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STUDENT CODE OF CONDUCT
1. INTRODUCTION
All students enrolled at the New York Film
Academy (NYFA) are expected to make
themselves aware of and abide by the
standards of behavior as articulated in the
Student Code of Conduct. Students accept
the rights and responsibilities of membership
in the NYFA community when they are
admitted. At NYFA, as in society, ignorance is
not an acceptable justification for violating
our campus and community standards. Lack
of intent or awareness of standards will not be
accepted as excuses for violations and will
normally receive the same consequences as
deliberate violations.

2. DEFINITION OF STUDENT
A student is defined as one whom:
•
•
•
•

Is currently enrolled in classes in one of
the NYFA’S short or long term programs,
Has completed the immediately preceding
term and/or is enrolled for the next
scheduled term,
Is officially representing the NYFA during
a period between regular academic terms,
or
Is not officially enrolled for a particular
term, but has a continuing relationship
with the NYFA, such as a leave of absence
or suspension.

3. TIMELINE
Where there is a delay between the conduct
and the reporting of the potential violation,
student conduct investigations will be
conducted according to the most recent or
current procedures described in the most
current version of this part as of the date of
the notification letter to the respondent.
Generally, a matter will be reviewed only
when a report has been filed with the Dean of
Students Office within one year of discovery
of the alleged violation. There is no time limit
for cases involving academic, sexual,
interpersonal, and protected class misconduct,
and those matters will be reviewed whenever
they are reported.
Any report and request for a review must be
made as soon as possible (preferably within 15
days but not later than one year from the date
of discovery of the incident). Cases involving
academic
or
sexual
misconduct
or
discrimination may be reported at any time.

4. JURISDICTION
The New York Film Academy has jurisdiction
over student conduct that occurs on NYFA
property, or in connection with official college
functions whether on or off campus. NYFA
may, at its sole discretion, exercise jurisdiction
over student behavior that occurs off campus
and that would violate student conduct
policies or regulations when:
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1.
The alleged misconduct indicates the
student poses a threat to the safety or security of
any member(s) of the college community; or
2.
The alleged misconduct is harmful to the
College and/or its reputation; or
3.
The alleged misconduct threatens the
ability for students to perform regular activities
outside of school in the pursuit of their chosen
field of study.

In determining whether or not to exercise offcampus jurisdiction, the New York Film
Academy will consider the seriousness of the
alleged misconduct; whether an alleged victim
is a member of the campus community; the
ability of the University to gather information,
including the statements of witnesses; and
whether the off-campus conduct is part of a
series of actions that occurred both on and
off campus.

5. STANDARD OF PROOF
The standard of proof to find a violation of
the Student Conduct Code is a
preponderance
of
the
evidence.
Preponderance of the evidence means that
based on the totality of evidence and
reasonable inferences drawn therefrom, it is
more likely than not that the Respondent
committed the prohibited conduct charged.
Put another way, the preponderance of the
evidence means such evidence that when
weighed against that opposed to it, has the
more convincing force and the greater
probability of truth.

6. STUDENT STATUS
PENDING CONDUCT REVIEW
The status of a student in most cases will not
be altered and disciplinary sanctions will not

be implemented until completion of an initial
review. Procedural holds affecting registration
and a student’s ability to acquire copies of
their certificate and /or transcript may be
placed when students fail to fulfill terms of
their disciplinary obligations. Such situations
may include failure to complete disciplinary
sanctions by an established deadline.

7. PROCEDURAL
PROTECTIONS
NYFA is committed to the timely and fair
resolution of disciplinary problems in an
adjudicatory process. Although the Student
Conduct Code affords significant procedural
protections in the adjudicatory process, this
does not include the right to confront
accusers or be represented by counsel.
Students accused of violating the Student
Conduct Code and reporting students are
granted the following procedural protections:
•

•

•
•

Written notice via email of the incident
report that specifies the nature of the
alleged violation and the basis for the
charge including the date or period of
time and location regarding the alleged
incident.
Written notice of the requirement that
the accused student must meet with a
NYFA administrator in the Dean of
Students Office. NYFA reserves the right
to conduct reviews in absentia when an
accused student fails to respond after
proper notice has been given or after
NYFA has exercised reasonable effort to
notify the student of the allegations.
A fair and impartial review of the
incident.
The opportunity to be present at the
review.
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•
•

•

•

A written decision outlining the results of
the review.
Student conduct records are maintained
as a confidential student disciplinary file.
As a primary document in such files,
distribution of written decisions is
limited to accused students and to NYFA
personnel charged with responsibility for
implementation of sanctions. Separate
letter of the outcome of the review will
notify complainants.
The opportunity to appeal the initial
review within 2 business days of receipt
of the written decision. Both the accused
student and the complainant will be
notified in writing of the outcome of any
appeal. Notice will be emailed to the
student’s NYFA email address.
A timely initial review conducted as soon
as possible after the Dean of Student’s
Office has received all pertinent
documents of the case. Due to the nature
of the NYFA’s academic calendar, the
Dean of Student’s Office may not be able
to conduct a review at any specified date
or time.

