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Institutional policies are policies that are applied to all programs within the institution.  In addition to adhering 
to the policies of each individual academic program, individuals are also required to follow institutional policies 

listed in this Catalog and the Student Handbook. 
 
Academic Program 
The curriculum is under continuous improvement, with constant feedback from graduates, healthcare 
professionals, faculty, and students.  The Curriculum Review Committee will review all items referred to it and 

forward suggestions for full faculty approval to ensure that the institution is providing a quality education. 
 

Definition of Unit of Credit 
All credits recorded on the official permanent transcripts of ACAOM students are recorded as semester hours.  

Class time equivalents are identified as: 
1 semester hour of Didactic credit (lecture) =15 clock hours. 

1 semester hour of Didactic credit (lab)       =20 clock hours. 

1 semester hour of Clinical Training credit  =30 clock hours. 
 

Each hour of didactic instruction is expected to have 2 hours of preparation time by the student outside of 
class.  Each hour of clinical training is expected to have .5 hours of preparation time by the student outside of 

class.  A credit hour is 50 minutes of instruction per week. 
 

Enrollment Policy 
All student accounts must be paid in full before the end of each semester.  Students with an unpaid balance 
will not be allowed to enroll for the next semester. 

 
Course Prerequisites 
Some advanced and clinical courses have prerequisite requirements, which must be fulfilled before enrolling.  A 

prerequisite course requirement is satisfied only when a grade of “C” or better has been recorded for the 
course by the registrar on the student permanent transcript. Exemptions can be given only with the approval 

of the instructor and the Dean of Academic Affairs.   
 
Examination Policy 
Examination Schedule 
ACAOM follows a specific final examination schedule as noted on the semester calendar.  The midterm and 
final examinations will be listed on the individual course syllabus.  All students are required to take final 

examinations and midterm examinations when scheduled.  Instructors are given wider discretion for the 

scheduling of quizzes, which may be given at any time. 
 

If a student fails to take the midterm or final examinations, he or she may receive a failing grade. Permission 
for a make-up examination is within the sole discretion of the instructor, who must sign a Make Up Exam Form 

to approve a make-up. Taking examinations both earlier and later than the regular scheduled date is 
considered a make-up examination. Make-up examinations apply to midterm and final examinations only. This 

policy does not apply to any other examinations. Make-up quizzes will be handled by the instructor, and the 
administration will not facilitate quizzes for the student. 

 

Make-up exams must be completed within two weeks of the original scheduled date, unless the student is 
incapacitated, under which condition, a medical excuse may be required. There will be a charge for each 

make-up exam. The first make up exam for any course carries a $30.00 fee, each additional makeup exam for 
that same course will be assessed a $100.00 fee. If a missed exam is not made up within two weeks, or an 
extension given in writing, a grade of “F” will be assigned for that test. 



 
Grading Policy 
The instructor has the discretion to change the grading model presented below.  The instructor also has the 

discretion to substitute other forms of student assessment for the examinations such as research papers, 
reports, or other projects. 

 
Criteria and Scale 
Grades each semester may be determined by the following criteria or some other criteria as adopted by the 
faculty member and printed in the course syllabus. (EXAMPLES) 

Model one 15% from quizzes 

   35% from midterm examination 
   50% from the final examination 

Model two 10% from papers, presentations, 
projects 

   10 % from quizzes 
   30% from midterm examination 

   50% from the final examination 
ACAOM has adopted the following scale for determining Final Grades:   

90 - 100 = A 80 - 89   = B 70 - 79   = C  

60 - 69   = D 0   - 60   = F 
Quality points are assigned to the final course grade recorded on the student transcript on the basis of a 4 

point maximum for each semester credit hour as noted below: 
A  Excellent = 4.0   B  Good =3.0    C  Average =  

2.0 D  Poor  = 1.0        F  Failure = 0.0  
Also noted below are other academic activity indicators which may appear on the transcript with the 

designated meaning of each: 
P  Pass NP No Pass I Incomplete W  Withdraw AU  Audit  

   IP In Progress* 

TC  Transfer Credit by Competency Exam 
(*Data base code, not used to indicate a grade.) 

