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Legal Notice

This Student Handbook (referred to as “Handbook”) is the definitive statement of San Manuel
Gateway College (also referred to as “College”) under Loma Linda University on the
requirements for the Nursing Assistant Training Program (NATP) certificate programs. It
includes admission, enroliment, curriculum, certification requirements and student policies. The
College reserves the right to change the requirements and policies set forth in this Student
Handbook at any time upon reasonable notice. In the event of conflict between the statements
of this Handbook and any other statements by faculty or administration, the provisions of this
Handbook shall control, unless express notice is given that the Handbook is being modified.

The information in this Handbook is made as accurate as is possible at the time of publication.
Students are responsible for informing themselves of and satisfactorily meeting all requirements
pertinent to their relationship with the College and University. The College and University
reserves the right to make such changes as circumstances demand with reference to
admission, registration, tuition and fees, attendance, curriculum requirements, conduct,
academic standing, and successful completion.

This Handbook contains the operating policy statements for San Manuel Gateway College
educational programs. Any deviation from these policies must be approved by College
administration.

This is a one-year Handbook, 2016-2017. The College administration annually reviews all
policies to update for new laws and regulations as well as relevance to the program and
students.
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Student Contract

By signing below, the Loma Linda University San Manuel Gateway College student verifies the
following:

I have read and will abide by the information in the Loma Linda University San Manuel Gateway
College Student Handbook pertaining to Regulations and Policies, Admission and Registration
Procedures, Student Services, and Academic Policies.

I will comply with the policies established by the College and the Clinical Affiliates as stated in
the Student Handbook. | understand that | am representing Loma Linda University San Manuel
Gateway College while at the Clinical Affiliates and must conduct myself according to all policies
established in the Student Handbook.

| verify | have read and understand the information contained in the Student Handbook and will
comply with all policies and requirements, including any addendum and updates as they occur.

Print Name Date

Signature



Approving Agency

Loma Linda University is a fully-accredited health science university by Western Association of
Schools and Colleges Senior College and University Commission (WSCUC).

The San Manuel Gateway College Nursing Assistant Training Program (NATP) under Loma
Linda University is seeking approval by the California Department of Public Health (CDPH).

Clinical Facilities

The following clinical facilities have a contractual relationship with San Manuel Gateway
College:

Heritage Gardens Health Care Center

25271 Barton Road

Loma Linda, CA 92354

Loma Linda University Medical Center and affiliates
11234 Anderson St
Loma Linda, CA 92354



SECTION I - Introduction



About the University

About Loma Linda University Health

Loma Linda University Health (LLUH), a nonprofit religious corporation in Loma Linda,
California, is the umbrella organization for its core and affiliate organizations.

All policies of LLUH pertain to San Manuel Gateway College.

History

Loma Linda University is part of the Seventh-day Adventist system of higher education. In 1905,
the University (formerly College of Medical Evangelists) was founded—through a series of
divine providences—at Loma Linda, California, by the Seventh-day Adventist Church. The
School of Nursing began in 1905. In 1909, the College of Medical Evangelists received its
charter as a medical school with the express purpose of preparing physicians who could meet
the needs of the whole person. Both schools emphasized the need for healthful living as a part
of medical care—a revolutionary concept in 1905.

The University was designated by the Seventh-day Adventist Church as a center for educating
health professionals. The original schools—Nursing and Medicine—have been joined by Allied
Health Professions, Behavioral Health, Dentistry, Pharmacy, Public Health, and Religion;
Faculty of Graduate Studies. The curricula of the University are approved by their respective
professional organizations. From its small beginnings, the University has achieved widespread
recognition, having sent more of its graduates into international service than has any other
university. It remains committed to the vision of its founders and is sustained by its close
association with the church.

From 1918 to 1962, the University operated within health facilities in two cities: Loma Linda and
Los Angeles. In September 1962, all health professional education was consolidated at Loma
Linda. In 1967, Loma Linda University Medical Center opened in its new three-tower facility—a
landmark cloverleaf structure. The medical center continues on the cutting edge of health care,
providing excellent service for patients and expanding educational opportunities for students.

In 1990, the Board of Trustees designated Loma Linda University a health sciences university—
part of a complex which includes Loma Linda University Medical Center, faculty practice plans,
and affiliated institutions. The University is a leader in the field of health sciences education,
research, and service.

The most current campus census figures (Spring 2015) indicate that the core of the combined
faculties consists of 1,698 full-time teachers. Part-time and voluntary teachers (1,366—Ilargely
clinicians in the professional curricula) bring the total to 3,064. As of Spring Quarter 2015, 650
students from 89 countries outside the United States are represented in the enrolliment of 4,382.

A century of service
Today the original 1905 property is part of an expanding health sciences campus that includes:
Six medical facilities, licensed for approximately 1076 beds—



Loma Linda University Medical Center (LLUMC), 1966;

Loma Linda University Children's Hospital (LLUCH), 1993;

Loma Linda University Medical Center East Campus Hospital (LLUECH), 2003; licensed under
LLUMC as Loma Linda University Community Medical Center (LLUCMC), 1993—formerly
known as Loma Linda Community Hospital;

Loma Linda University Heart and Surgical Hospital (LLUHSH), 2009;

Loma Linda University Behavioral Medicine Center (LLUBMC)—an acute psychiatric care
facility—1991,

Loma Linda University Medical Center-Murrieta, 2011.

Ten Loma Linda University Health (LLUH) institutes, two LLUH-related research centers, and
various school-related research centers (see Learning Resources); and Loma Linda University
(on campus, off campus site, distance education, and online degree programs) includes the
Schools of Allied Health Professions, Behavioral Health, Dentistry, Medicine, Nursing,
Pharmacy, Public Health, and Religion; Faculty of Graduate Studies and the San Bernardino
Campus of San Manuel Gateway College.

Vision and Mission

Vision
Transforming lives through education, health care, and research

Mission

Loma Linda University—a Seventh-day Adventist Christian, health sciences institution—seeks
to further the healing and teaching ministry of Jesus Christ "to make man whole" by:

Educating ethical and proficient Christian health professionals and scholars through instruction,
example, and the pursuit of truth.

Expanding knowledge through research in the biological, behavioral, physical, and
environmental sciences; and applying this knowledge to health and disease.

Providing comprehensive, competent, and compassionate health care for the whole person
through faculty, students, and alumni.

In harmony with our heritage and global mission:
We encourage personal and professional growth through integrated development of the
intellectual, physical, social, and spiritual dimensions of each member of the University

community and those we serve.

We promote an environment that reflects and builds respect for the diversity of humanity as
ordained by God.



We seek to serve a worldwide community by promoting healthful living, caring for the sick, and
sharing the good news of a loving God.

University Philosophy
As implied by its motto, "To make man whole," the University affirms these tenets as central to
its view of education:

God is the Creator and Sustainer of the universe.

Mankind's fullest development entails a growing understanding of the individual in relation to
both God and society.

The quest for truth and professional expertise in an environment permeated by religious values
benefits the individual and society and advances the ministry of the Seventh-day Adventist
Church.

"Wholeness means the lifelong, harmonious development of the physical, intellectual,
emotional, relational, cultural, and spiritual dimensions of a person's life, unified through a loving
relationship with God and expressed in generous service to others."

Quoted in "The Grace of Wholeness" by Gerald R. Winslow, Ph.D., SCOPE, Spring 1999. Also
guoted as the adopted definition of wholeness in the Loma Linda University Wholeness
Inventory.

A Unique University

Loma Linda University has always combined a devotion to academic excellence with a concern
for spiritual values and a high sense of mission. The motto of the University, "To make man
whole," illustrates the sense of destiny felt in the University community to act its part in God's
ongoing plan for healing and restoring human beings to live with Him in wholeness, both now
and in eternity.

While Loma Linda University has changed in many ways since its beginning in 1905, the biblical
principles that provide its foundation have remained unchanged.

Seventh-day Adventist Heritage

Loma Linda University is owned and operated by the Seventh-day Adventist Church and has
deep commitment to respecting the rich diversity of its student body. Students come from many
different faiths, and respect and sensitivity for all people—regardless of their culture or
ethnicity—are viewed as a part of true Christianity. This University has a tradition of religious
liberty, and it highly respects students' religious values that differ from those of this academic
community. The various perspectives of spiritually committed students are considered to be
enriching to this campus and its educational environment.
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Our unique features

Two distinctive features of the Seventh-day Adventist Church, which are a part of the San
Manuel Gateway College, become evident to first-time students. The first is the concept of the
Sabbath rest, which reminds us of God as Creator. Adventists realize this in part by celebrating
Saturday as the Sabbath from sundown Friday to sundown Saturday. During these hours,
University offices, laboratories, libraries, study halls, and recreation facilities are closed to give
time for physical and spiritual renewal and worship.

A second distinctive feature worth noting is the emphasis on health and wellness. The cafeterias
on campus feature well-prepared vegetarian meals. The College holds that a drug-, alcohol-,
and tobacco-free lifestyle is essential for achieving the goal of "wholeness." This means that all
students agree to refrain from the use of tobacco, alcohol, and other "recreational” drugs while
enrolled at the University.

Core Values of Loma Linda University/San Manuel Gateway College
The College affirms these values as central to its view of education:

COMPASSION—The sympathetic willingness to be engaged with the needs and sufferings of
others. Among the most memorable depictions of compassion in Scripture is the story of the
Good Samaritan, which Loma Linda University San Manuel Gateway College has taken as a
central symbol of its work.

INTEGRITY—The quality of living a unified life in which one's convictions are well-considered
and match one's actions. Integrity encompasses honesty, authenticity, and trustworthiness.

EXCELLENCE—The commitment to exceed minimum standards and expectations.

FREEDOM—The competency and privilege to make informed and accountable choices and to
respect the freedom of others. God has called us not to slavery but to freedom.

JUSTICE—The commitment to equality and to treat others fairly, renouncing all forms of unfair
discrimination. The God of the Bible is One who calls people continually to justice. According to
the prophets, religious faith could be genuine only when it led the believers to "seek justice,
rescue the oppressed, defend the orphans, [and] plead for the widow."

PURITY/SELF-CONTROL—The commitment to be morally upright and moderate in all things,
with complete control over one's emotions, desires, and actions

HUMILITY—The willingness to serve others in a sacrificial manner, and the self-respect that
renounces haughtiness or arrogance.

11



Institutional Learning Outcomes

San Manuel Gateway College’s institutional learning outcomes (ILOs) for students are assessed
throughout the certificate programs within the College appropriate for the discipline and
certificate. The Office of Educational Effectiveness works with these programs to guide their
assessment.

Critical thinking: Students demonstrate beginning critical thinking through examination of ideas
and evidence before formulating an opinion or conclusion.

Information literacy: Students demonstrate a beginning ability to identify, locate, evaluate,
utilize, and share information.

Oral communication: Students demonstrate beginning college level effective oral
communication skills in English.

Quantitative reasoning: Students demonstrate the ability to reason and develop evidence-
based decisions using numerical information appropriate to their level of certification.

Written communication: Students demonstrate beginning college level effective written
communication skills in English.

Mission-focused learning outcomes
San Manuel Gateway College together with Loma Linda University’s three mission-focused
learning outcomes (MFLOSs) are firmly rooted in its mission, vision, and values.

Wholeness: Students integrate wholeness in their personal and professional lives: Loved by
God, growing in health, living with purpose in community.

Values: Students integrate LLU’s Christ-centered values in their personal and professional
lives.

Learning Environment
San Manuel Gateway College under Loma Linda University is committed to whole person
student development. The co-curricular aspects of student life on campus are planned to assist
students in achieving a healthy balance in every dimension of their lives by:

fostering a caring Christian environment;

encouraging a personal Christian faith;

inspiring respect for and inclusion of diverse ethnic and cultural perspectives;

providing opportunities for personal growth and development;

nurturing the development of healthy relationships;

assisting in the management of personal conflicts and crises;

cultivating a lifelong commitment to altruism and service;
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promoting an active and healthy lifestyle; and
establishing an environment that supports the pursuit of personal and professional
excellence.

San Manuel Gateway College is dedicated to creating a learning environment that promotes the
lifelong pursuit of knowledge, wisdom, and skills used for selfless service to mankind. Through
intentional educational strategies, San Manuel Gateway College interweaves its vision, mission,
and core values with its student learning outcomes. The College's mission of wholeness gives
focus to the learning environment that balances mind, body, and spirit (psycho-social-physical-
spiritual) and gives meaning to the motto of mission-focused learning. In this health care
institution, critical and analytical thinking skills in the health, behavioral, and natural sciences are
blended with a commitment to spiritual and moral development.

San Manuel Gateway College pledges to students, staff, faculty, alumni, and the local and
global communities its commitment to upholding integrity, valuing diversity, engaging with the
community in service learning scholarship, and honoring the process of ongoing self-
assessment for the purpose of continuous quality improvement. The College provides clearly
defined student learning outcomes and measurable performance indicators to create a learning
atmosphere that is clear and focused.

The College is engaged in systematic academic program review. Curricular maps are
maintained for each program to assure alignment between student learning outcomes and
planned academic activities. Program review follows carefully developed schedules as outlined
in school-specific assessment matrices. San Manuel Gateway College is committed to using
assessment data to guide academic and fiscal master planning for the University.

The resources of the College offer a wealth of opportunity to the student with initiative and
willingness to develop individual capacity to the fullest extent. The academic resources,
affiliated clinical facilities, and community agencies constitute a rich educational environment
both in classroom instruction and in guided experience.

From College to student

San Manuel Gateway College was established to provide education in a distinctively Christian
environment. Students are expected to respect the standards and ideals of the Seventh-day
Adventist Church. Prospective students have the freedom to choose or reject University or
school standards, but the decision must be made before enroliment. Application to and
enrollment in San Manuel Gateway College constitute the student's commitment to honor and
abide by the academic and social practices and regulations stated in announcements, bulletins,
handbooks, and other published materials; and to maintain a manner that is mature and
compatible with the College's function as a professional health care institution.

