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Preface

The AMCH Student Handbook provides policies, procedures and materials relating to student life at the American Medical College of Homeopathy.  It is published annually. It is meant to supplement, clarify and further define the material in the AMCH Catalog. Students operate under the Student Handbook for the class in which they enter. 

The Student Handbook is divided into four main sections

· Introductory Materials 

· Academic Information

· Facilities Policies and Procedures

· Student Policies
This handbook is available in both electronic and written versions. If you would like to receive a written version of the handbook, please contact AMCH at Office of Registrar, 1951 W. Camelback, Suite 300, Phoenix, AZ, 85015. 

Welcome Letter
Dear Student:  


Welcome to the American Medical College of Homeopathy and the coming academic year.  We look forward to an exciting and rewarding journey together as we explore the great subject that is homeopathy.  


There is a special synergy of passion and exploration at the American Medical College of Homeopathy.  This energy exists because the faculty holds a great love for this healing art.  The palpable excitement they have will be passed on to students.  


The education you receive in homeopathy will be of the highest standards.  Equally important, the nurturance of you, as the student homeopath, will be supported and encouraged to grow as well. Our professional educators and staff are committed to challenging every student within an encouraging and collaborative environment.


Homeopathy is more than just a set of books; it is a way of looking at life.  By being educated in homeopathy, you will change for the better as a human being.   What you carry with you from this school will profoundly help improve other people's lives.  That is our reason for being.


This student handbook is designed to assist all of us in understanding school policies, procedures and what is expected of each of us within the community.   I ask that you read your handbook and use it as a resource throughout the year


In anticipation of a wonderful year, the AMCH educators and staff thank you for your faith in us.  We all look forward to the year ahead with enthusiasm, excitement and confidence.  

Respectfully,

Todd Rowe

President

Introduction to the Student Handbook 2010

How to Contact Us

American Medical College of Homeopathy

1951 W. Camelback, Suite 300

Phoenix, Arizona 85015

602-347-7950; 602-864-2949(fax); info@AMCofH.org

Other AMCH Resources

AMCH Catalog; AMCH Clinical Training Handbook; AMCH Faculty Handbook; AMCH Staff Handbook; Website:  www.AMCofH.org

Student Responsibility

Students are responsible for understanding and complying with all policies and procedures contained in this handbook and other publications distributed by the College.  This Handbook supersedes all previous editions.  If you have any questions, or wish further clarification on material contained in this Handbook, please contact the Office of Students Affairs.  Any member of the College Community has the right to propose changes. Such recommendations should be presented, in writing, to the Office of Student Affairs. Anonymous suggestions will not be considered.  

About the Handbook

The Student Handbook of the American Medical College of Homeopathy is published to provide students with information about the College’s polices and procedures that relate to students.  This does not constitute a contract.  AMCH reserves the right to make changes in terms, conditions, regulations, rules and polices set forth in this at any time and without notice; however AMCH will make every attempt to communicate these changes with reasonable notice to interested parties.  The Student Handbook is an official document of AMCH. Excerpts have been adapted in part from publications from many colleges and universities, Southwest College of Naturopathic Medicine, Phoenix Institute of Herbal Medicine and Acupuncture, National College of Naturopathic Medicine, Arizona State University and the University of Arizona being the major sources.  

Who We Are

AMCH is a 501c3, non-profit corporation.  Our certificate programs are fully accredited through the Accreditation Commission for Homeoapthic Education in North America (not an accrediting body recognized by the US Department of Education).  Inquiries concerning standard or school compliance may be directed to the ACHENA at 101. S. Whiting St., Suite 16, Alexandria VA, 22304; www.chedu.org.  

Equal Opportunity Statement

AMCH, in compliance with state and federal laws and regulations, does not discriminate on the basis of race, color, national origin, religion, sex, sexual orientation, marital status, age, disability, or veteran’s status in any of its policies, procedures, or practices. This nondiscrimination policy covers admission and access to, and treatment and employment in, college programs and activities, including but not limited to academic admissions, financial aid, educational services, and employment.
AMCH College Vision and Mission

AMCH College Vision

The Vision of AMCH is:

To be a center of excellence in homeopathic education, which transforms health care and improves the quality of life.

AMCH College Mission

The Mission of AMCH is:

AMCH College Objectives 

The Goals of AMCH are:

1.   To facilitate student learning of the fundamental philosophy, clinical skills and knowledge base necessary for the competent practice of homeopathy.

2.   To deliver a program that is humanistic and reflects the individual needs of each student.  

3.   To develop a method for students to gain both insight into their own learning process and self-development.

4.   To encourage a student attitude of wonder, love of learning and open mindedness necessary for the growth of each student as a healer.  

5.   To promote classical homeopathy as one of the foremost healing arts in the new millennium.  

6.   To recruit and retain superior faculty and administrators whose qualities and commitment reflect the school’s educational philosophy.  

7.   To develop programs that enhance the role of students within the community.  

8.   To create a quality facility consistent with a premier homeopathic medical school. 
9.   To reach a level of financial stability to support and develop programs and facilities consistent with a premier homeopathic medical school.  

10.  To conduct and promote quality homeopathic research and to serve as a national homeopathic research center.  

11.  To develop marketing plans that meet enrollment needs and enhance the reputation of the medical school.  

12.  The school will maintain an effective and independent Board of Directors that provides leadership for mission-driven policies, ensures fiscal responsibility and enables effective management of the school.  

AMCH Core Values

The Values of AMCH are:

Respect for the Individual

We recognize and honor the uniqueness, diversity and learning style of each individual.  We respect and value the common experiences that bring us together. 

Commitment to Educational Leadership

AMCH is committed to becoming a national leader in homeopathic education.  Good leadership liberates the mind from prejudice and opens the door for a lifelong journey of learning.  It establishes academic excellence and provides a nurturing environment where students feel free to fully develop.  Our teachers’ energy and enthusiasm kindles a love of learning that is transformative for their students.

Community Builders

We prepare students to be life-long contributing members of their communities. Our collaborative environment fosters constructive conflict resolution and cultural sensitivity.  Students learn to relate to the natural world and develop a connection with all life. 

Open Mindedness and Self-Awareness

We encourage students to develop self-awareness, to remove obstacles to their learning and to care for themselves. Our goal is to guide this self-observation in a non-judgmental manner.  This gentle approach and freedom from bias leads students to become true healers. 

Dedication to Success

We are dedicated to the success of our programs and community.  At the heart of this dedication is the success of our students.  

Homeopathic Physicians Oath (taken at graduation)


Great Spirit, you have blessed your earth, rivers and mountains with healing substances; they enable your creatures to alleviate their sufferings and to heal their illnesses.  You have endowed mankind with the wisdom to relieve the suffering of our fellow being to recognize his disorders, to extract the healing substances, to discover their powers and to prepare and to apply them to suit every ill.  


In your eternal wisdom, You have chosen me to watch over the life and health of your creatures.  Inspire me with love for my art and for all beings.  Do not allow thirst for profit, ambition or reputation interfere with the practice of my art.  


Preserve the strength of my body and soul that I may ever be ready to cheerfully serve rich and poor, good and bad, enemy as well as friend.  In the sufferer, let me see only the human being.  


Illumine my mind that I recognize what presents itself and comprehend what is absent or hidden.  Let me not fail to see in my work the invisible power and grace of your hand.  


Let my mind always be clear and pure in attending the suffering of others for sacred are the thoughtful deliberations required to preserve the lives and health of your creatures.  


Grant that my patients have confidence in me and my art and follow my directions and my counsel.  Should those who are wiser than I wish to improve and instruct me, let my soul gratefully follow their guidance, for vast is the extent of our art.  


Imbue my soul with gentleness and calmness should others censure me.  Then let love for my profession steel me against them, so that I remain steadfast without regard for age, reputation or honor.  


Let me be contented in everything except in the great science of my profession.  Never allow me to believe that I have attained sufficient knowledge but grant me the strength, the leisure and the ambition to ever extend my knowledge.  For art is great, but the mind of man is ever expanding.  


I now apply myself to my profession.  Support me in this great task so that it may benefit mankind, for without Your help, not even the least thing will succeed.  

List of Administration and Staff

AMCH Board of Directors

Patrick Hesselmann, HMA Chair

Sonny Cave JD, Vice-Chair

Harry Swope, ND, HANP, Treasurer

Lesley Hesselmann, DHM, Secretary

Beth Patton, PhD, RN

Joie Rowles PhD, HMA, CCH

Paul Sugar

Darlene Atteberry MS

AMCH Advisory Board

Jay Bornemann-PA

Ann Jerome Croce PhD, CCH-FL

Jo Daly CCH, RSHom(NA)-NY

Murray Feldman, CCH, RSHom-VC

Linda Johnston MD-NY

John Melnychuk CCH, RSHom-CA

Richard Pitt, CCH, RSHom (NA)-CA

Bruce Shelton, MD, MD(H), DiHom

Howard Silverman MD-AZ

Harry Swope ND, CCH-CA

Simon Taffler DSH, PCH-England

AMCH Honorary Board

Rudolph Ballentine MD

Gabriel Cousens MD(H)

Gladys McGarey MD, MD(H)

Jeremy Sher RSHom, MCH

William Tiller, PhD

Andrew Weil MD

AMCH Staff

Darlene Atteberry


Fund Raising Director

Iris Bell MD, PhD, MD(H) 


Research Director

Carole Eastman, ND


Preceptorship Director

Marilyn Gradov, HMA


Student Services Director

Katherine Gray


In House Accountant

Suzanne Hague


Assistant Office Manager

Lesley Hesselmann DHM 


Director of Distance Learning ; Librarian

Patrick Hesselmann CCH


Technology Director

Alejandra Iniguez HMA: Department of 


International Affairs, South 


American and Central America 


Liaison

Samatntha Lenox


Medicinary Director

Wendy Nolte


Medicinary Assistant

Pardeep Panesar


Dept of Inter Affairs; European Liaison

Mary Patterson


Office Manager; Clinic Manager

Kim Sikorski MD, CCH


CHE Liason

Thelma Rowe, PsyD  


School Administrator

Todd Rowe MD, MD(H), CCH, DHt 


President; Program Director

Neepa Sevak HMA, BHMS: Department 

of International Affairs, Asia Liaison

Harry Swope ND,  DHANP


Chief Financial Officer
Nancy Tichenor RN, HMA 


American Museum of Homeopathy 


 Curator; Desert Bloom Editor

Gabrielle Traub, DH: Department of 


Inter. Affairs, African Liaison

Rebecca Walpole, FNP


Director of Inter. Affairs

AMCH Consultants

Joe Abate JD

             Legislative Consultant

Donnetta Campbell

             Publicity Consultant

David Carris MBA

             Fundraising Consultant

Tisha Pelltier

             Marketing Consultant

Sue Roe PhD, RN

             Academic Consultant and Accreditation 

             Consultant

Dan Thompson

Academic Information
Academic Freedom

AMCH faculty and students are free to question, discover, and test all knowledge appropriate to their discipline as judged by the academic community in general.
Academic Load Policy

AMCH permits a student to take a maximum of 29 quarter credits per quarter. 

Advising
The Registrar assigns incoming students a Faculty Advisor upon entering the College.  All Advising Faculty are required to be available two advising hours per week. If a student wishes to change their Advisor, they must submit a written request to the Registrar.  Guidance is available to assist in creating a personal timetable for students on an extended program, as well as for academic and professional progress. Although students are not required to consult with an advisor, students who are not making satisfactory academic progress must consult with the Faculty Advisor. 

Each Faculty Advisor is responsible for advising on:

· Academic probation.

· Changing tracks (4 to 5 year, etc.).

· Leaves of absence (regular or medical).

· Requests for permission to take exams early or late in extraordinary circumstances only.

· Grade appeals.

