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Global American Learning

GENERAL REGULATIONS
OF THE UNIVERSITY

These General Regulations of the University serve as a reference for all members both Executives and
Lecturers, both new and current. In this document, they can review policies related to their role and STU's
expectations of them. This Policy, therefore, can be used by Faculty members as a guide to understanding
the most important ideas expressed by St. Thomas University regarding academic behavior and teaching

positions.

Similarly, policies and procedures are regularly under review as new needs and developments occur at the
University. In addition, the contents are subject to change due to legislative events. STU expressly
reserves the right to amend its policies and procedures when necessary as it deems to be in the best
interest of the University. Such amendments, as well as any new policies, will be effective as of the date of
their enactment unless the action itself specifies a different effective date.

More details on some of the issues addressed in this document can be found in the individual policy
statements published by the University from time to time, as well as in the Catalog, in other documents
related to the University's procedures and organization (Code of Conduct - Regulations for the Use of STU
Information Technology Tools and NIC-TOM Platform). Faculty members, like all other employees, are
required to follow all policies and procedures promulgated by Schools and other administrative offices.




[

ST. THOMAS UNIVERSITY

&) Global American Learning General Regulations of the University
SUMMARY

GENERAL PROVISIONS ....uuiiinitiiiiuiia e e s e s e e e s s s e s e e ea s e e e s e a s e sa e s e s e a s ea s e aseareaeas 6

1.1 INSTITUTION Lo e e e e e e e e e e s e ea e ea s ea s ea s e ea s ea s ea s sa s ea s easea s enseannsennnensens 6

1.2 INSTITUTIONAL APPROVALS ......eiiiiniiuin e e e e e e e e e s e e s e ea s ea s e s e s e e s ea s ea s ea s ea s e ea s eaea s enenennens 6

1.3 APPROVAL OF THE ACADEMIC REGULATIONS .......uuieinieieiieie e e e e e e e e e e e s e s s e e s e e e ea s eanens 6

1.4 MISSION STATEMENT .....cuuiuiiuiuieuiuieu e r e e e e e s e e e e e s ea e e ea e sa e a s ea s easareaneas 6

LI T U o0 N 6

LT 0 N 6

GOVERNING BODIES .......ouuininieiie i ie i e i e e e e s e e e s s e e s e ea s e ea e ea s e ea s ea s ea s sa s ea s ea s ea s enseaensennnennens 7

720 N €101 1Y 7

2 13 =110 Y 7

2.3 ORGANIZATIONAL CHART ...euiuiiuieuiueaeaea e e s s s s s e s s s e s s e s s s s e e s s s s e s a e s sa s assa e asa s easnrenns 8

2.4 DUTIES AND RESPONSIBILITIES ........ouuienieieieiiie et e e e e easeaea e easeaen s easea s eassa s ensasensnsensnsensensenssnssn 9

SECURITY, CONFIDENTIALITY, AND INTEGRITY OF RECORDS POLICY .....cuiuiiuieuiinieiinierrier e s ea e e 18

B TR0 T I 18

3.1.1  STAFF REQUIREMENTS, TRAINING, AND AWARENESS ........oeteieiiiiriresieieie sttt 18

3.1.1.1 FERPA TRAINING is offered through the United States Department of Education website. .........ccccoevvrriirennne 18

3.1.1.2 INFORMATION SECURITY TRAINING offered and tracked through the Moodle LMS platform. .........ccccccecenennene 18

3.1.1.3 INFORMATION RESOURCES ACCEPTABLE USE AND SECURITY POLICY for Student, Faculty and Administrative

R 11 OSSOSO TTRRRPPPRRN 18

311301 DEFINIHIONS ..ttt 18

311,32 GBNETAL ...ttt bbbt bbbttt e 18

3.1.1.3.3 Confidentiality & Security 0f Data ..........ccoerrerereiireireeesrere s 18

311304 EMAILcceiiie bbbt b bttt b e 19

3.1.1.3.5 Incidental Use of UTRGV INformation RESOUICES........c.c.couriririrmeieiiiiresieteieesese st 19

3.1.1.3.6 Additional Requirements for Portable and Remote Computing .........ccoevrerereeneineeesreeree s 20

3.1.1.3.7  PassWOrd ManagemeNt .........cuceieirieiieeiei ettt 20

3.2 DESCRIPTION OF LMS/SIS ENVIRONMENT .......couinininiiii et e e e e e e s e s e s e s e s e s e s e s e s e s e s e n e e eas 20

0 T 0 25

e Y 11 2 1 - PP 25

4.2 ACHING AND LEARNING METHODOLOGY .......cuucunineneneuinreu e e ensesenseassnseasenssasrnsensensea s e seasenseasensensansenss 25

4.2.1  MODES OF INTERACTION .....tutiititeteueuinirireseetestseese st esese sttt se bbb bt e bbbt se bbbt nm et b st 26

4.2.2  INTERACTION TOOLS ... .cuiiieiieeeteteieert sttt ettt bbbttt b b b e b ettt ettt 26

4.2.3 COLLABORATIVE LEARNING IN INTERACTIVE CLASSROOMS AND AUGMENTED REALITY CLASSROOMS.................. 26

4.2.3.1  INEEIACHIVE CIASSES ...c.vuvereeiiiisiisestet ettt e bbbt b bbbttt e e bbbt n s 26

4.2.3.2 Augmented Reality ClaSSIO0MIS......c.couruiiiiieiirieesteitri ettt nn e enen 26

4.2.3.3  VIrtUal LADOTALOTY ...eveeeeieeteic ettt ettt bt s bt bt n et nn b n et e er e 27

4.3 LEARNING PATHWAY VERIFICATION AND MONITORING METHODS ........cuiiuiiuiiniiiinieeenree e s e ees e ses e seneneenns 27

4.3.1  TRACKING AND REPORTING......cuiteteueuiriririeteiettiesesestetetesesese st s e bbbt b bt e st b bt s e bbbt ne et b s 28

4.3.2 PERFORMANCE ASSESSMENT .....octiuiiririririeieieerereststete et sesesas e sas bbbttt sttt se bbb se et sttt beneneas 28

4.3.3  MONITORING STATISTICS ....cueeieeteteieiririrtsie ettt et a etttk e st et e bt e s bbbt e bt ebebese ettt benenenea 28

S 1 o0 PP 28

441 EDUCATION. ....ccteteutiristet ettt etttk b b8 b b4 E 88 b bR E e A b b e b e e s bbb e b et ee et bbb eae e 28

4.4.2  RESEARCH ...ttt bbbt 0 b £ 0 E b b E e R b bRt e e bbbt e et bbb 29

4.43 TECHNOLOGY TRANSFER AND KNOWLEDGE SHARING.........cueueuiiiriririeteieererisisieieese ettt se s sssenenens 29

4.5 ACADEMIC PLANNING ..ot e e e e e e e s e e s e e s e s ea s e s et e s ea s e s en s e s en s e s e se s e nea s e neasenannns 30

4.5.1 ACADEMIC CALENDAR AND CLASS SCHEDULE ........coeutiiiriririeieieittseses et 30

4.5.2  CURRICULA AND PLANS OF STUDY ....citiirtrueueututeresteteteuestsesesseseseseesessssesesesesssssssse st ssssesesese s sssssesesasessssssssesessnsanas 30

4.5.3  ASSIGNMENT OF CREDIT HOURS......coitiririeieiieirestste ettt ettt bbbttt sttt b 30

4.5.4  ACTIVATION OF COURSES OF STUDY ....oiiiueieiiuiirereetereuetseseseeseieseesesss e sesesese s sse et ss bbbt ss e sesese st s nsssesesensanas 30

4.5.5 ACADEMIC PROGRAM IMPROVEMENT .......cuiuitiuitrirteteteieisesisse ettt sttt ss bbb 31

4.5.6 ACADEMIC PROGRAM LIFE CYCLE ......ociiiitiecieiitirestsrerecrise sttt 31

4.5.7 DEACTIVATION OF COURSES OF STUDY .....ocutututirirteteueieereseseeieieseeseses et se et se bbbt se et ssssssenensnsnnas 31

4.6 DEGREES OFFERED........ ... e e e e e s e e e s e e s e s e s e s e s e s e s e s e s e s e s e s e n e s e neans 31

4.6.1 SCHOOL OF GENERAL STUDIES AND DIGITAL EDUCATION .....c.ctitrirenieteieenisisisieieee st se et 31

Bachelor of Science in Digital EQUCALION ........cciiiiieieiceecce sttt enas 31

Master of Arts in Digital EUCALION ..o 32




[

Zach  ST. THOMAS UNIVERSITY
&) Global American Learning General Regulations of the University
4.6.2 SCHOOL OF INNOVATION AND INTELLIGENCE.........cuctiueiriririrteieieer ettt 32
Bachelor of Science in COMPULET SCIENCE........cciueiririrriieree e 32
Master of SCIENCE IN CYDBISECUITY ......c.eiiriiirieirieerie ettt bbbkt 32
Master of Science in Artificial Intelligence Systems With @ CONC ......c.ovveviieiiiicinc s 32
4.6.3 SCHOOL OF INTERNATIONAL BUSINESS ..ottt sttt 32
Bachelor of Science in Busingss AdmINISTration...........coeirieiniini e 32
Master of Business AdminiStration = MBA..........ooooiire e 32
4.7 STU BACHELOR DEGREES REQUIREMENTS .........oiuiiiiniiiiie e e e s e s s e e e s e e s e e s e s e n e s e n e 33
4.7.1  MINIMUM REQUIREMENTS FOR ADMISSION .....coitititiuiuiniriririeieieiteneses et sttt ss e 33
4.7.2 GENERAL REQUIREMENTS FOR THE ACQUISITION OF A BACHELOR'S DEGREE ..........cooeueteuiininerinreieciniseseeeeneneeens 33
4.8 STU MASTER DEGREES REQUIREMENTS .......couiuiiiiiiiiiuiii e e e s s e e e e en e 33
4.8.1  MINIMUM REQUIREMENTS FOR ADMISSION .....ccitiuitiuiueririririeieieieneseses et ss e st beneneens 33
4.8.2 GENERAL REQUIREMENTS FOR THE ACQUISITION OF A MASTER'S DEGREE ...........cccomirueirieeninerinieieeesesesesie e 34
4.9 NON-DEGREES OFFERED ........ccuiuiuiuiniuin i iiee e e s s e e s e e s e s e s e s e s e s ea s e s e s e s e s e s e s e s e s e s e a e sennnnns 34
4.10 ACADEMIC POLICIES .......ceiinieieenea e e e e s e s s s e s easea s e ea s e s ea s e s ea s e s ea s e s ense s en s e s e s e s e seasenaeasensnnss 34
4.10.1 ATTENDANGCE POLICY ....otittiiiieesteteteent sttt ettt bbbt e bbbt b bbb e ettt et et bene e 34
0T g T 7o Yoo IS - To L T SO PSSO 34
4.10.1.2 Disqualified fOr VErIfICAtIoN .......cc.eireeiiieiieiree e 34
4.10.1.3  ACAUEMIC PrODALION .....eeueieieci ittt e b e bt b n e nn e s e eren 34
4.10.1.4  ACAAEMIC SUSPENSION ....c.ecueeuicteitiitietesteitete e e e steetestesteste st et eseesessesbessessesseseesesseebesaessesensenseseesessessensessensesnans 34
4.10.1.5 AcademicC SUSPENSION REVIEW.........ccueuiieiieirieesieierieitse ettt e s ss s e b nr s n s e nren 35
4.10.1.6  DiSCIpliNAry SUSPENSION .....c.civeuirieuirieiiesterisieesie sttt sttt st sttt be sttt b s e e b e e e be e et et s beneseebe s enenenbens 35
4.10.1.7 Appeal to ACAdEMIC SUSPENSION .....ocviiveieieieetisieete st ste sttt et st be st e e e e e eaeesesbesaesresse e eseeseesesressensaseenseseans 35
4.10.1.8 Program Completion DEAANNES.........c.vceiveririeieieiere ettt 35
4.10.2 COURSES POLICY ...utiirteteetieeestsie ettt sttt bbbt b bt e bbbt e bbbttt bbbt 35
4.10.2.1  CoUrse PrereqUISItE WaIVET ...........cceceiueiieiieiei sttt ste ettt te s be e e e eaesseebesaessesse e eneeseetesaestensessensesnans 35
4.10.2.2 MAJOT ottt etttk E bbb AR £ S A b bR R £ b bR e e A bbbt e bbb s 35
4.10.2.3  Program CRANQES .......ceoceueirieierieuereetereetesesieesteseseesesessesesessestesesaeseseesesessenesteneseeseseesesseseseetenessenessesessesesensens 35
4.10.2.4 REPEALING 8 COUISE ....eviueiveuiieiiteteri ettt sttt b e bt b et b et s e bt ne bt s e bt e b e e b et nb e b e s en e b 35
4.10.2.5 INCOMPIELE COUMSES ...viueriuireetiteieri ettt et e bbbt e st e bt s bt e b et n et nb b e s s e b 36
4.10.3 TRANSCRIPT AND GRADING POLICY .....cititruetettuttresterereuenisesisssieies et se s bbbttt bttt en s 36
4.10.3.1  OFfiCIal TrANSCIIPE ... cveeetieereirtet ettt b e b e bt s st e b e e eb e et e e n et nn e b e s ene e b 36
4.10.3.2  ACAAEMIC STANGING ...ttt b et b et e st e b e bt e b e n et et b e b e b 36
4.10.3.3  Grade POINt AVEIAQE .......coueereeierieuereeiineeieses ettt s te e e e e st s aese e e be e s s e et eneseeseseesessese e ebenessenestesessenenentens 37
4.10.3.4 Grade and Transcript REPOI PONCY .......c.eourueirieirieieeierieee sttt 37
4.10.3.5 DiSPULING GrAUES .....evevinerieirieierteieree et ie ettt be e e e e e st s se e e be e s s e ne st eneseeseseesesseseseebenesseneseesessenenentens 38
4.10.3.6 Application for Graduation and Conferral 0f DEGIEE.........ccurerueiruririrerreree e 38
4.10.3.7 Participation in the Graduation CErEMONY ..........ccuieiriireririeeeee et 38
4.10.3.8 Diploma REGISIrAtiON. ... .c..cueeieieitiriie ettt b e b e e ettt b e aene b e e e ne 38
4.10.3.9  Graduation With HONOIS .......coueiiieieer ettt s e et se e ne e eben 38
4.10.3.10 HONOTAIY DEOIEE......eeetiueiteirteitet ettt s bbbt bt b et b st h st b e s eb e e ket n et nb b e s st e b 38
4.10.3.11 Records Retention and DiSPOSITION ........ccvieeiiiieii ettt s sre e s neenenreeneens 38
ADMISSION PROCEDURES ........cuiunieiaieiaea e e e s e s s e s e s s e e s e ea s e ea s e e s e s e s e s e r e s e s e r e s e s e n e s e neass 39
5.1 APPLICATION AND ADMISSION ......oiuiniinieiiiie e et e e e e e s e s e s e s e s e s e s e s e s e s et e s e s e s e s e s e s e s e reanens 39
5.2 ADMISSION MINIMUM REQUIREMENTS ......c.uiuininie i e e ee e s e s e e e e s e s e s e s e s e s e s e s e s e s e s e s e s e s e s e nens 39
5.3 ENROLLMENT PROCESS .......c.icuiuiiuiuieuiu e e et s e st s e st s e s e s e s e s e s ea s e s ea s e s et e s ea s e s en s e s e se s e seasennennens 39
5.4 CREDIT RECOGNITION ......ouuiniiuiniiiin it ie e e s e s e e s e e s e e s e e s e s et e s e s e s et e s e s e s e r e s e n e reas 39
5.5 ADIMISSIONS ...ttt bbbt e b st E e bbbt E £ £ 8 E b b H e £ E b b £ e A E A b h Rt E A bbbt e e b bRt e n e 39
TUITION AND FEES POLICY ....eiiuiiniiiie et ie i e e s e s s e s s s s e e s e s e s e s e s e et e s et e s e s e s e s e s e r e s e r e reas 40
6.1 CANCELLATION AND REFUND POLICY .......coiiiiititiiiiiiriseeteit ettt ettt 40
STUDENT POLICY ...eenieiie e e et e e e e e e s e e e s e s e s e s et e s e s e s ea s e s e e e s et e s et e s et e s e s e s e s e s e s e s e seanennen 41
7.1 STUDENT SERVICES ... .o ouiniiiiieiie e e e e e e e e s e e e s e s e s e s e s e s et e s et e s ea s e s e s e s e s e s e s e s e neanens 41
7.1.1  COUNSELING AND GUIDANGE .......cocueutitririrteiettittrestet ettt bbbt s bt e st bt se bbbt ne st bbb e 41
712 ADVISING ...ttt ettt bbbt h b8 E e E b4 £ 8 E b h e £ e e R b bRt E e R bRt e et et n e 41
713 HELP DESK ...ttt h bk d bbb bRt n e 42
714 STUDENT SECRETARIAT ...ttt sttt bbbt e bbb £ e bbbt e s b bbbt ne bbb bene e 42
7.1.5  SPECIAL-NEEDS STUDENTS ...ttt sttt ss st e bbb e bbbt s e s bbbt ssb b e b e b e st e e s e bt eneaeana 42
7.2 SERVICE QUALITY ASSESSMENT ........oiuininiiiieie et e e e e e e e e s e s e s e s e s e s e s e s e s e s e s e s e s e s ens 42
7.3 COURSE DELIVERY AND USE .......ouiiuiniiuinie e e s e s s e s s e s e s e s e s e s e s e s et e s e s e s e s e s e s e s e s e s e s e rens 42
7.4 STUDENT SUPPORT PROGRAMS.........oeininiinieie et e e e s e e s e s e s e s e s e s e s e s e s e s e s e s e s e s e s e s e s e nens 42




ST. THOMAS UNIVERSITY

&) Global American Learning General Regulations of the University
7.5 STUDENT INFORMATION SUPPORT ...uiuiitiuiiietueerareeierasueeraraserasssrsrssasassasssssrasasrsrasssssrssnsrsrasssmsrssnerarasnes 43
7.5.1 TECHNICAL SKILLS AND ABILITIES FOR SUCCESSFUL PARTICIPATION IN ONLINE EDUCATION .....cocovveerereieeircneens 43

7.5.2 TECHNICAL REQUIREMENTS FOR ONLINE LEARNING AT ST. THOMAS UNIVERSITY ....ccovritiiririecreceesteceecre e 43

7.5.3  DESKTOP/LAPTOP ...ttt ettt ee ettt s s e sbe s st e s st s b e sbeesbeebe e besbeesbeebe s besaeeabeeseasbesbesbeentesbesseenseebesstessessseareenen 44

7.5.4 TABLETS OR CELL PHONES ......oictiiee ettt ettt sttt r s b e st e s besaa e besanesbesbe et e saseabesasesbesasenbeensasbessnensesnseses 44

7.5.5 INTERNET CONNECTION ...cuviitiiitiitiiiteiteeee st eteste et e sbeseesteeaeesbesaeesbesaaesbesseesbesasebesasesbeaasasbesaseaseeasesbessseseeasabessnensesneanes 44

7.6 GENERAL STUDENT RIGHTS AND DUTIES .....uiieiuiiitiiiiiereitre st raruserarassrasasaararasanrassansasasssrassnnnsssnernrarnes 44
7.6.1 PRIVACY REGARDING STUDENTS' ACADEMIC AND EDUCATIONAL RECORDS.......ooiceecteceeeteciecreceesre et 44

7.6.2  ACADEMIC DISHONESTY w.oeeiitiieiitecee st eeestecteeste s s sbessessaessessbessessasssessbessessssssessbessessssssessbessesssesssestessessessesstessenssssnensnn 45

7.6.3 JUDGMENT OF ACADEMIC INFRACTIONS.......oiiiieiiticte st cee st st esbe st e sresaaesbesaeesbessaasbesssesbesnsesbesssenbesssasbessnesesnsenns 46

A Y O 10 T 46

7.6.5  DISCIPLINARY APPEALS .......cteccteetiiiteiteete st et ste et e s te s e e steeaaesbesaeesbeesaesbesasesbeeas e besasesbeaasesbesaseabeeasesbeeasebesasasbessnensesnnenes 46

7.7 STUDENT CONT RACT ... ettt ittt et raraeerasaeerarasseasasaerarassrasssnsrssasseasssnssasasnssassenssssnsssrasssnesasnernrnsnen 46
S Y 03 1 10 0 ] 49
8.1 EQUAL OPPORTUNITY EMPLOYER ... ....cuciututtietueereretitrnsueerasasaerasusararasassasssnnsssasesrassssssssnesssasssnnsssnernrnsnes 49
8.2  FACULTY SELECTION .. eueuiutieietiietueeraraesrasseerarassessssnerarasssassssssssssssasssnssssassssasssnssssnsssrasssnssssnernrnsnen 49
8.3 CONDITIONS OF AP P OINTIMENT .. .tueiuiueieruetierseeraraeerasueerarasssassssrsssssssassssssssnsssrassssssssnsssrassssssssnsrnrasnes 49
3 S o Yo 1 0 I I I 49
T O o YO U I I Y R 49

8.4.2  FACULTY AUTHORING CONTENT ....cviiietieticte it cte e seesreetesbesaeesbeeseesbesseesbesssasbesseessesseasbesssesesssesbesssesesssassessnnssssnennes 49

LT T U 105 R 50

8.5  ACADEMIC FACULTY L.uiueiuiuiierettiesneneraraessassenerasassessssnsssrasssssssssssssssssssssenssssassssasssnssssnsssrasssnssssnesnsnsnes 50
ST I 20 ] o o1 0 TR 50

8.5.2  ASSOCIATE PROFESSOR.....ccitiiciiitiiteitieteeteeitesteete st seestesstesbesaeesbessaasbesasesbesssasbesssesseeseasbesaseabesatesbessseseessastessneseaneanns 50

8.5.3  ASSISTANT PROFESSOR.....eiitiiiiiticee it ete et cte st te st et s st st e s b e saessbeeseesbesbeesbesbe e besbeesbsebeasbesbessbeentastessesbesreastesreeseaneenen 50

TR S I 0 11 = TR 50

8.6  SPECIAL APPOINTIMENT S . . .iutiiitieitiitieteitiatneeraraeaeeasasnetasasssasssnssssasssassenssssassssasssnssssnsnssnsssnssssnssnsnsnen 50
8.7  FACULTY EVALUATION. ...t iuiitiiitie ittt tetetataeerasassaasasnssasasseasssnssssasssassenssssassssasssnssssnssssasssnssssnssnsnsnen 50
8.8 FACULTY GRIEVANCES .....cuitiuiiiieiniitieieeitiatseesasassessssnssssassansssssssasssasssnssssassssasssnssssnssssasssnssssnssnsnsnen 51
8.9 NOTICE OF FACULTY RESIGNATION .....ueieiuiiiieitierereeitresueerarasaerasussrarasasrasseaarassrsrasssssrssneserassnnnrasnernrnsnes 51
8.10 FACULTY TERMINATION PROCEDURES .......cucieiuiiieieeiiierueererseerasusaarasasaerasssaarasasenrasnsanrarnernrassnnnrasnernrnsnen 51
8.11 PROFESSIONAL ETHICS AND ACADEMIC FREEDOM ........ciuiuiniieiiiiiesueetrereeerasuenerassaneasasasrasasnnrnsnsanrasnernrnsnen 51
8.11.1 STATEMENT ON PROFESSIONAL ETHICS ......eei et ettt sttt cte et st ese e b e eseesbeesaesbesseesbesnsasteesesssesssassessneseeneenns 51
8.11.2 ACADEMIC FREEDOM .....oo ittt sttt et st et e et steests et e besaessasesassbesbessasaseebesaeesbeeneasbesbesabesnteseessesassensastesseeseeneenes 51

9. LIBRARY POLICY .uuttiuiiiitiiit ettt eatnearasasseasnssrasasssssassrasassssssssssssssssssssssssssssssssssssssssenssssssnssssnsnssnssnnsnrns 53
e T T 1 1) [0 53
9.2 OBJECTIVES AND POLICIES ......ucuietuieieteetresueeraraereeasueeraraseerassesrssasaseasssnsrasnsensassensrssssnesnsssnnrssnernrnsnen 53
9.3  STAFF AND ADMINISTRATION .. ..uitiuitiet ettt ra et ra s e e rarasaerasasaararasaeeasssaarassrsrasssasrarnennrasnnnnrasnernrnsnen 53
9.4  LIBRARY COLLECTION ...cuuiueeteitiesueeraraeuerarueneraraserasaenerarassrasssnsrssasnseassenssssnssssassenssssnersrasnsnsrssnernrnsnen 53
9.4.1  CONSORTIA AGREEMENTS ... .cceeieticee sttt cte st te et cae e s te et e s besae e ste s ssbesreesaesseesbesaeessesseesbesseessessseseesseesesneestesseesesneesen 54

0.4.2  VIDEOD LIBRARY ..ottt ite st ete et ete st ee et e eaeestssatasbesaeestssstasbesaesstseseabesseesesesea st e eaeeabsemea st e saesassentaseesseeabesneastesseesssaneenes 54

0.4.3  DIGITAL LIBRARY ... oeiueieteite it eeeetecee st eseeetesseestessessbessesssssssassessessssesesssesseeaseaseassesseesssesessbesseeasesssestessseaseesesstessensssneenen 54

