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THE UNIVERSITY COLLEGE PLEDGE

| PROMISE, on my honour, that | will obey all university college rules and
submit to the discipline of the university college as exercised by the

President, his staff and the student officers whom they recognise.

| PROMISE that my appearance and conduct outside, as well as inside the
university college precincts, will be such as will enhance the highest

traditions of The Mico.

| PROMISE that | will do all that is in m y power to raise the standard of the

university college, in conduct, as well as in work and games.

| PROMISE that | will never, by word or deed, try to lower the standard of any

other s tudent or make it harder for him/her to maintain his/her ideals

| UNDERSTAND that the Directors will require me to leave the university
college, at whatever stage of my course | may have reached, if they are
satisfied for any reason that | am not making sufficient progress or | am in

any way unfit to remain a student or be = come a teacher.

| PROMISE to abide by the decision of the Dire ctors and to accept it as final.



THE MICO UNIVERSITY COLLEGE
2017-2020
UNDERGRADUATE STUDENT HANDBOOK

DISCLAIMER

The Mico University CollegeindergraduateStudentHandbook was developed forovide students and staff
members with a convenient set of guidelines for the operations within the institution. While every care was taken
to eliminate errors, students are required taonitor their Mico emails anadheck with the Faculties or other
operaional Departments for updates and corrections that may have been made subsequent to the finalization of
this edition ofthe Handbook.

In addition, The Mico University College reserves the right to alter, amend or modify sections of the Handbook,
while ensuring that tis operations are always geared towards the benefit of its students and gtaif.
amendments that are to take effect before the release of the next edition of the Handbook will be communicated
through¢ KS a A O a@taém BiNgelnéil adesses with themico.edu.jm domain. Such commuggwill

state clearly if such are new regulatiosigpersedingnd nullifying those in this edition of the Handbook.

PURPOSE AND SCOPE

This Undergraduateathdbook is intended for use by i) prospective studei) new and continuing students, and

(iii) staff. It is a reference handbook for the groups mentioned above and is intended to serve as a general source
for Faculty regulations and programme information. The regulations, however, are to be used@dement

rather than a substitute for the official sources of University policies and procedWhsrever documents
indicate Student Regulations, it is to the regulations contained herein that they refer.

The course and unit details provided in thistieati of the Handbook are for those students who commence their
studies inSemester lof the 2017-18 academic year students who began their studies prior to this should refer

to the archived Handbook edition for the year in which they started theagranme.

All staff andstudents have a responsibility to read the Handbook
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A. WELCOME AND INTRODUCTION

PREAMBLE

The Mico holds the enviable record of being the oldest tea¢tsning institution in the Western Hemisphere.

For more than &1years, it hagquippedstudentswith the skills and opportunities to become educational leaders

with a positive and lasting ability to improve society. Today, it has an academic sta#r@50 persons and an
enrolment of over2000 fudents. The Micavas granted University College status by the Jamaican Government

in July 2006. Under this agreement, The Mico University College has the legal authority to grant degrees. These
degrees araccredited by the University Council of Jamdld&J)All but oneof ourundergraduateprogrammes

are currently accreditedby the University Council of Jamaica (UTH& next stemn the roadto becominga full
university ismnstitutional Accreditation

The Mico University College at its main campus at 1A Marescaux Road in Kingston offers degrees through its three
faculties:the Faculty of Humanities and Liberal Attse Faculty ofEducationand the Faculty ofScience and
TechnologyPostgraduatelegrees are offered through the School of Graduate Studies:Upigersity courses, as

well as short courses at the undergradudgeel are offered through the School of Continuing Studies.

The Mico continues to blaze a trail of excellence in this technologiealtey equipping staff and students with

the skills to face the challenges of a complex yet exciting global villagg®14we began offeringGeneral
Education courses in blended mod® ¢nline andW faceto-face) for all students and have since increasesl

number of courses offered in that modality, to include courses in the Professional Studies, Specialization, Adjunct
and Elective components of various programmiesfacilitating access to online resources and enhancing skill
development in the use ofppropriate technologies for the digital teachi®arning space, our Smart Room
project was launched i2016 with the longterm goal ofthe main campu$eing a Smart campus, with digital
gardens and the likeThe Robinson Smart Room, the first to be ctatgu, was openedn April 12, 2017.

As part of The Mico community, students are expected to take responsibility for their learning, to strive for
excellence in their studies and conduct, to fully participate in and be meaningfully involved in academic, no
academic and service activities, and to take full advantage of the opportunities for career and personal
development.This Handbook provides vital information on the programmes offered by the University College as
well as the regulations that govern thenstaff and gudents are expected to abide by the rules and regulations
contained in this Handbook, to comply with duly constituted authority and to conduct themselves in accordance
with the core values and otheprinciplesthat guidethe University Colige.

The Mico University College

Address: 1A Marescaux Road, Kingston 5
Telephone:  876-906-3201, 8769295260

Fax: 8769262238

website: www.themico.edu.jm




A BRIEFHISTORY

The Lady Mico Charity (now Trust), beginning ir4188tablished four teacher training institutions and hundreds

of elementary schools in the British Colonies in the West Indies, Mauritius and Seychelles. This followed the
successful efforts of Sir Thomas Fowell Buxton to direct the resources of the Charity to the education of the
children of the exslaves in these British Colonies (in the West Indies, Mauritius and Seychelles) where slavery was
in the process of being abolistl. In an era where denominational education was the norm, the defining feature

of the Mico institutions was that they were of Christian influence but-denominational.

The Negro Education Grant which was provided by the British Parliament ended inAE848esult, most of The

Mico elementary schools, except those in St Lucia, did not survive. Those that survived were overtaken by the
twin forces of denominational education and the entry of the Government of Colonies into providing elementary
education The elementary schools in St Lucia survived the longest until the 1890s.

The Mico University College in Kingston, Jamaica is the only one of the four teacher training institigionive
into the ZLsteentury. Founded in 1836, it iow the oldest teacher training college in the Western Hemisphere,
and one of the oldest in the world, rivalling the famed Battersea College in Engktatt 1817).

The survival of The MiddniversityCollege is rooted in four characteristics of the institution.
i First,remaining true to its character as a Christian but stigmominational institution.
9 Second, its capacity to respond to the changing developmental needs of the Jamaican and Caribbean society.
9 Third, its ability to attract able and ambitious students and tovide them with high quality education.
1 Fourth, the performance of The Mico graduates in society.

The Mico College was founded in 1836 as @dacational institution training British volunteers to teach in
Jamaican schools. After the cessation of thegfdeEducation Grant, it was more economical to train native
teachers. The Mico transformed itself into a singéx male institution, training elementary native school
teachers. In the 1950s it became-educational again and remains so. When the Goverrm@nJamaica
expanded secondary education in the 1960s, junior secondary schools were intrashit€tde Micoresponded

to the need,includngin its portfolio the training of teachers for tkeschools. By the end of the 1970s, The Mico
expanded its traiimg of teachers for secondary schools to cover the entire range of secondary education. By then,
it had become the institutiothat was training the largest number of secondary school teachers in the country.

Duringthis same period, the Government stad training teachers for childrewith special needs, and funded

the training of teachers for these schools. Consequently, The Mico was selected by the Government as the college
to offer this training. By the 1980s, The Mico was providing such teachesstools in Jamaica, as well as for the
entire Engliskspeaking Caribbean. In addition, through assistance from the Government of the Netherlands, the
College established The Mico Coll€yald Assessment and Research in Educ#@#RE) Centie diagno® the

learning challenges aichootagedchildren and design individualised instructiotethniques for then.



In 1986, The Mico and the University of the West Indies (UWI) pioneered a collaborative relationship in the area
of Special Education. TheB&h 2 NR& 5S3INBS Ay {LISOAILf 9RdzOFGA2Y 61 &
Through this arrangement, The Mico became an affiliate of the University of the West Indies and gained the
experience of offering programmes at the degree level.

The recordof achievement, in successfully taking on new challenges has earned fainthersityCollege the
reputation of being a leader in educational development in Jamaica and the Caribbean. In seeking to meet the
current challenges of Jamaica and the CaribbedEme Mico has substantially increased tertiary education
enrolment by offering degree programmes to a greater number of citizens. It is no surprise therefore, that in
2006, the government upgradethe Mico to a degregranting institution.

From its founéhg in 1836, The Mico graduates have become outstanding teachers, and educators as well as
outstanding community leaders. This was in keeping with the expectations that The Mico should produce
graduates who would perform roles and have influence in sogigty beyond the schools in which they taught

and the communities in which they worke@raduates of The Mico constitute a long list of persah® have

excelled in several fields of endeavour. This list includes two of the four Governors General of deaepen
Jamaica, namely Sir Clifford Campbell, GCMG, GCVO and The Most Honourable Sir Howard Cooke, ON, GCM
GCVO, CD. Graduates of The Mico continue to make outstanding contributions to nation building in fields of
education, industry, politics, religion drommunity service.



THEO 2 %3 ) $ MEISAGE

The Mico University College is pleased that you have chosen our distingu
institution to pursue studies in higher education. You have chosen an instit
with a great legacy with a commmity committed to excellence in teache
training and nation building.

h@dSN) GKS @SINBRZ GKA& 2NBFYATFGA2
University College and very soon to University, yet despite our many cha
we have remained steadfast wur core values of Excellence in performanc
Leadership Service to others and Integrity; these values we believe h
assisted in our relevance and sustainability. ‘

A2y SF

As you embark on this journey to seiscovery and academic attainment,
encourage youto become the best you. Aristotle saidfiThe roots
of educationare bitter, but the fruitissweet. . 2 dzZNJ G AYS KSNB i ¢KS aral023r gAf
many challenges as you encounter new ideologies and pedagogical concepts. Yotorikteo broaden your
perspectives and endure the process of teaching and learning. | believe, however, that if you stay committed to
the process, make the required effort and apply yourself to the task with diligence as you run thyedouelay,

youwill experience great rewards.

The Mico prides itself in its responsiveness to national needs regarding the Education sector and | encourage you
to also follow this example and add your voice to national debates and philosophies surrounding our education
sector. Use your time here to find your voice and become change agents in this great field of change and
transformation. An educated people can change the warkthd you will become those agents who will in the
future be responsible for educating our nati.

In becoming an effective change agent, deliberately foster other areas of personal development, in addition to
the academic. The University College has a robust sports programme, a talented creative amgnouveled
religious fraternities and a strgn motivational community development focus. Get involved in these
extracurricular efforts and expand your reach and influence.

We look forward to a fulfilling year and thank you for making The Mico your choice. Go now and DO IT WITH THY
MIGHT!

Welcome!

Ashurn Pinnock, JP, PhD



VISION AND MISSIONSTATEMENTS

VISION STATEMENT (WHERE WE ARE GOII®5

¢t2 0SS GKS W' yA@GSNEAGE 2F / K2A0SQ Ay GKS /I NRO6oOSIY
service.

MISSIONSTATEMENT (WHAT MAKES 8 DIFFEREN?)

To support national and regional development through veellicated populations by preparing students with the
required knowledge, skills, attitudes and values in teacher education; and by promoting a culture of inquiry,
learning and servicehtough our talented and dedicated staff.

COREVALUES

LEADERSHIP
We are committed to developing and nurturing ethical and vdlased individuals who will exert positive
influence and be agents of transformative changes in whatever institution and corynthiay serve.

SERVICE TO OTHERS
We are committed to the practice of service for the wading and improved quality of life of others through
habits of empathy, caring, empowermentyic and social responsibility.

INTEGRITY
We are committed to developg individuals who demonstrate the ethical attributes of honesty, fair play,
trustworthiness and respect for self and others.

EXCELLENCE IN PERFORMANCE
We are committed to developing critical thinkers who consistently display creativity and innovativiemess
achieving the highest standards of performance.



MESSAGES

FROM THEREGISTRAR

Welcome to Tie Mico University College. We are pleased thatgluxse The Mico,
and we are happy to have chosen you.

This is the beginning of a new chapter in yocademic life and we hope it will be
a fulfilling and pleasant one. You are now on a path of discovery, adventure
advancement; sover the next few years you should be prepared to be expo:
to new experiences and to be challenged. We are confident yba can meet
each challenge with a positive outlook, being cooperative in the process of leal
and being involvedh all aspects of university college life

Once you are on campus you will be discovering so much about The Mico, a
walk around andnteract with your fellow students, administrators, lecturers ar
supervisors. The Mico University College is truly a special place. It is the ¢
teacher education institution in Jamaica and has been contributing to the growth and developmentrzitiour
for over181lyears by providing talented teachers to educate our population.

The University College proviglthe necessary resources to enable your academic progress and success, as well
as, your personal growth. You are encouraged to makeaellof these resources, to ask questions and to take
active responsibility for your own education. You should make your time at The Mico worthwhile in every sense
not only academically, but socially, morally, physically and spiritually.

Welcome agaimo The Mico. May your sojourn here inspire and shape you into the person you aspire to be.

Sonia Dowding



FROM THEVICEPRESIDENT, ADMINISTRATION

It is with sincere joy that | welcome you to The Mico. This institution that |
served generaons of Jamaicans is where you will spend the majority of yt
time for the next two to four years, depending on your programme. The
years will be filled with opportunities to learn, both inside and outside of t
formal classroom. The satisfaction otamemic achievement will be ¢ L
frequent experience for you, as you apply yourself with diligence to y
studies. Some learning processes will undoubtedly challenge you, as
should, and even be a source of discomfort at times. Embrace the proces:

learn as much as you can, remembering that you are being prepared f |
purpose greater than yourselEeadershipqualities are being developed ir
you.

You will often hear The Mico being referred to as a community, a team,
a familyc all of these focusn the strength of unity among the people herg
Being a son of The Mico myself, | know this to be tal the best things i {
about the Mico experience are centred on the actions of the people. Do not make this j journey alone Build positive
relationships tlat exemplifyintegrity. When there is work to be done, help each other so that you may all attain
ExcellenceWhen there are disagreements, be respectful and preserve relationships. When there are challenges
that require others to be part of the resolutipeeek out your student leaders, lecturers, programme coordinators

and department heads. When there is reason to celebrate, do so joyfully, responsibly and in good company. Be a
Miconian who enriches the lives of others.

Many, like myself, have gained frothis institution and we give back in various ways. | encourage you to be
generous with your talents throug&ervice to others Ensure that you are active in a club or society. Volunteer
your time to help your house do well in competitions. Be an ushemngtof our events. Participate in as many
aspects of campus life as will enrich your life and that of oth&ssyou benefit from the experience, | also urge
you to do whatever you can to enhance the impact of The Mico.

OWhatever your hand finds to do, dbwith your mighiX &Eccl9:10)
Rudolph Sewell



FROM THEVICEPRESIDENT, ACADEMICAFFAIRS

| extend to you a warm welcome to all you have joined The Mico at ™
significant juncture in our history. You are part of a world in which chanc
rapid and sometimes dramatic. As part of a knowledigiwen society, you
need to be mindful of the requirements and attributes that will enable you
be an effective teacheeducator in training. By making the Mico you
institution of choice, you have made erof the most significant decision:
professionally and personally.

Having joined one of the oldest institutions and one with such a rich hist
and legacy, you are expected to live up to the noble traditions and values
embrace excellence in all enalours. To be a Miconian means commitme
to scholarship and intellectual development; it means being willing to se
it means leading and building learning communities; it means b
committed to lifelong learning; it means being morally sound. Hayanged
one of the largest academic communities in this region, we expect no less than embracing our core value of being
optimally rounded.

Do take time to reflect on the University College Pledge. This is your moral and academic compass. Manage your
time well. Excel academically.

Let the Mico experience be a meaningful one. Again, a warm welcome to you all.

Professor Carol Clark&hD



FROM THEVICE PRESIDENT, CHILD DEVELOPMENT DIAGNOSTIC ANDI HERAPEUTICSERVICES

It is with much plasure that | join in welcoming you to the Mico Universi
College.

You are now members of an institution poised to guide you into develop
the ability to unearth possibilities.

Here you will be ushered into a profession that demands sacrifice
commiment yet gives you the opportunities for shared purpose that sta

with small steps.

It is in this place that you will develop creative skills while being a path&process that will help shape the
vision of the Mico.

This is where you will be tirsed to impact the world as you share in the legacy that reflects a diverse composition
of our learning community, the breath of our curriculum, the strength of our community outreach, and the depth
of our commitment to you our students and the childrenJaimaica.

| wish you much success as you become the teacher God made you to be.

Angelita Arnold



THE LADY MICOTRUSTAND THE MICO FOUNDAION

The Lady Mico Trust

The Lady Mico Charity (nohhe Lady Micdrust) was established in 1834. It wasategl by an Act of the
Parliament of the United Kingdom, and is governed by the Charity Commissioners for England and Wales.

The Charity is regulated by a Scheme of the Court of Chancery dated 29th June 1835.

The Scheme sets out the conditions under whtible Charity operates, the primary provision being the
appointment of trustees. This clause stathat, d ¢ KS 02 R& 2F ¢NHzaGSSa akKlkff O2
GKIy GKNBS |yR y2i Y2 NBThé Kusyis based in EnglandJéndréngfyihasLile&NE 2 v
members.Prof. The Hon. Errol L. Miller, OJ; CD was made a trustee in 1984 and is the only trustee that resides
outside of the United Kingdom.

The Current Trustees ohe Lady Mico Trust

Rev. Rachel BensgrChairman

Joseph Barclay

Henly Fowell Buxton

Nicholas Fowell Buxton

The Hon. Errol L. Miller, OJ; GnD, Former Chancellor, The Mico University College
Ms Patricia Day (Secretanof the Trust)

=A =4 =4 4 -4 =4

The Lady Mico Trust has always been generous in its support of The Mico Univelsgg.Canhtributions from

the Trustare sent to The Mico Foundation and are used largelcépital development of the Institution.hE
construction of the Errol Miller Halit 60-64 Arnold Roadthe upgradng and improvementof the campus
electrical suppl, refurbishing of the Counselling Centre buildiagd the drilling of the well to improve the water
supply on campus are but a few of the capital projects that were facilitated by the contributions from the Trust.

The Mco Foundation

The Mico Foundatiois aNot-for-ProfitNBE 3 A A 1 SNER O2YLJ y& dzy RSNJ G KS / 2 YL vy
offices at 1A Marescaux Road, Kingstofifse Foundation is made up of 30 members drawn in equal numbers
from The Lady Mico Trust, The Mico Alumni Association @l@sd The Mico University College. Three members

from each of these entities make umine (9) member Board of Direwns that governs The Mico Foundation.

The Foundation is managed by a Secretary/Manager, asmdadl staff that seed the daily conducof business.

The Board of Directors is supported by three standing committees, nafrtedyi-inance Committee, The Projects
Committee and the Governance Committee. These committees gives oversight to the policy directions of the
Foundation.
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Three noable aspects of the Foundation are:

1. 1AMarescaux Roadas transferred from the Lady Mico Trust in England to The Mico Foundation in
October 2000.This makeshe Foundation owner and manager of ploperties inwhich The Mico
University Collegeperates

2. Propertiesowned and managed by The Mico Foundationlude 60 and 654 Arnold Road, 1%
Anderson Road,-2 Manhattan Road2 Royes Street in St. Anns Baywell as two lots in Red Hills
Theproperty located @ H w2 @& Sa { (i NBSésIheMicd O.AR.F. Cenfimhichlwis
opened in November 2009. Maintenance of these properties is the responsibility of the Foundation.

3.  The Mico Foundation operates some commercial enterprises sutheadlico Campus Bookshop
the main campus.

The members athe current Board of The Mico Foundation are as follows:
Mr. Sylvester Tulloch, (Chairman)

Professor Errol L. Miller Trustee

Dr. R. Karl JameChancellor

Dr. Asburn Pinnook President, The Mico University College
Dr. Arthur Geddes

Dr. PeterJohn Gadon

Rev. Dr. Kofi NkrunmaYoung

Dr. Pansy Hamilton

Ms. Audrey Williams

Mr. Burchell Duhaney

=A== -8 -8 - a8 o on

Currently Mr. Burchell Duhaney is acting as Secretary/ Manager of the Foundation.

GOVERNANCERND ADMINISTRATION

The Mico University College is governed by ar@ad Directors, appointed by the Minister of Education, in
accordance with the Mico University College Scheme, 2006.

THE BOARD OFDIRECTORS

The Board of Directors oversees the operations of the University College to ensure that national needs are met
and in compliance with the policies and guidelines of the government of Jamaica. The Board of Directors also
guides the University College2z STFSOGA DS YI yI ISYSYld YR YFAYGSyl yoO-
compliance with thestatutes and adinances,

The Board of Directors consistssiteen members, one of whom is the President; seven members are nominated
by the Lady Mico Trustees, on the recommendation of The Mico Foundation; five mearbeepresentatives

of the University College @onunity and the other memberare selected by the Minister of Education.

The full Board meets quarterly on a second Tuesday.
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The members of the Board a$ January, 2019 are &sllows:

1 Prof.NevilleYing, CD Lady Mico Trust Representative / Pro Cledior

9 Dr. Ryland T. Campbell, CD Lady Mico Trust Representative / Deputy Pro Chancellor
9 Dr. Glen Christian, OD, JP Lady Mico Trust Representative

1 Rev.Prof. Veront Satchell Lady Mico Trust Representative

1 Rev.PhillipRobinson Lady Mico Trust Repredative

1 Dr.PansyHamilton Lady Mico Trust Representative

1 Mr. AnthonyFalloon Lady Mico Trust Representative

91 Dr.Merrit Henry Alumni Representative

M Dr.AsburnPinnock, JP University CollegBresident

1  Mr. JeremyPalmer Government Representative

M1 Mr. ErwinBurton Government Representative

1 Ms. AudreyWilliams Government Representative

1 Mrs.DeonMclntosh The Mico Community, Administrative Staff Representative
1 Mrs. Lilith MyersGraham The Mico Community, Ancillary Staff Representative

1 President(Student Guild) The Mico Community, Student Representative

Officers of the Board

9 Chancellor: The Chancellor is an ®fficio member of the Board and is the ceremonial head of The Mico
University College chosen by the Lady Mico Trustees. He presigescitlly convened meetings of the Board,
at the annual Presentation of Graduates Ceremony and at specially convened ceremonial convocations.

1 Pro ChancellorThe Pro Chancellor servestae Chairman of the Board of The Mico University College.

1 Deputy Po Chancellor: The Deputy Pro Chancellor servestlae Vice Chairman of the Board of The Mico
University College.

1 Board Members: Board Members have the responsibility of attending Boareetings and Committee
meetingswhere they are expected to contribeit Each Board Member is assigned to at least one Committee
of the Board.

12



The Board of Directors is appointed by the Minister of Education. The Board has direct authority over the
operations of the institution, through the President. Thesdtdent is the Chief Administrative Officer and
exercises his responsibility through the Academic Board and the Executive Management Committee.

The Ministry of Education The Lay Mico Trust
- The Minister - Chancellor
'_I:
Statutes
By-Laws I |
L — Scheme of Arrangements

'_I:
Regulations Ordinances \—‘/'
—_ \/_

/
Board of Directors . .
- Pro Chancellor | The Mico Foundation
- Deputy Pro Chancellor Board

- Board Members I

The Mico Foundation
Managing Director

I - Secretary

I PRESIDENT
I

Executive Management Academic Board
Committee

I
Faculty Board

THE EXECUTIVEMANAGEMENTCOMMITTEE

The Executive Management Comraétis chaired by the President ams oversight responsibility for the day
to-day administrative affairs of the University Collegéhe Committee also recommeadministrative policies,
guidelines and procedurder approval by the relevant boards

THE ACADEMICBOARD

The academic affairs of the University College are overseen by the Academic Board, which is the academic
authority ofthe institution. The Academic Board is subject to the authority of the Board of Dirdmiogsovides
academic adviceotthe Boardof Directors The Academic Board has responsibilityflomulating and reviewing
academic policiegyuidelines and procedureandin establishingstandardsfor assuring the quality of teaching,
scholarship and research. TieademicBoard als has the responsibility for reviewing and monitoring the
activities of the Faculty Board3he proceedings of the Board are chaired by the President and in his aj#ence

Vice President, Academic Affairghe Registrar is Secretary to the AcademiarBo

THE FACULTYBOARD

The affairs within each faculty are managed by a Faculty Board. The Faculty Board receives and considers
information, advice and recommendations frothe departmentswithin the faculty, as well as, from external
sources in relatioto the specializationsuch as the Faculty Advisory Boasdy] makes recommendatiaito the
Academic Board.
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ADMINISTRATION

The Board of Directors is the body charged with the responsilblityovernance. However, the dég-day
administration of theUniversity College is the responsibility of the PresidéaiministrativeOfficers and Senior
Management Staff.