It is inevitable that the student will come under question if academic performance is below

standard; student duties are neglected; social conduct is unbecoming; or attitudes demonstrate
deficiencies such as poor judgment, moral inadequacy, or other forms of immaturity.
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Procedures for evaluation of academic and nonacademic performance—as well as for the
student to exercise his/her right of appeal—are described in the current Student Handbook.
Grievances regarding both academic and nonacademic matters must be processed according
to these published grievance procedures. After a student files an appeal or grievance, the
faculty assesses the student's fitness for a career in the chosen profession and recommends to
the Executive Director appropriate action regarding the student's continuance or
discontinuance.

Prospective students who have questions concerning the College's expectations should seek
specific information prior to enrollment.

Whole person health

The College regards the student from a cosmopolitan and comprehensive point of view. It is
cosmopolitan in that historically the University's global mission has promoted bonds and
opportunities in education and service without regard to gender or to national, racial, or
geographical origin. It is comprehensive in that the University's concern for the welfare of the
student traditionally has been an integrated concern for assisting the student toward whole
person health—balanced development of spiritual, social, physical, and mental health.
Cultivating the health of any one part enhances the health of all parts. Neglecting or abusing the
health of one harms the health of all. Before one can experience whole person health, there
must be a practical appreciation of the interdependent interaction of each part of the whole.

Spiritual health

In addition to personal quiet times, opportunities for the student to further develop rich, personal
spiritual resources are provided in scheduled religious exercises and activities and in informal
association with others who cherish spiritual values. Classes are opened with a devotional
thought and prayer with the goal to encourage students to strengthen their personal spiritual
experience.

Social health

Through activities and events, students can enrich their group interaction and leadership
experiences, increase their enjoyment of and interest in fields outside their profession, develop
their talents, enhance wholesome and memorable association with others, and cultivate
supportive and lifelong social relationships.

Mental health

The College promotes mental health by encouraging students to study and practice principles of
sound psychological health and to access state-of-the-art counseling and mental health
services, as needed.

Physical health

The College promotes physical fithess by encouraging recreational interests and by providing
courses in health instruction. An effort is exerted to interest each student in some recreational
and health-building activity that may be carried over to enhance future life.

14
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Job Descriptions of Staff Administering and Managing
LLU San Manuel Gateway College

Executive Director: The Executive Director is the chief officer of the College, responsible for
maturing and implementing the mission and vision of San Manuel Gateway College in all
aspects of the school’s activities. The Executive Director is responsible for maintaining the
integrity of the scholastic, moral, and social standards of the College and the University
including the spiritual nurture of persons within the College in harmony with the mission and
purpose of the College and Loma Linda University and the defined goals and objectives of the
school.

Assistant to the Director: The Assistant to the Director will report to the Director and will take
additional direction from the Assistant Director and the Program Director. Duties and tasks will
include special projects, research and general support to the college and its programs.

Director, Academic Programs: The Director of Academic Programs is responsible to the
Executive Director of the College for the implementation of the mission and vision of the College
and University in all aspects of the programs including planning, organization, staffing, direction,
and evaluation of the academic programs assigned to him/her and for the general welfare of the
faculty.

Director, Student Support Services: The Director of Student Support Services provides
oversight and academic support for the San Manuel Gateway College. This role will manage
office organization and databases, scheduling, correspondence, word-processing, filing, and
internal and external communication. This Director will interact with students in the program
and will attend and document minutes of department/program faculty meetings.

Assistant to the Director: The Assistant to the Director will report to the Director and will
take additional direction from the Director of Academic Programs and the Program Director.
Duties and tasks will include special projects, research and general support to the college
and its programs.

Program Director: The Program Director will be responsible for program leadership and
provide structure to implementation of the program. The Director organizes and coordinates
implementation of the program, including theory and clinical experiences.

Instructor: The Instructor provides direct instruction to students in the classroom setting,
employing appropriate teaching and learning strategies to communicate subject matter to
students. Instructional methods and strategies will be modified to meet students’ needs and
available instructional technology, i.e. the Internet, interactive technology will be utilized. The
instructors will encourage the development of communication skills and higher order thinking
skills through appropriate assignments; contribute to the selection and development of
instructional materials in accordance with course objectives; and evaluate student performance

16



fairly and consistently, and return student work promptly to promote maximum learning.
Instructors will maintain accurate records of student progress and submit final grade rosters to
the administrator each term according to established deadlines. They will post and maintain
regular office hours to ensure accessibility.

Clinical Instructor: The Clinical Instructor (CI) will provide for direct on-site supervision of
students in the clinical area. The Clinical Instructor will communicate clearly to clinical staff
responsible for patient care for which the student has been prepared and is expected to
perform. The CI will assist in and monitor charting for accurate and pertinent information and
student’s signature. The CI will evaluate student’s performance and clinical skill
competence according to own observations. The CI will also assist in providing direct
instruction to Nursing Assistant students in the classroom setting and will employ
appropriate teaching and learning strategies to communicate subject matter to students.

17



Organizational Chart

Loma Linda University
San Manuel Gateway College
Organizational Chart

Executive Director

Assistant to the
Executive Director

Director, Student
Support Services

Finance Officer

Director, Academic
Programs

CNA Program MA Program
Director Director

Clinical and Teaching Faculty
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Library Resources

Library resources will be made available electronically through Loma Linda University’s Del
Webb Library. A webpage will be provided with a list of resources that can be accessed through
computers and a central login.

Computers are provided in the Computer Lab for accessing electronic resources, and any
computer with an Internet browser may access available resources. The central library, Del E.
Webb Memorial Library, will provide assistance by providing resources to support the academic
needs of the students at San Manuel Gateway College. Students will be able to access online
resources through their student log-on and student ID card.

Campus Store

The Campus Store is the official LLU college bookstore, located in the Campus Plaza. The store
is operated by Barnes & Noble College, a subsidiary of Barnes & Noble, Inc. The Campus
Store is the source for LLU apparel, gifts, and school spirit accessories. High quality products
and services include digital textbooks, textbook rentals, and the Technology Store, iLLU. As an
Apple-authorized campus store, iLLU is a licensed retailer of Apple technology products and an
Apple-authorized service provider. Merchandise may be purchased using the following forms of
payment: cash, check, Visa, MasterCard, Discover Card, or debit card.

To reach the Campus Store by telephone, call 909-558-4567.

Store hours

Sunday: 10:30 a.m. to 4:00 p.m.

Monday through Thursday: 8:30 a.m. to 6:30 p.m. Friday: 8:30 a.m. to 3:00 p.m.

Closed on Saturdays and LLU observed holidays.

Dining Facilities

The following dining facility is available on campus:
Farm Fresh Café located on the first floor

Student Mail Services

Students receive College-related and interdepartmental mail through the Administration office.
All interdepartmental mail should be specifically addressed as follows: Name of student, San
Manuel Gateway College.
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Security

The main office for the Department of Security at the San Bernardino Campus is located on the
campus — 250 South G St. San Bernardino, CA 92410. Security Officers patrol the campus 24
hours a day—uwith primary concern for the protection of students, patients, visitors, and
employees. Their secondary concern is for the prevention of property thefts. Security officers
also respond to alarms and other requests for assistance.

Call 909-558-4320 or extension 44320 for all Department of Security services. For 24-hour
public safety security services call 1-888-350-7774.

Emergencies
In case of an emergency, dial 911. Emergency telephones are located at various locations on
campus (including parking lots).

Non-Emergency Service

Security Officers provide the following nonemergency services, as time allows:
jump-starting cars;
retrieving keys in locked cars;
calling towing service for stranded motorists.

Lost and Found
Items found at San Manuel Gateway College will be held in the Administration Office. Items
found in other parts of the building will be held in the security office.

Reporting suspicious activity

In order to make the University, Medical Center, and LLUH San Bernardino Campus a safe
community in which to live, study, and work, it is essential that all suspicious persons or
activities on campus be reported to the Department of Security at extension 30404.

Vehicles/Motorcycles

The Department of Rideshare, Parking and Traffic Services is responsible for enforcing the
Loma Linda University traffic and parking regulations and the State of California Vehicle Code,
as they apply to moving and stationary vehicles, pedestrians, and animals on the campus. The
Loma Linda University traffic and parking regulations are enforced under Section 21113 of the
California Vehicle Code.

Parking Regulations
Students must park in approved areas to avoid being ticketed, booted, and/or towed.

California State Vehicle Licensing Law

California state vehicle law requires that all residents who operate a vehicle have a California
state driver’s license, proof of auto insurance and any vehicle they own within the state of
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California must be registered with the California DMV. A car that is owned by an individual who
resides out of state may not require California registration.

Student Identification (ID) Badge

All accepted students are assigned a unique University identification number. This eight-digit
number will be used on all correspondence and noted on all payments to the San Manuel
College. A College identification badge using this identification number and a bar code will be
issued to each student after completion of his/her initial registration.

The identification badge allows access to various student services. Students must carry their ID
badges while on campus, preferably displayed in an easily visible location. An ID badge must be
presented upon request. While in any hospital or clinical facility, ID badges must be displayed
prominently above the waist.

Student Access Policy

Student access to San Manuel Gateway College facilities, systems, and services by badge, key,
or password is authorized only to currently enrolled students and terminates immediately upon
the last day of enrollment, even if re-enroliment is anticipated in the future. The University has
the discretion to revoke access authority at any time.

Student Health Service

Health Care

Students will be required to have health care insurance coverage, either through their parents’
health care plan or individually. Documentation of health care coverage must be provided
before students begin classes. The health care insurance must be continuous throughout the
enroliment at the College. Assistance in obtaining health care coverage can be obtained from
the Social Action Community (SAC) Health Center, Community Resource Center.

San Manuel Gateway College is in cooperation with the Social Action Community Health Center
and Loma Linda University Occupational Health Clinic to assist students by providing quality
health care to the students enrolled in San Manuel Gateway College. Our physicians and staff
are dedicated to promoting a lifestyle that encourages a balance of physical, spiritual,
emotional, and social well-being.
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For needs that arise while a student is enrolled at the College, the primary source for care is the
Loma Linda University Occupational Health Clinic and the SAC Health System, Urgent Care
Department located in the San Manuel Gateway College building.

Malpractice Coverage
Students are covered by malpractice insurance while acting within the course and scope of any

approved clinical assignment.
Counseling Services

Behavioral health counseling will be available to students through their insurance and the
behavioral health clinic at SACHS.
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SECTION IV - ACADEMIC INFORMATION
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Admission Policies and Information

Personal Qualities

San Manuel Gateway College under Loma Linda University was established to provide
professional health education in a distinctively Christian environment that prepares well-
gualified, dedicated Christian health science professionals who are committed to fulfilling the
mission of this University to serve humanity. Students at San Manuel Gateway College under
Loma Linda University are expected to uphold the Christian ethical and moral standards of this
Seventh-day Adventist Church-related institution while on and off campus.

The College and University's emphasis on health and the health professions, as well as the
practices of the supporting church, preclude admission of applicants who use tobacco, alcoholic
beverages, or narcotics. The rights of the individual are recognized and respected; however,
any conduct that is contrary to the principles governing a healthful and moral lifestyle is not
acceptable for a San Manuel Gateway College student. The prospective student has the
freedom to accept or reject these principles and practices prior to applying. Once application is
made to the College, the applicant has chosen to abide by these principles and practices.

In selecting students for entrance to programs in the schools, the admissions committees look
for evidence of personal integrity, academic achievement, healthful lifestyle, self-discipline, self-
direction, and service to others. An applicant accepted to a school must possess capabilities to
complete the full curriculum in the allotted time at the levels of competence required.

An interview with the faculty is required as part of the admission process. Acceptance of an
applicant into any curriculum is contingent on the recommendation of the Admission Committee
of the specified program.

Where to Apply

It is important to know the specifics of the application process and to begin this process well in
advance of the date of anticipated or desired entrance. Application procedures and the
application can be found online at http://sanmanuelgatewaycollege.llu.edu.

Application Review Process
All completed applications are reviewed by the appropriate admissions committee, which
recommends the final decision regarding acceptance.

Applicant's Records

The application and all supporting records and documents become the property of the College.

Application Deferral
Applicants are accepted for a specified entering term. If the applicant does not enter the
program at the time stated for admission, the application will become inactive unless the school
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receives a written request to defer the application. Not all programs permit an applicant to defer
an application; however, for those programs for which this is permitted, an application may not
be deferred for more than one year. After one year, a new application must be submitted.
Accepted applicants who wish to reactivate their acceptance at a later date must apply to the
school for reactivation. Previous acceptance does not guarantee acceptance at a later time.
Individuals must meet admission and graduation requirements that are in effect for the school
year during which they first register.

Online Application
The San Manuel Gateway College application is only available online and can be found at
http://sanmanuelgatewaycollege.llu.edu.

Letters of Recommendation
Two letters of recommendation are required.

Official Transcripts

Applicants to San Manuel Gateway College certificate programs are required to furnish
evidence (transcripts, GED, CHSPE, or equivalent) of completion of high school in order to be
granted admission. The final transcript must include the date of graduation or completion.
Transcripts must be submitted either directly from the institution granting the transcript or hand
carried by the student in a sealed envelope containing the transcript signed by the school
official. Transcripts and evaluation results received by the College become the property of the
College and will not be released to the student or forwarded to any other institution.