· General referrals.
Beepers and Cell Phones

The usage of beepers and cellular phones that are sound activated is prohibited during classes or in the library. These devices should be turned to vibrate mode when in these settings.  

Classroom Behavior

Students are expected to have high standards of behavior in the classroom.  Classroom behavior should follow guidelines established by the individual instructor.  Students who engage in prohibited or unlawful acts that result in the disruption of a class may be directed by the faculty member to leave the class for the remainder of the class period with the status of attendance (present or absent) up to the instructor.  A disciplinary hearing will generally precede longer suspension from a class, or dismissal on disciplinary grounds. The College reserves the right, however, to suspend students pending hearings, when it is determined necessary to protect members of the College community or otherwise as determined by the College to be appropriate.    If disruptive, the above mentioned “prohibited...acts” would include but are not limited to behavior prohibited by the instructor, persistent speaking without being called upon, challenging faculty in an unprofessional manner, lack of respect for others with differing opinions, consistently arriving late or leaving early, refusing to be seated, eating in classroom, putting feet on desks or tables, disrupting the class by leaving and entering the room without authorization, studying/reading material not related to  attended class, etc.  Recurrent unprofessional classroom behavior may result in the student being dropped from the course for disciplinary reasons (with a grade of No Pass). 

Class Breaks

Class Breaks may be taken during classes that are over one hour in length.  Instructors generally follow the guideline of allowing a ten-minute break for each hour of class.   Exceptions may be made at the decision of the instructor.   

Class Handouts

All class notes, handouts and syllabi are accessible online.  Each student is issued a password for access on entry to the program. 
Class Scheduling

The Program Director is responsible for developing the program class schedule. Once the final schedule is printed, the only changes that will be made to it are due to extraordinary extenuating circumstances, such as a faculty change or a classroom conflict. 

Class Time Changes or Cancellations 

If a class must be cancelled, or changed, the faculty member must contact the School Administrator. This must be done with enough notice to allow for all students to be informed of the time change and/or make arrangements to reschedule the class and/or meeting.    

Completion of Assignments

Students should make every effort to complete assignments in a timely manner.  Extensions of deadlines for assignments may be offered to students with a valid reason (e.g., illness, bereavement, family emergency, unanticipated last-minute transportation difficulty). Extensions of deadlines will be offered at the discretion of the Class Instructor.  Students are responsible for contacting the Class Instructor if they are unable to attend class or take an exam due to illness. 
Contact Information

Students are responsible for submitting accurate contact information to include address, phone number, and e-mail address to the School Administrator in writing for registration to be complete. Any changes in contact information must be submitted in writing by the student to the School Administrator using the form provided. It is the responsibility of the student to verify the change has occurred. 

Equipment

For the Degree program, students are required to have a personal computer as part of the basic equipment for the school.  They should have a basic level of computer knowledge and word processing skills.  In addition, students will be required to purchase diagnostic equipment in their second year including an otoscope, opthalmascope and stethoscope.  There are no equipment requirements for the certificate programs. 
Evaluations and Assessment

Examinations and other methods of evaluating the performance of students are given at the discretion of the Program Director during the assigned class time and/or outside of class.  A description of the evaluation procedures for individual classes is included in the course syllabus distributed to all students at the beginning of each term for each class.  Generally didactic and clinical evaluations are handled separately. Final exams are usually given during the last week of the quarter according to the final exam schedule. Please see the course catalog for a more detailed description of the grading system.  

A take home exam is to be exclusively the student’s own work.  A homework assignment may be a collaborative effort, depending on guidelines from the faculty.  

Deferred exams must be taken within one week of the original examination date and may be scheduled through the specific academic department or clinic director. Students who defer exams will be asked to sign an affirmation prior to taking the exam that they have not received knowledge about the exam from other students. Makeup examinations may be offered to students for approved circumstances (severe illness, bereavement). Makeup exams for other reasons are offered at the discretion of the instructor. All makeup and remediation examinations must be completed by the stipulated deadline or a failing remark will automatically be recorded. 

Graduation Requirements

Candidates for graduation must: 

1. Satisfy all courses in the prescribed curriculum.

2. If a transfer student, complete at least 18 months of training enrolled as a student at AMCH.

3. Satisfy all financial obligations to AMCH.

Only students who have completed all their academic coursework by the scheduled commencement ceremonies may participate in the ceremony. Students who have not completed all requirements may participate in the following year’s ceremony, if their requirements are completed at that time.

Identification Badge

Each student is issued an identification badge during registration. Students should keep the badge in their possession at all times when on campus or at the Medical Center. The identification badge is used as a security measure and is required for students to receive certain services such as Library borrowing privileges.

Leave of Absence 

Students may apply for a leave of absence for up to one year.  This entitles them to rejoin the next class at the point that they left off in their studies, provided that there is room in the class.  If the student does not return by the last day allowed, they will be dropped from the program.  The School Administrator must be advised of a student’s intention to return to AMCH at least one month before the beginning of the academic term in which she/he plans to register.  A leave of absence normally will be granted to any student who is in good standing and who has satisfied all financial obligations to AMCH. 

In the case of a medical leave of absence, which may be granted to a student, appropriate documentation is required from the attending physician. The physician must indicate the necessity of granting the leave and subsequently the student’s fitness for returning to the program.  If a student on leave does not return within one year, she/he will be required to submit a new application for admission. The student will need to satisfy admission requirements in effect at the time of reapplication.
Lobbying

The tax-exempt status of AMCH affects all staff and students.  Tax-exempt organizations are limited in their political and legislative activity, even if the lobbying activity would contribute directly and substantially to meeting the College’s tax-exempt purposes.    No lobbying is allowed by any person on AMCH premises or at any AMCH function unless approved by the President.
Malpractice Insurance

Malpractice insurance is now available for AMCH graduates of both the Homeopathic Practitioner Certificate Program and the Doctor of Hahnemannian Principles Program. Contact the office of student affairs for further details. 
Non-Matriculating Credit Policy

AMCH permits students to take up to 18 quarter-credits as a non-matriculating student in the AMCH Doctor of Hahnemannian Principles Program. These students must meet all admission requirements and pre-requisites to enroll in a given course.  This also does not apply to clinical courses. The application includes the following: 

· Non-Matriculating Application Form

· Transcripts

AMCH gives first priority in admissions to matriculating students over non-matriculating students.  Any student eventually applying to the doctoral must provide a separate application at the time of admission. 
Registration

New students register for the Spring quarter during Orientation. Students register for the Summer Quarter two weeks prior to the end of the Spring Quarter.  Students register for the Fall Quarter two weeks prior to the end of the Summer Quarter.  Students register for the Winter Quarter two weeks prior to the end of the Fall Quarter.  Students register for the Spring Quarter two weeks prior to the end of the Spring Quarter.  The xe "Registrar"Registrar’s Office will notify students regarding registration details for subsequent quarters. 

Students may attend only the specific course sections for which they are registered. Non-adherence to this policy will result in no credit for the course. Students may not register for courses, labs, or clinic shifts that occur at overlapping times. All changes in courses and sections must be made through the Office of the Registrar. No student may register for or begin classes after the end of the second week of any term.
Student Tutoring

Individual tutoring is available. Ask the School Administrator for a list of student tutor recommendations. 
Textbooks

AMCH publishes an official list of required, recommended and suggested texts for each program. Changes in textbook choice will occur only under exceptional circumstances and only with approval from the Departmental Chair.    Required texts are defined as material that is covered in class and that students will be expected to know and will be tested on. If a choice of texts is used, the choice will be limited to two choices. A text should only be required for a course if it will be heavily used for the class.    

Recommended texts are defined as material that more fully explores and reinforces course information.  Recommended texts will be limited to three texts per course. Recommended texts are optional for students.      

Supplemental reading is additional reading that adds personal knowledge or depth in a subject area.   Supplemental reading will not be noted on official textbook list but will be noted on syllabi.  There is no restriction on supplemental reading.  Textbooks are available at the AMCH Library and AMCH Bookstore.

Transcripts and Records

The xe "Registrar"School Administrator maintains permanent records of each student enrolled at AMCH. A student’s record contains an application file, personal information necessary for the business of AMCH, grade reports, and records of any official action by AMCH concerning that student. The xe "Business Office"Business Office, Financial Aid Office, Office of Student Affairs, and Academic Office may also maintain student files as required by their respective functions. These records may be examined by the individual student upon written request. AMCH adheres to the intent of the Family Educational Rights and Privacy Act of 1974 (the Buckley Amendment) and to that end will observe the following guidelines:

• College officers may review student records.

• AMCH holds the following information as directory information, which may be disclosed in response to legitimate requests: name, address, telephone number, email address, dates of attendance, class schedule, enrollment status (Full-time, Part-time, Leave of Absence), academic program, graduation date, and awards received.

• Personal information about students will not be shared with third parties on or off campus except as directed in writing by the student, the courts, or governmental authorities. 

• A student who believes information contained in official records is inaccurate, misleading, or a violation of privacy may request that the records be amended.

• A student has the right to file complaints with the appropriate agencies concerning alleged failures by AMCH to comply with applicable laws and rules, and/or their implementing regulations.

• In the event of a disagreement between student and administration as to the disposition of an issue, the student has the right to have placed in her/his academic file a statement reflecting her/his position.

• Each student is responsible for furnishing, completely and accurately, all information required by AMCH so that it may perform its proper function as an educational institution. If a student’s circumstances change, e.g., name, address, financial situation, etc., she/he is responsible for seeing that appropriate College officials are informed of the changed circumstance as soon as possible.

• No part of a student’s file, except directory information, as noted above, will be released to any person outside of AMCH without written consent of the student, except as required by law. 
Withdrawal from Program

Any student may withdraw from the school after submitting a written request to the Registrar and completing an exit interview with the School Administrator.  See the Tuition and Fee Policies for policies pertaining to refunds.  

Academic Progress

Students must maintain satisfactory academic progress toward a degree in order to continue in the program. Students must achieve an Honors, Pass or Minimum Pass grade in all courses.  Students must complete all coursework and meet graduation requirements within six years of matriculation into the Doctor of Homeopathy Program.  
School Suspension or Dismissal

If a student has not made satisfactory academic progress, the school 

may impose the following sanctions: 

Academic Probation

Students are placed on Academic Probation if their grade average falls below 70% or if they engage in unethical behavior (see ethics policy).  Students placed on Academic Probation must meet with the Program Director and sign an academic agreement that stipulates a plan of action to rectify the Probation and a time frame within which to do so. Students who fail to complete an Academic Action Plan will be withdrawn from any courses they are currently enrolled in. Students are removed from Academic Probation once any courses are repeated and passed, and the terms of the Academic Action Plan are met.

Academic Dismissal and Suspension
The following are grounds for suspension or dismissal from the program: 

• Students who have been on academic probation for more than six months and have 

been unable to raise their grade average to 70%,
• Failure to complete in a timely manner or to the terms of an academic action plan.

• Failure to meet the technical standards of the program

Unsatisfactory Academic Progress XE "Academic and clinical Progress Committee" 

 TC "Academic and clinical Progress Committee" \f C \l "2" 
Students who do not make satisfactory academic progress may be referred to the Academic Review Committee. The Academic Review Committee consists of the Program Director and two faculty members from the AMCH community.  This committee reviews student progress in all required Courses.
Appeals

For appeals of school decisions regarding Academic Progress, see the School Grievance Policy (AMCH Student Handbook). 
Facility Policies and Procedures 
Animals

With the exception of companion dogs for the sight- or hearing-impaired, animals are prohibited on the College campus.

Campus Safety

The College maintains a Safety Committee, headed by the School Administrator.  This committee is responsible for ensuring that the College meets standards for a safe workplace and an institution of higher learning. The committee discusses any safety issues, which may arise during the course of events at the College.  Students are asked to report any unsafe conditions to the Director of Facilities. If an unsafe condition is not resolved, the student is required to submit a written report to the School Administrator. Any student injury must be reported to the School Administrator.

