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ASA’S MISSION
The Mission of
ASA College is to educate a diverse
and qualified student population to become
responsible professionals committed to lifelong learning
by equipping them with a firm academic foundation and
career-specific competencies. ASA offers high-quality degree
and certificate programs that respond to the needs of students
and employers in a global economy. ASA faculty and staff
are dedicated to maintaining professionalism and
institutional integrity in a student-centered
environment.
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The contents of the ASA Student Handbook are subject to change. ASA reserves the right to modify, amend, or revoke any policies and procedures outlined within this
handbook as administration deems necessary. Any changes effected will be published as addenda to the Handbook and will be available to the students on ASA’s website.
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WELCOME TO ASA
ASA is proud to have you join our ever-growing family. As
you start your journey toward SUCCESS, here are some of
ASA’s unique features that will make the road easier.
Our high-quality, hands-on programs are designed to provide
you with a firm academic foundation and professional skills
that will prepare you for your careers.
Our Faculty is comprised of dedicated professionals from
the industry who will impart their expertise and experience to
you with individual attention.
Our Student Advisors are always available to lend a
sympathetic ear and a helping hand when you have problems or
issues to resolve.
Our Learning and Writing Centers are organized to provide
you with tutorial support at your convenience, if you ever
need it.
Our Library and Resource Centers have a wealth of resources
and highly qualified librarians who will provide you with help
to fulfill your information needs.
Our Externship Department will find you an externship
experience in one of our many company sites around the
metropolitan area. There you will practice your acquired
knowledge and skills to prepare for employment.
Our Placement Officers will work with you from the time
you start your program to your graduation and beyond.
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Students enrolling at ASA assume an obligation
to conduct themselves in a manner compatible
with the college’s function as an educational
institution. To fulfill its functions of imparting
and gaining knowledge, the college retains
the power to maintain order within the college
and to exclude those who are disruptive to
the educational process. ASA students take
upon themselves certain responsibilities and
obligations, including satisfactory academic
performance, and social behavior consistent
with the lawful purposes of the college. Student
conduct, therefore, is not considered in isolation
within the college community but as an integral
part of the education process. All students are
expected to know and abide by the code of
student conduct. Ignorance of ASA’s rules and
regulations is not an excuse for non-compliance.

STUDENT RIGHTS
Each Student Has The Right To:
• Confidentiality, when consulting with an advisor at ASA;
• Appeal grades, disciplinary action, and/or academic and
placement decisions;
• File a complaint without fear of retaliation;
• Be referred to outside agencies, if help is requested;
• Receive additional academic support, if necessary;
• Review all personal academic and financial records;
• Have a resolution within a reasonable amount of time.
All students are encouraged to avail themselves of free
tutorial services. Tutorials are conducted at the ASA Learning
Center on the First Floor, Room 113A. The tutorial schedule
is posted at strategic areas around the college. Additional oneon-one sessions are also available at the student’s convenience.
For more information, see your student advisor or contact the
Learning Centers.

Family Educational Rights and Privacy Act
(FERPA)

The Family Educational Rights and Privacy Act (FERPA) afford eligible students certain rights with respect to their education records. (An “eligible student” under FERPA is a student
who is 18 years of age or older or who attends a postsecondary
institution.) These rights include:
1. The right to inspect and review the student’s education records within 45 days after the day the ASA College (“School”)
receives a request for access. A student should submit to the
registrar, dean, head of the academic department, or other appropriate official, a written request that identifies the record(s)
the student wishes to inspect. The school official will make
arrangements for access and notify the student of the time and
place where the records may be inspected. If the records are
not maintained by the school official to whom the request was
submitted, that official shall advise the student of the correct
official to whom the request should be addressed.
2. The right to request the amendment of the student’s education records that the student believes is inaccurate, misleading, or otherwise in violation of the student’s privacy rights
under FERPA.
A student who wishes to ask the school to amend a record should write the school official responsible for the record, clearly identify the part of the record the student wants
changed, and specify why it should be changed.
If the school decides not to amend the record as requested,
the school will notify the student in writing of the decision
and the student’s right to a hearing regarding the request for
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amendment. Additional information regarding the hearing
procedures will be provided to the student when notified of
the right to a hearing.
3. The right to provide written consent before the college
discloses personally identifiable information (PII) from the
student’s education records, except to the extent that FERPA
authorizes disclosure without consent.
The school discloses education records without a student’s
prior written consent under the FERPA exception for disclosure to school officials with legitimate educational interests.
A school official is a person employed by ASA College in an
administrative, supervisory, academic, research, or support
staff position (including law enforcement unit personnel and
health staff); a person serving on the board of trustees; or a student serving on an official committee, such as a disciplinary
or grievance committee. A school official also may include a
volunteer or contractor outside of ASA College who performs
an institutional service or function for which the school would
otherwise use its own employees and who is under the direct
control of the school with respect to the use and maintenance
of PII from education records, such as an attorney, auditor,
or collection agent or a student volunteering to assist another
school official in performing his or her tasks. A school official has a legitimate educational interest if the official needs to
review an education record in order to fulfill his or her professional responsibilities for ASA College.
4. The right to file a complaint with the U.S. Department
of Education concerning alleged failures by ASA College to
comply with the requirements of FERPA.
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The name and address of the Office that administers FERPA:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202

The Americans with Disabilities Act (ADA)

The Americans with Disabilities Act is a federal civil rights
law intended to protect qualified persons with disabilities from
discrimination in employment, education, public services and
programs, transportation, public accommodations, and telecommunications. The Federal regulations implemented by
the ADA were designed to supplement and complement other
Federal and State laws which protect persons with disabilities.
The ADA defines “disability” with respect to an individual,
as: (a) a physical or mental impairment that substantially limits one or more of the major life activities of such individual;
or (b) a record of such impairment; or (c) being regarded as
having such impairment.
A substantial impairment is one that significantly limits or
restricts a major life activity which includes, but is not limited
to, hearing, walking, learning, seeing, breathing, caring for
oneself, and performing manual tasks.
ASA College encourages qualified students with disabilities
to fully participate in the community of ASA College. All faculty, staff, and administrators will actively support qualified
students with disabilities in all of the college’s educational
programs, services, and activities. ASA College prohibits unlawful discrimination against qualified students with disabilities. For additional information please contact the Campus

Dean at (786)-279-1740 Ext. 4933. There are several on-campus programs that provide support and advocacy for persons
with disabilities. Services are also available to assist faculty
and staff in providing accommodations to students with disabilities. Employees and students with documented disabilities may request modifications, accommodations, or auxiliary
aids by reaching the ADA Coordinator, Mr. Jorge Trujillo at
jtrujillo@asa.edu. Please see “Student Disability Services” for
more information.

AIDS/ HIV Policy Statement

Current medical knowledge indicates that AIDS is a disorder
which is not communicated through casual contact. AIDS substantially interferes with the life activities of those who contract it; and, hence is regarded as a disabling condition by ASA
College. Since current College policy forbids discrimination
on the grounds of disability, acts in violation of this policy by
faculty/ staff members or students against persons with AIDS/
HIV is prohibited.

Student Disability Confidentiality

The Office of Student Disability Services has developed the
following guidelines regarding confidentiality:
All disability-related information including documentation,
medical records including HIV or AIDS status, correspondence, and accommodation records are considered confidential. ASA College and the SDS office have an obligation to
maintain confidentiality on all disability-related information.
Access to disability related Information within SDS is on a
need-to-know basis and only for the purpose of assuring ap-

propriate accommodations. SDS is prohibited by law from releasing any disability records or personal identifying information to any outside entity. The student may request, in writing,
that information be released to specific persons or agencies by
signing a “Release of Information” form.

Leave of Absence

A Leave of Absence refers to the specific time period during
an ongoing program when a student is not in academic attendance. It does not include non-attendance for a scheduled
break in the student’s program. A student who is granted an
approved Leave of Absence is considered to remain in an incollege status for Title IV loan repayment purposes. If, however, a student does not return from an approved Leave of Absence, the student’s withdrawal date is the student’s intended
return date; and, the beginning of the student’s grace period
is the date the student began the Leave of Absence. ASA will
grant approval for a Leave of Absence subject to the following
stipulations:
• Leaves must be requested in writing (dated, signed, and
start/return dates indicated).
• Requests must be made prior to the Leave of Absence.
• Leaves must be approved by a college official.
• Leaves will only be granted at the conclusion of a semester.
• Leaves must be applied for and approved before the end of
the add/drop period at the beginning of each semester.
• Leaves will be limited to one semester in a 12-month period.
• Students requesting a leave must report to the Financial Aid
Office for counseling.
7
FL STUDENT HANDBOOK - Vol.18.6

STUDENT RESPONSIBILITIES
Students are responsible for the following:
• Submission of immunization records to the Registrar’s office during the first 30 days of the first semester.
• When contacted by the Registrar for submission of appropriate documentation, students must cooperate fully and comply
with such requests expeditiously.
• Reviewing their grades at the end of the semester on the student portal for the purpose of determining academic progress.
• Resolving outstanding grade issues within one semester of
occurrence.
• Submitting a non-refundable application fee.