English Proficiency

Regardless of nationality or citizenship, an applicant whose native language is not English or
whose secondary education has been obtained outside the U.S. is required to pass an
approved test of English proficiency. Additionally, any applicant whose English competency is
uncertain in regards to his/her professional success at San Manuel Gateway College may be
required to pass a test of English proficiency. The minimum required score for International
English Language Testing System (IELTS) is 6.5. The minimum required score on Michigan
English Language Assessment Battery (MELAB) is 77. A minimum Test of English as a Foreign
Language (TOEFL) score of 550 (paper based) or 213 (computer based) is required. The
TOEFL score is valid for two years from the test date. If it has been more than two years since
the examinee last took TOEFL, the test must be taken again to have the scores reported. Visit
the TOEFL Web site at http://www.ets.org/toefl for the most up-to-date information and
examination registration.

Pre-admission Basic Proficiency Assessment
All students will be required to take an assessment test that measures their basic skills in the

area of reading comprehension and math. There will be a minimum score that will be
determined according to the assessment being administered. (e.g. Wonderlic Basic Skills)

26


http://sanmanuelgatewaycollege.llu.edu/
http://sanmanuelgatewaycollege.llu.edu/
http://sanmanuelgatewaycollege.llu.edu/

Pre-Health Requirements

Prior to enrolling in classes, newly admitted students must fulfill specific health requirements.
San Manual Gateway College is committed to protecting the health of our students, the College
community, and our patient population. These health requirements not only promote health, but
also accustom new students to the responsibilities of a health care professional.

Medical History

Physical Exam with a signed report by a physician or nurse practitioner that the student does
not have a health condition that creates a hazard to self or others, dated no more than 90 days
prior to the start date of clinical instruction.

TB/PPD skin test: Documentation of a two-step negative PPD skin test within 90 days prior to
starting clinical instruction. If applicable, date of the most recent positive PPD with results in
mm and a copy of a chest x-ray report taken within the past year.

MMR (measles, mumps, rubella): Documentation of two MMR vaccinations given after age 1
year, or submit positive blood titer reports for each disease (must be quantitative IgG antibody
titers)

Tdap (tetanus, diphtheria, pertussis): A Tdap dose within the past 10 years OR a Td dose within
the past 10 years and 1 dose of Tdap after age 18 years

Varicella (chickenpox): Documentation of complete series (two immunizations required), or
submit a positive blood titer report (must be quantitative varicella IgG antibody)

Hepatitis B: Documentation of a complete series (three immunizations required), or submit
positive blood titer report (must be quantitative hepatitis B surface antibody)

Please note: Some programs will require titers in addition to immunizations.

Background Check

To comply with The Joint Commission, state, and local regulations regarding background
checks for health care providers, students considering admittance into San Manuel Gateway
College, must have a clear criminal background check. Background checks are required in
order to participate in clinical activities. The initial background check will satisfy this requirement
during continuous enrollment in the program. Should the educational process be interrupted, a
new background check will be required.

After students are accepted and confirmed, they will receive a link that will allow them to get a
required San Manuel Gateway College- specific background check.

Upon enrollment in the program, the student must be fingerprinted through the Live Scan
process. Forms and instructions will be provided to students at the start of the program.
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Academic Policies and Information

Advisement

Upon admission into a certificate program, an Academic Advisor will be available to students to
address professional and personal successes and potential challenges. Academic Advisors are
prepared to discuss career opportunities, academic policies, academic problems, curriculum,

It is the student's responsibility to consult with advisors in planning their program of study.

When questions arise relating to curriculum or policy requirements, students should always refer
first to the School policies. Any additional questions can be answered through the Student
Services office.

Orientation and advisement sessions are scheduled for all new students. These sessions
provide general guidance regarding student services, health care, library resources, safety and
security, registration procedures, and academic policy.

Academic Authority

The Executive Director is the final authority in all academic matters, with the exception of
general education requirements, and is charged with the interpretation and enforcement of
academic requirements. Any exceptions or changes in completion requirements are not valid
unless approved by the Executive Director. Any actions taken by individual faculty members
with regard to these matters are advisory only and are not binding on San Manuel Gateway
College unless approved by the Executive Director.

Copyright Violations

The copyright law of the United States (Title 17, USC) governs the making of photocopies or
other reproductions of copyrighted material. Under certain conditions specified in the law,
libraries and archives are authorized to furnish a photocopy or other reproduction. One of these
specific conditions is that the photocopy or reproduction is not to be "used for any purpose other
than private study, scholarship, or research." If a user makes a request for or later uses a
photocopy or reproduction for purposes in excess of "fair use," that user may be liable for
copyright infringement. This institution reserves the right to refuse to accept a copying order if,
in its judgment, fulfillment of the order would involve violation of copyright law.

Communication Devices

All communication devices must be set to "off" or "vibrate" during class, laboratory, clinic, or
chapel. No cell phones, PDAs, calculators, laptops, or other electronic or communication items
may be used in the classroom, testing facility, or laboratory unless specifically a part of that
activity and approved by the faculty member in charge.

Grade Change

A grade may not be changed except when an error has been made in arriving at or recording a
grade. Such changes are permissible up to the end of the succeeding term.
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The faculty member must obtain Executive Director’s signature on the change of grade form
after the initial grade has been entered.

Privacy Rights of Students in Academic Records (FERPA)

San Manuel Gateway College is not required to adhere to the Family Education Rights and
Privacy Act (FERPA) because the college does not receive student financial aid from the
Federal Government. However, we will be following the guidelines that are in accordance to
FERPA as this is good practice and protective of student’s privacy rights.

Under the Family Education Rights and Privacy Act (FERPA), students have full rights of
privacy with regard to their academic records, including their grade reports. Grades are
available to the student online at llu.edu/central/ssweb

The campus is authorized under FERPA to release directory information concerning students.
The College has classified the following as student directory information that may be released:
name, address (permanent and local), picture, marital status, birth date, school, program, class,
previous college, and telephone number—unless the student specifically requests in writing that
the information not be released. Directory information will be released only by the Executive
Director’s office of the school in which the student is enrolled. Requests for directory information
received by other offices of the University will be transferred to the appropriate school office.

Satisfactory Completion of Courses, Modules, and Skills

The goal of the college is to produce proficient and skilled workers in their chosen program. We realize
that students learn at different rates and in differing ways. Students will be given opportunities to
demonstrate their skills and will be provided support for successful completion. This may include
repeating courses, modules, and/or skills in the practice skills lab.

Grades and Grade Points
The following grades and grade points are used at San Manuel Gateway College. Each course
taught in the schools has been approved for either a letter grade and/or an S/U grade.

Grade Grade Description

Point
A 4.0 Outstanding performance.
A- 3.7
B+ 3.3
B 3.0 Very good performance for undergraduate credit
B- 2.7
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C+

FA/UA

2.3

2.0

1.7

13

1.0

0.0

0.0

none

none

none

none

Minimum performance for which undergraduate credit is granted,
except as indicated above.

Failure—given when coursework was attempted but when
minimum performance was not met.

Failure to attend (U/A for S/U graded courses)—given when a
student discontinues h without withdrawing. Last date attended is
to be noted on instructor grade report.

Satisfactory performance—counted toward certification. Equivalent
to a C grade or better in undergraduate courses, An S grade is
not computed in the grade point average.

Unsatisfactory performance—given only when performance for an
S-specified course falls below a C grade level in the certificate

courses. Similar filing procedures as given for S grade above are
required. The U grade is not computed in the grade point average.

Withdrawal—given for withdrawal from a course prior to fourteen
calendar days before the final examination week. Withdrawals
during the first fourteen calendar days of a quarter or the first
seven calendar days of a five-week summer session are not
recorded if the student files with the SMGC Office of Records.
Withdrawals outside this time frame, upon recommendation of the
Program Director, may be removed at the discretion of the
Executive Director. A student may withdraw only once from a
named cognate course that she/he is failing at the time of
withdrawal.

Incomplete—given when the majority of the course work has been
completed and circumstances beyond a student's control result in
the student being unable to complete the quarter. An | notation
may be changed to a grade only by the instructor before the end of
the following term (excluding the summer sessions for those not in
attendance during that term). Incomplete units are not calculated
in the grade point average. By use of the petition form—available
online at http://www.llu.edu/central/ssweb/reqistration.page—the
student requests an | notation from the instructor, stating the
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reason for the request and obtaining the signatures of the
instructor, the program director and the Executive Director. The
form is left with the instructor. The instructor reports the | notation
on the grade report form, as well as the grade the student will
receive if the deficiency is not removed within the time limit. The
petition form is then filed with the LLU Office of Records for LLU
courses or the SMGC Office of Records for SMGC courses along
with the grade report form. The | notation is not granted as a
remedy for overload, failure on final examination, absence from
final examination for other than an emergency situation, or a low
grade to be raised with extra work.

Attendance

Attendance at all classes, skills lab and clinical labs is required. This includes the first and last
day of each session. Absence in excess of 10 percent of course appointments (class, skills lab,
and/or clinical) may be cause for failure. Absence because of extenuating circumstances only
(i.e., personal iliness, death in the family) may be made up, when possible, at the discretion of
the faculty teaching the course; however, the total number of absences should not exceed 10
percent of class and/or clinical appointments.

Quizzes or examinations missed because of extenuating circumstances may be made up at the
discretion of the course faculty. Prompt attendance at all class and clinical laboratory
experience is required. Three times of being tardy to class and/or laboratory is equal to one
absence. In order to truly attend class with full attention given to the content presented,
professional behavior is expected. PHONES MUST BE SILENCED AND NOT USED IN THE
CLASSROOM OR CLINICAL SETTINGS.

If you will be absent from class, seminar, and/or clinical due to extenuating circumstances you
must:

Call the Program Director or clinical instructor prior to class and/or clinical lab. If
unavailable leave a message in her voice mailbox, or at the number the instructor indicates. Do
NOT email or text in this situation unless the instructor approves of this method.

Submit a doctor's excuse for absences due to iliness.
All content for clinical and skills labs must be made up.

If you are tardy to class and a quiz is given:

If the rest of the class is still taking the quiz, you may also take it, but it must be
turned in with the rest of the papers, no extra time will be given.

If the papers have been collected, you may not take the quiz at that time. If you feel
your tardiness is justifiable, you may submit a written explanation of the tardiness to the course
faculty requesting either to take the quiz or do an alternate assignment, according to faculty
discretion.
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Examination Policy

Classroom conduct during exams is required. Expected classroom conduct for students
includes the following: 1) Wait outside the classroom until 5 minutes prior to the exam. 2) Leave
all books and personal items at the door, including food/drinks, pens, and pencils. 3) Ask no
guestions during the exam. 4) Enter on time and leave the classroom quietly. 5) Leave all
cellular phones, beepers/alarms in a manner so not to be seen or heard. (No cellular phones
should be on your person during an exam.) 6) Avoid evidence of any behavior that could assist
or distract another student during the exam. (Any evidence that would infer cheating is cause for
failing the course.)

Records

Name on Student Records

It is the student’s responsibility to provide the College with his/her full legal name. This name will
be used on all College documents and correspondence and is essential for the following offices,
organizations, and processes: College Records, Social Security Administration, preparation of
certificates, and other legal processes.

The student submits his/her legal name on the original application to the College. A maiden
name (where applicable) may be listed as an alternate name. Students should make certain that
the spelling, capitalization, spacing, and order are accurate in College Records. The name
spelling and format as it appears on the Registration Portal is the way it will appear on the
certificate. For this reason, it is imperative to make sure it is correct on the Registration Portal.
The student’s name as recorded in the student’s record will be used for all College records,
such as course rosters, transcripts, graduation program, and certification of completion.

Change of Name

A student may change his/her name at San Manuel Gateway College by submitting a Change of
Name Request (see Forms section) form to College Records. This form must be accompanied
by at least two items: (1) a certified copy of a marriage certificate, a court order, or a divorce
decree and (2) an updated SSN card. All changes in vital records must be made through the
office of College Records.

Name changes received after the second week of a term will be processed after grades have
been received for that term. Name changes for expected spring completion candidates must be
received by the office of College Records no later than the first week in January preceding
completion of the certification requirements.
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Marriage

A student who marries or changes marital status during the academic year must provide the
school with advance written notification of the change in status in order to keep school records
correct and up to date. It is wise for students to make every effort to schedule their wedding
ceremonies during academic recesses.

Grade Reports

Course grades are determined by the faculty member(s) who taught the course. Office of
Records posts all grades at the end of each academic term. Grades can be viewed online the
morning after the official grade submission date for the term by logging into the Student
Information System. Notices concerning academic probation and academic dismissal are issued
from the office of the Executive Director.

Grade reports are not sent to parents. Students dependent on the support of parents should
inform them of their academic progress.

If a student believes a grade was given in error, the instructor should be contacted. Grades are
changed only when an error has been made in arriving at or recording a grade and must be
submitted during the subsequent term. Students should feel free to discuss grades with their
instructors.

Incomplete (I) Notation for Emergencies Affecting Course Work

The College recognizes there are times when events occur over which we have little or no
control. Serious illness, accidents, and deaths of loved ones are among the reasons students
may not complete their course work on schedule. A provision is made for these kinds of
emergencies by permitting an instructor to submit an | (Incomplete) instead of a grade at the
end of the course, if circumstances match the allowances outlined in policy.

It is the student’s responsibility to request an | (Incomplete) notation from the instructor by
initiating a petition to receive an incomplete grade workflow on which the reason for the request
must be stated (a reason of illness must be accompanied by a doctor’s note). The workflow
process will obtain the approval of the instructor, the program director, and the Executive
Director of the student’s school. When approved, the instructor will report the | notation through
the grading portal. Incompletes must be made up during the following quarter.

An Incomplete will always remain on a student’s transcript. When the final grade is received, it
will be posted alongside the | notation. It is in the student’s best interest not to accumulate too
many I's on his/her permanent record.