Campus Security

All buildings are locked nightly. Any security issues or concerns should be reported to the Director of Facilities. Students should be aware of personal security practices, including being observant of their surroundings, locking automobiles, walking in pairs and guarding personal belongings.  

Children

Children of AMCH students, administration and faculty may not be left unattended while at AMCH.  They must be supervised at all times. 

Computers

AMCH provides students with access to computers and on-line services.  As with other AMCH property, the student is responsible for the safekeeping of all computer hardware, software, and records.  If a student is assigned a password to access the computer system, it is the student’s responsibility to protect the security of this password. All computer records are the property of AMCH and are governed by non-disclosure and confidentiality policies.     Faculty, staff, and students are prohibited from the following actions on College computers:  Installing, copying, or removing any software other than data files and documents.  

Copy Center

The Copy Center processes orders for Faculty, Staff and Student Government.  There is no self-service available and all jobs require a completed “Copy Request Form” and a minimum of 24 hours turnaround time.  The Copy Center does not provide personal copy services.  The Copy Center is not responsible for copying class notes that were missed due to absences.  It is the responsibility of the student to obtain and copy any notes they did not receive.
· AMCH is working to create a paperless administrative system.  This is in keeping with a greener more sustainable campus.  Provisions are made for electronic handouts for students, notifications through email circulation and notifications through the AMCH Blog. 

· That being said, we recognize that photocopying still will be needed from time to time as part of course instruction. For example, all AMCH Exams are still given in a paper format.  Some clinical charting also requires a paper trail. 

· The AMCH Copy Center’s purpose is to serve the copying needs of AMCH Students, Faculty, Practitioners and Administration. 

· AMCH student’s only have access to the copy center through the Class Administrative Assistant. Students should submit all copying requests to the Class Administrative Assistant. 

· AMCH Faculty who wish to use the Copy Center must fill out a copy request form. Turnaround time for all copying is a minimum of 72 hours. The Class Administrative Assistant can providing scanning services for faculty on request.
Email and Internet Policy
AMCH provides student email accounts for all certificate and doctoral students.  In addition, it provides faculty email accounts to all faculty course instructors and administration. We offer this benefit to help students effectively communicate with faculty and staff. 

Email accounts must be used responsibly. Profanity and offensive materials are prohibited, and violations may result in your access and privileges taken away. This policy prohibits any conduct which is harmful, obstructive, disruptive to, or interferes with the educational process. The language of any communication between students and instructors or among students communicating electronically shall maintain the level of formality appropriate to any institution of higher learning. Excessively rude or insulting language will not be tolerated. AMCH reserves the right to suspend an AMCH email account use at any time. 
Environmental Issues

Students, Faculty, Staff and visitors are asked to refrain from wearing perfumes, the use of essential oils or bring in any other items that may cause an allergic reaction to chemically sensitive individuals.  

Equipment

No College equipment may be removed without authorization from the School Administrator.  No audiovisual or presentation equipment, or other classroom furnishings may be moved without permission from the School Administrator.

Hours of Operation

The standard hours for the College are: Monday-Friday 8:00am – 5:00pm.  On school weekends, the campus is open from 8:30AM until 5:45PM.  

Housing

AMCH does not provide housing for students.  However, information about available housing in the area may be obtained through the College website and through the School Administrator. The Admissions Department maintains a list for prospective and current students to advertise housing. 

Library Policy

The Library's regular schedule is: Monday through Friday 8:00 a.m. to 5:00 p.m.  The Library is closed for all AMCH campus holidays.  

The library’s policies require a safe, quiet and calm atmosphere.   Unacceptable acts include: rowdy or otherwise disruptive behavior, unauthorized removal of books or other materials without check-out, failure to return checked out items by their due dates, consumption of food or beverages within any of the library’s public use areas and mutilation or obvious marking of books or journals.  Persons who commit such offenses will be subject to library fines, delay of registration, dismissal from the library, suspension of library privileges, or be otherwise penalized by the College, according to the severity of the case.  See Appendix A for more information

Lost and Found

The College is not responsible for the personal belongings of students. It is the student’s responsibility to safeguard personal belongings and to remove them at the end of each class session. Any items found in the classrooms during cleaning will be removed. See the School Administrator for lost items.

Messages

Student mailboxes are located on campus in the classroom. Mail or messages for faculty and staff must be left in the appropriate mailbox. Students are responsible for checking their mailbox and e-mail regularly. Only emergency phone messages will be taken by the College and will be communicated appropriately and promptly, whenever possible.

Parking

AMCH provides parking for student vehicles. Students, however, must park their vehicles in accordance with the specific conditions and restrictions that may apply at the College’s various facilities. Students may not park in the red or yellow zones or in the handicapped spaces and overnight parking is not allowed.  

Posting Information

AMCH provides bulletin boards for community members to share information with each other.  The School Administrator must approve material posted on bulletin boards.

Public Information

All written or graphic materials that present the College in a public way must be reviewed and approved by the Director of Marketing.    Examples of these kinds of printed pieces are flyers, posters, brochures, press releases, business cards, marketing letters, advertising and any official correspondence on College letterhead.  Please allow one day per page of typed, double-spaced copy for review time. Students must have all correspondence that goes out on official College letterhead reviewed by the Director of Marketing.

Smoking Policy

Smoking is prohibited on the College Campus. On campus, two outside areas have been designated for smoking. Please check with Facilities Management for the area information.  

Telephones

AMCH has provided student phones available for student usage.  Students are not permitted to use College office phones without permission. Please keep calls short so that AMCH telephone lines remain clear for business use, and so all students have sufficient access.
Theft

Theft is considered a serious infraction of the Student Code of Professional Conduct and Academic Honor. All students are expected to observe national, state and local laws and ordinances. Conduct, which the College believes violates laws and ordinances will be reported to the proper authorities. Conduct that violates the provisions of the College will be handled according to the prevailing Student Disciplinary Process and may result in suspension or dismissal. 

AMCH Student Policies

Discrimination Policy
AMCH does not discriminate against individuals with disabilities. AMCH makes every effort to arrange services and accommodations to any student, who can document a disability.  It is the student’s responsibility to identify themselves as having a disability by contacting the School Administrator.  
AMCH complies with the Equal Employment Opportunity Act of 1964, Title IX of the Education Amendments of 1972, the Age Discrimination in Employment Act of 1967, and the American Disabilities Act of 1990. These laws do not permit discrimination on the basis of age, sex, race, national or ethnic origin, religion or disability. In addition, the College does not discriminate on the basis of marital status or sexual orientation. Classes, clubs and activities at the College are open to all students, and each building is handicapped accessible. As necessary, the College provides reasonable accommodations for students with disabilities. If auxiliary aids or services are required, requests should be documented upon application. Any student who feels there may have been discrimination should contact the School Administrator to begin investigation. The School Administrator shall notify the President of the allegations. If resolution is not attainable, the President may determine further investigation is necessary or request that a disciplinary process be initiated.  

Harrassment Policy

AMCH strictly prohibits both sexual harassment and other harassment by employees and students.  This is defined as harassment that unlawfully interferes with an individual’s work or educational performance or unlawfully creates an intimidating, hostile or offensive working or learning environment. 

Violations of this policy may result in disciplinary action up to and including termination for employees, and in sanctions including suspension or expulsion for students.  Harassment based on race, color, age, sex, religion, national origin, citizenship, marital status, physical or mental disability is a violation of federal and state law.  In addition, AMCH’s policy recognizes sexual orientation as a protected group.  

The following conduct shall constitute violation of this policy:


•
Making sexual advances or requesting sexual favors if submission to or rejection of such conduct is the implicit or explicit basis for imposing or granting terms and conditions of employment or education at the college

•
 
Making sexual advances, requesting sexual favors, or otherwise discriminating on the basis of gender in a manner that unlawfully creates an intimidating, hostile, or offensive working, residential, or educational environment at the college or that otherwise unlawfully interferes with an individual’s work or educational performance


•
Engaging in any sexual contact against a person who has not given consent or committing any act of sexual assault, public sexual indecency or sexual abuse against a person who has not given consent, if the act is committed on college property or in connection with any college-sponsored event or activity


•
Acting, recommending action, or refusing to take action in a supervisory position in return for sexual favors, or as a reprisal against a person who has rejected, reported, filed a complaint regarding, or been the object of sexual harassment


•
Disregarding, failing to investigate, or delaying investigation of allegations of sexual harassment to the extent that action, reporting, or investigation is appropriate or required by one’s supervisory position.

• 
Intimate relationships between staff and students are never appropriate and will not be tolerated.  

Any person who is a victim of or knows someone who is the victim of such behavior should contact the School Administrator.  Upon notice, the School Administrator will promptly investigate each complaint of harassment as thoroughly and as confidentially as possible, and take appropriate corrective action on all confirmed violations of this policy.  The School Administrator will put his/her findings in writing and forward a copy to the President at the end of the investigation.  The findings of the complaint and the action to be taken will be reported to the complainant and the alleged harasser as expeditiously as possible.  Results may be indeterminate.  If so, the matter will be recorded as unresolved and record of the investigation will be maintained in a separate file apart from any personnel file.  If an individual is found to have engaged in sexual or other harassment, he/she is subject to disciplinary action for violation of this policy up to and including suspension and/or dismissal as is consistent with existing policies and procedures.  This policy explicitly prohibits retaliation against an individual who in good faith makes a formal complaint of sexual or other harassment. AMCH will not allow any reprisal in any form against any complaining party or corroborating witness. By the same token, irresponsible and frivolous complaints or accusations will not be tolerated.

Substance Abuse Policy

In accordance with the Drug-Free Workplace Act of 1988 (Public Law 101-690), AMCH will not tolerate and will take action against the unlawful manufacture, distribution, dispensation, possession or use of a controlled substance by any student, staff or employee conducting College, or affiliated patient care activities.  AMCH is committed to a policy against the use of illegal drugs and the improper use of alcohol.  AMCH strictly prohibits the use, transfer, possession, distribution, sale, or being under the influence of illegal drugs or alcohol. Violation of this policy by a student will result in sanctions (see the  Code of Professional Conduct) up to and including suspension from the AMCH program and referral for prosecution for violation of local, state, and federal law.
A student must notify AMCH of any criminal drug statute conviction for a violation no later than five (5) days after such conviction.   We will, in turn, report such convictions within ten (10) days of our learning of the conviction to the appropriate federal agency.  If you are convicted of a criminal drug violation, the College may require you to participate in a treatment program as part of the disciplinary process.  If you agree to accept the help, you must satisfactorily complete the steps agreed on or risk permanent dismissal.    A student may be asked or required to submit to testing procedures designed to detect the presence of drugs and/or alcohol if he or she is acting in a manner that leads to a suspicion that the student either possesses, controls, or is under the influence of a drug and/or alcohol or has been involved in the use, possession, and/or sale of drugs or alcohol in areas controlled by AMCH.    The School Administrator should be notified immediately if there is suspicion of any student appearing to be under the influence of alcohol or illegal drugs.      

In compliance with federal law, AMCH is prepared to educate and inform its students and employees of the health risks associated with the use of various illicit drugs and the abuse of alcohol. AMCH is also prepared to refer students and employees to counseling and treatment resources and to inform students and employees of legal penalties of noncompliance. Students and employees are encouraged to avail themselves of an appropriate counseling, treatment, or rehabilitation program. College officials may consider participation in such a program when applying sanctions for violations of this policy.
Student Practice Policy

Students must practice legally within the state licensing laws.  This is critical to promote professional responsibility and the development of the homeopathic profession.  To maintain high standards for quality, the following policies apply to each student enrolled at AMCH:

· No AMCH student shall practice, advertise to practice, or accept compensation of any type for practicing any licensed healing modality unless the student has obtained the required license or registration in the State of Arizona.