STUDENT CODE OF CONDUCT
Students who are enrolled in ASA College are obliged to conduct themselves in a manner that is in keeping with the functions of the College as an educational institution. Therefore,
violations of the student code of conduct are subject to disciplinary action. Those actions can include warnings, disciplinary probation, suspension, or dismissal from the college.
Infractions of the student code of conduct include but are not
limited to the following:
8
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Student Identification

All students are required to wear the college ID card while on
ASA College premises. At orientation, students will be invited
to have their pictures taken for their ID cards. These cards will
be processed and ready for pickup during the second week of
each semester. After the third week of classes, no student will
be admitted to class/laboratories/library without the college
ID. Students must show their ID card to security when entering
ASA buildings and/or floors, and must surrender the ID card to
a college official upon request.

Behavior

At ASA College, we expect all members of our community to
conduct themselves in a polite and professional manner. Any
behavior (physical or verbal) that interferes with the College’s
educational objectives, or is harmful to the safety of the ASA
community, is subject to disciplinary action. These behaviors
include, but are not limited to, making excessive noise; disorderly, lewd, indecent, or obscene conduct; expressions and inappropriate intimate behavior; disruptive conduct in the classroom, offices, and corridors; and, harassment of students, staff,
or faculty.

Mobile Phone Usage

The use of mobile phones, of any kind, including but not limited to cell phones or smartphones, in academic and study areas
of the college including but not limited to classrooms, libraries,
laboratories and learning centers is prohibited. Mobile phones

should be turned off or set to vibrate during class sessions. Students are not permitted to take calls, send or receive text messages during class, or leave the classroom during scheduled
class time to conduct a mobile phone conversation. Interruptions are counterproductive to the learning process and can be
viewed as disrespectful to the class. Exercise quiet courtesy
when conducting a mobile phone conversation in the corridors
outside of classrooms and offices, and keep the conversation
brief.

Standards of Proper Attire

Students are encouraged to dress in a manner appropriate to
the customary standards expected in a business environment;
that is, a collared dress shirt with tie, slacks, and dress shoes
for men, and conservative office attire for women. However,
since ASA recognizes that this style of dress may present a
financial burden to some students; we permit a more liberal
standard of dress. Casual clothing (e.g., jeans, T-shirts, sneakers, walking shorts, and sandals) may be worn.
Under no circumstances, however, may students wear any
of the following attire while on college premises: tank tops,
halter tops, cut-off jeans, low-waist/low wearing jeans, skintight attire, miniskirts, mini-shorts, or any clothing that may
be offensive or disruptive. Finally, please note that computer
labs are kept at cooler temperatures which might be uncomfortable to some students, therefore, plan accordingly.
Students may not wear hats, du-rags or headphones, nor listen to portable or personal music units while in the college.
Special attire such as lab coats or scrubs must be worn for lab/
clinical courses. No open-toed sandals may be worn in the
clinical labs. Any student who does not adhere to ASA’s dress

code may be asked to leave the premises to change attire and/
or be suspended from the college for noncompliance.

Non-Discrimination Policy

ASA College is an equal employment affirmative action institution. The college does not discriminate against any person on the basis of race, color, ethnicity, national origin, religion, creed, age, disability, sex, gender identity or expression,
sexual orientation, familial status, marital status, pregnancy,
predisposing genetic characteristics, military or veteran status,
domestic violence victim status, or criminal conviction in its
admissions, employment, educational programs, student services, activities, or administration of education policy, except
as such condition may constitute some bona fide occupational
or assignment qualifications. ASA is firmly committed to providing all students equal access to its programs, resources, opportunities and facilities. Violations of the College’s policies
against unlawful discrimination and harassment may result in
disciplinary action, including but not limited to being barred
from campus, suspended, or dismissed from the College.
Inquiries regarding the non-discrimination policies and grievance procedures should be directed to:
Human Resources Office
1293 Broadway, 9th Floor
New York, NY 10001
(212) 672-6450, ext.1100

Anti-Harassment Policy

ASA is committed to a workplace free of discrimination and
harassment based on race, color, religion, age, sex, national
origin, disability, status as a veteran, or any other protected
9
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status. Offensive or harassing behavior will not be tolerated
against any employee. This policy covers students, vendors,
customers, or others who enter our workplace, as well as all
employees. Supervisory or managerial personnel are responsible for taking proper action to end such behavior in their
workplace.
In an effort to prevent sexual and other forms of harassment
from occurring, this policy against harassment will be communicated to each employee. No employee of this company is
exempt from this policy.
Offensive conduct or harassment of a sexual nature, or
based on race/ color/ religion/ age, sex, national origin, disability, status as a veteran or any protected status is prohibited.
This may include but is not limited to:
• Offensive physical actions, written, spoken,or graphic
communication (for example/ obscene hand or finger
gestures or sexually explicit drawings).
• Any type of physical contact when the action is unwelcome
by recipient (for example, brushing up against someone in
an offensive manner).
• Expectations, requests, demands, or pressure for sexual
favors.
• Slurs, jokes, posters, cartoons, and gestures that are
offensive.
• Any form of bullying that rises to the level of harassment,
i.e., bullying and harassment based on gender or sex
stereotypes including sexual harassment and gender-based
harassment of lesbian, gay, bisexual and transgender
(LGBT) individuals.
Any such offensive conduct will be considered a prohibited
form of harassment when any of the following are true:
10
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• There is a promise or implied promise of preferential
treatment or negative consequence regarding employment
decisions or status,
• Such conduct has the effect of creating an intimidating or
hostile or offensive work environment, or unreasonably
interferes with a person’s work performance.
• A third party is offended by the sexual conduct or
communication of others.
Harassment is considered a form of employee misconduct.
Disciplinary action, up to and including termination, will be
taken against any employee engaging in this type of behavior.
Any supervisor or manager who has knowledge of such behavior yet takes no action to end it is also subject to disciplinary action.
Anyone who believes he or she is being discriminated
against as a result of harassing behavior (for example: other
employees being given special treatment in exchange for sexual favor(s)) is encouraged to report it.
Complaints should be made to the Human Resources Office
or a Vice President. All complaints will remain as confidential as possible and will be subject to ASA’s Grievance Procedure (described in the following section). Complaints made in
good faith will in no way be held against an employee.

Title IX Statement

It is the policy of ASA College to comply with Title IX of the Education Amendments of 1972, which prohibits discrimination
(including sexual harassment and sexual violence) based on sex
in the College’s educational programs and activities. Title IX
also prohibits retaliation for asserting or otherwise participating
in claims of sex discrimination. ASA College has designated Ti-

tle IX Coordinators, listed below, to coordinate ASA College’s
compliance with and response to inquiries concerning Title IX.
For more information regarding ASA College’s Sexual Misconduct Policy, see http://www.asa.edu/title-ix/
A person may also file a complaint with the Department of
Education’s Office for Civil Rights regarding an alleged violation of Title IX by visiting www2.ed.gov/about/offices/list/
occr/complaintintro.html or calling 1-800-421-3481.
The following have been designated to handle inquiries regarding the non-discrimination and anti-harassment policies:
Mindy Hamilton, J.D/M.A. Campus Dean / Title IX Coordinator
530 W. 49th Street (Room 233)
Hialeah, FL 33012
(305) 400-3810 x 4933
titleIX@asa.edu
Jennifer Ross, J.D, Ombud / Title IX Coordinator
1293 Broadway, 8 Floor (Room 817)
New York, NY 10001
(212) 672-6450 x 1452
titleIX@asa.edu
Jayne H. Weinberger, Ed.D, Chairperson, Ophthalmic Dispensing /
Title IX Coordinator

1293 Broadway, 6 Floor (Room 602)
New York, NY 10001
(212) 672-6450 x 1431
titleIX@asa.edu
Additionally, Title IX training and information dissemination is
handled by:

Human Resources Office
1293 Broadway, 9th Floor
New York, NY 10001
(212) 672-6450x1100