San Manuel Gateway College Records

The College maintains the official academic records of all students at SMGC. All student
records are maintained in a secure environment at the College.
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Requests for inspecting records should be made in writing to SMGC Records. The director of
the office has forty-five days to fulfill this request; however, requests are usually granted within
two weeks. Any questions students may have concerning academic standing within the College
should be directed to their Academic Advisor or the Executive Director of their school.

College Records office hours:
Monday, Tuesday, Wednesday, and Thursday: 8:30 a.m. to 4:00 p.m.; Friday: 8:30 a.m. to
12:30 p.m.

Request for Transcripts

San Manuel Gateway College transcripts may be issued to students or designated receivers
upon the student’s request. Transcripts given to a student will be marked as Issued to Student.
Transcripts from San Manuel Gateway College will contain the certificate courses taken at San
Manuel Gateway College. Certificates and statements of completion will be issued only for
students whose financial obligations to the College have been met. Requests for verification of
certificate programs will be submitted at sanmanuelgatewaycollege@llu.edu.

Transcripts for courses completed as a non-degree student in LLUH will only contain the college
transferable courses. All transcript requests for LLU transferable courses are to be submitted
electronically. Transcript details for LLU transferable courses are available on the Web at
llu.edu/students/university-records/transcript-request.php.

Custodians of Education Records
The following is a list of the types of records that the University maintains, their locations, and
their custodians.

Types Location Custodian
Admissions records SMGC Administrative Office Office Manager
School-based academic records SMGC Administrative Office Office Manager
Financial records SMGC Administrative Office Office Manager
Disciplinary records SMGC Administrative Office Office Manager
LLU Transferable Courses LLU Student Services Center LLU Registrar
Enrollment

Certificate Courses

Students will be enrolled in certificate courses by Administration. They will follow the prescribed
sequence of modules and courses based on the approved certificate program schedule.
Variances of the program schedule will not be allowed.

College Transferable Courses

Students will be enrolled as non-degree students through the Loma Linda University Records
Office.
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Financial Policies and Information

The student will be responsible for the total cost of the program. Scholarship and/or financial
arrangements to cover the cost of the program will be made prior to the start of the program. If
the student is unable to complete their commitment prior to the completion of the program, their
certificate of completion will be held until final payment is made.

Personal Leave of Absence

A leave of absence is defined as an approved interruption of coursework or academic
responsibilities. It may be as long as one year. A leave of absence from a program extending
longer than one year will require reapplication. Stipulations for re-entry are given to the student
in writing.

Payments

Credit cards, PayPal, checks, and cash payments are accepted. Checks should be made
payable to San Manuel Gateway College and should indicate the student's ID number to ensure
that the correct account is credited. In case a check is returned, a $25 returned item fee will be
assessed. Payments are accepted in person at SMGC Administrative Offices, by mail, through
the Account refunds resulting from financial aid, tuition refunds, or other payments may be
credited back to any credit card used—to the extent of the card payment made—before a refund
check or direct deposit will be issued.

Academic Integrity

All students in San Manuel Gateway College are expected to adhere to the highest standards of
academic honesty. It is the responsibility of students to avoid both dishonest practices and the
appearance of dishonesty. The student should make the necessary effort to ensure that his/her
work is not used by others.

Students shall be subject to discipline for any form of academic dishonesty, including, but not
limited to: copying from another’'s examination or allowing another to copy from one’s own;
plagiarism; giving or receiving aid on class work without permission or on take-home tests; and
representing as one’s own work the work of others without giving credit. Disciplinary actions
may range from a zero on the work involved, lowering the course grade by one letter, dropping
the student from the course, or total dismissal from school (See Grievance below).

Definitions

San Manuel Gateway College defines academic integrity as the commitment of all members of
the educational community (administration, faculty, students, and staff involved in learning,
teaching, research, patient care, or service) to engage in conduct that reflects honesty, trust,
fairness, mutual respect, and responsibility (The Center for Academic Integrity, October 1999).
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Academic Discipline

Academic Due Process. If the student wishes to contest a grade, the following steps should be
taken:

Discuss the grade with the course coordinator.

If the matter is not resolved, the student should discuss the grade with the Program Director.

If the matter still is not resolved, the student may appeal in writing to the Executive Director
who will call an Academic Review Committee, whose decision is binding. The committee will
review the student’s written appeal and vote a decision.

The Academic Review Committee meets at least once each quarter to review student progress.
Actions recommended by the Academic Review Committee other than dismissal from school
are not subject to appeal beyond the committee. Actions that are not subject to appeal include,
but are not limited to, requiring a student to do remedial work in a course, or repeating a course
in which the student received a failing grade in either the theory or clinical portion.

Grievance

A student dropped from school for academic reasons and who contends that the appropriate
procedure was not followed, may file an appeal to the Executive Director of the school. This
appeal must be filed within one quarter from the date on which the Academic Review
Committee voted to drop the student from school. A grievance will be reviewed only if the
appeal is filed within this time frame. The grievance process is not available to individuals who
fail to achieve admission or readmission to the school, or who take exception to the terms and
conditions of admission or readmission.

Process for grievance

The student requests the Executive Director to appoint a Grievance Committee to evaluate the
situation.

This request must be presented in writing and must include pertinent information. Based on their
review, the Grievance Committee makes a recommendation to the Executive Director:

The Executive Director, upon receipt of a written petition for grievance, appoints a committee of
two faculty members selected from faculty of the San Manuel Gateway College who were not
previously parties to the review of this case.

The third, nonvoting faculty member, from the Academic Review Committee, is also selected by
the Executive Director to meet with the Grievance Committee.

The Grievance Committee may interview the student, faculty, clinical faculty, or other individuals
who may be knowledgeable about the situation. The student may be accompanied only by a
faculty advisor—not by friends, family, or legal counsel.
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The committee renders a written recommendation to the Executive Director upon completion of
their review. After reviewing the findings and recommendations of the Grievance Committee, the
Executive Director makes a decision, which is final and binding. The student is notified of the
decision in writing.

Accommodations for Disability

It is San Manuel Gateway College’s policy to comply fully with the provisions of The Americans
with Disabilities Act [42 U.S.C. Sec. 12131 (2) (1990)]. The school is committed to providing
education—supported by services and reasonable accommodations for disabilities—to qualified
applicants. It is the student's responsibility to notify the school of the needed accommaodation for
any disability by obtaining (from the Office of the Executive Director who administers the
student's program) a letter provided for this purpose. The required supporting documentation,
provided by appropriate College entities, needs to be delivered to the Office of the Executive
Director for consideration. Suitable and reasonable accommodation will be provided as
necessary.

Policy for Monitoring Courses and Program

At the termination of each course on a quarterly basis, students will participate in an anonymous
course evaluation process. The evaluation will include questions in which the students rate —
Strongly agree, Agree, Neither Agree nor Disagree, Disagree, Strongly Disagree. An
anonymous end of program evaluation and an exit interview with the program director will be
given at the completion of the NATP. Please see form “Course, Instructor, Clinical, Clinical
Instructor Evaluation” and “End of Program Evaluation” in “Forms” section.
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SECTION V - SAN MANUEL GATEWAY
COLLEGE POLICIES
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COLLEGE POLICIES

Professional Standards

The health- and science-related professions are proud of their traditional reputation for honesty and integrity.
These virtues are essential for each member if these professions are to continue to maintain their position of
trust within society. The establishment of codes of ethics, peer review committees, ethics committees, and
other regulatory and/or advisory groups within the professions indicate a vital and continuing concern with
maintaining high standards of integrity.

Professional standards provide a means of educating future professionals in areas of ethical activity and are
intended to aid in developing an ethical and moral awareness that will help the individual serve in an
enlightened manner. In addition, the College seeks to broaden students’ ethical perspectives by including a
religious perspective not always found in ethical codes. By adding a spiritual foundation to the profession’s
ethical framework, it is anticipated that the professional’s ethic will be a more completely informed ethic—
one that not only reflects a proper concern for one’s fellow human beings, but one that also reflects an
intimate relationship with God, our Creator.

Students must conduct themselves at all times in a manner representative of their profession and school.
Students share responsibility for maintaining an environment conducive to learning. Any activity that
interferes with the learning processes vital to the practice of the chosen profession or that violates the
integrity of the profession as a whole is not acceptable.

The following list is illustrative of the type of conduct that violates the College’s expectation for student
conduct and is cause for discipline up to and including dismissal. It is not an exhaustive or all-inclusive list but
is stated here for purposes of illustration.

1 Failure to respect individual rights. This includes (a) physically or verbally abusing any
person or engaging in conduct that threatens or endangers the health or safety of
others;

9 Obstructing or disrupting the study of others; the performance of official duties by
College personnel; teaching, research, disciplinary, administrative, or other
functions of the
College, or other authorized activities on College premises; and slander and libel.

9 Disrespect for individual and College property, including theft and vandalism.

Refusal or failure to remediate documented unsatisfactory performance.
1 Personal conduct that is incompatible with the standards of morality and propriety of
the Seventh-day Adventist Church.

=

1 Overt disharmony, subversion, or violation of the philosophy, objectives, and policies
of the College—including those delineated in this handbook.

1 Gambling or betting.

9 Failure to obey, honor, and sustain civil law.

1 Arrogance and insubordination.

1 Patient abuse.

Professional ethics consistent with the Christian understanding of the value and importance
of all persons should be reflected in the relationships students develop with each of their

39



patients. While clinical activities will rightfully be focused on learning, the patient’'s needs
should always be the primary concern. Altruism must be learned and practiced from the
earliest moment of the student’s program and reinforced in all aspects of the professional
education.
Patient abuse will not be tolerated. Patient abuse includes any behavior or act that might
jeopardize the health or well-being of a patient. Examples of patient mistreatment or abuse
but are not limited to:

1 unsupervised and/or unauthorized treatment of a patient;

1 treating a patient while the student is under the influence of alcohol or drugs;

i failure to comply with clinic policies regarding patient treatment and documentation;

9 failure to comply with established protocols for infection control,

1 refusal to properly treat any patient for reasons of gender, race, color, religion, sexual
orientation, national origin, financial status, handicap, or disability;

1 patient abandonment;

1 any breach of confidentiality, except as required by law or College or University

policy;
1 failure to report an observed incident of patient mistreatment or abuse.

Academic Integrity Policy

San Manuel Gateway College seeks to educate ethical and competent professionals and
scholars who are committed to the practice of honesty and the pursuit of truth. This College
is committed to the following fundamental core values: compassion, integrity, excellence,
freedom, justice, purity/self-control, and humility. It is expected and understood that students
who apply and are admitted to San Manuel Gateway College will be committed to these
values and will choose to support them.

Personal and professional integrity are essential qualities for students and all members of
the College community. Upholding the standards of professional and personal conduct
includes acquiring behaviors and attitudes consistent with College values. It includes being
accountable for one’s own conduct, as well as assuming responsibility for the professional
behavior of one’s colleagues.

Examples of serious breaches of integrity include, but are not limited to, lying; cheating
(including plagiarism); falsifying reports, records, and the results of research. Other examples
that may appear to be minor, but which constitute misrepresentations of truth—and are thus
also of concern—include such things as signing someone else’s hame on an attendance
sheet (for a required class or meeting) or signing oneself in as present and then leaving.
Assuming responsibility for the professional behavior of one’s colleagues means
exemplifying integrity oneself, encouraging colleagues to be honest and responsible, and
refusing to ignore or cover up serious breaches of integrity such as cheating, stealing, or
falsifying records. Society rightfully expects the health-care professions and scientific
communities to be self-governing and trustworthy.
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The process of becoming a member of one of these trusted professions begins when a
student enters the College.

Definitions

San Manuel Gateway College defines academic integrity as the commitment of all members
of the educational community (administration, faculty, students, and staff involved in
learning, teaching, research, patient care, or service) to engage in conduct that reflects
honesty, trust, fairness, mutual respect, and responsibility (The Center for Academic
Integrity, October 1999).

Academic Dishonesty

Academic dishonesty is an act of deliberate deceit in the fulfilment of a student’s obligations
to the academic community. It includes, but is not limited to, the failure to observe rules of
fairness in taking examinations or writing papers, plagiarism, fabrication, and cheating.
Plagiarism is the act of presenting the work of another as if it were one’s own. It includes
qguoting, paraphrasing, summarizing, or utilizing material from the Internet or from books,
articles in periodicals, magazines, or newspapers without appropriate citation. However, any
unacknowledged use of another’s ideas constitutes plagiarism, including the use of papers
written by other students, interviews, radio or TV broadcasts, and any published or
unpublished materials (e.g., letters, pamphlets, leaflets, notes, or documents).

Fabrication is the act of contriving or making up material, data, or other information (e.g.,
research data, patient test results) and submitting this as fact.

Cheating is the act of deceiving, which includes such acts as looking at another’s
examination during the examination, using unauthorized aids (e.g., notes, electronic
equipment) to retrieve or communicate information during examinations, or whatever else is
deemed contrary to the rules of fairness—including violation of specific rules designated by
the instructor of the course.

Facilitation of academic dishonesty is the act of attempting to help someone engage in
plagiarism, fabrication, cheating, or any other type of academic dishonesty.

Procedures

If any faculty member, employee or student of the College has reason to believe that
academic dishonesty or unethical conduct may have occurred, she/he shall report the
incident to the appropriate instructor, course director, student affairs or academic
administrator of the school. Failure to report breaches of integrity is considered a failure of
academic and/or professional responsibility—and, thus, may be subject to disciplinary action
by the College.

When allegations of misconduct are made, the faculty member or school administrator is
responsible to ensure that a preliminary inquiry is made to determine if the
concerns/allegations are substantive. If there appears to be substantive evidence of
misconduct, the matter must be reported to the Executive Director or his/her designee. This
central reporting system allows patterns of behavior to be considered in determining the
course of action. A discussion with the accused student will take place before formal action
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is taken. The student will be informed if records of alleged incidents are to be filed and  will
have the opportunity to submit a written response.