 
Incomplete 
An “Incomplete” or “I” is given at the discretion of the instructor when a student has not completed all of the 
requirements for the course.  An incomplete is rarely given and is contingent upon verifiable proof of 

unforeseen circumstances beyond the control of the student, which prevented the student from completing the 
coursework in a timely manner.  

 

An incomplete is NOT automatically given if the student misses the final examination unless the “I” form is 
completed and signed by the course instructor.  Otherwise, a grade of “F” will be recorded on the student’s 

record.  The time period allowed to complete the coursework is limited to no longer than the end of the 
following semester.  If the coursework is not completed by the end of the following semester, a grade of “F” 

will be assigned for that course. 
 
Academic Standard 
Satisfactory Progress 
A student must complete each course with a grade of at least a “C” and maintain a cumulative Grade Point 

Average (GPA) of 2.5 or better on a 4.0 scale in order to maintain satisfactory progress and be eligible for 
graduation.  Students who receive a D or F will be required to retake the course the next semester the course 

is offered.  Both the original grade and any subsequent attempt will be recorded on the transcript with hours 
attempted counted among total hours in determining a student’s GPA. 

 
Satisfactory Progress—Financial Aid Recipients 
For financial aid recipients, the satisfactory progress requirements include both qualitative and quantitative 

components, which are monitored by the Financial Aid Office.  See Financial Aid Office for publication listed: 
“Satisfactory Academic Progress Requirements for Financial Aid Recipients.” 

 



Academic Probation for Unsatisfactory Progress 
A student whose cumulative academic grade point average falls below 2.5 will be placed on academic 
probation for the following semester.  A student placed on academic probation will be counseled by the Dean 

of Academic Affairs prior to the beginning of the next semester. The terms of probation will be indicated on the 
student’s permanent record, and the student will receive a letter from the Academic Dean stating the terms of 

the probation. 
 

Grounds for Termination 
If a student fails to achieve satisfactory progress at the completion of the first semester in which he or she has 

been placed on probation, his or her enrollment will be terminated.  However, a student on academic probation 

who achieves a 2.5 GPA or better during the first semester in which he or she has been placed on probation, 
but has not received the required grades during that semester to achieve overall satisfactory progress for the 

program, may have the probationary period extended for one additional semester.  If, however, such student 
fails to achieve overall satisfactory progress at the completion of the subsequent probationary term, his or her 

enrollment will be terminated.  Any such continuation of probation or suspension shall again be noted in a 
letter to the student stating the condition of the probation or suspension. 

 
Re-Entering the Program 
A student whose enrollment is terminated for unsatisfactory progress may re-enter the program, if approved 

by Vice President of Academic Affairs, after a minimum of one semester has elapsed.  Such student shall file a 
request for reinstatement setting forth a plan of action under which the student feels he/she can succeed as a 

student.  Such student will be placed on probation for the semester in which he or she re-enters.  The re-
entering student who fails to maintain satisfactory progress at the end of this probationary period will be 

terminated from the program. 
 

Attendance Policy 
ACAOM expects regular class attendance by all students.  More than two absences in any semester are 

considered excessive.  Excessive absences may result in lowering of the student’s grade. 

 
Instructors, at their discretion, may work with a student who has excessive absences caused by special 

circumstances such as illness, injury, family tragedy, etc.  In such cases, with the approval of the Dean of 
Academic Affairs, the instructor and the student must agree on an alternative learning plan for the missed 

work.  This plan may include additional assignments, research, written reports, and/or tutoring.  The student 
may be charged for make-up tutorials.  Such exceptional arrangements between faculty and student must be 

recorded in writing, approved by the Academic Dean, and then filed in the student’s permanent file. 
 

Dropping a Course for Non-Attendance 
The instructor and the Dean of Academic Affairs in consultation have full authority to drop a student for 
excessive absences.   

 
Tardiness 
All students are expected to arrive on time for all classes and to remain for the entire class period.  An 
occasional tardiness, or early departure from class, however, will occur.  In such cases, if either becomes 

excessive in frequency or in length of time, the student can expect to have the disturbance of the class taken 
into consideration when grades are written by the faculty member. 

 

Schedule Changes During First Week Add & Drop Period 
Adding and dropping of courses to improve one’s schedule may continue from the day classes start (a 

Wednesday) until the end of the day all classes meet for the first time (the following Tuesday). Schedule 
changes (either to add or drop a class) should be submitted to the registrar by 8:00 p.m. on Tuesday evening.  

