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Welcome

Welcome to the New York College of Health Professions (College). We are pleased that you have chosen to
enroll in this institution and wish you success as you begin a new trimester. We want to make sure that you fully
understand what is expected of you as a student and also what you can expect from the College.

This Student Handbook has been developed to provide all students with a centralized source of information
about the College’s policies and procedures. The college website, course catalog, pamphlets, and other
distributed materials are other important sources of information related to your attendance and responsibilities
at the New York College of Health Professions. The information contained in these documents and the Student
Handbook is updated as needed and is considered the College’s policy. The Student Handbook and any updates
are available on the College website. The New York College of Health Professions reserves the right to make
changes at any time, including to programs, course descriptions, the manner and method of instruction, faculty,
tuition and fees, and College policies or procedures.

Students are responsible for their own learning experiences. As part of this responsibility, you must read and
understand the information contained in this Student Handbook and follow all policies and procedures of the
College.

Failure to read the policies and procedures contained in this Student Handbook does not exempt you from the
responsibility of following them, as students are required to be familiar with these materials.

The Student Handbook may serve as a useful tool while you are enrolled at the College. You may refer to it to
better understand specific policies, to answer questions you may have about your grades, or to find out who to
contact about specific issues.

It is our sincere hope that by having this information readily available in this Student Handbook that it will be
easier for you to follow established procedures. If something is still unclear to you, feel free to ask a staff
member of the office applicable to your question (e.g., Admissions, Registrar, Financial Aid) or the Office of
Student Services, in order to assist you.

The College welcomes the opportunity for students to provide feedback and make suggestions. Feedback and
suggestions are made by submitting an online form at https://forms.gle/FYXZGQhiWyvG52x98

The faculty, administrators, staff, and Board of Trustees welcome you to the New York College of Health
Professions.


https://forms.gle/FYXZGQhiWyvG52x98

Mission and Vision

Vision
o New York College of Health Professions (College) is committed to the maintenance and enhancement of
health - physical, psychological, spiritual and institutional. In the service of that commitment, the
College seeks affiliations with other institutions and explores a wide variety of approaches to enhancing
and maintaining wellness and quality of life.

Mission Statement
New York College of Health Professions is committed to offering quality programs in health, science, and the
arts. The mission has three main components.

e Education: To provide students with the knowledge and skills to enable them to become expert
practitioners in their fields. To provide the knowledge and skills to enhance the health, wellness and
quality of life in the larger community, and to develop educational materials to achieve that same
purpose.

e Service: To provide clinical and pharmacological services to the community as a complement to the
programs of professional education. To provide services and products to the community, that
complement the programs offered by the College.

e Research: To develop and implement, with outside party’s, new product development in health care,
wellness and quality of life products.



Expectations

What You Can Expect from the New York College of Health Professions

A high quality, comprehensive education

Competent, caring, and experienced instructors

A challenging yet reasonable workload

A balance of theoretical and practical learning

Respect for you as an individual

Confidentiality regarding personal information in compliance with applicable laws, rules, and regulations
An environment in which to grow personally and professionally

Support in making decisions about academic, personal and/or career-oriented issues

An opportunity to learn and practice a variety of healing techniques

Preparation for a career as a holistic health care professional

What New York College of Health Professions Expects of Students

Preparation for starting school - As a commuter institution, reliable transportation to school and all
necessary childcare requirements should be arranged before the first day of class. The first week of
school starts with a full workload, which includes homework and assignments. In fact, the entire first
trimester can be very busy for the new student.

Understanding and acceptance of workload - In addition to scheduled class time, students should plan
to spend several hours each week on homework, practice and outside assignments. It is recommended
that students spend roughly three hours per course credit each week outside of class studying.

Adequate financial support to devote major time and energy to schoolwork - Students should be aware
of the full cost of participating in their program and have the financial support necessary to pay tuition
and other direct expenses (including books and equipment), as well as to cover living expenses such as
rent, food, transportation, and childcare. If financial aid is needed, application should be made before
enrollment. Financial aid is not guaranteed, and the student may be responsible for the entire cost of
tuition and other expenses and fees. The schoolwork load will limit students’ time and energy for
additional work.

Self-care - The College’s programs are demanding on many levels and require that students deal with a
certain amount of stress. A commitment needs to be made to maintain optimal health and well-being.
This may include such components as adequate sleep, diet, exercise, and recreation; effective planning
and use of time and energy; setting aside a quiet and undisturbed place for study at home; cultivating a
personal support system and nurturing relationships; and seeking counseling, if needed.

Personal and academic integrity - Students must uphold high standards of personal and academic
integrity. Any form of cheating or plagiarism is unacceptable and contrary to the purpose of the College
and will be dealt with severely (See Student Code of Conduct). Students are expected to be honest in
their communications with others, to maintain confidentiality of personal information and to treat
fellow students, instructors and staff with respect.