If the program director or designee determines that formal action should be taken and/or
that the matter should be referred to the school’s designated academic committee, the
student shall be informed in writing. Some schools may have additional
procedures/processes for arriving at formal action. In such cases, the school policy will
apply.

The formal action will be reported to the student by the program director or Executive
Director.

Where schools do not have other specific policies governing these issues, the following
process will be used for an appeal:

Appeal of Committee Decision

The student, after the actions and recommendations of the designated academic committee,
may appeal to the Executive Director of the school—who may uphold or modify the
sanction(s) recommended by the hearing committee. In all cases, the action of the Executive
Director is final.

The Executive Director, in sole discretion, shall determine whether the student is
suspended pending the final decision of the appeal, or if the student may continue to attend
courses and/or conduct clinical activities.

Procedural Appeal

If the student contends that the appropriate procedure was not followed, or if there is new
evidence relevant to the decision that was not available to the student during the procedure,
the student may make an appeal in writing to the vice president for academic affairs or
designee regarding these two issues. If the vice president finds, after consideration of the
appeal, that the record of either of these points has merit, the vice president will return the
issue to the school for the appropriate procedure or for a hearing on the new evidence.

Alcohol, Controlled Substances, and Tobacco

Drug-free Environment

San Manuel Gateway College under Loma Linda University is committed to providing a learning environment
conducive to the fullest possible human development. The College holds that a lifestyle that is free of
alcohol, tobacco, and recreational/illegal drugs is essential for achieving this goal. College policy is that all
students are expected to refrain from the use of tobacco, alcohol, and other recreational or unlawful drugs
during the period of their enrollment at the College. Reasons for this policy include evidence that even small
amounts of alcohol retard response times and can cloud judgment, and the fact that a high percentage of
accidents and crimes (including crimes of victimization and abuse) occur while the perpetrators are under the
influence of alcohol or drugs. In addition, available data indicate that 14 percent of individuals who choose to
use alcohol will, at some point, become problem drinkers. This policy is consistent with the beliefs and
teachings of the Seventh-day Adventist Church that promote a healthy lifestyle. Students are notified of the
College’s abstinence policy during the application process and are responsible for complying with this policy
while they are enrolled in the College. Failure to comply with this policy will result in discipline up to and
including dismissal.
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Drug and Alcohol-testing Policy

San Manuel Gateway College may require drug testing of students for clinical requirements
and/or reasonable suspicion of impairment, which may occur at any time while the student is
enrolled. Students must sign an acknowledgment that they are aware of this requirement; as
well as consent to comply with this requirement of testing for alcohol, drugs, and controlled
substances. Throughout the testing process, students’ privacy and confidentiality shall be
maintained.

Nonnegative drug test outcomes will result in additional testing of the original sample to assure
accuracy. In the event of confirmed positive test results, the student must be seen by a
qualified medical examiner/certified substance abuse professional to determine if there is a
valid explanation. A student enrolled in a mandated treatment program will be subject to the
requirements of that program. A positive drug test may result in disciplinary action up to and
including suspension or dismissal.

Prevention

The College provides an educational program to help students develop an awareness of
the risks involved in alcohol, tobacco, and recreational/illegal drug use; and to promote the
benefits of a lifestyle free of these substances. Schools within the College may provide
therapeutic assistance for students who have demonstrated impaired function because of
abuse of these substances.

Detection

The College reserves the right to investigate any student where reasonable suspicion
exists of drug or alcohol involvement. This includes the right to search a personal office,
locker, on-campus vehicle, or personal property; and the right to require an appropriate drug
test and confirmation by a retest. If a search is to be made, it must be authorized by the
College Executive Director.

If unlawful possession of a controlled substance or drug paraphernalia is discovered, the
College will confiscate the item(s), investigate the circumstances, and institute disciplinary
actions. Initial identification of substance use or abuse may be made by a supervisor, faculty
member, student colleague, or by self-referral from the user.

Confidentiality

All drug and alcohol investigation and drug testing information is confidential and should be
treated as such by anyone who is authorized to have access to such records.

Assessment

All assessments of substance use or abuse will be performed by a qualified professional. If
there is reasonable suspicion of impairment or substance abuse, a suspension may be
mandated until assessment is completed.

Treatment and relapse prevention

Students who suspect that they may have a problem with substance abuse or dependence
are encouraged to seek professional help through one of the confidential assessment and
counseling programs available to students at San Manuel Gateway College. Students who
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choose to self-refer because of substance abuse or dependency problems can call their
primary care provider and be referred to SACHS Behavioral Health clinic directly for an
assessment and intervention. The assessment and any subsequent treatment will be kept
confidential by the counseling center or SACHS Behavioral Health clinic. When students self-
refer, the school within which the student is enrolled will not be notified.

If the student does not self-refer but is assessed to have a chemical dependency where
treatment is an appropriate option, she/he may be required to enroll in an outpatient or
inpatient treatment program as a condition of further enrollment. The individual will be
required to furnish evidence of compliance with the formulated plan of treatment. The
treatment recommendations range from required attendance at community 12-step meetings
and/or other treatment groups, individual outpatient counseling, or an inpatient treatment
program.

Random drug screening is a normal part of the treatment and follow-up process. A “positive”
drug screen may require more intensive treatment for that student and/or result in further
disciplinary action up to and including dismissal. If the student does not comply with the
formulated plan of treatment, she/he will be subject to discipline up to and including
dismissal.

A program of monitoring or testing for substance use may be required to prevent relapse for
students who have a chemical dependency or a record of substance abuse. A recovery
contract, including ongoing monitoring and relapse-prevention elements, will be formulated
for each student. Each professional school may address relapse prevention in a manner
consistent with the way that profession handles impaired professionals. If there is a diversion
program already available for members of the profession for which the student is enrolled,
and the program accepts students, the school may refer the student to that program. If a
diversion program is not available, the student will be required to be under the supervision of
the SACHS Behavioral Health clinic or suitable professionals, as determined by the school.

44



Discipline

If a student is involved in the use or distribution of drugs, alcohol, or tobacco at an on- or off-
campus public or private social event, she/he will be subject to discipline, up to and including
dismissal.

In situations where there is a reasonable belief that a violation of law has occurred, cases
may be reported to the appropriate law enforcement agency for investigation and
prosecution.

Communicable Disease Transmission Prevention

San Manuel Gateway College is committed to providing a healthy environment for learning through a
comprehensive program to prevent communicable disease using the latest scientific information and
procedures. This includes educating individuals regarding the reduction of communicable disease
transmission, and the need for immunizations. The College will comply with state and federal regulations
on communicable disease-transmission prevention and will maintain high legal and ethical standards to
protect the confidentiality of individuals with communicable diseases, as well as their right for compassionate
care—regardless of disease condition.

Premises

9 The transmission of communicable infections can occur from patient to provider, provider to patient,
and patient to patient. Preventive measures must, therefore, include providers and patients.

A comprehensive communicable disease transmission-prevention policy must address the following
infectious agents:

0 Blood-borne viruses—such as hepatitis B, hepatitis C, and human immunodeficiency virus

0 Mycobacterium tuberculosis, including drug-resistant infections

0 Vaccine-preventable diseases—such as chickenpox, measles, rubella, and mumps

0 Acute, intermittent, and chronic bacterial or viral infections that are transmitted from person to
person

9 Certain core infection control measures—such as hand washing and universal standard precautions—
must be practiced appropriately in every patient care situation.

9 Specific techniques to prevent inadvertent exposure of high-risk patients to infectious agents are
often mandated by state and federal regulations.

' Education of all health-care providers on the risks of communicable disease transmission and effective
infection control techniques is critical to achieve a safe environment for health-care provider and
patient alike.

9 Policies regarding the admission, appointment, curriculum choices, or completion of matriculation for
students or faculty who have communicable diseases will follow the most current scientific evidence
and recommendations. Counselors guiding these individuals will make every effort to provide
reasonable accommodation for the safe care of patients, students, faculty, and staff.

Procedures
9 The College shall maintain a standing communicable disease committee, including representatives
from the Loma Linda University Medical Center, the SAC Health Services, and LLU
Occupational Health Services, whose members will develop regulatory guidelines, procedures,
and educational modules that apply throughout the College and affect every student, faculty, and
staff. This includes required immunizations, confidentiality, state and federal regulations, civil rights,
and provisions for testing, treating, and counseling. Each school will implement these elements.
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The College communicable disease committee is responsible for keeping abreast of
the most current and reliable information, following CDC guidelines, and shall provide
direction to the deans and committees of the various schools.

Care providers—whether students, faculty, or staff—who do not follow recommended
infection control policies and practices and are deemed to be a potential and serious
hazard to patients and others will be subject to appropriate disciplinary action. These
may include, but are not limited to, dismissal or restriction of clinical practice, which
will be determined on a case-by-case basis by the responsible school or department.
Each school is responsible for applying the guidelines of the communicable disease
committee. Each school shall designate an individual from the school to serve as a
liaison between the communicable disease committee and LLU Occupational Health
Services.

The College shall cooperate with the clinical facilities or practice sites by encouraging
students, faculty, and staff to attend training courses on infection control offered by
the clinical facilities or practice sites.

The clinical facilities or practice sites used by the College shall have similar
communicable disease policies and procedures and provisions for implementation.
The College shall publish its communicable disease policy on its website.

Procedure Following Occupational Exposure to Blood/Body Fluids
If a student is exposed to another person’s blood or body fluid (e.g., through a needle-stick injury or mucous
membrane splash), she/he should take the following steps:

1

f
f
f

Remove the soiled clothing and wash the exposed area with soap and water.

Notify attending physician, resident, charge nurse, or site coordinator.

Obtain the name and medical record number of the source patient.

At LLUMC, report to LLUMC Emergency Department for evaluation and treatment. (If the exposure occurs
at an off-campus site, present to the designated department at that site). It is vital that this be done in a
timely manner. The Centers for Disease Control and Prevention recommends that treatment be obtained
within two hours. If it is not possible to meet this timeline, treatment and evaluation should still be
obtained as soon as possible.

0 During this visit to the designated department for immediate intervention, the following will
occur:

0 A risk assessment will be performed. This assessment will evaluate the type of exposure the
student received and the benefits of treatment. Baseline blood testing will be performed.

0 The student will be notified of the process to be followed for discovering the source patient’s
infectious status. If the patient’s infectious status is not known, hospital personnel will ask the
patient for consent for HIV blood testing; and specimens will be obtained to screen for HIV,
hepatitis B, and hepatitis C. The student should not ask the patient for this consent or for
information. The source patient should be consented and drawn by hospital personnel other than
the student.

0 Information will be provided to assist the student in making an informed decision regarding post-
exposure prophylaxis.

0 Vaccinations will be updated as necessary.

If the exposure occurs while the student is at an off-campus site, steps 1-3 above should be followed, and the
student should report to the location designated by that site for post-exposure assessment and treatment.
Locations and telephone numbers for some frequently used off-campus sites are (please note that telephone
numbersare subjectto change:
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Heritage Gardens Health Care Center
25271 Barton Road

Loma Linda, CA 92354

(909) 796-0216

Loma Linda University Medical Center
11234 Anderson St

Loma Linda, CA 92354

(909) 558-7000

Disability Accommodation Policy

Introduction

Section 504 of the Rehabilitation Act of 1973 states that: “No otherwise qualified person with a disability in
the United States ... shall, solely by reason of ... disability, be denied the benefits of, or be excluded from
participation in, or be subjected to discrimination under any program or activity receiving federal financial
assistance.” San Manuel Gateway College under Loma Linda University supports the integration of
all qualified individuals into the programs of the College and is committed to full compliance with all laws
regarding equal opportunity for all students with a disability. At LLU, students, faculty, deans or dean’s
designee, department chairs, and the Appeals Committee for Students with Disabilities (chaired by the vice
president for student services) all play a joint role in ensuring equal access to campus facilities and programs.

Definitions

An “individual with a disability” is someone with a physical or mental impairment that substantially limits one
or more “major life activities.” Physical or mental impairments include, for example, specific learning
disabilities, emotional or mental illness, visual impairments, deafness and hearing impairments, mobility
impairments, and some chronic illnesses.

“Major life activity” means functions such as caring for oneself, performing manual tasks, walking, seeing,
hearing, speaking, breathing, working, and learning. A person is considered to be an individual with a disability
and protected by the law if she/he has the disability, has a record of having the disability, or is regarded as
having the disability.

A “qualified person with a disability” means an individual who, with reasonable modifications or
“accommodations” (if necessary) to rules, policies or practices, the removal of barriers, or the provision of
auxiliary aids and services meets the eligibility requirements for receipt of services and participation in
programs or activities.

“Accommodation” refers to a change in the status quo. A “reasonable accommodation” in the student setting
is a modification or adjustment to a course, program, activity, or building that allows the person with a
disability to participate as fully as possible in the programs and activities offered by the College.

Overview

Students with disabilities are required to meet the same academic standards as other students at the
College. Services that may be provided students with disabilities include, but are not limited to, advocacy
and disability advising, classroom and testing accommodations, sign language interpreting, housing
accommodations, taped/scanned books, assistive technology training, referral for testing or additional
services, and an orientation workshop on services for incoming students.

At LLUH SMGC, the Director of the program in which the student is enrolled is responsible for evaluating and
maintaining all disability records for students with disabilities. The Executive Director’s office arranges
for determining eligibility for services and provides verification of the disability based on the evaluation that
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the student may use to acquire a needed accommodation for specific courses. Students identify themselves to
the program director’s office at the College to request services or accommodations.

Documentation of a disability is required. All information regarding a disability is considered confidential. A
student is responsible for making arrangements for accommodations by providing his or her instructors with a
letter from the Executive Director’s office requesting the approved accommodations. Faculties are responsible
for implementing accommodations as outlined in the Executive Director’s letter. (See “Accommodation
Requests” below.)