· Students shall not offer their status as an AMCH student as a qualification to perform health care modalities except within the scope of College-approved programs under the direct supervision of professionals recognized and appointed as supervisors by AMCH.

A violation of the above policy will subject the student to sanctions set forth in the Code of Professional Conduct, including dismissal from AMCH.

Licensing Board Exemption:

Arizona recently passed a new law (Senate Bill 1236; ARS: 32-2911*) that went into effect in the Fall of 2008 (www.azhomeopathbd.az.gov/statutes.htm). This law provides an exemption to the practice of classical homeopathy for classical homeopathic practitioners in the State of Arizona if they meet the following criteria:

    Provide Treatment of the "Spiritual" Vital Force

    Use Classical Hahnemannian Principles in Treatment

    Use Diluted Homeopathic Medicines (potency 6X or greater) Prepared Using      


HPUS Guidelines 

Homeopathic practitioners practicing under this exemption must not use the title homeopath or homeopathic practitioner to describe themselves. Acceptable titles under this exemption would include:

Alternative Medical Practitioner

Complementary Medicine Practitioner

Hahnemanian Practitioner

Healing Arts Practitioner

Health Consultant

Health Practitioner

Holistic Practitioner

Holistic Health Practitioner

Holistic Health Care Practitioner

Lay Practitioner

Natural Health Consultant

Spiritual Vital Force Practitioner

Spiritual Healer

Vital Force Practitioner

Student Government

Role of Students

AMCH encourages all of its students to participate actively in student government.  

Such participation assists the school in evaluating its programs and services as 

well as beginning the process of  integrating the student into the homeopathic community and profession.  

Advisory Board

AMCH elects a class representative from each class to serve on the AMCH Advisory Board for each program.  The purpose is to serve as a forum in which the needs of the student body are identified and addressed in an effort to enhance the student experience at AMCH. They act as a liaison between the student body, the faculty and the administration.  This position is open to all students who are currently enrolled and in good standing. 

AMCH Committees
AMCH elects at least one student representative to serve on some of its standing committees.  These include: 

· Admissions Committee

· Curriculum Committee

· Assessment Committee

The student representative to the Admissions and Curriculum committees are selected by the Executive Committee of the Academic Council.  The student representative of the Assessment Committee is selected by the AMCH President. 

Student Council

Mission

The AMCH Student Council (ASC), is open to all enrolled. The ASC mission statement is as follows: "The mission of the AMCH Student Council is to enhance the quality of life and education for the whole community by fostering student vision, leadership, advocacy, and action." The ASC provides additional means of communication within the School, and aims to represent students and build a sense of community among all involved with the School.  All students are encouraged to get involved.  The ASC holds an introductory meeting as part of the orientation week for each new medical class and orientation day for each new certificate class. 

Purpose and Meetings

The AMCH Student Council (ASC) works to improve all aspects of student life.  

The Student Council meets once a month to discuss ideas and promote new projects. Members also meet with the school administration monthly for updates. 

The Student Council is the elected governing body for AMCH students. Student Council meetings are open to all students; voting privileges are restricted to elected Steering Committee members.. The meeting schedule and meeting minutes are posted on the AMCH Student Bulletin Board.
The ASC has budget which it allocates to student groups for events. The ASC can also form subcommittees at its direction which work on a community to a national level. The monthly meetings of the student council are open to all students. The group performs several tasks which are important to the proper functioning of the many student organizations. Social events for the entire medical school are organized and funded by the Council. The Council serves as liaison between the administration and the study body should the need for such arise. The most important role of the Student Council is the budgeting of Student Activities monies. The Council votes on the distribution of funds to the different student organizations based on many parameters. These include proposed costs of planned activities, benefit to the medical school community and the number of students involved in the organization. The Student Council is a central part of the proper functioning of the student organizations.

Steering Committee of the Student Council

The Steering Committee of the Student Council runs all ASC meetings and acts as a liaison to the AMCH administration. Members of the Steering Committee are the President, Vice President, Treasurer and Secretary, along with other student representatives. There must be at least two members from each doctoral class and one member from each certificate program class. The Steering Committee members are elected from the student body.  The Dean of Academic Affairs serves as an ex-officio member of the Steering Committee. 

Elections

Elections of all steering committee members, representatives, and committee positions are handled by the Student Council. About a month after the start of the academic year, the ASC will inform the class of the available elected posts and will post nomination lists. Shortly thereafter, class elections are held.  Students must be in good academic standing to hold elective office. Students holding grade of D or F in a given semester may not run for or continue to hold office until the next regular election held after deficiencies have been remediated. Should an elected officer or representative find it necessary to resign from office for academic or other reasons, a special election shall be held in a timely fashion.
Student Services

Child Care    

Babysitting is not available on campus, nor is it possible to make private arrangements for on-campus babysitting. Parents are required to make suitable arrangements for off-site childcare so that they can attend class.  However, a semi-private area has been designated for nursing newborns up to four months on a limited space available basis.  From this area, the student can “listen in on” class through a two-way monitoring system. It is the student’s sole responsibility to provide this monitoring system. 

Counseling Services

Several types of advising or counseling are available to students. 

• Admissions Advisors:  For admission candidates and individuals interested in the program, Admissions Counselors are available in the xe "Office of Admissions"Office of Admissions to answer questions and aid in the admissions process. 

• Personal Counseling:  The xe "Student Services"Student Affairs Office coordinates personal counseling with licensed mental health professionals.

Medical Treatment of Students

AMCH encourages all students to seek out homeopathic treatment as part of their training experience.  Although this is recommended, it is not required. AMCH provides discounted medical care to students.  

Student Health Insurance   

AMCH does not provide Student Health Insurance. Students are encouraged to visit the AMCH Medical Center for discounted services.

Student Lounge

The Student Lounge is the area designed for relaxation and down time.  It is meant to be a warm, comfortable environment. Students are encouraged to use it freely and help keep it clean.      

Work Study Positions

Work-study positions are available through the Office of Student Services.  These positions are especially available for students needing financial assistance.  The program is structured to encourage student/school involvement and to provide essential services to the College.   To comply with federal tax laws any student earning $600 or more in a given year will receive a form 1099 from the College. This may or may not affect a student’s taxes; students are encouraged to consult a tax professional for further information.    Students are appointed for employment positions on the basis of need and positive periodic performance reviews. Those who receive a No Pass in a course may not remain in the Student Employment Program until receiving passing grades in all courses.  

They may remain in the program during an appeal or during remediation. For more information, contact the School Administrator.   

Student and National Organizations

Student Organizations  

Students are encouraged to form organizations or clubs within the structure of AMCH.  These organizations provide opportunities for students to interact consistently with those of the same interests.  Guest speakers are frequently invited to share their knowledge in specific areas, and the groups enjoy a continued education process outside of class, as well as socialization.  
Arizona Homeopathic and Integrative Medicine Association Membership

Doctoral Students are entitled to become full members of the Arizona Homeopathic an Integrative Medicine Association upon graduation from AMCH.  In addition, all AMCH students are entitled to become associate members. 

National Organizations    

Students are also encouraged to develop awareness of, participate in and join national homeopathic organizations.  The following is a listing of some of these with a brief description of their purpose:  

Academy of Veterinary Homeopathy (AVH): This is a membership organization for veterinarians who are practicing homeopathic medicine.  They also provide certification for their members.  A member listing is available. 

6400 E. Independence Blvd.

Charlotte, NC 28212

866-652-1590 (toll free)

704-535-6669 fax

office@theavh.org

www.theavh.org  

American Association of Homeopathic Pharmacists (AAHP): This is a membership organization which includes manufacturers, marketers and pharmacists.  They provide information on regulations, quality, manufacturing and pharmacy education.  

3741 Mitford Lane

Clinton WA 98236

800-478-0421 phone/fax

www.homeopathicpharmacy.org 
American Board of Homeotherapeutics (ABHt): The American Board of Homeotherapeutics is the certifying body for medical and osteopathic physicians. It was established in 1960 and awards the DHt-Diplomate in Homeotherapeutics.  

2776 Hydraulic Rd. Suite 5

Charlottesville, VA 22901

434-295-0362

434-295-0798 fax

gguessmd@aol.com

www.homeopathyusa.org/ABHt

The American Institute of Homeopathy (AIH): This is a membership organization for medical and osteopathic physicians.  It is the oldest homeopathic organization in the United States, established in 1844.  

801 N. Fairfax Street, Suite 306

Alexandria, VA 22314-1757

888-445-9988 toll free

888-445-9988 fax

www.homeopathyusa.org

Arizona Homeopathic and Integrative Medical Association (AHIMA):  This organization provides support for the Arizona Homeopathic Licensing Board through its lobbying efforts.  In addition, it provides monthly educational programs designed to build state wide homeopathic community and advance homeopathic knowledge.  

Council for Homeopathic Certification (CHC): This is a certification body for the entire homeopathic community (whether licensed or unlicensed).  It is the largest homeopathic certification organization.  

P. O. Box 12180

La Crescenta, CA 91224-0880

866-242-3399 toll free

818-541-9173 fax

hswope@igc.org

www.homeopathicdirectory.com

Council on Homeopathic Education (CHE): This is an accreditation organization for homeopathic schools and homeopathic seminars.  It also is active in preparing standards of practice for homeopathic education. 

801 N. Fairfax Street, Suite 306

Alexandria, VA 22314

212-560-7136

212-737-2489 fax

ched@igc.org

www.CHEDU.org

Homeopathic Academy of Naturopathic Physicians (HANP): This organization is a membership organization for naturopathic physicians who practice homeopathy.  It certifies naturopathic physicians with the credentials DHANP. 

12132 SE Foster Place

Portland, OR 97266

503-761-3298

503-762-1929 fax

swolf@teleport.com

www.healthy.net/HANP 

Homeopathic Action Alliance (HAA): This organization includes representatives from all the other homeopathic organizations.  It meets annually to promote communication within the homeopathic community.  

801 North Fairfax Street, Suite 306

Alexandria, VA 22314-1757

703-548-7790

877-624-0613

info@homeopathic.org

www.homeopathic.org

Homeopathic Nurses Association (HNA): This is a membership organization for homeopathic nurses.  It also provides support for nurses studying and integrating homeopathy into their practices.  

HC 81 Box 6023

Questa, NM 87556

505-586-1166

508-223-5301

508-223-1801 fax

wellnessnurse@5pillars.com

www.homeopathicnurses.org

Homeopathic Pharmacopeia of the United States(HPCUS): This was established in 1980.  It publishes the Homeopathic Pharmacopeia of the United States.  

P.O. Box 2221

Southeastern, PA 19399-2221

610-783-0987

610-783-5180 fax

www.HPCUS.com

Homeopaths Without Borders (HWB): This organization supports the practice of homeopathy in areas of need around the world.  Currently their focus has been on Cuba. It provides humanitarian aid, homeopathic education and treatment for communities in need.  

P.O. Box 1550

Basalt, CO 81621

970-927-9550 fax

hwb.igc.org

The National Center for Homeopathy (NCH): This is the largest homeopathic organization in the United States.  Its purpose is to encourage homeopathy to grow and flourish in the United States.  

801 North Fairfax Street, Suite 306

Alexandria, VA 22314-1757

703-548-7790

877-624-0613

info@homeopathic.org

www.homeopathic.org

The North American Society of Homeopaths (NASH): This is a membership organization for all practitioners of homeopathic medicine (whether licensed or non-licensed).  Its goal is to work towards an independent profession of homeopathy.  

1122 E. Pike Street, Suite 1122

Seattle, WA 98122

206-720-7000

208-248-1942 fax

NashInfo@aol.com

www.homeopathy.org
Student Code of Ethics, Rights and Responsibilities

Student Code of Ethics

AMCH is committed to the development of a strong sense of ethics in its students.  It has also adopted the Code of Professional Ethics of the Council for Homeopathic Certification (included below).  The Student Code of Ethics includes the following;  

1. Maintain a sincere commitment to obtaining a superior education for themselves and respecting that same desire in others. 