Student Life

Crisis Management

ALL Campus Emergencies

e (Call 911.: for fire, serious medical problems, crime in progress, or for any life-threatening situation
Suicide Prevention

e National Suicide Prevention Lifeline: 1-800-273-TALK (8255)
Mental Health Assistance

e Nassau County Mobile Crisis Team:
o 516-227-TALK
o Consists of licensed professionals who are specially trained to deal with mental health problems
24 hours/7 days per week.
o The Team responds in the same day and provides supportive crisis intervention to those
experiencing an emotional disturbance, interpersonal crisis, or psychiatric emergency.
o The Team assesses an individual and makes a referral to the most appropriate program,
resource, or facility to ensure the individual’s safety and wellbeing.
e Suffolk County Mental Health Hotline:
o 631-952-3333
o Crisis hotline in Suffolk County is available 24 hours/7 days per week
o Trained hotline workers may provide verbal support, deploy the Mobile Crisis Team, or arrange
for transport to DASH (Diagnostic, Assessment, and Stabilization Hub)
e C(risis Text Line
o Text “START” to 741741
e NYCWell
o 1-888-NYC-WELL (1-888-692-9355), Press 2
o Text: Text WELL to 65173
o Confidential crisis intervention and information and referral service for anyone seeking help for
mental health and/or substance misuse concerns
o Available 24 hours/7 days per week

Chemical Dependency

e Nassau County Directory of Behavioral Health Treatment Services:
O Behavioral Health Services (nassaucountyny.gov)
e Suffolk County Directory for Substance Abuse
o Behavioral Health Services (suffolkcountyny.gov)
e NYCWell
o 1-888-NYC-WELL (1-888-692-9355), Press 2
o Text: Text WELL to 65173
o Confidential crisis intervention and information and referral service for anyone seeking help for
mental health and/or substance misuse concerns
o Available 24 hours/7 days per week



https://www.nassaucountyny.gov/DocumentCenter/View/18818/BHTreatmentServicesupdated?bidId=
https://suffolkcountyny.gov/Departments/Health-Services/Mental-Hygiene/Directory-of-Behavioral-Health-Services#SUBSTANCE%20USE%20%E2%80%93%20DETOXIFICATION%20(Withdrawal/Stabilization)

Sexual Harassment
NYS Domestic and Sexual Violence Hotline

e 1-800-942-6906
e Enoughis Enough

GLBT National Help Center:

e 1-888-843-4565
e | GBT Help Center (Igbthotline.org)



about:blank
about:blank

Student Life

Holistic Health Options for Students

The College is committed to developing and maintaining opportunities for students to experience and benefit
from holistic treatments. The College offers much in this area, not only for the purposes of wellness, but also to
provide students with a working example of their future careers. Services are available below at a reduced cost
to students.

Teaching Clinics
Students are encouraged to visit the New York College of Health Professions Academic Health Care Teaching
Clinics. Students can receive massage therapy and acupuncture treatments as well as herbal medicine

consultations.

Contact: 516-364-0808 ext. 701

The Herbal Dispensary

The Herbal Dispensary carries herbal remedies, homeopathic remedies, and nutritional supplements for
purchase by students. Pricing can be obtained by calling the Dispensary. Some of these products are dispensed
only with the recommendation of a health care professional in the Integrative Health Center or the Teaching
Clinics.

Contact: 516-364-0808, ext. 541
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Academic Information

New York College of Health Professions Educational Objectives

To provide students with the knowledge, skills, and professionalism to become highly qualified
practitioners

To prepare students to be capable of passing the licensure and/or certification exams required to become
a licensed or certified practitioner in New York and other states

To develop in students a sense of ethical responsibility in the therapist-client dynamic and with fellow
practitioners

To provide students with an appreciation for continued learning throughout their professional careers

To enable students to be fully capable and independent practitioners and obtain employment in various
health care fields

School of Massage Therapy Student Learning Outcomes

Upon successful completion of the Massage Therapy Program, students will be able to:

Demonstrate the knowledge and skills in the art and science of Eastern, Western, and Therapeutic Medical
Massage modalities as entry-level practitioners

Integrate the knowledge of Western Health Sciences and both Eastern and Western Massage Therapy
Principles to promote critical thinking, enhance problem solving, and consistently document massage
therapy sessions thoroughly and accurately within a clinical setting

Develop a strategy of self-care, successful practice, business, or employment within the field of massage
therapy

Demonstrate ethical and legal behavior, cultural sensitivity, and effective communication with clients and
other healthcare professionals

Demonstrate the ability to communicate verbally and in writing and to apply information management
and digital technology for academic research and lifelong learning

Graduate School of Acupuncture and Herbal Medicine Student Learning Outcomes

Upon successful completion of the Graduate School of Acupuncture and Herbal Medicine Program, students will
be able to:

