student's performance

•    Having a substitute take an exam or taking an exam for someone else

•    Forging or altering any academic records

Possible Disciplinary Actions:

•    Suspension

•    Expulsion, academic disciplinary Separation

•    Failure of the course, with a special notation
III.  Notice of Violation of Academic Honesty (See Appendix B for reporting form)
San Juan College instructors will use the “notice of violation of academic honest” form for all levels of alleged academic dishonesty. The exception to this will be Level One violations in which the instructor feels no documentation or follow through is necessary. The instructor will complete the form which provides for the following:

1. A description of the academic dishonesty involved

2. Evidence of the violation to include:


a. Name of the course

b. The assignment, examination, or project

c. Date work was due, presented, taken or performed

d. Information used to establish the violation, witness names not disclosed

3. Violation level

4. Proposed penalty

5. Signature of student(s) indicating receipt of form and date
6. Statement of student(s) to instructor

7. Recording date of meeting with student and instructor

8. Appeal to appropriate Dean by student, date set for hearing

9. Decision by Dean concerning appeal.

In the case of Level One academic dishonesty, the instructor will hold the material relative to the case. In cases of Level Two and Level Three academic dishonesty where the Dean upholds the decision of the instructor, copies of the documents will be sent to the Vice President for Learning and the Vice President of Student Services to be made part of the student(s) permanent record. The decision will not be reflected on the student official transcript. In all cases, any materials are considered confidential in nature and handled accordingly. 
ACADEMIC ACCOMODATION STATEMENT:

Students who believe they may need academic accommodations due to physical, psychiatric or learning disabilities are encouraged to inform the Director as soon as possible. If you have special needs for campus emergency situations, please inform the Director, immediately. If you have not already done so, I suggest your contact the Advising/Counseling Center at (505)566-3271. They will work with you in verifying your disabilities and developing accommodation strategies (July 2006).