9.5 USING LIBRARY RESOURGCES .......cuiuiutieieeirerueeraraererasueeraraserasassrasasasrasssansasnsrsrasssssrssnersrasssnssssnernrnsnen 54
9.6 OTHER SERVICES OFFERED.......cciuiuiititiuiiiieisiieistesitsssssssssasssasssssssssssssssssssssssssasssnsssssssssssssnssssnssnsnsnes 54
0.6.1  VIRTUAL ORGANIZATIONS ... oottt ettt e et este e e s besaeesteesessbesseesaease e besseesseaseesbessesaseesseseesseensesseestessensesneesen 54

0.6.2 WORKSHOPS FOR STUDENTS ....ctiitiitieeeete et st ete et eaes st etestessesstssseesbesseestseseasbesstestseneastesbesassentestessesasssneastesseessseneees 54

10,  ACADEMIC BYLAWS .....uiiiieiiiit ittt rere et eaeeararasaeasasarasasseasassrasasseasssnarasasassasssnssssnssesasssnssssnenesassennsnsneners 55
10.1 BYLAWS OF THE ACADEMIC SENATE ......ucueieieiiieteeereraetrasasneraraeaerasaserarasaerasasanrasasnsrassssnsarsenerassennsasneners 55
10.1.1 COMPOSITION AND RESPONSIBILITIES .....uviiutitiieieei ettt ettt st et s sttt et s s st saessnesneasbessessassneesbessessbesnsasressenas 55
10.1.1.1  The SENate PreSIOBNT.......ccie ettt et e ettt e e te e e ae e e sbe e sase e beeesseeeseesabeesssesseessseesbeesnseesseenntens 55

O B TNt =1 - USSR 55

10.1.2 MEETINGS AND PROCEDURES .......cctiittiieitiiieite sttt st e sttt s et e steesbe s s et e saeessesaa e besaeesbesasesbesssesseensesbesasesseensestenssens 55
LR B Vo T o PSSP PRT RSV STTSTRPI 56

10.1.2.2  SENALOIS' ADSEINCES ...cvviecvieiieeeteeeiteeeteeeeteeeseeesteesteeeseeesseessessseaassesaseesasesbeeasseeasessrbeesssesseessseeabeesnseensnennsens 56

10.1.2.3  Procedural RUIES 0N DEDALE.......c..cccuiiiiecriecee ettt e e s e e te e sare e s e e sneeeeseesareenneeennens 56

O A A 0 0 To T U4 =T (o Y (=SSO 56

OB T 1 T TV (=SOSR 56

10.1.3 REVISION OF THE BY-LAWS ... oot cieiteiee ittt sttt et e s e et s e besaeesbeess e besaa e sessaasbesasessesasesbesssesaeensesbessnesseensesrennnens 56




General Regulations of the University

10.2 BYLAWS OF THE ACADEMIC STANDARDS COMMITTEE .........cuoeiiniiiiiie e e e s e er e e s e e s e s san e e s e e naneannns 57
10.2.1 COMPOSITION AND RESPONSIBILITIES ......ccuteeteireeierieesieeereeteneseeeseesesessesessesessesessesessesesessensssssessensssesessssensesenessensases 57
10.2.2 MEETINGS AND PROCEDURES........couiiitetirirtiiste sttt ettt b ettt b ettt s bttt ban 57

10.2.2.1  AGENUA ...ttt R R R R R e R R R R Rt e R e e R e e r e nen e nrea 57
10.2.2.2  MEMDEE ADSEINCES ..ottt ettt sttt ettt e e b s e et se et e b e s e e s b e e e e eae e b e ebeshe s b e s e e ene e st ebennenbeenennennennene 57
10.2.2.3 Procedural Rules on Requests and PropoSalS.........cuueuiiiiiininiiesenissessie e sse s ssessesssessessssssesnnas 58
10.2.2.4 Procedural Rules on AcademiC DiSNONESLY ........ccvueerreirrriiresensre e 58
10.2.2.5 ACAUEMIC APPLAIS ....viieieiirieeitistieste st ste s te s e st st e e e s be e e s be e s e s be e st e s beeaeenb e e eesae et e sb e e s besbe et e nbeetenneennas 58
10.2.2.6 Adjudication of Violations of the STU Code 0f CONAUCE..........cceeruierieiririreeere e 59
10.2.2.7  DiSCIPINGIY APPEAIS ......ereeireeiieiteiree ettt e e nen e erea 59
10.2.2.8 Procedural RUIES 0N DEDALE..........oeiiriiieriieee ettt n e n e 59
10.2.2.9  QUOIUM ANA VOUING ....viuereiireeiieseerieesre et e et n et se e r e e n e e s nnenenneren 59
0 USSP 59
10.2.3 REVISION OF THE BYLAWS ...ttt ettt sttt b et b ettt b et b e e b et et nban 59

10.3 BYLAWS OF THE SELF-EVALUATION COMMITTEE.........cuiuiiiieiieiier e s e s e s s e s s e e s e s sa s e s s e e s e s sannanans 60

10.3.1 COMPOSITION AND RESPONSIBILITIES ......ocutiiteirieierieerisieseeie sttt se et e bt ss e se b s ba e stenennan 60
10.3.1.1  MEMDEISRIP ..ttt r e ren e enen 60
10.3.1.2  Self-Evaluation Committee PreSident ..........ccooeeriiiirieirersese et 60
10.3.1.3  THE SECTBLAMNY....ceiueireeeteie ettt e ettt b ettt b e e b etk e b et st ese st e bt e ket s b e ne st be e ebenenbens 60

10.3.2 MEETINGS AND PROCEDURES ........coeiiteirietiisteistees et seses e e see et e sasse et enessasessesesaesesessenessesensenessnsesensensnsnnensanssen 60
10.3.2.1  AGENGA. ...ttt h ettt h e he et bR e £ e e e R e R e e R SR e R e R e e e e e Re R e sReeE e R e R et e Rt e R e nReneenn e e e neneene 61
10.3.2.2  MEMDET ADSEINCES ......euiviteieieieieetestesteste et et eaeseesteseeseese e esesseabeseesseseneeneeseebesaeseeaseeeneeneesenseseenseneensaneans 61
10.3.2.3 Procedural RUIES 0N DEDALE.........ceririiriiieieieieer sttt st b s seesaenee s eneene 61
10.3.2.4  QUOTUM ANA VOLES ...cuviuerieuireeiiesiesiseee sttt se ettt b ettt be etk b ettt e bt e ket s b e ne st ebe s enenenbens 61
O T8 T 11310 (=PRSS 61

10.3.3 REVISION OF THE BY=LAWS ... cecisteerieesieties e ste e et sas e e ssese st s saesa et ensssasessesesaesessesensssesessenessnsesensensnsnnensensssan 61

10.4 BYLAWS OF THE STUDENT GOVERNMENT .......cuiuiiiiniiiiiiieieit e seease s se e ses s sasensasna s sasnnsensnsnnsnsenensnnsnnnns 62

10.4.1 COMPOSITION AND RESPONSIBILITIES ......oouiiiteirieerieerisiesesie st ettt ettt sttt st ba e sbenennan 62
L g T =1 1= o1 o o SRS 62
10.4.1.2 EXPUISION .ttt ettt b bt h et s e £ bt e bt e b e e e b et e e m e e e Rt e e b e e s b et e e e s e s s e eren 62
10.4.1.3 Vacancies During the Term 0f OffiCE .....ccuiueiririnreierese et st 62
10.4.1.4 The President of the Student GOVEINMENT ... 62
10.4.1.5  THE SEBCTELANY....c.e ittt b e b bt e e E st e bt e b e e b et e st s bt e b e e s b et e e ene s enenneben 63

10.4.2 MEETINGS AND PROCEDURES ........oouciieeieetiistec sttt sttt ettt st e b e e s et et eme st e seseebe s e be e nbenenan 63
10.4.2.1  AGENUA ...ttt b b e R R R R R R R R R R Rt R Rt e bt R et R st nen e eren 63
10.4.2.2  MEMDEE ADSEINCES ......evititeeeeeieie ettt sttt ettt eae et b e ettt aesb e e b e s e e e e e e st e aesb e e beshe s b e b et e e e seebenaesbenne e e s eneane 63
10.4.2.3 Procedural RUIES 0N DEDALE..........ceiiiiiiieeee et sttt b e e e 63
10.4.2.4  QUOTUM @NA VOTES .....ueiuiiiitesieieieeete st st ettt et este e e e st s seebeseeste s eseeneeseebesaestesseteneeseesensessessensensanenns 63
10.4.2.5  IVHINUEES ..ttt a bbbt a e b b e s e e sE e b e e e a e e bt e bt shenE e b et et e seebeabesbenne e enneneane 63

10.4.3 REVISION OF THE BY=LAWS ...ttt sttt ettt sttt e s s et st ese s e e s e ne et e e e se e st enesseseseebensebeneetenenan 63



ST. THOMAS UNIVERSITY

" - Global American Learning General Regulations of the University
1. GENERAL PROVISIONS
1.1 INSTITUTION

St. Thomas University (from now on, also referred to as "STU") is a private university with educational, scientific,
administrative, organizational, and disciplinary autonomy.

St. Thomas University is a non-profit university. It is primarily by income from its operations and is managed by a self-
appointed Board of Trustees. Operating profits and surpluses are reinvested for the development of activities functional to
pursue the institutional purpose.

Regulatory sources specific to STU are the provisions of education law and, specifically, the licensure regulations of the
University of North Carolina System.

1.2

INSTITUTIONAL APPROVALS

An application made by STU to obtain a license for the issuance of non-public degrees for post-secondary activities is being
submitted.

1.3

APPROVAL OF THE ACADEMIC REGULATIONS

The President enacts STU’s Academic Regulations upon approval by the Board of Trustees.

1.4

MISSION STATEMENT

The mission of St. Thomas University is to provide an international online degree site to deliver higher education courses
and degrees primarily for the social and economic development of disadvantaged and underrepresented populations.

1.5

PURPOSES

STU seeks to actively participate in the educational process by educating the growing educational needs in the development
process that sees a huge gap between Western economies and so-called "emerging" countries that generate significant social
and economic tensions.

Access to education is one of the main factors of social inequality and the common denominator of the ills that afflict this
historical moment: ills that must be cured addressed the growing awareness of the advantage of solidarity, adapting, first of
all, more than the economic model, the educational model which, in this regard, plays a role of primary importance.

STU wants to intervene in areas where quality education is still inaccessible to most of the population to reduce this main
factor of social and economic inequality.

The lack of adequate education has lifelong consequences. It is a deficiency that, more than others, tends to make
socioeconomic conditions preclude children from improving their social and economic conditions compared to their fathers,
making poverty hereditary.

In addition, new technologies are radically reshaping more or less all areas of educational activity. Their use is a massive
opportunity for those who know how to use them and acquire the necessary skills.

They pose a severe obstacle for those who do not possess educational skills and are relegated to the margins of change.

1.6

VISION

In light of the highlighted purposes, STU has developed its academic focus on the following:

structured academic courses on the use of new technologies;

reduction of the skills gap in the English language;

faculty who can transfer their skills through technology;

logistical and economic accessibility to education through the provision of online academic pathways;

accessibility to U.S. academic education methodologies recognized internationally as the best for preparing
knowledgeable and competent future citizens.

In addition:

STU operates from a developmental perspective as a function of progress and with a new and far-reaching vision that
involves especially the less affluent classes in building a dynamic and meritocratic, resource-conscious society;

STU will provide graduates with satisfying job opportunities while strengthening their entrepreneurial attitude;

STU ensures the University's financial security and well-being by managing income and expenditures in a balanced
manner, engaging potential donors, and creating conditions for private support of the University.
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2. GOVERNING BODIES

2.1 GOVERNANCE

St. Thomas University is a non-profit university headquartered in North Carolina - which, in turn, is supported in this early
start-up phase by American E-Learning Investments, Inc., headquartered in Wyoming, which is responsible for its financial
sustenance until STU is authorized to operate by the relevant North Carolina authorities and achieves a balanced budget by
supporting itself financially from its resources. STU is a "staff-quality intensive" organization with dependence and
permeability between those who exercise governance and those assonated.

St. Thomas University, through its governing bodies, has established guidelines for the activities necessary to carry out its
mission published in the following documents:

Bylaws

Ethics Code

General Regulations of the University:

General Provisions

Governance Policy

Security, Confidentiality, and Integrity of Records Policy

Academic Policy

Student Policy

Faculty Policy

Library Policy

Academic Bylaws

Regulation for the management and use of educational services for information technology
Regulations for administration, finance, and accounting

Privacy regulations

Catalog

All documents are posted on the institutional website: www.sthomasuniversity.org

2.2 IDENTIFICATION

Governing bodies are:
Board of Trustees
University President
Provost

Academic Senate

Management bodies are:
e  Chief Financial Officer
e  General Manager for IT and Media Services
e Director of Institutional Advancement

Control and evaluation bodies are:
o Independent External Auditor (Certified Public Accountant)
Risk Management Office
Self-Evaluation Committee
Academic Standards Committee
Students Government


http://www.sthomasuniversity.org/
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2.3 ORGANIZATIONAL CHART

INDIPENDENT

CHAIR
EXECUTIVE ASSISTANT BOARD OF TRUSTEES
TO THE MANAGEMENT
UNIVERSITY PRESIDENT
and
CHIEF EXECUTIVE OFFICER
SELF EVALUATION PROVOST - RISK GENERAL MANAGER DIRECTOR OF INSTITUTIONAL
COMMITTEE CHIEF ACADEMIC OFFICER CHIEF FINANCIAL OFFICER MANAGER IT AND MEDIA SERVICES ADVANCEMENT
FINANCE & MARKETING
DEAN of SCHOOLS
ACADEMIC STANDARD ACCOUNTING AREA
COMMITTEE - COORDINATORS

DEAN of STUDENT HUMAN

SERVICES RESOURCES ADVERTISING &
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— & SECURITY
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2.4 DUTIES AND RESPONSIBILITIES
The responsibilities and authority of the governing bodies of St. Thomas University are described under,

BOARD OF TRUSTEES

CHAIR OF THE
BOARD OF TRUSTEES

UNIVERSITY
PRESIDENT
CHIEF EXECUTIVE
OFFICER

PROVOST
CHIEF ACADEMIC
OFFICER

RESPONSIBILITIES

St. Thomas University is led by a Board of Trustees responsible for the overall direction and
management of the University as an institution of higher education and research. It determines
the guidelines for the organization and long-term strategic policy, planning, and development of
the University.

Specifically, the responsibilities of the Board of Trustees are, but are not limited to, the following:
Approving the Mission of St. Thomas University.

Fulfilling legal requirements related to the establishment and operation.

Formulating institutional policies.

. Selecting, appointing, and evaluating the President/CEOQ.

Ensuring economic and fiscal stability of the institution.

Ensuring that regulations are consistent with STU's mission.

. Approving an annual budget and budget planning for multi-years.

The Trustees will be elected by the Board of Directors of the sponsoring organization, who will
also elect the Chair of the Board of Trustees, who is usually, but not necessarily, the legal
representative of the sponsoring organization.

The Board of Trustees will elect the Secretary and Treasurer from among its members. We will
appoint the university president, who will serve on the board of trustees but only in an advisory,
non-deliberative capacity.

OTMTMmMUO W

The Chair is responsible for calling and presiding over meetings of the Board of Trustees and
has the authority to cast the deciding vote in the event of a tie vote.

The Chair is responsible for overseeing the affairs of the non-profit organization.

The Chair informs the Board of Trustees and embers of the non-profit organization's activities.

The Board of Trustees appoints the President and has the legal representation of the University
before public authorities.

Under the supervision of the Board of Trustees, the President shall generally manage and direct
all activities and affairs of the University.

The President has the authority to sign, together with the Secretary or other designated Officer,
such matters as deeds, mortgages, bonds, contracts, and other instruments that the Board of
Trustees has authorized to be executed, except where the Board of Trustees expressly delegates
the signing or execution of such devices.

The President will be an ex-officio member of the Board of Trustees and will serve as an advisory
member.

The President's responsibilities include, but are not limited to:

Hires the Provost, Dean of the school, Dean of Student Services, and Chief Financial Officer.
Supervises the schools of the University to ensure efficiency.

Manage the finances of the University.

Chair decision-making bodies or delegate necessary powers.

Intervene and resolve conflicts.

Serve as the official means of communication between the institution and the Board of
Trustees and internal groups (faculty, students, staff).

Manages the administrative and academic affairs of the University.

Chairs the self-evaluation committee.

Attends meetings of the Academic Standards Committee.

Provides an annual report to the Board of Trustees, including evaluating the University's
personnel and academic programs. This evaluation is based on research/surveys, Academic
Senate meetings, and the Self-Evaluation Committee report.

mmoow>
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The Provost is the senior academic officer of the University, responsible to the President and

CEOQ. The Provost is the liaison between the Faculty and the President.

The Provost's duties include, but are not limited to:

A. Participating in and leading the development and implementation of long-term strategic
planning for the University.
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B. Providing academic vision and leadership; supporting excellence in teaching and curriculum
development; facilitating faculty assessment, program review, program accreditation, and
evaluation; providing leadership for improving STU's commitment to teaching, research, and
community engagement.

C. Serve as the senior official responsible, in consultation with the President, for investigating,
negotiating, establishing, evaluating, and continually improving inter-institutional
partnerships with colleges, universities, and organizations to advance STU strategic
interests.

D. Develop, administer, and evaluate policies and procedures in consultation with the President
to ensure effective inter-institutional collaboration and development of programs necessary
to support STU's diverse needs.

E. Serve as a liaison between the University's institutional partners and the STU Administration
to ensure their needs and perspectives are well represented in the University's decision-
making process.

F. Coordinate and develop STU's academic programs and curriculum with the Dean of Schools.

G. Recruit, support, and evaluate STU faculty. While the STU President hires faculty, the Dean
oversees the assignment of faculty positions and the recruitment, review, and promotion of
faculty.

H. Monitor and improve STU student learning through comprehensive approaches to outcomes
assessment. STU embraces the standards of excellence outlined by the NCS and will develop
measures to assess student learning at the course and program levels.

I. Work with appropriate accrediting agencies to obtain accreditation and specific program
certifications and accreditations.

J. Assist in drafting procedures and overseeing academic affairs, student affairs, and the
library.

K. Approve budgets and requests for print and software library resources and school
purchases, conferences, and agreements with faculty and research before seeking approval
from the President.

Chair the Academic Senate.

. Participate in strategic planning and budgeting forecasting.

In the absence of the President (or Vice President), the Provost may act as the President's
representative if authorized.

0. Administer, coordinate, develop, and supervise academic staff and related programs and

services, including educational strategic planning.

Manage the STU's educational programs and ensure they comply with established policies.

Conduct faculty orientations.

Undertake other activities as assigned by the President to ensure the university's institutional

integrity and organizational health.

S. Provide an annual report to the President and CEO, including an evaluation of academic staff
and programs.

=

PO

CHIEF FINANCIAL The Chief Financial Officer (CFO) is appointed directly by the President to whom he reports. The
OFFICER position is responsible for managing and planning STU’s financial activities.
The position is responsible for financial administration, including developing proposed budgets
and long-term financial planning, as well as being accountable for the following:
- Overdoes the sight of all external accounting and auditing activities.
- Manage the procurement of materials, equipment, and services.
- Manage the hiring of all University personnel (Human Resources).
- Ensure the financial security of the University.
- Maintain and manage the University's facilities.
- Manage the budgets of the various schools of the University.
- Prepare regular reports for the President.
- Develop and refine revenue and expenditure policies and procedures.

RISK The Risk Manager will oversee the program and risk management of the organization by
MANAGER assessing and identifying risks that could hinder the University's reputation, safety, security, or
financial success. Work directly with the Chief Financial Officer and the President of the

University.

The Risk Manager must, but is not limited to:
A. Conduct risk assessments by collecting and analyzing documentation, statistics, reports, and
market trends.

10
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B. Establish policies and procedures to identify and address risks in the services and schools
of the University.

C. Review and evaluate risk management policies and protocols.

D. Make recommendations and implement changes as approved.

E. Recommend and implement risk management solutions such as insurance, safety, security
policies, business continuity plans, and recovery measures.

F. Review and analyze cash flow, inventory, and employee activity data.

G. Draft and submit risk reports and proposals to the university's executive leadership.

Perform other tasks related to enterprise risk management as directed by executive leadership.

The IT and Media Services General Manager reports directly to the STU President.

Their duties, though not exhaustive, are:

- Plans and manages activities and projects that support STU's web services.

- Provides leadership and direction in the web environment's planning, development, and
maintenance.

- Explores, implements, tests, and maintains new technologies.

- Supervises programmers/analysts and directs the work of project staff who design, develop,
and test programs and information systems provided by the web.

- Supervises and updates website content and design.

- Researches, selects, implements, and maintains Web-based applications integrated with
various data sources.

- Provides strategic direction and leadership for project management, customer service
processes, software selection, and support.

- Provides faculty members with information technology needed for teaching.

- Provides students and faculty members with a consistently efficient platform for online
learning.

- Resolves teaching problems related to the use of multimedia equipment.

- Develops procedures and guidelines for the daily operations of the school.

- Plans and supervises all activities associated with multimedia services in the area of
responsibility.

- Provides financial and administrative planning and general management of media services.

- Provides integrated administrative and program support; collaborates with other media units
to coordinate and improve services and expand their use.

- Plans future development and implementation of computer management systems for
information processing and media use.

- Supervises assigned staff and sets work priorities.

- Provides production assistance, such as camera operation, video recording, and directing
television courses.

- Stores information.

- Ensures the privacy of sensitive data according to privacy laws.

- Builds the budget.

- Performs related tasks as required.

- Develop school policies and procedures.

The Director of Institutional Advancement is appointed directly by the President.

Responsible for planning, managing, and implementing activities that increase, diversify, and
sustain STU’s Mission and its affiliates from individuals, corporations, foundations, and
government. In this role, the director of institutional advancement identifies, develops, and
fosters relationships with donors.

The office is responsible for conceptualizing, organizing, and implementing annual funds and
developing appropriate strategies to meet yearly goals.

The office works closely with the CEO, finance director, and executive staff to conduct
programming and develop new program initiatives.

In addition, the office coordinates and assists with publicity and marketing for all STU special
events; supports the development and production of STU's written marketing materials,
including, but not limited to, annual reports, Web pages, and releases; monitors and reports
regularly on the progress of the development program.

The Executive Assistant to the Management will report directly to the President & CEO.

Primary responsibilities and target accomplishments expected of the position include but are not
limited to:

- Secretary Duties

11
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SELF-EVALUATION
COMMITTEE

ACADEMIC STANDARDS
COMMITTEE

- Programming and organizing various agendas

- Management of internal communications between the university management and the
campus community

- Management of external contacts between the university management and the external
community

- Office and teamwork

- Problem-solving activities

- Management and organization of work with various managers and entrepreneurs

- Coordinates official visits

Performs related responsibilities as required.

The Self-Evaluation Committee is responsible for monitoring and ensuring compliance with the
enabling standards and procedures and continuously assessing the quality of STU's programs
and services for students.

The Self-Assessment Committee will monitor and assess the quality of the following standards:
- Mission and purpose.

- Planning and assessment.

- Organization and governance.

- Academic programs.

- Faculties.

- Students.

- Library and information resources.

- Physical and technological resources.

- Public disclosures.

- Integrity.

The Self-Evaluation Committee may request the information necessary for its evaluations from
STU members.

The Self-Evaluation Committee is composed of the following:

o University President

Provost

Director of Institutional Advancement

Chief Financial Officer

Risk Manager

Dean of Schools

Librarian

Three faculty members

Two students

o Two administrative staff

Faculty and students will elect representatives for the Self-Evaluation Committee.

The President will choose the two administrative staff members.

All members will serve one-year terms and may be re-elected or reappointed for additional terms.
The Provost, Director of Institutional Advancement, Chief Financial Officer, Risk Manager, Dean
of Schools, and Librarian must serve on the Self-Evaluation Committee.

The President of the University shall chair the Self-Evaluation Committee, convene its meetings,
set the agenda for each session, appoint the Secretary of the Self-Evaluation Committee by
selecting them from among the members of the Committee, promote the purpose of the Self-
Evaluation Committee as defined in the STU’s Bylaws, Catalog, and Regulations.

The Academic Standards Committee monitors and maintains academic standards in general. This
Committee consists of the following:

e Provost

¢ Dean of Schools

o Dean of Student Services

e Two student representatives

Students serve for one year and may be re-elected for additional terms.
The Committee is responsible for the following:

- Upholding the rules outlined in the Student Code of Conduct.

- Evaluating and acting on cases of academic dishonesty.

- Deciding on exceptions to academic policy.

- Deciding on student petitions.

- Monitor the academic progress and standing of students.

12
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ACADEMIC SENATE

STUDENT
GOVERNMENT

DEAN OF SCHOOLS

The Committee is chaired by the Provost, who determines the agenda, convenes the members,
and ensures appropriate minutes are kept.