OFFICERS OF THEJNIVERSITYCOLLEGE

9 President:The Presidenis the Chief Administrative Officer of the University College/Shkss responsile
to the Board of Directors for the proper management and functioning of the institution.

f Vice Presidents:/ dzZNNBy if &> GKSNB FNBE GKNBS +AO0S taNBaieh RSy i
responsible fogeneral standards agfcademic and administtize affairs

1 University College Registrar:The Registrar is theecretary to the Boaraf Directors any Committee
appointed by the Boardf Directors and is the keeper of the University College Seal. The Regegiprtsto
Executive Mnagement regading the admission, registration and examination processes and the
YEAY(iSylryOS 2F addzRSyiaQ NBEO2NRao®

9 Director of Finance/ University College Bursaithe Director of Finance is responsible to the President and
the Board of Directors for the proper managent of University College finance, including the collection of
addzRSyiaQ F¥SSao ¢KS . dzNBEFNJ aSN©BWSa a GKS ! yA@BSN
relations with the Ministy of Education Youth and Informatioandthe Ministry d Finance.

9 University College LibrarianThe Librarian is a member of the Executive Management Committee and reports
to the Board of Directors through the Academ@aBl on all matters relad to the library and its resources.

1 University College ChaplainThe Chaplain presides at all official University College ceremonies which are
religious in nature and provides spiritual and moral support aadnsellingto students and staff of the
institution.

OTHER SENIORMANAGEMENTSTAFF OF THEUNIVERSITYCOLLEGE

1 Deans of FacultiesTheDeans are responsible for the administration of the Faculties, the fogterfirnigh
academic standardshe general welfare of academic staff and the academic-lbaig of students. Deans
report to the Vice President, Acadenfiffairs.

1 Dean, Graduate SchoolThe Dean of the Graduate School in the overall manager of the Post Graduate
certificationprogrammes of the University College, as well as, the AdministrativieeBtor of the office which
co-ordinates these activities.

91 Director, Continuing Studies:The Director of @ntinuing Studies has responsibility fprogrammes and
courses that are offered through the SchoolQintinuing StudiesThese neither reside within a Faculty nor
terminate in a degree. The Director Continng Studies also has the responsibility for skmetiod
coursesprogrammes
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9 Director, Institute for Technological and Education Research (ITHRE Director of ITER is responsible for
the development and management of the research arm of the Univer&ity € S35Qa | OF RSYA O
both the Undergraduate and Graduate levels, as well as, among the academic staff.

9 Director, Institute for Child Development, Diagnostic and Therapeutic Servidds Director of the Institute
of Child Development, Diagnhostind Therapeutic Services is responsible for the efficient management of the
Child Assessment and Research in Education Centre (CARE Centre), the Early Childhood Education Centre, al
the Youth Counselling ResouevelopmeniCentre.

9 Director of Human Bsources: The Director of Human Resources is responsible for the administration of
appointments, promotions, leave, training and retirement in respect of all staff at all levels on behalf of the
Executive Managementfohe University College.

9 Director & Alumni_and Development: The Director of Alumnand Developments responsible for
maintaining contact with @st students. The Office élumni and Development also has responsibility for
seeking scholarships on behalf of the University College.

DEANS OFFACULTIES DIRECTORS, AND HEADS OFCENTRES

M

S s\ |
Mr. Franklyn Bennett Miss Karren Foster
Director, Schoobf Continuing Studies Dean, Faculty of Education

Mrs. Janett Isma¥Kerr Dr. Albert Benjamin
Dean, Faculty of Humdies and Liberal Arts Dean, Faculty of Science and Technology

15



Mrs. Shandelene BinfiEhompson Miss Sandra Bloomfield

Associate Director, CCEMaT Director,National STEM Centad Excellence
(Caribbean Centre of Excellence for Mathematfieaching)

et

Mrs. Janet LewiBixon Mrs. Sharon Wolfe
Director, CCEECE Director, Alumni and Development

(Caribbean Centre of Excellence in Early Childhood Education)
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B. ADMISSIONS AND REGISTRATION

ADMISSIONS

ADMISSIONREQUIREMENTS

Students wishing to enter for an undergraduategree programme athe Mico University College musatisfy
the followingrequirements.

A. Minimum Requirements
Theapplicant must;
i) Be dleast 17years of age.
i) aSSt GKS ! yADGSNREAGE |/ 2ife.H&/EBsEE in TAOCIEONVGYJ (Nekeelj 2)fzA NS Y !
City and Guilds (Stage 9)bjects including English Languaged MathematicsGrades 1 and 2.

iii) Meet the Programme requirement i.e. Among the 5 CXC/CSEC, NVQJ (Level 2) or City and Guilds (Stag
3) subjecs, there must be passes at Grades 1 and 2 in the area of stlithere may be additional
programme requirements such as passes in other subjects aequésitesq e.g. Biology for Special
Education.

As of September 2018fuslents entering with CAPE Usivith Grades 1 to 3 or equivalem their specialization
may be granted exemption from select speiaation courses as determined within each programme. This is not
equivalent to AdvanagPlacement as described in B. below.

Where students do not have ES and CAPE but have other certifications, the applicability of thesecegiifis
will have to be verifietyd KS ! yABSNEAGE /2ffS3SQa ! OFRSYAO . 2F NR

All applications must be accompanied by certified copies of certification as evidence of the gitad#icaceived.

iv) Meet requirements other than academic qualifications, and therefore provide evidence to demonstrate
involvement in social activities including school clubs, church involvement, community activities, etc.

In general, the applicant shdle of good character, have sound values and be of good moral standing. The
University College will therefore review and consider the recommendations from persons known to the students,
as supporting evidence.

B. Advanced Standing
Students may be considatdor Advanced Standing if their credentials are above the minimum requirements in
respect of their academic qualifications and/or prior learning qualifications in the area selected for study.

N.B. Qualifications used to fulfil matriculation requirementsannot be used to gain advanced placement.
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B.1. Academic Qualifications Credentials

A student seeking Advanc&landing must have qualificatioabove the minimum requirement$;om an
accredited institution Advarced Standing is synonymous with Tramsdf Credit, and is the granting of
exemptions from courses, usually undertaken at another institution. These exemptions may be with or
without credit.

T

T

With Credit the credit weight of the course to be taken is applied to the course or group of courses
successfully completed by the student. The student will therefore be required to complete fewer courses
overall to complete the programme. The student may reduce the number of courses by a few courses or
by a year or two.

Without Credit the exemptiondoesnot reduce the number of courses that must be completed, but the
student will have the opportunity tesubstitute in its place a course relevant to the programmEhe
student will be requiredo complete the same number of required credits overall

The qualifications that merit consideration for Advanced Standing may include:

a)
b)
c)
d)
e)

f)

CAPE Units 1 and 2 (Advanced LeW S@St Q0 Ay adzoaSOd I NBI
Teaching Diploma

Diplomain Specialization Content

Associate Degree

Bachelo@degree Mastei@degree

Other qudificationsapproved by the Academic Board

All applications must be accompanied by certified copies of certification as evidence of the qualifications
received.

B.2. Prior Learning Credentials

A student may seek Advanced Standing to the University Colleayandp gained valuable knowledge and
skills through a range of personal, professional, vocational and community contexts.aAfpligill
therefore be accepteevho, when assessed, can demonstrate the relevant knowledge and skills and will be
given credit fo these competencies when evaluated against a given set of standards, competencies, or
learning outcomes. The University College will accommodate no more than 10% of its matriculated
students as applicants seeking entry due to prior learning.

Applicaits may be assessed by way of

challenge examination
assessment on the job
submission of a portfolio

any other assessment strategy
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In all casesapplicantswill be interviewed and will be required to provide information and evidence to
indicate their eperience to include but not limited to:
a) references, preferably from the last places of employment relevant to the programme of. study
b) complete record of employment and personal history, highlighting points relevant to the application and
programme of study
¢) indication of any achievements in terms of Honours/Awards, Exhibitions and/or Research and
Publications.
d) portfolio of learning experiences in relation to the programme to be pursued
e) any other official documentation as evidence of experience.

Matriculation into the University College does not guarantee matriculation into a particular specializatidgns
would necessitate the applicant satisfying the requirements specific to the individual programimeddition

to the general matriculation requiremerg. The applicant may be directed to other programmes commensurate
with his/her entry qualifications.  Should the applicant be unable meatriculate into any programme he/she
cannot matriculate into the University College.

C. Documents required with Appliation
All applications must be accompanieddy

a) acertified passport size photograph

b) two recent letters of reference fronTieacher, Principal, Past@opctor, Police above thank of Sergeant,
Justice of thePeace

c) certified copies of all certification tbe used for matriculation

D. Selection
All applications received will be acknowledged.

Accepaine into the University Collegis based on:

a) credentials including academic qualifications evidenced by certification and transcripts, as well as, Prior
Learnhg documentation including portfolio information (where applicable)

b) information in the application along with recommendations

c) interviews (applicants will be interviewed by the Faculty/Department)

d) programmeofferings

E. Other Requirements for New Students
Once a prospectiva student hasbeenacceptedthe University College will have additional requirements
that must be met:

E.1. Tests
All new students will be required to sit the following tests:

a) Psychometric test
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E.2.

E.3.

E.4.

b) Mathematics and English Language Tests {iired)

These tests are designed to find out more about the prospective students and their challenges and therefore
to devise strategies for strengthenimageas of weakness

Medical Requirements

The University College requires all new students to suamitp-to-date immunization card indicating that

they have received the necessary vaccinations in compliance with the Health Regulatiansaica.The

student will also be required to undergo a medical examination by the University College @aqproved
physicianand to submit to the required laboratory testsWhere a physiciaother than the University

/] 2t £ S3SQa R200G2N) R2S®B OdzKSy WIYERAYI 6 QF¢ yasgS 2 KIIKS
letterhead or include an official office stamp

Where a studenhast a YSRAOIFf O2Yy RAGA2Y sa&dammoddtitin AtMeét&dgni il |y
be required tocompleteand submita Declarationof Disability Form(DDF) along witha current medical
certificate (provided by an appropriately lice#d/credentialed professional, appropriate to the nature of

the medical condition/ impairment) indicating the limitations they would encounter, as well as, the
accommaodations that would be require&or further detailssee Section below on Studenith Disabilities.

Adequate Funds to @ver Fees

Applicants are expected to have sufficient funds to pation fees forprogrammestourses,and where
necessanpoardingfees (i.e. living expenses for residential students) during their period of study. If the
student is notpayingin full they are required to provide details of funding arrangements to the Bursary.
Students shall also be required to submit a compldtethncial Status Formbtained from the Bursary and
have discussions with the Bursary regagdiheir arrangements to honour their financial obligations to the
University College.

Student Identification

In order to be recognized as a student of the University College, the prospective student must obtain from
the Students Affairbnitan officialMico identification(ID)card, which bears his/her phogwaph and official
registration number. This picture identification cannot be issued until the prospective student has
completed enrolment. Thientificationcard remains the property of the UnivéssCollege, must be worn

at all times while on University College premisegain entry to thedctures/classes, Library, Health Centre,
Hostel/Hall of Residence, the Dining Room and areas for examinations. The card must be visible and must
be shown on requestto any authorised officer of the University Collegeluding security personnel.

¢KS L5 OFNR a!{¢ 06S NBGddNYySR (2 GKS ! RYrAaaAirzya {
is expelled from the University College. If tiie card has been damaged or lost, it must be reported
AYYSRAFGStEe G2 GKS wSIAAGNINNRAE hFFAOSO® ! NB LJt
replacementfee is to be paid at the Bursary. The student will be issued a replacement ID card on
presentation of the receipt for payment of the replacement cost, as well as the damaged ID (where
applicable).
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F.  Student Contract
All students will be required to sign a Student Cont(&gpendixIl) with the University College at the time
of registration. The Contract governs the relationship between the student and the University College for
0KS RdzN} GA2y 2F GKS addzRSyidQa GSydNB 4 GKS Ayald
student and an offer of a place at The Mico. Tfifer Letter and the Financial Information Form are to be
read with the Contract. The student agrees to abide by the terms and conditions of the Contract, as well as,
the regulations that govern the Halls of Residence (where applicable).

REGISTRATION

Regigration is the formal act oenrolling for course(s) and to write examination&udents will register in the
Student Management SysterBNS) Registration foisemester 1 usually takes place in August, for semester 2 in
January and for semester 8ufnmel) May. Note that late registration attracts a fee All registratiorrelated
information is disseminated through K S a A O8yS&tém. SY | A f

Students who are not duly registered for courses will not Omitted to classes or be able to access any other
serviceon campusafter the registration period ends ' FGSNI 6KS NBIA&AGNI GAZ2Yy LIS
WRNRLIQ | O2dzNES6a0 RdAINAYy3I GKS LINBAONAROGSR W!I RRK5NERLX
0 KS WI RRS Rdng WazktieNENnSy have digsett (without penalty$tudents whdhave tobe away from
classescausing them tdall belowthe mandatory 80% attendancare required to formally advise the institution

by way of a letter tdhe Registrar in order to maintain their rstgred status.Note additional information as well

as the stipulations concerning class attendaniceSection EIf a student remains unregistered beyond any
approved leave period, the student shall be considered to have withdrawn from the UniverségeCatld must

apply for readmission.

REGISTRATION FORNEW STUDENTS

Successful applicants shall receive an offer of acceptance from the University College outlining the requirements
for the registration process. Once the offer has been accepted pghkcant is expected to make all the necessary
arrangements to register. The following documents shall be required.

Financial Status Form (as necessary)

Fee Payment Authorization

Proof of medical examination by University College's doat@pproved phgician

t NEP2F 2F SYNREYSyd Ay (GKS ! yAGSNERAGE /2ftS3SQz
Proof of having paid Accident Insurance

Student Contract

TRN Card

Preliminary Registration Prhatut

= =4 =4 -4 -4 -4 -8 4
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All new students will be required to
i) ensure that the RegistrNRa hFFAOS KIFa GKSANI O2NNBOG | yR O
this may result in undelivered official correspondence and important announcements.
i)  have a valid identifition card,
iiiy take part in the orientation processend
iv)  obtain a Micoemail address

Orientation

All new sudents are expected to attendrientation sessioapreceding the start of classesid any subsequent
session deemed necessary

¢tKS aA02Qad hNASYyGFrdAz2y LINBINFYYS &SNS al tranditiort andf 2 dzy F
adjustment to University life. This programme in many instances creates a lasting impression for new students
and their families. It is a time to show new students why they made a good decision in their university college
choice. The ofentation package exposes students to many valuable resources and events throughout the year,

in order to prepare them in becoming adaptable to change, critical and creative thinkers, emotionally intelligent,
sovereign learners and ultimately citizens bétworld. While it is not possible to tell new students everything

they will need to know for their entire university college experience, the orientation programme creates a
framework that guides students into making a smooth transition in to tertiary atiow.

Regardless of the nature of the orientation program there arefour objectiveson which The Mico focuses
1. Introducing students to university college life, from academics and community norms to resources and
support services
2. Acclimatingstudentsto their new surroundings with the aim of helping them to define their educational
purpose
3. Providing a balanced introduction to opportunities and expectations
4. Providing guidelines and avenues for sustainable success throughout their programmes.

Registraton for Continuing Students

All continuing students shall be required to register within the stipulated registration period. The stipulated
registration dates and deadlines shall @enounced throught K S a A O 3yStém RaMute Xofregister within

this period may result in removal from classes aathpromisethe right to submit assignmenendthe sitting of
Examinations.

RegistrationRestrictions

] 2dzNESA FNB 4SljdSyOSR (2 SyadNB GKFG GKS& lathBvery s
the overarching objective of the programme. Courses must be taken in sequence because the concepts
introduced and skills acquired at one level are needed to successfully work at the next higheiflavaudent

fails a Year tourse, that cours must be added to th& 2 f f 2 & Acpllise BIA MEeDt in Year 1 shall not

be permittedto register for courses in Year& student will not be permitted to continue on to Year 3 unless all
outstanding courses for the previous two years have bemrccessfully completed.
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STUDENTCATEGORY ACCORDING O REGISTRATION ANCENROLMENT

Full -Time Student

A course load of at leadifteen (15) credits in any one semester is regarded astfole. Fulitime students
however, shall not be allowed to registerimore thantwenty-one (21)credits each semester (excluding summer)
Under normal circumstances, full-time student shall complete the degree programme in not less than three
(3)and not more than six (6) years inclusive of the summer session, depenalirntye entry level of the student.

Part-Time Student

Parttime students shall not be allowed to register for more theuelve (12) credits each semester (inclusive of
the summer session); but shall not register fimwer than nine (9)creditseach semegr (inclusive of the summer
session)under normal circumstancess parttime student shall complete the degree programme in not less
than five years and not more than seven years depending on the level of entry.

Visiting Students

Visiting Studentstatus & AYUSYRSR (2 | O02YY2RI UGS aGdzRSyia 6K2 |1
anotherinstitution and who wish to do some courses at the institution, usually for one academic year.

A Visiting Student will not be required to matriculate into f@gramme of study as it is presumed that he/she

KFa YIFOGNROdzZ F GSR Fd GKSANI K2YS Ayadaddziazyo ¢KS &ai
not be listed as such in the records of the institution. In addition, there will be @oceta degreeor any other
gualification for the year of study; a transcrjpowever, may be provided on request and payment.

A Visiting Student will be required to pay the requisite tuition and other fees and will have access to all the
University Cdége facilities.

International Students

The Mico University College, in keeping with its mission to offer its services globally, opens its doors to students
from the region and the wider international community, awdl make availablette following:
1 An aademic community and a learning atmosphere free from racial, political, gender, religious,
cultural or any other form of discrimination
1 Residence as enjoyed by the general student population.
9 Access to all facilities and privileges as enjoyed by thergeseident population.

Inasmuch as the University College is committed to the aforementioned, all Caribbean (CARICOM) and
international students are expected to commit themselves to full compliance with all rules and regulations
governing student life.

In order to ensure that students have the required landing permit to remain enrolled, students shall submit their

passports and return airline ticketi 2 G KS wS3IAAGNI NR& hFFAOS a2 OGKFG OF
for extensions.
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Students wi th Disabilities

It is the policy of the University College to create and maintain an environment in which all students may learn,
work and achieve to their fullest potentialhisinstitution is committed to creating an accessible learning
community wherecapable students with disabilities can achieve their academic potential within the regular

O dzNN&X Odzt dzY @ 9FF2NIa oAttt 6S YIRS (2 LINRY2:GS aiddzRSy
by which they can accomplish their educational aadeer goals. The Mico will therefore provide reasonable
accommodations to students with disabilities. Accommodations and support for students with disabilities is a
shared responsibility between students and the institution. Accommodation refers to arstadjot or
Y2RATFTAOIGA2Y Ay (GKS | OFRSYAO SYy@ANRBYYSY(d GKIFG Syl o
programmes, services or activities. The accommodation should not result in any significant altertitenature

of the programme.

Students requesting accommodations doeensure thatcurrent, appropriatedocumentation is submitted by a
dulylicensed/credentialed professionalevantto the nature of the disability and requested accommodation(s).
Temporary impairments are not regied as disabilites 2 Odzy Sy Gl GA2y a! {¢ 0SS 2y (K
letterhead or include an official office stampMedical forms / letters should be sent under confidential cover
directly to the Registrar by thieealth care professional.

Documentdion must specify / describe the disability and indicate how the disability impairs one or more major
activities such as motor operations (gross and/or fine), sensory functions, cognitive/mental operations,
psychosocial functions or other impaired functif-or accommodation to the provided, the impairment must be

G2 GKS SEGSYyd GKFG AG yS3aFdAaAdSte AYLI OGa GKS addzRe
processes, including assessmenhe documentation must also support the request foc@aomodations or

I OF RSYAO | R2dzaatGYSyia IyRk2NI FARa YR RSOGAOSa FyR O
academic performance.

Students with an impairment or disability applying for accommodation, auxiliary aids, and servicdsanaiie
requisite Declaration of Disabilityrorm (DDF)completed and submitted to the Registrar for approval. Once the
application is approved, the student will receive a Letter of Accommodation (LOA) from the Registrar. The student
is required to signhe Letter of Accommodation (LOA) indicating agreement with the provisions offeredake

an appointment with the Registrar to discuss any variatidie Registrar will receive the signed LOA and provide
copies of same to the Office of Student Serviédspartment Heads of the Programme Specialisation, General
Education, Professional Studies and any other relevant department.

Regarding the time of diagnosis:

- Where the disability / impairment is known at the time of applying for the programme, thiskie indicated
on the application form and the documentation stipulated above be prepared for submission at the
application interview if the applicant intends to request accommodations.

- Where the disability / impairment is assessed after submission oafipdication, the applicant is to advise
the University College as soon as possible and prepare the required documentation, which is to be submitted
at the time of interview.
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- Newly diagnosed students who have already started their programaregxpectedo have the completed
DDF submitted as soon as possible, bearing in mind that the provision of accommodations is contingent upon
the submission of appropriate documentation from the attending practitioner.

- Returning students are required to provide upda@ocumentation in the first week of August preceding each
academic year, or per semester if the gravity of the condition necessitates, in order to assess and possibly
adjust required accommodation.

Reasonable accommodations will be determined on a-tgsease basis, considering the needs of the student,

the course requirements and the educational environment. Accommodations may include any of the following:
1 Alternative instructional formag, audio, large print, Braille

Peer note takers

Permission to audicecord class lectures

Scribes and/or Readers for examinations

Distractionrreduced test environment

Special seating in classroom

Extended time on coursework and examinations

Sign language and other modes of interpretidgterpreters

Auxiliary aids and seices

Modified assessment formats

=A =4 =4 4 -4 -4 A4 -8 4

For additional details regardirmccommodatiorfor students with an impairmentdisability, please refer to the
Gt N2G202t F2NJ ! O0OSLIiAy3 {ddzRSyida 6A0GK LYLIAN¥YSYid «

Temporary Medical Impairment and Academic Accommodations

Students may experience a temporary, shtm medical, physical or mental health condition unrelated to a
documented permanent disability but affecting academic functioning for at least one semester or akamin
session. Such students may request temporary academic accommodadtitersm accommodations may be
provided pending receipt of documentation. Temporary impairments require diagnosis by a professional with
expertise in the area of the illness or impaent. Students are expected to have the completed DDF submitted

as soon as possible, bearing in mind that the provision of accommodations is contingent upon the submission of
appropriate documentation from the attending practitionekledical forms / leters should be sent under
confidential cover directly to the Registrar by the Health Care Professional.

Students experiencing brief medical issues that are common to the general population (such as a broken bones,
sprained muscles, lacerations, or minor genies) and requiring academic consideration, should apply to the
Registrar for accommodations using the DDF, indicating clearly that the impairment is temporary. Upon approval,
an LOA will be issued to the student who is required to sign indicating agreewith the provisions therein and

return the letter to the RegistrarThe Registrar will advise the relevant officers of the University College to
implement the accommodations.

NB. All information will be held in confidence and will not be disclosedlass permission is given to do so.
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VARIATION TOREGISTRATION

Late Registration

Registration will be permitted up to the second week of Semesters | antH@uvever after this date late
registration will be accommodated for a period not exciegdwo additional weeks, with the payment oflzate
Registration Fee The instution will only accommodateagistration after this date with the written permission
of the Registrar.

There will be absolutely no registration prior to or during the week before fimxaminations. Failure to comply
with registration deadlineswill result in the student being excluded from classes and frparticipating in any
assessment processes.

Amendment to Registration

Aregisteredstudent may request the addition or meoval of a course from their registratiomithout penalty,

after the late registriion period has ended. Commonly referred to dme tAdd/Drop Period, this period is
predetermined each semester arbesnot extendfor more thanthree weeks after the period of registration.

This period may not be used for normal registratidqplicationto amendregistration shall be maden the

requisite form, obtained from the Department of Student Affairs. Provided the class capacity has not been
reached and the student has satisfied all peguisites and ceoequisites, the Head of Department maypapve
therequest¢ KA a F LIINR @It aKFff 0SS LI aasSR G2 GKS wS3IAadN:

For the purposes of compliance with the attendance poli@sses missed during this period shall not be counted
as absences. Theattehd/ OS NB O2NR 2F (KS aiddzRSyd (G2 RIGS aKFftf

CFrAfdzNB (2 FGGSYyR OflFaasSa 2N YSNBte 3IAQPAy3a y2iA0S
withdrawal from a course. If a student faits officially withdraw from a course during the designated time, the
student will be liable for course fees and the course will appear on his/her transcript with a failing grade. A student
shall not be allowed to join a class after the first three weeksehaassed without special permission from the
Dean in consultation with the Head of the Department in which the course is offered. The student will be
responsible for all work that has been covered in the course to date.