2. Endeavor to conduct personal, business and college activities with the highest degree of honesty and integrity. 

3. Accept personal responsibility for one’s actions, be able to account for all created as a result of choices made, and respect the boundaries of others. 

4. Strive for academic excellence through regular self-assessment of personal strengths, limitations, and effectiveness through maintaining regular attendance in the classroom, keeping commitments and appointments, receiving tutoring and counseling when necessary, and through giving and receiving constructive feedback. 

5. Support the professional image of AMCH by following the guidelines prescribed therein.  

6. Have a sincere commitment to provide the highest quality care to patients/clients. 

7. Acknowledge the inherent worth and individuality of each person, and therefore not discriminate unjustly against patients, clients, students, faculty, staff, or any other persons; work to eliminate prejudices in the profession and the classroom. 

8. Acknowledge the confidential nature of relationships between students and patients/clients and respect each person’s right to privacy. 

9. Support AMCH and the profession through participation in local, state, and national events. 

10. Follow all laws regarding the practice of Homeopathic Medicine. 

11. Support the legitimate practice of Homeopathic Medicine. 

12. Report unethical conduct by way of proper reporting procedures. 
13.  Conduct their practice with vigilance, integrity, freedom from prejudice and treat all patients with respect and dignity. 

14.  Make every appropriate effort to be available and accessible to one’s patients. 

15.  Never guarantee a cure

16.  Advise patients regarding other treatments (non-homeopathic); assist them in weighing the benefits/risks of conventional treatment.

17.  Render assistance in emergency situations to the greatest extent permitted by training and circumstances.

18.  Practice within areas of competence including:


A.  Consulting with colleagues


B.  Refer patients to another practitioner for: 



a.  Conflict between personal and professional roles



b.  Inadequate training (ie need for referral for diagnostic tests or 




procedures)



c.  Personal limitations (ie. Chemical dependency)



d.  Lack of response to treatment

19.  Keep accurate records of all contact with patients.

20.  Honor the homeopathic profession including its history and traditions by


A.  Speaking respectfully of other practitioners


B.  Speaking respectfully of yourself

21.  Keeping good professional boundaries by


A.  Appropriate actions as a teacher without exploiting the position 
of 



influence as a teacher


B.  Appropriate boundaries in patient/practitioner relationship 




(sexual/financial)

22. Continued professional development as a homeopath after graduation.  

23.  Promote homeopathy through quality research.  

24.  Honor the confidentiality/privacy of all patients.  

25.  Promote the patient’s right to impartial access to homeopathic care. 

26.  Promote the patient’s right to participate in all decisions regarding their healthcare.  

27.  Ending treatment appropriately, safely and ethically.  

28.  Homeopath will practice with integrity and competence and skills other 

than homeopathic medicine. 

Student Code of Responsibilities 

Students shall have the following responsibilities at AMCH: 

1. Cooperate with AMCH staff in the performance of their duties and authorized activities. 

2. Refrain from obstructing other students from obtaining an education. Refrain from behaving in a manner potentially harmful to patients, clients, students, or the reputation of AMCH, including exhibiting a habitual and overt negative attitude, unprofessional dress, or inappropriate language. 

3. Meet all financial obligations to the school in a timely manner. 

4. Obey penal codes, civil statutes, and AMCH policies, including proper attendance. 

5. Inquire with regard to information and where it can be found. Be responsible for being familiar with the following documents, including, but not limited to, schedule of classes, catalog, code of conduct, and critical deadlines contained therein. 

6. Treat others equally regardless of age, ethnicity, gender, handicap, national origin, race, religion, sexual orientation, or veteran status. 

7. Give accurate and complete information for all official records required by AMCH. 

8. Show progress in skills and techniques, fulfill academic requirements of satisfactory achievement, and participate fully in classes. 

9. Refrain from bringing pets onto college grounds or inside the college buildings, except companion dogs for the sight-impaired or hearing-impaired. 10. Refrain from public displays of sexual affection. 

11. Keep confidential all information about patients/clients, including other students, staff or faculty, obtained during classes and clinics. 

12. Observe all regulations of AMCH, including but not limited to, the Code of Professional Conduct, Student Code of Responsibilities, Student Code of Ethics,  and the Clinic Handbook.  Subject to their contractual commitments, students are entitled to all the rights guaranteed to citizens by the U.S. Constitution and the Arizona Constitution. 

Student Code of Rights

The purpose of the listing of these rights is to uphold the dignity of each individual student at AMCH. These rights include but are not limited to the following:

1. To pursue an education without interference, or obstruction;

2. To equal treatment without discrimination or harassment; 

3. To make concerns known in an appropriate manner to directors, coordinators, instructors, registrars, counselors, and other appropriate AMCH personnel.

4. To petition for redress of complaints. 

5. To inspect and review his or her own student records under the supervision of AMCH staff, and to request correction of inaccuracies in his or her own records.

 6. To have protection of the privacy of student records.

7. To have access to all AMCH facilities, and participate in AMCH activities. 

8. Freedom of speech.

9. To assemble in a peaceful and orderly fashion.

AMCH Student Grievance Policy
Introduction

AMCH is committed to mutual respect among all constituents of the college community. This commitment includes students, faculty, staff, and administration alike. In all concerns about fair treatment, we seek to work together to understand and address those concerns without having to resort to formal grievance procedures. When that is not possible, we are at all levels committed to a fair and reasonable resolution of issues through a formal grievance process guided by the information and documentation provided in the process. The regulation described below guides the orderly procedure of grievance, and attempts at resolution. The purpose of the grievance procedures is to provide a process for an impartial review and to ensure that the rights of students are properly recognized and protected.
What May be Grieved

A grievance may arise out of a decision or action reached or taken in the course of official duty by a member of the faculty, staff, or administration of AMCH. A grievable action is defined below.   This procedure is to be used to resolve grievances against decisions or actions that were made by employees or agents of AMCH.   An action or decision is grievable only if it involves a misapplication or misinterpretation of College policy, regulation, or rule, or a violation of state or federal law. Grievances may not be used to challenge policies or procedures of general applicability.   In addition, this procedure may not be used to grieve:

· Disciplinary decisions, since there is a separate procedure for them; 

· Discrimination, since there is a separate procedure for them; 

· Formal complaints of harassment, since there is a separate procedure for them. 

Types of Grievance

There are three types of student grievance: Grade Appeal, Academic Grievance and Non-Academic Grievance. These are defined below. 

1.  Grade Appeal: This includes an appeal for a grade change that is perceived as unfair. 

2.  Academic Grievance:  This includes all academic concerns. 

3.  Non-Academic Grievance: This includes administrative and financial concerns. 

Grade Appeals

If a student believes that a final grade is unfair, they make seek an appeal for a grade change.  The burden of proof is on the student.  Grades are awarded and changed only by the faculty member or through the appeals process.  The student must first appeal to the faculty member, presenting evidence of unfair evaluation.  This must occur within the first 30 days after the grade issuance.  If the faculty member and the student are not able to mutually resolve the issue, the Dean of Academic Affairs will make the final determination as per the grievance policy (see AMCH Student Handbook).  No grade changes will be made after 60 days of grade issuance.  
Academic Student Grievance

In order to encourage attention to an individual’s rights and concerns, AMCH has developed the following academic grievance procedure.  The basic principle underlying this procedure is that the individual’s concern ought to be handled at the lowest possible level of organizational structure. 

Concerns regarding academic issues should be addressed with the individual faculty or the Chairman of the Department. 

For concerns related to the on campus academic programs: 

1.  Course evaluation forms are available to students at the end of every class.  These are carefully read and reviewed by the faculty and department chairman.

2   If a satisfactory resolution is not achieved, students are encouraged to discuss the problem with the faculty member concerned. This should be done within 7 working days of the identification of the problem.  

3.  If a satisfactory resolution is not achieved, students are encouraged to discuss the problem with the Department Chairman within 7 working days.  The chairman shall meet with the student within 7 days after receipt of the request.

4.  If a satisfactory resolution is not achieved, the student must request a meeting in writing with the Dean of Academic Affairs in five days after the student determines the grievance cannot be resolved through the department chairman. 

If the Dean of Academic Affairs is unable to resolve the potential grievance, the dean will provide a written statement to the student stating that the grievance was not resolved through the informal grievance process.   Within 5 days after receiving the statement from the dean, a student who desires to proceed with the formal grievance must file a written statement of the grievance to the Dean of Academic Affairs and he/she will present it to the Grievance Committee.  

5.  If a satisfactory resolution is not achieved, the student must request a meeting in writing with the AMCH President in five days after the student determines the grievance cannot be resolved through the Dean of Academic Affairs.  If the AMCH President is unable to resolve the potential grievance, the president will provide a written statement to the student stating that the grievance was not resolved through the informal grievance process.   Within 5 days after receiving the statement from the preisdent, a student who desires to proceed with the formal grievance must file a written statement of the grievance to the president and he/she will present it to the Grievance Committee.

The Grievance Committee is composed of two faculty, the Registrar, the Dean of Academic Affairs, and one student member. Students at AMCH may file a grievance against college policies and procedures, a full or part-time faculty member, student, staff or an administrator in the College alleging an unfair or arbitrary decision in evaluating the student's course performance, capricious grading, improper or unjust treatment in the classroom, clinic, or other designated instructional setting in which the student is taking a course.  Students must first utilize the informal process in an effort to resolve a grievance. The student must initiate the informal process according to the procedures set forth in the Policy for Student Appeal Procedures, within 5 days after the student receives notice or otherwise knows of the action, decision, or receipt of course grade, which is the basis for the grievance.  In the event the grievance is not resolved through the informal process the student may proceed with a formal grievance, which is handled by the Grievance Committee.  A grievance letter hard copy must be submitted to the Dean of Academic Affairs no later than 5 days after the informal process.  

The grievance must include a description of the specific events, actions, course and grade (if applicable), relating to the grievance and the resolution the student is seeking.     Within 10 days of receipt of the grievance, the Grievance Committee Chair will appoint members of the Committee, including one student member, to act as a hearing panel to process the grievance, designate faculty members on the hearing panel to chair the panel for the grievance and forward the grievance to the panel chair for processing. Within 7 days after receiving the grievance, the panel chair will forward a copy of the grievance to the person against whom the grievance is filed and request the person to file five copies of a written response to the Grievance Committee within 5 days after receiving a copy of the grievance. Within 5 days after receiving the person’s response to the grievance, the committee will forward copies of the grievance and response to the student and to the other members of the panel. The panel will schedule a hearing, which may consist of one or more meetings with the student and the person who has the grievance filed against them, to hear both parties respectively, related to the grievance. The first meeting will be scheduled no later than 30 days after the panel chair received the grievance.  

The hearing will be closed to the public.  Legal counsel or other advisors at the hearing may represent neither the student nor the person the grievance is filed against.  Parties may bring witnesses to the hearing but the number of witnesses should be limited to three. At the hearing, the grievant will present his or her position first and will do so within 30 minutes, including presentation of witness testimony and documentation. The Dean may extend the time if necessary. The members of the panel may question the grievant and witnesses during the presentations of their testimony. The instructor may question the student and witnesses at the end of their presentations but questioning should be limited to 5 minutes or less per witness. The same process will be followed with the presentation of the person’s case. All questions should be related to the specific allegations of the grievance or statements in the response and the chair has final authority to judge relevancy.  