The responsibilities and duties of the Senate are to determine, by the published mission and
goals of STU, key areas such as curriculum, course content, teaching methods, research, faculty
status, and matters that directly affect educational advancement.
The STU Academic Senate is composed of the following:

¢ Provost who sets the agenda, convenes and presides over meetings of the Academic Senate,
and verifies that all sessions and committee meetings are transcribed appropriately by the
Secretary appointed for the purpose, meeting by the meeting.

Dean of Schools.

Dean of Student Affairs

Librarian Dean
Two Students
With attendance at the Senate being mandatory.

Faculty members who have completed at least two years of STU service may attend meetings,
but attendance is not mandatory.

More specifically, the Academic Senate shall advise on the following:

e Approval of new courses.

e Approval of significant changes in an existing course (i.e., change in credit, course level,
significant change in course content).
Discontinuance of a course.
Review new academic and technical programs and discontinue existing programs.
Eventual revisions to General Education Criteria.
Interschool curricular problems.
o Undue proliferation and duplication of course offerings.
Catalog course names, course number changes, and minor editing changes in course
descriptions for clarification are not submitted for a Senate vote.
The Senate is responsible for the following:
o Expressing an opinion on courses and academic activities.
o Making and submitting proposals to the President regarding the University's academic
activities.
Proposing and evaluating academic research activities.
Recommend teaching faculty to the President.
Monitor and evaluate the academic performance of the university.
Provide consultation for the annual report on the University's academic performance.
Proposals and recommendations shall be submitted in writing by the Provost to the President
submitting.

If such proposals or recommendations are not deemed acceptable, they will be referred back to
the Senate for review.

The Student Government represents the student body. The Student Government comprises a
minimum of three to a maximum of five members.

The Student Government promotes the common welfare of students by sponsoring programs
and services and acting as the student body’s voice.

The goals of the Student Government will be implemented through appropriate means, including
but not limited to the following:

Provide effective liaison between the student body and the University's administration, faculty,
and staff.

Ensuring meaningful representation of STU students on the Academic Senate, Self-Evaluation
Committee, and Academic Standards Committee.

Identify and sponsor appropriate social, cultural, and academic activities that benefit the student
body.

Support STU’s organizations and activities.

All Student Government members must attend Student Government whenever possible.

The Dean of Schools at STU reports directly to the Provost. In the absence of the Provost, the
Dean of the School with the most academic seniority at STU assumes the role of Provost. The
Dean of Schools is a senior administrator overseeing day-to-day academic operations.
He is responsible for ensuring that all students receive a quality education and works closely
with faculty members to ensure that this happens; he is responsible for the following:

13
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DEAN OF STUDENT
SERVICES

DEAN OF THE
LIBRARIAN

- Coordinates instructional activities by teaching areas of the school.

- Coordinates research and teaching activities of disciplines on subject areas related to
undergraduate and graduate courses.

- Identifies and proposes authors of videos and content to the faculty for inclusion in the web
portal.

- Identifies and proposes faculty tutors who will follow students in teaching-learning paths.

- Structures the syllabus of the area's teachings in collaboration with the faculty tutors.

- Ensures the didactic planning of the area's teachings.

- Coordinates the work of the Tutors.

- Review student report cards to ensure all academic requirements are met before each
course, semester, and year ends.

- Coordinates with other school officials to ensure that student records are up-to-date.

- Meets with faculty to discuss academic issues, progress, and concerns about student
performance.

- Guides faculty in developing curriculum, course content, and instructional materials.

- Creates new course offerings and develops new degree programs.

- Establishes policies and procedures for the schools and academic programs it oversees.

- Oversees the student enrollment process, including admissions, registration, and financial
aid.

- Monitors student progress to ensure attainment of degree requirements.

- Participates in the Academic Senate, Academic Standards Committee, and Self-Evaluation
Committee.

- Prepares the annual report for the Provost of the University on evaluating each faculty
member in the school.

- Ensures that course hours coincide with the number required by the degree program.

- Submits an annual written school evaluation report and submits it to the Provost.

- Responds to student appeals/complaints.

- Promotes and enhances the development and image of the school and STU.

- Creates the budget.

- Develop office policies and procedures.

- Performing other duties as required.

The Dean of Student Services reports to the Provost and is responsible for the following:
Provides oversight and strategic leadership to provide holistic learning opportunities and
equitable student educational and career outcomes.

Provides leadership and guidance across Student Affairs to develop a philosophy and operating
model of comprehensive service delivery across multiple accessible modalities and ensures the
delivery of Student Services for students entirely online.

Serves as the university's primary contact for internal partners and external community and
industry partners.

The Librarian is directly responsible to the Provost. The Librarian will be responsible for the

following:

- In consultation with the Dean of the School, developing a strategic plan based on enroliment
and current and future university academic programs.

- In consultation with the Dean of schools, develop a budget that reflects the ability to maintain
minimum library endowments, and the Board approves that.

- Organization of the entire library program.

- Oversee acquisition, cataloging, holdings, and circulation.

- Create and maintain catalogs organized by author, title, and subject, which will be available to
Faculty, Staff, and Students.

- Create a library user manual for Faculty, Staff, and Students.

- To study, research, and elaborate on the field of library science and relevant technologies
related to the preservation, management, security, and use of university holdings.

- In consultation with the Dean of Schools, evaluate library services regarding user needs and
budget.

- Assist users with library technologies.

- Building the budget.

- Develop library policy and procedures.

- Performs other duties as requested.
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FACULTY STU teachers deliver virtual classes to students located around the world. They report directly to

TUTORS

REGISTER

the Dean of the School to whom their discipline is assigned or, in his absence, to the Provost.

Online teachers’ responsibilities include the following:

FACULTY AUTHORS CONTENT

- Produces the video lessons and develops the content and materials to be included in the
learning environments of the teaching portal.

- Produces the video lesson.

- Prepares teaching materials to be linked to all video lesson topics for inclusion in the
appropriate learning portal.

FACULTY-TUTORS

- Create and present lessons that are congruent with students' educational needs.

- Encourage participation within the class to promote consolidation of learning content.

- Establish relationships with students to ensure that they disclose cognitive and psychosocial
difficulties that may hinder their academic progress.

- Assess assignments, projects, and quizzes promptly.

- Monitor and report on student progress.

- Report recurring technical difficulties and noteworthy incidents to the appropriate staff
members.

- Attend staff meetings as requested.

- Ensure that all necessary equipment remains in excellent condition.

The STU tutor provides informational and educational support services to students and carries
out informed mentoring in an integrated and participatory manner to increase students' academic
performance and well-being.

They report directly to the Dean of the School and the Dean of Student Services.

The tutor must activate the following forms of mentoring:

- Orientation/advising.

- General performance monitoring.

- Monitoring of individual learning paths.

- Student group coordination.

And assists students in the areas below:

- University Orientation.

- Compilation of study plans.

- Study assistance.

- Assistance with paperwork.

- Assistance in organizing a work plan.

- Dissertation advising.

- Creation of study groups.

Must also establish relationships with students to ensure that they disclose cognitive and
psychosocial difficulties that may hinder their academic progress.

Finally, it must:

- Provide positive and constructive feedback to students.

- Provide feedback on student progress to teachers.

- Make meaningful connections with students from diverse backgrounds.

- Diagnose students' needs through active listening techniques and questioning strategies.

- Recognize students' different learning styles and preferences.

- Design differentiated learning objectives.

- Staying abreast of the academic program.

The tutor conducts their activities primarily on an individual and personalized basis via e-mail and
collectively through virtual spaces of synchronous and asynchronous interactivity.

The Register reports directly to the Dean of Schools and Provost when necessary.

Is responsible for the following:

- Maintaining the accuracy of all student information, including academic performance and
course enroliment.

- Organizes and administers student records.

- Oversee the admission and graduation process of students.

- Ensures records are updated with new grades, attendance, and finances.

- Check students in for appointments.

- Performs administrative tasks, such as printing academic transcripts for students.

- Maintains confidentiality and security of student information.

- Participates in student service committees and initiatives.
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FINANCIAL & The Bursar will coordinate this officer and report directly to the CFO.
ACCOUNTING The University Accounting Officer shall:

- Maintain accurate and correct accounting records by US GAAP standards.

- Preparing the University's financial statements.

- Working with the external auditing firm and CFO to audit the University's financial statements.
- Make various payments and orders as directed by the Bursar or CFO.

- Performs other duties as requested.

- Develop school policies and procedures.

HUMAN RESOURCES  The Bursar will coordinate this officer and report directly to the CFO. The University HR Officer

shall:

- Implement HR programs and policies as required by the University and manage every aspect
of hiring, development, and eventual dismissal or discharge of employees.

- Developing HR strategies, programs, and plans.

- Create employee training and organizational development programs.

- Create compensation plans and provide employee welfare administration in consultation with
the CFO.

- Identify, assess, and resolve human relations, employee morale, job performance, and
organizational problems.

- Recruit and retain high-quality employees for each school and conduct interviews.

- Manage the human resources and payroll system and provide directors with essential reports
to assist them in managing employee resources.

- Conduct performance reviews with HR managers and monitor employee attitudes,
productivity, and performance results.

- Perform other duties as required.

- Develop school policies and procedures.

BURSAR The Bursar reports directly to the Chief Financial Officer and oversees the day-to-day operations
of STU's financial services, such as tuition collection and management of accounts receivable
and payable.

His primary responsibilities include:

- Oversee day-to-day cash management.

- Manage accounts payable and accounts receivable.
- Maintained organized tuition books and receipt files.
- Oversee daily cash management.

- Manage accounts payable and accounts receivable.
- Maintain organized tuition fee books and receipt files.
- Prepare expense reports regularly.

- Manage the annual budget.

- Conduct cost and productivity analyses.

- Review labor contracts and terms of services.

- Design and update financial procedures.

FACILITIES & This employee will report to STU's Chief Financial Officer regarding the maintenance of the
MAINTENANCE premises in use by STU. He will perform the following duties but are not limited to:

- Maintenance and upkeep of campus buildings.

- Organizes and coordinates cleaning and other routine maintenance tasks, such as those
required to maintain building appearance safety, sanitation, and freedom from pests and
chemical and environmental hazards.

- Performs other duties as required.

CAMPUS SAFETY &  The safety officer is appointed directly by the CFO to whom he reports.
SECURITY This officer has the following responsibilities but not limited to:

- Examine and monitor the condition of the premises in use by the STU and possibly make
suggestions for repairs and improvements to make the workspace more comfortable and well-
lit.

- Check equipment for potential hazards and ensure that necessary equipment, such as fire
extinguishers and security/intrusion alarms, are in good working order.

- Organize, if required by law, regular evacuation drills.

- Train staff regularly in fire or health emergency management.

- Builds the budget.

- Performs other duties as required.
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The marketing coordinators will report to STU's IT and Media Services General Manager.

The responsibilities of these officers are, but not limited to:

- Embrace and effectively communicate the University's distinct mission as an American
university dedicated to serving a global audience

- Coordinate marketing activities, including press releases as required and organizing the mailing
of press kits.

- Establish and maintain regular contact with the Directors of STU Learning Centers for the
promotion of the programs provided by the STU

- Create and maintain regular contact with international recruitment agents.

- Create and maintain regular contacts with companies to promote undergraduate and graduate
programs.

- Prepare periodic reports on activities and results.

- Build the budget related to marketing programs.

The Advertising and Promotions Manager is coordinated by the IT and Media Services General

Manager and discusses strategies with the Director of Institutional Advancement.

They must develop consumer interest in the services or products of St. Thomas University. They
are responsible for directing and planning advertising programs and policies, producing collateral
materials, and increasing or creating interest in purchasing STU products.

The Advertising and Promotions Manager must:

- Investigate market trends, determine demographics with the highest readership and profit
potential, and develop strategies to attract and retain their patronage.

- Conduct in-depth research to create an effective advertising plan.

- Generate unique ideas that will awaken consumers' attention.

- Develop advertising campaigns according to budget and goals.

- Monitor the results of advertising campaigns.

- Formulate and direct promotional activities.

- Review social science research and use the results to determine optimal ways to influence
people in various markets to read our materials.

- Oversee all aspects of the eventual rebranding campaign, including graphic design, slogan
development, staff acquisition, and revitalization of publications.

- Train hiring managers and editorial staff on updated publication priorities, review new
content releases for alignment with the brand message, and study tactics to achieve a
complete transition to the unique style.

- Meet weekly with supervisors to obtain information on advertising priorities, progress on
long-term goals, and critical market changes.

- Collaborate with account managers, sales representatives, and visual design staff to create
ads that are simultaneously compelling, brand-loyal, effective, and cost-effective.

- Assign work assignments to junior members of the marketing staff.

- Conduct focus groups to monitor consumer perceptions of publications and incorporate
findings into promotional planning.

- Performs other duties as requested.

- Develop school policies and procedures.

The Independent External Auditor is appointed directly by the Board of Trustees, chosen from
professional accounting organizations with a record of international experience.

Conducts independent evaluations of STU's financial statements and information.

Reviews financial statements and related data, analyses business operations and processes, and
recommends greater efficiency.

Evaluate the company's assets for valuation and determine fiscal responsibility, ensuring
compliance with the tax code and laws.

Some services, for example, Legal Affairs, Accounting, Payroll management, IT support, and
Marketing support, may be performed by outside professionals chosen and appointed directly
by the STU President upon the proposal of the CFO.
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3. SECURITY, CONFIDENTIALITY, AND INTEGRITY OF RECORDS POLICY

St. Thomas University has developed numerous safeguards to ensure the security, confidentiality, and integrity of the
university system and data.

3.1 SYSTEM
Systems are protected by TLS 1.2 encryption in transit, and data is encrypted at rest using standard 256-bit RSA encryption.
All users must log in via individual credentials, and role-based user privileges are assigned based on job requirements.

3.1.1 Staff Requirements, Training, and Awareness
Every year, all staff are required to complete mandatory training in protecting privacy, university, and student records. This
includes:

3.1.1.1  FERPA TRAINING is offered through the United States Department of Education website.
3.1.1.2 INFORMATION SECURITY TRAINING offered and tracked through the Moodle LMS platform.

3.1.1.3 INFORMATION RESOURCES ACCEPTABLE USE AND SECURITY POLICY - agreement for student, faculty and
administrative staff

Allindividuals granted access to or use of University Resources must be aware of and agree toabide by the following
acceptable use requirements:

3.1.1.3.1 Definitions

STU: St Thomas University

University Information Resources: All computer and telecommunications equipment, software, data, and media
owned or controlled by the University or maintained on its behalf.

University Data: All data or information held on behalf of the University, created as a result and/or in support of
university business, or residing on University Information Resources,including paper records.

Confidential Data or Confidential Information: All University Data must bekept private or confidential by applicable
law(s).

User: Any individual granted access to University Information Resources.

3.1.1.3.2 General

1. University Information Resources are provided to conduct the University's business.

2. Users have no expectation of privacy regarding any University Data residing on University-owned computers,
servers, or other information resources owned by, or held on behalf of, the University. Users must also
understand and accept that they have no expectation of privacy in any personal information stored by a User on
a University Information Resource, including University email accounts. The University may access and monitor
its Information Resources for any purpose consistent with the University’s responsibilities, duties, and/or mission
without notice.

3. Users have no expectation of privacy regarding any University Data residing on personally owned devices,
regardless of why the Data was placed on the personal device.

4. All Users must always comply with applicable University Information Resources Use and Security policies,
procedures, and standards.

5. Users shall never use University Information Resources to deprive access to individuals otherwise entitled to
access University Information Resources, to circumvent University computer security measures, or in any way
contrary to the University’s mission(s) or applicable law(s).

6. Use of University Information Resources to intentionally access, create, store, or transmit sexually explicit
materials is prohibited unless such use is required as part of the User’s official duties as an employee of the
University and is approved in writing by the President or a specific designee. The viewing, access to, storage,
or transmission of sexually explicit materials as Incidental Use is prohibited.

7. Users must convey that the contents of any email messages or social media posts that are the result of Incidental
Use are not provided on behalf of the University and do not express the opinion or position of the University.
An example of an adequate disclaimer is: "The opinions expressed are my own, and not necessarily those of my
employer, St Thomas University."

8. Users should report misuse of University Information Resources or violations of this policyto their supervisors
or through an approved reporting format.

3.1.1.3.3 Confidentiality & Security of Data

1. Users shall access University Data only to conduct University business and only as permitted by applicable
confidentiality and privacy laws.
Users must not attempt to access data on systems they are not authorized to access.
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Users shall maintain all records containing University data by the University’s information and data security
policies, procedures, and standards, as well as the Records Retention Policy and Records Management
Guidelines.

2. Users shall not disclose Confidential Data except as permitted or required by law and only aspart of their official
University duties.

3. Whenever feasible, Users shall store Confidential Information or other information essential to the mission of
the University on a centrally managed server or University approved storage location rather than a local hard
drive or portable device.

4. In cases when a User must create or store Confidential or essential University Data on a local hard drive or a
portable device, such as a laptop computer, tablet computer, or smartphone, the User must ensure the data is
encrypted and secured by university and any other applicable requirements.

5. The following University Data must be encrypted during transmission over an unsecured network: Social
Security/National ID Numbers; personally identifiable Medical and Medical Payment information; Driver’s License
Numbers and other government-issued identification numbers; Education Records subject to the Family
Educational Rights & Privacy Act (FERPA); creditcard or debit card numbers, plus any required code or PIN that
would permit access to an individual’s financial accounts; bank routing numbers; and other University Data about
an individual likely to expose the individual to identity theft.

6. Users who store University Data using Cloud services must use services provided by or sanctioned and approved
by the University through the approved University services rather than personally obtained Cloud services.

7. Users must not use security programs or utilities, except as such programs are required to perform their official
duties on behalf of the University. The use of security programs or utilities must be approved, in writing, by the
University’s Chief Information Security Officer.

8. To help ensure the proper security of University Resources, all computers or other electronic devices connecting
to a University network must run up-to-date operating systems, patches, and security software as prescribed
by the Information Security Office.

9. Devices determined by the University to lack the required security standards or software or to otherwise pose
a threat to University Information Resources may be immediately disconnected from a University network or
service without notice.

3.1.1.3.4 Email

1. Emails sent or received by Users while conducting University business are University Data subject to records
retention and security requirements.

2. Once provided, Users are to use university-provided email accounts, rather than personal email accounts,
forconducting University business.

3. The following email activities are prohibited when using a University provided emailaccount:

a. Sending an email under another individual’s name or email address, except when authorized by the
email account owner for a work-related purpose.

b. Accessing the content of another User's email account except 1) as part of an authorized investigation, 2) as

part of an approved monitoring process, or 3) for other purposes specifically associated with the User’s

official duties on behalf of the University.

Sending or forwarding any email the User suspects contains computerviruses or malware.

Any Incidental Use prohibited by this policy.

Any use prohibited by applicable University policy.

.1.1.3.5 Incidental Use of UTRGV Information Resources

Incidental Use of University Information Resources must not interfere with the User's performance of official

University business, result in direct costs to the University, expose the University to unnecessary risks, or violate

applicable laws or other University policies.

2. Users must understand that they have no expectation of privacy in any personal informationstored by a User on
a University Information Resources, including University email accounts.

3. A User’s incidental personal use of University Information Resources does not extend to the User’'s family
members or others, regardless of where the University Information Resource is physically located.

4. Incidental Use to conduct or promote the User’s outside employment, including self-employment, is prohibited.

5. Incidental Use for purposes of political lobbying or campaigning is prohibited.

6. Storage of any email messages, voice messages, files, or documents created as Incidental Use by a User must
be nominal (less than 5% of a User's allocated mailbox space).

7. Files unrelated to University business may not be stored on network file servers.

= w ®ao0
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3.1.1.3.6 Additional Requirements for Portable and Remote Computing

1. All electronic devices, including personal computers, smartphones, or other devices used to access, create, or
store University Information Resources, including email, must be password protected, and passwords must be
changed whenever there is suspicion that the password has been compromised.

2. Any personally owned computing devices on which Confidential University Data is stored or created must be
encrypted and follow all prescribed University policies, procedures, and standards.

3. University data created and/or stored on personal computers, other devices, and/or non-university databases
should be transferred to University Information Resources as soon as possible.

4. All remote access to networks owned or managed by the University must be accomplished using a remote
access method approved by the University, as applicable.

3.1.1.3.7 Password Management

1. University-issued or required passwords shall be maintained securely, including digital certificate passwords,
Personal Identification Numbers (PIN), Digital Certificates, Security Tokens (i.e., Smartcard), or similar
information or devices used for identification and authorization purposes. They shall not be shared or disclosed
to anyone.

2. Each User is responsible for all activities using the User’s password or other credentials.

3.2 DESCRIPTION OF LMS/SIS ENVIRONMENT
The University uses the following tools to deliver its online training program and student records management.

3.2.1 Moodle LMS
Moodle is a Certified B Corporation member of Open Education Global and the UNESCO Global Education Coalition. Moodle
LMS is a secure, open-source LMS that can be customized for any course or teaching method you choose.

MoodleCloud is where the LMS is hosted. Services provided by MoodleCloud include:

e Managing Servers

e Moodle upgrades

o MoodleCloud subdomain: yoursitename.moodlecloud.com (although you can redirect your website to us if you prefer)

The MoodleCloud is used to:

Create courses

Provide activities and resources for learning and assessment
Setup competency frameworks

Allow learners to complete quizzes or submit files

Grade assignments

Provide certificates

Communicate with your learners

Local administration is managed by a third-party service provider reporting directly to St Thomas University administration.

3.2.2 OpenSIS

OpenSIS is a full-featured, hosted, and secured student information system utilizing TLS 1.2 and at-rest database encryption.
The features of this system include:

e School Information

o Student Information

e Student Health

o Staff Management

e Scheduling

o Attendance

e (Grading

e General System Management

Functional capabilities of the system include:

School Information

School dashboard displaying key information

School data entry fields with unlimited custom fields

WASH - water, sanitation, and hygiene information

School address entry with automatic Google Maps integration

Marking periods - full year, semester, quarter, trimester, custom date range

Marking period grade posting begin and end dates to control teacher grading window

O O O O O O
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Summer school set up outside regular academic school dates

Calendar with events entry - unlimited calendars supported with the superimposed view of all events from all calendars
Calendar with bell schedule entry (e.g., A-day, B-day entries)

Calendar views - month, week, day, and event views

Notice and announcement management with the WYSIWYG editor

Mental health information management with the WYSIWYG editor

Notices and mental health information display controlled by profile and date range

Course manager - program, subject, course, and course section management

Course catalog - searchable and filtered by marking period, subject, course, and grade level
Pedagogical process management

Learning outcome management

Period setup with automatic full-day and half-day calculation

Grade level setup with standardized grade level equivalency mapping and next grade level transition entry
Sections for student cohort management

Rooms - physical classroom details with capacity management

Date format and time zone settings login failure allowance - before a user gets deactivated

User inactivity days allowance - before a user gets deactivated

List of values (LOV) management

RBAC - role-based access control, profile management with the ability to create custom profiles
User permissions management - menu and sub-menu level read-write control for every profile
Copy school feature to use one school as a template to add multiple similar schools in the system
End-of-the-year processing with system rollover and student progression

System access log

Various data export in Excel formats

Various canned and custom school reports

Student Information

0O 0O 0O O O o0 o0 O O O o0 O O O O o o0 O O O o o0 o0 o o o o o o

Student information management with rich data capture out of the box

Unlimited student custom categories and field entry

Identification information with multiple student ID number capture

Salutation/prefix and suffix information capture

Student photo upload capability

Photo ID card badge generation with bar and QR codes, printable on Avery card stock

Social security number capture with data masking

Demographic information captured with gender, race, ethnicity, DOB, marital status, nationality, and languages
Portal access with password settings by students

Self-service password changing with password creation rule enforcement

On-demand portal access disablement for a particular student

Enrollment with rolling-retention option for yearly progression

Cohort information capture

Estimated graduation date capture

Impairment identification - 504 eligibility indicator

Economic disadvantage indicator

Free lunch eligibility indicator

Special Education (SpEd) enrollment indicator

Limited English Proficiency (LEP) indicator

Multiple school enrollment option

Enroliment history with the drop, add, and transfer details

School transfer with school lookup and student data transfer

Home and mailing address capture with automatic Google Maps integration

Personal contact information captured with multiple emails, phones, and social media handles
Unlimited family member record entry

Legal custody and/or custodial parent indicator

Family member portal access control

Sibling grouping for multiple students within the same school district or management account
Files and documents cabinet for each student
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o Multi-user internal comments entry on students

o Mass update student information facility

o Student re-enroliment option for dropped and graduated students

o Bulk student data import from auto-generated Excel template

o CRM-like functionality with notes, phone calls, and meeting activities capture
o Email, app, and system-based communication with staff

o Student search via free form search

o Advanced search on all system and custom fields

o Saving advanced search as filters with the reloading capability

o Student information display in grid view with column on-off capability
o Student data edit history

o Student impersonation ability by administrators

o Various canned and custom student reports

Student Heath
o Primary care physician's name
Primary care physician's phone number
Health insurance company's name
Health insurance company's phone number
Policy number
Policyholder's name
Preferred medical facility name
Preferred medical facility's phone number
Dentist's name
Dentist's phone number
Eye doctor's name
Eye doctor's phone number
Student critical health alert capture
Student critical alert display on the student profile
Doctor's notes Immunization and physical record with date
In-school infirmary visit incident with nurse's notes