Change of Programme

New students who wish to change their registration, i.ec@ange their programme, will be permitted to do so
during the RegistrationPeriod, using theChange of Registration FormThe Dean of the Faculty from which a
student is to be transferred and Dean of the Faculty to which the student is to be transfeinaihoth authorize

the transfer. The new information shall be submitted to the Registry for adjustment of the Student Records
Database.
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De-Registration

Students who have not paid tuition or other fees within the prescribed period shall be deregistédade
RSNBIAAUGSNBRE (GKS &aGdzRSyld oAttt 6S o6FNNBR FTNRBRY FGidSy
library and computer labs etc.

FINANCIAL REQUIREMENTSORREGISTRATION

Although students register for classes through the RegyistOffice, eligibility to register for courses is dependent
onli KS a ifidaR&al/stagimgAll students at The Mico University College hameobligation to ensure that
the requisite fees are paidhis obligation must be fulfilledbefore a studernt is eligibleto attend classes, use
facilities and participate in activitiesAstudent isrequired to payhis/her tuition and other fees upon registration.
If the student is on scholarship or his/her fees are being paid by a third party, the studishensurethat these
funds are paid over to The Mico University Collagthe time of registration

Students accepted for enrolment or students who are continuingrageired to pay at least 50% of the fees for
the first semester, by the last workingya July, and the other 50% by the first day of registration.dligalates

for registrationand fee paymentfor Semester Il and the Summer Session will be posted on the notice board at
the entrance to the building which houses the Accounts Departrm@mthe Mico websiteas well ashroughThe

ah O2 Q&ystriy | A €

Students are required to register at the beginning of each semester bafbre admission to classeand must
provide evidence that fees have been paid, bybmittingti KS WYwS 3 A & 0 NIGG Ry C12 dedvFQ2ZDNA

Financial Status

The financial status of a student with the University Collegled¢evel of compliance witpayments due to the
University CollegeA student who has paid all the requisite fees is regarded as beigpith financial stading.

A student who is not in good financial standing will not be able to access services offered by the University College
such asTranscripts, Status Letters, grades for course work and/or examination resutil all debts to the
University College hae been settled.Until outstanding balances are settled, students will be ineligible for
readmission or registration for a future semester.

Tuition Feeletters will be issued on request to studenin good financial standing, who wish to submit
information to donors/sponsors. To access these letters student will be required to:
1 Collectthe Request Form from the Examinations Department and/or at the Security Desk Attiounts
Building and complete providing the necessary information
1 Submit the complted form at the Cashier in the Bursary and pay the requisite fee.
1 Collect Tuition Fee Letter on the date advissgtthe Bursary.

The Bursary

The Bursary deals with the accounts of the University Colleggaytients, financial queries or concernsakh
therefore be directed to the Bursarylhe Bursarys only accessibleuring the published opening hour&Vhen
paying fees,he Bursary will only accept cash amounts of less than thirty thousand dollars (J$30,000.00). Amounts
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in excess 0of J$30,000.80dza G 6S NBYAGGSR 0 & orérapproRet compamyicheqenadna OK S
cheques will not be acceptedThe Bursary will also accept Credit and Debit cards for transaction in excess of two
thousand dollars ($2,000) per transaction.

Fees

The £es payable by students are made uptha following components, (i) Tuition, (ii) Miscellaneouseesand
(iii) Boardingrees (if the student is a residential studgnt

(i)  Tuition Fees
Tuitionfees may vary depetigg on the pogramme i.e. fultime or pat-time.

(i)  Miscellaneous Fees
Miscellaneoudees allow students to access a wide range of services inclusive of Health & Accident Insurance,

membership in the Guild of Studentparticipation in the various activities and access to the facilities offered by
the Halls of Residence to which they are assigiéese fees ardue andpayable by students whether enrolled
in full-time, parttime or evening programmes.

(i) Boarding Fees (applicable to Residential Students only)
Boarding fees are due and payable oafter a student has beeregisteredfor classesnd offered a room(as
availablg, in one of the Halls of Residend@oof of payment thatBoardingFeesfor at least one semestdras
been paidis requiredbeforea student igpermitted to take up residence

Fees are due and payable at the start of the academic paimay be accepted by semesteA studentis
expectedto ensure that the requisite fees are paid at least by the due dates posted for each semester as well as
for the summer session. Shouldtudent have difficulty in meeting their financial obligations at #tart of the
semester, they shouldontact the Bursaryegardingnegotiatinga payment plan With any payment plan
however, all the fees for the semester must be paid off before tlagt §tf the examinationgeriodat the end of

that semester. When a student makes payment to their accoutébts owed to the University College will be
settledfirst.t £ S &S y23GS GKIG RStAYljdzSyd adGddzRSyidaQ | 002dzyi

Deferred P ayments

Students who have been approved farloan from the fidents Loan Bureawshould submitat the time of
registration proof of agreement indicating Category "E" stat@verseas students with government sponsorship
MUST submit zertified letter of commitmentat registration.

i) Sponsored Students
Any agency [private or governmerdl) or private individuasponsoring a student must provide tlBrsary vith
the following information before the studeran receive financial clearancelie registered:
1 The student's name
1 The student's ID number (for returning students)
1 The programme for which the student is registering
1 Specific charges and semester(s) the sponsor is undertaking to pay
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The funds committed must be paid by tldeadlines posted. The studehts a responsibility of notifyintdne
sponsoring agency or individuafl the due dates. If payment is not received, the student becomes liable for fees
owedand any penalties which may accrue.

i)  Overseas Payment
Be aware thatpaymens from overseaswill not be received by the institution on the day of paymenthe
processing times of these payments, which include clearance of the funds, will vary depending on the type of
transfer.¢ KS addzRSydQa | O02dzy i éAff y 2 (ailadedo ti@NBiRtod. SR dzy G A
Where fees are being paid by a student, sponsor, or sponsoring institution, via telegraphic transfer directly to the
University College, the remitting partg required tocontact the University College for the appropriate bank
routing details. Telegraphic transfer information should be copied to the Bursary to facilitate prompt processing
of the payment.All bank charges associated withNJ y 8 FSNJ 2F FdzyRa G2 ¢KS ard2.
student.

i) HnancialAid / Schdarships
There areseveral programmes designed to assist students in the paying of theitHakeare supported by The
Mico University College. Some of these programmes include loansStaaents' Loan Bureaand loans/grants
from JAMVATNYS and PATHVhere the financial aid is not in full, students will be responsible for the shortfall.
Scholarships are also availaliieough the institutionfor qualified students. Information on scholarships can be
found in the Student Services Section of this dtaok or at theOffice of Alumni and Development.

Refunds

If the total amount of paymenteeceived for sstudent's tuition and fees exceeds the amount of charges, a credit
balance occurs.A credit balance may result from, bistnot limited to the folowing:

- Overpayment by the student or sponsor,

- Achange in the status of the student eigfrom residential to norresidential ii)leave ofabsence due to
medicalreasons iii) withdrawal from the University Collegsubject to the time of withdrawal)iv)
Exceptional circumstances approved by the Academic Board of the University Coflegeany other
legitimate reason

Should there be rationale for eefund, the student may apply in writing to th&ursar giving all relevant
information includingdlll name, ID numbeprogramme in which the student is enrolled and the academic period
applicable The student will also be required to produce payment vouchers and any evidence supporting the
request for the refund

Refundswill be made at the end ofthe programmeof study Course refunds are processed at the end of the
course adjustment period, to allow tuition charges for the semester to be established.

Refundswill not be given to students who are being sponsorkdthese cases, any refund duéll be made
directly to the sponsor. Refunds of monies for scholarships/bursaries will only be given to the student where the
donor has paid the fees to The Mico and given directions in writing foexisgessunds to be paid over to the
student.
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In the case of withdrawal from the University College, the student will be required to give notice in writing to the
Registrar of the University College, as soon as possible. If the student has already started the semester, the refund
will be granted on a sling scale depending on the notice time from the start of the semestére following
indicates the amount of refund to which studemtiil be entitled when they withdraw from the University College:

Within two weeks of the start of the semester 97%
Between two and four weekafter the start of the semester 80%
Between four and six weeks after the start of the semeste 60%
Between six and eight weeks after the start of the semest 50%
After eight weeks from the start of the semester NO REFUND

Unless withdrawal procedures have been completed within the deadlistated, students are assumed to be
actively enrolled in the University College and will thereforereégponsible for tuition payments that may apply
to their registration status.

Residentstudents who areasked to leave The University College housing for any misdemeanour will not have
their boarding fee®r any portion thereof refunded

Rights of the University College in relation to withdramg enrolment privilege

The University Collegeeserves the right to withdraw the privilege of enrolment from any student whose
conduct is detrimental to the academic environment or to the wdleing of other students, faculty or staff
YSYOSNI 2NJ GKS | yAPSNERAGE /2tftS3SaQ FILOAftAGASASD
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C. THE ACADEMIC YEAR

THE ACADEMIC YEAR ADIACADEMIC CALENDAR

The academic year &he Mico University College the twelvemonth period beginning August/September and
ending July/August of the following calendar yeEne acadene year consists of semesters and in some cases
summer session.

The activities during the academic year are identified inAb@demicCalendar that is posted on the web site and
circulated@A I ¢ KS a A O2 Qtds th® ¥espansibility éachisfudent to note the relevant events and
activities during the year. The University College reserves the right to chan@aldérear events and activities,
but these changes will be posted.

SEMESTERSYSTEM

The semester is agpiod of approximately 15 weeks hdre is also a summer session of appmatiely 12 weeks.

Full time day students will be required to attend the twoilBek semesters for the academic year i.e. Semester

1 starting August/September and Semester 2 starting in January:-tifarstudents will be required to attend

three sessiongor the academic year i.e. Semester 1 and 2, as well as, a summer session starting in May. The
summer session usually mesdccording to an agreed schedule and are very rigorous in order to complete the
work load of a regular semester in a shorter time.

The summer session i@t a requirement forfull-time day studentslf, however, fulltime day students wish to
access courses during the summer, they will be required to pay therpdit cost for each cours®egistration
occurs at the beginning afach semester or summer sessidil new and continuing students are required to
register each semester for courses and examinations during the stipulated period designated for Registration.
The sessions during the academic year are as follows:

Semeste 1. AugustSeptemberc December

Semester 2: Januaryg May

Summer Session: May ¢ July

CrREDITHOURS

The University College operates on a semester basis, and, for its measure of academic work, uses academic credits
Courses are usually delivered 3 howursekly for a maximum of 15 weeks (45 hours for the semester), which is
equivalent to 3 credits per courséractical and field work usually require more credit houBomecourses are

required by the University College to fulfil the requirement for e, but carry no credit. Students must
complete these courses to be eligible for graduatiddo credits or grades are given for courses that are audited

or coursé€s)from which the student has been deregistered
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D. PROGRAMME AND COURSE INFORMATION

PROGRAMME

Definition
A Degree Programme at The Mico University College is definie approved curriculumyhich consists of an
integrated number ofcourses so organized to enable a student to progressuiih the credit levels and, on

achievement of the learning outcomes and credit requirements associated with each stage of the programme, to
qualify for a UniversitZollegeaward.

Programmes have certain specificatiutlining entry requirements, curriculuntrsicture and credit ratingsas
well as,how eachprogramme is taught and assessed. Courses within a programme may {oeediinor have
credits. Courses are usually 3 credits (45 hours). Practical and field work usually require more credit hours.

Thee are threeFaculties in which students may enrol to pursue a degiid® degrees being offered have been
designed to follow a fouyear programmeof study. The weighting for each course in the degree programmes is
usuallythree credits. The degree progranes, for the most part, are offered fulme (day/eveninglas well as
part time.

ProgrammeStructure

A programme of study usually requires the pursuit of a number of courses consisting ofarrédibn-credit
courses Most programmes require a mininm of 144 credits as outlined belowror each programme, the
department shall provide the student with the programme of study that indicates all required courses and the
semesters in which they are normally offeréddprogramme will usually incledhe followingcomponents

General Education These coursesrpvidea broadbased educational experience for career educat
(24¢ 27 credits) YR SyKIFyOSa GKS aiddzZRSyid GSIFOKSNHEHQ

and communicate effectively. The ceas assist in developing generic skills s
as critical thinking, problem solving, research, interpersonal, and language
communication skills

Professional Studies This component@mprises foundation courses and integrated clinexgberience
in education, which are carefully designed to provide student teachers wi
critical foundation of knowledge and understanding of the philosophy, hist
issues, principles and practices of Education as a profession.

(27 ¢ 30 credits)

Specialization/ Major / Specialization:Provides for the content knowledge, and development of sl

Minor: specific tothe programme. It also provided suitable hoth, depth and coverage

(60-66 credits) to the Bachelor level andnables the competent delivery of the content at tf
appropriate level®f the Early Education or Secondary Education systems

A Major in the area of specialization comprssa minimum of 45 credits fol
teaching up to Grade 11, and 6@dits for teachingup to Grade 13.
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Adjunct : (6
¢ 9 credits)
Electives: 3
¢ 6 credits)
Practicum:

(minimum 15 credits)

A Minorcomprises a minimum of 15 credits and prepares student teachers to t
up to the Grade 9 leveRAs ofthe 201617 academic yegrmost programmes
no longer offer a minor. Student who began programmes with a mir
prior to September2016 are allowed to continue pursuit of a minor.

These aresupporting courses that are meant to provide complementary anc
integrative studies to support the specialization components of the cumoul

These are optional courses which student teachers may select to satisfy thei
perceived goals and personal development needs. They may befactdty and
may, or may not be related to the ae of specialization or adjunct courses.

This series of events idesigned to give the student teacher actual teach
experience and exposure to real classroom experience (attle@st opportunities
during the programme). Student teachers shall be assigned to the tea
practicum / internship based on their area of specialization and shall be ment
by trained and more experienced teachers.

Modified extractT N2 Y & { G F y RF NR &0 AT22yN  ¢LINBLB N RO FodeO i K S !

Professional
Enhancement Modules:

Professional Enhancement Modules do not carry any cradit designed for the
a0dzRSyGaQ LISNE2Yylf RS@Sft 2 LMESTte ddne/big
all students Each of these courses are of a six (6) week duratibimey are as
follows:

i Orientation Into This course is designed to equip students with the tc
Documentation: An  for academic writing, especially according t@ tAPA
Integrated format. This module is to be completed in the firs

vear of the programmeas the skills learnt will be¢

Progressive Approact -
needed in all other courses.

1 Personal and This course places emphasis on the importance
Professional KSA3IKGS Yy A Jﬁ;‘sﬂeerﬂoy’t@ﬁ@ poéeﬂi&l ihto
Development top performanceand in so doing, engageersons at

the deepest levels as active participants in their o
learning.

9 The Art and Science ¢ This course introduces learners to the basic concer.
Happiness happiness and what mak one happy. It is aimed ¢
helping the learner better cope with the stresses of li
thus becoming less vulnerable to depression, anxi

disorders and suicide.

The Student Volunteer This programme is designed to:

Programme

1 Provide voluntary assistar to community members, service groups a
organizations for the accomplishment of their respective goals/mandat
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1 Enhance the positive opinion of The Mico University College within
community through the services of student teacher volunteers

1 Foster @od citizenry as it provides a vehicle for students to address hui
environmental and general social needs existing in and around
community

1 Provide volunteers with firshand experiences and contacts that will |
beneficial to them in the future.

All students are required to complete 45 hours of voluntary community sen
Some programmes require an additional number of hours volunteer ser
Letters of introduction and forms for recording the hours completed are obtai
from the Department ofStudent Services. Voluntary service offered at The M
such as serving as ushers or preparations for accreditation site visits, do not
toward this requirement. (see section on Student Services for further details)

COURSB

A course is a series @fslsons in aindividual subject area angsuallylasts one semester. Each course is assigned
a number of credits. Students in a degree programme must completeombination ofGeneral Educatign
Professional Studies, Spai@ation (major minor), Adjunctand elective courses to eatam degree.Where the
diploma or degree is in Education, Practicum is also a required compdgaci. course has an outline that
provides certain details that place the course in context, in addition to the learning objectimetgent and
suggested methodg hecourse details includa coursecodeand title, the year and semester in which the course
will normallybe offered,rationale,the coursedescription the credithoursand theassessment methasl

Course Code: Each ourseoffered at The Mico University Collegedentified bya code consisting
of four letters and four numbers. The first letter identifies the department or L
in which the course is offered. The other three letters are selected from the cc
titte. The frst numeric character of the course number identifies the level of
course. For example, courses beginning with the numeral 1 are identified as *
courses. The second numeric character identifiességuence of courses wit
more than one partThe third is a spacer, providing for double digits in t
sequencing of a course. The fourth indicates the version of the course, sc
courses that had major reviews may be distinguished from their precursors.

NB: The courses with multiple parts may betoffered in the same year.

Course Descriptions Course descriptions provide students with basic information on dlkademic
content of thecourse which may include the year and semesterhictvthe course
will be offered.

Course descriptiondo notinclude the instructor's name, course syllabus,
required texts. (A courseoutline will be provided to students by the cours
instructor at the start of the semestgr
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Course Rationale: Each course is designed to meet the needs for adequate prepanattbrrespect
to content and pedagogy. The Rationale outlines the significance of the c
content and experience to the student in the context of the programme.

Gourse Cedits: Credits are related to the credit hours (the time assigned for the compietidhe
course). The course credit gives weight to the value, level or time requiremel
an academic course. Please note for some personal development courses the

no credits.

Course Assessment A student is assessed for every course in whigfshte is registered. A course mi
be examined by one or more of the following: examinations (written, practicz
oral), coursework (individual and group) which may include practical work,
work, microteaching, oral presentations, research paper y ather approved

method or combination of methods.

COURSEOQUTLINEYS CHEDULES

By the end of the first week of classes, the lecturer will provide all students with a couilses/schedule The

outline should include the following information:

1. CourseCodeandTitle 7.

2. Pre/ Corequisites 8.

3. Course description 9.

4. Course learning objectives 10.
(expected leaming outcomes)

5. Topical outline / Course content 11.

6. Assessment procedures with weighting 12.

Prescribed tgt(s) and references
Recommended journals / websites
Statement about class attendance

Staement about course assessmedye
dates andate submission

Statement about academic conduct

Statement about plagiarism and its
consequences

The evaluation plicies and procedures will be discussed by the lecturers at the beginning of the course and should
be included on the course outlin8tudents should also be given an assignment schedule which clearly states due

dates and how and where assignments showddsbbmitted.

COURSEASSESSMENT

Assessment is an essential component of the learning process. Its main purposes are to encourage student
learning, to make judgements about student achievements and to monitor the effectiveness of the learning
environment. Assignments and examinations are the basic means of evaluating your knowledge and

understanding of course content.

The courseoutline will state how the course content will be assessed and the weighting of each assessment.
Feedback shall usually be prded for each assignment piece.
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Grading / Evaluation Procedure

The University College uses letter grades to indicate the status of a student at the completion of the course. At
the beginning of the semester, students receive course outlines whicbusehe evaluation process which will

be used for each course. All work submitted by students are marked by at least two examiners. Samples of work
submitted by students in Years 3 andr sent to External Examiners.

Grading System
The grading systenof the undergraduate programmes uses-adint grading scheme which can be seen in the
Examination Section of this Handbook.

CGalculating the Grade Point Averad&PA)

The Grade Point Average (GPA) is computed by dividing the total number of quality geaoimesl by the total

number of credits attempted. Only grades earned from Year 2 onwards of study will be used in the calculation of
the GPA. For students in Post Diploma programmes (2 years), all credits earned will be used in the calculation of
the GPA.Some courses are awarded a Pass/Fail grade. These courses do not affect the GPA. Students who wist
to access scholarships are required to maintain a minimum GPA of 3.00.

Course Load

The coursedad undertaken by a student will be dependent on whetherghalent is Fultime or Parttime. The
RSaA3IAyl (-4 2YS 0 akWRREDEIBNIAgISyMRer of credits being carried, regardless of whether
the courses are pursued in the day (8:00 agd:00 p.m.) or evening (5:00 p.m.8:00 p.m.) sessionsr in the
summer.

Fulttime Student

A standard course load shall beenty-one @1) credit hours each semester (excluding the summer session). An
undergraduate student registered fdifteen (15) or more credit hours each semester is considered to héla
time student. Permission has to be sought from the Dean to pursue a course leadkothanfifteen (15) credits

or more thantwenty-one (21)credits during the regular semester.

Parttime Student

A standard course load shall beelve (12)credts each semester (inclusive of the summer session). Atipaet
student should not be registered fdewer than nine (9) creditseach semester including the summer session.
During the summer session a course load of more than twelve (12) credés/erthan nine (9) credits must be
approved by the Dean.
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PERMISSION TAALTERNORMAL CQREDIT LOAD

Students may need to register for fewer or more than the prescribed number of credits in a semester. This may
be due toseveralreasons including but not limed to, transfer of credits, exemptiomrogramme acceleration,
pursuit of a minoracademic probatiomr resit/redo.A student who wishes to altehe normal crediload must

applyto their Dean of Facultfhrough their Heads of Departmensing theprescibedform. Permissiorio exceed

the prescribed credit loai$ usually restricted to students with a GPA of 3.0 and aboweitod £ | Qa Ay
of specialization. An additional course may be added during the summer, with permission, if theraoidibat

course means the student will be eligible for graduation that year.

Course Qualification

Some courses will require students to either complete or be concurrently enrolled in certain other courses, or
possess some particular qualification evél of study.

PreRequisites

If a course is a prerequisite for a second course, the prerequisite must be met before the start of the second
course. The courses and any required-pguisites shall be outlined in throgramme of study provided by the
department.

CoRequisite

If a course is a erequisite for a second course, both courses must be completed in the same semester. The
courses and any exquisites for the course shall be outlined in the course descriptions ipribgramme of study
provided by the department.

Course Time Conflicts

Registering for two classes that meet at the same time or overlapping times is not permitted except as a temporary
measure while timetable adjustments are being made. By the end of the first two weekssas;lagidents must
eliminate time conflicts from their schedules.

Change ofProgramme/ Status

A student who wishes to chandgs/her programme shall apply in writing to the Dean of the relevant fagulty

using the requisite formShould the change in pgpamme result in a transfer from one faculty to another, both

the Dean of the Faculty to which a student is to be transferredia@®ean of the Faculty from which the student

is being transferred, shall authorize the transfer after review of the masatmn requirements for the desired
programmeand theda G dzZRSy 1 Qa4 t NPINB&dAa wSLR2 NI @ ¢KS gNRGGSY I
after the beginning of classes. Students may request credit for courses already completed in another Faculty if
these courses are relevant to the new area of study. The recommendation shall be submitted to the Registry for
approval and update of theli dZRSYy 1 4 Q NB O2 NR& @

A student may request ehange of enrolment statusom parttime to full-time or vice versa. Tifichangemust
be done before the start of the academic year and must be approved by the Registrar.
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CREDIT TRANSFEREXEMPTION ANDBY CHALLENGEEXAMINATION

The Transfer of Credits

The institutionrequiresthat students who transfer from anotheaccreditedtertiary level institution submit in
advance, transcripts of all previous work done at the tertiary IeMegoriginal transcripts shall be sent directly
from the institution at which the work was completedb the Department of Student Affairs

In orderto transfer the following will be required:
Thestudentshall
1 Meet all the admission and matriculation requirements for the programme in which she/he intends
to enrol.

1 Be in good standing at the institution last attended.

1 Have an official transcript sedtrectly from that institutionto the Admissions Unit of the Department
of Student Affairs

9 If applicable, apply for exemption from specific course(s) (exemption may be with or without credit)
or transfer courses.
1 Provide information on the number of yesathat have elapsed since leaving the last institution.

The institutionshall review all the documentation submitted by the student and assure itself that:
1 The course(s) for which the transfer of credits is being sought:
- is(are) equal in credit hours aratademic level.
- is at least 80% equivalent in content and in practical components, where applicable, with the
course from which exemption ing sought
- has corresponding grade(s) whichase) not lower than 60%
§ The number of years that has elapsed y OS (G KS a0 dzRSy i Qa | OKASOSYSy
than five.
f ¢KS ljdzh t AFAOIFIGA2Y | 6 NRSR (G2 GKS &aGdzZRSyid Aa Ay
This information shall be evaluated by the Dean in collaboration with the Head of thertb®nt in which the
student is registered. A minimum 06 @redits shall be taken at The Mico University College for certification to
be awarded by the institution.