The registrar’s office will remain open to complete all requests to change a schedule by adding or dropping a 
course.     

 

Refer to the section entitled:  “Tuition Refund Policy.” 
 



Withdrawals 
A student may withdraw from a course at any time prior to taking the final examination on its scheduled date. 
Upon withdrawing from a course, a grade of “W” will be recorded on the student’s transcript. Only one 

withdrawal from the same course by a student is permitted. The second attempt must be completed and a 
final course grade recorded on the student’s transcript. 

 
Automatic Termination Due to Nonparticipation  
Leave of absence for a reasonable purpose from the program is allowed, but may not exceed three consecutive 
semesters (one calendar year).  If the student fails to return from leave after the third consecutive semester, 

the student will automatically be terminated from the program.  The student will then be required to reapply 

for admissions in order to continue the program.  For those students receiving Federal Student Aid, taking 
leave of absence for more than one semester per year will be terminated from the financial aid program, and 

will be contacted by the lender for repayment of the student loans. 
 

ACAOM’s Honor Code of Ethical and Professional Conduct 
ACAOM seeks to provide all students with an environment conducive to personal growth, academic 

achievement, individual responsibility, and respect for the rights and privileges of others.  ACAOM takes very 
seriously any misconduct or unprofessional behavior of its students.  Therefore, the ACAOM administration, the 

Board of Governors, the faculty, and the student body have adopted this Honor Code, which incorporates 

expectations for personal and professional conduct of all members of the college community. 
 

The purpose of this Honor Code is to promote ethical and professional behavior among the ACAOM community.  
The success of this Honor Code is dependent on each student’s commitment to abide by the Honor Code and 

his or her intolerance for violations of the Honor Code by fellow students. 
 

ACAOM cannot list every behavior that can be considered a violation of the Honor Code.  Therefore, the Code 
seeks to describe generally what constitutes improper or unprofessional behavior.   Honor Code violations 

generally include, but are not limited to, the following behavior or conduct: 

1. Disruptive conduct on campus or at an ACAOM Clinic—Disruptive conduct on campus includes, but is not 
limited to, on-campus disruptive conduct that substantially or repeatedly interferes with a faculty member’s 

ability to teach or a student’s ability to learn; on-campus conduct that is threatening; on- campus conduct 
that incites others to breach the peace on campus; or on-campus violation of state or federal laws, 

including possession of firearms, explosives, and other prohibited offensive weapons. 
2. Belligerence or insubordination to a faculty member, administrator, or other staff member. 

3. Violation of ACAOM’s Anti-Discrimination and Harassment Policy. 
4. Cheating, plagiarism, forgery of documents, records, or identification.  Cheating is defined as follows:   

a. Giving or receiving help from another student during an examination including tests, quizzes, and other 

forms of work done for evaluation purposes. 
b. Using books, notes, or any other sources of information without the permission of the instructor during 

the examination. 
c. Misrepresenting the facts in order to obtain exceptions to fulfillment or timing of required course work or 

examinations. 
d. Unauthorized reproduction and distribution of examinations. 

5. Professional dress is expected while on campus and at on- campus clinics.  Additional dress code rules apply 
for the Clinical Training component of the program.  (See Clinic Handbook.) 

6. Theft, vandalism, or property damage. 

7. Violation of ACAOM’s policy prohibiting smoking, illegal drugs, and alcoholic beverages on the main campus 
or in any off- campus clinics.  Violation of ACAOM’s Prohibited Weapons Policy. 

8. Treating or attempting to treat a fellow student or other person, except when authorized to do so in an 
ACAOM clinic setting under the supervision of ACAOM clinical staff. 

9. Allowing another student to treat you except when the other student has been authorized to do so in an 
ACAOM clinic setting while under supervision of ACAOM clinical staff. 

10. Failure to responsibly select, use, and discard all acupuncture needles and related materials according to 

clinic and federal regulations.  
11. Violation of federal laws regulating the duplication of copyrighted materials. 