Sexual Harassment and Misconduct

Any form of sexual harassment is considered to be a violation
of ASA College policy and a violation of Federal law. Sexual
harassment is described as unsolicited, non-reciprocated behavior, including, but not limited to: unsolicited verbal comments and harassment; sexist remarks about a person’s body or
sexual activities; touching, pinching, or unnecessary touching;
subtle pressure or demands for sexual favors accompanied by
implied or overt threats concerning employment or student status; and physical assault. Individuals who feel they are victims
of sexual harassment should follow the College Grievance
Procedure that is detailed in this handbook. ASA will investigate reported incidents confidentially and take any necessary
action. Disciplinary actions include suspension or dismissal
from the college, depending on the nature and substance of the
grievance.
Students who are found in violation of ethical and moral
behavior during their tenure at ASA College will face disciplinary actions that include suspension or dismissal.
Affirmative Consent is defined as a knowing, voluntary and
mutual decision among all participants to engage in sexual
activity. Consent can be given by words or actions, as long
as those words or action create clear permission regarding
willingness to engage in sexual activity. Silence or lack of resistance, in and of itself, does not demonstrate consent. For
individuals to engage in sexual activity of any type with each
other there must be clear, knowing, and voluntary affirmative 11
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consent prior to and during sexual activity. The definition of
consent does not vary based upon a participant’s sex, sexual
orientation, gender identity or gender expression.
The following principles, along with the above definition,
will be used to evaluate whether sexual activity was consensual:
• Consent to form of sexual contact (including, but not
limited to kissing or fondling) or prior consensual activity
between or with any party does not necessarily constitute
consent to any other form of sexual activity or to sexual
activity in the future;
• Current or previous dating relationship is not sufficient to
constitute consent;
• Consent is required regardless of whether the person
initiating the act is under the influence of drugs and
alcohol;
• Consent may be initially given but withdrawn at any time
during sexual activity by expressing in words or actions
that they no longer want the sexual activity to continue;
• Consent cannot be given when a person is incapacitated,
that is, if she/he lacks the physical and/or mental
ability to make informed rational decisions and therefore
cannot consent to sexual activity. Incapacitation may be
caused by the lack of consciousness or being asleep, being
involuntarily restrained, or if an individual otherwise cannot
consent. Depending on the degree of intoxication, someone
who is under the influence of alcohol, drugs, or other
intoxicants may be incapacitated and therefore unable to
consent;

A person is incapacitated if he/she lacks the physical and or mental ability to make informed rational decisions and therefore cannot consent to sexual activity.
A person with a medical or mental disability may also lack
the capacity to give consent. Incapacitation includes, but is
not limited to, lack of consciousness, being asleep, being involuntarily restrained, or otherwise being unable to consent.
Indicators of incapacitation may include:
• Slurred speech;
• Bloodshot or unfocused eyes;
• Unsteady gait; needing assistance to walk/stand;
• Vomiting;
• Outrageous or unusual behavior;
• Concerned expressed by others about the individual;
• Expressed memory loss or disorientation;
Consent cannot be given when it is the result of any coercion,
intimidation, force or threat of harm. When consent is withdrawn or can no longer be given, sexual activity must stop.
Sexual activity with a minor (a person under 17 years old) is
not consensual, because a minor is considered incapable of
giving consent due to age.
Consent must be active and full. If any type of manipulation,
threat, or force is used to obtain a “yes” to sexual activity,
the “yes” does not qualify as consent. Silence does not mean
“yes”. If a person is afraid to say “no”, physically immobilized as a result of coercion, or incapacitated due to drug and
alcohol consumption or a mental disability, they are unable to
consent to sexual activity.

Policy for “Alcohol and/or Drug-Use Amnesty”

The health and safety of every student at ASA College is of
utmost importance. The College recognize that students who

12
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have been drinking and/or using drugs (whether such use is
voluntary or involuntary) at the time that Sexual Misconduct
including but not limited to Domestic Violence, Dating Violence, Stalking, or Sexual Assault, occurs may be hesitant to
report such incidents due to fear to potential consequences for
their own conduct. The College strongly encourages students
to promptly report any incident of Sexual Misconduct to Institution officials. A Bystander acting in good faith or Reporting
Individual acting in good faith who discloses any incident of
Sexual Misconduct to College officials or law enforcement
will not be subject to the College’s Code of Conduct action
for violations of alcohol and drug use policies occurring at or
near the commission of the Sexual Misconduct.

Code of Conduct “Students’ Bill of Rights”
(Section 6443)

All ASA College students who experience domestic violence,
dating violence, stalking and/or sexual assault have the right
to:
1. Make a report to local law enforcement and/or state police.
2. Have disclosures of domestic violence, dating violence,
stalking, and sexual assault treated seriously.
3. Make a decision about whether or not to disclose a crime
or violation and to participate in the judicial or conduct
process and/or criminal justice process free from pressure
by the institution.
4. Participate in a process that is fair, impartial, and provides
adequate notice and a meaningful opportunity to be heard.
5. Be treated with dignity and to receive from the College
courteous, fair, and respectful health care and counseling
services, where available.

6. Be free from any suggestion that the reporting individual
is at fault when these crimes and violations are
committed, or should have acted in a different manner to
avoid such crimes or violations.
7. Describe the incident to as few College representatives as
practicable and not to be required to unnecessarily repeat a
description of the incident.
8. Be protected from retaliation by the College, any student,
the accused and/or the respondent, and/or their friends, family
and acquaintances within the jurisdiction of the College.
9. Access to at least one level of appeal of a determination.
10. Be accompanied by an advisor of choice who may
assist and advise a reporting individual, accused, or
respondent throughout the judicial or conduct process,
including during all meetings and hearings related to such
process.
11. Exercise civil rights and practice of religion without
interference by the investigative, criminal justice, or
judicial or conduct process of the College.
To file a Report of Sexual Misconduct contact Mindy Hamilton,
FL Title IX Coordinator, at titleIX@asa.edu or call 305-4003810 Ext. 4933.
Copies of this Bill of Rights is now available on the ASA
College’s website, and is posted in each designated student
lounge and distributed to all freshmen during Freshmen Orientation and Freshmen Social Week, the third week of their
first semester.

Hazing

ASA College has an absolute prohibition on hazing. Hazing is
FL STUDENT HANDBOOK - Vol.18.6
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defined as an action or situation created on or off campus which
recklessly or intentionally harms, damages, or endangers the mental or physical health or safety of a student for the purposes of,
including, but not limited to, initiation or admission into or affiliation with any organization operating within ASA College.
Hazing includes, but not limited to:
• Pressuring or coercing a student into violating College rules or
local, state or federal law.
• Brutality of a physical nature, such as whipping, beating,
branding, forced calisthenics, exposure to the elements.
• Forced/encouraged consumption of any food, liquor, drug, or
other substance, or other forced/encouraged physical activity
that could adversely affect the physical or mental health or
safety of the student.
• Any activity that would subject the student to extreme mental
stress, such as sleep deprivation.
• Forced/encouraged exclusion from social contact.
• Forced/encouraged conduct that could result in extreme
embarrassment.
• Forced/encouraged activity that could adversely affect the
mental health of dignity of the student.
• Any other activity which is consistent with the regulations and
policies of ASA College.
It is not a defense to a charge of hazing that:
• The consent of the alleged victim had been obtained.
• The conduct of activity that resulted in the death or injury of a
person was not part of an official organizational event or was
not otherwise sanctioned or approved by the organization.
• The conduct or activity that resulted in death or injury of the
person was not done as a condition of membership to an
organization.
14
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• The conduct of activity was not done to intentionally cause
physical or emotional harm.

Academic Integrity

The principles of academic integrity encompass standards of
honesty and truth. Each member of the college has a responsibility to uphold the standards of the community and to take
action when others violate them. Faculty members have an obligation to educate students about the standards of academic
integrity and to report violations of these standards to the appropriate chairperson. Students are responsible for knowing
the standards and adhering to them. Students should also bring
any violations of which they are aware to the attention of their
instructors. One of the most important aspects of academic integrity concerns the just measure of each student’s academic
accomplishments. For instructors to fairly assess each student’s academic performance, it is essential that the instructor be assured that the work used to evaluate that performance
is genuinely the student’s own. While this handbook does not
define academic dishonesty in exhaustive terms, the following
types of behavior that defeat the intent of an examination or
other class work are unacceptable to ASA College:
• Communicating (written, oral, or otherwise) with fellow
students during an examination or quiz;
• Using notes, books, other written materials, calculators, or
other aids (except when approved by the instructor);
• Providing or receiving information about the content of an
examination;
• Attempting in any manner to benefit from the work of
another student (such as copying from other students
during examinations or copying other students projects or

assignments);
• Having someone else take an examination for the student;
• Using other persons or services to prepare written work that
is submitted as the student’s own;
• Using previously or concurrently submitted papers, projects or
assignments written by other students;
• Submitting the same or very similar projects, papers, or 		
assignments in different sections of multiple section courses
by collaborating students;
• Submitting plagiarized work as the student’s own.
Academic dishonesty has the immediate consequence of
a failing grade on the test, examination, term paper, project,
or other assignment on which cheating or plagiarism occurred.
Breaches of academic integrity can lead to the commencement
of a disciplinary proceeding to determine whether the offending party should be reprimanded, censured, placed on disciplinary
probation, suspended, or expelled. Instructors have the authority
to impose all of the above rules and regulations. Any issues,
complaints, or concerns will be handled by instructors. If they
are unable to resolve the problem, the chain of command described in the section on College Grievance Procedure will be
followed.