The maximum number of credit exemptions iisne (9) credits per year.

Exemptions with or without credit

A student who has more than the minimum entry requirements and wishes to regsssr request exemption
on the strength of relevant courses done, in an approved tertiary level programme, over and above the entry
requirements.

The stuent may be granteegxemption with creditfor a course in his/her programme if he/she can present
evidence that the content of a particular course has already been covered at a comparable level, with similar
credit weighting at an accredited institution,itwin the last five yearsand that the course has not already been
used for matriculation The student would have had to attain a grade that is not lower than 60%. The request for
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exemption with creditshall be in writing to the Dean of the Faculty witlhe Registration Period. The Dean shall
consult with the relevant Head of Department in making the decision. If the requiremeeké&mnption with
creditis fulfilled, the student shall be awarded the same grade acquired at the institution of transfer.

If however, exemption is grantedithout credit (i.e. if the Dean and Head of Department are not satisfied that

the content of the course offered at the accredited institution is equivalent to the course offered at The Mico),
then the student shall be rpiired to register for amlifferent course to ensure that he/she has the minimum of

66 credits required for certification from The Mico. Both the course for which exemption has been granted and
0KS FTRRAGAZ2YIE O2dz2NRS oAttt 0SS aKz2gy 2y (GKS aG§dzRSy ¢

It should be noted that if a student is granted advanced placement based on the holding of a diploma or
associate degree from another tertiary level institution themo additional exemptionsan be granted. In other
words, none of the courses within tt diploma or associated degree are eligible for exemption as they would
already have been used for matriculatiotf. the programme for which the student has registered has a course
similar to a course thathe student has completed apart of the matriculation requirements, the student
cannot redo that course but will have to take a substitute courstgllowing discussion with the relevant
Department Head

Credit by Examination (Challenge Exam)

Within limits, the University College allows students dpgportunity to receive credit for courses by examination
without attending the class. A student may request to earn credit or demonstrate proficiency in a course for which
the student has not previously enrolledhe examination may be a written paper, eagtical exercise or a
combination of both, as determined by ti@epartmentHead,in consultation withthe Programme Coordinator,

as is applicableAn examination fee isapplied Application for a challenge examination must be made to the

w S 3 A a i NldwiByaherdgistiatiodperiod, but no later than two weeks after the regulzgistrationperiod.

The examination shall be sat within four weeks (4) from the start of the semester.

For each course challenged, thelevant academic epartment shall povide the student with the topics for
preparation within 3 working days after the student has registered for the ex@oviding the student with a
minimum of 7 days to prepare for the exairhe exam structure shall be equivalent to that of the final eration

in the course. Where assessment is by coursework only, the challenge exam shalhbaravéitten paper with

a structure similar to that used for-course testor a 3hour practical exercisdf the course being challenged is
a prerequisite orco-requisite, the assessed topics and skills are taugoan those that adequately prepare
for/ supplement thesecond course.

The student is eligible to sit for a challenge examination only in a course in which s/he has not yet registered and
is required b pass the challenge examination with a minimum of 60% to satisfy the Faculty Board/8ta ise
competent in this area to qualify for the exemption. The result of the challenge will be listed as Pass/Fail and will
not be used to calculate GPA.
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Auditi ng a Course
Auditors

Course(s) pursued for sedtlification, and not for the purpose of obtaining credit(s) toward a specific programme,

are regarded as course(s) being audited. A student who has been admitted to the University College may be
permitted to enrol in credit courses on a namedit basis and shall be regarded as an auditor. Admission to the
course shall be dependent on space, resource availability and permission from the lecturer of the course. Audit
requests, approved by the lecturer, mussb 4 dzo YAGGSR G2 GKS wS3aAadNINRa h¥
paid before class attendance is permitted.

A student, however, may not change his or her status from credit to audit or vice versa during the course. Credit
may not be earned in coges taken as an auditor excelpy reenrolmentfor credit in and completion of the
course with a satisfactory grade. The student must attend classes regularly or he/she may be dropped from the
course. Fees for enrolment as an auditor are the same asdeesfolment for creditThe auditor is not required

to complete assigned coursework, or take examinations and is not awarded a grade or credit for the course.
Audited courses shall not be counted as part of the normal course load. To have audited Gsteges his/her
transcript, the student must have attended a minimum of 75% of the classes.
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E. ACADEMIC REGULATIONS AND
REQ UIREMENTS

The Mico University College has developed academic regulations and requirements to ensure that the designs and
RSEtADGSNE 2F GKS AyadaddziAzyQa LINGgH Ul 6fSeachind@rnihg, |
to maintain its positioras the premier teacher education institution.

The University College expects its studetd manifest a commitment to academic integrity through keen
observance of standards for academic honesty. Violations will result in disciplinary aletionsll be recorded
2y GKS aidRSyidQa FAfS

ACADEMICADVISING

Academicadvisingis available to each student at The Mico University College, by waypobgamme of study
provided by the department, an(@) by theacademiadvisorwithin the department Academicadvisors will assist

the student innavigating theLJN2 ANJ YYS 2F aiGdzRé Ay 1 SSLIA Y Thestudei (KS
shall be provided with a copgf this programme of studwt the start of the programme. There may be
modification to segencing depending on the circumstancesssistance will also be given to students in selecting
academic courses, interpreting regulations and requirements, and meeting these requirements in the appropriate
sequence.

CLASSSCHEDULE ANDATTENDANCE

Class satdules (timetables) are posted on ttf®udent ManagementSystem (SMS) and are visible when the
student is registering. In additiorhé University College posts class schedules/timetables on departmental notice
boards. Note that the SMS will not allow duslent to register for more than one class with the same or
overlapping schedule.

Students have the responsibility to atterl_Lclasses, seminargracticals and field activitieand to actively
engage in all learning assignments or opportunities pravid8tudents are expected to arrive for class on time
and to remain for the scheduled period for the class out of respect to both lecturer and fellow studenisll

as to fulfil attendance requirement#\ student is considered to be late 10 minutes aftthe start of class as
scheduled on the timetable. If a student miss868%of the scheduledclass time, he/she is deemed to be absent.

Students are expected toompleteall assigned work includingractical activitiesand to take all examinations
and quzzes at the times they are designated for each course in which she/he is enrolled. Excused absences can
be obtained upon presenting documentation for the following reasons:

i) Personal iliness or illness of a close family member
Documentation bearing the sigtureand stampof a doctor, hospital officiagr the University Collegedurse are

consideredproofo / £ 2aS FI YAt & YSYOSNAR | NB OKAfRNBYS> all2dzaSa
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ii) Death in the family
Funeral programme, newspaper obituaries, statement from funeregctlrs - any of these is considered
appropriate proof.

iii) Subpoena for court appearances
¢tKS addRRSyiGQa O2Lk 2F GKS R20dzySyid Aa O2yaARSNBR |1

iv) Emergencies or circumstances over which the student has no immediate control
Appropriate corroboratin, documentation and/or explanation are considered proof.

v) Religious observances
Although Christian religious holidays are reflected inAbademicCalendar of the University College, holidays of
other religious groups are not. At the beginning of the sstar, students whose religious observances fall outside
2F GKS ! yAOGSNEAGe /2fttS3SQa OF f Sy R NachHtiyw®Bth déddjofizill NB R
religious observances in which they have to participate. It should be noted that thkildniversity College will
SYRSI @2dzNJ G2 | O02YY2RIFI(S G(KS&aS lo0aSyO0Sas (KSe aKzdz
' YAGSNBERAGE /2tEtS5S3SQa NBAdA I GA2ya NS O2YLINBYAASRO®
Students, with prior notification to the lecturer, may be excudsan classedor trips taken by members of
student organizations authorized by the University College; trips for University College classes, trips for
participation in intercollegiate national or regionahthletic events and for other events at which they are
representing the University CollegeNotification in writing must come from the relevant persons or offices.
Students who miss classes are responsible for obtaining copies of the class material covered during their absence.
Coursework that will be due dung the period of absence must be submitted prior to departure.

AN EXCUSED ABSENCE®RNOT EXCUSE THEDENT FROM COMPLEZINSSIGNED WORKCLUDING EXAMINANG

A lecturer may initiate procedures to exclude a student from attending classes andifiadraxaminations where
unexcused absences exceed 20% of the scheduled classes for the course. The lecturer shall advise the student an
the Examinations Department to ensure that the informatisduly recorded.

A student may be excluded from clasgascticalsfieldworkand examinations by action of the relevant Dean for
persistent norattendance, and/or failure to produce assignments to the satisfaction of the lecturer. In courses
which are examined mainly by coursework, a student who is excluded €lasses will lose the right to a
coursework grade. If this causes the studamfail the course, the studerghall be awarded a failing grade and
he/she will be required to register to redo the course the next time it is offered. Students who miseysig
scheduled quizzes or tests for reasons other than those approved will be allowed to sit this missed assessment
only at the discretion of the lecturer.
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CLASSCONDUCT ANDPARTICIPATION

The University College is a community of learners. All stisdare responsible for conducting themselves in a
manner that helps to create and maintain an environment of learning in which the rights and freedoms of each
person in the academic community is respected, always mindful of the excerpt from the UniGaitstye pledge:

A promise that | will never, by word or deed, try to lower the standard of any other student or make it harder
for him/her to maintain his/her idealsb €

The tone of the classroom interaction has a significant impact on the educationsdement. As such, lecturers

and students have a responsibility for creating and maintaining an environment that supports effective
instruction. Students are expected to observe reasonable rules of conduct in classrooms and laboratories, and
during all actiities that are part of course requirements. It is expected that students will spend at least two hours
in preparation for each hour that a course meets so that they will be able to contribute in a positive way to class
discussions and debates.

Students ae expected to participate in legitimate class discussions and debates in a spirit of mutual respect and
collaboration and to express their opinions in ways that will promote scholarly discussion. They are expected to
demonstrate respect and civility in the discussions and not to disrupt the class. Disruptive behaviour in the
classroom may be described as repeated, continuous behdgjdbat interfere(s) with the process of teaching

and learning. When a studebthavesn a classroom, laboratory, or athformal learning environmerih such a
waythat the rights of other enrolled students to an effective learning climate are being violated, the student shall
lose the privilege of attending or receiving credit in the class.

The lecturer has the authoritp denythe disruptive student the privilege of attending the class. Students who
fail to respond in a positive manner will be referred for counselling.

Electronic Devices

The Mico University College recognizes the value of technology both as arciiostali tool and in fostering
essential skills that will benefit students after graduation. It also recognizes that while the use of electronic devices
in the classroom setting can facilitate and enhance learning, it can also hinder instruction andgleaohianly

for the student using the device but also for other students in the class. To this end, classroom disruption by
electronic devices is strictly prohibited. This applies to, but is not limiteckeibphones and their accessories and

any other echnological gadgets. Students are asked to have cell phones on silent, vibrate or off mode during
lectures. If it is necessary to take an emergency or urgent call, then the student should leave the room to do so
without disturbing the learning experienad other students.

The use of laptops may be permitted at the discretion of the lecturer and should only be used for purposes directly
related to the course. Inappropriate use of laptops during lectures, labs, seminars, etc., creates significant
disruption Students are not permitted to record (whether audio or visual) any part of a class/lab/or other session
unless granted permission by the lecturer to do so. In cases where there is a student with a documented disability
who needs to use an electronic degj this should be communicated to the lecturer beforehand.
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LEAVE OFABSENCE

A student who is unable to continue his/her studies for financisdicalor other reasonshouldapply to the
Registrar for leave of absence for a semester or an academic ygglications for leave of absence shall be in
writing, using theLeave of Absence/Withdrawal FordA 3y SR | yR RIGSR | yR &addzmYAdi
by the end of the third week of the relevant semester. If the leave is for the academic yeauhhigssion should

be made by the end of the third week of Semester 1. In all cases, the reason for the leave must [Sugiperiing
documents, as applicable, should be provided.

Leave of absence normally shall be granted for no more than one acageanc Leave of absence may be
extended beyond the academic year but shall not exceed an additional year. The extended period shall be granted
on the approval of The Registrar, at the written request of the student. The University College shall cbasider

the student has withdrawn if the student remains unregistered beyond the approved leave period without prior
notification. Students whose leave expires without their having registered will be withdrawn from the University
College.

WITHDRAWAL FROM THE UNIVERSITYCOLLEGE

The University College shall consider students who have not registered for a period of ankeasademic year
to have withdrawn from the institution.

Students through their own volition may withdraw from the institution. Thos&lehts who wish to leave the
University College whether at the end of a semester or the academic yeafonustly withdraw. The application
for withdrawalshallbe made on the.eave of Absence/Withdrawal ForBtudents who do not attend classes and
fail to withdraw formally will be assignatie Gradeo8 T2 NJ S| OK O2 dzNE S @

Extenuating circumstances:

There may be many reasons for a student to request withdrawal from classes, including, but not limited to, sudden
hospitalization, death in the family, pswnal or family crisis, and unanticipated and unavoidable changes in
employment. Avoidance of an undesirable grade doasustify withdrawal.

i) Voluntary Withdrawal
Avoluntarywithdrawal is when a student decides to officially discontinue their studiee withdrawal indicates
that a student has dropped or will drop all courses for a given semester. Withdrawing from the University College
differs from dropping one or several classes within a given semédttestudent retaingvenone class, he she
is still considered registered for that semester.

A withdrawal is done in consultation with thepartment Headand Dean of the respective faculty. Depending on
the date of withdrawal, the student may be entitled to some pated refund of tuition.The student will need to
discuss this with th&tudent Finance Section of the Bursakystatement regarding the withdrawal shall be added
G2 GKS a0dzRSyiQa GNIFyaONA LI @
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i) Withdrawal on Medical Grounds
Withdrawal for medical reasons is generally acceptablespect of unforeseeable ilinesses or injuries that have
AYUSNFSNBR 6A0GK (GKS &aGdzRRSyidQa lFoAftAde G2 O2YLX SGS
grounds is acceptable in respect of acute or severe illnesses or injuries thphditede the student. Medical
withdrawal includes both physical health and mental health difficultedical documentation may be presented
on leaving but is mandatory upon resumption of studies. A student who becomes pregnant and whose health
and safey and that of the foetus may be compromised by the rigour of her programme of studies will be
counselled to take aeave of Absencelf the student chooses not to accept the advice given after the counsel,
The Mico University College will not accept liédofor any injury or complications that might result.
A student may request and be considered for a compassionate withdrawal when extraordinary personal reasons,
y2G NBfFGSR (G2 GKS adGdzRSy Q& LISNA2Y I fiouslyk éhidor@pobise,2 NJ Y
2NJ I RSIFGK Ay GKS &d0dzRSyidiQa AYYSRAIFIGS FlLYAT@0 LINBG!

iii) Mandatory Withdrawal
¢tKS ! YyAOGSNEAGE /2ftS3SQa YSRAOIET R20G2NJ FyR (KS Dadz
require a student to withdraw from the University College:
9 on the basis of unsuitability for the practice of the profession to which his/her programme of study
leads;
1 where there is reason to believe that the student poses a threat to himself/herself;
 iftheaidzZRSyiQa | OUA2YyaKkoSKI@A2dz2NI AYGSNFSNBE 6A0GK
College;

z ~

T AT GKS a0dRSyiQa 0GA2YyaKk0SKI BA2dzNI Ay SNFSNB ¢

The student will be required to be professionally evaluatgdalphysician, psychologist or psychiatrist

approved by the University College. The following actions may be taken:

9 After consultation, the student may be placed on a regime of medication and/or therapy and allowed
to resume studies.

1 The student may be &ed to apply forlLeave of Absencéor a semester in order to participate in
further therapy.

1 The student may be asked to withdraw if it appears that he/she will not be able to complete the
course of study. Such a student may apply feeméry to the ingitution at a later date.

Refunds as a result of withdrawals

Students who withdraw formally from the University College may be eligible to receive refunds of tuition fees.
The Mico University College's policy for the refund of tuition provides a peagerntefund based on the dates of
withdrawal. (For further information, please check the Financial Information Section of this Handbook).

45



HOLD ONSTUDENTRECORD

¢ceLSa 2F 12tR 2y I {(dzRSyiQa wSO2NR
Academic or administrative departments may pladeold on a student'sscademiaecord which will restrict the
student from performing certain actions until the hold is resolved and removed.
The types of holds that can be placed on a student's record shall include but not restricted to the following:

1 Acadenict placed and removed by theppropriate Dean's office

1 Administrativa placed and removed by the Registradfice

7 Disciplinary placed and removed by Academic Board under advisement

1 Financiat placed an removed by offices such as the Library, and/or Office of the Bursar

1 Healtht placed and removed by University College Health Services
Most "holds" shall prevent the release of the stud@mcademic transcript until the obligation has been resolved.
Allfinancial obligations must be satisfied before the student can register for another semester. Students who have
a "hold" placed on their academic record during the registration process may not be able to enrol in the same
courses in which they had origihategistered

I aK2f Ré 2y | NUSTpR/Styeldebl owdtS drebtRhE schioksic a i d
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Consequence of a Hold on a Record

I K2fR (KFG NBYIFAya e&deadine farFeeRPayhanDill résitOn2therstudeni beitg<
deregisteredrom all of his/her classes.

Resolving a Hold on a Record

¢t2 NBaz2tg@gS I K2fR 2y | a4GdzRSyiQa NBO2NRZ (KS &aGdzRS)
the condiions of its removal. If the student is not a current student, contact shall be made with the University
WSIAAGNI NI K2 gAff RANBOG GKS aildzRSydQa 1jdzSNe G2 G°F

RIGHTS OF THEUNIVERSITYCOLLEGE

The University College serves the right to make variations to courses including scheduling, entry requirements
YR YSGiK2Ra 2F RST{AGSNE FyR (2 RAAO02YyGAydzS 2NJ O02Y0.
to the University College, if such action is reasonabhgsiciered necessary by the University College. Should the
student wish to withdraw in these circumstances and enrol in another institution, the University College shall
assist as far as possible.

The University College reserves the right to reschedulesas from one semester to the next; to withdraw
courses where there is insufficient demand; to charge a fee to cover aspects such as study visits and learning
materials and to vary modes of delivery. The offer to the applicant and the acceptanceastaaplThe Mico
University College will be subject to this condition.
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F. ASSESSMENT

COURSEASSESSMENT

A student is assessed for every course in which he/she is registemulirse may be examined by one or more

of the following: examinations (written, pracal or oral), coursework (individual and group) which may include
practical work, field work, microteaching, oral presentations, research paper or any other approved method or
combination of methods.

Students are responsible for meeting ALL assessmegpiirements for each course in which they are enrolled.
Each student must be familiar with the assessment requirements, their due dates as well as the penalties for late
submission as stipulated on the course outlered/or assessment schedufgovided atthe beginning of the
course. Students are expected to plan and organize their time in order to manage several deadlines, other
commitments and possible problems with computers, printing, and the like.

Registration for a course constitutes registrationrfthe examination(s) in that course.

COURSEWORK

Coursework is given in keeping with the philosophy of continuous assessment. All methods of assessment which
count toward the final grade for a course, are approved by the Academic Board.

Coursework is duen the date specified by the lecturer anduisually submitted to the Faculty or Department
Office.| SI @Ay3 |y aaA3adyyYSyid dzyRSNJI 6KS f SO0 dzNENRaA R22NJ
considered to be an appropriate submissiornthé assignment gets mislaid or lost, there is no recourse for the
student and the assignment will be considered as not having been submitted.

A student will be required to sign, indicating that the assignment has been handed in and will be given a receipt
Keep the receipt in a safe placdt is strongly suggested that you keep a copy of all work submitted for
assessmentStudents must submit the work in the manner and format specified by the lecturer. Lecturers are not
required to accept coursework semita email unless they have authorized this electronic submission. Whether
ddzoYAaaAzy A& AYy RA3IAGInD additBds droihdd ameddiignis may Be\ndatfieSo the WK | |
assignmenince submitted. Submission on the deadline set by thautec is thefinal submission.

Students are required to meet the deadlines established by the lecturer as indicated on the course outline.
However, if there are extenuating or special circumstances preventing the student from submitting the
assignment otthe due date, the student may apply in writing, for an extension. Students who require an extension
to a due date of an assignment must apply for the extension prior to the due date. If an extension is sought, a
formal application should be submitted inriting to the Department Head, supported by any relevant
documentation. No more than 7 working days extension may be granted, except for extraordinary circumstances
for which evidence is provided.

The penalty for late submission will be 5% of the totalsilie mark for the assessment per normal working day
for up to 10 working days after the due date for submission. No assignment will be accepted after 10 working
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days. In such an instance a mark of zero and a result af BaNJ Rifbe @s8ighed. Whean extension has been
granted, the student is expected to submit their work before 7 days have expired.

All required assignments for each course must be submitted before a student is awarded a gifaalk pieces

of work are not handed in by the due @atand no extension was granted, the student nalt be awardedagrade

for the missing piecs] of work. If thisabsenceof grade causes the student to receive a failing grade, then the
student must redo/resit the course the next time it is offered.

Extenuating or special circumstances are those which are exceptional for the individual student, are beyond the
a0dzRSyidQa O2yiNBf YR T2N) gKAOK GKSNB Aa adzZFFAOASY
the student which resulted inon-attendance or a noisubmission for a scheduled assessment.

The types of reasons considered acceptable for the purposes of requesting extensions to course work deadlines
include:
1 significant medical problems e.g. shoerm physical illness, mental-health or injury
1 significant problems of a personal nature (e.g. family emergency, divorce, is a victim of a crime)
9 compassionate grounds (e.g. family bereavement, serious illness of a person with whom the student has
a close relationship.)

Circumstance which are unlikely to be accepted as a reason for granting an extension include:
1 equipment failure including computer/printer difficulties
1 poor time management/conflicting obligations (e.g. other assignment due)
1 lack of awareness of dates or times of@s@nent submission or examination
1 moving to a new house, weddings, oversleeping, financial issues

EVALUATION OFLABORATORY/ PRACTICAL WORK

If a student misses a week of lab work/practical work because of illness or excusable emergencies, he/she will be
allowed to complete the missed lab/s before the next scheduled lab time. At least 80% of the practical work must
be done under the supervision of the assigned lecturer or his/her proxy during designated lab hours. Unsupervised
work will not be accepted faa grade.

All coursework must be submitted before the examination period begins

All Researchpapers and Reflective Practicusiocumentsmust be submittedwithin the academic year by the
deadlines stipulated. For any work to be accepted after theeadline,the student will be required to register
for the semester in which the work isubmitted.

PRACTICUM

The Mico University Colleg&acticum is a progressive exercise in which a minimum of 192 hours of work are
covered over 3 semesters.

ThePracticumisdda A 3y SR G2 FILIOATtAGIGS GKS LINRPALISOGAGBS (S OF
RSAAIYSR (2 SyadiNBE ¢KS aAx02Qada oNI}YyRAY3I gKAOK SYOo NI (
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Create knowledge that leads to effective instructional practice.

Identify and develop a repeastre of best practices in both teaching and classroom management.
Develop and apply problemsolving skills relevant to a range of instructional settings.

Design and use instructional technologies to provide meaningful learning experiences to their students
Respond to the changing needs of the society.

Develop the skills of an action researcher/reflective practitioner.

Be an active lifdong learner.

=A =4 =4 -4 4 4 -4 -9

Work with and through communities.

A student may attempt the fcticum twice in succession. If the studédails in the second attempt, he/she will
not be allowed to attempt the Rcticum again until he/she has completed one or more methodology course/s in
their option area as decided by the Head of Department in consultation with the Dean.

RESEARCHPAPER

Ore major culminating activity of each programme is the final Research Paper/Report. In preparation for the
capstone research project, students are required to do the course Classroom Action ReBe#osting this,
students conduct researdh the courseReflective Practicum: Action Learning, whietlides the fourth and final
Practicum eventThismay run concurrently with the Teaching Practice or take place thereafter in the semester
immediately following.

Action Learing provides supervised practicuaxperiences in workshop/ seminar settings to complement action
research being implemented in cooperating schools. Student teachers are engaged in: the application of
theoretical principles to address educational issues in actual school situations; trgraiie of requisite
knowledge, skills and attitudes across the curriculum; the application of technology for best practices in teaching
and the overall development of a personal philosophy of teaching that concurs with contemporary trends. The
field work (practicum) is clinically supervised, but students assume increasing responsibility for the outcome of
the process, as they apply action research methodology to address an area of interest to them and develop a
portfolio as evidence of the reflective progses employed.