12. Violations of the Student Handbook, the Clinical Handbook, or the ACAOM catalog. 



 

ACAOM may place a student charged with violating the above Honor Code on probation, suspension, or 
expulsion.  A student receiving such disciplinary action for violating the Honor Code shall have the right to due 

process and be given prompt notice of the charges, the conditions of probation, and an opportunity for a 
hearing within ten (10) school days before a tribunal of peers and ACAOM faculty chaired by the Vice President 

of Operations.  The accused student shall have the right to counsel, the right to call witnesses, and to cross 
examine any who provide evidence.  Restrictions may be imposed upon a student during any 

suspension/probation period.  Violation of any condition of the interim probation or suspension shall be 
grounds for expulsion. 

 

Cheating will be reported to the Vice President of Academic Affairs who will decide the appropriate actions to 
be taken which may include suspension, probation, or expulsion.  The Vice President’s decision is final unless 

appealed by the student within 48 hours after receiving notice of the decision.  The President, through the 
Office of Compliance, will then make the final decision. 

 
If a student is charged with a violation of any local, state, or federal law and the student’s conduct involves a 

violation of the Honor Code, ACAOM will review the matter and decide upon disciplinary action independently 
of any governmental, administrative, or civil proceedings. 

 

Sexual Harassment Policy 
General 
The institution is committed to remaining free of objectionable and disrespectful conduct and communication of 
a sexual nature, especially when such conduct is imposed by one person on another and adversely affects a 

staff member’s employment relationship or working environment.  Sexual harassment regarding students is 
likewise covered by this policy. 

 
Definition 
Unwelcomed sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 

nature constitute sexual harassment when: 
-- Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 

employment or class grade, 
-- Submission to or rejection of such conduct by an individual is used as a basis for employment decisions 

affecting such an individual, or 
-- Such conduct has the purpose or effect of interfering with an individual’s work performance or creating an 

intimidating hostile or offensive environment. 
 

Policy 
It shall be a violation of institutional policy for anyone who is authorized to recommend or take personal 
actions affecting a staff member or a student to: 

 
--  Make sexual advances or request sexual favors when submission to or rejection of such conduct is the 

basis for either implicitly or explicitly imposing or granting terms and conditions of employment and/or 
success in the school program that either favorably or adversely affect the individual’s welfare. 

--  Grant, recommend, or refuse to take any personal action because of sexual favors, or as a reprisal against 
a staff member or a student who has rejected or reported sexual advances. 

--  Disregard and fail to investigate allegations of sexual harassment, whether reported by the staff member 

who is the subject of the alleged harassment, a witness, or a student and to fail to take immediate 
corrective action in the event misconduct has occurred. 

 -- It shall also be a violation of this policy for any staff/faculty member to abuse another or to abuse a 
student through disrespectful conduct or communication of a sexual nature.   

 
Whenever such misconduct is alleged to have occurred, the aggrieved party should immediately inform the 

Vice President of Operations in writing by completing a written account of the incident(s).  The Vice President 

of Operations will immediately investigate the alleged violation and take appropriate corrective action when it is 
established misconduct occurred.  If the Vice President of Operations is not available to address the complaint, 

the president may assign the Vice President of Academic Affairs or Office of Compliance to investigate and take 



corrective action. 

 
A staff member, faculty member, or student alleging either sexual harassment or failure by the Vice President 

of Operations to take immediate action on the individual’s complaint of being sexually harassed may file a 
formal grievance.  Filing a grievance or otherwise reporting sexual harassment will not cause any reflection on 

the individual’s status as a staff member or student, nor will it affect any future employment, compensation, or 
work assignments of faculty and staff members, and/or the future academic success of a student. 

 
The right to confidentiality, both to the complainant and of the accused, will be respected insofar as it does not 

interfere with the institution’s legal obligation or ability to investigate allegations of misconduct when they are 

brought to its attention, or to take corrective action when it is found that misconduct has occurred. 
 

Student Rights and Responsibilities 
The purpose of this section is to outline important rights and responsibilities of students.  In general, students 

should have the maximum freedom allowable under the law, in accordance with the College’s responsibility for 
the students’ well-being. 

 
Students have the RIGHTS to: 
- An appropriate and well-balanced program. 

- Study under qualified instructors in an atmosphere free from bias, prejudice, and disruption. 
- Appropriate advising for academic problems. 

- Appropriate counseling for personal problems. 
- An academic grade that reflects their academic achievement. 