Conduct in the Classroom

Students are prohibited from personal visits while class is in
session. Only students listed in the class roster will be allowed
in class (guests, family members, children, pets, and other visitors are not allowed.) Discussions and activities that are not
relevant to the class in session will not be tolerated. Disruptive
behavior of any sort is prohibited anywhere in the college. Any

offender will be liable for sanctions that can include suspension or dismissal. A detailed description of ASA’s Disciplinary
Procedures is outlined in this handbook.

Attendance

Since the classroom experience and interchange of ideas
through discussion cannot be duplicated or repeated, students
are expected to attend classes regularly. Not only is regular attendance necessary to derive the maximum benefit from education, it also helps develop good work habits and attitudes that
are highly valued by the program community.
Students are expected to attend all meetings of classes for
which they are registered, including the first and last scheduled meetings and the final examination period. Students who
fail to attend the first class and who have not previously notified their instructors of their absence may be withdrawn from
the course by the Office of the Registrar in consultation with
the instructor. Instructors will take attendance and monitor
academic progress. Students should be careful to observe the
attendance policies of ASA College as this affects their continued status in the program. Students are responsible for all
that transpires in class whether or not they are in attendance.
In all cases, responsibility for making up missed work rests
entirely with the student. Students absent for more than one
week have the responsibility of reporting their absence to their
advisor and their division chairperson. If a student does not
attend a course consecutively during the first four weeks of a
semester, the college reserves the right to withdraw/drop the
student from that course. Moreover, the college will terminate
a student after two (2) consecutive weeks of non-attendance in
all of his/her classes. Reversal of the dismissal is contingent on
the merit of the student’s appeal.
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Students who have been administratively withdrawn have
ONE WEEK from the date of their termination to appeal and
request re-instatement. Administrators reserve the right to
grant reinstatement on a case-by-case basis in the subsequent
week. The deadline for appealing and processing reinstatement is two weeks from the date of the unofficial withdrawal.
Students are not permitted to record classroom lectures or discussions without the permission of the Division Chair.
Participation in official college activities, personal emergencies and religious observances are valid reasons for absences.
Students are responsible for informing instructors about their
absence and for completing assignments given during their absence. A student cannot attend classes without being officially
enrolled. Registrations are not processed after the designated
registration period of the semester.
Students taking online courses through ASA’s Distance Learning program must be aware of alternate attendance requirements and policies. Since the teaching and learning outcomes
are monitored virtually in the distance learning format, students are required to participate regularly in the online discussions through which their instructors record attendance. Consequently, these synchronous and asynchronous sessions serve
as an integral part of online education and missing sessions
have significant negative effects on grades and/or the student’s
continued participation in the course. Students absent from
these sessions are entirely responsible for making up missed
work. Students absent for more than one week have the responsibility of reporting their absences to their online instructor, advisor and Distance Learning Director. Students not attending for two consecutive weeks in all their courses will be
withdrawn from their program.
16
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Regular attendance to classes is essential for students to acquire
quality training. Attendance is a component of the course grading requirements. In the case of a planned absence, the student
has to advise the instructor of the projected dates, and ask for
assignments to make up for the absence. When the absence is
due to unforeseen circumstances, the student is advised to call
the student advisor so that the instructors can be informed. Students are responsible for all that transpires in class whether or
not they are in attendance. In all cases, responsibility for making up missed work rests entirely with the student. Grading
requirements in many courses incorporate a minimum attendance requirement. Therefore, students who have attendance
issues should expect to receive a lower grade. Students absent
in all scheduled courses for four consecutive weeks are in danger of being dismissed from their program of study.

Drug and Alcohol Free Policy

The following information is presented in compliance with
the Drug-free Schools and Communities Act Amendments of
1989. In compliance with Federal regulations, ASA College is
committed to providing a drug-free, healthy, safe, and secure
workplace and environment, and has implemented a drug and
alcohol abuse prevention program. The College will annually
notify employees and students that the unlawful possession,
use, or distribution of illicit drugs and alcohol on College property, or as any part of College activity, is prohibited.
Illicit Drugs Prohibited - The unlawful possession, use, and
distribution of illicit drugs on College property, or as any part
of College activity, is prohibited. Criminal Penalties - A student
or employee’s violation of this prohibition may result in arrest
and conviction under applicable criminal laws of the United

States, the State of Florida, or local municipalities. Conviction
may result in legal penalties.
Sanctions imposed by the College - Students and employees who violate the College’s policy against illicit drugs and alcohol are subject to sanctions imposed by the College which are
consistent with local, state, and federal law and regulations. Such
sanctions may include, but are not limited to, the offender’s expulsion from the College or termination of College employment,
and referral to other authorities for prosecution. Disciplinary
action against employees or students will be initiated in accordance with the College policy.
Health Risks - The following nonexclusive list of health
risks have been identified with the use and abuse of illicit drugs
and alcohol: memory loss; depression; fetal alcohol syndrome;
problem pregnancy; sclerosis; circulatory problems; insomnia;
heart failure; respiratory arrest; cardiac arrest; seizures; coma;
anxiety; paranoia; irritability; fatigue; mental illness; death.
Available Assistance Treatment Programs – While the College
recognizes drug and alcohol dependency and/or the abuse of
drugs and alcohol to be a major health problem, as well as
a safety and security problem, it currently does not provide
drug/alcohol counseling, treatment, or rehabilitation programs
for students. However, many resources are available to employees and students seeking assistance with such problems in the
community. As part of the College’s drug awareness program,
literature and a list of available community drug counseling
and rehabilitation services are available under separate cover.

No Smoking Policy

As per rules and regulations that govern institutions of higher

education, smoking is prohibited on the college premises. Any
student who is observed smoking on the college premises, will
receive a verbal warning to extinguish his or her cigarette. After receiving one warning, students are subject to suspension
for any further violation. Repeated violations can result in dismissal. Students wishing to smoke are to leave the premises
and smoke outdoors.

Campus Security and Discipline Procedures
The Campus Security and Discipline Committee headed by
the Campus Dean is responsible for student discipline. Student
disciplinary matters are evaluated within the framework of the
Student Responsibilities and the Student Code of Conduct as
described elsewhere in the Student Handbook at ASA College.
Allegations of misconduct that are not resolved at the point of
origin are reported to the Campus Dean, who then initiates a
review. This review is designed to offer affected parties ample
opportunities to respond to charges. This review can include
written and verbal statements from the parties involved, witnesses, security or other staff. Based on the findings, the Campus Dean determines the resolution of the case, and if appropriate, imposes disciplinary consequences. Any appeal of this
decision must be submitted in writing within 72 hours of this
ruling.

Warning

The student may be given a verbal or written warning when a
violation occurs that is the student’s first offense and the student is cooperative. The student is also warned that continuation of misconduct in the future might lead to more severe disciplinary action. Warnings are used for the following breaches
of conduct:
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• Wearing of inappropriate dress in college. Any student
repeatedly wearing provocative clothing offensive to other
students or staff members after being warned may be suspended,
marked absent for the missed hours, and subjected to any
consequences incurred from such absences.
• Failure to adhere to the college’s standards of academic integrity
during tests, quizzes, or examinations such as using notes or
materials, talking to or copying from other students, and/or
copying other student’s projects and assignments.
• Smoking in the building, in hallways, stairwells, fire exits or
other areas.
• Eating or drinking in any classroom or lab (computer or
medical).
• Using lab facilities instead of attending scheduled class.
• Using profanity of any form on the premises.
• Continuing to use a computer terminal which is needed for
another scheduled class.
The Campus Security and Discipline Committee is charged
with the responsibility to oversee, investigate, and impose disciplinary sanctions in all matters dealing with misconduct that
adversely affects the pursuit of educational objectives. The
campus Dean is responsible for implementing College Disciplinary Policies and referring cases to the Discipline Committee. Action taken by the Campus Dean, other appropriate
College officials, or committees may include any of the actions
or penalties listed below. Cases involving disciplinary issues
subject to sanctions of suspension or dismissal are referred to
the Campus Security and Discipline Committee.
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Disciplinary Probation
The student may be placed on this status when a major violation occurs involving a violation of law, the Code of Conduct,
or the Dormitory Regulations. The student placed on this status
will be on probation for at least the remainder of the semester
in progress. The student will have to report to a college official
while on disciplinary probation. Any violation of this status
will result in more severe disciplinary action. In addition, the
Ombudsperson or the Assistant Dean for Academic Success &
Student Support Services can convene the Discipline Committee hearing at his/her discretion for serious disciplinary cases.

Suspension

The student may be suspended from the College by the Ombudsperson or the Chairperson of the Disciplinary Committee
as a result of a major violation or repeated violations of the
Code of Conduct. Suspension may be for a specified length of
time and could include an entire semester. A penalty of suspension automatically results in exclusion from both locations and
all College related activities during the period of suspension.
Following official notification of suspension, students must
vacate the College’s premises. Students may be suspended for
72 hours with or without warning for the following breaches
of conduct:
•Abusing or defacing college property or the personal
property of other members of the college community.
• Behaving disruptively in the classroom.
• Being frequently late for classes.
• Constantly asking questions which are irrelevant, tangential,
or inappropriate to the material being discussed.