In their final semesterstudents writethe ResearciPaperReportunder supervisionin the format prescribed.

Note that while this is related directly to the Action Learning experience, it is a discrete course and the Action
Learning portftio isnot the same as the Research Report.

EXAMINATIONS

Courses are examined for the assignment of grades. Some courses are examined by 100% cousietvoniay
include portfolios, presentations, research papers, essays, problem papemjrse exanmations or tests, or by

a final examination at the end of the semester. When you register for a course you register for the evaluation
procedures for the course. To be eligible for writing examinations, a student must be registered at the institution,
bein good financial standing, and meet the attendance and course work criteria for the course.

The information given in this section represents selected rules for the administration of the examinations.
However, you are advised @K SO ¢ KS afor®2RBYBEEDEAAAE wS3IAdzA | A2y a T2
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which details the regulations governing the conduct of the examinations at The Mico University College and to
become familiar with its contents. The information should assist you in understandegiswiequired of you
when sitting final examinations.

Final Examination ProceduresGeneral Information

Examination Dates and Times
This informatioris communicated throught K S a A O 2y&tém. & ¥eashtwo draft timetables are circulated
prior to the final timetable being publishedStudents are advised to notify the Examinatidmit of any clashes,
before the publication of the final timetable i.e. as soon as the first and second drafts are published. Draft
timetables will be scrutinized to fditate, as much as possible, the reasonable spread of papers throughout the
examination periodind to avoid clashes

Below is a table of examination periods and publication dates of examination timetables for each semester.

Publication of Final

Semester Examination Peond )
Timetables
First Semester (AugustDecember) | weeksl to 3of December 1stweek in November
Second Semester(Januayiay ) 1stand 29 weeks of May 1stweek in April

Summer Semester(MayAugust) and

15 Zld k .I:A 1S'[ k . I
Supplemental Exams and 2 weeks of August week in July

Final Examination Procedures
LG Aa (KS addzRSyidiQa NBalLRyaAroAftAGe
govern the conduct of examinations.

c
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The following pertans for all written final examinations:
ExaminationPermits
ExaminatiorPermitsfor each semesteg

1 Are required for the sitting of all examinations. Students without examination peramtsvalid Mco ID
are not eligible to enter the examination room.

1 Are printed bystudentsfrom their record on the SMS

1 Shall be presented at the examination location in a clean and unsoiled manner, and without any
unauthorized markings.

To write a final examination, studenkdUSTdisplay their examination permit and thieMico Identification Card
on their desk throughout the examination period. For coursework only courses, students must be registered for
the course on the SMS in order to submit coursework pieces or-sdurse tests.
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Candidates with Special Needsor Injuries

Candidates with special needsist have declared the need for accommodation and applied for same as described
F02@S dzy RSN { SOGA2y . X {dzoaSOlAzy W{GdzRSyda o6A0GK 5
term / permanent imp&rments, whether physical, cognitive or psychosocidlthe impairment prevents the
candidate being accommodated fhe assigned examination rogrnthe candidate who has previously reported

the impairment to the Registrashould ensurghat the accommodabns are being prepared by checking with
his/her Department Head as soon as the first draft of the Examinations timetable is released.

LF¥ | & ifind=R Svifl (affect his/her performance and the studerftoosesto write the examinatio
nonethdess, tke grade obtained otthat examination will be the official examination resutudents who fall ill

during the sitting of an examination will be given the option to complete the examination in the Heath Centre,
provided that the nurse on duty advises thatKk S & G dzZRSy 1 Qa O2yRAGAZ2Y A& y2i f

GRADUATION

To qualify for graduation students must have completed and passed all the required courses of the programme
by the end of the final yeahe in good financial standing, and hayireturned all University College property e.g.
library books. Students will be required to apply for graduation before the end of their final semester. The
application should provide current contact information and will alert students to any gapsein ¢burse
requirements for graduation. The Degree certificate will be presented aftgraduation after it has been
established that the student is not indebted to the institution

AEGROTADEGREES

An AegrotatDegree isgranted to a student who has filéd all requirements for graduation but was prevented

by illness from attending all of the final examinatios studentwho has been absent through iliness from part

of the examination in the final year of the degree programme in no more than two esuray apply through

the University Registrar to the Academic Board for the award of an Aegrotat Degteeapplication must be
accompanied by a medical certificate signed by the University College doctor or by a medical practitioner
approved by the Uinersity College. This application should be submitted to the University Registrar no later than
thirty days from the last examination which should have been taken by the student.

The application, together with reports and recommendations from those wéwehaught the student in the
courses concerned should be referred by the Dean/Departrikaidto Academic Board through the Registrar.

An Aegrotat Degree is awarded without distinction or class. Holders of an Aegrotat Degree will not be permitted
to re-enter the University College for the same degree. Such a person, however, if accepted by Academic Board,
can proceed to a higher degree.

Aegrotat standing in a course

A student who has already completed 60% of the work of a course with at least a gr@denofwho has been
absent from the examination of no more than two courses which count toward the @W®ig to certified illness,
may apply for exemption from the examinations of these courses and be assigiedantat Grade of C.
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GRADES AND QUALITPOINTS

The grading system for the undergraduate programmes usegairt grading scheme. Grades a@dality Points
are awarded as per Grading Scheme shown in the table below.

The following meanings will apply for terms used:

Grade Point Averag€GPA)
The average obtained by dividing the Total Quality Points earned by the Total Quality Hours for relevant
courses.Some courses are awarded a Pass/Fail grade, and will therefore not affect the GPA.

Quality Hours
The Credit Hours of the courses whicli Wwe used in the calculation of the GPA

Quality Points
The numerical value assigned to each letter grade

Grade Points
The value of the Quality Points earned for each course multiplied by Quality Hours assigned to the course

THE MICO UNIVERSOULLEE
4-Point Grading Scheme

ualit . Graduate Schoo
Q . y Description Class of Award o
Point Description

90¢ 100 A+ | 4.00 Excellent
80¢ 89 A 3.50 Very Good

Scores | Grades

15t Class Hons.

75¢ 79 A | 3.25 Good Upper 2¢
70¢ 74 B+ | 3.00 Class Hons.
65¢ 69 B 2.75 . Lower 2 Pass

Fairly Good . -
60C 64 B |250 y Class Hons. Fail / Resit
55¢59 C+ | 2.25 Pass
50¢54 C 2.00

Resit (E .

esit (Exam) or Fail

40¢ 49 D 1.50 Resubmit (Courses for

Resit/Re-submit
Coursework only courses

Fail: Must redo

00¢ 39 E 0.00
course

CONDITIONS FOROLASS OFAWARDS

The cumulative Grade Point Average of years&)d®4 will be used to calculate the GPA used to determine the
class of awardStudents who wish to access sarships are required to maintain a minimum GPA of 3.00.
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The following indicates the requirements to be awarded the class of award indicated.

First Class Honours
a) A cumulative GPA &50¢ 4.00
b) All courses for the™®, 39 and 4" years of study shouldeopassed on the first attempt
c) Course of study should be completed within the specified time

Second Class Honours (Upper Division)
a) A cumulative GPA &00¢ 3.49
b) Not redo any course as a result of failure, and should have no more than esile/ nee-subrrission of a
failed 29, 39 or 4" year course
c) Course of study should be completed within the specified time

Second Class Honours (Lower Division)
a) A cumulative GPA a?.50¢ 2.99
b) Not redo any course as a result of failure, and should have no more tt@a(Rwesits / resubmission of
a failed 29, 39 or 4" year course
c) The course of study should be completed within the specified time

NB: Notwithstanding the class of award achieved by calculation, if the conditions stated imfx) c) are not
met, the class of award will be lowered to the class of award immediately below the category.

Pass
a) A cumulative GPA @00¢ 2.49

The course of study must be completed within the maximum permissible time.

Any cumulative GPA below 2.00 will be regarded failare. Students with cumulative GPAs between 1.50 and
2.00 will be allowed to rsubmit coursework for coursewoinly courses or to rait the final examination.
Student with cumulative GPAs below 1.50 will be required tdaghe course. In caseshere a student fails an
Hective the failure will not affect the GPA. The student magiog¢he Hective or choose anothdfective. At the
end of the programme however, the student should have completed all the reqisitéves

N.B. Resubmission otoursework or resitting of an examination must be donéhe next time the course is
offered. Failure to resubmit the coursework, or to rsit the examination within this time period, will result in
the student being required to redo the courseExistingcoursework grades will not be applied to the fdone
course.
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REPEATINGCOURSES

Students must receive a passing grade; Brange) in each course to progress satisfactorily and remain in the
programme. A grade oft4; 49%uwill qualify the student foa resit/resubmission. A grade belo3®% means that

the student will have to repeat the course. The repetition will not however eliminate the previous grade from the
a0dzRSyiQa NBO2NRO®

A failed course may be repeated twice. If the course isBerctive, the student may attempt a different course.

LT GKS O02dzNBS Aa Ay G(GKS aidRSyi(iQa aLISOAFEtATIGAZY |
student may be put on academic probatign ! £ £ AN RS& 206G+ AY SR 4 A fAfstudertJLIS | N
may not repeat a course in which a grade of C or higher has been earned.

STUDENTS FAILING T@G® MORE COURSES BEMESTER WILL BEISELE FOR PRRESEND WILL BE
PUT ON ACADEMIC PROEDN.

If the student@ course load is less than twed credits, the student may, at the discretion of the respective Head
2F S5SLINIYSYydz 6S Fftt26SR G2 YIS dzlJ 6KS ONBRAGA 08
offerings. The courses should not have prerequisites.

Academic Appeals

The academic appeal is a formal procedure designed to provide students with an option to address academic
issues and concerns such as unfair grading, poor instruction, unfair treatment, etc. The student may contact the
Dean in the first instance. If therg no redress, the student may appeal, in writing, to the Registrar.

Appealing Grades

If a student is dissatisfied with the grade received in a course, and feels that the work submitted should have been
assigned a higher grade, or that there was an reimahe calculation of the grade, that student may appeal the
grade assigned. i aK2dzZ R 60S NBYSYOSNBR GKIFG aitdzZRSydaqQ ¢2NJ

If a student is desirous of appealing his/her grade, he/she should submit an appeal irg witime University
Registrar within three weeks of the posting of grades. Upon receipt of the letter of appeal, the Registrar will direct
the student to discuss the issue with the lecturer who assigned the grade. If the issue remains unresolved, the
studey 0 Y I & NXBIj dzS & (i There id Adedt ® Be NMBeBASB this eRercis®nce the relevant fees

have been paid, the Registrar will ask the Dean to engage someone with the necessary expertise in the area to
grade the paper. The student should &e&are that the outcome of the grade review may result in the grade
remaining the same, or amended up or down. The grade assigned in the review will be considered as final.

Ly Fff RSEAOSNIGA2Yya 2y 3INI RS I fdrdvéSHatfa didlatioh Gf the Wniveirsityd S
/ 2T €£S3SQa NBAdzZ I GA2yad 200dzNNBR 2NJ GKIFG GKS f SOGdzNBI
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G. ACADEMIC STANDING

LEVELS OFACADEMICSTANDING

Academic Standing refers to the standard of achievenasstudent obtairs, based on grades earndor at least

3 oourses not including norcredit or Pass/Fail coursedAt the end of each academic year the University College
through its Examination Boards reviews the academic record of students and makesmwendations regarding
studentacademic standingEach student will be advisedoy the Dean of the relevant Faculoy any action
deemednecessary.Continued enrolment af he Mico University College shatiend on the studentaintainng
satisfactory aademic progress toward attaining a degree. The University College measurpsrtbisnanceby

0KS &dd0dzRSyiQa 3aANFYRS LRAYG @SNFXr3IS oDt! v FyR GKS yd2
Students are encouraged to commurtieaegularly with écturers and others who can help them, particularly

when there are academic difficultiemaking good use of consultation hours.

There are5 levels of academic standing:
i) Good Academic Standing

The definition of Good Academic Standing is satisfactory eanad progress during a semester i.e. the
maintenance of a GPA of at least 2.00 and a passing grade in all courses.

5SILyQa [Aadl

{0dzRSyi(ia oAff oLStwhdfeth®SuRentdsya fullme St@lenyadihasttaineda GPA of 3.0

or above butbelow 4.0 in any one semester. The notation wiplzed2 y G KS & dzRSy (1 Qa 7TA
t NBAARSYGQa [ A&l

Students will be placed ahet NB a A LtSWidieh® student is a fulime student anchas attained a GPA

of 4.0 in any one semester, or has ntained a cumulative GPA of above 3.0 for two academic years. The
y2ul GA2y Attt 0S LXIFOSR 2y (GKS aiddzRSyidQa FAfSo

i) Academic Warning

An Academic Warning is the first formal notification that a student has failed to meet the requirements for good
academic stading. AnAcademic Warning shall be issuggdthe Dean of the relevant Facuttyany student who

fails toattaina GPA of 2.0 or higher, or who fails one or two courses in the seme&tstudent who has received
anAcademic Warning shall be encourdge develop a plan for academic improvement in consultation with their
Academic Adviso Thed OF RSYAO 2| NYyAy3 akKlfft y20 0SS LI NI 2F (KS

iii) Academic Probation
Students are placed on AcademioPation as an indicatiorhiat their academic progress notsatisfactory and
that continued failure to improve may result in their being dismissed from the University Colksgelemic
Probation is dormal notification, issuedby the Dean of the relevant Faculthat the studert should take steps
02 FOKASO®S G(KS | yAOSNBRAGE /2tfS3SQ&a I OFRSYAO &aidl yRI

A student will be placed on Academic Probation when he/she fails to maintain a GPA of 2.0 but not less than 1.5,
or who fails 3 or 4 coursesT heletter informing the student about him/her being placed #wademic Probation
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shall be placed onthe SIS Y (1 Q& | O R StydendonAtEiéngcNRRvatioshall be required to consult

with an Academic Advisor or Counsellor, to make an academic improvemenwitathe aim to return to good
academic standing, and shall be required to take less than the normal academic load in the next semester of
attendance. A student on probation must register for no more than 15 credits during the probationary period

and shauld not be absent from any classroom activities, laboratawy fieldwork event A student onrAcademic
Probation shall be ineligible for participation in intercollegiate athletics, to serve as an officer in student
government or to represent the UniversiGollege, unless the Vice President of Academic Affairs, or aésign
grants special permission. The goal for the student on Academic Probation is to acBieweof at least 2.0 and

not to fail any course in the following semester.

iv) Repeat of the Acaémic Year
2 KSy |yeé &aiGddzRSyidiQa Dt! TFlLftfa o0St2¢ mMoPp>X odzi Aa KA
academic year, the student will be required repeat the Academic Yeaand a notation will be placed on the
& 0 dzR S y (AQtadenfFwhd iSraguired to repeat a year shall consult with an Academic Advisor or Counsellor,
to make an academic improvement plan with the aim to return to good academic stanBimgng the repeat
year the studentshall be ineligible for participation intarcollegiate athletics, to serve as an officer in student
government or to represent the University Collegehe student will have to raise his/her GPA to at least a 2.0
and ensure that he or she receives a passing grade in each course.

Failure to Prgress
Students mussuccessfullgomplete allYear one courses by the end of the second academic year. Students who
fail to complete all thevear one courses or sufficient numisaf pre-requisites toprogressshall not bepromoted
to Yearthree. Further the studentshall be required to complete theutstandingcourses needed to progress
before they will bepromoted.

v) Academic Dismissal
A student will be academically dismissed if the student
1 has a GPA of less tharf®in any one semester
9 fails 7 or nore courses in any one semester
1 A& 2y a! OF RSYAO t NP donsedut¥efichdedi@ywarsy 2 NS G KIy (g2
1 does not achieve a GPA of at least, h&vingrepeated an academic year because of p@arformance

Academic dismissal normally is permanent unlest) good cause, the student reapplies and is accepted under
special consideration by the Registrar in consultation with the Dean and#partmentHead. & ! O RSYA O

5AaYAraakalkttte 0SS LI F OSR 2yecodKS addzRRSyidQa | OF RSYAO

Reinstatement/Re@dmission
A student dismissed from the University Collageminates their relationship with the institution for a minimum
of one year, and MUST apply to the Dean of the relevant Faculty to determine eligibility for return. If the student
is eligible to return, théean will make a recommendation to the Registrar, who may allow the student to return
on probation. A student who is readmitted following a period of dismissal is ineligible to participate in organized
co-curricular activities or hold office in any Uersgity College organization for the first semester after resumption.
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H. STUDENT CONDUCT

The Mico University College is committed to providing a safe, equitable and orderly environment for the University
Collegecommunity, and expects each member of that ecoonity to behave responsibly and ethicallgtudents

are thereforeexpected to conduct themselves in a way that respects the cooperative standarasoaimmunity

and accords with the University 2 f { SaAdaudsi

ACADEMICINTEGRITY

Academic ldnestyis a fundamental principle of learning and a necessary foundation for all academic institutions.
The University College recognizes honesty and integrity as essential traits in academic life, and expects its students
to manifest a commitment to academic edrity through rigid observance of standards for academic honesty.

Violations of the principle deny the violators the opportunity to obtain confident command of the material they
are credited with knowing, cheat their classmates out of deserved rewardsrecognition, and demean the
degree they are awarded. It is therefore a matter of great and mutual concern to all membé&ne dflico
community that a concerted effort is made to maintain high standards of integrity, both to protect the value of
the educational process in which we are engaged and to maintain the credibility of the institution.

Individual integrity is vital to the academic environment because education involves the search for and acquisition
of knowledge and understanding, which aretiremselves intangible. Evaluation of each student's level of
knowledge and understanding is a vital part of the teaching process, and requires tangible measures such as
reports, examinations, and coursework. Any act that interferes with the process ofuatieal by
misrepresentation of the relation between the work being evaluated (or the resulting evaluation) and the
student's actual state of knowledged understandings an act of academic dishonesty.

Academic dishonestin any formis unacceptable andcludes, but is not limited to, plagiarism, cheating and
fabrication or misrepresentation.

ACADEMICMISCONDUCT

Cheating: Cheating is an act of dishonesty, with the intention of obtaining and/or u
information in a fraudulent manner. It may maniféseelf in any/all of the following:

) hodaSNIBAY3 | yRk2NJ O2LRAY3I FNBY Fy2it¢
and/or other class assignmentsvith or without his/her knowledge, consen
facilitation or invitation

i) Giving or receiving assistancerohg an examination. This includes providing spe«
answers to subsequent examinees and/or dispensing or receiving informatior
would allow the student to have an unfair advantage in the examination
students who did not possess such information
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Plagiarism

Fabrication or
Misrepresentation

iii) Using class notes, outlines, text messages and other unauthorized inforn
during an examination.

iv) Using, buying, selling, stealing, transporting, or soliciting, in part or in whole
contents of an examination or other assignment not authorized H®y lecturer/
facilitator of the course.

v) Exchanging places with another person for the purpose of taking an examinat
completing an assignment. A student who arranges for another individus
undertake or write an examination on his/her behalf, aslvasl the individual whc
undertakes to write the examination, will be subject to disciplinary action wl
could lead to suspension or expulsion.

vi) Using for credit the same material in a term paper, book report, project, or «
assignment written for cretliin another class without the knowledge ar
permission of the lecturer. This is considered tode¢tplagiarism andi R dzLJt
a dzo Y A anhidhgeprésents a form of cheating because course requirements
expected to be fulfilled through original woflr each course.

vii) Fabricating information for any report or other academic exercise.

Plagiarism is a dishonest act that occurs when a student intentionally or care
presents the ideas, work and/or writings of another person as his/har. ®lagiarism
AyOf dzRSasz odzi A& y24 fAYAGSR G23x &
incorporation of a substantial or essential portion without appropriate citation, cop
and pasting information from websites or any publications, paying feazer written
08 az2vYS2yS StasS 2N daiy3da 2ySQa 62N
another course. Bear the following in mind:
i) To avoid plagiarism, give written credit and acknowledgement to the sourc
thoughts, ideas, and/or words quotetirectly, paraphrased or used with referent
to a general idea.

i) The American Psychological Association style (APA) is usually used for refere

iii) Forworks quoted which are written by someone else, enclose the cited portion
quotation marks and mvide an appropriate citation (e.g., footnote, endnot
bibliographical reference)

iv) Research, as well as the complete written paper, must be the work of the pe
seeking academic credit for the course. This includes papers, book reports, pr
and/or other class assignments.

Fabrication is the provision or use of any false or altered information, data or citati
an academic exercise. Misrepresentation is giving incorrect or misleading inforrr
or failing to dsclose relevant information. Fabrication or misrepresentation of acade
records may include, but is not limited to:
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concealing material information; and/or

F2NHAY3 42YS2yS StasSQa aArdayl G§dzaNBT
forging a University College academic document or record (also a crime);
tampering with computer records;

FILftaATeAay3d | OFRSYAOaA2 NY I GAZ2Y 2
falsifying communications about class absences, missing assignments, ex
other course expetation and requirements.

= =4 4 4 A -—a A

Consequencesf Academic Misconduct

The consequences of an academic misconduct may include loss-estim as well as trust within the academic
fraternity. Regardless of the severity of the offense, a report is to be niaderiting using theAcademic
Misconduct Report Form (AMRF)yY R | y2 G+ GA2y YIRS 2y (GKS &addzRSyidQa
unnoticed.Sanctions for academic misconduct may include

1. Written warning grading penalties, e.d- Y B for the assggnment/exanmicourse or reduced grade;
suspension; expulsion; withholding or revocation of degree.

2.  Report to the AssistantRegistrar Head of Examinationdf during an examany student is suspected by an
invigilator of cheatingn any form including fa&ilitating cheating byother candidates he/she will beadvised
by the Chief Invigilator that the matter will be reported. The student will be allowed to continue the
examinatio®® ¢ KS Ay @AIAL L G2NDa NBLR2NL ¢ Af finatos and iegshey ( 2
will be given the opportunity to write a response to the accusation. An investigation will follow.

3. In cases of plagiarisnthe actions indicated below may be implementdd. all cases, a report will be
prepared using the AMRBased orthe severity of the offence faculty member may emplagny of the
following, in accordance with the Academic Integrity Policy

i) Warning:If the faculty membebelieves this to be the first offense, he/simglicates to the student that
further academic dihonesty will result in other sanctions being imposed.

i) Resubmission of work The faculty member may require that the work in question be rewritten in
conformance with proper academic standards and requirements. The faculty member may also specify
other requirements.

i) Grade reductioy ¢ KS addzZRSydQa 3INIRS F2NJ I+ 0Saids LINRe2SC

iv) Failingr ! 3N RBA 2Fa & asigndent F2N 0KS

Penalties that may be imposed at the University College level are:
f ! 3N RS iedfardhé colrse. | & & A

1 Suspension from the University College

1 Expulsion

Students have the right of appeal against any sanctions applied by the officers of the University College. In all
cases, due process must be carried out. Students must follow the proesthid out for dealing with such issues.
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CODE OFCONDUCT

The Mico University College is committed to the overall educational and personal growth of its students. In order
to facilitate this growth most effectively, it is essential to maintain an appad@renvironment.

The following regulations are designed for the general Aveihg of all members of the University College
community. They seek to inform students of expected behaviours, describe prohibited conduct and state the
disciplinary procedureand sanctions applicable in order to ensure that the rights of all students are respected
and protected. The University College strives to make the campus commuyntétyesof study, work and residce

where people treat one another, and are treated witsspect and courtesy. The University College views the
d0dzRSy i O2yRdzOG LINRPOSaa a + tSENYyAy3a SELSNASYyOS
responsibilities and privileges within the University College community and the wider coitymu

¢tKS {(dzRSyGaQ /2RS 2F /2yRdz0G A& Ay SFTFFSOUG 620K 2y
sponsored by the University College, alumni or other groups. These functions include but are not restricted to the
following: social evwats, clulisociety/religious fraternityactivities, athletic eventfracticum,conferencestrips

or other University College related experiences. This Code of Conduct is also applicable when students are in and
around the wider communitgf the campus oPracticum site

Students are expected to maintain the highest standards of morality, integrity, orderliness and personal honour
befitting a teacher in training. Therefore, they are expected to conduct themselves lawfully, maturely and
responsibly. A respwibility of those in the University College community is to follow established rules and
guidelines in order for the community to function more efficiently. The Mico University College views each person
as an individual with certain responsibilities teetbniversity College community and reserves the right to refuse
admittance or dismiss any student whose behaviour and lifestyle are not consistent with the goals of The Mico
University College.