Conduct a holistic and thorough assessment of the patient’s condition by employing differential
diagnosis and critical thinking utilizing four methods of diagnosis of Traditional Chinese Medicine (TCM)
Develop personalized, effective, and safe treatment plans according to the principles of TCM
o Acupuncture Program: Implementing acupuncture treatments and range of adjunctive therapies
such as: moxibustion, cupping, electroacupuncture, GuaSha, TuiNa etc.
o Acupuncture with Chinese Herbal Medicine Specialization Program: Incorporating Chinese
herbal medicine in conjunction with all treatments outlined in the acupuncture program
Emphasize the importance of self-care and preventative care through physical arts, diet, and lifestyle
Maintain comprehensive documentation and ethically and professionally communicate with patients
and other health care providers with a thorough TCM and biomedical knowledge
Design strategies for establishing a successful practice, business, or employment with the diverse field of
acupuncture

11



Academic Information

Academic Calendar
To view the current Academic Calendar go to: Academic Calendar

Academic Accommodations (ADA Policy)

In compliance with Section 504 of the Rehabilitation Act of 1973 and Title Il of the American Disabilities Act of
1990, the College shall furnish appropriate auxiliary aids and services where necessary to afford an individual with
a disability an equal opportunity to participate in and enjoy the benefits of the academic programs of the College.

The College shall take such steps as are necessary to ensure that no student with a disability is denied the benefits
of, excluded from participation in, or otherwise subjected to discrimination under the education program or
activity operated by the recipient because of the absence of educational auxiliary aids for students with impaired
sensory, manual, or speaking skills.

Students should report a special need or disability during the Admissions process. After this disability is verified by
an outside source, the student will be referred to the Office of Student Services at which time the following
procedures will be implemented:

¢ The office of Student Services will consult with the appropriate academic Dean to determine whether the
College can provide the necessary accommodation.

¢ If the student is otherwise qualified and is admitted and enrolled under normal admissions standards, the office
of Student Services will send a written notification to the appropriate academic Dean and each of the student's
instructors. This notification identifies the student, his/her disability or special need and the accommodation(s)
required. This accommodation is mandated.

Class Cancellation / School Closure
Should inclement weather necessitate the cancellation of classes, students should check the College website
New York College of Health Professions for up-to-date information.

Degree Requirements: Massage Therapy
Courses of Study — Massage Therapy Program (AOS) (nycollege.edu)

Degree Requirements: Acupuncture
Courses of Study — Acupuncture Program (BPS/MS) (nycollege.edu)

Degree Requirements: Acupuncture with Chinese Herbal Medicine Specialization
Courses of Study — Acupuncture with Herbal Medicine Program (BPS/MS) (nycollege.edu)

12


https://nycollege.edu/academic-calendar/?gclid=Cj0KCQjwsdiTBhD5ARIsAIpW8CJDe5xbxk-GVmLp9OdDoAQEBXAM7AfpZGjcUeW2t-o2SEZoQfSZt6waAtWZEALw_wcB
https://nycollege.edu/
https://nycollege.edu/school-of-massage-therapy/courses-of-study-massage-therapy-program/?gclid=Cj0KCQjwsdiTBhD5ARIsAIpW8CJDe5xbxk-GVmLp9OdDoAQEBXAM7AfpZGjcUeW2t-o2SEZoQfSZt6waAtWZEALw_wcB
https://nycollege.edu/acupuncture-program/courses-of-study-acupuncture-program/?gclid=Cj0KCQjwsdiTBhD5ARIsAIpW8CJDe5xbxk-GVmLp9OdDoAQEBXAM7AfpZGjcUeW2t-o2SEZoQfSZt6waAtWZEALw_wcB
https://nycollege.edu/oriental-medicine-program/courses-of-study-oriental-medicine-program-bps-ms/?gclid=Cj0KCQjwsdiTBhD5ARIsAIpW8CJDe5xbxk-GVmLp9OdDoAQEBXAM7AfpZGjcUeW2t-o2SEZoQfSZt6waAtWZEALw_wcB

Academic Records

Academic records are maintained by the office of the Registrar. Academic records include transcripts, grades,
attendance, and a complete admissions file. Upon enrollment at the College, all documents and forms that are
submitted to admissions become part of a student’s permanent academic record. Permanent files are kept on
campus for a total of five years, at which point they are stored in a secure storage facility and can be recalled
when needed. A student has the right to view their academic record by requesting access through the office of
the Registrar.