8. REPORTING COMPLAINTS
Faculty and Staff at NYFA may initiate a
complaint against a student for an alleged
non-academic violation of the Student
Conduct Code by submitting a report to the
Dean of Students Office. Student Conduct
Incident Report Forms are available online
or at the Registrar’s office. The report
should consist of a clear, concise and detailed
written statement that is based on only the
facts and should be free of personal opinion
or conjecture. A report and request for a
review must be made as soon as possible preferably within 15 days but not later than
one year from the date of discovery of the

incident. Cases involving academic or sexual
misconduct or discrimination may be
reported at any time.

9. IN-TAKE AND INITIAL
FACT-FINDING
Upon receiving a report that a student has
allegedly violated Student Code of Conduct,
the dean of students or designee will review
the report to determine whether there is
good cause to proceed with the student
conduct process. The dean or designee may
conduct such fact-finding as they see fit in
order to determine whether a particular
complaint has merit, and such fact-finding
shall not disqualify the dean or the dean’s
designee from also conducting the
disciplinary review process with the student.
The Dean of Student’s Office will the send
written notification of the complaint to the
accused student via NYFA email.
If the student fails to respond to the email
notice to schedule an appointment with the
designated member of the Dean of Student’s
Office by the imposed deadline, an
administrative hold will be placed on the
student’s record prohibiting the student from
performing registration transactions until an
appointment is scheduled and completed. If
the student still does not respond within 3
business days after the administrative hold,
the disciplinary review process and
consequent sanctioning will proceed without
the accused student being present.

10. OVERVIEW OF STUDENT
CONDUCT REVIEWS
In complaints where there is good cause, the
Dean of Students or designee will meet with
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the accused student to conduct the
Disciplinary Review Process. At this meeting,
the accused student has the opportunity to
present any information regarding the
incident. A Disciplinary Review consists of a
meeting between the dean or designee
(finder-of-fact) and the named student. The
dean also reserves the right to include
involved parties such as the department chair
or NYFA administrator. After the course of
the investigation, the dean of students or
designated review officer will make a
determination if the student has been found
responsible for all or some of the sanctions
that he or she had been charged. The student
may deny some or all of the facts upon which
the allegations are based, or the student may
dispute the appropriateness of the
recommended sanction(s). The dean of
students, or designated review officer, may
determine the student is responsible for the
alleged violation(s) or dismiss the case, based
on the preponderance of the evidence.
Students found responsible for violations
retain the right to appeal.

the notice or length determined by the dean
of students.

12. SANCTIONS
Students who fail to abide by the NYFA
Code of Conduct and Institutional Policies,
as outlined in the Student Handbook, may
be subject to disciplinary action, including
suspension or expulsion from NYFA.
Sanctions for violations of the Student
Conduct Code are assessed appropriately for
the cited violation. Sanctions will be
considered in light of a student’s
comprehensive conduct record at the NYFA.
Sanctions will be designed to hold students
accountable for their actions; to promote
their physical, intellectual, social and
emotional well being; to protect the integrity
of the educational environment of NYFA;
and to ensure the safety of every member of
its community. One or more of the following
sanctions may be imposed for violations of
the Student Code of Conduct:
•

11. PROCEDURAL HOLD
The dean of students or designee may
authorize a Procedural Hold against a
student pending disciplinary proceedings
whenever there is evidence that the student
poses a substantial threat to the safety or wellbeing of members of the community, to
property within the community or when a
student poses a continuing threat of
disruption or interference to normal
community life or functions. A student
subject to a Procedural Hold will be given
written notice of the charges and the
opportunity for a review within 10 days of

