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[bookmark: _bookmark0][bookmark: _bookmark1]STUDENT ADMINISTRATION PLAN
[bookmark: _bookmark2][bookmark: _Toc948383][bookmark: _Toc1035170]PREFACE:
  This Student Administration Plan (SAP) establishes policies, assigns responsibilities, and prescribes procedures for the management of students attending the AFMAA Training Division courses. The policies, procedures, and responsibilities herein apply to all members participating in any of the training programs. A copy of this SAP will be posted in the back of classroom. This document is also reviewed with students during course orientation.
[bookmark: _bookmark9][bookmark: _Toc948384][bookmark: _Toc1035171]Course Prerequisites:
  All applicants will be expected to meet the specific prerequisites as listed in ETCA: Students who do not meet the minimum admission requirements will not be admitted.
[bookmark: _bookmark14][bookmark: _Toc948385][bookmark: _Toc1035172]ACADEMIC POLICIES AND PROCEDURES
[bookmark: _bookmark15][bookmark: _Toc948386][bookmark: _Toc1035173]Academic Standards:
  The course objectives encompass a knowledge base of cognitive, psychomotor and affective domains considered essential to perform the duties within the Enterprise. Students are evaluated on their abilities to pass the lessons for each course. Students must pass all lessons in order to successfully complete all courses.
Academic Instruction Methods:
  The academic instruction methods will consist of various types (dependent upon the course). The methods may be lecture, discussion, demonstration, brainstorming, role plays or blended learning. During each course, students must comply with the following standards:
Score a minimum of 70 % on each examination.
Pass re-testable course written examinations with a grade of 70 % or above.
Performance Exercises:
  Some courses require students to be evaluated based upon student participation. Students must participate and score a “PASS” grade on all critical objectives within the activity.
[bookmark: _bookmark16][bookmark: _Toc948387][bookmark: _Toc1035174]Testing
Students will be informed of their written and performance examination results within 8 academic hours after testing.
Post-examination critiques will be conducted to provide feedback, reinforce objectives, and identify discrepancies.
Course instructors will administer, supervise, monitor, and proctor all written and performance examinations.
A grade of zero (0) or a “FAIL” will be recorded for any written or performance examination that is missed because of unauthorized absence and will result in automatic referral to the student’s specific chain of command.
[bookmark: _bookmark17][bookmark: _Toc948388][bookmark: _Toc1035175]Grading:
  Individual examination scores are calculated by dividing the total points earned by the total points possible on the examination (ex. 80/100 = 80 %). Grades will be recorded as percentages to the nearest hundredth. Cumulative program grades are determined by averaging all examination scores.
[bookmark: _bookmark18][bookmark: _Toc948389][bookmark: _Toc1035176]Student Counseling:
  It is the duty of all staff and faculty to know their roles and responsibilities in with regard to counseling students.
Academic counseling should be instituted as early as possible to alleviate problems before the student requires disciplinary action or disenrollment. Faculty and staff are responsible to provide guidance and mentorship during counseling sessions to correct problems, such as academic failures, poor habits and personal problems students present.
All counseling will be in writing and will use an Form 05 (Annex F). Records of counseling will be maintained in the Course Student Record.
The counseling form must include, at a minimum:
The reason(s) for the counseling.
The consequences, if any, of any noted deficiencies or conduct not corrected.
The remediation to be completed to eliminate the noted problem or deficiency.
Recommended actions the student can take to improve performance.
Date of counseling performed, signature of counselor and the counselee.
The number of tests/evaluations failed to this point.
The criteria that would cause the student to be relieved from the program
Counseling will be conducted in accordance with (IAW) Student Counseling Policy. Additionally, students who fail to comply with the program standards and policies as outlined in ANNEXES A thru B will be counseled and recommended for relief.
Frequency of Counseling: Students will receive counseling after each written and/or performance examination failure.
Self-Referral: Students may request counseling at any time.
[bookmark: _bookmark19][bookmark: _Toc948390][bookmark: _Toc1035177]Remedial Training:
  Remedial training is scheduled during nonacademic hours. An announcement or a schedule is provided for students requiring this training. A student is required to attend remedial training if they fail a written examination or a performance examination. Any student desiring additional assistance may attend remedial training sessions.
[bookmark: _bookmark20][bookmark: _Toc948391][bookmark: _Toc1035178]Reteach/Retest:
  Students will be counseled, re-taught, and retested if they fail a written or performance examination with a score below 70% or score a “FAILURE.” Reteach procedures will occur after notification of failure.
Retest will not occur on the same day of the original test without the approval of one of the Division Chief. The retest will be scheduled for the next available class date. The retest will be conducted before or after the class begins or ends (unless unusual circumstances exist).
A maximum score of 70% will be recorded regardless of the passing grade received on the retest. (For example: a student scored 85% on the retest, it is recorded as 70%).
Failure of a retest following remediation will result in referral to the Academic Oversight Board (AOB) for consideration of relief.
[bookmark: _bookmark23][bookmark: _Toc948392][bookmark: _Toc1035179]ACADEMIC RELIEF/RECYCLE (See ANNEX C):
  Students will be recommended for academic relief for the following reason:
[bookmark: _bookmark24][bookmark: _Toc948393][bookmark: _Toc1035180]Academic Grade:
  The second time a student fails to achieve 70% or a “PASS” on a written examination or performance examination.
[bookmark: _bookmark25][bookmark: _Toc948394][bookmark: _Toc1035181]Course Participation:
  Non-participation of activities within the course (other than medical reasoning).