After the presentations of the grievant and person have concluded, each will be excused while the panel deliberates. A majority of the Committee shall recommend an action. A member of the committee shall prepare a written report with the recommendations of the majority of the panel. If there is disagreement among the panel, a minority report and recommendation may be submitted by the dissenting panel member to the Dean. Within 14 days after the conclusion of the hearing, the Dean will provide copies of the written report with the Committee’s decision to the grievant and the person. The decision of the committee is final.  The report shall include the identity of student grievant and person involved in the grievance, the date of the grievance and response was filed with the Student Grievance Committee, the identity of the Committee members who heard the grievance, the dates the Committee met to conduct the grievance, the summary of the positions of the student and person, the summary of the testimony and documents presented, the conclusions of the Committee.   The decision of the Grievance Committee is final.       

If either party believes a member of the hearing panel should not participate, based on perceived or actual bias or conflict of interest, they may request, in writing, that the panel member be excused and the chair of the Committee will appoint another member of the Committee to serve on the panel to hear the grievance. If a designated Committee panel member believes he or she has a bias or conflict of interest which would negatively impact on the ability to decide the grievance fairly, the panel member will excuse himself or herself, notify the chair of the Committee, and the chair will appoint a new panel member.         

6.  If the complaint cannot be resolved after exhausting the institutions formal grievance procedure, the student may file a complaint with the Arizona State Board for Private Postsecondary Education.  The student must contact the State Board for further details.  The State Board address is 1400 W. Washington Street, Room 260, Phoenix Arizona 85007; Phone Number:  602-542-5709; Website:  http://azppse.state.az.us.  The student can also contact the Accreditation Commission for Homeopathic Education in North America at 101 S. Whiting Street, Suite 315, Alexandria, VA 22304; 425-822-2667; 212-737-2489 fax; info@ACHENA.org;   www.ACHENA.org.
Non-Academic Student Grievance

Concerns regarding administrative and financial issues should be addressed with the Dean of Student Affairs.   The following procedures apply: 

1.  Course evaluation forms are available to students at the end of every course.  These are carefully read and reviewed by the faculty and department chairman.

2   If a satisfactory resolution is not achieved, students are encouraged to discuss the problem with the Dean of Student Affairs. This should be done within 7 working days of the identification of the problem.  

3.  If a satisfactory resolution is not achieved, the student must request a meeting in writing with the AMCH President in five days after the student determines the grievance cannot be resolved through the Dean of Student Affairs. 

4.  If the AMCH President is unable to resolve the potential grievance, the dean will provide a written statement to the student stating that the grievance was not resolved through the informal grievance process.   Within 5 days after receiving the statement from the dean, a student who desires to proceed with the formal grievance must file a written statement of the grievance to the Dean of Student Affairs and he/she will present it to the Grievance Committee.  

5.  If the Dean of Students is unable to resolve the potential grievance, the dean will provide a written statement to the student stating that the grievance was not resolved through the informal grievance process.   Within 5 days after receiving the statement from the dean, a student who desires to proceed with the formal grievance must file a written statement of the grievance to the Dean of Students and he/she will present it to the Grievance Committee.  

The Grievance Committee is composed of two faculty, the Registrar, the Dean of Students, and one student member. Students at AMCH may file a grievance against college policies and procedures, a full or part-time faculty member, student, staff or an administrator in the College alleging an unfair or arbitrary decision in evaluating the student's course performance, capricious grading, improper or unjust treatment in the classroom, clinic, or other designated instructional setting in which the student is taking a course.      Students must first utilize the informal process in an effort to resolve a grievance. The student must initiate the informal process according to the procedures set forth in the Policy for Student Appeal Procedures, within 5 days after the student receives notice or otherwise knows of the action, decision, or receipt of course grade, which is the basis for the grievance.     In the event the grievance is not resolved through the informal process the student may proceed with a formal grievance, which is handled by the Grievance Committee.  A grievance letter hard copy must be submitted to the Dean of Students no later than 5 days after the informal process.  

The grievance must include a description of the specific events, actions, course and grade (if applicable), relating to the grievance and the resolution the student is seeking.     Within 10 days of receipt of the grievance, the Grievance Committee Chair will appoint members of the Committee, including one student member, to act as a hearing panel to process the grievance, designate faculty members on the hearing panel to chair the panel for the grievance and forward the grievance to the panel chair for processing. Within 7 days after receiving the grievance, the panel chair will forward a copy of the grievance to the person against whom the grievance is filed and request the person to file five copies of a written response to the Grievance Committee within 5 days after receiving a copy of the grievance. Within 5 days after receiving the person’s response to the grievance, the committee will forward copies of the grievance and response to the student and to the other members of the panel. The panel will schedule a hearing, which may consist of one or more meetings with the student and the person who has the grievance filed against them, to hear both parties respectively, related to the grievance. The first meeting will be scheduled no later than 30 days after the panel chair received the grievance.  

The hearing will be closed to the public.  Legal counsel or other advisors at the hearing may represent neither the student nor the person the grievance is filed against.  Parties may bring witnesses to the hearing but the number of witnesses should be limited to three. At the hearing, the grievant will present his or her position first and will do so within 30 minutes, including presentation of witness testimony and documentation. The Dean may extend the time if necessary. The members of the panel may question the grievant and witnesses during the presentations of their testimony. The instructor may question the student and witnesses at the end of their presentations but questioning should be limited to 5 minutes or less per witness. The same process will be followed with the presentation of the person’s case. All questions should be related to the specific allegations of the grievance or statements in the response and the chair has final authority to judge relevancy.  

After the presentations of the grievant and person have concluded, each will be excused while the panel deliberates. A majority of the Committee shall recommend an action. A member of the committee shall prepare a written report with the recommendations of the majority of the panel. If there is disagreement among the panel, a minority report and recommendation may be submitted by the dissenting panel member to the Dean. Within 14 days after the conclusion of the hearing, the Dean will provide copies of the written report with the Committee’s decision to the grievant and the person. The decision of the committee is final.  The report shall include the identity of student grievant and person involved in the grievance, the date of the grievance and response was filed with the Student Grievance Committee, the identity of the Committee members who heard the grievance, the dates the Committee met to conduct the grievance, the summary of the positions of the student and person, the summary of the testimony and documents presented, the conclusions of the Committee.   The decision of the Grievance Committee is final.       

If either party believes a member of the hearing panel should not participate, based on perceived or actual bias or conflict of interest, they may request, in writing, that the panel member be excused and the chair of the Committee will appoint another member of the Committee to serve on the panel to hear the grievance. If a designated Committee panel member believes he or she has a bias or conflict of interest which would negatively impact on the ability to decide the grievance fairly, the panel member will excuse himself or herself, notify the chair of the Committee, and the chair will appoint a new panel member.         

5.  If the complaint cannot be resolved after exhausting the institutions formal grievance procedure, the student may file a complaint with the Arizona State Board for Private Postsecondary Education.  The student must contact the State Board for further details.  The State Board address is 1400 W. Washington Street, Room 260, Phoenix Arizona 85007; Phone Number:  602-542-5709; Website:  http://azppse.state.az.us.  The student can also contact the Council for Homeopathic Education at 801 N. Fairfax Street, Suite 306, Alexandria, VA 22314; 212-560-7136; 212-737-2489 fax; chedu@igc.org;  www.CHEDU.org.  

Code of Professional Conduct 

The purpose of the Code of Professional Conduct is to assure the rights of all members of the College community and to maintain a campus atmosphere, which is conducive to quality education. The Code provides the College due process by which to protect the community and discipline and/or report those who violate the provisions or who are unwilling to behave in an orderly and responsible fashion. All students at the College are expected to conduct themselves in a courteous and professional manner and to observe national, state, and local laws and ordinances. Conduct which the College believes violates laws and ordinances will be reported to proper authorities. Conduct which violates the provisions of the College will be handled according to College policy and procedures described in this handbook. AMCH reserves the right to create, modify or makes changes in the policies as needed, or when it determines necessary in particular circumstances. AMCH will communicate those changes with reasonable notice to interested parties. These regulations may be extended or amended to apply to new and unanticipated situations which may arise.   All students are expected to make themselves familiar with this code.

All community members must share in the commitment to protect the personal safety and promote the educational development of the community as a whole. As a precondition for matriculation every student will sign an acknowledgement of integrity and academic dishonesty statement.  While the Code is comprehensive and applicable to all students, it is not written with the specificity of criminal statute; it is not an exhaustive attempt to codify every possible type of problematic behavior; and it is not a contract between the College and its students. (Please refer to the Catalog and Student Clinical Handbook for additional areas related to clinical practice and training which will also be accountable to disciplinary sanctions under the student code).  Violations of the Student Code in any form may be grounds for immediate dismissal.  

The following conduct is prohibited:

1.  Students will not cheat on examinations or homework. This includes plagiarism of others’ work, or plagiarizing from the Internet or other sources.  

2.  Students will not misrepresent themselves as homeopathic professionals.

3.  Students will neither destroy nor steal school property.  

4.  Students will be careful to preserve confidentiality of all case material presented during the course. 

5.  Students will not advertise products or services at the school without prior written authorization.  

6.  Students will not use alcohol or illegal drugs on school property.  

7.  Students will not discriminate against other students on the basis of gender, sexual orientation, race, religion, age or national origin.  

8.  Students will not reproduce or distribute course material to others outside the school without written authorization.  

9.  Students will not practice homeopathy without a license, unless it is part of a clinical rotation under the supervision of a licensed homeopath, or as accepted by state law.  Any such unauthorized conduct will be the sole responsibility of the person responsible for the act and not of AMCH or its staff.

10.  Students will not harass, abuse or physically endanger others. 

11.  Students will obey all federal, state and local laws, ordinances and regulations.  

12. Students will refrain from disruptive or disrespectful behavior 

13.  Students will comply with the direction of college officials, faculty, staff, janitors or campus security.  

14.  Students will refrain from unauthorized use of College records, attendance records or identification.  

15. Students will refrain from violation of any College policy, procedure or rule. 

16.  Students will refrain from possession or use of weapons on College property.  

17.  Students will refrain from violations of fire safety and will not initiate or cause to be initiated any false warning of emergency.

18.  Students will not participate in a campus demonstration, which disrupts the normal operations of the College and infringes on the rights of members of the College community.

19.  Students will not engage in conduct which is disorderly, lewd, and indecent or causes a breach of peace.  

Violations of this policy will be dealt with through either an Academic Warning, Restricted access to school property, Academic Probation or if severe enough, Academic Dismissal.  The school administration reserves the right to dismiss students who are felt to be unsuitable to continue at the school.  A student who has been dismissed from AMCH will be ineligible for re-enrollment or readmission. Mitigating and aggravating factors may be considered. Factors to be considered in mitigation or aggravation may include the individual’s prior disciplinary record, the nature of the offense, the severity of any damage, injury or harm resulting from the violation, the payment of restitution to AMCH or to any victims, or any other factors deemed appropriate under the circumstances, including but not limited to the individual’s participation in an approved counseling program. Repeated violations of the Student Code of Conduct may result in the imposition of progressively more severe sanctions, although any sanction may be imposed as appropriate under the circumstances.

Student Disciplinary Procedures     

Student Disciplinary Procedures guide the enforcement of the Student Code of Conduct. These procedures are applicable to any student that is charged with a violation of the Student Code of Conduct.   Student records, in accordance with the Family Educational Rights and Privacy Act  (FERPA) that are generated during the information gathering/decision making process associated with these procedures are confidential.  

Initiating Charges   

Disciplinary charges will be initiated by submitting a written referral (to the School Administrator.   The referral must state sufficient facts, including specific name(s), date(s), locations and descriptions of the alleged act(s) of misconduct to enable the School Administrator to decide whether further fact-finding is necessary. The complainant must sign the referral. A determination by the School Administrator will be made following consultation. 

Interim Suspension

At any time following the submission of a written referral, the School Administrator may suspend a student for an interim period prior to resolution of the disciplinary proceeding.  If the School Administrator believes that the information that supports the allegations of misconduct is reliable, and determines that the continued presence of the student at AMCH poses a threat to any individual, property or college function, the decision to suspend a student for an interim period will be communicated in writing to the student, and will become effective immediately as of the date of the written decision.  The interim suspension will remain in effect until a final decision has been made on the pending charges or until the School Administrator determines that the reasons for imposing the interim suspension no longer exist.  A student who is suspended for an interim period will be provided an opportunity to respond to the allegations of misconduct no later than five (5) days following the effective date of the interim suspension.   