The Executive Director of the College ensures that faculty and students are informed about Section 504 of the
Rehabilitation Act of 1973, which states: “No otherwise qualified individual with a disability in the United
States... shall, solely by reason of his or her disability, be excluded from the participation in, be denied the
benefits of, or be subjected to discrimination under any program or activity receiving Federal financial
assistance and that faculty fulfill their roles in assisting with approved accommodations.”

Only the Executive Director or their designees have the right to waive, substitute, or adjust course or degree
requirements. The vice president for enrollment management and student services resolves conflicts in the
provision of reasonable accommodations or denial of accommodations by the Executive Director’s office.

Students requesting an accommodation should first contact the Executive Director in the school, who will assist
the student in obtaining appropriate documentation with recommendations for accommodation.

The College shall have a grievance committee appointed and charged with reviewing the student’s complaints
regarding disability policies and procedures. The members of the grievance committee shall be appointed by
the vice president for enrollment management and student services. Members of the grievance committee
shall be comprised of faculty, staff, and administrators in a variety of specialized areas—including but not
limited to health care, counseling and educational psychology, educational assessment and measurement,
disability issues, and student advisement from the college in which the student is enrolled. The committee
shall primarily comprise faculty and staff from the college in which the student is enrolled.

Accommodation Requests

It is only through a student’s voluntary disclosure of disability and request for accommodation that the
College can support disability-related needs. At the College, students with disabilities who wish to
request services or accommodations for their disabilities must identify themselves to the program
director’s office where the specific course is taught. Students must submit a request in writing to the
program director’s office of the program in which they are enrolled. A disclosure of disability or request for
accommodations made to a faculty or staff member will not be treated as a request for accommodations.

Requests for services or accommodations should be made as early as possible to allow time to review
requests and documentation. The program director’s office will evaluate the medical documentation and
determine a student’s eligibility for services. If further physician, psychologist, or other qualified specialist
documentation is needed, the program director’s office will notify the student of such and the time
frames by which the necessary supporting documentation must be provided. If a student is approved by the
program director’s office to receive certain services or accommodations, the program director’s office
will prepare a letter setting out the approved services or accommodations to be provided to the student for
specific courses. It is the student’s responsibility to present a copy of the program director’s office letter
of approved accommodations to his or her instructors and make the necessary arrangements to receive the
approved accommodations. The faculty will provide students with the approved accommodations. Only
program directors or their designees have the right to waive, substitute, or adjust course or certificate
requirements.

If the program director’s office denies a disabled student’s request for accommodations, the program
director’s office will notify the student in writing of the denial and the reason for the denial. The student
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may informally resolve the denial by meeting with the Executive Director within fourteen calendar days of the
denial of the requested accommodations, or the student may file a formal grievance with within sixty calendar
days from the date the student knew or could reasonably be expected to know of the action that is the subject
of the complaint. Within fourteen calendar days of receiving the student’s written complaint or grievance, the
Executive Director,will initiate the resolution process by assigning someone to investigate the
complaint or appoint a grievance committee to resolve the matter.

Documentation Requirements

Students requesting accommodations are required under ADA and Section 504 to submit to the program
director’s office documentation to verify eligibility. Disability documentation must include a written
evaluation from a physician, psychologist, or other qualified specialist that establishes the nature and extent
of the disability and includes the basis for the diagnosis and the dates of testing. The documentation must
establish the current need for an accommodation.

The type of documentation will vary according to the disability. Documentation may need to be updated or
augmented in order to be reviewed more fully. Students who submit documentation that does not meet the
guidelines will be required to send an updated evaluation before being considered for services. The
aforementioned guidelines are provided so that the College can respond appropriately to the individual
needs of the student. The program director’s office reserves the right to determine eligibility for services
based on the quality of the submitted documentation. Documentation confidentiality will be observed, as
described in “Confidentiality” below.

Determining Accommodations

Appropriate documentation of the disability must be provided so that the program director’s office can
determine the student’s eligibility and the appropriate accommodations.

Accommodations are determined on a case-by-case basis, taking into account the learning needs of the
student, the requirements of the learning task, the course standards and essential requirements, and the
educational environment.

At LLU, the determination of appropriate and reasonable accommodations is based on approved
documentation and through interaction with the student. Specifically, accommodations are determined by the
Executive Director’s office in consultation with the student and may involve input from the faculty and staff,
as needed.

Determining how students are to be evaluated in a course is an example of an area where faculty input would
be solicited. In reviewing the specific accommodations requested by the student or recommended by the
physician/evaluator, the program director’s office may find that while a recommendation is clinically
supported, the requested/recommended accommodations may not be the most appropriate—given the
requirements of a particular student’s academic program and the program’s technical standards.

Confidentiality

The College recognizes that student disability records contain confidential information and are to be treated
as such. Therefore, documentation of a student’s disability is maintained in a confidential file in the Executive
Director’s office and is considered part of the student’s education record.

Information related to a disability may be disclosed only with the permission of the student or as permitted by
the College’s student records policy and federal law. At the same time, however, a student’s right to privacy
must still be balanced against the College’s need to know the information in order to provide requested and
recommended services and accommodations. Therefore, in the interest of serving the needs of the student,
the provision of services may involve the vice president for enrollment management and student services’
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staff disclosing disability information provided by the student to appropriate College personnel participating
in the accommodation process. The amount of information that may be released is determined on a case-by-
case basis and will be made in accordance with the College’s policy on student records.

Implementing Accommodations

Student Guidelines

A student who wishes an accommodation is responsible for obtaining a letter from the Student Service
Director’s office stating that she/he is a qualified individual with a disability. The letter also advises the faculty
or staff member of the action required to provide an accommodation for the student.

Students are not required to divulge the nature of their disabilities or provide copies of their

disability documentation to faculty or staff. Students are responsible for working directly with
the faculty or staff member involved in the provision of an accommodation well in advance of
the start of the term. Contact should be maintained throughout the term. Questions about the
provision of reasonable accommodations should be directed to the Executive Director’s
office.

Faculty and Staff Guidelines

A faculty or staff member is responsible for the implementation of the accommodation
identified in a request letter from the Executive Director’s office. Faculty and staff must
support approved accommodations. Individually, faculties have a legal responsibility to make
sure that each course, when viewed in its entirety, is accessible according to the approved
accommodations. Accessibility, the primary consideration of disability law, should be in the
forefront of course and technological planning. Further information on this legal obligation
may be obtained from the Office of General Counsel.

Faculty are expected to include a notice in the course syllabus referring students to contact
the Executive Director’s office if they need accommodation related to a disability. Questions
regarding the provision of an accommodation or related to offering a course in such a
manner that disabilities are accommodated should be addressed to the Executive Director’s
office. Faculty questions regarding alterations to a course or program should be addressed
to the Executive Director.

Denial of Accommodation

If it is determined that the documentation provided by a student does not support the
existence of a disability or the need for an accommodation, the student will be so advised.
Students will be given the opportunity to supplement the initial documentation with further
information from a physician, psychologist, or other specialist. (See “Documentation
Requirements” above for required documentation.) The College is not required to provide
an accommodation that compromises the essential requirements of a course or program,
imposes an undue financial burden based on the College’s overall institutional budget, or
poses a threat to the health or safety of the student or others.

Student Grievance

Informal Resolution Procedures

Students who disagree with the school’s determination of eligibility, approved academic
accommodations, denial of accommodations—or who feel they have been discriminated
against, treated differently, harassed, or are operating in a hostile environment based on

50



their disability—are encouraged to meet with the Executive Director of their school informally
to resolve the matter or concern. If a satisfactory solution cannot be reached or if the student
wishes to initiate a formal grievance, the student may do so by submitting a written complaint
to the vice president for enrollment management and student services.

Information Systems Policy

The information systems at San Manuel Gateway College have been provided to serve the educational,
clinical, research, professional service, and administrative activities of students, faculty, staff, and
administrators. In order to foster optimum availability of the College computers, information, and
networked resources to all members of the College community, the following guidelines and policies are
provided.

1. Scope
These policies govern the use of all computers, networked devices, and servers owned by the College; and
all privately owned computers that are connected to the College network or that access information stored
on the College computers or servers.

All users of College facilities are expected to be familiar with these guidelines and policies and to abide by
them. This includes students, faculty, staff, administrators, volunteers, patients, visitors, and any others who
use College facilities.

2. Supported Uses of the College Computers and Information Systems College faculty, staff,
students, and administrators are encouraged to use the computer systems for the following purposes:
a. Activities furthering the teaching and learning mission of the College.
b. Activities furthering research related to the College’s mission.
c. Activities facilitating clinical and health care within the scope of the College’ s mission.
d. Activities supporting professional or community service that is in concert with the mission of the
College.
e. Activities managing the business and administrative operations of the College.
f.  Communications that facilitate any of the activities listed above.
g. All other activities are ancillary to the mission of the College and are therefore not supported.

3. Usernames and Passwords

a. All users are expected to adhere to the following appropriate use guidelines:

b. Systems access is assigned to faculty, staff, and students as appropriate to their roles and
responsibilities in the system. Others may be given access based on need and availability.

c. College passwords must be kept confidential. The College monitors and tracks electronic
activity of each system by use of the username and password. Sharing usernames and passwords
compromises network security and data integrity.

d. Users of the College computers and information systems are to access systems using only
usernames and passwords that have been assigned to them.

4. Inappropriate Uses of the College Computers and Information Systems
The following activities may compromise the security or privacy of information or compromise the
functionality of the College network or computer systems. Users of the College computer and
information resources must remember the following:
a. Any activity that disrupts the computers or networks of others or that causes slowdown in the
activities of others is prohibited. This includes sending unsolicited e-mail unrelated to the
College mission.
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b. Any activity that does not comply with the mission of the College, policies of the College, or
is incompatible with Christian and ethical values is prohibited. This includes viewing, storing, or
transferring information that contains obscene, offensive, indecent, lewd, or pornographic
material.

c. Use of College computer systems for commercial uses, except by organizations that are under
contract with the College, is strictly prohibited. Such prohibited uses include, but are not
limited to, development of programs, data processing, or computation for commercial use; and
preparation and presentation of advertising material.

d. Any advocacy for or against a candidate for political office or a political cause is prohibited as a
violation of the College nonprofit tax-exempt status.

e. Unauthorized access to any computer system on or off campus is prohibited.

f.  Any activity that is illegal in nature or violates the spirit of local, state, federal, or international
laws is prohibited.

College Ownership and Access to Computer Files

a. San Manuel Gateway College is the owner of all information and data stored on its computer
systems, except as otherwise covered in the intellectual property policies.

b. College administrators and computing personnel shall respect the privacy of data that is
stored on individual computers, e-mail accounts, and in secured server areas. College
administration or computing staff will access files only for the following purposes:

i To complete College business or academic functions.

ii. To perform system diagnostic procedures.

iii. To examine accounts suspected of unauthorized use or misuse.
iv. To comply with government and legal requests.

Remedies

Violations of the College information system policies or of any local, state, or federal laws relating
to computer use can lead to discipline—including suspension or dismissal from the College and/or
criminal prosecution.

Responsibility for Reporting

Anyone who becomes aware of unethical or forbidden use of College computer resources, including
receipt of obscene or harassing messages, should notify one of the following: LLU Helpdesk, director
of network administration, a system administrator for his/her area, a system administrator for the
system involved, the Executive Director of his/her school, or the vice president for information
systems.

Schoolsand other entities may provide additional computeruse policiesand/or guidelinesthat are
related to the missionof the schoolor other entity and that are not in conflictwith thesepolicies.

LLUH SMGC Secured Portal and Internal Web Pages

The College maintains a secured portal to facilitate internal and secured communication. These pages are
prepared and maintained by designees of originating administrator, school, department, program, center, or
association for use by students, faculty, staff, and approved others. Approved others must have recognized
status on campus, that is, be working or studying on campus for a definable period of time (required by many
software licensing agreements). The Canvas administrator should be contacted in order to set up a secured
portal presence.

Student e-mail Accounts
The following policy has been established to provide the College and students with a consistent, reliable
method of e-mail communication.

T Ane-mail account will be provided to each student upon acceptance.
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9 The College will use this account as the official method of communicating with students. This provides the
College a single point of contact for communication between the College and each student.

9 Itisthe students’ responsibility to monitor his/her College e-mail account daily for messages and to

report any malfunction to the College Help Desk.

Students are responsible for the security and activity of their e-mail accounts.

Individual schools may have additional policies regarding e-mails.

=a =4

Social Media Policy

Introduction

Loma Linda University Health (LLUH) encourages its employees, medical staff, faculty, and
students (“individuals”) to post responsibly and exchange opinions and ideas in public forums
in a way that is professional, constructive, and in compliance with all LLUH policies and
codes of conduct. Accordingly, this policy is intended to set forth the terms of LLUH policy
regarding use of various public media forums, e.g., radio/television appearances, newspaper
editorials, conference presentations; as well as blogs, discussion forums, and other
interactive websites.

This policy includes provisions for individuals creating, posting on, commenting on, or
uploading to any Internet website, such as media sites, chat rooms, bulletin boards,
newsgroups, discussion groups, e-mail groups, personal websites, video-sharing sites,
picture- sharing sites, dating sites, and social-networking sites—e.g., MySpace, Facebook,
Twitter, etc., whether or not such sites are set to private.

Specific Prohibitions

Individuals shall not allow the informality of online public forums to lapse into rash postings,
careless behavior, or improper comments; and they shall be expected to comment with
respect.

Individuals shall not post information that in any way discloses private or confidential
information about employees, students, or patients of LLUH.

Individuals shall not post information that in any way discloses private, confidential, or
proprietary information; or trade secrets of LLUH, its employees, or any third party that has
disclosed information to LLUH; or any other information of LLUH protected by its policies.
Individuals shall assume that all comments made in Public Forums will be made widely
available at some point and attributed back to them.