• Being unduly argumentative or contradictory.
• Talking to others in the class when the instructor or another
student is talking.
• Frequently interrupting the instructor or other students.
• Reading non-subject related material (newspapers, 		
magazines, paperbacks, etc.) during class.
• Trying to provoke other students to misconduct in the
classroom, in other areas of the College, or at College
related activities.
• Behaving inappropriately in any of the college’s offices on
the college premises or in any of the buildings.
• Using another student’s or staff person’s computer ID.
• Theft of another’s personal, College, or other property.
• Threatening any member of the College community (which
may also involve law enforcement).
• Sexual harassment or sexual assault (which may also involve
law enforcement).
• Physical assault of any member of the College community
(which may also involve law enforcement).
Student suspensions are reviewed by the Campus Security and
Discipline Committee during 72 hours to determine whether
there is a need for continuing the suspension or imposing any
other disciplinary actions.

Dismissal
The student may receive a permanent dismissal from the College
because of major or repeated violations of the Code of Conduct
with no consideration for readmission. Appeals and/or the

conditions for readmission will be decided by the Disciplinary Committee. Students will be dismissed for the following
breaches of conduct:
• Possession, use or sale of weapons, ammunition, 		
combustibles, fireworks, explosive devices or any other
substance designed to harm or incapacitate;
• Being under the influence of alcohol while on the college
premises.
• Using, selling, possessing or distributing drugs or other 		
illicit substances.
• Forging documents.
• Acting violently and employing physical or verbal abuse or
using profanity in any form on the premises.
• Improper use, destruction, or unauthorized removal of 		
College property and/or the property of others.
• Setting off the fire alarm without good cause.
• Theft of another’s personal, College, or other property.
• Threatening any member of the College community (which
may also involve law enforcement).
• Sexual harassment or sexual assault (which may also
involve law enforcement).
• Physical assault of any member of the College community
(which may also involve law enforcement).

College Grievance Procedure
The college and work environment is at its best when communications are clear and attitudes are positive.
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The purpose of this procedure is to outline a process for students to express and resolve misunderstandings, concerns, or
issues that they have with any College employee, fellow student, or third party associated with the College in a fair and
equitable manner. A student may use this procedure if s/he believes that an employee of the College, fellow student, or third
party associated with the College has violated a College policy
or has acted in a manner that is inappropriate or unfair to the
student, which includes any student claims of discrimination of
the basis of race, color, ethnicity, national origin, religion, creed,
age, disability, sex, gender identity or expression, sexual orientation, familial status, marital status, pregnancy, predisposing genetic characteristics, military or veteran status, domestic violence
victim status, or criminal conviction, as well as claims of sexual
harassment.
Prior to undertaking an informal or formal grievance, a student is encouraged to resolve the complaint with the individual
toward whom the grievance is directed. When this is not feasible, it is recommended that the informal procedure be followed. However, students are not required to follow informal
procedures before a grievance is brought according to the College’s formal procedure.

Informal Procedure

Students are requested to follow the steps outlined below:
1. Discuss the matter with the individual(s) involved.
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2. If a resolution is not reached after attempt at discussion
with the individual(s) involved, or if the student chooses not to
discuss the matter with the individual(s) involved, the student
should discuss this matter with the employee’s supervisor
(e.g., Department Director, Chairperson, etc. if the student
grievance involves a College employee) who will attempt to
mediate a resolution. In cases where a fellow student or third
party is involved, the student should bring the matter to the
attention of his/her student advisor who will attempt to mediate
a resolution.
3. If the advisor, supervisor or chairperson cannot resolve
the issue, the matter should be reported to the Ombudsperson
who will gather information, communicate with all parties and
attempt to mediate an informal resolution.
4. If the student is dissatisfied with the outcome, s/he can
proceed with the formal grievance procedure.

Formal Procedure

If the matter is not resolved adequately, the student submits
a written statement of the grievance to the ASA’s Grievance
Committee through the Ombudsperson. The statement should
provide an outline of the circumstances giving rise to the grievance, identification of the parties involved, and the location
and date of the incident. Upon receipt of the written statement
from the student, the chairperson of the Grievance Committee
will gather any material and information needed to facilitate
a fair decision. This stage of the grievance procedure will be
completed within 15 business days, (or as soon as reasonably

possible) by the Chairperson of the Committee or his/her
designee. Within 10 business days after the completion of
the “fact-finding” stage, the Chairperson will convene the
full Grievance Committee to hear the complaint and review the findings. The decision of the Committee will be
sent to all the parties involved with a copy to the President
of ASA College. This decision will include remedies (if
any) that may be suggested by the Committee.
Every attempt will be made to fairly and appropriately
resolve grievance. A fair and appropriate resolution does
not mean that the student will like the results. However,
if the student believes that the resolution is unfair or inappropriate, the student, and/or the subject of the grievance,
may appeal the decision to the President of ASA within 10
business days of receipt of the decision. If, after the appeal, the student continues to have concerns that the issue
has not been fairly and appropriately resolved, the student
may contact the following agencies:

(877) 557-2575
www.studentaid.ed.gov
Commission for Independent Education
Florida Department of Education
325 West Gaines Street, Suite 1414
Tallahassee, Fl, 32399-0400
(888) 224-6684
Middle States Commission on Higher Education
3624 Market Street, Second Floor West
Philadelphia, PA 19104
(267) 284-5000
www.msche.org

US Department of Education
400 Maryland Ave SW, Washington, D.C. 20202
(202) 401-2000
www.ed.gov
For disputes involving Federal Student Loans contact the
Federal Student Aid Ombudsman Group:
U.S. Department of Education
FSA Ombudsman Group
830 First Street, N.E. , Mail Stop 5144
Washington, DC 20202
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STUDENT POLICIES & PROCEDURES
Computer Use and Electronic Communications
Policy
The College has established this policy with regard to the use
of the College’s computer equipment which includes the network and the telephone system (together the “System”).
This policy covers the general use of the System, including
all activity using the Internet and the use, access, and disclosure of electronic communication messages and images created, sent, or received using the System.
Specifically, this policy covers all messages transmitted or
received by telephone, voice mail, internal e-mail, and external e-mail, including chat rooms and instant messaging. In this
policy “user” includes any student or employee of the College
who uses or participates in the use of the System, as it is defined
above. The College intends to enforce the policies set forth
below and reserves the right to change them at any time as may
be required under prevailing circumstances.
1. This policy is applicable at all times including class time,
work time, break time, after hours and on weekends, and applies whether the user is on or off College premises during the
use.
2. The System hardware is College property. All messages
composed, sent, or received on the System are and remain the
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property of the College and are not the private property of any
person.
3. The use of the System is reserved solely for the conduct of
educational and business activities at the College. It is not for
personal use. All messages sent shall contain accurate identification of the sender.
4. The System may not be used for outside commercial ventures, religious or political causes, outside organizations, or
other non-job-related solicitations.
5. The System is not to be used to create, send, receive, or
use any offensive or disruptive materials or messages. Messages which are considered offensive are those which contain
sexual implications, racial slurs, gender-specific comments, or
any other comment that offensively addresses someone’s age,
sex, sexual orientation, religious or political beliefs, national
origin, or disability. Also considered offensive are messages
which are fraudulent, harassing or obscene, and those which
contain abusive, profane, or offensive language. Persons who
wish to express personal opinions on the Internet must obtain
their own user names on non-College owned systems.
6. The College reserves and intends to exercise the right to review, audit, intercept, access, and disclose all uses of the System. The contents of electronic communications may be dis-

closed within the College or to law enforcement officials without
the permission of the author.
7. The confidentiality of any message should not be assumed. Even when a message is erased from the System, it is
usually possible to retrieve that message. Furthermore, the use
of passwords for security does not guarantee confidentiality or
privacy.
8. All users are responsible for seeing that the System and
the Internet are separately and together used appropriately and
in an effective, ethical, and lawful manner. The College has the
right to determine what constitutes appropriate use of the System
and the Internet. Listed below are inappropriate uses of the
System, the Internet, and College networks:
a) Illegal activity or other non-college related purposes;
b) Advertising, commercial, and/or profitable purposes;
c) Order or purchase any type of merchandise or services in the
name of the College, unless authorized;
d) Academic dishonesty;
e) Political lobbying;
f) Hate mail, chain mail, discriminatory remarks, and/or
offensive or inflammatory communication;
g) Installation, distribution, reproduction, and/or use of copyrighted materials without permission of the copyright
holder;
h) Access or download obscene or pornographic material;
i) Transmitting inappropriate language and/or profanity;

j) Transmitting material offensive and/or objectionable to the
recipient;
k) Impersonation of another user and/or use of anonymity
and pseudonyms;
l) Loading, downloading, or use of unauthorized games, program files, or other electronic media;
m) Destruction, modification, or abuse of networks, hardware,
and/or software;
n) Allowing an unauthorized person to use an assigned computer or account, or revealing personal information, telephone numbers, addresses, etc. to other users of the networks;
o) Unauthorized hacking into any computer system, including
College domains and network equipment;
9. Copyrighted materials or trade secrets belonging to entities
other than this College may be used only for legitimate and
lawful purposes. Users are not permitted to copy, transfer,
rename, add or delete information or programs belonging to
others unless given express permission to do so by the owner.
Failure to observe copyright or license agreements may result
in disciplinary action from the College and legal action by the
copyright owner.
10. To prevent computer viruses from being transmitted
through the System, there will be no unauthorized downloading
or loading of any software.
11. Users shall not use a code, access a communication file,
or retrieve any stored communication information on the System,
unless authorized to do so. Users should not attempt to gain
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access to another person’s messages without the latter’s permission.
12. Any person who discovers a violation of this policy shall
notify the IT Department, 305-777-3172 Ext. 4912.
13. Any user who violates this policy or uses the System for
improper purposes shall be subject to discipline, including dismissal in the case of an employee, and probation or dismissal
in the case of a student; and in all cases, authorities may be
notified.
14. A user shall be responsible for costs incurred and damage
to the System resulting from his or her negligent, willful, or
deliberate acts, and for costs and damages resulting from uses
of the System in violation of this policy.