A student’s permanent academic record contains the following documents:

e Acceptance Letter

e Add/Drop Forms

e Application for Admissions

e Admissions Essay

e Buckley Amendment/FERPA Form
e Change of Enrollment Status Form
e Class Schedule

e Course of Study

¢ Document of Reasonable Accommodations Form (504)
¢ Financial Intent Form

¢ Immunization Record

e Interview Checklist

e |nterview Form

e Leave of Absence Request Form

e Meningitis Awareness Form

e Official Transcripts (high school and college)
e Physical Form

e Provisional Acceptance Agreement
e Registration Forms

e Requirement Immunization Form
e Statement of Commitment

e Student Oath

e Transfer Credit Waiver

Family Educational Rights and Privacy Act (FERPA) Policy

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that
protects the privacy of student education records. The law applies to all schools that receive funds under an
applicable program of the U.S. Department of Education.

FERPA gives parents certain rights with respect to their children's education records. These rights transfer to the
student when he or she reaches the age of 18 or attends a school beyond the high school level. Students to
whom the rights have transferred are "eligible students."

e Parents or eligible students have the right to inspect and review the student's education records
maintained by the school. Schools are not required to provide copies of records unless, for reasons such

13



as great distance, it is impossible for parents or eligible students to review the records. Schools may
charge a fee for copies.

e Parents or eligible students have the right to request that a school correct records which they believe to
be inaccurate or misleading. If the school decides not to amend the record, the parent or eligible
student then has the right to a formal hearing. After the hearing, if the school still decides not to amend
the record, the parent or eligible student has the right to place a statement with the record setting forth
his or her view about the contested information.

e Generally, schools must have written permission from the parent or eligible student in order to release
any information from a student's education record. However, FERPA allows schools to disclose those
records, without consent, to the following parties or under the following conditions (34 CFR § 99.31):

School officials with legitimate educational interest

Other schools to which a student is transferring

Specified officials for audit or evaluation purposes

Appropriate parties in connection with financial aid to a student

Organizations conducting certain studies for or on behalf of the school

Accrediting organizations

To comply with a judicial order or lawfully issued subpoena

e Appropriate officials in cases of health and safety emergencies; and
e State and local authorities, within a juvenile justice system, pursuant to specific State law.

Schools may disclose, without consent, "directory" information such as a student's name, address, telephone
number, date and place of birth, honors and awards, and dates of attendance. However, schools must tell
parents and eligible students about directory information and allow parents and eligible students a reasonable
amount of time to request that the school not disclose directory information about them. Schools must notify
parents and eligible students annually of their rights under FERPA. The actual means of notification (special
letter, inclusion in a PTA bulletin, student handbook, or newspaper article) is left to the discretion of each
school.

For more information contact the Department of Education
Family Educational Rights and Privacy Act (FERPA)

Transcripts

Official transcripts for graduate schools, prospective employers, and other institutions must be requested in
writing. Official transcripts are mailed to the institution or individual considering the applicant for admission or
employment. Upon request, sealed, official transcripts may also be mailed to the student or alumnus directly.
Request forms can be downloaded on the College website Office of the Registrar. Each request for an official
transcript must be accompanied by a check or money order payable to New York College of Health Professions
in the amount of $10.00 per requested copy and sent to:

14


https://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
https://nycollege.edu/registrar/?gclid=Cj0KCQjwsdiTBhD5ARIsAIpW8CJDe5xbxk-GVmLp9OdDoAQEBXAM7AfpZGjcUeW2t-o2SEZoQfSZt6waAtWZEALw_wcB

Office of the Registrar
New York College of Health Professions
6851 Jericho Turnpike
Suite 210
Syosset, NY 11791-4413

Students requesting unofficial student copies of their transcript should submit a request in the same manner,
although no fee is required. Information to be furnished must include:

Full name of student (indicate maiden name or name as it appears on school records if applicable)
Current address

Student ID Number (if known)

Telephone number

Dates of attendance

All requests require signature verification, so please include a legible copy of your driver’s license. If you do not
have one, you must include another form of picture identification that includes your signature.

Indicate the month and year of graduation or withdrawal, and the program of study for the transcript required.
The request must also include the complete address of the recipient (institution, department, or person to
whom the transcript is being sent).

Replacement Diploma

Graduates requesting a replacement or duplicate copy of their degree or diploma will be charged a $45.00 fee
for each copy. All requests must be made in writing to the office of the Registrar.

15



Academic Policies and Procedures

It is the responsibility of students enrolled at New York College of Health Professions to know and understand
their role in their academic career. Students must meet and adhere to standards of excellence in terms of the
programs for which they are enrolled. Students who do not meet academic standards jeopardize their eligibility
for financial aid. Students are eligible to receive financial aid if they remain in good academic standing as
defined below. The Office of Student Services will be notified of a student’s failure to maintain satisfactory
academic progress. The student may be offered the opportunity to meet with the Dean and office of Student
Services to discuss a course of action. Financial aid will not be available to students who fail to meet the
College’s academic progress standards.