O 0O 0O 0O o0 0O O O o o o0 o0 o o o

Staff Management

Staff information management with rich data capture out of the box

Unlimited staff custom categories and field entry

Identification information with multiple staff ID number capture

Salutation/prefix and suffix information capture

Staff photo upload capability

Social security number capture with data masking

Demographic information captured with gender, race, ethnicity, DOB, marital status, nationality, and languages
Portal access with password settings by staff

Self-service password changing with password creation rule enforcement
On-demand portal access disablement for a particular staff

Multiple school employment option

Employment history with start and end dates

Grade levels taught indicator

Subjects taught indicator

Home and mailing address capture with automatic Google Maps integration

Personal contact information captured with multiple emails, phones, and social media handles
Emergency contact information

Files and documents cabinet for each student

Teacher certification information capture

Certification expiry indicator

Email, app, and system-based communication with students and other staff members
Staff search via free form search

Advanced search on all system and custom fields

Saving advanced search as filters with the reloading capability

O 00O O O O o0 O O O o o O O o o o o o o o o0 o o
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Staff information display in grid view with column on-off capability

Staff data edit history

Staff impersonation ability by administrators

Staff data report

Attendance marking on behalf of Teachers by Admin

Gradebook marking on behalf of Teachers by Admin

Input final grades on behalf of Teachers by Admin

Input Standards and Effort grades on behalf of Homeroom Teachers by Admin

Scheduling

O 0O O O O O O O

Traditional fixed scheduling

Variable day-period-time scheduling

Calendar day-based scheduling, e.g., a special course that meets on random days based on demand and supply

Custom date range scheduling - not following school marking period dates

Year-round school schedules, including Summer Term

Block scheduling - 4x4, alternate day block, trimester, or three 12-week terms, and skinnies

Up to a 20-day rotating schedule (student attends class once in a 20 school day time period)

Mosaic scheduling - the combination of traditional and block schedules but a variation of time/period lengths are assigned
to each class over the days of the cycle

o Walk-in scheduling students into one or more course sections

o Group scheduling students into one or more course sections

o Group scheduling teachers into one or more course sections

o Group drop students from one or more course sections

o Deletion of schedule for one or more students from one or more course sections

o Teacher reassignment from one course section to another

o Student and parent course enroliment requests

o Course enroliment requests captured by staff on behalf of students

o Team teaching - two or more teachers of the same subject teach together

o Interdisciplinary team teaching: two or more teachers form a team and work together to coordinate teaching in three to
five subjects

o Scheduling of part-time staff and teaching staff that is shared with other schools' summer school scheduling without
affecting scheduling for the regular school year

o Students that are classified as home-schooled students to take one or more courses in the school

o Home-schooled students scheduled into courses to show up in the teacher's grade book and facilitate the taking of class
attendance and record grades similarly to full-time students

o Scheduling before or after school programs that are not part of the normal school day to be scheduled to enable student
class attendance to be taken and reported upon

o Allows scheduling a student into more than one course at the same time - ignoring conflicts

o Allows teachers to be assigned to multiple sections in the same period - ignoring conflicts

o Provides school-based staff the ability to easily identify open periods for students and staff for scheduling purposes

o Required and elective course distinctions

o Allows courses to be defined by track, for example, Honors, AP, college

o Allows courses to have different start times and time durations for different days of the week or periods/sections

o Ability to create multi-period course sections

o Various canned scheduling reports

Attendance

o Unlimited attendance code creations

o Default attendance code identification, e.g., by default, every student will be "Present" in class

o Unlimited attendance category creation and association with course sections

o Attendance entry restriction to office and staff based on specific attendance code

o Excused, unexcused, and tardy attendance markings

o Attendance comments entry by teachers

o Ability to override teacher's attendance

o Attendance override comments entry by administrators

o Ability to take attendance in advance for the day, before the teacher comes in

o Ability to mark absences of school excused absences in advance before the teacher takes attendance
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Ability to view missing attendance of teachers and take attendance on behalf of teachers

Ability to take attendance for every period in a day

Ability to take attendance for homeroom only and define full-day minutes accordingly

Ability to take attendance for a whole class in one click

Automatic calculation of Day Absence based upon state and district rules that indicates that a student will be considered
absent for the school day if absent for more than the required minutes

Attendance recalculation based on full-day and half-day minutes adjustments

Various canned attendance reports

Grading

O 0O o0 o 0O o0 O O o o0 o0 O o O o o0 o0 o o o o o o o

Report card grade scale management with multiple grade scale entry

Report card comments - canned comments and teacher comments entry

Honor roll management based on grade scoring

Standard-based grading - US common core and school-specific standards management
Efforts and performance-based grading

Letter grading based on break-off score

Percentage-based grading

Allowable anomalous grading

Weighted grade scale-based grade entry

Teacher's grade scale based on grade entry

Grades calculation based on grade book configuration at the course section level
Grades calculation based on weightage

Multi-term grades calculation based on percentage allocation to each term in grade book configuration
Exam grades marking and automatic calculation into report card final grades
Progress reports showing raw score as well as weighted score at any given time
Assignment exemption for students

Grades score rounding to up, down, or none

Unlimited assignment type creation and weighting to 100%

Unlimited assignment creation

One click report card and transcript generation from grade book grades
Historical grades entry and GPA calculation

Report Cards with GPA

Transcripts

Various canned grade reports

General System Management

O 0O O 0O 0 0O O O O 0 O

Custom school-based subdomain

User login with remember-me option

Strong password creation rule enforcement

Password retrieval and resetting option

Multi-lingual system in English, French, and Spanish with any language pack available on request
Support portal access within the system

Support video access within the system

Support ticket access within the system

Multi-channel information and support services, including phone, email, WhatsApp, and social media channels
Responsive design, usable with phones, tablets, laptops, and desktops of any size

Strong data privacy, FERPA and GDPR compliant
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4. ACADEMIC POLICY

4.1 STU SYSTEM

St. Thomas University recognizes the value of the didactic methodology used to deliver "knowledge" in distance education in

the American university system. Its primary objective is to create an educational environment within which, even in space-

time distance, human and personal relationships are dominant over the mere transit of information.

The Innovative Didactics adopted by STU takes full advantage of the potential of computer-educational technologies and, in

particular, multimedia, interactivity with learning materials, human interactivity, the possibility of customizing learning paths,

the interoperability of the systems used and generated during the use of technological systems, the accessibility of content

and the flexibility of student use.

STU's educational activity is carried out in a web-based environment (Learning Management System - LMS).

In this system, the student is never left alone, even if isolated by the space-time distance; students are guided by the tutor

and stimulated to interact with other actors in the educational process, thus realizing moments of sharing and collaborative

learning.

The system adopted by the STU makes it possible to:

¢ significantly reduce the logistical pressure on the physical facilities;

o reduce disadvantages due to student travel;

e improve educational offerings by adapting the structure of teaching to the different needs of the student population
(student-workers, off-campus students, students with disabilities);

» improve students' ability to participate in the learning process;

e improve teaching effectiveness and student performance;

e improve the student-university relationship both from an academic (connection with the teacher and fellow students) and
administrative (access to secretarial procedures) point of view;

e enhance interactive classroom moments;

¢ provide monitoring of learning achievements through tracking.

Functionality and effectiveness in program management are ensured by the schools listed below, all supported by the

Academic Senate and Curriculum Committee:

e School of General Studies and Digital Education.

o School of Innovation and Intelligence

o School of International Business.

A Self-Evaluation Committee has been established to evaluate the success of STU’s educational program, which is essential

to its continued growth. This committee is responsible for the ongoing evaluation of the educational program and the

assessment and improvement of STU’s programming.

4.2 ACHING AND LEARNING METHODOLOGY

The teaching model adopted by STU has the student at the center of the educational process. This allows the student to

construct their learning path according to their educational needs and level of competence. The learning environment thus

developed is not limited to offering rigidly defined static courses but offers dynamic content that can be enriched by other
online content. The student is guided throughout the course by the new figure of the lecturer/tutor, who provides them with
the appropriate tools to facilitate learning and communicating online in synchronic and diachronic forms.

The primary teaching tools are through online learning environments, where teaching and learning are done in English. This

modality enables the implementation of a psycho-pedagogical model that characterizes the transition:

o From the centrality of the teacher to the centrality of the student.

e From the transmission of knowledge to the construction of knowledge.

o From the integration of theory and practice.

o From passive and competitive learning to active and collaborative learning.

In the Didactic Cyberspace, students actively create learning environments guided by experienced teachers/tutors. The

recommended path leads the learner to the various designed virtual places, in each of which a training intervention based on

a specific method of communication has been implemented:

o With the video lecture, the learner uses a linear learning model, still related to the classical teaching mode. Still, thanks to
the links to different learning materials, the learner uses a hypertext mode to study and consult books related to the
subject matter.

o In the virtual laboratory, students can check and increase his knowledge in a "learning by doing" mode.

o With chat systems, forums, wikis, Interactive Classes, and Virtual Classrooms, the student, using the network conversation,
can activate collaborative learning by sharing the stages of the training process with other students from different linguistic
and social realities.

Within each environment, it is possible to simultaneously integrate each learning mode with the others, enriching them with

different potentials.
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The term multimedia is understood in this way in its most total sense, and the learning activity is structured in such a way as
to avoid dispersion and confusion and to encourage the transfer of knowledge through different modalities:

From the simple to the complex (video lecture and intelligent library).

From theory to application projection ("learning by doing" in the virtual laboratory).

From guided exercises to research on the World Wide Web (Internet).

From individual study to interactive dialogue between teacher and students (collaborative learning through synchronous
and asynchronous communication and sharing tools).

The teaching methodology concentrates on a single learning object (unit of learning content), a plurality of teaching tools that
synergize the student's learning path. The student has:

o Written text of the lesson.

o Slides (enriched with text images, graphs, etc.) commented in audio by the lecturer.

o Self-assessment tests to check his learning status.

4.2.1 MODES OF INTERACTION

To curb the risk of the isolation effect, resulting in a drop in learning progression, STU is committed to fostering interaction
on different levels:

o Student/student (among virtual classmates).

o Student/ tutor (main level of interaction).

o Student/teacher (privileged interaction).

4.2.2 INTERACTION TOOLS

Teaching tools useful in fostering interaction are:

e Mailbox.

Forum.

FAQ system.

Chat.

Online knowledge verification.

Interactive synchronous events.

Accessibility to training activity tracking and self-assessment test results.

4.2.3 COLLABORATIVE LEARNING IN INTERACTIVE CLASSROOMS AND AUGMENTED REALITY CLASSROOMS
Particular emphasis is placed on collaborative learning activities through the appropriate use of the Interactive Classrooms
system and in planned Augmented Reality Classrooms on the STU platform.

Both of these collaborative learning environments allow the pedagogical model of "flipped classrooms" to be adopted: students
are directed to previously document themselves on the topics related to the planned discussion, then study video lectures,
reference texts, books, handouts, articles, essays, thus preparing themselves for the conversation with the faculty member.

4.2.3.1 Interactive Classes

In STU's Interactive Classrooms, faculty members and students use interactive tools, conduct practical exercises, intermediate

assessment tests, exam simulations, and dialogue, learn cooperatively and collaboratively, and become active knowledge

builders.

STU's Interactive Classrooms allow faculty members and students, in addition to those above "flipped classroom" mode,

various modes of teaching interaction:

o Teaching processes and procedures: the faculty member sets up a workspace that will enable participating students to
operate practically on documents and software prepared by the faculty member; in the first phase of the session, the
faculty member shows students specific procedures and processes, using the application-sharing features integrated by
the Interactive Classroom system; in the second phase, the faculty member offers students a real-time practice time in
which students replicate the procedures they have just learned; the faculty member intervenes when the student deviates
from what the expert model provides;

o Collaborative project work: the faculty member sets up an exercise in which students are asked to practically and
collaboratively manipulate the theoretical knowledge they have learned; the lecturer shares the prepared workspace with
the participating students for activities ranging from collaborative creative writing to the creation of a technical paper (e.g.
: business plan, marketing plans, analysis and reports) in groups to cooperative work on specific specialized software; the
lecturer/tutor at the beginning of the session presents the exercise and shares the workspace with the students; in addition,
the lecturer grants control of the workspace, in turn, to one of the students, who will physically operate on the activated
software, following the indications emerging from the collective discussion; the product produced can be taken up in
subsequent sessions, while not only the final product but also the individual "revisions" collaboratively created in each of
the sessions can be evaluated on the tracking system.

4.2.3.2 Augmented Reality Classrooms
The planned Augmented Reality classroom environments, through the manipulation of variables such as space, roles, and
interaction between Avatars or simulations of natural subjects, create a dimension connoted by a strong sense of reality in
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The real person or simulation perceives the potential to interact with the available environment and with the other Avatars
present.

The student is immersed in a new dynamic reality where they are spectators and actors. The experience in this reality is dense
with sensations and involvement; the subject is "drawn" within a new virtual world with all the characteristics of the real world.
The Avatars of students and faculty members meet in the multi-dimensional simulated world and take their places inside the
classroom. The Avatar of the faculty member asks questions to the students’ Avatars to understand their level of preparation.
At this stage, the questions asked assume more importance than the answers; they form the basis for initiating the discussion,
or rather the disputation. With disputation - inspired by the didactic model of medieval universities - a learning process that
arises from dialogue and confrontation, learning from others and reflecting on one's ideas is stimulated.

In augmented reality or simulated classrooms, students and faculty at Avatar develop learning processes by experiencing an
immersive collaborative teaching dimension. Students use interactive tools, conduct practical exercises, intermediate
assessment tests, dialogue, learn cooperatively and collaboratively, and become active knowledge builders.

Learning becomes a process that engages the student in reflection and the development of multiple perspectives and points
of view.

Creativity and critical sense in approaching knowledge are stimulated. Interaction, dialogue, and discussion add value to this
type of learning. Multi-dimensional environments and other immersive sim worlds allow you to penetrate the digital body and
perceive yourself no longer in front of a computer screen but in a virtual classroom animated by real teachers and students.

4.2.3.3 Virtual Laboratory

In the Virtual Laboratory, the student can put into practice the knowledge acquired according to a "learning by doing" mode:

the tutor can clarify doubts and provide suggestions using Interactive Classes or by using a forum; the student can carry out

an exercise followed in an Interactive Class by the expert Lecturer/Tutor who can thus observe the way the activity is carried

out, follow the student step by step and send feedback on intermediate processes and errors.

Also included in STU's Teaching Cyberspace are Interactive Exercises, through which the student can verify in real-time and

practice the theoretical principles learned from the video lectures, activating a "learning by doing” leather process.

With interactive exercises, new learning models are developed that shift human cognitive operation from the symbolic-

constructive mode to the perceptual-motor mode. Students can reflect on their experiences and theoretical principles made

operationally and memorized through problem-solving activities.

The types of questions that make up an interactive exercise are different:

e Open-ended questions: the student is asked to solve a problem or answer a question to be completed within a text field.

e Multiple-choice tasks: The student is asked a question with several possible answers, only one of which is correct. The
student responds by selecting one of the answers.

e Advanced multiple-choice questions: the student is asked a question and N possible answers, of which one or more are
correct. The student responds by selecting one or more solutions.

The execution of the interactive exercises is triggered automatically during the enjoyment of the video lesson after each of

the topics covered by the teacher in the video lesson itself. Through a database of questions semantically related to each of

the issues of the video lectures, the system generates batteries of different questions at each access, making the self-check

phase relevant and practical for the student. Interaction is fast and intuitive, and students get a real-time evaluation of the

exercise as a whole based on the parameters established in advance by the faculty member, who:

e designs each question and determines the correct solution;

e establishes the pass threshold for each exercise (e.g., if the exercise consists of 10 questions and the pass threshold is
60%, the student must do at least 6 of them correctly)

e Provide textual feedback and remedial directions in case of passing the exercise and in case of incorrect answers.

If the student passes the exercise, the system invites them to join the video lesson from the next point. Conversely, in the

case of incorrect answers, the plan suggests that the student return to the video lecture topics necessary for the correct

resolution of the exercise before continuing to study more advanced topics.

At the end of the lesson, students and teachers/tutors, through STU's Learning analytics system, can consult statistics on the

performance achieved in the interactive exercises of the study and the entire course, which, through graphs and data, provide

the student with a clear picture to self-assess their progress in learning the subject, and the teacher/tutor with a fundamental

tool to guide their interventions in the Interactive Classroom or Virtual Classrooms based on the critical issues that emerged

from individual students and classes on specific topics.

4.3 LEARNING PATHWAY VERIFICATION AND MONITORING METHODS

St. Thomas University uses the following activities to identify and verify the learning pathway:

a. The tracking of training activities by the system, with reporting on the data tracked.

b. Didactic and technical monitoring and continuous feedback from tutors (at the level of quantity and quality of interactions,
adherence to didactic deadlines, delivery of scheduled papers, etc.); the related data and, specifically, qualitative data, are
made available both to the teacher for evaluation activities and to the student for their self-assessment.
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c. Formative knowledge verification in the syllabus, both the one subjected to teacher evaluation and the one in self-
assessment (e.g., multiple choice test, true/false, sequence of questions with different difficulty, simulations, concept
maps, papers, group projects, etc.).

d. Final profit exam in which the work done online will be considered and valued (activities carried out at a distance, quantity,
and quality of online interactions, etc.).

4.3.1 TRACKING AND REPORTING
This feature makes it possible to track a student's activity during all phases of their learning journey: access to a learning unit,
the fruition of different learning contents, time spent on individual learning units, frequency of interventions in the virtual
classroom, evaluations, and self-assessment on midterm tests, and assessment of the quality of interventions in virtual
meeting sessions. Information on time spent on the learning content, learning units visited, participation in forum discussions
and chats, tutorials conducted, and associated evaluations and self-assessments are stored on the database for later viewing
by authorized users within the reporting system. The information thus stored can be used:

e by a faculty member to improve and increase, through continuous monitoring of student and group activities, the
effectiveness of problem-solving learning interventions, playing a role in guiding and stimulating training;

o by teachers to complete the final evaluation process, which will have to take into account the results of intermediate tests
proposed to individual students and student groups, as well as quantitative data on the use of learning materials and
participation in collaborative activities, and the qualitative judgments made by tutors at synchronous and asynchronous
virtual meetings;

o by students to check their progress and, through a self-assessment process, adjust their pace to achieve their educational
goals.

4.3.2 PERFORMANCE ASSESSMENT

The faculty member is also able to assign performance evaluations and ratings based on personal observation of student
activities; the faculty member is put in a position to make an assessment that takes into account both quantitative data
displayed in the reports of each student and the groups of students they follow (online presence of the student, use of learning
materials, participation in both synchronous and asynchronous online activities, both personal and group). Qualitative data,
being able to record on the system their judgments on the quality of the student's interventions and interactions in
synchronous and asynchronous group sessions.

4.3.3 MONITORING STATISTICS

The tutor will be able to view statistics regarding the times and percentages of the student's use of the didactic units, the
results of the tutorials, his previous evaluations, and the student's time of attendance at synchronous and asynchronous
group training activities (chats, forums).; as well as the tutor can enter evaluations on the quality of these training activities.
Statistics can be viewed individually, student by student, or by classes of students.

4.4 OUTCOMES

4.41 EDUCATION

GOAL 1: Create the conditions to reach enrollment targets and recruit students from many countries.
Tools:

- Develop marketing policies and opening of remote educational hubs to assist students internationally.
- Enhancement of teaching facilities for online training.

- Involvement of qualified and complementary external faculty.

- Communication initiatives related to educational content, evolution, and new pedagogical methods.
- Opening of professionalizing pathways.

- Develop training paths in close relationships within an emerging global world.

- Development of training paths for the enhancement of English language skills.

- Increasing the quality, quantity, and cost-effectiveness of services.

- Staff acquisition who are proficient in English.

GOAL 2: Target the percentage of women enrolled in the first year to 35 percent within the next six years by achieving full
gender parity in the proposed degrees.

Tools:

- Engagement and mentoring for female students in collaboration with institutions.

- Development of pre-registration and enrollment incentive measures.

GOAL 3: Include knowledge of the global sustainable development goals outlined in the UNITED NATIONS Agenda 2030 in

St. Thomas University curricula.

Tools:

- Empowerment actions directed at faculty and students to familiarize them with the 17 Sustainable Development Goals, with
particular attention to creating integration pathways dedicated to students from emerging countries for whom the SDGs
(Sustainable Development Goals) have been specially designed.
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- Verify the correlation between the specific SDGs characterizing the various teachings, content, and students' knowledge
advancement.

GOAL 4: Recognize the importance of the sciences and society and the importance of interdisciplinarity.

Tools:

- Integration of specific catalog teachings.

- Implementation of educational pathways that enhance interdisciplinarity and provide for the contamination of STEM (Science,
Technology, Engineering, Mathematics) and SSH (Social Sciences and Humanities) disciplines, recognizing their essential
value for advancing knowledge.

GOAL 5: Continuous improvement of professors' teaching and the qualifications for new faculty.
Tools:

- Conferring awards to those who have particularly distinguished themselves in teaching.

- Provision of computer, multimedia, and language support compartments.

- Structured investment in new pedagogical software and technical support for its use.

- Investment in new educational delivery technologies and support for their use.

4.4.2 RESEARCH

GOAL 1: Create a research agenda allowing quick, effective, and transparent identification.

Tools:

- Archiving of publications and patents.

- Maintain a database related to scientific production, research projects, patents, and all relevant research activity (contracts,
doctoral dissertations, etc.).

- Definition/acquisition of algorithms/software for extracting information.

- Systematic use and improvement of the registry to ensure full representation of research opportunities in different fields.

GOAL 2: Increase the self-financing capacity.

Tools:

- Develop and implement agreements with companies for collaboration.

- Increase the number of industrial partnerships and their specific financial scope, enhancing the sharing of medium- to long-
term goals.

- Strengthen services to support the drafting of project proposals.

- Consolidate research infrastructures, including those shared with entities in the area (e.g., universities and other research
centers, and create new ones.

- Represent research initiatives through an ad hoc portal and showrooms for visitors.

- Provision of specific bootstrap funding for strengthening resource acquisition opportunities for faculty research agendas.

GOAL 3: Aim for increasing quality.

Tools:

- Revision of internal criteria for evaluating scientific research, focusing on quality instead of quantity.

- Using a peer review system for an authoritative and transparent evaluation of scientific research and proposals that are not
the sole use of bibliometric parameters.

GOAL 4: Direct interdisciplinary research to respond to the Agenda 2030 sustainable development goals.

Tools:

- Mapping our scholarly activity and verifying responsiveness, project reporting, and publications to the planetary and societal
challenges encapsulated in the 17 Sustainable Development Goals, to which Horizon Europe's five priority clusters will be
linked.

4.4.3 TECHNOLOGY TRANSFER AND KNOWLEDGE SHARING

GOAL 1: Generate new intellectual property.

Tools:

- Awareness and support of faculty on intellectual property protection.

- Enhancement of patent submission for academic career purposes.

- Increase administrative and legal support to researchers at the patent drafting stage.

GOAL 2: Direct students to the spirit of innovation and entrepreneurship by involving them in the various educational initiatives

below.

Tools:

- Contamination of educational pathways with elements of entrepreneurship and innovation, including problem setting/solving,
human and social sciences, learning-by-doing, and soft skills.

- Opening training tracks to contributions from entrepreneurs, start-uppers, and innovation practitioners for testimonials and
to lead project workgroups.

- Support collaborations on the frontier of entrepreneurship and innovation training.
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GOAL 3: Strengthen Human and Social Sciences expertise for training, research, and technology transfer.

Tools:

- Create paths for coordination in science, technology, and society.

- Establish structures to support strategic choices and the conception and writing of new ideas (e.g., techno-economic
feasibility studies, ethical-legal evaluations, social impact studies, dissemination actions, etc.).

4.5 ACADEMIC PLANNING

4.5.1 ACADEMIC CALENDAR AND CLASS SCHEDULE

The academic year is individualized for each student in that it begins with the first course in a degree program and ends when
the student has completed the required credits and weeks of class time.

A week of instructional time is seven consecutive days in which classes are held. In asynchronous distance learning courses,
the instructional time is based on the student completing the instructional activity.

Courses related to a bachelor's degree program last five consecutive weeks; courses related to a master's program last six
straight weeks. When students finish a course, they may begin the new one immediately the following week.

A maximum of two courses may be enrolled in at the same time. However, STU suggests that students take one course at a
time. This intensive mode allows the student to focus more attention and resources on a single topic. It is an instructional
mode that enhances learning and helps students achieve their educational goals more time-efficient and outcome-oriented.
Class time is measured from the first day of class or examination and does not include vacations, scheduled academic breaks,
or orientation periods.

4.5.2 CURRICULA AND PLANS OF STUDY

Each student's study plan includes the compulsory activities mentioned in the preceding paragraph, any educational activities
envisaged as optional, and independently chosen activities.

Credits acquired as a result of examinations that may have been successfully taken for teaching, in addition to those countable
to complete the path leading to the degree, remain recorded in the student's career and may give rise to subsequent
recognition. Still, the evaluations obtained should be included in the calculation of the grade point average of the profit
examinations.

The courses offered are numbered:

o Numbered less than 100 are preparatory courses and do not give credit.

Numbered 100 to 299 are courses for first-year students, sophomores, or other introductory-level courses.