When students respect the rights of others to engage in etiooal, social and recreational activities without
AYUOSNFSNBYOST 206Seé (KS | yAOGSNBAGeE [/ 2ffS3SQa NBIdzA I
being harassed or subject to physical harm, then a healthy, safe and productive enviromithbstcreated.

The Mico University College, as a community of men and women, is committed to furthering scholarship,
academic pursuits, and dedicated service to our society. As an institution, our purpose is to assure all students an
equal opportunityto fulfil his/her intellectual potential through pursuit of the highest standards of academic
excellence.

Certain rights and obligations accrue from membership in any academic community committed to goals such as:

1 The rights of personal and intellectuatdedom which are fundamental to the idea of a university college;

1 A deep and abiding respect for the equal rights and dignity of others; and

1 Dedication to the scholarly and educational purposes of the University College and participation in
promoting and asuring the academic quality and credibility of the institution.

Students are responsible faccessing and complying with tlestablished University College policies as listed in
its official publications. In addition, students must comply with the legal ethical standards of the institution.
All members of the community should inform the appropriate official of any violation of conduct regulations.
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The University College reserves the right to request at any time the withdrawal of a student wha oaxoes

not maintain the required standard of scholarship, or whose continuance in the institution would be detrimental
to his/her health, or the health of others, or whose conduct is considered unsatisfactory by the authorities of the
University College

All students are expected tamiliarizethemselveswith the ethical standardsguiding principlesand the related
policiesof the University College including theode of ConductNot knowing or understanding these standards
and policies is not a defece or excuse.

CONDUCTREGULATIONS

Students should not interfere with the rights, safety, or health of members of the University College community
Y2NJ AYVGSNFSNB gAGK 20KSNJ a0dzRSyiaQ NRARIK(OG deperileSl NI &
and regulations and all national laws. Violations of conduct regulations include, but are not limited to:

Non-Academic Misconduct

Complicity A student who through act or omission assists another student, individual, or gro
committing or @empting to commit a violation of the Code of Conduct will bbject
to disciplinary action.

Disorderly conduct All lewd, obscene, indecent behaviour or other forms of disorderly conduc
University College property or at any function sponsored opesvised by the
University College is prohibited. No student will threaten to, or actually, push, s
or physically or verbally assault any member of the faculty, administration, ste
student body or any visitor to the campus. These behaviourbaraches of the law:s
of Jamaica and will be reported to the Police.

The abuse or unauthorized use of sound amplification equipment indoors or outc
during class hours is prohibited. Abuse or unauthorized use of sound amplific
equipment indoors opbutdoors during classroom hours is prohibited.

Disruptive behaviour Members of the University College community have a right to lawful freedor
movement, the lawful use of property, facilities and parts of the University Coll
Violations of these ghts with intent by: physically hindering persons from entering
leaving or using the facilities; remaining in any building after being told to leave
during General Assembly); the playing of loud music while classes are in st
interfering with University College officials or lecturers in carrying out their lav
business are prohibited.

Students may not disrupt the orderly processes of the University College invc
teaching, administration, disciplinary proceedings or other activities. Bebawhich
disrupts the teachingearning process during class activities will not be tolerated.
includes belligerent, abusive, profane, and/or threatening behaviour. A student
fails to respond to reasonable faculty direction regarding classrbehaviour and/or
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Non-compliance with
University College
staff

behaviour while participating in classroom activities may be dismissed from the
and will be subjecto further disciplinary action.

Students are required to comply with reasonable dinee$ orrequests from members
of staffand from security personnel contracted by the University Collageng in the
performance of their duties. Failure to comply with the terms of any directive, pc
procedure or agreemenfsuch as the Student Coatt) between a student and
University College official is anlation of the Code of Conduct.

Misconduct towards members of the University College Community

Disorderly assembly

Dissemination of
malicious material

Harassment/verbal
abuse of others

Physical
assault/battery/bullying

Ragging/Hazing

Students are free to support causes by orderly means that do not didrapegular
and essential operation of the University College. Students should not assem!
campus for the purpose of creating a riatausingdestruction, or disorderly
diversion which interfere with the normal operation of the University College
cawse property damage. This should not be construed as denial of the rig
peaceful, nordisruptive assembly. Students are not allowedpr@vent persons
from entering or leaving the campus, obstruct the free movement of othe
persons about the campug nterferewith the use of the facilities.

Students who disseminate or cause malicious and/or defamatory material t
disseminatedor engage in activity which creates a social or academic climate
hinders or pevents thefree andfull participation of another person or group in tt
life of the University College will be in breach of the Code of Conduct and subj
disciplirary action This includes all materials posted in social media and on n
boards arand the campusor otherwise made visible or accessible to t
community or part thereaf

Harassment includes conduct that is intended to unreasonably interfere wi
LISNE2YyQa fATFTS G ¢KS aludes?but isynbt dirBitbictd
intimidation, threats, slurs, derogatory graffiti, interdsbcial mediapostings,
repeated undesirable, uninvited and avoidable interactmnany conduct whick
endangers the health, safety or wdkking of an individual agroup.

Threatening, fighting, intimidating, demeaning or insulting behaviour, physi
abusing another person or holding him/her against his/her will is prohibited t
2y YR 2FF GKS ! yA @S NI belpdnistaldef by Sum@e
dismissal from the institution. These activities are also in breach of the laws ¢
country andwill be reported to the Police.

The Mico University College prohibits any unproductive or hazardous activity
may be construed as hazing or ragging. Hazing/ragging is defined as: any ac
situation which recklessly or intentionally endangers the mental or physical h
or safety of a student, causes physical discomfort, embarrassment, ridicule fc
purpose of initiation or admission into or affiliation with any organization opera
under the sanction of a universigollege Such conduct includes but is not limit
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Rape/Sexual assault

Sexual Harassment/
Salking

to whipping, beating, branding, forced exercise, exposure to weather, fo
consumption of food, liquor, beverage or drugs or any forced activity tl
humiliates, abuses, degrades or endangers the heatid safety of other students

Sexual assault is any unwanted sexual contact or activity with a person that ¢
witK2 dzi GKFdG LISNER2YyQa O2yaSyido /2yafs
intimidation or a threat of physical or emotional harm. If the person is unabl
give consent because l#he is asleep intoxicated unconsciousor otherwise
unaware of the asault,it is gill considered sexual assault.

Sexual harassment consists of any unwelcomed sexual advances, reque
sexual favours and other verbal or physical conduct of a sexual nature. This inc
but is not limitedto, submission to, or rejection of, such conduct that is made eil
explicitly or implicitly a term or condition of academic decisions affecting a stuc
O2yRdzOG GKIFG FFFSOGa 2N AYyiSNFSNBa
conduct that isconsidered a condition for employment or that creates a hostile
intimidating work or academic environment.

Misconduct of a General Nature

Alcohol and drugs

Alcoholic beverages

Drugs

The Mico University College, as an institution of higher education, is dedicat
the wellbeing of all members of the University College communiyudents, all
categories of staff, and administrators. Because of its concern regarding the n
of alcohol and other drugs (both licit and illicit), it is the policy of the Univel
College teendeavour to prevent substance abuse through programmes of educi
and prevention.

The University Collegs in full compliance with the laws of Jamaica with respec
the possession and/or use of certain substanbeing illegal. Members of the
Univessity College community who engage in any illegal activity involving alcof
other drugs are subject to dismissal.

Possession, consumption and/or distribution of alcoholic beverages, in any fol
and about University College gmus, instructional buildings, hatté residenceand
athletic facilities or at any University Collegetivity on or off campus are strictl
prohibited (i.e. unless authorized by the University Colleg¢)s illegal to include
any form of drinkig conest at social functions.

The University College will uphold the laafsJamaicaconcerning the illegal use
possession, consumption, dispersing and/or distribution, manufacturing, or se
drugs, narcotics, controlled substances, counterfeitsgnthetic substances an
drug paraphernaliawhich are illegal. Abuse of prescription medications is
LINEPKAOGAGSR® hyfteée (K2aS YSRAOF(GAZ2Yya
campus housing or other property owned or optd by the Universyt College.
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Tampering with
University College
Property

Forgery and
unauthorized
duplication

Gambling

Off-Campus offenses

Possession or use of
firearms and dangerous
weapons

Smoking

Theft

¢CFYLSNAY3I gAGK GKS | yAGSNAAGE [ 2f¢
system, etc.) is prohibited. The student found tampering with the Unive
/ 2t £ S3S5SQa LINE LIStddndke mestitbitibn fay Sny prdpérisizar N
thereof which has been damaged or destroyed. The studentisil be liable for
suspension.

The forgery, alteration or unauthorized possession or usehef marks of tke
University Collegepfficial documents, records, and instruments of identificatic
misrepresentation, or counterfeiting is prohibited. The duplication of Univel
Gollege keys is also prohibited.

Gambling may be defined as any unsanctiogedne of chance where currenc
property, and/or service are exchanged. Gambling, including taking or placi
bets or payoffs is prohibited on campus or other property owned and atperby
The University College.

The University Qlege has jurisdiction tanvestigate and prescribéisciplirary
actionagainststudents for engaging inreaches of the Code ob@duct that occur
off campus, and outside of University College precincts and activities,other
conductthat adversely a#ict the vital interests of the institution. The Univers
College has a vital interest in the character of its students, and regardamfius
OSKIFI@A2dzNI a | NBFESOGA2Y 2F | &ddzF
of the student body. Thefore, offcampus behaviour that indicates disregard -
the health and safety of people or their property, including but not limited
criminal conduct, will bsubject to disciplinary action.

Firearns, illegdknives, explosives, chemicalgyvices to start firesr bomb-making
materials must not be kept by students on property owned or operated by
University Collegelhe brandishing or use by visitors shall not be facilitated eit
With specialauthorization, members of thdamaica Constabulaforce Jamaica
Defence Forcer contractedsecurity company who carry firearms to carry out th
duties will be allowed to do so. These should not be discharged except in the ce
out of their duties All breachesvill be reported to the Police.

Smoking cigarettes, other tobacco produatsarijuanaor other lighted smokinc
equipmentis not allowed inside or around any buildings or properties ownel
operated by the University CollegeThe campus and residential areas are fu
smoking zones Students in violation will have thearaphernalifroducts
confiscated and will be liable for suspension for a repeated violation and fol
other violation may be expelled.

Theft of property owmed by the University College or of the property of others
GKS ' yAGSNEAGE /2f€tS3SQa LINRPLISNIe& |
dismissal from the institution. Additionally, theft is a breach of the laws of
country andwill be reported b the Police.
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Vandalism and Abuse of property may include damaging, defacing, destroying or misi

abuse/misuse of buildings, equipment, grounds and other resources, belonging to the Unive
University College College.The posting of promtional paraphernalia, such as event advertigents
property and election campaigrilyers on areas other than designated notice boards

considered as property abusestudents in violation will be liable will be responsil
for the repair / renovation of damagearoperty. Incidences of serious damage w
be reported to the Police.

An exhaustive list of misconduct is not possible, but will include all conduct that the University College
deem to be unfit for a teacher or which may disrupt the smooth running betUniversity College.

Consequences of anyisconduct or unapproved behaviour

Once it is determined that a student has committed a breach of the standards, protocols and politieito
University College amounting to a misconduct or behaviours wdmelmappropriate or prohibited, disciplinary
measures will be implementedThignay include:

a) Reprimand:Notice of violation of specified regulations and warning that further conduct of that sort may
result in a more severe disciplinary action.

b) Disciplirary restrictions:Limiting of certain privileges or practices of the person(s) involved in the offence.

c) Fines:Fines may be imposed depending on the severity of the infraction.

d) Probation:The University College reserves the right to impose conditions amneétrictions on the person(s)
involved, with warning of more severe action if further infractions occur (or if probation is violated).

e) SuspensionSeparation from the University College for a specified period of time. This suspension will appear
onthesi dzZRSYy G4 Qa (GNI YAONRLII® 5dzNAYy 3T &adzalLlSyairzy GKS aid
and will not be allowed to participate in any University College sponsored activity.

f) ExpulsiorDismissal Immediate, permanent expulsion from the UnivigyCollege.

Restitution, community service, counselling or other assessments may also be required in certain circumstances.
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ACCEPTABLE USE GBEOMPUTERAND ELECTRONIC RES®RCES

Access to and use of The Mico University College computing eotiaglic resources are privileges granted to
students, staff, and faculty for academic, research, operational and administrative purposes. This privilege carries
many obligations. Users are expected to use these resources in an efficient, appropriatel atid lawful
manner that supports the mission of the institution.

Misconduct in relation toComputer and Electronic Resources

Some examples of unauthorized use/ misuse are

1 Attempting to circumvent/bypass security facilities on any system or network.

1 Pacing any destructive or nuisance programmes such as viruses or worms into a system or network.

1 Sending fraudulent, harassing, threatening or obscene messages.

1 Intentionally accessing or collecting, or sending pornography or other material inappropuiate t

public workplace.

Py dzi K2NRAT SR dzaS 2F (KS lafdoi@mEksie / 2ff S3SQa y

Transmitting advertisements, solicitations or promotion for any other commercial purpose not

authorized by the administration.

1 Create, store, process or trami any defamatory material or material which is designed or likely to
cause annoyance, harassment, inconvenience or needless anxiety to others.

T 'aiAy3a 2N FO00SaaAiAyda Fy20KSNJ LISNER2yQa aeadsSysz dz
LJS N& piyhi@sion or authorized by the Vice President of Administration.

1 Using the system to excess in Roniversity College related activities, for example sending chain mail
or mass unsolicited mail.

1 Using the system or networks for personal financial gaiolugling outside professional activity.

= =

Any computer identified as a security risk due to lack of virus protection may be disconnected from the
network.

Social Networking Services

Social Networking Services or internet connectivity taalshas online communities have helped students at
universities and colleges to connect in many positive w8yslents should however,be very selective of the
content postedbeing aware of the following:

1 Any material that is posted on these sites is public property

1 Ths content may be available to anyone with internet access, which includes your peers, faculty,
alumni, parents, neighbours, future employers, financial institutions, and anyone else in the world
with access to the internet.

1 Potential employers may cheok your activity in considering your application for a job.

1 Telephone numbers, residential information, and information about your whereabautisregular
activitiescanprovideof a profile of your lifestyl¢hat can be used for nefarious activities agdiyou,
your family, friends and associates.

1 Compromising photographs should never be posted.
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Consequences of any Misconduct or unapproved behaviaurelation to the use of Computer, Electronic
Resources and Social Network

Once it is determined thapersons have usedny University College owned and operated computer systems
andor networks for unauthorized purpogs), such personare subject to disciplary actionsup to and including
dismissal/expulsion and/or any other action that the institutioray prescribe In case of financial loss to the
University College, restitution may be sought.

PERSONALAPPEARANCEAND DRESEODE

Dressing as a Professional

The Mico University College prides itself in setting high standzfrdeess, deportment and gabconduct. The
influential position of a teacher in the lives of childismsignificantresponsibility Teachers are held accountable,

not only by education administrators and government ministries, but by parents, guardiatiseawitier society.
Appearance is important; so we take very seriously the old adageA NE i A Y LINS & Ohratgndlards NB  f
of dress are intended to portray a professional image. We believe that proper and appropriate dress enhances
performance both professionally, agilas, in the educational environment. You are therefore expected to dress
professionally and all students are required to wear the designated uniform to classes.

All students; male, female, full time or part timeare required to dress in a manngpropriate to the profession,
observing all specific guidelines within the relevant specialisations, including protective clothing and suitable
footwear. Clothing that is revealing of shoulders, torso or thighssuggestiveof the body form are not
appropriate and should not be worn for classes, to access any facilities such as the library, computer laboratories
or cafeterig or in attending any function hosted with the permission of the University College or at which you are
representing the institution.NOTEShirts(t-shirts, polo shirts, button down shirtsyvith the crestare not part

of the uniform for students

Hairstyles and accessories are to be consistent with the dress code of the profession and not be didttaicting.
should beof anatural cdour and there should be no artificial hair of unnatural lengtlglhrawks, bleached hair
or patterns in hairstylesi-emale hair accessories are to biack ordark brown. Males are not permitted to
accessorise their hair. Other accessories are to be coateevA wristwatch and a bracelet may be woFemales
may wear a single pair of earrings. Males are not permitted to wear earrings.

No tattoos (if the student already has tattoos these should be covered at all times) or bleached skin

Female studentsmust wear professionally tailoreduniforms made of the approved fabric in the selected
designs and coloursThe colours are blue, burgundy and browmhe fabric for uniforms is available in the
BookshopThe uniformstyles must adhere strictly to theatternsprovided in the registration packagdsemale
students inYears 3 and 4 femalesaywear professionally tailored pants made from the approved fabric in the
approved styles. Cotton blend fabrics in pastel colours complementing the fabric of therskijacket are
appropriate for blouses onlyzamisoles made from other materiasdse notallowed.
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Make-up must be minimal; and fingernails should be a moderate length coloured natural or p&$teés are to
be black odark brown, with heels no more #in5 cm tall.

While male students do not hawedesignated uniformthe dress code requireslarkcoloured dresgants,long
sleeveddressshirt of a cottortblend fabricand tieor bush jackets for classeBress hirts are to be plaior subtly
pin-striped, without sheenor pattern. Clean daricoloured shoes of a single colour, worn with dark socks are
required. Exceptions will be made when you are engaged in other activities which may necessitate a different
attire. Because the Halls of Residence fennmare on the main campus, care must be taken to be appropriately
dressed especially when classes are in session.

All full-time students and student representatives of evening/pattime programmesare required to have a
black blazer for official functions The blazer is regarded as part of the official University College dress. Students
may purchase a blazer off the rack or have them tailored.

Parttime/ Evening StudentsStudentsregistered paritime and/or eveningstudentsare required to dress as a
professional when attending classes. Masé teachers whavill come to classes after work and so would be
dressed appropriately, having to comply withe dress codeof the Ministry or the school at which they are
employed

Physical Education and Athie Team Attire:Students participating in Physical EducatdtSTbe fully attired

in the University College colours. This includgsldMico T-shirt along with black track suit bottom. For footwear,
athletic shoesarerequiredandmaybe of any colourSports attire can be bought on campus from Department

of Physical Education. For all Intmllegiate competitions, it is expected that all teams be fully attired in the
colours of The Mico University College whaech black and gold.

NB: If forany reason a student has to be out of uniform e.g. wearing sandal/slippers, the student MUST visit
the nurse who will give him/her a cover note. This cover note must be kept with the student at all times, to be
shown if questioned by staff about this infiion.

Personal Appearance

The Mico University College studsnindertake to conduct themselveis a mannerthat conforms with the
acceptable standards of propriety, modesty and good taste acceptable when theyTeeitdico pledge saying:

G L LINIhaby apfeardrice and conduct outside, as well as inside the University College precincts will be such
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APPEALS ANBGRIEVANCHPROCEDURE

APPEALS

Students have the right of appeal against any sanctpptied by the officers of the University College. In all cases,
students must follow the procedures laid out for dealing with such issues.

STUDENTGRIEVANCEPROCEDURE

The Mico University College is committed to ensuring that students are provided witfh @jbality educational
experience, supported by appropriate academic, administrative and welfare services and fatiigies may
however,be occasions when students feel that they have cause for complietUniversity College will seek to
ensure that all complaints from students are treated seriously and are dealt with promptly and with fairness.

In circumstancesvhere a patrticular staff member is deemed to be responsible for the source of grievance
students should first attempt to resolve the preln bycommunicatingdirectly with the employee involved.

The majority of complaints can usually be resolved satisfactorily on an informal basis. However, the University
College recognizes that it is not always possible for students to resolve a probldirett discussion with the
University College employee. In these cases, the options available to students include making an informal
complaint to theHead of his/heDepartment and/or filing a formal written complaint in accordance with existing
Universty College policiesDepending on the nature of the matter, informal verbal complaints may not be
adequate to warrant action othe part of the Department Headr other officer receiving the complaint. In such
cases, the action of any officer is discreioym and must be consistent with the policies, regulations and
procedures of the institution.

Formal Complaints and Grievances

Complaints regarding processes or procedures of the University College should first be communicated directly to
0 KS a i dzR@méiit Beéad BhS will report the concern to the relevant office and communicate with the
student on any further action required on the part of the student. The regulation described below primarily
addresses grievances against a person or persons actihgiircapacity as University College employees.

Students who wish to file a formal complaint must do so in writing. Formal complaints or grievances made by
students fall into these categories:

1. Grievance against a faculty member or administratgk studem who believes a membeof the academic,
administrative or ancillary staff or security personhak acted unprofessionally may file a formal grievance.
2. Sexual Harassmenthis pertains to any charge of sexual harassment against any University @atiplggee

If a student has a grievance concerning administrative action, or concerning a member of the faculty or staff, the
student should make a complaint in writing within 15 days from the date of the action taken against hifriiber.
written grievance reprt shouldbe dated andcontain a concise statement of all relevant facts and the relief
sought. Thisignedreport should be submitted to the University Registrar and copied to the Vice Presidents.
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Upon receipt of a written complaint, theeceiving offie will ask the studento provideevidencesupporting the
complaint. A request for a responseith supporting evidencewill be madeof the party against whom the
complaint has been filed. A panel will review the grievance and evidence to determinkexhatl what type of

action should be taken. If the grievance is found to have no basis, to be insubstantial, or wholly a question of
discretion, the grievance shall be dismissed without further action. The student will be advised in writing as to
whether the grievance was dismissed,afranyadditional actiorto be taken.

1. If the review panel decides that further inquiry should be made, then the following actions will be taken:
a. Informal Resolution ProcedureThe University Registrar and his/her panelym#dormally meet with all
parties and try to resolve the issues raised.
b. Formal Resolution Procedurdf the panel is unable to informally resolve the issue, then a Grievance
Committee will be convened to make a final determination of the issue.

2. The Grieance Committee shall consist of three membassmpartial arbitrators Onemember shall be from
the alumnibodyand will be chosedepending on availabilityThe other twamemberswill befrom thefaculty
andor the administraion of The Mico UniversityCollege These membersshould have no detailed
knowledge of the facts of the dispute.

3. The parties will attend the grievance hearing before the panel at which time both parties shall submit their
evidence and arguments concerning the matter. The pasiedl be notified in writing of the time, date and
place of the hearing. All hearings shall be conducted on the campus during normal working hours. There will
be no meeting of the Grievance Committee unless an active appeal has been filed in accovitflaribés
procedure.

The Grievance Committee hearing shall be subject to the following procedures:

The Committee shall have no right to modify, add to, or subtract from this grievance procedure.

A majority vote of the Committee shall be determinative.

TheCommittee shall render its decision in writing on forms provided.

The Committee shall be obliged to render a decision within fourteen calendar days following the close of
the hearing.

oo op

4. The decision of the Committee shall be final and binding. Any studdieigt a grievance shall be notified of
GKS /2YYAGGSSQa RS OAMhkeklasyoffiGadadddeSINII A FASR YIFAf (2 KAA
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. STUDENT SERVICES

THE DEPARTMENT OF STUDENT SERVICES

The Mico University College is an institution that caters to the holigteds of its students. The work of the
5SLI NIYSYyd 2F {GdzRSyd {SNBAOSa NBTFESOGa GKS | yA@gSt
physical welbeing, a healthy lifestyle, intellectual, spiritual and moral growth and the fostering of megfil
interaction between students and the rest of the University College community.

The following areas of student life fall directly under the umbrella of the Department of Student Services:

a) Social Counselling

b) Job Placement (jointly witRlacement Offier)
c) Sports and Recreation

d) Student Housing

e) Welfare

f) Mentorship

g) Community Outreach activities

STUDENT COUNSELLINGNON-ACADEMIQ
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are encouraged to take advantage of these services in addressiAg-diay issues such as those related to time
management, relationships and other personal tvaes that may develop into obstacles to the achievement of

their academic goals. The Counsellor(s) along with the College Chaplain, Peer Counsellors and Mentors assis
students not only in coping with personal and emotional problems, but also in warkiitively towards greater
fulfilment as human beings. All interviews and records are treated confidentially.

To access service from the Counsellor(s), students are required to make an appointment through the
secretary/receptionist of the Counselling tJaf the Department of Student Services. In the case of an emergency,

a crisis or if a student is referred by a lecturer, priority attention will be given to such an individual. Referrals are
R2yS 2y (KS oFraira 2F (KS aCamsélgrirmesCoundelforfwil yeieystidedts tal 2
community counselling services when such additional intervention is deemed necessary.