Satisfactory Academic Progress

To maintain satisfactory academic progress for Title IV eligibility, a student must comply with the
standards described in the Student Handbook. All matriculated students pursuing a program of study
must be in good academic standing and must maintain satisfactory academic progress toward
graduation. To this end, three standards are required:

1. The Qualitative Standard (Grade based GPA)

In pursuit of graduation, students must achieve a cumulative grade point average (GPA) of 2.0 (“C”) or
better in the Massage Therapy Program and a GPA of 3.0 (“B”) in both GSOM programs. Students are
evaluated at the end of each trimester and are expected to maintain a minimum cumulative GPA for
their program.

2. The Quantitative Standard (Pace of progression)

The Satisfactory of Academic Progress policy indicates the required percentage of credits that must be
earned in proportion to the number of credit hours attempted. The quantitative standard (pace of
progression) requires that Undergraduate and Graduate students complete a minimum of 67% of their
attempted courses. All hours for which students have incurred financial obligations are included in
“credit hours attempted.”

3. The Minimum/Maximum Time Frame Standard

Regardless of enrollment status (full-time or part-time), the maximum timeframe to complete any
undergraduate program cannot exceed 150% of the published length of the program measured in the
credit hours attempted. The maximum timeframe to complete either program in the Graduate School
of Acupuncture and Herbal Medicine cannot exceed 200% of the published length of the program in
the credit hours attempted.
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Academic Warning, Probation and Dismissal

The College encourages students to take every appropriate action necessary to ensure academic
success. Students whose academic performance is below the required standards are notified and given
an Academic Warning. If a student does not meet the required standards, as determined by the
College in its sole discretion, after being given an Academic Warning, the student will be placed on
Academic Probation. An Academic Warning will be given as a chance for one (1) trimester to improve
the student’s standing, if the required standards are not met for the following trimester the student
will go into Academic probation until the requirement is met. Students on Academic Probation must
register for a reduced course load to assist them in achieving satisfactory academic progress. Students
should also be aware that failure to maintain satisfactory academic progress may affect the student’s
continued financial aid eligibility. Students who are on Academic Probation are not eligible for
financial aid. Students are strongly encouraged to make use of the College’s advisement and tutoring
services as needed.

Academic Probation

Students will be placed on Academic Probation after one (1) trimester of Academic Warning if the
student is unable to return to good academic standing. Failure to maintain satisfactory academic
progress will affect a student’s continued financial aid eligibility. Students who are on Academic
Probation are not eligible for financial aid.

When a student is placed on academic probation, the office of Financial Aid will notify the student of
changes to their financial aid. The office of Student Services will contact a student placed on Academic
Probation and will meet with the student to discuss the terms of Academic Probation. The student will
be informed of all means of academic and personal assistance available during the probationary
period, including tutoring, study groups, academic advisement, workshops, etc. The program Dean and
Student Services may require additional meetings with the student to assess academic progress
throughout the probationary period. As stated above, students who are placed on Academic Probation
must register for a reduced course load.

Academic Dismissal

By the end of the Academic Probation period, if the student has not demonstrated significant progress

as determined by the program Dean in his or her sole discretion, or did not meet the requirements and
conditions for probation established by the program Dean or the office Student Services, he or she may
be dismissed from the program.

Right to Appeal

A student may submit a written appeal to the office of Student Services requesting an extension of the
probationary term for one additional trimester.

A student who is dismissed from the program has the right to appeal the decision for Academic
Dismissal. The student would need to submit a written appeal to the Office of Student Services. An
extension of the probationary period can be approved through a Committee of Academic Policy
meeting, held at the student’s request.
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Reinstatement

A student whose enrollment has been terminated due to lack of satisfactory academic progress may
apply to be re-admitted after a minimum of one trimester. Re-admittance will be at the discretion of
the ad hoc Admissions committee. This committee will determine if any special conditions are
required for a student who wishes to be re-admitted. A student who is re-admitted will be required to
enroll under the terms of the current College catalog and enrollment agreement. Admittance is not
guaranteed. The student will be responsible for any cost increases or courses that have been added to
the program since his or her previous enrollment. The College will maintain the student’s earned
credits and grades in didactic classes for a period of up to two years. After this two-year period, the
student may only be entitled to the credit previously earned based on written or practical exams. For
technique classes, the College may require a student to re-take practical exams. Upon re-admittance,
a student must reapply for financial aid.
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Academic Policies and Procedures

Advanced Standing

New York College of Health Professions awards credit for prior learning. Upon enrollment, all students must
submit official copies of their transcripts. Students enrolled in the Massage Therapy program must submit their
high school transcript as New York state requires licensed massage therapists to be minimally high school
graduates. Students enrolled in the Acupuncture or Acupuncture with Chinese Herbal Medicine Specialization
program must submit official college transcripts that show they have met the admissions requirement of either
earning an Associate level degree or 60 college credits. To have transfer credit approved, massage therapy
students must submit official transcripts for college level work completed.