Numbered 300 to 399 are junior or senior-level courses that require in-depth knowledge of the subject matter.
Numbered 400 to 499 are senior-level courses.

Numbered 500 to 900 refer to post-graduate level courses.

Course objectives, prerequisites, syllabi, requirements, and evaluation procedures will be clearly stated and made available to
students in a written syllabus.

Students must meet all prerequisites before registering for a course. Requirements are listed at the end of each course
description.

4.5.3 ASSIGNMENT OF CREDIT HOURS

The student's work is measured in credit hours (CH).

The student must complete 120 approved credit hours to earn a bachelor's degree.

To earn a master's degree, the student must complete at least 36-45 approved credit hours, depending on the requirements
of the specific degree.

In STU's online courses, the amount of teaching, testing, reading, and studying can vary depending on the difficulty of the
material. Courses are usually 3 CH divided into smaller parts, called units, and each unit consists of two parts: an instructional
part and a study part.

The instructional part includes video lectures, quizzes, required readings, discussions, or activities for each CH for 11-16
hours of instructional time.

The study consists of doing research, additional readings, homework, and individual study, which is 22 to 42 hours for 1 CH.
A typical 3 CH course thus consists of 5-6 units corresponding to 33-48 hours of instructional time and 66-126 hours of
study.

4.5.4 ACTIVATION OF COURSES OF STUDY

The Academic Senate and the Board of Trustees, based on the proposals made by the Dean of School, by January 31 of each
year, shall deliberate on the courses of study to be activated in compliance with the requirements and observance of the
objectives and criteria of the planning of the university system and subject to the favorable report of the Self-Evaluation
Committee.

The following shall be understood as requirements for the activation of bachelor's and master's degree programs:

- the requirements for quality assurance of educational processes;
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- the requirements for transparency and the necessary conditions for proper communication aimed at students and all
those involved in the characteristics of the courses;

- the requirements for facilities and faculty that must be available to support the courses; and

- the size rules regarding the sustainable number of students for each course of study.

For each course of study to be activated, the possession of the requirements indicated in the previous point and the

acquisition of a favorable opinion of the NCU System is verified, and the courses are entered into the database of

educational offerings.

455 ACADEMIC PROGRAM IMPROVEMENT

STU provides for ongoing academic program improvement incorporating such elements as:
- Graduation notes.

- Course completion rates.

- Graduate job placement.

- Student course review.

- Use of a particular advisory review group.

- Faculty participation in conferences, workshops, and professional development seminars.

4.5.6 ACADEMIC PROGRAM LIFE CYCLE

STU uses the University Program Lifecycle (UPL) process, which involves building, maintaining, and managing STU's
academic programs through periodic review and examination of existing programs, courses, outcomes, competencies, and
faculty and student feedback to identify opportunities for improvement. All academic programs must be developed,
maintained, and withdrawn according to the basic steps described below:

Program construction. This phase develops a program idea or update of an already offered program and focuses on
curriculum development.

Program health. This phase includes reviewing programs, courses, outcomes, competencies, and faculty and student
feedback to identify opportunities for improvement. After this assessment, there are two decisions:

- Maintenance of the program as is or with limited revisions.

- Revision of the program leading to a new version.

Withdrawal of the program. The program is no longer available for the enrollment of new students but will continue to be
delivered for students already enrolled in that version of the program.

Program expired. The program is permanently passed when all students who started that version have completed the program
or cannot complete it.

4.5.7 DEACTIVATION OF COURSES OF STUDY

In the case of deactivation of a bachelor's or master's degree program, STU guarantees students to complete their studies
and attain the relevant degree while still regulating the possibility for the same students to opt for enroliment in other activated
courses of study.

4.6 DEGREES OFFERED
Through its Schools, STUs offer four-year programs of study to earn Bachelor of Arts (B.A.) and Bachelor of Science (B.Sc.)
degrees and two-year programs to earn degrees that represent excellence in the respective field of education.

4.6.1 SCHOOL OF GENERAL STUDIES AND DIGITAL EDUCATION

The School of General Studies and Digital Education emphasizes interdisciplinary collaboration and addresses aspects of
education, pedagogy, and various fields.

General Studies includes courses and programs to provide students with a broad education. Core or foundational courses
are provided that cover essential subjects such as English composition, mathematics, natural sciences, social sciences, and
the humanities. They aim to provide students with a well-rounded education to ensure a broad-based fundamental
understanding of key disciplines.

Digital Education, also known as online education or e-learning, uses digital technologies and the Internet to deliver educational
content and facilitate learning. Digital education uses computers, mobile devices, and online platforms to access course
materials, interact with instructors and fellow students, participate in discussions, complete assignments, and conduct
assessments. With the advancement of technology and the increasing demand for flexible and accessible educational
opportunities, digital education has grown significantly and continues to grow in popularity.

The course of studies in Digital Education places great importance on the development of educators and trainers who have
the skills to create supportive and inclusive learning environments that address learners' emotional, psychological, and social
needs. It is committed to preventing and countering distress from educational challenges, social inequities, and other issues.
The degree programs offered by the school are:

Bachelor of Science in Digital Education with a concentration in:
o Instructional Designer in Digital Contexts
e Psychosocial Educator in Digital Settings
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Master of Arts in Digital Education with two areas of emphasis:
e Instructional Design
e Psychosocial Educator in Digital Settings

4.6.2 SCHOOL OF INNOVATION AND INTELLIGENCE

The School of Innovation and Intelligence is an interdisciplinary institution that oversees various academic disciplines, including
Computer and Data Science, Math for Artificial Intelligence, Computational Life Sciences and Bioinformatics, Software
Engineering, Architecture, Web and Information Systems, Intelligent Sensing (Robotics, Real-Time Systems, and Computer
Vision), and Artificial Intelligence Systems. The curriculum of our courses is meticulously designed to cultivate the proactive
and preeminent roles of computer science professionals. Our primary objective is to equip our students with the necessary
skills and knowledge to contribute to developing an open and dynamic knowledge society. To achieve this, we foster
collaboration between our students and professionals from diverse fields such as design, anthropology, and psychology.
Within our educational offerings, we have developed a Bachelor's degree program that imparts fundamental information
technology skills. Additionally, we provide specialized Master's degree programs that delve into the most sought-after topics
in the contemporary workforce. These programs are specifically designed to meet the demands of the industry and enable
our graduates to excel in their respective fields. The degree programs offered by the school are:

Bachelor of Science in Computer Science with a concentration in:
e E-Commerce and Digital Communication

e Machine Learning and Artificial Intelligence

o Information and Data Analytics

e Networks and Cybersecurity

Master of Science in Cybersecurity

Master of Science in Artificial Intelligence Systems with a concentration in:
e Computer Vision

e Methodologies

¢ Intelligent Robots

o Artificial Intelligence and Innovation

4.6.3 SCHOOL OF INTERNATIONAL BUSINESS

The School of International Business covers economics, business, mathematics, and statistics expertise. It aims to promote
the dissemination of culture and the advancement of theoretical and applied research in economic and international disciplines.
It recognizes the importance of interdisciplinary scientific input and a plurality of analytical methods and business principles,
encouraging intellectual discussion and debate. On this basis, the School of International Business encourages integration
and coordination between research and teaching activities. Evaluation and reward criteria and internationalization constitute
the tools for disseminating knowledge and enhancing relations with society regionally, nationally, and internationally. In this
context, training young people naturally becomes a focal point of the School of International Business activities, which aims
to enhance educational offerings and research projects by creating close connections and interrelationships between the
latter's results and the contents proposed by the courses of study. This is also achieved with the support and active
participation of the working world's reference actors (stakeholders). The degree programs offered by the school are:

Bachelor of Science in Business Administration with a concentration in:
Accounting

Finance

Management

Marketing

Digital Economy

International Business

Green Business Management

Master of Business Administration - MBA with a concentration in:

e Green Management, Energy, and Corporate Social Responsibility
Marketing and Digital Communication

International Banking and Finance

Cyber Risk Strategy and Governance

Circular Economy Management
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STU BACHELOR DEGREE REQUIREMENTS
MINIMUM REQUIREMENTS FOR ADMISSION

1. A high school diploma (or equivalent) or
if the certificate was not earned in the U.S., proof of completion of secondary school that allows for university enroliment
in the applicant's home country.

2. Candidates whose native language is not English must demonstrate proficiency in the English language.

4.7.2

GENERAL REQUIREMENTS FOR THE ACQUISITION OF A BACHELOR'S DEGREE

To receive a Bachelor's Degree, STU students must:
1. Complete at least 120 credit hours divided as such:
a. General Education Requirements - 30 CH

A minimum of 30 CH or the equivalent is required for General Education courses. General Education course work

addresses the broad areas of human knowledge essential to a liberal arts education. Across the curriculum, particular

attention is placed on written and oral communication skills.

To achieve STU educational goals and be in alignment with the STU mission, students must complete the following

General Education courses in the following categories:

e Humanities and Fine Art.

¢ Business/Social and Behavioral Sciences.

e Mathematics, Natural Science, and Computer Science.

¢ Global Perspectives and Diversity - These courses prepare students for a global and diverse world and emphasize
international comparative perspectives on race, ethnicity, and gender. Classes are indicated with a G in the STU
catalog.

e Writing Intensive - These courses are designed to improve and reinforce the fundamental ability to communicate
effectively, which is central to a liberal arts education. The classes are indicated with a W in the STU catalog.

Each course may be used to satisfy only one General Education Requirement.

b. Core Curriculum, Major Requirements, and General Electives - 90 CH.

Within each degree program, the core curriculum and essential major requirements establish the requirements of
each area. For some majors, besides the core requirements, students must complete additional general electives
supporting needs.

c. Within the 120 credits, at least 45 CH must be obtained in upper-level credits (300-400 level).
2. Atleast 70% of the coursework must be completed at STU.
3. Complete core requirements and major requirements as outlined in each major.
4. Maintain a minimum of a 2.0 cumulative GPA on a 4-point scale.

4.8
4.8.1

STU MASTER DEGREE REQUIREMENTS
MINIMUM REQUIREMENTS FOR ADMISSION

Students must meet the following criteria:

1. A bachelor's degree from an American college, university, or equivalent from a non-US institution.

2. Applicants whose first language is not English must demonstrate knowledge of the English language. Students who
attended university schools where English was the primary language of instruction for all subjects are exempt from this
demonstration.

w

A GPA of 2.5 on a 4-point scale or equivalent

4. Evidence of adequate knowledge to support a degree course:

o To enter Masters of Cybersecurity or Informatics programs, students must know of the following:
Those undergraduates who study in a different field than Information Systems, Artificial intelligence, Data Security, or
related fields must take the following courses as prerequisites before entering the Master’s programs.

1.

2.

3.

4.

Calculus: This course covers topics in differential and integral calculus, which are foundational to many concepts
in data analytics;

Introduction to Programming: This course introduces basic programming concepts and languages, such as Python
or Java;

Statistics: This course covers basic statistical concepts, such as probability, hypothesis testing, regression analysis,
and

Data Structures and Algorithms: This course covers the design and analysis of algorithms, as well as data structures
such as arrays, linked lists, and trees.

o To enter the Master of Business Administration program, students must have a bachelor's degree in business. Those
students who do not have a bachelor's degree in business may satisfactorily demonstrate proficient business
understanding by completing the Beginning Certificate in International Business.
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o To enter the Master of Arts, MA in Digital Education program, students must have

1. A Bachelor’s Degree from an accredited higher education institution in Education, Digital Education, Instructional
Design, Educational or Instructional Technology or related field.

2. A Statement of Purpose that describes relevant academic and professional background, why you want the MA in
Digital Education, and how this degree will enable you to achieve both professional and personal goals.

3. A resume, curriculum vitae, or a written description of relevant experience in digital education, teaching,
instructional design, or related fields.

4. Basic knowledge of computer science that includes, but is not limited to, fundamental concepts such as algorithms,
data structures, programming languages, computer architecture, operating systems, and software engineering.

4.8.2 GENERAL REQUIREMENTS FOR THE ACQUISITION OF A MASTER'S DEGREE

To receive a Master’s Degree, STU students must successfully:

1. Complete the curriculum with at least 36-45 approved credit hours, depending upon the specific degree’s requirements
2. Atleast 70% of the coursework must be completed at STU.

3. Maintain a minimum of a 3.0 cumulative GPA on a 4-point scale.

4. A maximum of 9 credit hours may be transferred into a graduate program. All transferred courses must be a B or better.
5. All credits must be completed within five years of enrollment.

4.9 NON-DEGREES OFFERED

St. Thomas University offers Certificate Programs to develop or strengthen specific job skills. Certificate programs tend to

focus on developing the skills needed for employment. Depending on your chosen certificate program, you will acquire the

technical skills or know-how required to perform specific job-related tasks. Still, they also provide an opportunity to hone key

transferable skills, such as critical thinking and decision-making.

STU’s certificates are divided into two levels:

o Beginner Certificate Programs are designed for students who want to develop skills in a particular subject or field or
those who want to change jobs and need new skills.

o Advanced Certificate Programs are designed for those who want to strengthen the skills needed to advance in their
chosen career or field.

At the end of the certificate programs, a certificate is awarded, attesting to the successful completion of the program.

4.10 ACADEMIC POLICIES

4.10.1  ATTENDANCE POLICY

A successful academic experience depends on collaboration between faculty and students. At STU, participation in lessons
and discussions is an integral part of the learning process, and the student must seek assistance from the tutor advising as
needed.

4.10.1.1 Good Standing

A student is considered in Good Standing when the semester grade point average (GPA) and cumulative GPA are 2.0 or higher
(undergraduates) or 3.0 (graduates) or in initial Good Standing during the first semester after transferring from another college
or university, regardless of the transfer GPA.

4.10.1.2 Disqualified for Verification
Students who have been admitted with provisional admission status and still need to receive verification or official academic
documents by completing the third course may only attend classes or change programs once documentation is received.

4.10.1.3 Academic Probation

At the end of three courses, for students with a grade point average (GPA) below 2.0 for undergraduate and 3.0 for graduate
students, the Academic Standards Committee will inform them of their placement on academic probation. During academic
probation, students may take three more courses and maintain an average of 2.0 for undergraduates and 3.0 for graduate
students or better. It must be done within six months. If a student cannot maintain significant improvement, the university
can exercise the right to dismissal.

4.10.1.4 Academic Suspension

Students on Academic Probation will be placed on Academic Suspension if:

(a) After the granted probationary period, they maintain a GPA of less than 2.0. for undergraduates or 3.0 for graduates.

(b) For failing to achieve the minimum required grade after the second attempt of a course required for progression in their
degree program.

Academic suspension is notified to the student by the Registrar and prohibits enrollment in courses and the university for six

months. After an academic break of six months has passed, students may be readmitted. The student must apply for

readmission by the University's admission procedures, explaining the reasons for their previous academic deficiencies and

why they should be readmitted.
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The Academic Standards Committee will review the readmission file and decide on Readmission. If approved, the student
must complete all program requirements in effect at the time of reinstatement and will be placed on Academic Probation for
the first three courses and must maintain a cumulative average of 2.5 for undergraduates or 3.0 for graduates to avoid
permanent academic suspension.

The University will note on the student’s transcript the date the student was placed and removed from academic suspension.

4.10.1.5 Academic Suspension Review

The Provost shall review the records of students proposed for academic suspension and submit to the Academic Standards
Committee that a student whose history shows promise of success in achieving a cumulative grade point average of 2.5 (for
undergraduates) or 3.0 (for graduates) be retained on academic probation for an additional three courses.

4.10.1.6 Disciplinary Suspension

Students may be suspended from the University for some time or indefinitely due to violating the Student Code of Conduct.
The University will note on the student’s transcript and personnel record the date the student was placed on and removed
from academic suspension.

4.10.1.7 Appeal to Academic Suspension
Students can appeal an academic suspension by completing the Academic Suspension Appeal Form. The appeal must be
submitted to the Academic Standards Committee within one week of receiving notification of the rest from the University.

4.10.1.8 Program Completion Deadlines

Program completion deadlines have been established for all programs offered by the University and apply to all continuously
enrolled students. Program completion deadlines are calculated based on the first date of positive recorded attendance in the
first program-suitable course and are listed below:

Program Years for Completion
Bachelors Within seven years
Masters Within five years

Please Note: For any questions about progression requirements or academic disqualification, the student must contact the
approximate university office.

4.10.2 COURSES POLICY

4.10.2.1 Course Prerequisite Waiver

A student may register for courses even if they do not meet the prerequisite requirement with the permission of the course
faculty member to waive the prerequisite. A student without prerequisites or the faculty member's consent to waive conditions
will be automatically dropped from a course unless the Registrar's Office has received proof of prerequisite completion or the
prerequisite waiver approval form.

4.10.2.2 Major

During the admission process, students will have the opportunity to choose one of STU's majors. If students do not declare
their major at admission, they will be classified as undeclared majors.

After admission and enrollment, students may declare or change their major by completing the Declaration and Change of
Major or Concentration form in the Registrar's Office.

As specified in each degree program, applicants must fulfill all course requirements to graduate. If the student decides to
change majors, they must inform their faculty advisor and complete a new declaration of change of major or concentration
form. Students are required to declare a major by the completion of 60 credits.

4.10.2.3 Program Changes

Students who wish to change their course of study may consult their academic representative. The student must sign a new
enrollment agreement and meet the admission requirements of the new program. The student must then complete the
curricular or degree requirements of the new program. If some previously completed courses meet some provisions of the
new program, these are recognized.

4.10.2.4 Repeating a Course

A student may choose to repeat a course for which an "F" grade has been assigned. The "F" grade will remain on the student's
transcript regardless of the passing grade for the repeated course.

The new passing grade, not the "F," will be counted in the cumulative GPA, and a mark of "NC" (No Credit) will be placed next
to the original "F" grade on the transcript.

Only in exceptional cases may a student repeat a course for which they have earned a passing grade, and they must obtain
permission from the Academic Standards Committee. This may be done only once, and the second grade will determine the
GPA. The student must submit a written request to the Academic Standards Committee for permission.

The repeated course must be identical to the original system in title and credits. Some changes to the curriculum may require
an exception. Credit for a course may be given only once.
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If the student receives a grade of W in the repeated course, the previous step will remain in the student's cumulative GPA.
Courses taken at other institutions cannot be used to replace grades earned.
Students must file a repeat request form with the Registrar's Office whenever they wish to repeat a course.

4.10.2.5 Incomplete Courses

Students may petition the Academic Standards Committee in cases where they believe they have a justifiable reason for failing
the course or being absent from the final exam. Such petitions must be submitted in writing to the Dean of the School at least
seven days before the termination date of the course in question. If the petition is approved, a grade of "I" (Incomplete) is
assigned.

After completing all course requirements, the instructor will review the student's final grade. It is STU'’s policy that incomplete
work must be completed within the first month following the date the Incomplete was assigned. The professor and the
Academic Dean will decide the due date for completing the work.

If the student fails to finish the Incomplete work by these deadlines, the "I" grade will become an "F" grade, which is a failure
for that course.

Students must complete a course completion agreement form available in the Registrar's Office. The form must be signed by
both student and faculty member and submitted to the Registrar's Office for the "I" grade to be recorded.

4.10.3 TRANSCRIPT AND GRADING POLICY

4.10.3.1 Official Transcript

Formal report cards are available on the student website at the end of each course. The grade reports indicate the approach
taken, the credits received, and the grade assigned. If a student has not paid tuition and fees for a period, the rate will be
withheld until payment. Faculty are required to post final grades within seven days of course completion.

4.10.3.2 Academic Standing

St. Thomas University has established the following grading guidelines to which the faculty adhere.

STU uses the 4.00 scale to evaluate students' academic performance, where 4.00 is the highest grade and 0.00 is the lowest.
Before STU calculates grades using the 4.00 scale, the faculty member assigns letter grades on the 100-point scale based on
each student's performance in their class.

Points/100 Letter Grade Grade Point Average
Qutstanding 93-100 A 4.00
90-92 A- 3.67
Above Average 86-89 B+ 3.33
82-85 B 3.00
79-81 B- 2.67
Average 76-78 C+ 2.33
72-75 C 2.00
Below Average 69-71 C- 1.67
66-68 D+ 1.33
63-65 D 1.00
60-62 D- 0.67
Failure 0-59 F 0.00

A = Outstanding Achievement. The student demonstrates intellectual initiative in achieving course objectives through a high
level of originality and creativity.

B = Excellent work. Student's performance meets course objectives by demonstrating a good understanding of course
material.

C = Average work. The student's performance demonstrates average understanding and satisfactory achievement of course
objectives.

D = Acceptable work. The student's performance demonstrates acceptable performance in meeting course objectives.

F = Fail. The student's performance could be better or below the minimum threshold of acceptability in meeting course
objectives.

The following grades do not have a numerical equivalent and are not used in GPA calculations:

I =Incomplete. The grade assigned to the student who has been granted an extension to complete assignments. If the student
completes the course, the “I” grade will be replaced with the grade earned, and the “I” grade will no longer be displayed on
the student's record.
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P = Pass. The student has satisfactorily completed the course.
W = Withdrawn. The student has withdrawn from the course.
NC = No credit.

Please Note: D- is the minimum grade to pass a course; however, students are reminded that a GPA of 2.5 for undergraduate
studies and 3.0 for Master's courses must be maintained for course continuation.

4.10.3.3 Grade Point Average

The University uses the numerical value of a letter grade to compute the student's Grade Point Average (GPA). Grade Value
represents the numerical value associated with a letter grade. The sum of all grade values earned for each class is called the
GPA Points. The number of Grade Points earned in one course is determined by multiplying the Grade Value by the credit
hours earned in the class. For example, a grade of “A” in a 3.00 credit hour course will contribute 4.00 (grade value) x 3.00
(credit hours) = 12 Grade Points to a student’s GPA. GPA Credit Hours is the sum of the credit hours for courses with a grade
of “A” through “F.”

Please Note: The credit hours for courses in which a grade of “F” is earned will NOT be counted towards degree credit,
but they are counted in the GPA calculation.

The GPA is the sum of the grade points for all courses divided by the total number of GPA Credit Hours for all courses
attempted. Please refer below for a sample GPA calculation.

Credit Hours Letter Grade .
Course Attempted X (Grade Value) = Grade Points
3 A4) 12
3 B (3) 9
3 B (3) 9
4 C(2) 8
TOTALS 13 38

Grade Points CH attempted Grade Point Average
38 + 13 = 2,923
The letter grade for each course and the cumulative GPA appears on the university transcript.
Grades are reported to the registrar's office and recorded at the end of each course.

4.10.3.4 Grade and Transcript Report Policy

o At the end of each course, the lecturer sends and publishes each student's grades.

o Grades are available to students who have paid all fees and tuition due.

e Students can view their course information, including grades, GPA, program information, and scheduled courses, online

at reqgister@sthomasuniversity.org.

Grades cannot be communicated to students by phone.

Student's official transcript shows courses, grades, credits, and teaching dates for each course.

Credits earned are recorded on the transcript as assigned, and grading fees are paid.

The transcript shows only a summary of credits transferred by the institution.

The deadline for changing an incomplete grade is seven days after receiving the student's completed assignments.

Students must wait approximately two weeks to change their rates.

o If a student repeats a course, only the grade and credit from the most recent repeat are used to calculate the total hours
earned and cumulative grade point average. Still, the original quality and the repeated grade remain on the transcript,
indicating that a particular course was repeated.

o Transcripts will be issued only to students who have paid all tuition, fees, and fines.

e Transcript request forms are available online.

e The Family Education Rights and Privacy Act of 1974 requires the student to submit all mailed transcript requests in writing
and sign all of the transcript requests.

o Students can request official transcripts from the University website by following the directions for requesting a transcript.

e The University cannot release transcripts received from other institutions. Copies of such transcripts must be requested
from the originating institution.

o All official transcripts sent to St. Thomas University become the property of the University and will not be returned to the
student.

o All student academic records must be retained, protected, and disposed of by local, state, and federal regulations.

o All student information is maintained on paper in the University's computer and electronic imaging systems.
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4.10.3.5 Disputing Grades

Students who dispute a grade received may contact the Dean of the School or designee, who will help them get the faculty
member to discuss the grade dispute. The faculty member's decision is final.

A grade dispute must be initiated within one week after the grade is posted. Grade disputes are not appealable outside the
University.

The faculty member may only change student grades after grades are posted if the student initiates the formal grade challenge
procedure or if the faculty member determines that the actual rate was improperly calculated.

Student grades represent the work and level of knowledge achieved during regularly scheduled course dates. Students may
not submit work to increase their grades after the end of the course, as this grade would no longer reflect the level of
proficiency achieved at the end period of the course.

4.10.3.6 Application for Graduation and Conferral of Degree

Students must apply for graduation to obtain the degree. Once graduation requirements are completed, students can download
the application form directly from the student section of the website. If, for some reason, the state cannot be downloaded,
the student should contact their academic representative to obtain a copy of the graduation application. Once the Registrar's
Office has received the graduation application and verified that the student has fulfilled their financial obligations to the
University and that all academic requirements for graduation have been met, a diploma will be issued to the student. A
transcript will be ordered and mailed.

4.10.3.7 Participation in the Graduation Ceremony

St. Thomas University organizes graduation ceremonies in which undergraduate and graduate students who have completed
all required credits for graduation and are in good standing can participate.

Graduation ceremonies are held at the university's learning centers according to a schedule that will be posted on the
university's website.