Decision Process

The School Administrator will make an initial determination as to whether there is a sufficient basis to believe that a violation of the Student Code of Conduct may have occurred. The School Administrator may decide to interview the complainant and/or other witnesses or to request additional information from the complainant.   If the School Administrator determines that there is a sufficient basis to believe that a violation of the Code of Professional Conduct may have occurred, then the School Administrator will notify the student in writing of the alleged violation and will gather further information, if needed, by interviewing witnesses and reviewing documents. Members of the college community will be expected to comply with any request or directive issued by the School Administrator in connection with a disciplinary proceeding, unless compliance would result in significant personal hardship or substantial interference with normal college functions.   

A student who is charged in a violation of the Code of Professional Conduct referral will be provided an opportunity to meet with the School Administrator. A student who fails to attend the meeting with the School Administrator will forfeit his/her right to respond on his/her behalf regarding the alleged violation, unless the student can demonstrate that an extraordinary circumstance prevented his/her appearance. 

At the meeting the student will be provided with an explanation of the charges which have been made, a summary of the information gathered, a reasonable opportunity for the student to reflect upon and respond on his/her own behalf to the charges and an explanation of the applicable disciplinary procedures, including the student’s right to request a hearing before a College Hearing Board if a serious disciplinary sanction is imposed.  If necessary, any further information gathered will be presented to the student and an additional opportunity to respond will be provided.   The School Administrator will determine whether it is more likely than not that a violation of the Code of Professional Conduct has occurred and, if so, the appropriate disciplinary sanction to apply. In determining the sanction, the School Administrator will consider any mitigating factors, including any prior violations of the Code of Professional Conduct.   

The School Administrator will inform the student of the decision, in writing, within seven (7) days of the student’s last opportunity to respond. When feasible, this information will also be communicated in a face-to-face meeting. The written decision will include a statement of the charges, the determination, and the sanction to be imposed, if any. This decision is final, unless the student requests a hearing to review a decision to suspend or dismiss. The effective date of a suspension (except for interim suspension) or expulsion may be no sooner that twenty (20) days following the date on which the notice was posted or personal delivery of the written decision.   If the sanction imposed include either dismissal or suspension, the student will be informed of his/her right to request a hearing before a College Hearing Board by filing a written request with the School  Administrator no later than twenty (20) days following the date on which the notice was posted or personal delivery of the written decision.   The filing of a timely written request for a hearing will suspend the imposition of the disciplinary sanction, except for interim suspension, pending the outcome of the hearing.  If the sanction is suspension or dismissal, and the student requests a hearing, the student will not be permitted to graduate until the hearing process has been concluded. If the student elects not to request a review of the School Administrator’s  decision and signs a statement to that effect, then that decision is a final decision, which becomes effective immediately.   

Review by College Hearing Board   

The Disciplinary Hearing Board is the body that reviews appeals submitted to the School Administrator regarding student suspensions/dismissals. The purpose of the Hearing Board is to formulate a recommendation to the School Administrator as to whether a violation of the Code of Professional Conduct was more likely than not to have been committed by the student, and if so, the appropriate sanction to be imposed.   The Disciplinary Hearing Board, which is composed of five members, including two students, two faculty members, and the School Administrator, will conduct student disciplinary hearings. One member designated the chairperson will serve as the presiding officer.  The Disciplinary Hearing Board members will be notified in writing of their selection.   The chairperson will convene the Board no later than twenty (20) days following receipt of the student’s written request for a hearing.   The chairperson will prepare and send a written notice to the student no less than ten (7) days prior to the date set for the hearing. The notice will be delivered personally or by mail directed to the address furnished by the student on his/her hearing request. The notice will include a statement of the date, time, location and nature of the hearing, a written statement of the charges which specifies the allegations of misconduct in sufficient detail to enable the student to respond, a notice of right to legal representation, a copy of the Code of Professional Conduct and these Student Disciplinary Procedures and a list of the names of all Disciplinary Hearing Board members.   If the student cannot attend the hearing on the date scheduled for the hearing due to extraordinary circumstances, he/she must notify the hearing board chairperson in writing. The chairperson will determine whether to approve or deny the request to reschedule the hearing.  

No later than five (5) days prior to the hearing, the parties will exchange a list of the names and addresses of the witnesses who may be called to speak at the hearing, a concise summary of the anticipated statements of each witness, copies of all documents or notarized statements to be presented at the hearing and the name and title of the person who will present the evidence on behalf of the college, and the name of the adviser, if any, who will be present to assist or represent the student.   A student may challenge the participation of any member of the Disciplinary Hearing Board on the grounds of personal bias by submitting a written statement to the chairperson setting forth the basis for the challenge no later then seven (7) days prior to the hearing. The chairperson will determine whether to sustain or deny the challenge.  If the challenge is sustained, a replacement member will be appointed to serve on the Hearing Board. If a challenge is filed against the chairperson, the President will rule on the challenge.   Members of the college community will be expected to comply with any request or directive issued by the chairperson in connection with a disciplinary proceeding, unless compliance would result in significant personal hardship or substantial interference with normal college functions.   

In order to preserve the confidential nature of the disciplinary process, and to protect the privacy interests of the student who is charged with the violation and the witnesses who may be called to testify, the hearing conducted by the Hearing Board will be closed.   The chairperson will preside at the hearing and will rule upon all procedural matters. The formal rules of evidence will not apply, although the chairperson may consider objections to the introduction of specific statements or documents. Irrelevant, immaterial, privileged or unduly repetitious information will be excluded. Information regarding prior misconduct will not be admissible until the supplemental proceeding.  The chair may establish reasonable  limits upon the time allotted to the student and the School Administrator for oral presentation and examination of witnesses. The School Administrator will present the information, which supports the charges, and will have the burden of showing that a violation of the Code of Professional Conduct was more likely than not to have been committed by the student.  The student who has requested the hearing will present statements or written information on his/her own behalf. A student who fails to appear at the hearing will be deemed to have abandoned his/her request, unless the student can demonstrate that an extraordinary circumstance prevented his/her appearance.   An adviser may assist the student who is charged with the misconduct throughout the proceeding. If an attorney represents the student, an attorney may also assist the School Administrator.   The hearing will be recorded manually or by a recording device and will be transcribed in whole or in part on request of the student charged with the misconduct. The student will pay the cost of such transcript unless the School Administrator waives assessment of the cost.

Witnesses will be excluded from the hearing except during their own testimony, except that a complaining witness (complainant) who is the alleged injured party may be permitted to attend the hearing following his or her testimony.   The order of presentation will be as follows:  


1.  The School Administrator will present an opening statement, which summarizes what the information that has been gathered is expected to show.   


2.  The student or his/her legal representative may present an opening statement, or may reserve it until the presentation of his/her case.   


3.  The School Administrator will call witnesses to provide statements under oath. Witnesses will be questioned by means of direct examination with no leading questions permitted. A leading question is one, which suggests the desired response.   


4.  At the conclusion of each witness’s statements, he or she may be questioned by the student or his/her legal representative, at which time leading questions are permitted.   


5.  Following the questioning by the student or his/her legal representative, the School Administrator and the members of the Disciplinary Hearing Board may ask further questions of each witness.   


6.  Following the testimony of all witnesses called by the School Administrator, the student then presents his/her case.   


7.  Each witness for the student is called to testify. The pattern remains the same as described above.   


8.  Following the close of the student’s presentation, the School Administrator may call witnesses to refute statements made by the student or the student’s witnesses. If such witnesses are called, they will be subject to the same procedure outlined above.   


9.  Throughout the proceeding, the parties may introduce written documents. All such documents, which are admitted, will be marked as exhibits, for example, “School Administrator’s Exhibit #1” or  “Student’s Exhibit #1,” and may be considered by the Disciplinary Hearing Board in reaching its decision.  


10. Following the presentation of witnesses, the parties will be allowed to present closing statements, which summarize the information that has been presented. The School  Administrator presents his/her closing statement first, followed by the student.   

Following the presentation of information and closing statements, the members of the Hearing Board will discuss the information that has been presented and the reasonable inferences to be drawn from this information prior to reaching their decision. Only the members of the hearing board and its legal adviser, if any, may be present during the deliberations.   Based solely upon the information presented during the hearing, the Disciplinary Hearing Board will formulate a recommendation to the Provost and others permitted to receive this information consistent with applicable law or policy, as to whether a violation of the Student Code of Conduct was more likely than not to have been committed by the student. A majority vote is necessary to make any recommendation.

If the recommendation of the Hearing Board is that there was more likely than not a violation of the Student Code of Conduct then the Board will conduct a supplemental proceeding to determine a recommended sanction. The supplemental proceeding will not generally require additional fact-finding, but will include a review of a written summary of any prior misconduct prepared by the School Administrator. The student and the School Administrator will be provided the opportunity to present their positions on the appropriate sanction.   The Disciplinary Hearing Board will render its recommendation following the hearing, and will communicate the recommendation to the student and to the President in writing no later than two (2) days following the conclusion of the hearing. The written recommendation will include findings of fact and a statement of the reasons for the recommendation, and will be signed by the chairperson.   Copies of the written decision will be promptly transmitted to the parties and to all members of the Hearing Board.     

The School Administrator may place a hold on a student’s academic and other institutional records should the student refuse to respond to, or comply with, the procedures or sanctions imposed in accordance with these rules. Disciplinary records of students found to have violated the Student Code of Conduct shall be retained for five (5) years from the semester of the determination or until graduation, whichever occurs first.   Disciplinary records may be retained for a longer period, or permanently, if so specified in the sanctions applied. Disciplinary records designated as permanent shall not be voided without unusual and compelling justification.

Financial Policies & Procedures

All tuition and applicable fees are due and payable as specified by the student’s payment option. There will be a late payment fee if payment is not received consistent with the terms of the student’s chosen financial option. There may be a fee for declined credit cards or for checks returned for any reason. If a student’s checks are returned from the bank on two (2) occasions, the student will be required to pay all future charges in cash, cashiers check or money order. Students are required to clear any indebtedness to AMCH before grades or transcripts will be issued or the degree awarded. All costs of collection, court fees and reasonable attorney’s fees will be added to delinquent accounts collected through third parties.
Cash Payment Option 

Students who have selected the Cash Payment Option, or have been defaulted to Cash Payment Option, are required to pay all tuition and fees in full each year. At AMCH, checks, credit cards and cash are all considered as “cash” for purposes of this option. Students who have not paid tuition may not be allowed to attend the course. 
Failure to Pay Tuition and Fees 

Failure to pay tuition and fees in accordance with the student’s chosen financing agreement can result in administrative withdrawal, no course credit, account holds, assessment of late fees, referral to collections and unfavorable credit reference. Failure to comply with terms of the chosen financial option may result in a student being defaulted to the “Cash” option. Further violation of these policies will jeopardize eligibility for deferment and re-entry into AMCH. 

Military Payment Option 

Students utilizing military tuition assistance must submit appropriate documentation and pay their portion of the tuition and fees prior to registration. A late fee will be assessed and the student’s account placed on hold if the student’s military assistance paperwork and /or payment is not received prior to registration. This program does not relieve students of their financial obligation to AMCH. Students retain full responsibility for ensuring that all appropriate tuition and fees are paid in a timely manner. 