At the time of enrollment, students will submit a Transfer Credit Waiver Form to admissions. The program Dean
will review the form and award credit based on the course information for courses that are requested to be
transferred using one of the methods outlined below. Students must complete the process to earn all credit for
prior learning within the first year of enrollment.

Transfer Credits

Students may be awarded transfer credit for prior coursework completed that correlate to the curriculum at the
New York College of Health Professions. In order for transfer credit to be awarded, the course must have been
taken within the last five years, and a grade of a B or better must have been earned. The course that is
transferring must also be the same number of credits, must also be the same number of hours, and must be the
same level of course (graduate or undergraduate). Courses that are transferred will be listed on a student’s
transcript with a grade of “T”, indicating that the course was transferred from a previous institution. There is no
fee for transfer credits.

Credit by Examination

Students may be approved to take a Challenge Exam to show mastery of coursework that was taken previously
and does not match directly to the courses outlined within the programs of New York College of Health
Professions. Students may take a Challenge Exam within their first year of enrollment at the College for courses
that either do not award the same number of credits, do not meet the required number of hours for the
equivalent course, or does not have a grade earned for a B or better. Students will coordinate with the program
Dean to arrange the Challenge Exam. There is a fee of $325.00 per Challenge Exam. If the Challenge Exam is
unsuccessful, the fee for the exam will be applied toward the tuition for the course when it is taken. If the
student passes the Challenge Exam, the grade of “AP” will be placed on the student’s official transcript to show
that the course requirement has been met. The grade of “AP” does not affect the student’s GPA.
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Standardized Exams

College credits may be earned by successfully passing one or more of the following proficiency exams: the
College Scholarship Service’s Advanced Placement (AP) Examination; the College Level Examination Program
(CLEP); the American College Testing Program Proficiency Examination Program (PEP); exams of the US Armed
Forces Institute (USAFI); and the Defense Activity for Non-Traditional Educational Support (DANTES); and the
Excelsior College Examinations. (These credits may be earned even while a student is enrolled at the College.)
Courses that are approved to be applied to the student’s transcript by the program Dean using standardized
exams will be marked on the student’s official transcript with the grade of “AP”, which does not affect the
student’s GPA.

Portfolio Method

Students may submit a portfolio of documents attesting to course equivalent learning that has been attained
through work, non-traditional education, self-study, or other non-sponsored forms of learning. Documents
supporting this form of learning might include work projects, job descriptions, commendations, or licenses
and/or certificates. Supporting letters from employers or other knowledgeable sponsors must accompany all
portfolio submissions but are not sufficient alone to warrant the award of credit. Portfolio assessment is
conducted by ad hoc faculty committees with expertise in the relevant subject matter to ensure that such
applicants are adequately prepared academically to undertake the course of study at the College. Courses for
which credit is awarded in this manner are awarded a grade of “PL” on the student’s official transcript, which
does not affect the student’s GPA.

Credit for Non-Matriculated Courses

Prior learning credit for non-collegiate courses may also be awarded based on recommended college level
equivalencies established by the American Council on Education in The National Guide to Educational Credit for
Training Programs and The Guide to Evaluation of Educational Experiences in the Armed Forces, and the New
York State Education Department Program on Non-Collegiate Sponsored Instruction (PONSI). Courses for which
credit is awarded in this manner are awarded a grade of “PL” on the student’s official transcript, which does not
affect the student’s GPA.

Prior Learning Assessment

Any matriculated College student with a cumulative grade point average of 2.0 for the AOS program or 3.0 for
either BPS-MS program may apply for Prior Learning Assessment. Generally, students applying for this form of
assessment have had significant work, military, or similar experience. New York College of Health Professions
may accept credit toward its admissions requirements that has been awarded by Portfolio assessment or may
accept > 50% of credit toward its admission requirement earned through Credit by Examination if that
assessment was performed and credit was awarded by an institution (other than New York College of Health
Professions) accredited by an agency recognized by the U.S. Secretary of Education. There is a fee of $325
charged per course that is reviewed for Prior Learning Assessment.
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Note: Although a student may be awarded credit through Prior Learning Assessment, some state agencies and
some institutions may not accept prior learning credits that have been awarded by a non-regionally accredited
institution.

The program Dean will review the student’s work prior learning experience (e.g., work, military, or other such
experience) and determine whether credit should be given. The program Dean’s decision will be forwarded to
the office of the Registrar. The award will be indicated on the transcript by the letters PL and will have no
bearing on the student’s GPA.