Individuals shall not engage in postings or comments that may harm or tarnish the image,
reputation, and/or goodwill of LLUH or any of its student, employees, patients, or clients.
Online Public Forums—General

Individuals shall be prohibited from using any LLUH logo or from adding a link from an
external Web page into an LLUH website in a way that would imply endorsement by LLUH.
Responsibility to Report

Any inappropriate blogs and/or postings that violate the provisions of this policy shall be
reported to LLUH management/administration immediately. Questions and concerns shall
be directed to the employee’s supervisor, manager, and/or Human Resources Management
Department (HRM).
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Remedies
Failure to comply with LLUH policies regarding blogging and online posting shall be
considered grounds for disciplinary action, including immediate termination.

Letterhead, Business Cards, and Official Stationary Policy

The use of official stationery is limited to those who are employed in the College or are an
integral part of the College administrative structure. It cannot be used for personal
business or to express personal opinions that are not shared by administration in general.
College/University business cards are not available to students, except with the express
written approval of their Executive Director.

Policy Regarding School Advertising

The advertising of San Manuel Gateway College is under the guidance and jurisdiction of Loma
Linda University. There will be no false or misleading claims or advertising. Students are
informed from the onset the length of the program.

When on campus or in classes, casual wear is appropriate. All attire must be modest, clean,
and pressed. Shorts must be neat and at least mid-thigh high in length. Bare feet, bare
midriffs, low-cut or deep necklines, and skin-tight clothing are not acceptable. Words,
pictures, and/or symbols displayed on clothing should be consistent with a Christian
institution and sensitive to a diverse student population. Underwear/undergarments of any
kind must not be visible either under, around, or through clothing.

In selected settings, professional attire, as defined by the setting, may be required.
Professional attire includes: skirts or dresses of modest length or long pants (dress pants are
recommended), or as specified.

Behavior

Students are expected to conduct themselves in a professional manner during didactic and
classroom laboratory sessions. Professional behavior includes, but is not limited to,
punctuality; respect for other people’s integrity and their property; respect for others who
want to learn; and respect for those in authority. Students of San Manuel Gateway
College are expected to behave in a manner that will not bring criticism to themselves, their
program, or the College. In any public place, the student may be in close proximity to
people familiar with the College or Loma Linda University. Thus, conversation, attitudes,
and behavior displayed have an effect on those individuals.
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Policy for Selling or Distributing Materials

Students or student organizations must not advertise or sell goods or services or promote
business opportunities on College or University property or via the Colleges computer
network without the permission of the College Executive Director and a Graphic Identity
Guide representative. This includes the selling of textbooks and educational materials other
than what a student owned for his/her personal use. Students who wish to sell personal
property may advertise in the Trading Post or submit a small announcement to the Office of
the Executive Director for posting in the student lounge.

San Manuel Gateway College and Loma Linda University have guidelines governing the
design of materials representing the organization, whether or not they include the San
Manuel Gateway College and Loma Linda University logo and name. The design of the item
should be consistent with the values of the organization and cannot include design or
lettering that is trademarked or copyrighted. These guidelines may be found at
<lluhealth.org/gig>. Organizations or individual students who wish to sell or distribute articles
(such as T-shirts, pens, etc.) that are identifiable with the College and/or University must
have the designs approved by the Office of the Executive Director in consultation with a
Graphic ldentity Guide representative prior to ordering or distribution.

Assistance in complying with these standards is available from the Executive Director’s office.
Authorization for students to charge such articles on student accounts must be made
through the administration of the school.

The sale of goods or services on the property of the Loma Linda University Medical Center
or any of its affiliated hospitals, including Children’s Hospital, East Campus Hospital,
Surgical Hospital, and Behavioral Medicine Center is not permitted without permission of
Medical Center and/or Loma Linda University Health administration.

Nondiscrimination and Affirmative Action Policy

Loma Linda University San Manuel Gateway College affirms that Christian principles are not
compatible with various forms of discrimination that have divided societies. Loma Linda
University San Manuel Gateway College further affirms that all persons are of equal worth in
the sight of God and that they should be so regarded by all of His people. Moreover, this
nation was founded upon the ideals of equal worth of all persons and equal opportunity for
each individual to realize his or her fullest potential. Therefore, the University and
College is committed to teaching and observing the biblical principles of equality.

The law does not require the University or College to have a written program of affirmative
action; but, in the spirit of the law, the University and College have issued this program as
a guide to its employees, supporters, and students to enlighten and assist in implementing a
policy of affirmative action throughout the University or College. The University and
College reserves the right to express disagreement from time to time with reference to
specific remedies and regulations that may be proposed to eradicate discrimination.
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A delicate balance must be found between affirmatively seeking to assist those in a
discriminated class and providing equal opportunity for all individuals, whether or not in such
discriminated class. The University and College is committed to going the second mile and
beyond to try to strike this delicate balance. The task is impossible if the only resources are
legislation and litigation, but it is possible in an atmosphere of cooperation and understanding
among all concerned.

The free exercise of religion guaranteed by the Constitution of the United States includes the
right to establish and maintain religious educational institutions. Loma Linda University San
Manuel Gateway College is incorporated as a California religious nonprofit corporation,
owned and operated by the Seventh-day Adventist Church as an integral part of the
church’s teaching and healing ministries. Federal and state guidelines clearly recognize the
right of religious institutions to seek personnel and students who support the goals of the
institution, including the right to give preference in employment of faculty and staff and
admission of students to members of the church that sponsors the institution.

The Loma Linda University San Manuel Gateway College is committed to equal education
and employment opportunities for men and women. While Loma Linda University (LLU) gives
preference in its selection processes to students and employees who are aligned with the
faith-based mission of the University and the Seventh-day Adventist Church, LLU does not
and shall not unlawfully discriminate on the basis of race, color, religion, gender, sexual
orientation, gender identity, national origin, medical condition, physical handicap, mental
condition, veteran’s status, or age in the provision of any of its services. Further, LLU is
committed to providing a work environment that is free of unlawful discrimination and
harassment. In keeping with this commitment, LLU strictly prohibits all forms of harassment,
including but not limited to sexual harassment and harassment based on race, color,
religion, gender, sexual orientation, gender identity, national origin, medical condition,
physical handicap, mental condition, veteran’s status, or age. Also prohibited is retaliation of
any kind against individuals who file complaints in good faith orwh o assist in an LLU
investigation. These policies apply to admissions, financial affairs, employment programs,
student life and services, or any University-administered program.

Policy Prohibiting Sexual Misconduct and Discrimination on
the Basis of Sex (Title IX)

Title 1X of the Education Amendments of 1972 (“Title 1X”) prohibits discrimination on the
basis of sex in educational programs and activities at institutions receiving federal financial
assistance.

Loma Linda University (LLU) and San Manuel Gateway College is committed to providing a
safe and supportive environment that is free from unlawful discrimination on the basis of sex
in all of its employment and student activities, educational programs, and services. Any
form of sex discrimination or sexual misconduct—including harassment, coercion,
intimidation, or sexual violence—is reprehensible; runs counter to LLU’s teachings and
guiding beliefs; and will not be tolerated.
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While Loma Linda University (LLU) gives preference in its selection processes to students
and employees who are aligned with the faith-based mission of the University and the
Seventh- day Adventist Church, LLU and the College does not and shall not unlawfully
discriminate on the basis of race, color, religion, gender, sexual orientation, gender identity,
national origin, medical condition, physical handicap, mental condition, veteran's status, or
age in the provision of any of its services. Further, LLU and the College is committed to
providing a work environment that is free of unlawful discrimination and harassment.

In keeping with this commitment, LLU and the College strictly prohibits all forms of
harassment, including but not limited to sexual harassment and harassment based on race,
color, religion, gender, sexual orientation, gender identity, national origin, medical condition,
physical handicap, mental condition, veteran's status, or age. Also prohibited is retaliation of
any kind against individuals who file complaints in good faith, or who assist in an LLU or
College investigation.

Definition of Sexual Harassment

Sexual harassment is defined as unwelcome sexual advances (including sexual violence),
requests for sexual favors, and/or physical, verbal, or written conduct of a sexual nature
when:

Submission to such conduct is made explicitly or implicitly a term or condition of an
individual’s employment, education, or participation in LLU’s programs or activities; or
Submission to or rejection of such conduct by an individual is used as a basis for decisions
pertaining to an individual's employment, education, or participation in the College’s
programs or activities; or

Such speech or conduct is directed against another and is abusive or humiliating and
persists after the objections of the person targeted by the speech or conduct; or

Such conduct would be regarded by a reasonable person as creating an intimidating, hostile
or offensive environment that substantially interferes with an individual’'s work, education, or
participation in the College’s programs or activities.

Examples of Sexual Harassment

Sexual harassment may include incidents between any member of the College or
University community, including faculty and other academic appointees, staff, deans,
students, and nonstudents or nonemployee patrticipants in College or University
programs—such as vendors, contractors, visitors, and patients.

Specific examples of the verbal or physical conduct prohibited by this policy include, but are
not limited to:

1 Physical assault;

1 Inappropriate or unwanted touching;

9 Direct or implied threats that submission to sexual advances will be a condition of
educational evaluation, opportunity, or advancement;

9 Direct or subtle propositions of a sexual nature;

9 Dating, requesting dates, or entering into a romantic relationship between a student
and an employee or faculty wherein the employee or faculty is in a position of power
or is able to exert influence over the student’s educational experience;

1 A pattern of conduct that would discomfort and/or humiliate another individual,
including, but not limited to:
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Unnecessary touching,

Remarks of a sexual nature about a person’s clothing or body,

Remarks about sexual activity or speculations about previous sexual experiences,

Visual conduct—including leering, sexual gestures, or the display of sexually

suggestive objects, pictures, language, cartoons, or jokes.

9 Use of electronic means, including the Internet and e-mail system, to transmit,
communicate, or receive sexually suggestive, pornographic, or sexually explicit
pictures, messages, or materials.

O O O O

Sexual Violence

Sexual violence involves conduct relating to an actual, attempted, or threatened sexual act
with another person without that person’s consent. This definition also includes the coercing,
forcing, or attempting to coerce or force a sexual act on another. Examples include “date
rape” or “acquaintance rape”, sexual battery, and sexual assault. Acts of sexual violence
may also constitute violations of criminal or civil law subject to prosecution.

Dissemination of Policy

This policy shall be disseminated to the College community through publications, websites,
student orientations, and other appropriate channels of communication. It is the responsibility
of the Office of the Vice President for Student Services to work with the schools to ensure
that the policy is disseminated and implemented. The Office of the Provost is charged with
sending an annual letter to all faculty and staff to remind them of the contents of the sexual
harassment policy, including the provisions added to it by this policy.

LLU also provides a series of resources to students, faculty, and staff to ensure that
concerns pertaining to discrimination on the basis of sex, including sexual misconduct, are
fully, fairly, and promptly addressed.

The senior vice president for human resources and chief talent and diversity officer, provides
oversight and leadership for activities involving Title IX compliance, coordination, and
complaint resolution. Contact information is as follows:

Diversity Committee

Loma Linda University

Magan Hall, Office of the President
Loma Linda, CA 92350

Phone: 909/558-4787

The director of employee relations and Title IX coordinator may be reached as
follows:
Director of Employee Relations and Title IX Coordinator
Loma Linda University Human Resources
101 East Redlands Boulevard San Bernardino, CA 92408 Phone: 909/651-
4262

The director of employee relations and Title IX coordinator responsibilities include:
1 Coordinating LLU’s efforts to ensure compliance with Title IX and governing regulations;
1 Responding promptly and effectively to inquiries, concerns, and complaints regarding

prohibitive behavior under Title IX;

1 Tracking and monitoring incidents relating to allegations of sex discrimination and sexual
misconduct;
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Conducting or overseeing investigations, as appropriate;

Providing guidance and training to students and employees about their rights and

responsibilities under Title IX;

1 Ensuring that employees and students are fully informed of the grievance process and
all other options for resolving complaints and concerns;

91 Coordinating with Campus Security, as appropriate, on reported incidents alleging
sexual violence;

1 and Identifying and addressing potentially systemic harassment issues or patterns.
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Procedures for Reporting and Responding to Complaints of Sex Discrimination
and/or Sexual Misconduct

San Manuel Gateway College encourages those who believe they have experienced any form
of sex

discrimination or sexual misconduct of any nature to report such conduct promptly, to seek all
available assistance, and to pursue an equitable resolution of the incident(s).

Procedures have been established to provide a supportive process for individuals who
report discrimination and to ensure an equitable process for individuals accused of
discriminatory conduct. These procedures reflect the College’s efforts to conduct timely,
thorough, and equitable investigations, as required by law.

Prior to filing a written complaint, a student, employee, or third party may choose to meet
with the Title IX coordinator or may choose to bring the matter to the attention of Executive
Director, faculty member, program director, administrator, manager, clinical instructor, chief
resident, or any other individual in a position of direct authority to resolve the issue. These
individuals have a duty to take appropriate disciplinary action if they find that the University
or College policy has been violated. Mediation or any other form of informal resolution may
be appropriate and effective when dealing with certain forms of sexual misconduct. However,
the complainant has the right to terminate mediation or any other informal resolution process
at any time, and may opt to proceed with a more formal complaint and investigation.