Withdrawal Process

Students who withdraw from courses for any reason must officially notify the College by completing a withdrawal form,
available in the Registrar’s Office. The student’s last day of recorded attendance will dictate the percentage of Title IV funds
earned by the student. If a student fails to withdraw officially,
ASA will determine his or her withdrawal date no later than
30 days after the end of the term. The student’s last day of recorded attendance will dictate the percentage of Title IV funds
earned by the student.

ASA College Refund Policy

This refund policy is effective for all student withdrawals dated on or after October 7, 2000 and supersedes all previously
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published refund policies. Tuition liability is based on the tuition
charges for each term individually. Total tuition liability is
limited to the term during which the student withdrew or was
terminated, and any previous term the student completed. For
students receiving Title IV funds, ASA will first calculate the
Return of Title IV Funds to determine the amount of Federal
funds that have been earned by the student. Those funds will
be applied to the student’s account. ASA will then apply the
following liability to tuition: All term charges for fees, book
and supplies will be assessed at 100%.

Return of Title IV Funds
Upon Student Withdrawal
As of October 7, 2000, ASA College is required by the Higher
Education Amendments of 1998, Public Law 105-244 (the
Amendments of 1998) to comply with the “Return of Title IV
funds” for any student receiving Title IV funds who withdraws
from any of our programs. This new requirement does not dictate an institutional refund policy. ASA College’s refund policy
will follow the explanation of the “Return of Title IV Funds.”
A statutory schedule is used to determine the amount of Title
IV funds a student has earned as of the date he or she ceases attendance. The amount of Title IV Program assistance earned
is based on the amount of time the student spent in academic
attendance; it has no relationship to the student’s incurred institutional charges. It is because these requirements deal only
with Title IV funds that the order of return of unearned funds
no longer includes funds from sources other than Title IV. Up
through the 60% point in each payment period (term) at ASA, a

pro rata schedule is used to determine the amount of Title IV
funds the student has earned at the time of withdrawal. After the
60% point in the payment period, a student has earned 100%
of the Title IV funds.
Determination of Withdrawal
Once ASA has determined that a student has withdrawn, the last
day of recorded attendance is used to determine the amount of
Title IV funds the student has earned. There are several types
of withdrawal. For example, if a student who provides official
notification in writing to the office of the Registrar, the date of
ASA’s determination would be the same as the students written
notification. For a student withdraws without providing official
notification to the college, ASA will determine the withdrawal
date no later than 30 days after the end of the payment period
(term). The amount of Title IV funds earned by the student will
be based on the last day of recorded attendance.
The date that ASA determines the student withdrew is used in
the following circumstances:
• To offer any amount of a post-withdrawal disbursement that
is not credited to the student’s account within 30 days of this
date.
• If the student or parent submits a timely response that
instructs ASA to make all or a portion of the post-withdrawal
disbursement, ASA will disburse the funds within 90 days of
this date.
• ASA will document and maintain a student’s last day of
attendance.
• Within 30 days of this date ASA will notify a student if a
grant overpayment is due.

• If ASA is collecting an overpayment, ASA must require
repayment of the full amount of the overpayment within two
years of this date.
• ASA will return the amount of Title IV funds for which it is
responsible no later than 30 days after this date.
• The amount of aid disbursed as of this date is used to
determine the amount of unearned aid that must be returned.
Funds Included in the Calculation
The calculations of earned Title IV Program assistance includes
all Student Financial Aid (SFA) grant and loan funds that
were disbursed or that could have been disbursed to a student.
Federal Work Study (FWS) funds are not included in the calculation. In addition to aid disbursed, aid that could have been
disbursed is also included in the calculation. Title IV aid that
could have been disbursed is grant or loan funds for which the
student meets the conditions for late disbursement. Note that
the amount of Title IV funds that could have been disbursed
does not include Title IV funds that the student was not otherwise
eligible to receive at the time he or she withdrew.
Order of Return of Title IV Funds
The order of the return of Title IV Funds is as follows:
• Unsubsidized Federal Stafford Loans
• Subsidized Federal Stafford Loans
• Unsubsidized Direct Stafford Loans
• Subsidized Direct Stafford Loans
• Perkins Loan • Federal PLUS Loans
• Direct PLUS Loans • Federal Pell Grant
• FSEOG • Other Title IV Assistance
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STUDENT SUPPORT SERVICES @ ASA
Who to See for Assistance
ASA OFFICES

PROBLEM AREA

Academic Advisor

Course selection, scheduling, academic related matters, tutoring

Academic Chairpersons

Disputed grades, change of advisor, faculty matters

Admissions

Program offerings, re-matriculation, international student visas

Career Services and Alumni Affairs

Job search leads, job trends, employment preparation, career development

Financial Aid

Award letters, financial aid transcripts, loan repayment, work-study
opportunities

Student Advisement

Scheduling tutoring, interacting with instructors, counseling, referral to outside agencies

Learning Center

Tutoring in all subjects

Social Services Counselor

Problems with social service agencies (for example, public assistance)

Student Accounts

Tuition account status, payment plans, student refund checks

Student Affairs

Student rights, complaints, violations of the Code of Conduct, Phi Theta Kappa Honor
Society

Registrar

Enrollment verification, change of addresses, change of program requests, official withdrawal, satisfactory academic progress, academic transcripts, diplomas, requests to view
permanent records, auditing classes

Writing Center

Assistance with writing projects
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Student Affairs/Advisement Office
Phone:
Hours:

(786) 279-2615, ext.4030
Monday – Friday: by appointment only

Functions:

This office promotes a campus climate that supports the intellectual, social, psychological, cultural, and physical development of all students as well as provide Academic advisement.
Student Affairs includes the development and management of
services and programs related to student organizations, campus programming, student health and wellness, student disability services, athletics, student conduct administration, and
campus safety

Student Advisement
Location:
Phone:
E-mail:
Hours:
Student Advisor:

Hialeah Campus, Room 215
(305) 400-3804
coachjordan@asa.edu
Monday – Friday 9 a.m. – 6 p.m.
Kendal Jordan

Functions:
• Provide feedback to students regarding the attendance 		
and academic progress of their classes.
• Intervene on issues by contacting individual students.
• Counseling students.
• Coordinate all tutoring activities.
• Provide other forms of academic support such as acting as
a conduit between instructor and students.

• Point of contact for clearing any obstacles in pursuit of 		
student academic goals.

Student Disability Services

The Office of Student Disability Services (SDS) provides
assistance and information pertinent to the directives of the
Americans with Disabilities Act (ADA). Students with any
verifiable disability, visible or hidden, can qualify for services.
They are afforded access to opportunities to participate in a
barrier-free learning environment at ASA. Assistance includes
arranging for reasonable accommodations and auxiliary aids
so that these students can actively pursue academic studies.
Location:
Phone:
E-mail:
Hours:
Coordinator:

Library

Location:
Phone:
E-mail:
Hours:
Librarian:

Hialeah Campus, Room 228
(305) 777-3176, ext.4915
jtrujillo@asa.edu
Monday – Friday 9 a.m. – 6 p.m.
Jorge Trujillo
Hialeah Campus, Room 241
(305) 777-3176, ext.4916
pfigueredo@asa.edu
Monday – Friday 9 a.m. – 6 p.m.
Pedro Figueredo

The Library at the Hialeah campus serve the needs of the College’s educational programs by providing additional resources
which support the (many) programs and courses offered as well
as enhancing student learning in associated fields. The libraries’ collection of over 105,000 electronic books, and 23 full
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text electronic databases support all disciplines. In addition,
periodicals, professional journals, and Internet access provide
major academic resources. The library maintains web pages
which provide easy access to the library resources. Printers
are available for student use. The library is enhanced by study
carrels, group tables and computer workstations. ASA’s MLS
librarians provide a wide range of services to faculty, staff and
students, including reference help to find information for research papers and assistance with electronic library resources,
inter-library loans and workshops on a variety of information
subjects.
The ASA library was recognized as an Advanced Electronic
Doorway Library by the New York State Education Department, the Board of Regents and the New York State Library, in
recognition of the extensive collection of electronic resources
which it makes available on campus or other locations such as
home or workplace. ASA’s library is an affiliate member of the
National Network of Libraries of Medicine, and a member of
METRO and WALDO.