When a student submits the graduation application form, they must indicate whether they intend to participate in the graduation
ceremony and reserve their cap and gown for the ceremony. Students may only attend the graduation ceremony with a lid
and dress.

The university recognizes as an online university that student physical participation in a graduation ceremony will be limited
because of time, place, and cost - an online graduate ceremony will be arranged.

4.10.3.8 Diploma Registration

Diplomas are recorded on the student's transcript every month. A student's certificate is recorded on their transcript on the
last day of the month after completing all graduation requirements. Graduation requirements are considered fulfilled when all
credits are on the academic record. The completion date of the student's degree is recorded on the transcript, indicating that
all academic graduation requirements have been met.

Diplomas are ordered with the graduation registration date for all students who have completed degree requirements and
paid all fees and tuition.

Diplomas are processed and mailed approximately two weeks after graduation.

Student ineligible for graduation are informed by their academic representative of their deficiencies.

4.10.3.9 Graduation with Honors
Students who complete their degree with a grade point average of 3.85 or higher graduate with honors. The Honors
designation will appear on the university diploma and permanent transcript.

4.10.3.10 Honorary Degree
The university will grant honorary degrees based on service to the university mission and academic initiatives.

4.10.3.11 Records Retention and Disposition

The maintenance, retention, and disposition of documents relating to student educational records are governed by institutional

policy.

A listing of documents and disposition schedules filed in the Registrar’s Office includes:

e The permanent academic records of students are retained indefinitely.

o Applications for admission and-admission, transcripts issued by other institutions, military service documents,
undergraduate admission evaluations, national testing results, program changes, and pertinent correspondence are
retained for five years after the student’s last date of attendance.

o University policy prohibits the reproduction of transcripts and similar documents issued by other educational institutions.
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5. ADMISSION PROCEDURES

5.1.1 APPLICATION AND ADMISSION
St. Thomas University operates an open admissions policy.

5.1.2 ADMISSION MINIMUM REQUIREMENTS
A) A student must have earned the following degrees before applying to enroll at STU:
o Secondary school diploma (or equivalent) for enrollment in degree programs.
e Bachelor's degree (or equivalent) for enroliment in master's programs.
Suppose the secondary school diploma, Bachelor's degree, or Master's degree is not earned in the United States. In that
case, the degree submitted must allow for university enroliment in the applicant's home country.
B) A student who intends to enroll in an undergraduate or graduate program whose native language is not English must
demonstrate proficiency in English.
This proficiency may be demonstrated in one of the following ways:
(1) demonstrating that they attended a high school or university where English was the primary language of instruction
for 75 percent of all subjects or courses;
(2) Provide the results of one of the following tests:
TOEFL® exam - Test of English as a Foreign Language: Passing score 213
TOEIC® exam - Test of English as an International Communication: Passing score 750
[ELTS® exam - International English Language Testing System: Passing score 6.5
CAMBRIDGE ENGLISH ASSESSMENT: Passing score 170
STU recognizes the International Baccalaureate Diploma Program as a recognized college-preparatory program for
credit and actively seeks students with this academic preparation. The University considers Diploma candidates for advanced
standing. Receiving up to a full year’s credit (30 credits) is possible. Higher level courses will be considered on a course-by-
course basis with a grade of 3 or better for credit toward an STU equivalent course to be determined by the Registrar in
consultation with the appropriate Dean of Schools.

5.1.3 ENROLLMENT PROCESS

A student who wishes to enroll must have the following documents received:

A. Application form

B. Official transcripts

C. Copy of an identity document

Documents must all be in English. The U.S. Consulate must translate original documents in another language in the student's
country.

5.1.4 CREDIT RECOGNITION

A student who intends to request recognition of examinations, coursework, or other activities relevant to the degree program
of interest must submit a request for credit recognition and abbreviation exclusively by completing the Credit Hour
Recognition.

5.1.5 ADMISSIONS

STU recognizes three admission statuses:

o Admitted: a student is accepted when the admissions office has received and evaluated all documents submitted and all
admission requirements met.

o Provisional: students who submit incomplete information or documentation may be placed in provisional admission status
until STU receives all necessary information or documentation to make an appropriate admission decision. Students may
take a maximum of three courses in temporary admission status. Students must obtain full admission and enroll in the
fourth course.

o Denied: the applicant for admission has violated STU policy procedures.

All students seeking admission to STU are responsible for submitting a complete and accurate application, including all
required academic and professional credentials. Submission of incomplete, false, or misleading information is grounds for
dismissal at any time.
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6. TUITION AND FEES POLICY

STU’s course tuition and related costs are aimed at international students primarily from low-income family areas.

The decision to offer lower tuition fees than those charged by U.S. universities is consistent with STU's mission, which

addresses its interest as an institution of higher education in countries where access to quality university programs is still

tricky because of the costs required to attend them.

Tuition and fees are determined annually by the Board of Trustees.

There will be no extra tuition and fees for courses after university admission.

The student may choose two contractual modes of payment:

1. The first is where the student fixes the entire bachelor's or master’s degree by keeping the same annual amount from
enrollment until graduation.

2. Partial period of bachelor's or master's degree (not less than one year). STU does not change the agreed amount during
the student's year of attendance.

STU needs to know who is responsible for paying the fees. If this person is NOT the student, a Statement of Financial

Responsibility form must be completed using the form from STU’s website to confirm acceptance of payment obligations.

The responsible party or parties must inform STU of any change of address or bank details.

In case of late payment, the student's registration may be canceled, with an additional fee for re-registration.

6.1.1 CANCELLATION AND REFUND POLICY

Students withdrawing from STU must notify the Office of the President and Registrar in writing immediately. Any financial
adjustments are calculated when the Office of the President and Bursar receives written notification.

All withdrawals require the approval of the President. The student is considered enrolled, and their academic and financial
responsibility continues for all courses they have registered until the President's Office notifies them that the withdrawal has
been approved and accepted.

The student will retain the right to a refund if they comply with the withdrawal procedure described above.

Stopping payment or not attending classes does not constitute a withdrawal.

No refund will be given for unofficial withdrawal or dismissal from STU.

Students enrolled who withdraw before the start of the course(s) will be entitled to a refund of 100% of the tuition paid.
Students enrolled who withdraw in the first and second week of the course will be entitled to a refund as per the table below:

Before the 1% week 100%
15t week 50%
2M week 30%
After the 2"week 0%

Administrative and Resources fees are non-refundable unless prohibited by some provision of law. A student who withdraws
from a course will have access to the electronic course materials at no additional cost if the student re-enrolls within 180 days
of the withdrawal date.

Students enrolled in one or more courses after the second week of the course will be responsible for full payment and will
not be entitled to any refund.

Students enrolled in one or more courses will be responsible for full payment to STU in their national currency at registration.
The bank fees incurred are the students' responsibility and funding source, not STU's.

Reimbursements do not include bank fees incurred and are not the responsibility of STU.
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1. STUDENT POLICY

St. Thomas University is committed to providing students with quality academic service by facilitating their developmental
potential and contributing to the development of professionalism by the established general and specific educational objectives
described in each course of study and applying the fundamental principles set forth below:

Equality: the procedures and rules adopted are the same for all STU students, regardless of sex, age, race, language, religion,
political opinion, or geographical area of use.

Impartiality: STU delivers its services and assessment activities inspired by criteria of objectivity, justice, impartiality, and
fairness.

Continuity and Regularity: STU ensures the continuity and regularity of its services smoothly and uninterruptedly through
STU and its Schools. In the event of the suspension of educational activities and the malfunction of the technological
infrastructure, STU is committed to promptly notifying students of the interruption and arranging for the restoration of
services, minimizing the time of the disruption in the educational process.

Participation: to promote all forms of involvement, STU ensures maximum simplification of procedures and gives complete
and transparent information.

Efficiency and effectiveness: STU’s educational activity is based on the criteria of efficiency, energy, and flexibility in
organizing administrative services, teaching activities, and integrated educational offerings. This is done in compliance with
the principles and standards enshrined in the law and the application of the relevant contractual provisions.

71 STUDENT SERVICES

In pursuit of the educational objectives understood as the set of knowledge, skills, and competencies in terms of expected
learning outcomes that characterize the cultural and professional profile of a course of study, the services offered to students
at St. Thomas University are as follows:

7.1.1 COUNSELING AND GUIDANCE

St. Thomas University pays special attention to those who have to make such an important choice as a major. Wrong
orientation is among the leading causes of dropouts among students in the stakeholders served by STU.

STU's educational offerings were created to propose pathways to young people entering the university that
meet specific needs for acquiring skills adherent to their cultural interests. Still, above all, once they graduate, they are
expendable in the labor market. In addition, the offerings innovatively interpret the demand for specialized skills, considering
the latest technical and scientific developments, the socioeconomic system, and the people working there.

The St. Thomas University faculty are available to provide the necessary information for an informed choice: assistance,
courtesy, and professionalism are the requirements of faculty, staff, and administration.

7.1.2 ADVISING

The STU provides information to resolve students’ doubts and problems in university life, supporting them in organizational
and educational difficulties. Provides assistance aimed at students throughout their university journey:

Degree course orientation.

Compilation of study plans.

Assistance in studying.

Bureaucratic assistance.

Support in organizing a work plan.

Dissertation advising.

Creation of study groups.

Creation of teaching workshops.

The STU not only provides informational and didactic support services for students but also brings to fruition that conscious
accompaniment in progress that is part of the broader complex of services that invest the student from the time they manifest
the desire to enroll at STU to when, after graduation, they begin to be productive in the world of work.

This new design perspective aims to increase academic achievement and student well-being in an integrated and participatory
vision.

The email address of the assigned faculty member will be sent to the student upon registration.

Advising records will be kept strictly confidential and unavailable to third parties to our privacy policy.

The goal of stimulating students throughout their education and creating a social context for learning is also achieved by
organizing students into working groups run by experienced tutors trained in the technical communication aspects of online
education.

Students in the same group (virtual class) collaborate in developing joint projects, discussing teaching content in forums, and
supporting each other in understanding content and developing papers.

Tutoring modes are mainly carried out in four forms:

1. Guidance/advice.
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2. Monitoring of overall performance.

3. Monitoring of individual learning paths.

4. Student group coordination.

Tutoring is carried out mainly in individual and personalized modes via e-mail and the collective through virtual spaces of
synchronous and asynchronous interactivity.

Communication features allow students to exchange information with each other and with faculty members, facilitating learning
consolidation and knowledge dissemination and creating a widespread space for collaborative learning. Faculty members and
students are provided with Forums, Interactive Classrooms, and 3D Virtual Classrooms.

7.1.3 HELP DESK
The service provides information and clarification by phone during office hours indicated in the contact information or by
institutional e-mail.

7.1.4 STUDENT SECRETARIAT

The secretarial service provides information by phone or e-mail on enroliment, matriculation, credit recognition procedures,
and various study paths. It issues documents such as attendance certificates, enrollment certificates, graduation certificates,
etc.

7.1.5 SPECIAL-NEEDS STUDENTS

In promoting the inclusiveness of its educational offerings, STU relies on technology platforms that adhere to international
accessibility standards and refer to the W3C (World Wide Web Consortium). Visually impaired students can take the test on
the computer using special text magnification tools. For all students who certify that they have learning disabilities, STU grants
an increased period of attendance to take the end-of-course exams at no additional cost.

7.2 SERVICE QUALITY ASSESSMENT

STU ensures quality services and active student participation in university life.

Questionnaires directly verify satisfaction with the services provided to students, covering organizational, educational, and

administrative aspects. In addition, information on any complaints and nonconformities that have arisen during service delivery

is evaluated.

The evaluation functions are carried out by the Self-Evaluation Committee and are provided for participation as members of

two students.

Active participation of students in university life is ensured by participation in the governing bodies of STU, namely:

¢ the presence of two students in the Academic Senate

o the presence of two students in the Academic Standards Committee

o The Student Government's primary objective is the promotion of the common welfare of students by sponsoring programs
and services and acting as the student body's voice to the STU's governing bodies.

7.3 COURSE DELIVERY AND USE

Students and STU interaction through STU's e-learning platforms. Upon admission to the university, students are given a
personal STU email address that serves as their primary communication link with the university and their program of
studies. Advisement, courses, tutorials, mentoring with faculty, library access, and course resources such as video and
project assignment sharing are delivered online. The platforms allow asynchronous activities (lecture study, self-assessment
tests, participation in forums, etc.) and synchronous activities (video conferencing, live seminars, etc.).

Students enrolling in a Bachelor's or Master's degree program will be able to start within a maximum of five working days
after receiving the acceptance of their application.

7.4 STUDENT SUPPORT PROGRAMS

St Thomas University (STU) will provide students several services or support programs. STU will have the following available

immediately to students:

» Faculty mentoring - This service is provided to all academic course students, in which the instructor approaches the
educational learning experience as a learning mentor and facilitator of learning instead of the traditional model of one-
way learner instruction. This includes providing referrals to additional services, internal or external, as identified.

» Technical assistance - These services are available to assist students with technical issues they might encounter while
taking an online course. These services include both LMS and SIS assistance.

+ Library services - This service is provided to all students and provides features such as course-specific library guides
and the ability to ask a Librarian for assistance.

Policy concerning the effectiveness of provided programs:

St Thomas University (STU) embraces stakeholder feedback for continuous quality improvement within our educational

services and University operations. To help achieve this goal, STU employs the following techniques.

1. Student course and instructor feedback surveys. At the end of each course, students are offered a survey through the
online LMS to complete regarding course content and instruction.
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2. Enrollment and advisement surveys. Students are offered a survey upon enrollment and after meeting with their advisor,
at least once annually, regarding their experience with the process and customer service they received.

3. The customer satisfaction survey needs Additional support and technical assistance. Upon completing a service request,
individuals will be given a brief opportunity to complete a satisfaction survey through a web link.

4. Graduation survey. Upon graduation, the student will be survived through electronic means regarding their overall program
opinions.

5. General Suggestion/Complaint comment card. STU will develop a feedback form on its website that allows stakeholders to
submit general feedback and complaints or ask questions anytime. The comments can be anonymous or named,
depending on the complaint type and stakeholder choice.

The designated support area compiles surveys; results are aggregated for each type or course and shared with senior

administration monthly or quarterly. Faculty also receive an anonymized summary of course feedback survey after each course

or for open entry/exit courses monthly or quarterly, depending on student volume (to ensure anonymity).

7.5 STUDENT INFORMATION SUPPORT

7.5.1 TECHNICAL SKILLS AND ABILITIES FOR SUCCESSFUL PARTICIPATION IN ONLINE EDUCATION

To be successful in online learning takes some basic technical skills. You must be familiar with using a web browser and an
Office Suite productivity suite, including a word processor, spreadsheet, and presentation software. See out technical
equipment guidelines for recommendations related to software and hardware that will maximize your learning experience.

In addition, Online education requires self-motivation and minimizing distractions to facilitate the learning process. The
following guidelines can assist you in becoming a more productive learner.

[ ] [ ] L] [ ] [ ] L]
Minimizing Distractions
Try these tips to reduce distractions
For more information ask your instructor

Place: Time:

Find a quiet and clutter free
place to study or work on
projects. This will help you
keep focused and organized.

« Schedule time to study.

« Set specific start and end times.

+ Schedule break times to rest
your brain.

+ Set milestone and completion
dates.

Productive

Learning

Self Care: Outside Stimuli:
- Set achievable incremental Outside TUFCn (I3|>ff Er quiet:
« Cell phones
oals. . .
g Stimuli + Email

*+ Rest your brain.

« Switch between activities to
stay focused.

» Never be afraid to ask for help!

« Social media notifications
« Collaboration tools (i.e, Teams)
« TV or Music

Remember, online learning provides flexibility and the ability to learn from anywhere. To get the most out of that experience,
you must have a basic ability to access the internet, use a web browser, and use productivity software to complete
assignments.

The online platforms have instructional guides and tutorials that will enable you to utilize the online learning modules, and
many demos and videos exist online, on YouTube and other services, that will help you maximize the tools and productivity
software needed to succeed online.

7.5.2 TECHNICAL REQUIREMENTS FOR ONLINE LEARNING AT ST. THOMAS UNIVERSITY

St. Thomas University has gone to great lengths to make its learning platforms accessible in many ways. You can access the
platform and course modules from a desktop PC, laptop, tablet, or cell phone. St. Thomas University recommends using a
desktop PC or laptop as your primary device to access courses and complete assignments. Windows or Apple operating
systems are supported and will provide the optimal user experience. In addition to internet access, a student will need access
to a productivity software suite, such as Microsoft 0365 or Google Tools. This suite should include a word processor,
spreadsheet, and presentation software. The following are recommended standards for successful online learning
participation.

43



ST. THOMAS UNIVERSITY

" - Global American Learning General Regulations of the University

7.5.3 DESKTOP/LAPTOP
Operating Systems: Windows 10 or higher (Windows is preferred)
Apple OS 10 or higher (allowable but not preferred)

Web Browser: Google Chrome, Microsoft Edge
Productivity Suite:  Microsoft Office 365 or Google Workspace
Video Player: Operating system default offering

Ram: 8 MB minimum, 16 MB preferred

Hard Drive: 40 GB minimum

Input/Output devices:Keyboard, Mouse, Headphones, speakers, microphone, and printer(optional)

7.5.4 TABLETS OR CELL PHONES

If you have a tablet or want to use a tablet, it should be a recent operating system, no more than two years old, and it could
be Android, Apple, or Windows. It must have a minimum 32 GB tablet; 64 GB or higher is preferred. You are not recommended
to use a tablet or cell phone to complete assignments. While they can be used to access information, the devices are not
designed to be used when completing online learning programs and will reduce your overall learning experience.

7.5.5 INTERNET CONNECTION
If using a land-based internet service, you must have an internet connection that can support either 4G or higher connectivity
or 200MB. Wireless and wired connections are both supported.

7.6 GENERAL STUDENT RIGHTS AND DUTIES

St. Thomas University, Global American Learning NPO, recognizes and respects students' rights, which are the basis of the
charter of services:

1. RIGHT to quality education with high-profile faculty, effective teaching methods, and advanced technological infrastructure;
2. RIGHT to be informed in a timely, complete, and up-to-date manner about everything related to the activities of the
University and teaching in particular;

RIGHT to access and use learning materials on the 24-hour learning platform;

RIGHT to use administrative services during the hours established by St. Thomas University;

RIGHT to be assisted in their educational journey by teachers and tutors by the established procedures and schedules;
RIGHT to technical support provided by technical assistance;

RIGHT to submit complaints and suggestions on any inefficiencies;

RIGHT to confidentiality and protection of personal data by relevant laws.

As an institution of higher learning, St. Thomas University:

o GUARANTEES the right of all able and deserving students to achieve the highest level of education. The right to study is
essential for all students. Students who are eligible for scholarships due to academic merit or financial need will be assisted
in seeking financial assistance

o ASSURES its students with the necessary conditions for developing their personality and civic knowledge. The right to
participation, free expression, and cultural autonomy are recognized

o GUARANTEES that students with disabilities will not be excluded from participation in any St. Thomas University program
or activity as long as they meet the minimum course admission requirements

o ASSURE its students with correct and timely information they may need to succeed in their academic endeavors

Students must:

1. TAKE RESPONSIBILITY to conscientiously strive to achieve the academic goals they have set for themselves. Accordingly,
each student must comply with the rules of the University and the courses in which they have enrolled;

2. TAKE RESPONSIBILITY for knowing the entrance requirements of their specific courses;

3. TAKE RESPONSIBILITY for knowing all STU policies or procedures. A student's lack of knowledge of an STU policy or
methodology will not be accepted as grounds for a waiver or exemption from a policy;

4. RESPECT the organizational and safety STANDARDS outlined in STU's policies and procedures.

7.6.1 PRIVACY REGARDING STUDENTS' ACADEMIC AND EDUCATIONAL RECORDS

Family Educational Rights and Privacy Act, 20 USC § 12329 et seq. (FERPA), gives St. Thomas University (STU) students

certain rights regarding their educational records. Educational records are directly related to a student and maintained by STU

or a party acting for STU.

The term "educational documentation" does not include the following:

a. Records of a teaching, supervisory, administrative, and educational nature kept by STU officials for personal use only.

b. Documentation of student employees.

¢. Alumni documentation.

d. Student health, psychiatric, and counseling records concerning students' treatment are maintained. Other health records
laws may protect these records).

© NGk W
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Students' rights regarding educational documents include the following:

1. The right to inspect and review the student's educational records within 45 days of the day STU receives an access
request. The student must submit a written request to the Register identifying the documents the student wishes to
inspect. The STU Register will make access arrangements and notify the student of the time and place the documents
may be inspected.

2. The right to request amendment of student education records that the student believes are inaccurate, misleading, or
violate the student's privacy rights under FERPA. A student who wishes to ask STU to amend a document must write to
the STU official responsible for the record, clearly identifying the part of the document the student wishes to amend and
specifying why it should be amended. If STU decides not to amend the document as requested, STU will inform the student
in writing of the decision and their right to a hearing on the request for amendment. Further information about the hearing
procedures will be provided to the student upon notification of the right to a hearing.

3. The right to provide written consent before STU discloses personally identifiable information in a student's education
records, except where FERPA authorizes disclosure without consent.

4. FERPA allows disclosure of student education records to university officials with a legitimate educational interest in the
records without requiring the student's written consent. STU discloses academic records without the student's prior
written consent under this exception to FERPA requirements. A "school official" is a person employed by STU in an
administrative, supervisory, academic, research, or staff support position (including law enforcement, personnel, and
health care personnel); a person or company with whom STU has contracted as its agent to provide a service, such as an
attorney, auditor, or collection agent; a person who serves on the Board of Trustees; or a student who serves on an official
committee, such as a disciplinary or grievance committee, or who assists another school official in performing their duties.
A school official has a "legitimate educational interest" if they need to review an educational document to fulfill their
professional responsibilities for STU.

5. FERPA allows disclosure of student education records without the student's prior written consent to schools where the
student intends to enroll or is already registered. STU will disclose school records without written approval under this
exception to FERPA requirements upon request. STU will make a reasonable attempt to inform each student of these
disclosures.

6. The right to file a complaint with the U.S. Department of Education regarding alleged failures by STU to comply with FERPA
requirements.

Students can contact FERPA at:

Family Educational Rights and Privacy Act
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW Washington, DC 20202-5901

Directory Information

FERPA allows the disclosure of "directory information" without the student’s written consent.

FERPA also allows students to request that their information not be disclosed. STU discloses "confidential information" without

the specific prior consent of the student unless the student has requested that their confidential information not be disclosed

by following the procedure described below.

For this purpose, directory information is defined as follows:

e Last and First Name (including maiden and married name, if applicable).

e Address, telephone number, and e-mail address.

o Date and place of birth.

e Main field of study.

o Enroliment status (Bachelor or Master).

A student who does not want directory information released without their consent MUST explicitly state this in the enroliment

document - Privacy section - www.sthomasuniversity.org

7.6.2 ACADEMIC DISHONESTY

STU's community is expected to maintain high personal standards of academic honesty and to uphold Them in its activities.
At STU, Academic Dishonesty is considered an act by which a student seeks to reap benefit from another individual's
intellectual or artistic work, uses materials unauthorized by STU, or fabricates information in any academic assignment. This
includes (but is not limited to):

o Plagiarism: using someone else’s work, ideas, or words without attribution. It may also involve misrepresenting the
sources that were used. The plagiarism issue applies to any job, including exams, papers, other writings, and IT, artistic,
photographic, or video-related works.

Assisting or receiving assistance in any test or examination.

Impeding or damaging the academic work of another student.

Submitting material from books, internet sites, or articles without including bibliographic references or proper citations.
Editing or revising works for others or allowing one's work to be edited or altered by others.

Submitting the same work in multiple courses without all the instructors’ consent.
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¢ Acting as an accomplice to other students in the above acts.
o Deliberate falsification of data or distortion of supporting documentation for coursework or other academic activity.
e Copyright violations.

Each faculty member will promptly report cases of suspected academic dishonesty to the Academic Standards Committee.
By so doing, an instructor does not relinquish the right to assign the student a grade consistent with the grading policy and
academic dishonesty statement in the University Catalog. After consultation with the instructor, the Academic Standards
Committee may recommend that the instructor handle the situation solely as a classroom issue, that a letter of concern be
sent to the student, and that the case be officially referred to the office to initiate formal hearing procedures.

Any student referred to the Academic Standards Committee for academic misconduct is entitled to notice of charges being
made against them and a full hearing. The student and teacher must document their allegations and refutations in writing and
include supporting material (i.e., copies of the student's work, other materials used but not referenced in the student's work,
etc.) relevant to the case. If suspension or dismissal is recommended, the student is further entitled to an appeal procedure
and will not be suspended or dismissed from the University while appeals are in process. The Office of the Registrar has
available a written statement of policy assuring fair consideration of students in cases of alleged academic dishonesty,
specified hearing procedures, possible sanctions, and routes for appeal of decisions.