Filing a Written Complaint
Individuals are reminded that reporting sexual misconduct is a personal and professional
responsibility. The procedure is as follows:
Report the incident, in writing, to the Title IX coordinator or the chief talent and diversity
officer. Written complaints should be filed as soon as possible from the date the incident
occurred.
Written complaints can also be submitted to the Executive Director of the school in question,
administrator, or any other individual in a position of direct authority to address the
allegations.
To the extent possible, but not limited to, the complainant should provide the following
information in the written complaint:

1 Name, address, telephone or other contact information

1 University/College affiliation (e.g., student, employee, faculty, third party)

91 Date of alleged violation

9 Location of alleged violation
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1 Person(s), hame and title, whom the complainant believes to have committed an act

of harassment or to have engaged in sexual misconduct

Description of complaint

9 Other relevant information—if this matter was previously reported, including name and
departments of all other persons with whom the complainant has discussed this
matter

9 Signature and date

=

Duty to Investigate and Take Corrective Action

San Manual Gateway College shall conduct a prompt, thorough, and impartial inquiry into any
reports of sexual harassment and/or physical sexual misconduct. The College will take
immediate and appropriate steps to investigate or otherwise take steps that are reasonably
calculated to end any form of sexual misconduct, whether or not a formal complaint has been
initiated.

An investigation should generally be completed within 60 days from the date a complaint is
reported. The College will attempt to obtain consent from the individual filing the complaint
before beginning an investigation. However, there may be instances when San Manuel
Gateway College may pursue an investigation regardless of the request of the
complainant, if it deems it necessary to maintain a safe and nondiscriminatory campus
environment.

In the event a faculty member is accused of sexual misconduct, it will be the responsibility of
the Executive Director’s office of the school in question, working closely with the Title IX
coordinator, to investigate, document and take immediate appropriate corrective action.

The parties will have the right to provide witnesses, documentation, or other evidence
appropriate to substantiate their claims or defenses. The parties will be provided with
periodic status updates during the investigation. Within thirty days of its completion, the
parties will receive concurrent notice of the outcome of the investigation, as appropriate.
Confidentiality

The College shall protect the privacy of individuals involved in a report of sexual misconduct
to the extent required by law and College and University policy. Anyone requesting
confidentiality shall be informed that complete and total confidentiality may not be possible
and that, depending on the nature of the alleged misconduct, some level of disclosure may
be required, especially in situations alleging sexual violence. Disclosure may be made only
on a need-to-know basis.

The Family Educational Rights and Privacy Act of 1974 (FERPA) permits the College to
disclose the outcome of any student conduct proceedings to the person filing the complaint,
without prior written consent, when the disclosure is to the victim of an alleged perpetrator of
a crime of violence—including physical sexual misconduct. FERPA also permits the
College and University to notify the student filing the complaint of any sanctions assigned
to another student that may affect him or her.

Retaliation Prohibited

All reasonable action will be taken to prevent retaliation against the complainant, witnesses
or anyone cooperating with the investigation.

Disciplinary Action
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Any member of the College or University community who is found to have engaged in
sexual misconduct is subject to disciplinary action up to and including dismissal. Any
manager, supervisor, or designated employee responsible for reporting or responding to
incidents of sexual misconduct who knew about such conduct and took no action to stop it or
failed to report it shall also be subject to appropriate disciplinary action.

Violations of this policy by faculty members will be referred to the Executive Director of the
school in which the faculty is employed and will be governed by the procedures set forth in
the Faculty Handbook.

Violations of this policy by staff members in academic units of the College or University will
be taken to the Executive Director of the school employing the staff member and will be
governed by the procedures for discipline set forth in the Staff Handbook.

Violations of this policy by an employee of a nonacademic unit of the College or University
will be taken to the administrator who makes decisions about the employment status of the
accused and will be governed by the procedures for discipline set forth in the Staff
Handbook.

Violations of this policy by students, including graduate assistants, will be governed by the
disciplinary procedures in the Student Handbook.

Intentionally Filing False Reports

Individuals who make reports that are later found to have been intentionally false or made
maliciously without regard for truth may be subject to disciplinary action, including
termination. This provision does not apply to reports made in good faith.

Pornography

Statement of Philosophy
Pornography is destructive, demeaning, desensitizing, and exploitative. It is a systematic
practice of exploitation and subordination based on sex that harms its victims and subjects. It
promotes injury and degradation such as rape, battery, and prostitution; and inhibits just
enforcement of laws against these acts. It damages relationships and undermines
individuals’ equal exercise of civil rights and educational and work opportunities. As such, it
has no place in the employment or learning environment of any LLUH entity.
Definition
For purposes of this policy, the term “pornography” shall include, but not be limited to,
presentation or depiction of individuals—whether in pictures or in words—in a context that
objectifies them as sex objects in scenarios of degradation, injury, or torture, in a context that
makes these conditions sexual.
1. All LLUH entities shall adopt policies that:
a. Prohibit the possession, viewing, downloading, and exchange, transmission,
storing, copying, or reading of pornography in the workplace or place of learning.
NOTE: This list is not intended to be inclusive of all prohibited activity.
b. Require all persons in supervisory and administrative positions to be trained
regarding their reporting and disciplinary responsibilities in the discovery of
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pornography in the workplace. NOTE: Such training may be presented in
conjunction with sexual harassment-prevention training.

c. Prohibit all employees or students from conducting research on pornography
issues unless they obtain written authorization from the Executive Director to
conduct such research.

2. All violations of these policies shall be subject to disciplinary action, up to and
including immediate termination of employment or student expulsion.

3. All suspected or alleged violations of this policy shall be reported immediately to:

The Executive Director or designee of SMGC or manager of employee relations in
the Human Resources Management (HRM) Department—whether the violation
involves physicians, students, or employees.

4. At the discretion of the Executive Director, the SACHS Behavioral Health clinic
may be notified and/or consulted for further assessment.

5. All discoveries of involvement in child pornography shall be reported to the local police
department by the entity employing the involved individual.

6. No supervisor or administrator shall impede or inhibit the reporting duties required
under the California Penal Code Section 11165 et seq. Persons making such a report
shall not be subject to any sanction for making the report.

7. Students shall be required to adhere to the provisions of this policy and, more
specifically, to the requirements in the San Manuel Gateway College Handbook.

Sexual Standards Policy

Faculty, staff, administrators, trustees, and students of the College and University are
expected in their teaching, influence, and example to uphold Christian sexual standards as
held by the Seventh-day Adventist Church. We believe that God’s ideal for sexuality is
achieved when sexual expression is limited to a man and a woman, who are husband and
wife, committed in lifelong marriage. Premarital and extramarital sexual expression and
conduct are to be chaste, and behaviors that suggest otherwise are to be avoided. Unchaste
conduct is contrary to the ideals of the College and University and will result in disciplinary
action.

Further, all forms of promiscuity, sexual abuse, and exploitation are contrary to the ideals of
the College and University and will result in disciplinary action. San Manuel Gateway
College and Loma Linda University honors an ideal of sexual purity that transcends
mere legal enforcements.

Romantic Relationships and Dating

The College wishes to promote the ethical and efficient operation of its academic programs
and business. In this setting, the College wishes to avoid misunderstandings, complaints of
favoritism, romantic relationship issues pertaining to supervision, security, and morale, as
well as possible claims of sex discrimination and sexual misconduct among its students,
staff, and faculty. For these reasons:

A faculty member is prohibited from pursuing a romantic relationship with or dating a student
who is registered in any course or program or who is involved in any other academic activity
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in which the faculty member is responsible as an instructor, coordinator, mentor, or
committee member for the duration of such course, program, or other academic activity.

A staff member is prohibited from pursuing a romantic relationship with or dating a student
who is registered in any course or program or who is involved in any other academic activity
in which the staff member participates in any direct supporting role for the duration of such
course, program, or other academic activity.

A College and University administrator or supervisor is prohibited from pursuing a romantic
relationship with or dating any employee of the College and University whom she/he
supervises for the duration of the supervision.

For purposes of this policy, “romantic relationship” is defined as a mutually desired courting
activity between two individuals. “Dating” is defined as a romantic social engagement
arranged by personal invitation between the two individuals involved or arranged by a third
party. Faculty, staff, and administrators who violate these guidelines will be subject to
discipline up to and including termination of employment and/or loss of faculty appointment.
Students who participate in the violation of these guidelines will be subject to discipline up to
and including discontinuance as a student at LLU

Student Mistreatment

San Manuel Gateway College seeks to educate ethical and proficient Christian health
professionals and scholars through instruction, example, and the pursuit of truth. In order to
do this, the College and its faculty are committed to the following fundamental values:
compassion, integrity, excellence, freedom, justice, purity/self-control, and humility. These
values may occasionally be formally taught by faculty; but more often they are learned
informally by students through observation of models of professional behavior toward
students, colleagues, and patients.

The development and nurturing of these values is enhanced by and based upon the
presence of mutual respect between teacher and learner. The diversity of students, faculty,
clinical instructors, residents, and staff combined with the intensity of their interactions may,
however, lead to alleged, perceived, or real incidents of inappropriate behavior or
mistreatment of students. Examples of such mistreatment include: (1) verbal mistreatment,
physical mistreatment, (2) discrimination, (3) excessive or unreasonable time demands, (4)
sexual harassment, (5) and the use of grading or other forms of assessment in a punitive
manner. Such behavior by faculty or staff, or other behavior that degrades or humiliates
students or that is inimical to the development of mutual respect, is unacceptable at San
Manuel Gateway College. While teachers do have the responsibility to motivate and
correct students, when correction of an individual is needed, this is usually best done in
private but always in a way that shows respect for the student as a person.

An important part of the teaching of mutual respect among professionals is the perception of
students as they observe faculty in their interactions with each other. Therefore, faculty
should be models of professionalism in all of their interactions and should avoid inappropriate
behavior or mistreatment of other professionals and staff. This includes the avoidance of
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derogatory remarks about or attitudes towards individual colleagues, services, or
departments.
Students also learn professional behavior and demeanor by observing their teachers as they
interact with patients, clients, and all others. Such professional interactions should be
courteous and respectful. Respect for individuals includes, but is not limited to, such things
aspunctuality, thoughtfulness, mindfulness of personal space; as well as manner and
mode of address, appropriate and modest draping of patients, tone and content of verbal
interchanges, and body language. In addition, discussion of patients out of their hearing
should continue to show the same degree of respect and should not include contemptuous,
derogatory, judgmental, or demeaning remarks.
Verbal or nonverbal mistreatment includes:
1 Demeaning language and communication, shouting, hostility, profanity, offensive
gestures.
1 Repeated or blatant conduct directed towards any person that is intended to insult or
stigmatize that person.

Physical mistreatment includes:
1 Physical punishment, such as hitting, slapping, pushing, kicking, or spitting.
1 The threat of physical punishment.
1 Intentionally or negligently placing another at risk of physical harm.

Discrimination includes:

91 Disparate treatment based on gender, age, ethnicity, race, disability, or sexual
orientation that stigmatizes or degrades that person.

Unreasonable or unprofessional demands include:
1 Requiring a student to perform personal services, such as shopping or babysitting.
1 Requiring a student to perform menial tasks with the intent to humiliate the student.

Sexual harassment: see LLU Policy Prohibiting Sexual Misconduct and Discrimination on the
Basis of Sex (Title IX) in Student Handbook and/or Faculty Handbook.

Procedures

Students who believe they have been mistreated have the right, and are encouraged, to
initiate one or more of the following procedural options. If, however, the mistreatment
involves sexual harassment, the procedure of the sexual harassment policy must be
followed. San Manuel Gateway College will ensure that this process occurs fairly and
shall be free of retaliation.

Students who believe that they have been mistreated should report such conduct to the
San Manuel Gateway College administration. Students may meet directly with the
individual involved in the mistreatment and come to a mutually agreeable resolution.
Students may choose to take someone with them, such as a faculty member, department
chair, unit manager, clinical instructor, chief resident, or other individual. If the student is
uncomfortable meeting with the individual involved, she/he is encouraged to follow the
procedure below. Students are reminded that reporting inappropriate behavior is a personal
and professional responsibility.

The procedure is to:
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1 Report the incident(s) to the program director of the school in which the student has
primary enrollment or to the office of the Executive Director. A systematic method
of reporting allows patterns of behavior to be considered in determining the course of
action.

1 It is the responsibility of the Executive Director to investigate, document, and
coordinate immediate and appropriate corrective measures/protective actions that are
reasonably calculated to end mistreatment, eliminate the hostile environment, and
prevent reoccurrence.

1 In determining the actions to be taken, consideration will be given to frequency and/or
severity of the conduct; as well as the position held by the accused. A primary
objective will be to protect the student from adverse consequences for having
reported the incident.

Confidentiality

The College shall protect the privacy of individuals involved in a report of mistreatment to
the extent possible. Some level of disclosure may be necessary to ensure a complete and
fair resolution. Disclosure may be made only on a need-to-know basis. In keeping with ideals
of professionalism and courtesy, the student is advised to refrain from discussing the
complaint with individuals not directly involved.

Retaliation Prohibited

All reasonable action will be taken to assure no retaliation against the student, withesses, or
anyone cooperating with the investigation for their cooperation.

Weapons Possession Policy

In order to provide a safe environment for patients, students, faculty, staff, and visitors, no
patient, student, visitor, faculty, or staff member shall be allowed to have in his/her
possession while on the San Manuel Gateway College or Loma Linda University
premises any firearms or any illegal weapons as defined by the California penal code without
specific College approval. All persons not in compliance with the above policy will be asked
to leave the premises by campus security or be taken into custody by campus security, if a
clear violation of the law can be established. “Possession” for this policy is defined as on
one’s person or in one’s motor vehicle, residence hall, or work area. Any suspected or
observed violation of this policy should be reported to Security immediately.

Students found to be in violation of the weapons possession policy will be subject to
discipline and including dismissal.

Forms and Waivers

The following forms and waivers related to the academic policies and financial arrangements
will be distributed, signed, and collected:

1 Account Information Acknowledgement
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Constitution Acknowledgement

Drug and Alcohol Test Acknowledgement

Medical Simulation/Photograph Consent Agreement
Patient Confidentiality Statement

Video Broadcasting/Photo Consent
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