Learning Center / Student Advisement

Location:
Phone:
E-mail:
Hours:
Coordinator:

Hialeah Campus, Room 234
(305) 400-3804
dnightingale@asa.edu
Monday – Friday 9 a.m. – 6 p.m.
Debbora Nightingale

At ASA, we believe that every student is unique. Many of our
students are nontraditional students who have come back to
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school to pursue an education that they let go in prior years.
They come to us with different backgrounds, professional experience, strengths, learning styles, and skills. They also learn
complex material at different rates. At the beginning of this
new experience of student life, many students have temporary
setbacks or special needs, which can be overcome by receiving timely and effective academic assistance and encouragement. The role of the tutoring is to provide individual assistance to students and enable them to become more confident
active learners, and to achieve academic success.
Free tutoring service is a centrally organized program which
coordinates individual, walk-in, or by appointment sessions,
or group tutorials. It occurs in many subjects area. All tutorials are conducted by our dedicated Learning Center’s tutors
and faculty members. Class instructors should set-up appointments to their own students. The tutoring data shows that students who use the Learning Center more often have higher
grade point averages than less-frequent visitors.
Not all students who visit the Center need a tutor. Many of
them need a quiet and professional place to study; and, our
Learning Center provides this environment. In addition to
receiving help from our tutors, students can use computers,
print documents, and access reference materials such as textbooks, handouts, old tests, test preps, and more. Students are
welcome and encouraged to come in small groups, to study
together, to experience the beauty of group interaction and the
feeling of belonging to the ASA student community.

Registrar’s Office
Location:
Phone:
E-mail:
Hours:

Hialeah Campus, Room 215
(305) 952-5827, ext.4907
ihamlin@asa.edu
Monday – Friday 9 a.m. – 6 p.m.
Saturday 9 a.m.-12 p.m.
Associate Registrar: Indira Hamlin

Functions:
• Maintains student records (grades, transcripts,attendance,
etc.).
• Processes transfer of credits from other post secondary
institutions.
• Schedules students for courses.
• Reviews Satisfactory Academic Progress.
• Processes Leaves of Absence for students in good standing.
• Processes transcript requests ($5.00 fee per copy for official
transcripts).
• Completes forms for Day Care, Social Services,
VA Department, Unemployment, etc.
• Processes change of programs, schedules and records 		
changes in personal information.
• Provides diplomas and student copies of transcripts ten
weeks after graduation date. (There will be a $10.00
handling fee for all diplomas requested by mail that must be
paid prior to mailing and $5.00 fee for the Duplicate
Diploma or Certificate).
• Compiles official documentation on student immunization,
high-school/GED records and official transcripts from other
colleges for transferability.

Financial Aid
Location:
Phone:
E-mail:
Hours:
Coordinator:

Hialeah Campus, Room 214
(305) 952-5821, ext.4919
agodoy@asa.edu
Monday – Friday 9 a.m. – 6 p.m.
Annette Godoy

Functions:

• Assists students with the financial aid application process.
• Determines financial aid awards.
• Assists students with application corrections.
• Administers all Federal and State Aid programs.
• Assures that all financial aid disbursements are made.
Detailed information regarding the Financial Aid programs,
the application process and the programs offered at ASA
can be found in the College Catalog.

29
FL STUDENT HANDBOOK - Vol.18.6

Student Accounts

Location:
Phone:
E-mail:
Hours:
Coordinator:

Hialeah Campus, Room 227
(305)777-3169, ext.4018
sramallo@asa.edu
Monday - Friday 9 a.m. – 9 p.m.
Sonia Ramallo

Functions:
• Maintains student accounts.
• Performs Bursar functions.
• Provides account statements for all financial transactions
at ASA with details about all money paid, grants and loans
applied and any refunds made.
• The check point to ensure that student accounts are up to date.
Note: Returned Checks - Students will be charged a non-refundable fee of $25
		
for all returned checks. Refer to the College Catalog for further
		
information regarding payment plans and fees.

Career Services and Alumni Affairs

Location:
Hialeah Campus, Room 232
Phone:
(305) 777-3165, ext.4950
E-mail:
rpacheco@asa.edu
Hours:
Tuesday/ Thursday 9 a.m. – 6 p.m.
Associate Director: Roy Pacheco

Functions:
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• Assists students and ASA alumni in the achievement of 		
their career goals.
• Provide career development assistance that addresses
various needs, such as choosing or changing majors,
assessing interests, obtaining externships and jobs for
active students*.
ASA COLLEGE - FLORIDA CAMPUS

• Assist with ongoing placement activities and guides
graduates in professional job search to obtain full-time
employment within their field of studies*.
• Offers many services such as individual and group career
counseling, workshops, mock interviews and job fairs.
• Promotes partnerships with students, alumni, faculty, and
the business community.
Note: ASA College does not promise or guarantee employment to NY students or
graduates.

Athletics at ASA

Location:
Hialeah Campus, Room 206
Phone:
(305) 400-3813, ext.4936
E-mail:
athletics@asa.edu
Hours:
Monday - Friday - 9 a.m. – 6 p.m.
Athletic Director: Ken Wilcox

Students can compete in intercollegiate athletics while attending
ASA as full-time students. ASA offers 5 intercollegiate programs
as a Division One member in the National Junior College Athletic
Association (NJCAA). The teams are listed in order of start date:
Men’s Basketball (2008), Women’s Basketball (2008), Men’s
Soccer (2008), Baseball (2008), and Football (2009). Club programs are: Cheerleading (2008), and Dance (2008). ASA studentathletes know that athletic accomplishments are secondary to academic success. Each student-athlete is expected to meet academic
requirements every semester and agree to academic monitoring.
Progress reports are communicated between the athletic department and advisors. The Learning and Writing Centers are available for academic support and student-athletes are also offered

other support services to help them achieve academic success.
College athletics builds self-esteem, school and community spirit,
and regional and national recognition. Scholarships are available
to those who qualify. Visit the Athletic Department for any additional information.

Clubs and Student Activities

ASA offers students a variety of activities that complement their
academic experiences at the college. The college encourages students to take advantage of the services offered through the following offices: Student Advisement, Academic Advising, Counseling, Social Work and Personal Services. For more information
visit the Student Advisement Office (Room 234).

ASA’s Education for Life Program
ASA graduates in good standing with the College are eligible to
audit any or all courses in their program of study, free-of-charge
as part of the College’s initiative to encourage life-long learning.
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ADDITIONAL SOURCES OF ASSISTANCE
The Miami Dade County Community Action and Human
Services Department can help you with issues related to food
stamps, Medicaid (public health insurance), child care and
financial assistance for utilities. Listed below are telephone
numbers that are related to some of the services of the Human
Services Department.
INFO LlNE
CITIZEN INVOLVEMENT AND
PARTICIPATION (Liberty City Center)
DOMESTIC VIOLENCE OUTREACH
(North Dade Justice Center)

786-469-4600

To make a Freedom of Information Act (FOIA)
request, please send a written request to:
Miami-Dade County, ITD
Attn: Public Access Unit
5680 SW 87th Avenue
Miami, Florida 33173

External Sources of Assistance:
1. Domestic Violence Services:

305-285-5900

i. Miami-Dade Domestic Violence Hotline: 1-800-500-1119
ii. Victim Response (The Lodge): 305-693-0232
iii. Safe Space Hotline North: 305-758-2546
iv. Safe Space Hotline South: 305-245-5011
v. Hialeah Court (to file injunction)
11 East 6th Street, Hialeah, FL 33010

HOME CARE PROGRAM
EMERGENCY FOOD AND SHELTER
(Liberty City Center)

786-469-4851

2. Substance Abuse Services:

SUBSTANCE ABUSERS

786-263-5358

LOW INCOME HOME ENERGY ASSISTANCE PROGRAM (Liberty City
Center)

305-349-9982

IMMIGRATION ASSISTANCE

305-547-4892

VIOLENCE INTERVENTION AND
PREVENTION SERVICES
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305-349-9982
305-354-8728

305-349-9982

i. Dade Family Counseling: 305-827-3252
1140 W. 50th Place Ste 407, Hialeah, FL
ii. Village South: Alcohol and other drugs treatment
facility: 305-573-DRUG
400 NE 31 ST, Miami, FL 33137
iii. Jessie Trice Community Health Center, Inc: 305-637-6400
5361 NW 22nd Ave, Miami, Florida 33142
iv. Jefferson Reaves Women’s Residential: 305-637-6498
2985 NW 54th St, Miami, 33142

3. HIV/AIDS Services:

i. Florida Department of Health in Miami-Dade County
STD/HIV Prevention and Control Program: 305-470-6999
8175 NW 12th Street, Suite 314, Miami, Florida, 33126
ii. AIDS Drugs Assistance Program
305-643-7400
ADAP.FLDOHMDC@flheatlh.gov
iii. South Florida AIDS Network- Jackson Health Systems
305-585-5241
1611 N.W. 12th Ave. ACC-East/1st Fl., Miami, FL 33136
iv. Care Resources
305-576-1234
3510 Biscayne Blvd., Miami, FL 33137
Free HIV and STD Testing as well as counseling.
v. Test Miami- King David Foundation Testing Center
305-935-6726
17971 Biscayne Blvd., Aventura, FL 33160
Free HIV and STD Testing.