Any student seeking to use one or more of the above methods to obtain credits in one of the programs at the
College must obtain permission from the program Dean. The College’s Committee on Academic Policy will

oversee the process of granting credits for outside learning. Students who wish to challenge the program Dean’s

award of credit should follow the academic appeals policy, which appears in this Student Handbook.
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Academic Policies and Procedures

Attendance

The College expects its students to attend all classes, labs and clinic sessions during their enrollment in the
College. Absence from class may affect the student’s final grade. Absences for religious observance will be
excused, but students will be responsible for missed course work. Faculty members and academic departments
maintain attendance records. The Administration runs weekly attendance reports to monitor student
attendance. Students are notified of attendance issues through the Office of Student Services

Absence

Students are marked absent if they do not attend class, arrive after the midpoint of the class, or leave without
instructor approval before the class is dismissed. Instructors keep attendance records. Instructors will report
three consecutive student absences to the Office of Student Services. Excessive absence from class will affect
the student’s final grade. Note that some courses have a set limit of the number of classes that can be missed.
Exceeding these limits results in an automatic failure of the course regardless of academic performance.

Lateness

Students are marked late if they arrive fifteen minutes after the start of the scheduled class. Three instances of
lateness will be considered the equivalent to one absence. It is the student’s responsibility to notify the
instructors when missing a class. Most instructors provide a contact number or email address on the first day of
class. If the student does not have contact information for the instructor, the student should call the main
number at the College, extension 100, in order to leave a message in the instructor’s mailbox. Students who will
be absent from classes for an extended period are required to notify the Office of Students Services.

Class Work Make-up

Students are responsible for making up any class work, exams, or clinical sessions missed due to absence.
Attendance requirements and permission to make-up coursework and exams are subject to the discretion of the
academic program. Absence for extenuating circumstances may include, but is not limited to, a non-repeating
event caused by illness, death in the immediate family, jury duty or any unforeseen personal or family
emergency. Documentation may be required.

Students who have been approved to make up a class by an instructor should find an alternate section of the
class to attend by referring to the current term course schedule in their specific program. In addition, they are
required to obtain a Class Make-Up Form which can be obtained from the Office of Student Services. This form
should be completed by the instructor of the make-up class and submitted afterwards by the student to the
instructor of the missed class.
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Make-up Exams

All New York College students are expected to take all quizzes and exams during the regular class time in which
they are administered. Make-up quizzes and exams may be given at the discretion of the instructor and there is
a $75.00 fee charged to the student. Make-up exams are not offered when a student missed an exam due to
vacation or a social event/occasion. Students will be permitted to make-up a midterm or final exam only under
the following circumstances:

e Death in the immediate family. Documentation will be required.

e Anunforeseen personal emergency, such as an accident or injury of the student or a member of the
immediate family. Documentation will be required.

e Jury duty. Documentation will be required.

e Anillness documented by a note from the treating physician or other health care professional.

Students are expected to make up midterm exams within one week of the class missed (prior to the next class
meeting). Final exams must be made up during the intersession break before the start of the following
trimester. Failure to make up a midterm or final exam will result in a grade of zero for that exam. A failed
midterm or final exam may result in a failing grade for the course. Failed courses must be repeated and
successfully passed at additional expense to the student in order to meet graduation requirements.

Auditing Courses Policy

Students interested in auditing a course may do so only if regular course fees have been paid or they have
previously completed the course.

Permission and approval to audit a course must be obtained from the program Dean prior to the class or the
new trimester. Students auditing a class do not receive a grade or credit for the class subsequently or
retroactively.

Audited courses do NOT appear on a student’s official transcript.
Course Registration

Registration for the next trimester occurs in the 11" and 12" week of the current trimester. Failure to complete
registration during the designated timeframe will result in a late registration fee. Payment of the late
registration fee is required in order to be enrolled in the courses. Students are responsible for ensuring that all
co-and prerequisites are met for the courses they are registering for.

Registration for courses is completed on a first come first served basis. Students will receive the course
schedule prior to the start of the registration period. Students are required to meet with their academic adviser
prior to the start of registration to discuss and obtain assistance in choosing appropriate courses. Students will
not be officially registered until all departments in Enroliment Services (Advising, Bursar, Financial Aid, and
Registrar) have approved of the registration in writing. Once a student completes registration, he or she cannot
make changes to the courses selected until the designated add/drop period.
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Add/Drop Period

Students are able to make changes to their schedule after registration is completed only during the designated
add/drop period. The add/drop period begins on the Monday immediately following registration through the
end of the first week of the trimester. Changes made to a student’s schedule prior to the start of the trimester
do not incur a charge. Changes made to a student’s schedule after the trimester begins incurring a charge of
S35 per change. If a student drops a course and adds a course, this counts as two changes, which will result in a
charge of $70. If a student receives financial aid, he or she must meet with Financial Aid prior to submitting an
add/drop form to discuss how the changes will affect his or her tuition and financial aid eligibility. All changes to
a student’s schedule must be made by submitting an add/drop form.

From the beginning of the second week of the trimester until the end of the ninth week, students can withdraw
from a class by submitting an add/drop form. When students withdraw from a course up to the ninth week
after the start of the trimester, the course remains on their official transcript with a grade of “W”, and their GPA
is not affected. There are no refunds for course withdrawals that occur after the first week of the trimester.
Any course withdrawal after the ninth week of the trimester will be assigned a grade of “WF”, which does affect
a student’s GPA.