Continuing Medical Education Credits at AMCH

Overview

AMCH has partnered with the Arizona Homeopathic and Integrative Medical Association to provide Category One Continuing Medical Education credits (CME’s) for AMCH Students who are MD’s or DO’s. This is a voluntary activity and only available for an additional fee.  This applies to the following programs only: 


•  Homeopathic Practitioner Distance Learning Program I (40 hours)


•  Homeopathic Practitioner Distance Learning Program II (50 hours)


•  Homeopathic Practitioner Certificate Program (903 hours)


•  Homeopathic Practitioner Online Certificate Program (903 hours)


•  Green Medicine Online Program (30 hours)


•  AMCH Acute Care Program


•  AMCH Clinical Training Program

In addition to the above programs, CME’s may be available for AMCH Postgraduate Seminars.  Please contact the Seminar Director for information about whether an individual AMCH Postgraduate Seminar has available CME credits. 

Application for CME’s

To apply for CME’s for any of the above programs, the student must fill out the AMCH CME Request Form and submit the appropriate fee with the form to the CME Coordinator.  A certificate will be given/mailed to the student within 6-8 weeks of request. Note that students must be in good standing in an AMCH program to request CME’s.  This means that their tuition must be paid up to date and all required course work has been completed up to date. 

Pricing

Price is dependent on the number of hours claimed for CME’s.  The break down is as follows: 

Cost of CME credits:

Credits between 1-24 



$55

Each increment between 1-24 thereafter:
$55
Credits between 25-100



$120
For example

CMEs for the 40-hour course

The first 24 credits




$55

The second 16 credits



$55

Total 40 CMEs




$110
FERPA Notification to Students

The Family Rights and Privacy Act of 1974 guarantees that the academic records for students over 18 years old cannot be discussed with anyone except the student or authorized College personnel. However, certain information classified as “Directory Information” is available for public consumption unless the student specifically directs that it be withheld.  Public Directory Information as defined by the act includes: Student’s name, address (campus, home, e-mail), telephone, date and place of birth, major field of study, class year, participation in officially recognized activies and sports, weight and height of members of athletic teams, dates of attendance, status (full-time, half-time, part-time), degrees, honors and awards received, and the most recent previous educational institution attended. 

The Family Educational Rights and Privacy Act (FERPA) affords students certina right with respect to their education records: they are: 

1.  The right to inspect and review the student education rectors within 45 days of the day the College receives a request for access. 

Students should submit to the registrar, dean, head of the academic department, or other appropriate official, written requests that identify the record(s) they wish to inspect.  The College official will make arrangement 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 College official to who 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 are inaccurate or misleading.

Student may ask the College to amend a record that they believe is inaccurate or misleading.  They should write the College official responsible for the record, clearly identifying the part of the record that they want changes, and specify why it is inaccurate or misleading.  If the College decides not to amend the record as requested by the student, the College will notify the student of the decision and advise the student of his or her right to a hearing regarding the request for 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 consent to disclosures of personally identifiable information contained in the student’s education records, except to the extent that FERPA authorizes disclosure without consent. 

One exception that permits disclosure without consent is disclosure to school officials with legitimate educational interests. A school official is a person employed by the College in an administrative, supervisory, academic, research or support staff position; a person or company with whom the College has contracted; a person serving on the Board of Trustees; or a student serving on an official committee, such as a disciplinary or grievance committee, or assisting 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 responsibility. 

4.  The right to file a complaint with the US Department of Education concerning alleged failure by AMCH to comply with the requirements of FERPA.  

The name and address of the Office that administers FERPA is: 

Family Policy Compliance Center

US Department of Education

600 Independence Avenus, SW

Washington, DC 20202-4605

Appendix A: AMCH Library Policies and Procedures

1.  General

A.  All AMCH Library users are expected to acquaint themselves with the policies and procedures for the library.  

B.  Copies of the policies and procedure are available in the library.  

2.  Library Usage

A.  The AMCH library is open to all AMCH students, staff and administration.  In addition, it is a community resource and open to the public.  Services will not be denied because of religious, racial, social, economic or political status or because of mental, emotional, or physical condition, age or sexual orientation.  

B.  The hours of operation are Monday through Friday from 9AM to 4:30PM for the general public.  The library is additionally open to AMCH  students and faculty during regular school hours.  

C.  The use of the library may be denied for due cause. Such cause may be the destruction of library property, the unauthorized removal of AMCH Library materials, disturbance of other patrons, or any other illegal, disruptive, or objectionable conduct on library premises.  

D.  Children under age six must be accompanied by a parent or designated responsible person while in the library.  Library staff is not expected to assume responsibility for the care of unsupervised children in the library.  

3.  Borrowing

A.  The AMCH  Library is a reference library.  Materials may not be checked out and must remain  on the AMCH premises.  

B. Loss or damage to AMCH materials must be reported to the AMCH Library Staff immediately.  

4.  Services

The AMCH Library provides the following services:  

A.  Select, organize and make available medical books and learning materials.  

B.  Provide guidance and assistance to patrons.  

C.  Cooperate with other community agencies and organizations.  

D.  Secure information beyond its own resources when requested.  

E.  Develop and provide services to patrons with special needs. 

F. Used media and other public relations mechanisms to promote the full range of available library services.  

5.  Acquisitions and Volunteering

The AMCH library encourages individuals and groups to volunteer their time and efforts in the service of the AMCH Library.  In addition the AMCH Library welcomes donations in accordance with its AMCH Collection Development Policy.  

A.  If there are any materials that you wish the AMCH Library to have available, please notify the AMCH Library staff.  

B.  The  AMCH Library accepts donations to its permanent collection.  If you have any needed materials that you would  be willing to donate please notify the AMCH staff.  

6.  Interlibrary Loans

A.  The AMCH Library is in the process of creating an inter-library loan system.  

7.  AMCH Library Staff

The AMCH Library Staff will

A.  Provide information in the form of short answers to specific questions and guidance in location material for patrons who appear in person, call on the telephone, or request information through correspondence.  

B.  Assist patrons in the use of the Library and teach basic research methodology, when appropriate. 

C.  Provide bibliographic verification of items both in the Library and will assist patrons in obtaining materials through interlibrary loan when appropriate.  

D.  May refer patrons to other agencies and libraries in pursuit of needed information.  

8.  Public Relations Policy

A.  The AMCH Library will promote a good understanding of the Library’s objectives and services amongst the homeopathic community.  

9.  Equipment Use Policy

A.  A computer is available to patrons on a first-come, first served basis.  Instructions for operating hardware are displayed near the computer.  There is no charge for usage of the computer; however, in order to make the service available to as many patrons as possible, a time limit for usage has been imposed.  That time limit is 45 minutes.  Staff are not expected to train patrons in the use of application programs. Tutorial manuals will be provided when available.  

B.  A printer is available.  Printer paper will cost $.10 per sheet and must be paid for at the conclusion of the session.  

C.  A photocopy machine will be made available to patrons who wish to copy at the rate of $.10 per page.  Copy machine users are advised that there are restrictions on copyrighted materials.  Any violation of copyright is the responsibility of the copy machine user.  

11.  Internet Policy

The AMCH Library is providing access to the Internet as a means to enhance the information learning opportunities for patrons of the library.  The following policies apply:  

A.  Internet usage is available to all patrons but may be restricted at any time for use not consistent with the guidelines.  

B.  Patrons must be 18 years or older to use the internet service.  

C.  Users should be aware that the inappropriate use of electronic information resources can be a violation of local, state and federal laws and can lead to prosecution.  The user will be held responsible for his/her actions using the Internet. 

D.  The AMCH Library is not responsible for the availability or accuracy of information found on the Internet.  

E.  Users may use the Internet for research and acquisition of information to address their educational needs.  

F.  Internet use is offered in 30 minutes sessions on a first-come, first served basis.  

G.  Users will respect and  uphold copyright laws and all other applicable laws and regulations.  They will not use it for illegal purposes.  

H.  Users will respect the rights and privacy of others by not accessing private files.  

I.  Users agree not to incur any costs for the library through their use of the Internet service.  

11.  Breaches of Regulations

A.  It is a patron’s responsibility to maintain necessary and proper standards of behavior in order to protect his/her individual rights and the rights and privileges of other patrons.  If a patron creates a public nuisance, that patron may be restricted from the Library and from the use of the library facilities.  Those who are unwilling to leave or do not leave after being instructed to do so by the staff will  be subject to the law.  

B.  Users who  infringe on any AMCH Library regulations will be liable to a range of penalties including, withdrawal of services and other disciplinary proceedings. 

Appendix B: AMCH Proctor Policy

Date: April 26th, 2010 

AMCH requires all AMCH students who are taking exams outside of normal classroom hours, to be proctored.  Proctoring must occur at one of the following locations: 

· AMCH

· Community Library

· College Testing Center

The proctor will receive the examination materials by mail and will keep them secure until the exam is formally taken at the scheduled time and place.  The proctor will administer the examination materials according to the instructions provided, including ensuring that the rules are understood and followed by all examinees.  After the examinations are completed, the proctor will enclose and seal the examination papers in the return envelope provided, and mail them to AMCH in two working days.  

It is the responsibility of the student to identify a suitable proctor and proctoring facility and to let the School Administrator (admin@AMCofH.org)  know the contact information for this at least three weeks prior to the close of the quarterly term. 

All proctoring fees are the responsibility of the student. 
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Proctor Agreement

I, ______________________________,  who hold the position of __________ at

_____________________________________ (institution, association or organization),

will be proctoring the AMCH examination (s) on _____________ (date) for the following student (s): 


_______________________


________________________


_______________________


________________________

I agree to adhere to the guidelines for administering the AMCH Examinations and to follow the procedures set out below.

___________________________

____________________

Signature of Proctor




Date

Mailing Address for Delivery of Exam

Name: 
______________________________

Address: 
______________________________



______________________________

Phone

_________________  Fax
_______________  Email  _____________

AMCH Proctoring Procedures

1.  The proctoring must be done at a professional proctoring facility such as a library, college testing center, etc. and the proctor must be affiliated with this facility. 

2.  The proctor will receive the examination materials by mail (or as otherwise delivered by an authorized agent of AMCH) and will keep them secure until the exam is formally taken at the scheduled time and place. 

3.  The proctor will administer the examination(s) according to the instructions provided, including ensuring that the rules are understood and followed by all examinees. 

4.  After the examinees have completed all examinations, the proctor will enclose and seal the examination papers in the return envelope provided and mail them to the AMCH office within two working days. 
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1951 W. Camelback, Suite 300

Phoenix, Arizona 85015

602-347-7950; 602-864-2949 (fax)

info@AMCofH.org
Dear Proctor

This packet contains the AMCH examination papers for each of the examinees for you are acting as proctor.  

Please call or email us to let us know that you have received the materials in time to give the exam(s) on the scheduled day.  The exam start and end times are set between you and the examinee as well as any required fees. 

Description of Materials

Instructions

The examinees can choose to take the exams in any order they prefer.  Breaks should be kept to no longer than 10 minutes due to the length of the exam.  

When the exam is finished, please put the test papers in the return envelope provided and return to the AMCH office within two business days. 

If you have any questions on the day of the exam, please call me at 602-347-7950 (admin@AMCofH.org).  

Thank you for assisting in this important work.  

Sincerely,

Thelma Rowe PsyD

School Administrator

American Medical College of Homeopathy

 Proctor Information Form

Name of Student:









Name of Proctor:









Phone number or email address of Proctor:






Name of Institution:









Address of Institution:








Publication Date: February 2011
To maintain and grow a viable and sustainable institution of higher learning in homeopathic medicine; 


To provide homeopathic students with the knowledge and skills essential to the principles and successful practice of homeopathy within a technological learning environment;


To inculcate homeopathic students with the fundamental attitudes of compassionate, humanistic patient care;


To promote in homeopathic students a spirit and desire for lifelong independent learning and scholarship;


To engender nationally recognized leadership in homeopathic research; 


To contribute to the well-being of the citizens of Arizona and the nation through the delivery of environmentally sustainable medicine and excellence in homeopathic patient care. 


To promote an inclusive, collaborative community for humanistic, sustainable healthcare.