7.6.3 JUDGMENT OF ACADEMIC INFRACTIONS

Students who violate the standards of conduct will be subject to disciplinary action. Academic cases arising from alleged
violations of the University Code of Conduct are the responsibility of the Academic Standards Committee, chaired by the
Provost and composed of all Dean of Schools and two Student Government representatives. Students can express their
personal feelings on the matter in writing to the Dean of the School up to three days before the Committee meeting.
Jurisdiction over academic charges is continuous, and depending on the severity of the infractions, the Academic Standards
Committee may also provide for the immediate expulsion of the student from the University. Some violations of the University
Code of Conduct are related to specific acts of academic dishonesty. Students who commit acts of academic dishonesty will
receive at least one failing grade on the work in question or the entire course. This will be determined based on the evaluation
of the teacher, the Academic Standards Committee, and the level of the violation.

If a student fails a course for academic dishonesty, they cannot subsequently withdraw from the course. The standard practice
for repeating a course in these situations still applies. In the case of a repeated course, the failing grade "F" will be replaced
by "NC," which indicates that the failing grade is no longer calculated in the student's grade point average. The Academic
Standards Committee will immediately expel the student if academic dishonesty is repeated.

7.6.4 SANCTIONS
Violations of STU policy may result in a verbal warning, suspension, ending, and expulsion.

7.6.5 DISCIPLINARY APPEALS

Students who believe a disciplinary action taken against them by the Academic Standards Committee is unfair may appeal in
writing to the President. All appeals must be filed within 15 days of the disciplinary action being assigned to the student.
The President's decision is final and unappealable.

7.7 STUDENT CONTRACT
This contract governs the relationship between STU and students enrolled in distance learning courses in conjunction with
the University's General Regulations, published on the STU institutional website.

FOREWORD

STU is a nonprofit entity and, in compliance with the statutory and organizational autonomy recognized to universities in
general, has the power to determine autonomously, through its regulatory activity, the tuition fee and university contributions
for all courses of study activated.

The amounts charged to students by specific fees or contributions do not represent a consideration for opposing services
but an individual contribution to covering the cost of services offered by the University to realize the above purposes.

The STU's website publishes all amounts with payment methods and exemption cases.

ARTICLE 1 - NATURE AND PURPOSE OF THE CONTRACT

This contract, the preamble to which is an essential part, represents the formal act by which the student adheres to the
services offered by the distance learning course of their choice, which St. Thomas University provides in compliance with the
general requirements and specific requirements contained in the Catalog and the General Regulations of the University, both
of which are published on the University's website.

The contract also regulates how the relationship may be terminated at the student's request and guarantees the completion
of their education.
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ARTICLE 2 - GUARANTEE TO THE RIGHT TO STUDY

The University guarantees the right to study of every student enrolled in its distance learning courses, committing itself to
organize and provide educational services by the methods, curricula, and rules established in the Service Charter and to
respect the teaching methodology adopted and the service levels offered.

STU guarantees that the teaching material has been certified by a special committee composed of faculty members and that
the student's evaluation will occur through its verifications. The examinations are generally held at the University's premises
unless an exception is made.

STU issuance of degrees by committing to maintain the standards set by accreditation for distance learning according to the
criteria, requirements, and procedures

ARTICLE 3 - DESCRIPTION OF SERVICES AND GUARANTEE OF USABILITY

The University undertakes to provide online educational activities. It supports the student about the distance learning course
chosen by the latter, described in the Catalog and on the institutional website: www.sthomasuniversity.org

The University guarantees maximum flexibility in distance learning courses, allowing the student to select the maximum
number of annual credits that can be earned and dilute these credits over a multi-year scope.

The university keeps online educational activities and supports usability systematically, continuously, and without interruption.

ARTICLE 4 - DESCRIPTION OF TECHNOLOGICAL SOLUTIONS AND GUARANTEE OF USABILITY

The student has access to the educational services, training, and information support of the chosen distance learning course

through the following tools: Interactive classroom, e-learning platform, and web portal.

The University guarantees that these tools are characterized by the following:

a. the use of network connection for the benefit of learning materials and the development of educational activities based
on interactivity with teachers/tutors and other students

b. the use of the student’s personal computer, possibly supplemented by other interfaces and devices as the primary tool
for participation in the learning process

c. ahigh degree of independence of the learning path from constraints of physical presence or specific timetable

d. the use of standard, interoperable, and modularly organized learning content that can be customized concerning the
characteristics of end users and delivery paths

e.  continuous monitoring of the level of learning, both through path tracking and frequent moments of evaluation and self-
assessment.

ARTICLE 5 - UNIVERSITY FEES AND OTHER CONTRIBUTIONS, EXEMPTIONS, AND WAIVER OF STUDIES

At the beginning of each academic year, the University determines the University Tuition and Fees and other contributions
due by the student for the chosen course of study.

The student must pay the University Tuition and Fees and other contributions: annual enroliment in the degree program,
transfer to another university, graduation, and information of need on STU’s website.

A student who is late in payment cannot be admitted to the next course, nor can they obtain any certificate related to their
educational career in the part to which the late payment refers, nor can they get permission to transfer to another university.
No refund will be given for unofficial withdrawal or dismissal from STU.

Students enrolled who withdraw before the start of the course(s) will be entitled to a refund of 100% of the tuition paid.
Students enrolled who withdraw in the first and second week of the course will be entitled to a refund as per the table below:

Before the 15t week 100%
1t week 50%
2" week 30%
After the 2"“week 0%

Administrative and Resources fees are non-refundable unless prohibited by some provision of law. A student who withdraws
from a course will have access to the electronic course materials at no additional cost if the student re-enrolls within 180 days
of the withdrawal date.

Students enrolled in one or more courses after the second week of the course will be responsible for full payment and will
not be entitled to any refund.

Reimbursements do not include bank fees incurred and are not the responsibility of STU.

The student, at any time, may terminate the contractual relationship with the University by notifying the secretary of their
renunciation of studies.

Renunciation results in the loss of the student's status and extinguishes their career without prejudice to the credits acquired;
therefore, the student may obtain the certificate for their previous job, duly pursued, supplemented by the annotation attesting
to the renunciation of studies.
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ARTICLE 6 - STUDENT'S COMMITMENT

The student, for the achievement of their educational and professional goals and within the framework of the chosen study
plan, commits themselves to full compliance with the rules of the University Teaching Regulations, the teaching regulations
and orders, the general student rights and duties regulations, as well as the Catalog published on the institutional website.
The student must complete the "Student Opinion" questionnaire at the end of each course. Submission of the questionnaire
is a mandatory condition. The University guarantees that the data will be used anonymously.

The student agrees to attend lectures, tutorials, seminars, and, in general, all educational activities organized by the University
for the program-base of the Course of Studies.

Students who have interrupted their studies without formally renouncing them may not enroll in another university.

ARTICLE 7 - DURATION

The duration of this contract is equal to the student's stay at STU until the completion of the course of study or its
discontinuation.

The academic year starts from the day of the first enrollment and lasts one calendar year.
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8. FACULTY POLICY

At STU, the term "Faculty" refers to the collective group of academic officers of the University, including the Librarian, the
Dean of the School, the Dean of Student Services, the Provost, and the President of the University.

The STU Faculty plays an essential role in developing its mission and achieving its academic goals. STU Faculty comprises
established managers, professional educators, technology leaders, and financial officers from many countries worldwide,
selected for their academic achievements and broad cultural and professional backgrounds.

8.1 EQUAL OPPORTUNITY EMPLOYER
St. Thomas University is an equal opportunity employer. Applicants or employees will not be discriminated against because
of race, religion, age, disability, color, creed, sexual orientation, or ethnic/national origin.

8.2 FACULTY SELECTION

St. Thomas University faculty have been and will be selected based on very high standards.

STU actively seeks highly motivated faculty with international teaching experience and an M.A. and Ph.D. degree or equivalent
from an appropriately accredited institution in the field of specialization in which they teach. Applicants must be fluent in
English.

The selection process will consider the candidate's credentials, Curriculum Vitae et Studiorum, specific experience in the field,
and publications. It will include an interview with the Dean of the School and the university’s President. The President will
make the final hiring decision and issue an appointment letter outlining the conditions of employment and personnel policies
on academic freedom and economic security.

The number of faculty members will correspond to the needs of the university.

STU will seek stability within the faculty by providing adequate salaries and good working conditions.

8.3 CONDITIONS OF APPOINTMENT

For the Faculty, ordinarily, the terminal degree is the Ph.D. or equivalent. In consultation with the Provost, the relevant school
will design another academic rank as an appropriate terminal degree and submit it to STU’s President for approval. It will be
recorded in the original contract.

The terms and conditions of each appointment to the faculty will be stated in writing, and a copy of the appointment document
will be provided to the faculty member. Any subsequent extension or modification of an appointment, as well as any special
agreements or notices that either party is required to provide, shall be outlined in writing, and a copy shall be provided to the
faculty member.

STU may hire a person under a term contract. The term contract is an appointment by the faculty for a fixed period. The
University has no obligation to retain the person employed under a term contract beyond the expiration date of their
appointment.

Most faculty members at the University serve a probationary period, the terms and conditions of which are clearly stated in
the original contract.

Like all other STU workers, faculty must also submit university credentials, a certificate of no criminal convictions, and no
pending criminal charges before employment.

8.4 FACULTY TITLES
The faculty who teach and research functions consistent with the universities' teaching delivery models via telematic and
satellite networks (internet, television, and videoconferencing systems) at STU are divided into the following types:

8.4.1 FACULTY AREA

Coordinate teaching activities by teaching areas

- Coordinates the research and teaching activities of the disciplines about the subject areas related to the degree classes.

- Identifies and proposes to the Academic Senate the Professors who are authors of video and content to be included on
the web portal.

- Identifies and proposes the Tutors who will follow the students in the learning paths, given the fundamental role of the
Tutor in the teaching-learning model of the University, the tutor chair, and the Area Faculty.

- Structures, in collaboration with the Tutors, the program of area teachings.

- Ensures the educational planning of the area's teachings.

- Coordinates the work of the tutors.

8.4.2 FACULTY AUTHORING CONTENT

Produce the video lectures and process the content and materials to be included in the learning environments of the teaching
portal.

- Implements the video lesson.

- Prepares teaching materials to be linked to all video lesson topics for inclusion in the appropriate teaching portal.
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8.4.3 TUTORS

Follow the students' learning processes with technologies.

The tutor guides Students' learning processes through synchronic modes of teaching (video lecture, chat, video chat) and
diachronic methods (forum and wiki).

8.5 ACADEMIC FACULTY

8.5.1 PROFESSOR

Faculty members who hold the doctorate or other appropriate terminal degree, who have extensive teaching experience at

the rank of Associate Professor in an accredited senior college or university (usually five or more years), and whose

achievements as teachers, scholars, and contributors to the work of the University are consistent with its highest Faculty rank

usually hold the position of Professor.

Faculty appointed to the rank of Professor are ordinarily expected:

- to hold the doctorate or other terminal degree of the discipline or to have equivalent training and experience as appropriate
to the particular appointment;

- to have an acknowledged record of continued success in undergraduate and graduate teaching to the completion of their
degree programs, as applicable;

- to have sustained explicit national recognition and, where applicable, to have achieved international recognition for a
productive program of research, scholarship, or creative work of high quality, supported by substantial, significant
publication (or equivalent) of high scientific quality.

8.5.2 ASSOCIATE PROFESSOR

Faculty members who hold the doctorate or other appropriate terminal degree, who have significant teaching experience at

the rank of Assistant Professor in an accredited senior college or university (usually three or more years), and whose

achievements as teachers, scholars, and contributors to the work of the University indicate growing competence and stature

typically hold the rank of Associate Professor.

They are expected to have served at the rank of Assistant Professor for some time sufficient to have established a record in

teaching, research, scholars, or creative work, and service that meets the criteria below seriously consistent with eventual

promotion to Full Professor.

Faculty promoted or appointed to the rank of Associate Professor are ordinarily expected:

- to hold the doctorate or other terminal degree of the discipline or to have equivalent training and experience as appropriate
to the particular appointment;

- to have an acknowledged record of success in undergraduate and graduate teaching, including successful direction of
doctoral and master's candidates, as applicable;

- to have recognition for a productive program of research, scholarship, or creative work supported by substantial, significant
publication (or equivalent) of high scientific quality;

- to have participated in the professional activities of the discipline in ways other than teaching and research;

- to have established an appropriate record of departmental service.

8.5.3 ASSISTANT PROFESSOR

Faculty members appointed to the rank of Assistant Professor are ordinarily expected to hold the doctorate or other terminal
degree in the discipline or experience as appropriate to the specific appointment, to show promise in teaching, and to have
begun a promising program of research, scholarship, or creative professional work consistent with eventual promotion to
Professor.

8.5.4 LECTURER

Lecturers are faculty members with at least a Master's degree or professional qualifications in their teaching subject. They
are experienced individuals with qualifications that enable them to teach satisfactorily in their assigned classes. This position
entails full responsibility for teaching courses, advising students, and participating in committees.

8.6 SPECIAL APPOINTMENTS

An STU School may provide an academic home for professionals through special appointments.

Individuals with these appointments receive an annual letter from the president describing the nature of their work with an
appropriate title. The President makes appointments upon recommendation from a Provost, and copies of the appointment
letter go to the interested Dean of the School.

Persons granted these appointments must have the appropriate qualifications to pursue a program of research, scholarship,
or creative activity. This program may also include proposal and report writing, grant solicitation, publication of results, and
performance and exhibition.

8.7 FACULTY EVALUATION
The Provost will conduct periodic evaluations of professors to ensure the quality of instruction. Evaluation of professors will
be based on the following:
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- Student evaluations.

- Cl

assroom observations conducted by colleagues and the Dean of the School.

- Evaluations of classroom materials.

- Publications, scholarship, and research.

- Any other kind of academic activities.

Numerous student complaints or dissatisfactory evaluations of a professor can lead to probations to be determined by the
Dean of the School and the Provost.

8.8

FACULTY GRIEVANCES

Faculty members with grievances unrelated to reappointment, promotion, or tenure should raise their grievances with their
Dean of the School. If the discussion does not lead to an acceptable resolution, the faculty member should bring the grievance
to the attention of the Provost.

8.9

NOTICE OF FACULTY RESIGNATION

STU requests that all faculty members who intend to resign from the University contact the President in writing in advance.

8.1
The

0 FACULTY TERMINATION PROCEDURES
term "termination” refers to the premature end of a faculty member's contract. Once the University has determined to

terminate a faculty member's agreement, the procedures will follow the policies issued by the STU Human Resources
Office.

8.1

1 PROFESSIONAL ETHICS AND ACADEMIC FREEDOM

8.11.1 STATEMENT ON PROFESSIONAL ETHICS
St. Thomas University adopts the Statement on Professional Ethics and Academic Freedom as follows:

1.

8.1

Faculty, guided by a deep conviction of the value and dignity of advancing knowledge, recognize their particular
responsibilities. This primary responsibility to their subject consists in seeking and affirming the truth as they see it. To
this end, they devote their energies to developing and improving their scientific competence. They accept the obligation
to exercise self-discipline and judgment in using, extending, and transmitting knowledge. Faculty members must practice
intellectual honesty. Although they may follow secondary interests, these interests must never seriously impede or
compromise their freedom of research.

As teachers, professors encourage the free pursuit of learning in their students. They keep before them the best academic
and ethical standards of their discipline. Professors respect students as individuals and abide by their role as intellectual
guides and advisors. Professors make every reasonable effort to promote honest academic conduct and to ensure that
their evaluations of students reflect the true merit of each individual. They respect the confidential nature of the relationship
between professor and student. They avoid any exploitation, harassment, or discriminatory treatment of students. They
recognize meaningful academic assistance from students. They protect the academic freedom of their students.

As colleagues, faculty have obligations that arise from joint membership in the scholarly community. Lecturers do not
discriminate against or harass colleagues. They respect and defend the free inquiry of colleagues. In the exchange of
criticism and ideas, professors show respect for the opinions of others. Professors acknowledge academic debt and strive
to be objective in their professional judgment of colleagues. Professors accept their share of faculty responsibility for the
governance of their institution.

As members of an academic institution, professors seek to be effective teachers and scholars. Although professors
observe the institution's regulations, they retain the right to criticize and request a review. Professors give due
consideration to their primary responsibilities within their institution in determining the amount and character of work done
outside it. When considering interruption or termination of their service, professors recognize the effect of their decision
on the institution and duly inform their intentions.

As members of their community, professors have the rights and obligations of other citizens. Professors evaluate the
urgency of these obligations, considering their responsibilities to their subject, students, profession, and institution. When
speaking or acting as private persons, they avoid giving the impression that they are saying or working for 'the university.
As citizens engaged in a profession that depends on freedom for its health and integrity, professors have a special
obligation to promote conditions of free inquiry and to foster public understanding of academic freedom.

1.2  ACADEMIC FREEDOM

As an institution dedicated to learning and teaching, STU is committed to the free expression and exploration of ideas in an
atmosphere of mutual respect and civility. Like other freedoms, academic freedom requires risk-taking and responsibility.
With all its potential controversies, STU recognizes that the free play of ideas is indispensable to discovering and disseminating
knowledge. However, just as the freedom to act brings responsibility for those actions, the freedom to express ideas brings
responsibility and accountability.

STU adheres to the principles of academic freedom enunciated by the American Association of University Professors (AAUP)
as follows:
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1) The faculty member has the right to complete freedom in research and publication of results, provided they adequately
perform other academic duties; however, research for profit must be based on agreement with the institution’s authorities.

2) The teacher is entitled to the freedom to discuss his subject in class, but he must be careful not to introduce controversial
teaching topics that have no relation to his matter.

3) The university teacher is a citizen, a member of a learned profession, and an official of an educational institution. When
he speaks or writes as a citizen, he should be free from censorship or institutional discipline, but his unique position in
the community imposes special obligations.

As a [person] of culture and in charge of education, he must remember that the public may judge his profession and institution

by his statements. For this reason, he must always be accurate, exercise appropriate restraint, show respect for the opinions

of others, and make every effort to indicate that he is not an institutional spokesman.
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9. LIBRARY POLICY

9.1 MISSION

The library's mission is to support the University's educational programs by providing access to high-quality resources and
services, creating a technology-rich environment conducive to learning, and offering individual attention to and assistance
designed to foster lifelong success and personal growth through library instruction and research skills. The University works
to improve society by providing quality education, while the library enhances education by teaching patrons to use resources
effectively through instruction and research.

9.2 OBJECTIVES AND POLICIES
Objective one
Ensure library users are aware of resources available at St. Thomas University and encourage using them.
Proposed Policies for Objective 1
e Produce library guides for each discipline highlighting the specific library resources that complement the curriculum
and assignments within that program.
e Conduct a library introduction class to share library resources.
Objective two
Ensure accessibility for library users to take full advantage of library resources and services by providing an environment
favorable for student research and scholarship.
Proposed Policy for Objective 2
¢ Maintain the technology and equipment needed to continue access to all library electronic resources.
e Conduct ongoing tests and evaluations to ensure ease of use.
Objective three
Provide electronic information access services to library users.
Proposed Policy for Objective 3
e Maintain access and delivery services from other libraries by establishing and maintaining borrowing agreements
with libraries in the state and globally.

9.3 STAFF AND ADMINISTRATION

The library will maintain an adequate number of librarians and other staff with appropriate education and experience to
accomplish the mission of St. Thomas University.

Librarians will hold a graduate degree in library science from an accredited institution. In most cases, librarians have a master's
degree in a library science program from an institution by the American Library Association (ALA), according to the Statement
on the Certification and Licensing of Academic Libraries. "The Association of College and Research Libraries (ACRL) has
affirmed that the master's degree from a program accredited by the ALA is the appropriate terminal professional degree for
academic librarians. Library hiring standards for library support positions, including library assistants, library managers, and
library technical assistants. Library staff members traditionally have varied educational levels and expertise. Therefore, the
required skills and knowledge are specified in the position descriptions.

The library will maintain open office hours online with regular business hours of St. Thomas University administrative offices
weekly. Communication between the library staff and the St. Thomas University community will be primarily through email.

Librarians: Librarians will be hired to work on specific subjects, assist students with research activities, and work with schools
to offer course- and program-specific sessions and electronic support materials. Librarians are considered faculty. Librarians
are evaluated annually and held to standards of excellence as traditional teaching faculty. This evaluation consists of an
updated CV and a statement of goals and evidence in four areas: librarianship, teaching, university service, and professional
development. The head librarian or library dean will report to a Provost of St. Thomas University.

Library Support Staff: Library support staff aid in managing and operating the library. Primary duties may include organizing
electronic resources, fulfilling resource requests, maintaining the library catalog, and providing access services and library
inquiry support to St. Thomas University students and faculty.

9.4 LIBRARY COLLECTION

The library will develop a collection to support the mission of the University's program. These resources support the
curriculum, the University's programs, and the academic success of the St. Thomas's University community. The library will
leverage partnerships with consortia for interlibrary loans of materials. Using university programs as a guide, the library will
acquire electronic resources like databases, journals, and books to support the university’s programs.

The library will evaluate the collection using the following:

- State and national directories.

- Annual review of circulation statistics.

- Interlibrary loan (borrowing and lending).

- Requests from faculty and students.

The library will conduct individual evaluations of library resources by the program to maintain current and relevant resources.
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That supports students enrolled in licensure programs.

9.4.1 CONSORTIA AGREEMENTS

St Thomas University will work to become part of the Carolina Consortium. The Carolina Consortium established this
consortium in 2004 to work with three of the largest publishers of library material. Today, the Carolina Consortium is a large
group of diverse libraries spanning two states and working together to save millions on various library resources and services.
St Thomas University will foster a relationship with the UNC community and create an interlibrary loan reciprocal agreement.
The agreement will be mutual support for sharing resources. The Interlibrary loan process is governed by the ILL policies and
procedures established by both the lending and borrowing libraries.

9.4.2 VIDEO LIBRARY

The video library will contain digitized video lectures and related slides. The enjoyment of digitized video lectures enables
symbolic-reconstructive learning processes related to a classical linear teaching mode. In addition, the modular organization
of content, indexing of topics, and bookmarks develop hypertextual and multimedia learning processes, which enable the
enrichment and enhancement of metacognitive strategies, fostering personalization of learning paths.

Each video lesson is created with topic indexing that makes the video lesson a hypertextual path. Bookmarks make it possible
to link the topics of the video lessons to the learning materials that are part of the Digital Library, to make available contextual
insights represented by texts, books, articles, multimedia materials, bibliographies, sitographies, interactive exercises, virtual
labs, and interactive lessons conducted that have the function of integrating the theoretical knowledge acquired with practical
application, through a Learning Process of the learning by doing type.

9.4.3 DIGITAL LIBRARY

The digital library will consist of the learning materials linked to the video lectures - e.g., handouts, movies, images, diagrams,
animations, site references, and bibliographic references - collected in an Intelligent Bibliographic System.

The objects that make up the Virtual Library represent insights into the content covered in the video lectures and can be
associated with a topic, a set of issues, an entire video lecture, a set of video lectures, or the entire course.

The library’s objects are books and Articles, Multimedia, Bibliography, and Sitography. In the Digital Library, students can
access teaching materials linked to video lectures, always organized with hyperlinks to study topics.

9.5 USING LIBRARY RESOURCES

Access to the virtual library is free for faculty and students who can access all educational materials in cyberspace. Entering

the online virtual library provides access to an Intelligent Bibliographic System (IBS). The purpose is to provide dynamic

bibliographic selections linked to the content of interest, educationally organized and related to all topics covered in the video

lectures.

Users can initiate two types of consultation of their virtual library:

- Simple consultation: the system provides the student with "pre-packaged" bibliographical indications related to the subject
matter. This is a static and automatic bibliographic.

- Intelligent querying: allows dynamic bibliographic indication targeted to individual student requests.

IBS allows for continuous updating, and its database can be continuously enriched by adding new teaching materials. Faculty

members and experts, wherever they are in the world, can enter the results of their research work and augment the database.

In these virtual spaces, faculty members and students have a wealth of teaching materials in various languages that they could

hardly have found in actual libraries. It is, therefore, not just an American virtual library but an international, multimedia, and

interactive one.

Each student who enters the STU virtual library can begin - alone or with the support of the faculty member - exploring topics

of interest, broadening their cultural horizons, and traveling in all the directions offered by a virtual library.

In the search form, some sections correspond to a category of information that the student can search for teaching materials

(degree, course, course, teaching materials), lecturer (lecturer, video lecturer, tutor), communications (news, events, topics)

or an advanced search form.

9.6 OTHER SERVICES OFFERED

9.6.1 VIRTUAL ORGANIZATIONS

The library of St. Thomas University is located Virtual Organization. Students use this tool to simulate situations they might
encounter in the real world. STU provides students with a few organizations to choose from, such as business, education,
government, and service demand.

9.6.2 WORKSHOPS FOR STUDENTS

The three labs offered in the Student Labs section of the University Library are:

- Creative Writing Lab.

- SQL/Database Concepts Lab.

- Student Java Programming Lab.

The labs offer a forum to post questions and get answers and where students can ask for and receive help from faculty
members and fellow students.
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10. ACADEMIC BYLAWS

10.1 BYLAWS OF THE ACADEMIC SENATE

10.1.1  COMPOSITION AND RESPONSIBILITIES

The organization’s name shall be the Academic Senate of St. Thomas University (hereafter referred to as “the Senate”). The
primary responsibility and duty of the Senate shall be to determine, by the published mission and objectives of STU, the
educational program in such fundamental areas as curriculum, subjects, methods of instruction, research, faculty status, and
those aspects directly related to the academic progress.