AREAS OEOUNSELLING

Personal Counselling Grief and Trauma

Peer Counselling Relationship Challenges
Group counsellig Academic Advise
Family counselling Financial Advise

Career Counselling & Assessment Sexuality

= =4 4 -4 - -
= =4 4 4 4 -

Crisis Intervention (Assault & Abuse) Stress and Anger Management
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JoB PLACEMENT ANOCCAREERSERVICES

The Job Placement Officer provides students and graduatth information that will help them make realistic
employment/career decisions and offers assistance withgearch and placement. He/She also arranges an
annual job fair where final year students meet with potential employers.

SPORTS ANCRECREATION

Sports is integral to student life at The Mico University College allowing persons to compete, develop physical
abilities and skills and share similar passions. The benefits of participating in sports cannot be overemphasized as
engaging in sports not onbuilds healthy bodies, but disciplined minds, teamwork and a sound character.

The University College offers a wide variety of team sports including cricket, football, basketball, rugby, table
tennis, netball and volleyball. The institution also alldas the development of individual athleticism and
dexterity through its Track and Field Programme

On campus there are several sporting competitions culminating in the-irtese competition, primarily in Track

and Field. This competition is usuallychigl March. However, the University College also participates at the inter
collegiate level, as well as, in other organized sporting programmes. The Mico University College has maintained
its position as one of the top Universities in collegiate spowittiyities. From exposure at these metes, individual
athletes are chosen to participate at the national level and to represent our country at the international level.

All students are encouraged to take part in at least one sporting activity andtaigigt the time of registration.

To be eligible to sign up for a sporting activity, a student must:
- Be afully registered student at The Mico University College at the undergraduate or graduate level
- Have an interest in the particular sport (Some ex@ece in the sport would be advantageous)
- 11 @S I R20G2NNR& OSNIAFAOFIGS AYyRAOFGAY3 GKFG GKS

The University College also makes available Sports Scholarships, for those students who have excelled in their
respective sporting disciplines.

To be eligible to apply for a sporting scholarship, a student must:
- Be afully registered student at The Mico University College at the undergraduate or graduate level
- Have excelled in the particular sporting discipline at l@ashe secondary level.
- 11 @S I R200G2NNRa& OSNIAFAOFIGS AYyRAOFGAY3 GKFG GKS

All applicants for sporting scholarships will be interviewed by a team selected by the Sporting Director. Students
who have been awardedporting scholarships will be expected to maintain their academic grades, while they
continue to participate fully in the sporting arena. (Details from @féce ofAlumniand Development
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STUDENTHOUSING ACCOMMODATION

Residential life is intendeatenhance and complement academic programmes. Students who seek housing must
adhere to the following:
1 Attend all official University College functions
Be an active member of a House, Club or Society
Participate in or attend University College competitions
Observe the established curfew times
Demonstrate acceptable professional conduct
Be dressed as a professional while on campus
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Halls of Residence

The Manager of Halls has overall responsibility for the Halls of Residence at The Mico University Caolidge. In
to be considered for housing, prospective students must applaéoommodationst the time of application to

the University College. Male students are housed at Mills and Glen Owenditatited on thenaincampus at
Marescaux Road. Housing female students is provided at the Errol Miller Hall situated nearby at Arnold Road.

Hal life is to complement the teachdraining process. This provides experience and learning in areas that are
not programmed within the structured academic timetabln the community of the Halls, it is possible to develop
those social skills which are vital in building good human relations. Hall life provides opportunities for leadership.
It is organized in such a way that over the period of study individuaiavi# the opportunity to lead in some way.
Living in University College housing also provides an opportunity for individuals to come to appreciate the
importance of observing rules and regulations.

Observanceof Housing Regulations

Living in Universitydllege housing is a privilege and students who are granted this privilege are expected to abide
by all the guidelines and regulations. A student who is in breach of any of these regulations will be required to
vacate the University College housing imméglijgand find alternative accommodatiorihere is zero tolerance
approach for uncivil, dishonest and other arsiocial behaviours.

Activities in the Halls or anywhere on the Campus such as ragging, harassment and bullying of other students
could result h physical or emotional harm to students and are strictly prohibited. Involvement in, promotion
of or any attempt at perpetuating such practices, are grounds for summary termination of housing privilege

Orientation of New Resident Students

The annual Qentation exercise is designed to prepare new students for the higher education phase of their
RSOSt2LIYSyilid® ¢KS aral02 | yAOSNBRAGE /2t6S3SQa FRYAYA&!
Resident Advisors and student leaders.

The followingshould be noted:

1 Bodily or mental harm to another student, destruction of property, undue harassment to the extent of
depriving other students of their right to rest and relaxation are matters which could warrant the
intervention of the Police.

f TheOriedi GA2y SESNDA&ES A& AYGiSYRSR (G2 | RAFIyOS &idR
the values cherished by the institution.
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Residing off Campus/ Commutindguslents
Students who cannot be accommodated in the Halls and live at home or in\suptodgings outside the
University College are subject to all regulations which apply to those who reside in University College housing.

The University College recognizes that in addition to those matters which affect all students of the institution,
commuting (nonresident) students will have their own peculiar needs. Commuting students are encouraged to
avail themselves of the services of the Chaplain, Student Counsellor or the personnel in the central office of the
Department of Student Services dmtneed arises. Similarly, they must understand that both resident and non
resident students are subject to and must comply with University College regulations. For example, commuting
students, like their counterparts who are resident on the Campus,eeired to,among other things

Attend (and participate where necessary in) all official University College functions

Be punctual at all lectures/ classes/labs

Be an active member of a House and a Club or Society

Demonstrate at all times acceptable standsrof professional conduct, honesty, morality and mutual
respect.

1 Be dressed as a professional while on campus.
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Caribbean and International Students

The Mico University College, in keeping with its mission to offer its services globally, opens itododents

from the region and the wider international community, and guarantees the following:

1 An academic community and a learning atmosphere free from racial, political, gender, religious, cultural or
any other form of discrimination

1 Housing as enjoyebly the general student population.

9 Access to all facilities and privileges as enjoyed by the general student population.

In as much as the University College is committed to the aforementioned, all Caribbean (CARICOM) and
international students are expeetl to commit themselves to full compliance with all rules and regulations
governing student life.

Dining
The housing/ accommodation fee entitles the students who reside on the Campus to two meals each day. On
week days, lunch is served from 11:00 a.m21@0 p.m.and supper is served from@@ p.m. t05:30 p.m.

On weekend days, the meals include breakfast which is served from 8:00 a.m. to 9:30 a.m. and lunch from 12:00
noon to 1:30 p.m. All meals are served in the Bonham Carter Cafeteria.
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WELFARE

Welfare refers to theeconomic needs of the students. Students found to be genuinely in need of financial
assistance will be interviewed by the Department of Student Services personnel and referred to the appropriate
office for assistance.

Work Study /Earrand Study Programmes

The Mico University College understands that there are students who are in need of financial assistance-on an on
going basis. These students are not from environments which are able to offer this support. The Department of
StudentsServices will endeavour to seek employment from inside and outside of the institution e.g. through work
d0dzReé 2NJ SIENY FyR addzRé LINRBINI YYSao ¢tKS aGALISYR SI
Bursary and his/her personal purse.

MENTORSHIP

The Mentorship Programme is designed to assist in preparing students to become professionals. This aspect of
0KS aiddzRSyidQa GNIAYyAy3a Aa FTHOAfAGFEGSR o0& aAO2yAlya
the lives of such studés toward their chosen professions. Each volunteer mentor will be encouraged to work
with at least one student and agree to expose the student to acceptable social skills and behaviours.

COMMUNITY OUTREACHACTIVITIESV OLUNTEERISM

The primary purpose fohe volunteerism programme is to serve the needs of the external community. Two core
tenets of the programme are to give back to the community, and to deepen our understanding of the issues and
challenges facing people and places in our immediate or exttrmdenmunity. Therefore at least 60% of the
volunteerism hours must be external to The Mico.

All students that are enrolled in an undergraduate degree programme (evening or day) must coffplaiars
of volunteerism. All hours must be completed beforeth&§ AA Yy Ay 3 2F (GKS aiddzRSyidQa
any portion of volunteer hours may be applied for on the basisoéudit of transcript oevidenced community
service involvement occurring no more than 36 months prior to beginning the Mico progeadpplication for
SESYLIiA2Yy Ydzad 6S YIRS gAGKAY G(KS &GdRSydQa FTANBRG |
Students may record
1 Direct community service activities (e.g. tutoring, visiting elderly, feeding the indigent)
T Indirect service activities (e.g. fundraisers, commundijvities, Sagicor SIGMA Corporate Run)
1 Projects sponsored by student clubs/organizations that provide a service to the local community
1 Participation and hours from some, but not all, scholarship programmes (i.e. volunteerism above 100 hrs
e.g. as a requiment of the scholarship) mdye transferable
f  Mandated community service hours (100 hrs and above) within academic prograamés 15 hours
per semesteto a maximum of 30 hours may be transferable)
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Students maynot record
T Activities for which a studens paid wages or a stipend
1 Non-Profit Internship hours
1 Observation or practicum hours that are part of a degree requirements
1 Service completed during a semester in which the student was not enrolled at the University College or in
a University Collegeponsored program.
{ Student club/organization activities that do not provide a direct service to the local community.

Students are expected to arrange their own volunteer hours and ensure that all documentation is
submitted in a timely manner. Once an approvedtity has been identified, the student should submit
information to the Department of Studern$ervices. Students completingrsice hours above and beyond
the hours required, which vary across academic programmes and scholarships, may receive recadgnition
accordance with the criteria for awards or recognition.

If a student has completed voluntary service hours that do not fall within the recordable hours listed above and
wishes to have them recorded, the student is to schedule a meeting with the \éelisin Officer at the
Department of Student Services by emailgtgdent.services@themico.edu.jta discuss the matter.

HEALTHSERVICES

The Mico University College places great emphasis on failiteessary for the health and wbking of all

students and undertakes to provide basic health care as needed. Serious cases of illness and in instances where i
is consideredhecessaryvill be referred to the relevant professionals or to public headtilities.Each student is

required to subscribe to the health insurance programme authorizegthe institution.

HEALTH CARDS

How dol collect my health card?

1. Complete both thevlember Enrolment Formand theMedecus Health Insurance Clearance Form;
Note: The Member Enrolment Form should be submitted tdBihesary The Clearance Form should be
signed and stamped by Bursaryrepresentative, and be submitted to the General Office,
Department of Student Services.

2. Collect your Medecus Health Card at tReneral Office, Department of Student Services approximately a
Y2YGK FFOGSNI GKS WwSIA&AUNFrGA2Y t SNA2RQ KIlFa Of2as

Note: Only registered students are entitled to receive Medecus Health Cards
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How do | claim for a reimbursement?

1. Collect arindividual Clam (Medecus)Formfrom the General Office, Department of Student Services;

2. Complete the said form ensuring that it is signed and stamped by the medical personnel or office you
GAaAGSRO® ¢CKS 2NRAIAYIFET NBOSALI enddand2staridedy h8 Be |
attached to the submitted form;

3. Submit the completed form (signed and stamped etc.) to the General Office, Department of Student
Services withimo more than three (3) months

4. Visit the General Office, Department of Student Sexwiafter the expiration of about three (3) weeks, to
O2f t SOG @2dzNJ / £ LAY [/ KSKEdzZR YBMINARSAYVIHNKSYSWBYZHT
honoured.

Note: In order to be eligible for claim/ reimbursement, you have to be activated on the Medecu

Health Insurance Plan. Also, the medical attention you receivedst be covered by the
Medecus Health Insurance Plan.

There is a doctoavailable at time posted at the Health Centhgpointments to see the doctor are made through
the receptionist or he nurse on dutyat the Health Centre Students are asked to bring their Univerdigllege
Identification Card in order to use the health faciliyd will need their identification card and their health
insurance card to see the doctor.

There is a regisred nurse on duty at the Health Centre from Mondayriday, 8:00 ang 8:00 pm and on
Saturdays from 10:00 am2:00pm. Aregistered nurse is on calt the Errol Miller Hostel

lliness during the semester

Students who are ill and absent from clasg@smore than one day must report to the nurse upon resumption.
Leave of Absence from classes for more than three (3) days will require the student to report to the nurse
FOO2YLI YASR 6A0K I R20G2NIDa OSNI A T Auhbsé Sassediver® iiss¥ddza U
A student is required to apply in writing to the Dean of the faculty for formal leave of absence, should it be
necessary for him/her to be absent for a period of more than two weeks.

Requests for Leave of Absence covering aopest over one (1) month for any reason whatever must be made in
GNAGAY3IsS (2 GKS 5SIyd ¢KS 5SIy gAff 0KSY TF2NBI NR
recommendation.

Chronic diseases/ailments

These include but are not restricted to hypension, diabetes, asthma, epilepsy, heart conditions, kidney ailments
and HIV/AIDSStudents with any of these conditions are required to authorize their caregivers, to make available
to the institution upon request, all medical informati@oncerningtheir condition. The University College will
endeavour to make concessions regarding time for examination, completion of courses and consultation with
course facilitators as this becomes necessary.

Injuries Sustained On or Off Campus

While students are expmted to take the necessary precautions for their safety, The Mico University College
understands that it is possible that students may sustain injuries on campus, or while travelling to or from the
campus. The University College will refer all matterthéoHealth Care Provider for intervention and redress as
necessary.
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Pregnancy

A student who becomes pregnant while pursuing a degree at The Mico University College is expected to inform
the University Colleg€ounsellor who will in turn inform the Head thfe academicdepartment to which the

student is attached. The student should carefully evaluate the risks/benefits of continuing in the programme
RdzZNAY 3 GKS LINBIYylyOe d mdyBe afieitedRSplegrart studds Ar&idyalo®ed #oi I
live in University College housing. Placement on Teaching Practice may be affected as some schools are unwilling
to take on the responsibility of hosting a pregnant practicing student.

The Mico University College will not accept liability for risksriggyuand/or accidents as a result of pregnancies.
Students who are pregnant will be given appropriate counselling to guide their dexiggarding their
registration.

SCHOLARSHIPBURSARIERAND GRANTS

The Mico University College is proud of @sholarship programme which supports students from diverse
backgrounds. Many of our former scholars have contributed to our country and communities, while securing a
future for themselves and their familie§he awards are of varying amounts and are madethe basis of
performance and other criteridMlost scholarships are namenewable so students will need to reapply each year

to receive the scholarship again.

The scholarship and financial aid process can feel challenging at times. You might havenquesbut what
information is required, how it works, and how your unique situation might impact the outcome of an application
for scholarshipThestaff of the Office of Alumni and Developmeisthere to help.

Theapplication process is easy and strafghtvard and includes the submissionrefadilyacquired information

so that the scholarship decisiowan be basedn a holistic picture of your adamic situation. Onceour
scholarship application is submitted, th®cholarship Selection Committee carefuttonsiders th of your
information, which isused to determine eligibility. We encourage you to contact our staff if you would like to
discuss your application, or if youveageneral questions about how tlseholarship application process works.

Scholaships are advertised using the Mico email system, so look out for ti@mfurther information and
application forms please visit the Office of Alurand Development, Kelvin Lodg&heMico University Collge.
Contact us at (876) 762837 or atmicoalumni@themico.edu.jm
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SCHOLARSHIPS

Arthur Grant
Scholarship:

Batch of 1963
Scholarship:

Batch of1974
Scholarship:

Beverley Sailsman
Scholarships:

Desmond Gascoigne
Memorial Scholarship:

Edwin and Maria Jones
Scholarship:

Justice of the Peace
Scholarship:

KEMTEK Development
& Construction Co. Ltd.
Scholarship:

Mico University
College Foundation of
America

MOSA Scholarship

Clarice May Gore
Memorial Scholarship

This scholarship is given to a final year student in Mathematics. The st
must have a minimum GPA of 3.5, be active in campus life, invoive
community service, has financial need and display strong leadership qual

This award is made to a graduate student who is academically outstandi
involved in community activities and has financial needs.

This scholarship is awarded to a final year student with a GPA of 3.0
participates in extrecurricular activities and has financial needs.

These scholarships are donated by Miss Beverley Sailsmaadwate of the
Special Education Programme and are awarded to Special Education stt
from the parishes of Manchester and Clarendon.

This scholarship is awarded to a second to fourth year student with a mini
GPA of 3.0, who is involved in exicarricular activities, displays leadersh
gualities and is in financial need.

This scholarship is awarded to a final year student from the parish of St. <
with a minimum GPA of G.

This scholarship is awarded to a third year student in Mathematics who is
the parish of St. Ann. A GPA of 3.5 is required.

This scholarship is awarded tocead year students (one male, one fema
majoring in Mathematics/Natural Sciences with a GPA of 3.0 and whc
financial needs.

It is the initiative of a group of Mico University Diaspora Alumni for thppse
of providing perpetual financial and expertise support to the Univer3itys
scholarship is awarded to*'fto 4" year students with excellent CSEC/C#
results and a GPA of 3.0 and above.

This scholarship is awarded to a final ysmdent who has financial needs

This scholarship is awarded t& ® 4" Year Female Early Childhood Stude
This student must be active in extcarricular activities and have a GPA of .
with strong leadershigualities.
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James Lee Gore This scholarship is awarded to&¥Ylear PUMP student who is actively involv
Memorial Scholarship in extracurricular activities. This student must maintain a B average for
duration of the scholarship.

BURSARIES
Douglas Stoddart This bursary is awarded to a second to third year student who is acadenr
Bursary: outstanding, participates in sporting activities and has financial needs.

Norma Lea EllsNright This bursary is awarded to a final year female studrom St. James with .

Bursary: GPA of at least 3.0. This student must have Industrial Technology as an el
participates in at least one year of exicarricular activities or voluntan
community service, and has financial need. The student must be recanede
by a lecturer from the Department of Industrial Technology.

MOSA Ontario Chapter This bursary is applicable td92o 4" students in the PUMP or Visual At
Bursary programme.

Margaret Horsham This bursary is applicable to a finaby student in Special Education.
Hendry Bursary

PATH Bursaries: These bursaries are for beneficiaries of the PATH Programme at the Pi
and Secondary levels. These students must have a PATH Number, be a
to fourth year student with GPA of at least 3.0.

GRANB
Guild of Students This is applicable to students! fo 4" from any programme, and includes fu
Educational Grant: time and evening students.

PATH Bursary

Through the Ministry of Labour and Social Security, the Programme of Advancement Through ardalth
Education (PATH) awards bursaries to students from PATH households who are currently enrolled in a tertiary
institution. PATH is advertised to all Mico students through the Office of Alumni and Development and on the
Mico website each year.

Since 201&\LL students are now able to submit applications at the Scholarship Desk at the Office of Alumni and
Development.
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The application form is available on the Mico website for the entire year however the completed form will only
be collected by the Office #éflumniandDevelopment staff by the designated deadline.

Only students with a minimur@PA of2.50 are eligible.

The form must be properly completed to include the family number and date of birth of each student.
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STUDENTAWARDS

The followirg awards represent recognition of outstanding performanterarious categories of campus life.
Criteria are availablat the Office ofAlumni and DevelopmentStudents are usually recommended by their
departments and faculties for these awards. Shouldishis recognise that they are eligible for an award, they
may respectfully advise the Department Headto$ so that they are duly considered at the appropriate time.

ACADEMICAWARDS

ACADEMIC AWARD TEACHING AWARD
FACULTY OF - Book Merchant Award fol- AAMM Award for the Best All Rour
EDUCATION Excellencen Special Education Teacher (Primary)
- Academic Excellence in Prime - JTA Award for the Best Early Childhc
Education Teacher

- Book Merchant Award for Distinction i
the Practice of Teaching in Spec

Education
FACULY OF -Df St ySNJ 9 RA { 2 I - Grace Kennedy Award for the Best Teac
HUMANITIES & Outstanding  Achievement i of English
LIBERAL ARTS Language & Literacy - Music Mart Award for the Best Teaahef

- Gloria  Josephs Award fc Music
Excellence in Language & LiteratL - Best Teacher of Reading/Literacy
- Eric Downie Cup for History ar - Eunice McintosiGillzene Award for the

Culture Best Teacher of Social Studies

- Burchell Duhaney Award fc- L.P. Azar Award for the Best Visual 2
Excellence in Visuatt& Teacher

- Phyllis Reynolds Award fc- Excellence in the Practice of Busine
Excellence in Social Studies Education

- Excellence in Business Educatior - Petrojam Award for Excellence for tt
- Dr. Joyce Robinson Award f  Teachng of Library and Information Skills
Excellence in Library & Informatic

Studies
FACULTY OF - Faculty of Science & Technolo - Claude Packer Award for Excellence in
SCIENCE & Award - Sagicor Jamaica Awa Teaching of Mathematics
TECHNOLOGY (Male) - Excellence in the Teaching of Geograph

- Faculty of Science & Technolo Environmental Studies
Award - Sagicor Jamaica Awal - The Dennis Clarke Award for the Bt

(Female) Teacher in Industrial Thoology

- Neville Ying Award for the Mos - Courts Jamaica Ltd. For the Best Teache
Outstanding Stdent in  Family & Consumer Science
Mathematics (Secondary) - Kelall Award for the Best Teacher

- Excellence in Computer Studies  Science
- Best Teacher of Computer Science
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SPORTSAWARDS

- The Mico University College Sportsman of the Year

- The Mico Univeisy College Sportswoman of the Year
- Freddie Green Cup for Track & Field (Male)

- Vilma Charlton Cup for Track & Field (Female)

- MOSA Trophy for the Most Outstanding Volleyballer (Male)

- Mollie Rhone Trophy for the Most Outstanding Netballer

- Michael Boyd (fpical Blue) Award for the Best Footballer (Male)

- Michael Boyd (Tropical Blue) Award for the Best Footballer (Female)
- Billy Heaven Award for the Best Rugby Player (Male)

- lan Forbes Award for Cricket (Male)

- Billy Heaven Award for Cricket (Female)

SPECAL AWARDS

- ¢KS tNBaARSyidQa ! g NR T2 NJplay Hondstg (Mald A LIY wSaLISOG
- ¢KS tNBaARSyidQa ! 61 NR T2 NJplap Hondstd (Femé@la) LY wSaLISoG =
- John Hartley Duff Memorial Prize for Best All Round Student

- Errol MillerAward for Academic Excellence (4th Year Student with the highest GPA)

- Leslie Henriques CompetiticHouse Award

- Sam Wisdom Award for Dedication and Service in the Area of Music

- Recognition of Student Advocacy & Leadership

- Award for Innovation

- Invaludle Contribution to The MUC

- Outstanding Contribution to Research Day

STUDENTLEADERSHIP

- The Mico University College Clubs & Societies, Club of the Year
- Edwin Jones Award for Public Service/Volunteerism (Male & Female)
- Karl James Award for Guild Leagtdp (Certificate for successful completion on your tenure in office)
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STUDENTGOVERNANCE

Student governance at The Mico University is rooted in democratic principles and the student society representing
the gathering of the total body of studentsfsy 2 6y | & (KS & DiizedisteredstiderdtsiotizeS v (i &
University College are members of the Guild.

The Executive Committee of the Guild of Students (referred to as the Guild Council) and all other levels of student
leadership are elected onceaeh year by secret ballot. Allembershave the right to vote in those elections.
However, only studentwith one or more full years of study remaining in their academic programmel@ssified

as seconar third year studentyare eligible to stand @.candidates for election to any positiofi leadership in

the Guild or o the Halls of Residence. These studdWitdSThe in good academic standing as described in the
Academic Regulations Section of this Handbook.

Student governance gives every studetie topportunity to practice and develop leadership skills while
representing their peers and contributing to the development of the University College and student life. Students
involved in student governance have the opportunity to interact both with Adsiiation and Academia in a
collaborativemanner to improve and strengthen the institutiothe Guild of Students is represented at the
highest level of institutional governance and its leaders are accorded all legal rights and respect.

The activities ofhe Guild and its leadership are governed by the Statutes and Regulations of the University College
and particular emphasis is placed on openness and accountability.

PERSONALDEVELOPMENT

The Mico University College has an obligation to producensaiided individuals, who will be able to train minds

and shape lives. Therefore, in addition to being good models of speech, dress and conduct, students must be
aware of current affairs, and where possible, participate in activitieke University Collegevel andof national

import. Consequently, The Mico University College provides structured opportunities for discussions in open fora,
and visits to places of educational interest.