[bookmark: _bookmark26][bookmark: _Toc948395][bookmark: _Toc1035182]NON-ACADEMIC POLICIES AND PROCEDURES
[bookmark: _bookmark27][bookmark: _Toc948396][bookmark: _Toc1035183]Non-Academic Standards:
  To successfully complete the program, students must comply with the policies and standards found in Annexes A and B:
Standards of Academic Integrity and Conduct in ANNEX A.
Attendance Policy in ANNEX B.
[bookmark: _bookmark28][bookmark: _Toc948397][bookmark: _Toc1035184]Student Characteristics and Attributes (Suitability for their Profession):
[bookmark: _bookmark29][bookmark: _bookmark30][bookmark: _bookmark31][bookmark: _Toc948398][bookmark: _Toc1035185]Facility Policies and Regulations:
  Violations of non-academic standards can result in counseling, punishment under UCMJ, legal issues, and non-academic relief from the program.
Any situations, other than academic that prevent a student from completing program objectives will be grounds for non-academic probation or relief. These reasons can vary widely and may include reasons such as emergency leave, hospitalization, or problems with conduct and suitability.
[bookmark: _bookmark33][bookmark: _Toc948399][bookmark: _Toc1035186]Non-Academic Relief:
  (See ANNEX C) Students will be recommended for relief from the program for:
Failure to abide by the Standards of Academic Integrity and Conduct outlined in ANNEX C.
Failure to comply with the policies and procedures of the course.
Extended absences of more than 20% of the course (training) days. This includes emergency leave, hospitalization, family emergencies or cumulative medical/personal appointments that extend beyond 20% of the course.
[bookmark: _Toc948400][bookmark: _Toc1035187]Re-Attendance through Courses:
  Students who are academically relieved or non-academically relieved through disciplinary reasons must wait at least 6 months to submit approval package to retake the course, all other relief reasons will be evaluated on a case-by-case basis.  Division Chief is final approval authority.
[bookmark: _bookmark35][bookmark: _bookmark38][bookmark: _Toc948401][bookmark: _Toc1035188]GRADUATION AND PROGRAM DOCUMENTATION.
[bookmark: _bookmark39][bookmark: _Toc948402][bookmark: _Toc1035189]CERTIFICATES OF COMPLETION, DIPLOMA AND AWARD OF SKILL IDENTIFIERS.
Certificates of Completion are issued to students who have successfully completed the course requirements.
Students completing the 7 Level Bridge Course will have their skill identifiers.
[bookmark: _bookmark40][bookmark: _Toc948404]

[bookmark: _Toc959593][bookmark: _Toc959284][bookmark: _Toc1035190][bookmark: _bookmark52][bookmark: _Toc959285]
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STANDARDS yyyy
1.   Students must possess the moral and ethical standards appropriate to the profession and practice of the. The evaluation includes performance in the classroom, on examinations, and practical exercises. Demonstrated motivation, attitude, personal conduct in class are evaluated.
2.   If, as a result of the evaluation process, it is determined that a student's continuation in the program is not appropriate, the student is subject to dismissal. The dismissal may be accomplished without a formal adjudication of guilt by a military or civilian court and without necessity of action under Article 15, Uniform Code of Military Justice.
3.   A designated faculty member administers and proctors all examinations to ensure accurate instructions are given regarding testing procedures. Students are supervised during testing periods, and are provided authorized assistance. The absence of a proctor during testing does not relieve students from complying with these Standards of Academic Integrity and Conduct.
4.   Students neither accept from nor provide to past, present, or future classes of students or other individuals, any written or verbal information that compromises the examination process.
5.   Examples of actions, which may result in dismissal from the program include, but are not limited to, the following:
[bookmark: _bookmark53][bookmark: _Toc948405]

[bookmark: _Toc959594][bookmark: _Toc959287][bookmark: _Toc1035191][bookmark: _bookmark54][bookmark: _Toc959288]
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ATTENDANCE xxxx
1.   Students are expected to attend classes at all times. Students who miss more than 20% of any course may be subject to non-academic relief. Students are required to make up any absent time and make-up all missed classroom notes, assignments, and examinations.
2.   Excused class absence time may count against the required attendance time, but may be made up after duty hours at the discretion of the student's instructor with approval from the  Branch or Division Chief. Program faculty must supervise all make-up time. The following list constitutes some examples of excused absences:
a.   Excused without Penalty (Not treated as an absence):
(1)   Military appointments/events - Command mandated
b.   Excused with Penalty (Requiring make-up time (not over 20% of course))
(1)   Medical/Dental appointments of a non-elective nature
(2)   Sick-Call/Quarters
3.   Unexcused class absence counts against the required attendance time, but usually may not be made up after duty hours unless special arrangements are made. The following list constitutes some examples of unexcused absences:
a.   Tardiness
b.   Automobile repairs
c.   Childcare issues
d.   Elective appointments of any time
e.   Tardiness may result in administrative and/or disciplinary action and will be documented through formal counseling.
4.   Classroom Arrival: All students are expected to be in their seat at the scheduled class start time. If an instructor is not actively present in the classroom, study materials should be utilized.
5.   Other Arrivals: Any time you are expected to be somewhere other than the classroom, the same attendance/tardiness rules apply. Students should be congregated at the designated meeting point. (Waiting in a privately-owned vehicle (POV) does not constitute arrival or attendance).
6.   Recommendations:
a.   Arrive at least 15 minutes prior to every report time.
b.   Have emergency, sick child, or early hour back-up childcare.
c.   Do not schedule flights or make travel departure plans within 2 - 3 hours of the end of the duty day. (Do not expect early release to make a flight).
d.   Arrange for an alternate method of getting to class.
7.   Notification: All students are required to notify their instructor of future appointments. Class schedule may require students to cancel or change their appointments. Telephonic notification of impending tardiness, sick-call, or emergency absence must be made with the students’ instructor.
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