Dean’s List Distinction Policy

The Dean’s List Distinction recognizes outstanding scholarship among students enrolled in their respective
programs. New York College of Health Profession students achieving a grade point average of 3.9 or higher upon
the completion of their program will be recognized with the Dean’s List Distinction at graduation.

Grading Policy

All courses that students register for that have not been dropped as permitted during the designated add/drop
period, are added to their official transcript. The academic grading scale is as follows:

NOTE: Each course syllabus will list the minimum passing grade for the course.

Grading Scale

Grade Numerical Grade Equivalent GPA
A (93-100) 4.0
A- (90-92) 3.67
B+ (87-89) 3.33
B (83-86) 3.0
B- (80-82) 2.67
C+ (77-79) 2.33
C (73-76) 2.0
C- (70-72) 1.67
F (Below 70) 0.00
W* Withdrawal 0.00
WF Withdraw/Failing 0.00
p* Passing 0.00

* This grade is not included in GPA calculation
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Administrative Grades

AP Advanced placement: Student has passed a Challenge Exam. (Not part of the GPA)

| Incomplete: Assigned to students who have not satisfied all academic requirements for a
course. Students who receive an Incomplete in any given course are expected to satisfy the
academic requirements for the "I" grade within two weeks of the end of the course. Students who
receive an “I” in the Massage Clinic 1 and 2 or in the Acupuncture or Herbal Clinic are given until
the second week of the following trimester to complete the academic requirements. Incomplete
grades that are not made up by the end of this period are automatically changed to an "F". Itis
the student's responsibility to contact his/her instructor to make up any missed work or exams to
satisfy the academic requirements of the course.

PL Prior Learning Credit (Not part of GPA)

T Transfer Credits: Indicates satisfactory completion of equivalent course work completed at
another institution. (Not part of GPA)

W Withdrawn: Student has officially withdrawn from the course. (Not part of GPA)

WF Withdrawn Failed: Student does not meet course requirements for reason of non-attendance
and receives a failing grade. (Part of GPA).

Grading Criteria: General

Grades are generally based on a combination of exam scores, research papers or assignments, participation, and
contribution to the class, etc. The specific weighting that will be used in determining grades may vary based on
the course and may be obtained from the instructor or contained in the respective course syllabus. Classes may
have both practical and written examinations. The general criteria for evaluating practical examinations and other
factors such as participation in class, ability to accept correction, adherence to required dress code and hygiene
may be used in calculating a student's grade.

Grading Criteria: For Evaluating Practical Examinations

Students’ practical skills will be assessed by the individual instructor(s) for each technique class. Aside from a
written demonstration of the fundamental teachings of each program, students must also demonstrate a basic
level of skill in massage therapy technique or acupuncture technique which reflects this understanding.

Students must demonstrate professionalism in the application of the specific skills required by the respective
technique. Each student will be assessed individually by his or her instructor, who will examine technique
considering the student’s overall performance in class throughout the term. Ratings are assigned on an
individual basis, considering the student’s progress during the term.

While the knowledge and skills which each student is expected to demonstrate are listed in the specific
objectives for each course, the following are general categories and guidelines upon which the grading of
practical examinations is based:
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® Hygiene - Each student is expected to be physically clean and attired in a freshly laundered and pressed
uniform which meets College specifications. Students’ hands must be immaculately clean, with nails cut
short to prevent injury to the patient. All students are expected to wash their hands with soap and
water before and after all treatments, and to disinfect the table after each patient use.

® Professionalism - Students are expected to demonstrate a professional attitude toward the patient. This
means that each patient’s complaint is taken seriously. Students are expected to refrain from making
jokes, chewing gum, gossiping or engaging in any other behavior that denigrates their profession.
Willingness to accept correction and constructive criticism is a major criterion in evaluating a student’s
professional attitude.

e Attention to the Patient - While questioning the patient as to his or her medical history, the student’s
full attention must be focused on the patient. This includes eye contact with the patient; awareness of
the patient’s physical and emotional boundaries; the patient’s breathing, sound of the patient’s voice,
etc. The student is to attend to the patient’s comfort on the table with respect to body position,
support, draping, etc. Students will be evaluated on whether the appropriate oils or liniments are used
when necessary.

® Posture and Distribution of Body Weight - Students will be evaluated on their body mechanics, which
includes their awareness, alignment and correct posture throughout the treatment.

® Skills in Technique - In basic technique classes, this criterion includes palpation skills, consistency of
movement and transition from one stroke or manipulation to the next with fluidity in rhythm and
strokes. Technique skills include the correct execution of particular movements. For example, in
Western technique, this applies to the application and execution 