COLLEGE FUNCTIONS

Official University College Functions

Special functios are an integral part of the University Collegperience All students are required to attend and
participate in these functions. As a training institution, the University College, through its functions, provides
opportunities for students to learn b from observing procedures and through direct involvement.

Among the University College functions are:

! General Assembly {&nd 3¢ Tuesdays each month)
9 Service of Mtriculation and Consecratioséptembey
1 Mico Week Activitiegsemester 2)
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 AnnualR dzy RS NE Q Briday mériBnishiMicO Weelb celebration)
9 Valedictory Service (May)
1 Annual Presentation CeremohyGraduation(November/ Decembe)

ALL THESE FUNCTIONS ARE COMPULSORY AND MUST BE ATTENDED BY ALL STUDENTS.

Formal Functions

In preparaton to function as professionals in all social settirgsdents have the opportunity to attenbrmal
gatherings which will provide them the opportunity to grow in this regard. On these occasions students will be
required to dress, speak and interactmppriately.

Guild of Students Events

Social activities and events may be held subject to the availability of staff supervision and facilities. At the
beginning of each semester a list of proposed activities should be presented to the Vice Principainigtiative

Affairs for approvalThe Guild should endeavour to ensure that at these events the highest traditions of The
Mico in conduct and dress are upheld.

Approved Events

Periodically, a sugroup (club, society, religious fraternity, etc.) may igeeapproval for an event that is
organised by Mico persons and/or hosted on the campus. In planning and attending such events, we are to be
mindful that the core business of The Mico is the training of professionals and this is to be reflected migdsacti
associated with the Mico name. Students are expected to manage their time and other resources in keeping with
the priorities dictated by their primary purpose hegehat of academic pursuits.

COCURRICULAR ACTIVITIES

A wide variety of activitiesincluding competitive ones, occur throughout the academic year, providing an
abundance of opportunities in which students may pursue existing and new interests, develop as leaders, maintain
and grow in their faith, serve communities, create networks,rieaew skills, among other benefit3he
Department of Student Services and the Guild of Students are useful resources for finding the various approved
and recognised Clubs, Societies and Religiousrfiges at The Mico.

NB Note that participation insuch activities is likely to be required for graduation and increases your
marketability for employment after graduation.
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HOUSE SYSTEM

The House system was started at The Mico in the 1940s by the late Mr. A. J. Newman, a former principal. It was
designed to facilitate healthy competitions among students as well as to provide an opportunity to ensure close
supervision of students within the training environment.

The House system started with three (3) Houses: Buxton, Lushington and Bishop. Hoesesmedl for patrons

who played a significant role in the founding, and later, the sustained development of the College. In the late
1950s two additional Houses were added and named after two (2) outstanding lecturers: Arthur Grant, who later
became one othe two (2) Vice Principals at the College, and Rodgers, who was College Chaplaificamndeo

2F ¢KS aAl02 hfR {GdzRSydaQ !3az20Al0A2y®

The Houses are supervised by senior staff members who are referred to as House Masters. Each House is
supported by aademic staff who serves as Student Advisors.
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OTHER STUDENTNFORMATION

Student Parking

Limited parking is available on campus for students. Students are required to park in the designated areas in order
to ensure the smooth movement dfaffic on the campusFailure to observe this may result in clamping of the
vehicle and having to pay a fee to have the clamp removed.

An exit pass is issued by security personnel for each vehicle entering the compound. This pass is not to be left in
the vehicle. Failure t@resent the pass for return upon endeavouring to exit the campus will result in the vehicle
being prevented from leaving the campus unless the driver can demonstrate without a doubt that they are duly
authorised to have the vehicle their possession. Lost passes are recorded by security personnel and will attract

a fine.

Campus Security

The Mico University Collegenbracesa proactive approach to the protection of life and property on its premises.
We believethat a safe and secuenvironment encourages positive work attitudes and enhances productivity. In
this regard, the University College has the utmost concern for the safety and welfadé members of its
community and the visitors to our facilities

The University Collegmntracts reputable security companies to:

Protect students and all categories of staff;

Protect movable and fixed properties;

Monitor the entry and exit points of the campus;

tFGNRE GKS | YyAGSNBAGE /2fftS3SQa biNSiNysds@codsly and Sy { .

who may be considered a threat to the peace and safety ofthiwersityCollege community.

5. Advise the administration immediately, if the local Police, with whom we maintain a strong relationship,
need to be called in on a matter

HpwnN PR

Safety and security are personal as well as shared responsibilities. In order for the campus security officers to
better perform their services, it is important for every member of the community to cooperate in every possible
way so that the efforts t@rovide a safe and secure environment attain maximum effectiveness. Only by accepting
this responsibility, can members of the University College community maintain a safe and secure environment.

The following tips are therefore offered:
1. Do not leave youvaluables unsecured or unattended at any time.
2. Maintain an awareness of your surroundings. If something looks out of the normia@slyou an uneasy
feeling, report it
3. Be extra vigilant when special events, such as Sports Day, Campus Clean Uplieaditbdeing held.
4. Let your friends know where you are and do not habitually go off on your own, especially at times when
the campus may have relatively few persons around.
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J. MICO FACILITIES , INSTITUTES AND
OTHER ENTITIES

UNIVERSITY COLLEGE FACILITIES

THELIBRARY

The Mico University College Library (MUCL) was established since the inception of the institution in 1835 and has
served as an integral part of the programme to promote the professional and social development of the teachers
in training.

In keeping with the student enrolment in 1896, the library was a small room located on the ground floor of the
Buxton Building, in close proximity to the Principal's Office.

By the 1960s, with the growing student population, the need for additional texts,imgataterials and work
space became a priority. The library was then moved to the first floor of the Buxton Building (above BG8) where
two classrooms were converted for this purpose.

Plans to establish a Museum/Library were accelerated, and in 1992ahiseQvas erected, forming the first floor
of a 3storey building the ground floor being the INAFCA Museum. This building was named the Renford Shirley
Building after the then principal of the institution.

The present library occupies a space of appnately 2,400 square feet and includes Offices, Reference Room,
Technical Service Area, Documentation, Printing and Reprographic Laboratory, Reserved Book Collection (R.B.C.
Circulation Area, General Reading Collection, Computer lab, Graduate Commaaati®eand Display Area as

well as Maker Space, Baggage Area, Computer lab.

There is a continuous effort to expand and update the Library services to meet the curriculum needs of the teacher
education programmes in Early Childhood, Primary, Special tmlu@ad Secondary Education. In this regard,

the collection is being automated and students now have access to th@eexatabases through the Internet.

The library is also phasing in the use of Koha, an automated library management system.

Opening Hows
The opening hours of the library are as follows:

Mondays¢ Thursdays; 8:00 amg¢ 10:00pm
Fridaysg 8:00 amg 6:00 pm

Saturdays 10:00 amg 6:00 pm

Sundayg; 10:00amg 5:00pm
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The Collection

The collection includes books/ebooks, electronic datsa magazines, pamphlets, journals/ejournals, reports,
research papers, MuHinedia, past examination papers, newsletters, and materials published about the colleges.
Materials are selected to supplement the texts prescribed for the courses offered,lbasme provide general
information in various subject areas.

The MUCL also houses the following materials:
9 Instructional materials for teaching practice
1 West Indian Collection
T / KAt RNByQak! R2f Sa0OSy
1 Government publications

/26t 80GA2Y

Library Colletions:

Academic/Research  These are arranged by title and available in the Reference Collection.
Education Journals

Electronic Databases Electronic databases available to staff and students include Ebscohost, Prc
Education, ProQest EBo& Central/Ebrary and the Gleaner Archives.

Archives ¢KS | NDKAGSE F2NY Iy AYLERNIFyd L3

contains documents and records of past activities of the college. Materials
only be used in the library.

Audio-Visuals The libbary has a growing collection of video, DVDs, CDs and audio cassette
General Lending Norfiction books are arranged on the shelves according to the Dewey De

Classification Scheme. Students may borrow a maximum of Three books ft
weeks.

Rekrence Collection  This includes encyclopaedias, dictionaries, thesauruses, directories, ai
manuals, yearbooks, Bibles, and statistical reports. Reference material ma
be used in the Reference Section.

Reserved Book The RBds housed behind the circulation desk and contains a selectio
Collection (RBC) prescribed textbooks. Students are allowed to borrow two items from
collection for overnight loans, depending on availability.

Students may make their loan request at the circulatiesk.

89



MICOONLINE

alhO2 hytAyS Aa&a ¢KS aral2 ! yAOBSNERAGE /2tfS3SQa LINEIN
guality teacher education via the Internet. The objectives of the programme are:

1) toincrease access, flexibility and avhilidly to quality teacher education across Jamaica and throughout

the Caribbean

2) to reduce the overall cost of the delivery of tertiary education

3) U2 YIAYOGFAY YR AYONBI asS ¢-&blvingtechoRgical @@y LISGAGA DS

4) to drive sustainale growth of the institution with innovative and diverse offerings

5) to provide wider career opportunities for the teaching professional
tKSasS 202S00GA@PSa NBFESOG GKS LINPINIYYSQa GKSYS 27
supports the n#donal goals of increasing the percentage of the population achieving tertiary education and
making it more affordable for the typical Jamaican citizen.

¢tKS aA02Qa hyfAyS LINBINIYYS adGdlFrNISR AYy HnAawmrnedhisi K |
has evolved to the stage wheree are currently offering over forty (40) coursdsis anticipated that another
fifteen (15) courses from undergraduate programmes and at least three (3) additional programmes will be
converted to be offered fullpnline or in blended modality by 202Blended or hybrid mode refers to the mode

of instruction delivery where a percentage of the classes is delivered in the regulaoftarze (FTF) classroom
mode or a virtual classroonand the remaining classes areldered onlineusing an asynchronous mode of
facilitation. The Mico adopted this model to help both our students and our lecturers to benefit from the flexibility
of the technologyenabled mode of delivery while still having the benefits and support effémiliar faceto-
face/synchronousdnteraction with lecturers and peers. The blended mode of online instruction has proven to be
a very valuable and applicable method for teaching and learning for The Mico and our students.

THEINAFCAMUSEUM

In 1969, Agin Taylor, a past student bequeathed his collection to the College. Eight hundred (800) pieces of
artefacts, seven hundred (700) from Africa (from eigbtyen ethnic groups and twengeven African countries)
and one hundred (100) from India and the Chahn, (INAF&) were willed to the college.

THEMICOMUSEUM

The Mico Museum consists of nearly five hundred items collected through the years by the principals, staff and
students of the College. The Collection includes photographs, docuneents, awardand other items.

THE EDUCATIONMUSEUM

This museum which was established in 2004 consists of nearly two hundred objects. A large part of this collection
is made up of items that were donated by past Miconian, Most Honourable Sir Howard Cooke, formerGovern
General of Jamaica. This collection includes school bell, slate, charcoal pencils, common pen, ink jug, ABC readin
book, leather strap. Items on display are used to trace Education in Jamaica since emancipation. Along with these
are plagues, awards arather treasured items collected by Sir Howard when he was Governor General.
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HERITAGECAFE

This facility is run by the Mico Foundation asfters light breakfast and lunch optiorggjick snack and personal
items for purchase

THEMICOUNIVERSITYCOLLEGEALUMNI ASSOCIATIONMOSA

The MOSA has always kept a close link with the University College. It accepts as its moral responsibility the
safeguarding of K S  arfchQiadians while seeking to encourage and implement any activity that will allow
TheMicoto adjust its services to the changing needs of the society.

Those who come under the real influence of this institution are men and women of energy and ability, who
command success under almost any condition. However to merely attain a distinctiommis ¢¢ personal and
private success is by the Mico standard to fall short of excellence. Distinctio®$\ M judged by the services
they are able to offer to their fellowmen, by the vast amount of good they can bring them irrespective of reward.
That isThe Micatradition.

Objectives:
To encourage the establishment of links of M®SA both locally and abroad

To unite all Miconians.

To promote the social, cultural and intellectual welfare of its members.

To render to the University College such finahor other assistance as may be necessary.

To recognize in suitable form, works of highest merit done by past students.

To cooperate with any other organization, or institution showing interest in the development of the MOSA
and the University College.

=A =4 = =4 4 =4

CENTRES AND INSTITUTE OF THE MICO UNIVERTY COLLEGE

THEMICOCHILD ASSESSMENAND RESEARCH INEDUCATION(CARE)CENTRE

¢tKS aA02 /KAfR !'3aaSaayYSyid FyR wSaSINOK Ay 9RdzOFGA2Y
the highest qualitydiagnosticand therapeutic services for children with exceptionaliti®affed with highly

trained and experienced special education practitioners, the Centre engagesdaptim student evaluation,
diagnostic and therapeutic servicdde service is offed to children 518 years of agelhe Centrealso provides
specialised support and education for teachers, parents and other careghaents benefit from individual and

group counselling.

There are four locations from which service can be ti&ihgs$on (5 Manhattan Road St. Ann (2 Royes Street),
Manchester (53 Main Streeind Portland (partime).
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The Centre hostan annuahational education conferences with teachers in mindsnovides opportunities for
in-service and preservice teachers b be exposed to researdbased strategies in teaching, classroom
management, and differentiatethstruction, among other relevant areas of interest. July of each year an
intensive Summer Reading Programme is offered to children who are two to threg lyehind age and grade
levels in readinglraining of teachers in the administration of our internationally normed Mico Diagnostic Reading
Test is donesix @) times per year.

The Mico CRE Centre is that place withihdMico where children and parenfiad hope.

THEMICOYOUTHCOUNSELLINGENTRE

The Mico Youth Counselling Centre provides individual counselling and family therapy for children and their
families. The most frequent presenting problems include low academic performance, aggressive behaviour
defiance, pornography, depression.

Clinical services are offered to new and jerasting clients. Daily crisis consultations include-misikhagement,

risk reduction intervention, and recent survivors of traurA&R2ullOut Programme is offered to studesmivho have

been suspended from school. This prevents them being on the streets and continuing the learning process while
not in school.

THE MICOCENTRE OFEXCELLENCE INEARLY CHILDHOOD EDUCATION

The Mico Centre of ExcellenigeEarly Childhoo&ducatiorhouses a preschool, and a resirce centre. The pre
school,Mico Early Childhood Education Centre, presiguality early childhood experiences for 2+ to 6 year olds
It alsofacilitates engagement of trainee teachdrem programmes across The Mico, printathoseenrolled in
the B.Ed.in Early Childhood Education anceB in Primary Educatignin various waysjncluding practicum
experiencesand opportunities for research.

The Resource facility has a myriadedchinglearning resourcesVisitors fromexternaleducational institutions
haveaccessed the facility the past, but this function has been curtailed duetorent space constraints.

INSTITUTE OFT ECHNOLOGICAL ANEDUCATIONALRESEARCHITER)

ITER emerged in 2010 to initiate the necessarysstefbuild and sustain a research culture at the Mico University
College. It is conceived of as the centralcoordinating mechanism that generates research and produces
scholarly policybased work that positively impacts national education systems. igtgute is responsible for
1) the staging of "Research Tuesdays", which provides an earmarked space for Academic staff and students
to share their research work;
2) Organising "Research Dayvhich is an annual conference showcasing the collective reseatphtanf
the University College;
3) producingThe Mico University College Journal of Educatiamich is a peereviewed academic journal,
usually drawn from the best outputs from Research Day;
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4) collaborating with Faculties and the Graduate School to prowiksight to the teaching of research
methodology courses; and
5) undertaking researclhased consultancies and providing policy advice to the Ministry of Education.

The Institute plays another key role by providing empirically baseidgierreviews of perfonance otthe internal
organs of the University College. It also conducts periodic surveys for departments as requested, and piloted for
the 201617 academic year, the first Incoming Student Survey.

CARIBBEANCENTRE OFEXCELLENCE IMATHEMATICSTEACHING(CCENAT)

The Caribbean Centre of Excellence in Mathematics Teaching (CCEMaT) is a research institute of the Mico
University College formed in collaboration with the Centre for Innovation in Mathematics Teaching (CIMT) at the
University of Plymouth in thenited Kingdom/ / 9al ¢ Qa YIyRI S Aa (2 02y Rdzi
to improve the quality of mathematics education in Jamaica and the wider Caribbean. CCEMaT is committed to
research and outreach focused on issues relating to mathematics tepahid learning  including mathematics
teacher education.

CCEMaT's objectives are:

Research
1) to be consistently engaged in conducting research locally and regionally into issues relating to the teaching
and learning of mathematics.
2) to utilize findings ¢ inform policy decisions at the early childhood, primary and secondary levels.
3) to substantially influence the mathematics education of teachers in training.

Outreach
1) to establish and make available to a wide range of stakeholders a data bank of inéoriauad resources
which can promote the use of research proven best practices in the teaching of mathematics.
2) to facilitate upgrading of teachers at the early childhood, primary and secondary levels.

THENATIONALS.T.E.MCENTREOFEXCELLENCE

The Mico Uniersity College inherited the Science Learning Centre from the Insurance Company of the West Indies
(ICWI) in 2001. Its former home was at the University of the West Indies, Mona campus, where it was established
in 1989 and supported by the ICWI. Itsnilsgi aGF 6 SYSyid> a¢2 SadloftAiak |y
opportunities focused on developing skills, attitudes and knowledge which demystifies scientific principles,
generate earlyinterest in learning and applyirggience in everyday life as wall in establishing its relationship

with mathematics as a tool of sciendbereby impacting on the reform of science education at all levels of our
education systeng Thisunderpirsits interactive hand®sn focus.
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Currently, the centre is in the procesf a major redesign to become The National STEM Centre of Excellence for
Research, Teaching and Learning Innovations. Among the major drivers in the redesign process of the Centre have
been 1) the need for a more meaningful connection between schoohseiand workforce needs in STEM
competence, and 2) relatively higher growth in the international job market for SEkWd fields and the
implications for job creation in Jamaica. Addressing the gaps and preparing our students for the future is important
to the achievement of Vision 2030.

The Centre will facilitate:

1 Research activities, nationally and regionally

9 Training of Mechatronicsrgineers

1 Workshops, symposia and seminars

1 Continuous professional development and sharing of innovations amstl fi@ctices in science and
mathematics teaching and learning
Qreativity and resourcefulness in teachers throughdvativeness and improvisation
Learning for science through methodologsichimpactsthe cultural reaties of the Jamaican classroom
9 Outreach and consultancy

= =

OTHER RELATELENTITIES

THE JAMAICA TEACHINGCOUNCIL

The Jamaican Teaching Council has responsibility for the enhancement and maintenance of professional standards
in teaching, and the professional status of teachers. It will deviepegistration and licensing standards and
the accreditation of teacher certification. All teachers must register with the Council.

THE UNIVERSITYCOUNCILOFJAMAICA

The University Council of Jamaica (UCJ), established by the University Councilaaf AatriniOctober 1987. It is
a statutory body currently under the portfolio of the Ministry of Education.

Mission and Purpose

The mission ofhe UCJ is to increase the availability of University level training in Jamaica, through accreditation
of institutions, courses and programmes for recognition and acceptability. The Council is empowered to confer
degrees, diplomas, certificates and other academic awards and distinctions on those who have pursued courses
approved by the Council at associated tertiargtitutions.

Functions

The UCJ functions essentially as an accrediting, awards and academic development body for degree, diploma anc
certificate programmes proposed and developed at approved tertiary institutions. Its main functions are:
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To registeiinstitutions offering tertiary education to ensure that minimum standards are met with respect to:
1 adequacy and suitability of physical facilities with regard to student enrolment.

1 scope, appropriateness and educational value of institutional coursesxgretiences.

1 qualifications and competence of staff.

1 adequacy of resources e.qg. library, computers, laboratories, to support the programmes.

1 other operational factors.

To provide accreditation for degree and specialized programmes by:

1 establishing and @plying criteria for the accreditation of tertiary/higher educational programmes and
courses of study.

1 assisting "Associated Institutions" in the improvement of their educational programmes.

1 encouraging and facilitating programmes related to national needs

To assist in the development of tertiary institutions by providing professional advice and services for the
development and improvement of programmes.

To award degrees, diplomas and certificates to students who have pursued such courses at appriargd tert
institutions in Jamaica.

To study current issues in pestcondary education with a view to maintaining and improving educational
standards.

To provide appropriate public information about the institutions and programmes registered and accredited
by the Council.

To coeordinate the activities of the Joint Committee for Tertiary Education (JCTE).

To act as the national information centre for Jamaican tertiary qualifications.

To establish equivalence and facilitate local recognition
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K. APPENDICES

APPENDIXI - STAFF

ACADEMIGTAFRFULL TIME)

THE FACULTY OF EDUON

- Miss Karren FosterMEd, BEd (Hons) (UWI), Teach Cert (Shortwood), Cert in Open and Distant Learning, (The Mico)
Senior Lecturer, Dean

DEPARTMENT GRARLYEDUCATION

- Mrs Teneisha Myerfergusor a! X . { O 02 SaiGSNYy / I NRUedtuetDeptlead ¢ SI OK 5 A LJ
- Dr Claudette ClarkeEdD (Andersonville U), MSc (Nova), Teach Cert (The Micto)yer

- Mrs Nadine Edwardd9’ homas MSc (Nova), PQP (NCEL), BEd (UWI), Dga¢hhe Mico).ecturer

- Mrs Verona MorrisWilliamsz  a! 6! yA @ 2F {2dziK Ct 2NARIOX . { CectorérSad SNy

DEPARTMENT GIPECIAEDUCATION

- Dr Avril Daley PhD, MSc (Alabama U), BEd. (UWI/The Mico), Teach Dip (Theib#da)f Dept Dept Head

- Miss Marjorie Smith MEd (Univ of Louisville), BEd (UWI/The Mico), Teach Dip (The S&nmyrLecturer (Actg. Dept
Head)

-  Dr DawnMarie Keaveny EdD (Univ of Sheffield), MAT (Western Carolina), BS (Western Carolina), Teach G&cojThe
Lecturer

- Mrs Kishi LeachmarPhD Candidate (UWI), MEd (UWI), BEd (UWI/The Mico), Teach Dip (Thiecikticar

DEPARTMENT G#HYSICAEDUCATION

- Mr Fabian Mille PhD Candidate (UWI), MSc (UTech), BEd (GC Hastener, Dept Head

- Miss Janet GUMAT (The Mico), BEd Phys Ed (The Mico), Teach Cert (GC Foster), Dip Supervisory Mdret;t(IMP)

- Mrs DebbieAnn HutchinsorEdwards EMEM (UWI/The Mico), MSc, Dip Ed (Natl InstituRhysical Ed., Cuba), Teach
Dip (The Micol.ecturer

- Mrs ShermaineJubl-Edwards MEd (The Mico), MSc (Intl Sch of Physical Ed and Sp0ttba), Teach Dip (GC Foster)
Lecturer

DEPARTMENT GECONDARKDUCATION ANBROFESSIONSIUDIES

- Miss Valri Morgan PhD Candidate (Walden U), MA, BA (UWI), Teach Dip (Short®ewaidyLecturer, Dept Head

- Mrs Barbara DuhaneyMSc (CCSU), BEd (UWI), Teach Dip (The Mico), Teach Cert (Thedtlice)

- Miss Claudia ForbedSc (NCU), BGS (Athabasca U), Teach Dip (Bethlebetmer

- Mr Byron Hamilton MAT (The Mico), BA (JTS), Dip Ed KTibe) Lecturer

- MrsR. Charmaine Latchman a! oO0hLJSYy ! yAQ@ [2YR2Yy 03X .L&cRrero! 2L 03X [/ SNI ¢

- Mr Alvin Lawson MPhil (pending), MSc. MEd (Univ of Manchester), BSc (Hons) (Western Carolina), Dip Ed, Teach Dip
(The Mico)ecturer

- Dr Lorna M#@thews, EdD, MSc (Nova), BEd, Cert Ed (UWI), Teach Cert (Th&&fizm)Lecturer

- Dr Paula MignottDaCostaPhD (Univ of Toronto), MSc, BA, Teach Dip (Shortwood/LAttiyrer

- Miss Lorna MorganMA (Columbia U), BA (Hons) (UWI), Teach Dip (Bethlehem{O@emell)Senior Lecturer

- Mrs Maureen MullingsNelson MEd (UWI) BEd (UTech), Teach Dip (The Meyrer

- Dr Glenda Prescqd”hD, MSc, BSc (UWI), Dip Ed (The Mecturer

- Mrs Patricia RochesteMAT (The Mico), BA (UWcturer Placement Officer

- Mrs Alecia RobinsonMAT, Post Dip, BSc (UWécturer
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