4. Homeless Services:

i. Miami Rescue Mission
305-571-2250
2159 NW 1 Court, Miami, FL 33127
ii. Lotus House- Women, Youth, and Children only
305-438-0556
217 NW 15th St Miami, FL.
iii. Camillus House- Emergency Shelter
305-374-1065
1603 NW 7th Avenue Miami, FL 33136
Camillus House has many different centers that can house
the homeless in an emergency, as well as providing long

term housing. Street homeless men and women will be able to
receive meals, showers, clean clothes, health care, and access to
detoxification and long-term care.

5. Ex-Offender Services:

i. Transition, Inc.: Job Training and Placement Assistance
305-571-2001
1550 N.W. 3rd Avenue, Bldg. C, Miami, FL 33136
ii. The Advocate Program
305-493-9770
18425 NW 2 AVE, Suite 100, Miami Gardens, FL 33169

6. Gay Lesbian Services:

i. Pridelines Youth Services
305-571-9601
9526 NE 2 Avenue #104, Miami Shores, Florida 33138
ii. Aqua Foundation for Women
305.576.2782
4500 Biscayne Boulevard, Suite 340, Miami, Florida 33137
iii. The Alliance for GLTBQ Youth
305-899-8087
1175 NE 125th Street Suite 510, North Miami, FL 33161

7. Food/Hunger:

i. Pass It On Ministries of South Florida (Food Bank)
305-691-1594
14617 NW 7 AVE, North Miami, FL 33168
ii. Feeding South Florida
954-518-1818
2501 SW 32 Terrace Pembroke Park, FL 33023
iii. Community Food Distribution Center Food Bank
786-693-6639
353 NW 170 ST, North Miami Beach, FL 33169
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Childcare Facilities
Early Learning Coalition of Miami-Dade and Monroe
The Early Learning Coalition of Miami-Dade/Monroe is a nonprofit organization dedicated to ensuring early care and education
for children in Miami-Dade and Monroe counties. Through a variety of affordable and innovative early education and voluntary
pre-kindergarten programs, the Coalition serves more than 50,000
children ages birth to 12 years old and their families.
For information about day care programs please call to
speak with a Child Care Resources and Referral Specialist at
305-646-7220. You can reach them Monday-Friday from 8
AM to 5 PM. You can also go to their website and search for
childcare facilities by visiting http://www.elcmdm.org.
Another way for students to find out about a list of services
being offered is to go online and visit ACCESS Florida. You
can visit this service at http://www.myflorida.com/accessflorida. ACCESS Florida is a free online service that helps you
learn about benefits and programs available to people who
live in the State of Florida. There are three simple steps:
1. Go online, and visit ACCESS Florida.
2. Answer questions - Provide information about you and
your family. The types of questions include: Household
members, Income, Resources, Expenses, Employment, and
Housing. ACCESS Florida uses your answers to determine
benefits and programs you might be eligible to receive.
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The personal information that you enter is not viewed by anyone except you.
3. Take action - Once you know which programs you and
your family might qualify for, ACCESS Florida gives you the
information and tools to take action. You can:
a.
Learn how to apply for each program.
b.
Find out what documents you need to apply.
c.
Print application forms and instructions.
d.
Search for the office locations that are in your zip
code.
Student Advisement offices can assist students with the use
of ACCESS Florida. The Student Advisement office has discovered that the wide range of benefits information available
through ACCESS Florida was just as important in supporting
the health of students and their families. For additional support with child care please come to the Student Advisement
office and ask for the MIAMI CHILDREN’S SERVICES
CHILDCARE binder. The binder contains all of the contracted child care programs (arranged by city).

Childcare Providers Near
ASA College Hialeah Campus

Distance
to ASA
College

Children’s Paradise Learning Center Inc #4
Child Care Facility
470B W 49th St, Hialeah FL 33012
(305) 982-8696

0.12
miles

Primary Learning Academy
Child Care Facility
5041 W 6th Ave, Hialeah FL 33012
(305) 821-8881

0.24
miles

Bambi Land Day Care Center
Child Care Facility
4755 W 8th Ave, Hialeah FL 33012
(305) 826-4020

Programs
Offered
Gold Seal
VPK
School
Readiness

Gold Seal
VPK
School
Readiness

0.31
miles

VPK
School
Readiness

Services
Offered
After & Before
School
Drop In
Food Served
Full Day
Infant Care
Night Care
After School
Before School
Drop In
Food Served
Full Day
Half Day
Infant Care
After School
Before School
Food Served
Full Day
Infant Care

YMCA of South Florida at
Meadowlane Elementary
Child Care Facility
4280 W 8th Ave, Hialeah FL 33012
(305) 357-4000

0.46
miles

After School
Before School
Full Day

Goodlet Creative Learning & Play Program
Child Care Facility
900 W 44th Pl Fl 2, Hialeah FL 33012
(305) 231-2024

0.49
miles

After School
Food Served

Childcare Providers Near
ASA College Hialeah Campus

Distance
to ASA
College

Programs
Offered

Pinocchio Day Care Inc
Child Care Facility
100 W 49th St, Hialeah FL 33012
(305) 556-2627

0.52
miles

VPK

Immaculate Conception Early
Childhood Education Center
Child Care Facility
125 W 45th St, Hialeah FL, 33012
(305) 822-6461

0.52
miles

VPK

EZ Tutoring, Inc.
Child Care Facility
62 W 49th St, Hialeah FL, 33012
(786) 483-7031

0.57
miles

Lincoln Marti
Child Care Facility
14 W 45th Pl, Hialeah FL 33012
(305) 825-0599

0.63
miles

Bethel Baptist Christian School
Child Care Facility
3805 W 8th Ave, Hialeah FL 33012
(786) 502-2172

0.66
miles

School
Readiness

Services
Offered
After & Before
School
Food Served
Full Day
Half Day
Infant Care
After School
Full Day

After School
Food Served
Full Day /
Half Day
Transportation

Gold Seal
VPK
School
Readiness

VPK
School
Readiness

After & Before
School
Drop In
Food Served
Full Day
Half Day
Infant Care
After & Before
School
Food Served
Full Day
Infant Care
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CLOSING WORDS
This is the first day of positive change in your life. It starts with
your attitude and shows in how well you do your job. It is the
level of pride you take in trying to do your best. It is about setting
personal and professional goals. It is the level of importance you
place on getting the assignments done and on time. It is the energy
you give and share. It is ultimately the dedication towards your
career goal that will make you succeed.
You are now a college student ready to face the challenge,
excitement, and experience of learning. A wise man once
said that a person lives as long as s/he continues to LEARN.
Prepare for the day when you march across the stage at your
graduation ceremony thinking, “I REALLY DID IT.”
Most students find they have to make changes in their lifestyle now that they are committed to college. You are not
alone; everyone makes sacrifices to accomplish goals. At
ASA, we are available to assist you and support your efforts.
The vision of ASA College is one that has guided its development from its inception: to become an institution that
offers students a full range of opportunities to improve their
lives and realize their dreams. ASA is a college that is widely
recognized for its high academic standards and the excellence
of its graduates.
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After successfully completing your program, you will find
that you have gained well-deserved confidence in yourself
and your accomplishments. ASA graduates are successfully
employed. It is sincerely hoped that you, too, will meet with
success and become a part of the growing roster of employed
ASA graduates. Watch for new notices and announcements
that will be posted throughout your enrollment at ASA. Read
the college catalog, other pertinent publications, and information that will keep you informed during your studies at ASA.
And, check your ASA e-mail account daily!!

ASA FLORIDA CAMPUS MAP

HIALEAH CAMPUS
530 West 49th Street
Hialeah, Florida 33012
786-279-2643

DIVISION
OF BUSINESS

DIVISION
OF HEALTH
DISCIPLINES

WWW.ASA.EDU
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DIVISION
OF NURSING

DIVISION
OF ENGINEERING
AND TECHNOLOGY

DIVISION
OF LEGAL
STUDIES