The Academic Senate will advise on the following:

e approval of new courses

o approval of significant changes to an existing course (e.g., change in credits, course level, significant change in course
content)

discontinuation of a course

revision of new academic and technical programs and discontinuation of existing ones

any revision of the General Education Criteria

interdepartmental curricular issues

undue proliferation and duplication of course offerings.

For clarification purposes, changes to catalog course names and numbers and minor changes to course descriptions need
not be submitted to the Senate for a vote.

The Senate is responsible for the following:

e expressing an opinion on courses and academic activities

making and submitting proposals to the President regarding the academic activities of the University

proposing and evaluating academic research activities

recommending faculty members to the President

monitor and evaluate the academic performance of the University

recommend the annual report on the University's academic performance.

The STU Academic Senate is composed of the following:

Provost

Department Chairs

Dean of Academic Affairs

Dean of Student Affairs

Librarian

Two Students

Participation in the Senate is mandatory. Faculty members who have completed at least two years of STU service may attend
meetings, but attendance is not compulsory.

10.1.1.1 The Senate President

The Provost presides over the Senate. In case of their absence, the Academic Senate elects the Interim President of the
Senate for the meeting.

The Senate President:

convenes the meetings of the Senate

chairs the meetings of the Academic Senate unless relinquishing the chair for a specific purpose

sets the agenda for each meeting of the Senate

promotes the purpose of the Academic Senate as defined in the University By-Laws, catalog, and handbooks.

10.1.1.2 The Secretary

The Academic Senate shall elect a Secretary of the Senate by a simple majority vote at the first annual meeting. The Senate
Secretary serves a one (1) year term of office. The Senate President may dismiss their tenure in advance for severe and
proven reasons. The Secretary could be reconfirmed in office by the Senate President after the term of office.

The Secretary will prepare and distribute the meeting’s agenda before the beginning of every session.

The secretary takes minutes of all Senate meetings and prepares them for distribution after obtaining the draft’s final approval
from the Senate president.

The Secretary will be the custodian of the Senate records.

They are responsible for distributing copies of the approved minutes to the STU's Senators, faculty, and administration.

10.1.2  MEETINGS AND PROCEDURES
The Academic Senate shall meet whenever deemed necessary by the Senate President.
The Senate President may call additional meetings upon petition of a simple majority of the members entitled to vote.
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10.1.2.1 Agenda

The Senate President determines agenda items and must be sent to the University President and Senators via e-mail at least
one week before each Senate meeting. Discussion at Senate meetings will be limited to agenda items. If some Senators
propose additions to the agenda, these items will require the explicit approval of the Senate during the meeting for their
consideration.

10.1.2.2 Senators' Absences

To be excused, each Senator must notify the Senate Secretary of the reasons for non-attendance at Senate meetings.

The President may consider disciplinary measures if a Senator is absent and unexcused for three (3) regularly scheduled
Senate meetings in a year beginning from the Senator's appointment.

10.1.2.3 Procedural Rules on Debate
Discussing a motion or agenda item must be relevant to the motion or article. The Senate President will determine whether
the conversation has strayed from the motion/item under consideration.

10.1.2.4 Quorum and Votes

A quorum is achieved when a two-thirds majority of the Senate is present.

Senate members may vote on proposed items at any meeting. If members submit articles for inclusion on the agenda, they
must be submitted in time for publication one week before a scheduled meeting. A simple majority approves motions.

10.1.2.5 Minutes

The Secretary of the Senate shall take minutes of all Senate meetings. Any motion made and seconded during the meeting
shall be recorded in the minutes. The decision on each motion will be made clear by the vote recorded in the minutes and a
discussion summary. The minutes will be corrected and approved by the Senate President. The approved minutes will be
distributed to the University President, Senators, and other interested parties. Senators have the right to request the correction
of any factual errors.

Third parties will access the minutes upon explicit request to the University President

10.1.3  REVISION OF THE BY-LAWS
The Academic Senate may propose changes to these By-Laws to the University President; the Board of Trustees will finally
act upon all revisions proposals.
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10.2 BYLAWS OF THE ACADEMIC STANDARDS COMMITTEE

10.2.1  COMPOSITION AND RESPONSIBILITIES

The organization’s name is St. Thomas University Academic Standards Committee (from now on referred to as the Academic

Standards Committee).

The Academic Standards Committee monitors and maintains academic standards related to STU's courses and programs and

provides appropriate student orientation and support mechanisms.

The Academic Standards Committee is an advisory committee chaired by the Provost. In the absence of the Chancellor, the

President of the University presides.

The purpose of the Academic Standards Committee is to advise the University on general policies related to academic

standards. It is responsible for the following:

complying with the rules outlined in the Code of Student Conduct;

evaluating and acting on cases of academic dishonesty;

deciding on exceptions to academic policy;

deciding on student petitions; and

e monitor the academic progress and standing of students.

All committee members should attend meetings of the Academic Standards Committee whenever possible.

The Committee consists of the Provost, the Dean of Academic Affairs, the Dean of Student Services, all Department Chairs,

and two student representatives elected from within the Student Government. Students serve for one year and may be re-

elected for additional terms.

The Provost chairs the Academic Standards Committee. In the absence of the Chancellor, the President of the University shall

preside.

The chair of the Academic Standards Committee

e convenes the meetings of the Academic Standards Committee;

o presides over meetings of the Academic Standards Committee unless they relinquish the chairmanship for a specific
purpose;

o sets the agenda for each meeting of the Academic Standards Committee;

o promotes the purpose of the Academic Standards Committee as defined in the University Bylaws, Catalog, and Handbooks;

o appoints the Secretary of the Academic Standards Committee from among the members of the Committee.

The Academic Standards Committee shall elect the Secretary of the Academic Standards Committee at its first meeting. The

Secretary of the Academic Standards Committee shall serve a term of one (1) year. The Chairperson of the Academic

Standards Committee may remove them early for severe and proven reasons. The Secretary may be reappointed by the

Chairperson of the Academic Standards Committee at the end of the term.

The Secretary shall take the minutes of all meetings of the Academic Standards Committee and prepare them for distribution

after obtaining final approval of the first draft by the Chair of the Academic Standards Committee.

The Secretary is the custodian of the Academic Standards Committee documents. They are responsible for distributing copies

of approved minutes to interested persons.

10.2.2  MEETINGS AND PROCEDURES

The Academic Standards Committee meets at least once every three months during the year. The meeting schedule for the
entire Academic Year will be organized and approved by the Academic Standards Committee during its first meeting at the
beginning of each year.

The Chair of the Academic Standards Committee may call special meetings of the Academic Standards Committee. The
convening of a special meeting is subject to submitting a petition, which contains the signatures of at least two members of
the Academic Standards Committee. In the case of special meetings, members of the Academic Standards Committee will
be notified by e-mail at the STU office e-mail address by the Chair of the Academic Standards Committee one week before
the meeting.

The Chair may cancel or reschedule a regularly scheduled meeting in an emergency.

10.2.2.1 Agenda

Agenda items must be sent to Committee members via e-mail at least three days before each meeting of the Academic
Standards Committee. The Chair of the Academic Standards Committee is responsible for the agenda.

Discussion at Academic Standards Committee meetings will be limited to agenda items. Any exceptions require the explicit
approval of the Academic Standards Committee at the meeting.

10.2.2.2 Member Absences

Each member must notify the Chair of the Academic Standards Committee of the reasons for not attending the meetings to
be excused. The Chairperson may consider disciplinary action if a member is unexcused absent for three (3) regularly
scheduled Academic Standards Committee meetings in an academic year.
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10.2.2.3 Procedural Rules on Requests and Proposals

All requests and proposals related to the responsibilities and duties of the Academic Standards Committee must be submitted
in writing to the Committee by interested persons (faculty, students, staff members, etc.).

The signed original of the document should be delivered to the Dean's office for copies and distribution to the members of
the Academic Standards Committee.

The proposal will be considered at the first meeting of the Academic Standards Committee. After the Committee's initial
review, the Chair of the Academic Standards Committee may request that the proponent meet with the Committee to answer
questions.

The initiator may also request a meeting with the Academic Standards Committee to discuss a request or proposal.

After deciding on a request or proposal, the Chairperson of the Academic Standards Committee will inform the persons
concerned of the decision. In case of disapproval, copies of the proposal and the letter from the Committee noting the decision
will be sent to the University President.

All actions and recommendations will be minuted and distributed to the chairs of all STU departments.

Approved proposals will be forwarded to the University President for final approval.

10.2.2.4 Procedural Rules on Academic Dishonesty
STU faculty members are expected to maintain high personal standards of academic honesty and to uphold the academic
honesty of their students. The Academic Standards Committee handles individual cases of alleged academic dishonesty of
students. Each lecturer must promptly report suspected academic dishonesty cases to the Academic Standards Committee.
In doing so, the faculty member does not waive the right to assign the student a grade consistent with the grading policy and
academic dishonesty statement in the University Catalog.
After consulting with the teacher, the Academic Standards Committee may recommend that the teacher handle the situation
solely as a class issue, send a letter of concern to the student, and have the case officially referred to the office for initiation
of formal hearing procedures. Students referred to the Academic Standards Committee for academic misconduct have the
right to be informed of the charges against them and to a full hearing. The student and the faculty member must document
their allegations and rebuttals in writing, including supporting materials (e.g., copies of the student's work, other materials
used but not referenced in the student's work, etc.) and the student's refutation. If suspension or dismissal is recommended,
the student is entitled to the appeal procedures and will not be suspended or dismissed from the University during the appeal
process.

The Office of the Provost has available a written policy statement that ensures fair consideration of students in cases of alleged

academic dishonesty, specifying hearing procedures, possible sanctions, and avenues for appeal of decisions.

Examples of student academic dishonesty include, but are not limited to, the following:

- plagiarism is using someone else's work, ideas, or words without attribution. It can also involve misrepresentation of the
sources used. The issue of plagiarism applies to any type of work, including exams, reports, or other writings, as well as
computer, artistic, photographic, or video work;

- assisting or receiving assistance in any test or examination;

- obstructing or damaging the academic work of another student;

- present material from books, Internet sites, or articles without including a proper bibliographic reference or citation;

- edit or revise work for others or allow one's work to be edited or altered by others;

- submit the same work in more than one course without the consent of all faculty members involved,;

- being complicit with other students in any of the above acts;

- intentional falsification of data or distortion of supporting documentation for coursework or other academic activities;

- falsification;

- providing false information to the University;

- alteration or misuse of university documents, records, or identifiers;

- copyright violations.

10.2.2.5 Academic Appeals

A student appealing a grade must first attempt to resolve the issue with the course instructor. The student may appeal to the
Department Chairperson if there is no resolution. The student may appeal directly to the Dean of Academic Affairs if the
chairperson is the instructor. The chairperson must attempt to find a solution acceptable to both the student and the teacher;
if the department-wide answer is unsuccessful, the chairperson must forward the appeal to the Dean of Academic Affairs.

In cases that do not involve academic dishonesty, the burden of proof for a grade change is on the student. If the Dean
concludes that the student needs additional grounds for appeal, the student may not file a further appeal. If the Dean quits
that there are sufficient grounds for a request, the Dean appoints the Academic Standards Committee to review the case.
Suppose most of the committee decides that the grade should be changed, and the teacher does not accept the
recommendation. In this case, the committee may authorize the chancellor to change the grade. The committee's decision is
not subject to further appeal. In appeal cases where the Dean is the instructor, the Provost will assume the role of Dean.

58



ST. THOMAS UNIVERSITY

" - Global American Learning General Regulations of the University

10.2.2.6 Adjudication of Violations of the STU Code of Conduct

Students who violate the standards of conduct will be subject to disciplinary action. Academic cases arising from alleged
violations of the University Code of Conduct are the responsibility of the Academic Standards Committee. Students may
express their feelings in writing to the Dean up to three days before the Commission meeting.

Jurisdiction over academic charges will be continuous throughout the calendar year. Depending on the severity of the
infractions, the Academic Standards Commission may also provide for the immediate expulsion of the student from the
University.

10.2.2.7 Disciplinary Appeals

Students who feel that the disciplinary action taken against them by the Academic Standards Committee is unjustified may
appeal in writing to the Dean. A personal meeting will then be scheduled. All appeals must be filed within 15 days of the
disciplinary action being given to the student. Students should be aware that the Dean's decision is final.

This procedure does not apply to acts of academic dishonesty.

10.2.2.8 Procedural Rules on Debate
Discussing a motion or agenda item must be relevant to the motion or article. The Chair of the Academic Standards Committee
shall determine whether the meeting has strayed from the motion or article under consideration.

10.2.2.9 Quorum and Voting

Each meeting of the Academic Standards Committee is official if a majority of the voting members are present. A majority
vote applies to this committee. In the event of a tie, the Dean's vote prevails. Abstentions are not counted.

A show of hands takes all votes on motions unless the Chair of the Academic Standards Committee requests a secret ballot.
Such votes are taken by paper ballot. In the case of a hand ballot, the Chairperson will designate a person to count. In the
case of a secret ballot, the Secretary will take the ballot, who will report the results to the Chair of the Academic Standards
Committee. Members may not vote in absentia.

10.2.2.10 Minutes

The Secretary of the Academic Standards Committee shall take minutes of all meetings of the Academic Standards Committee.
Any motion made and passed at the meeting shall be recorded in the minutes. The outcome of each motion shall be made
clear by the vote recorded in the minutes, along with a summary of the discussion.

The minutes will be corrected and approved by the Chair of the Academic Standards Committee. Approved minutes will be
distributed to Academic Standards Committee members, Senators, and other stakeholders.

10.2.3  REVISION OF THE BYLAWS
The Chair of the Academic Standards Committee may propose changes to these Bylaws to the President of the University;
the Board of Trustees will ultimately deliberate on all proposed revisions.
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10.3 BYLAWS OF THE SELF-EVALUATION COMMITTEE

10.3.1  COMPOSITION AND RESPONSIBILITIES

The name of the organization shall be the Self-Evaluation Committee of St. Thomas University (hereafter referred to as “the
Self-Evaluation Committee

This Committee monitors and assures compliance with licensure rules and procedures and continuously evaluates the quality
of STU’s programs and student services. In particular, the Self-Evaluation Committee shall monitor and evaluate the quality of
the following standards:

» Mission and Purposes

» Planning and Evaluation

* Organization and Governance

» The Academic Program

* Faculty

» Students

» Library and other Information Resources

» Physical and Technological Resources

* Public Disclosure

* Integrity

The Self-Evaluation Committee may recommend action to Staff, Faculty, Departments, Provost, and Academic Senate and all
other subjects, committees, and officers at STU. The Self-Evaluation Committee can request all the STU community members’
documents, data, and information necessary for its evaluations. All the Self-Evaluation Committee members must attend Self-
Evaluation Committee meetings whenever possible.

10.3.1.1 Membership

The Self-Evaluation Committee is composed of the following:

* University President

* Provost

* Director of Institutional Advancement

* Chief Financial Officer

* Risk Manager

* Departments Chair

* Librarian

* Three faculty members

* Two students

» Two administrative staff

Faculty and students will elect representatives for the Self-Evaluation Committee.
The President will choose the two administrative staff members.

Attendance of appointed members at Self-Evaluation Committee meetings is mandatory. All members will serve one-year
terms and may be re-elected or reappointed for additional terms.

10.3.1.2 Self-Evaluation Committee President

The STU President presides over the Self-Evaluation Committee. The Self-Evaluation Committee President:

* convenes the meetings of the Self-Evaluation Committee;

» chairs the meetings of the Self-Evaluation Committee unless relinquishing the chair for a specific purpose;

* sets the agenda for each meeting of the Self-Evaluation Committee;

« promotes the purpose of the Self-Evaluation Committee as defined in the University By-Laws, catalog, and handbooks;
* Appoint the Self-Evaluation Committee Secretary from among the Committee members.

10.3.1.3 The Secretary

The Self-Evaluation Committee elects its Secretary at the first annual meeting. The Secretary serves a one (1) year term of
office. For severe and proven reasons, the Self-Evaluation Committee President may dismiss their tenure in advance.

The Secretary could be reconfirmed in office by the Self-Evaluation Committee President after the end of the term. The
Secretary takes minutes of all Self-Evaluation Committee meetings and prepares them for distribution after obtaining the
draft's final approval by the Self-Evaluation Committee President.

The Secretary will be the custodian of the records of the Self-Evaluation Committee. They are responsible for distributing
copies of the approved minutes to interested people.

10.3.2  MEETINGS AND PROCEDURES

The Self-Evaluation Committee shall meet at least once every two months during the year. The Self-Evaluation Committee will
organize and approve the meeting schedule during its first meeting at the beginning of each calendar year. The Chairman of
the Self-Evaluation Committee may call extraordinary meetings of the Self-Evaluation Committee. The convening of a special
meeting is subject to the submission of a petition certified by the Secretary of the Self-Evaluation Committee that contains
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The signatures of at least two members of the Self-Evaluation Committee, in which case, the meeting must be scheduled no
later than three academic days from the date on which the petition was certified. In the case of special meetings, members
of the Self-Evaluation Committee will be notified by e-mail at the STU office e-mail address by the Chair of the Self-Evaluation
Committee one week before the meeting.

The Chair may cancel or reschedule a regularly scheduled meeting in an emergency.

10.3.2.1 Agenda

Agenda items must be sent to Self-Evaluation Committee members via e-mail at least three days before each meeting. The
chairperson of the Self-Assessment Committee is responsible for the agenda. Discussion at Self-Evaluation Committee
meetings will be limited to the items on the agenda. Any exceptions will require the explicit approval of the Self-Evaluation
Committee at the meeting.

10.3.2.2 Member Absences

Each member must notify the Self-Assessment Committee Chair of the reasons for not attending the meetings to be excused.
The Chairperson may consider disciplinary measures if a member is unexcused absent for three (3) regularly scheduled Self-
Evaluation Committee meetings in an academic year.

10.3.2.3 Procedural Rules on Debate
Discussing a motion or agenda item must be relevant to the motion or article. The Chair of the Self-Evaluation Committee
shall determine whether the debate deviated from the motion/item under consideration.

10.3.2.4 Quorum and Votes

Each meeting of the Self-Evaluation Committee is official if a majority of the voting members are present. A majority vote
applies to this committee. In case of a tie, the chairperson's vote prevails. Abstentions are not counted

A show of hands takes all votes on motions unless the chair of the Self-Evaluation Committee requests a secret ballot. Such
votes are born with a paper ballot. In the case of a hand ballot, the chairperson will designate a person to count. In the case
of a secret ballot, the Secretary will take the ballot and will report the results to the Chairman of the Self-Evaluation Committee.
Members may not cast votes in absentia.

10.3.2.5 Minutes

The secretary of the Self-Evaluation Committee shall take minutes of all meetings of the Self-Evaluation Committee. Any
motion made and seconded at the meeting must be recorded in the minutes. The outcome of each motion must be made
clear with the vote recorded in the minutes, along with a summary of the discussion. The minutes will be corrected and
approved by the Chair of the Self-Evaluation Committee. Approved minutes will be distributed to members of the Self-
Assessment Committee, Senators, and other stakeholders.

10.3.3  REVISION OF THE BY-LAWS
The President of the University may propose changes to these Bylaws to the Board of Trustees. The Board of Trustees will
ultimately rule on all proposed revisions

61



ST. THOMAS UNIVERSITY

" - Global American Learning General Regulations of the University

10.4 BYLAWS OF THE STUDENT GOVERNMENT

10.4.1  COMPOSITION AND RESPONSIBILITIES

Student Government, a university-wide student government association, represents the student body. The organization

promotes students' common welfare by sponsoring programs and services and acting as the student body's voice.

The goals of student government are to be achieved by appropriate means, including, but not limited to, the following:

e Provide effective liaison between the student body and the administration, faculty, and staff of the University;

¢ ensuring representation of STU students on the Academic Senate, Self-Assessment Committee, and Academic Standards
Committee;

o identify and sponsor appropriate social, cultural, and academic activities that benefit the student body;

e support virtual campus organizations and activities.

All Student Government members should attend Student Government meetings whenever possible.

The Student Government consists of a minimum of five (5) to a maximum of seven (7) members. It is composed of students
elected annually in January. It comprises students who obtain the majority of votes in the annual elections.

Members serve one-year terms and may be re-elected for additional terms.

Each year, the Student Government elects the following representatives from among its members:

1. Two student representatives for the Self-Evaluation Committee

2. Two student representatives for the Academic Standards Committee

3. Two student representatives will attend meetings of the Academic Senate in an advisory capacity.

The bodies mentioned above are validly constituted even without student representatives.

10.4.1.1 Election

Each year, during the second week of January, the Dean will announce the election day. The following week, interested
students should submit their candidacy in writing to the Office of the Rector to verify formal requirements. Candidates must
not have been found guilty of academic dishonesty or violations of STU's code of conduct and must be in good standing with
their tuition payments. The following week, students can apply with other STU students, organize meetings, and present their
programs and proposals through group chats and forums. All these activities must be approved by the STU President and
contained without distracting academic activities or harassing fellow students.

The first meeting of the Student Government must be scheduled three academic days after the election.

10.4.1.2 Expulsion

Any elected member of the Student Government is subject to expulsion if:

o they are found guilty of academic dishonesty or violations of the STU Code of Conduct;

o they are found to have been consistently or grossly negligent in the performance of their duties;

o their actions or behavior negatively affect STU, the student government, and the student body.

According to STU's procedures, a representative found guilty of academic dishonesty or violations of STU's code of conduct
will automatically lose their status as a member of the Student Government.

Before the Student Government can expel a member for any of the above reasons, it must first:

o give the student formal written notice of its intention;

o inform the student of the allegations or complaints against them in an officially closed meeting of the Student Government;
o allow the student to defend themself and discuss the charges.

A motion to expel a member can only be approved by a 75% vote of the Student Government. The member being considered
may not vote in the proceedings.

10.4.1.3 Vacancies During the Term of Office

Vacancies in the Student Government during the term of office shall be filled by appointing the first student from among the
candidates on the slate who was not elected.

The student so appointed must meet the membership requirements.

10.4.1.4 The President of the Student Government

The Student Government members shall appoint the Student Government President by choosing from among the members
of the Government. The President so appointed must be approved by a majority of the Student Government members present
and shall serve for one (1) year.

The Student Government President shall:

e convene the meetings of the Student Government;

presides over Student Government meetings unless they relinquish the chairmanship for a specific purpose;

sets the agenda for each Student Government meeting;

promotes the purpose of the Student Government as defined in the University Bylaws, Catalog, and Handbooks;
appoints the Secretary of the Student Government by choosing from among the members of the Student Government.
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10.4.1.5 The Secretary

The Secretary of the Student Government shall serve a term of one (1) year. The Student Government President may remove
them early for severe and proven reasons.

The Secretary shall take minutes of all Student Government meetings and be Student Government records' custodians. They
shall be responsible for distributing copies of approved minutes to interested persons.

10.4.2  MEETINGS AND PROCEDURES

The Student Government shall meet at least once every two months during the year. The Student Government will organize
and approve the meeting schedule during its first meeting at the beginning of each year.

The Student Government President may call extraordinary meetings of the Student Government. The convening of a special
meeting is subject to the submission of a petition, certified by the Student Government Secretary, containing the signatures
of at least two-thirds of the members of the Student Government; in such case, the meeting must be scheduled within three
academic days of the certification of the petition.

In the case of special meetings, Student Government members will be notified by e-mail by the Student Government President
one week before the meeting.

The President may cancel or reschedule a regularly scheduled meeting in an emergency.

10.4.2.1 Agenda

Agenda items must be sent to Student Government members via e-mail at least one week before each meeting. The Student
Government President is responsible for the agenda.

Discussion at Student Government meetings will be limited to the items on the agenda. Any exceptions will require the explicit
approval of the Student Government at the meeting.

10.4.2.2 Member Absences

Each member must notify the Student Government President of the reasons for not attending Student Government meetings
to be excused.

Suppose a member is absent unexcused for three (3) regularly scheduled Student Government meetings in a year. In that
case, the Student Government will replace the member by electing the first from the list of those not elected.

10.4.2.3 Procedural Rules on Debate
Discussing a motion or agenda item must be relevant to the motion or article. The Student Government President shall
determine whether the debate deviated from the motion or agenda item under consideration.

10.4.2.4 Quorum and Votes

Each meeting of the Student Government is official if a simple majority of the voting members are present. A majority vote
applies to this committee. In case of a tie, the President's vote prevails. Abstentions are not counted.

All voting on motions shall be by a show of hands unless the Student Government President requests a secret ballot. Such
votes are taken by paper ballot.

In the case of a hand ballot, the President will designate a person to count. In the case of a secret ballot, the Secretary will
take the poll and report the results to the Student Government President. Members may not vote in absentia.

10.4.2.5 Minutes

The Secretary of the Student Government shall keep minutes of all meetings of the Student Government.

Any motion made and passed at the meeting shall be recorded in the minutes. The decision of each motion shall be made
clear by the vote recorded in the minutes, along with a summary of the discussion.

The minutes will be corrected and approved by the Student Government President. A copy of the approved minutes will be
forwarded to the President of the University.

10.4.3  REVISION OF THE BY-LAWS
The President of the Student Government may propose changes to these By-Laws to the University President; the Board of
Trustees will finally act upon all revisions proposals.
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