- Information on policies and rules of ACAOM. 
- The opportunity to make-up class work within a specific length of time in case of all absences except 

truancy. 
- Protection by legal provisions that prohibit the release of personal and academic records, which may not be 

released unless the student has completed and delivered a release of information card (Texas Open Records 

Law and Federal Privacy Act of 1974) to the registrar, expressly authorizing a person to receive said 
student’s records. 

- Religious freedom and freedom of speech. 
- A student association under the direction of the ACAOM administration. 

- Fair treatment and due process that does not violate their legal rights with regard to discipline in all matters. 
 
Students have the RESPONSIBILITIES to: 
- Strive for academic success by participating to the utmost of their ability, including being prepared for each 

class with appropriate materials and assignments. 

- Contribute to the environment in which one demonstrates respect towards others, behaves in a responsible 
manner, and is properly attired and groomed. 

- Seek academic advising if necessary. 
- Seek personal counseling if necessary. 

- Maintain reasonable standards of academic performance commensurate with their abilities. 
- Improve their performance upon notice of unsatisfactory progress. 

- Take advantage of their educational opportunities by attending all the scheduled classes and by being on 
time. 

- Request the make-up assignments from their instructors within a specified length of time. 

- Give the College any information that may be useful in making appropriate educational or emergency 
decisions, including current address/telephone information. 

- Respect the First Amendment rights of others. 
- Be alert to the needs of the school and the concerns of the student body and to work toward responding to 

those needs and concerns to the best of their abilities. 
- Conduct themselves according to the student conduct set forth in this catalog and Student Handbook. 

 

Petitions and Grievances 
Petitions 
A petition is a request for the school administration to consider exceptions to stated policies.  A student 



wishing to file an appeal to any stated policy should utilize the petition form available in the Registrar’s Office.  

The completed appeal document should be filed with the Vice President of Operations or the Vice President of 
Academic Affairs.  

 
Grievances 
Providing a grievance process is for the purpose of providing a systematic and formal process to address issues 
of concern to members of the College community.  The initial step in all grievance procedures should be an 

informal discussion of the issue(s) of concern between the person with a concern or grief and the person who 
is believed to have the capacity to provide attention and relief to the matter.  Such an informal discussion often 

resolves all concerns, as many times the issue is a result of the lack of information or a misunderstanding of 

the facts regarding the issue.  If this informal discussion leads to a successful resolution to the issue of concern 
to the aggrieved, no further action is necessary. 

 
When the informal discussion does not resolve the issue of concern, step two should be initiated by the 

aggrieved. The concern should be recorded in writing and submitted to the proper individual able to address 
the issue, which is usually the person with whom the informal discussion was held.  This written step assures 

that there is clarity on all issues of concern and all parties have a common point of reference.  The person 
receiving the grievance shall have ten (10) school days to respond in writing to the written complaint 

(grievance).  If the aggrieved is satisfied with the response, the process is completed.  If the aggrieved is not 

satisfied with the response, he/she may appeal the matter to the appropriate Vice President within five (5) 
school days.  The appropriate Vice President shall review the grievance and the responses and write his/her 

response and present it to the aggrieved within ten (10) school days.  If the response is satisfactory, the 
process is completed.  If, in the mind of the aggrieved, the issue has not been resolved satisfactorily, he/she 

may appeal to the President of the College within 5 school days.  The President shall have ten (10) school days 
to respond in writing and his decision shall be final.    

 
If not satisfied with the school’s resolution of an issue or a grievance, the student may direct his or her 

grievance to Southern Association of Colleges and Schools Commission on Colleges 

1866 Southern Lane 
Decatur, GA 30033-4097  

or call: (404) 679-4500 
 

If not satisfied with SACS’s resolution of an issue or a grievance, the student may direct his or her grievance to  
Texas Higher Education Coordinating Board 

Box 12788, Capitol Station 
Austin, Texas 78711  

or call: (512) 427-6225  

 
Grievances Involving Allegations of Sexual Harassment 
Filing a grievance or otherwise reporting sexual harassment will not reflect on the individual’s status as a 
student, nor will it affect any future academic success of the student.  The right to confidentiality, both of the 

complainant and of the accused, will be respected insofar as it does not interfere with the institution’s legal 
obligation or ability to investigate allegations of misconduct when they are brought to its attention, or take 

corrective action when it is found that the misconduct has occurred. 
 