•

12.01. Expulsion: Permanent termination of
student status. A permanent notation will
appear on the student’s transcript. The
student will be excluded from all classes,
seminars and programs; will not be allowed
to participate in any NYFA-sponsored
activity; may not receive a NYFA certificate;
and is barred from NYFA premises. If the
expulsion becomes effective during a term for
which the student currently is enrolled, the
student’s enrollment will be cancelled by the
NYFA resulting in marks of “W” for the
enrolled courses on the student’s academic
transcript. If a student appeals his/her
expulsion, the sanction is observed until the
appeal is completed and a decision is made to
either alter or uphold the sanction.
12.02. Suspension: Termination of student
status for a specified but limited period of
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•

time defined by the Dean of Students Office.
During the period of suspension, the student
will be excluded from all classes, seminars
and programs; will not be allowed to
participate in any NYFA-sponsored activities;
and is barred from NYFA premises. A
restriction will be placed prohibiting the
student from performing any registration
transactions during the period of suspension.
The restriction will not be removed, and the
student will not be allowed to perform
registration transactions, until the stated
period of suspension has expired and all
disciplinary obligations have been met. A
notation will appear on the student’s
academic transcript indicating the dates of
suspension. Upon earning a certificate from
NYFA, the suspension notation may be
omitted from the transcript at the sole
discretion of NYFA. In some cases,
suspensions may be permanently noted on
the transcript. Violation of the conditions of
suspension, NYFA policies or regulations
during the period of suspension may be cause
for further disciplinary action, usually in the
form of expulsion from NYFA. Normally
after the suspension, the student will be on
disciplinary probation for a specified period
of time. If a student appeals his/her
suspension, the sanction is observed until the
appeal is completed and a decision is made to
either alter or uphold the sanction.
12.03.
Disciplinary Probation: Official
notification that the student has engaged in
unacceptable behavior. The student may be
required to report to the Dean of Students
Office and meet specific conditions related to
the conduct code violation during the stated
probationary period. Additionally, the
student is given written notice that any
further violations of NYFA policies may
result in more severe sanctions such as
suspension or expulsion. Disciplinary
probation normally will remain in effect until
disciplinary obligations have been met for
stated period of time. A notation will appear

•

•

•

on the student’s academic transcript
indicating the dates of probation. Students
under disciplinary probation may continue to
participate in NYFA activities unless specific
sanctions or other campus rules or
regulations restrict such participation.
12.04. Warning: Written notice to the
student that continued or repeated violations
may be cause for further disciplinary action,
normally in the form of disciplinary
probation, suspension or expulsion. This
sanction may be given without a hearing.
Notification of warning is not recorded on
student transcripts.
12.05. Restitution: Reimbursement for
damage to NYFA property, equipment, or for
misappropriation of NYFA property or
services may be imposed in combination with
other disciplinary action where appropriate.
The student may be required to make
reimbursement to NYFA for property
damages incurred as a result of a violation of
this code. Such reimbursement may take the
form of monetary payment or appropriate
service to repair or otherwise compensate for
damages. .
12.06. Other Sanctions: Other sanctions
may be imposed instead of or in addition to
those specified in the above list. Examples
include but are not limited to: no contact
agreement, meeting with an administrator,
community service work, research projects,
letter of apology, reflection paper/essay,
classes or other educational experiences
deemed appropriate.

13. APPEALS PROCESS
Following an initial review, a student found
responsible for a violation of the Student
Conduct Code may file a letter of appeal to
the school director within 2 business days
from receipt of the written decision.
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Depending on the nature of the violation,
sanctions will be honored until the appeal is
complete and the decision is made to uphold
or amend the ruling and/or imposed
sanctions.
•

•

13.01. Contents of an Appeal: The letter of
appeal should indicate the specific grounds
for the appeal and include supporting
arguments and documentation as well as any
other relevant information the accused
student wishes to include. Appeals are
determined solely on the merits of the
documents submitted and do not necessarily
proceed to oral hearing. Appellate
documents therefore should be as complete
as possible.
13.02: Reasons for Appeal: Appeals must
state one or more of the following criteria as
the reason for the appeal:
•

That new evidence has become available
which is sufficient to alter the decision
and which the appellant was not aware of
or could not have been reasonably
obtained at the time of the original
review.
• That the sanction imposed is excessive,
insufficient or inappropriate.
• That the judicial officer failed to follow
rules or regulations while reviewing the
cited behavior.

Any appeal that does not fall into one of the
three above categories will not be considered.
•

13.03. Disciplinary Hearing: After receiving
all appellate documents, the appropriate
appeal panel will convene and review the
submitted appellate documents. If criteria for
appeal are met, a disciplinary hearing will be
scheduled at the earliest date possible. At the
time of the disciplinary hearing, the student
will present his/her appeal to the disciplinary
panel consisting of the school director, the
dean of students, and potentially, the

•

department chair and registrar. Students are
allowed to bring to the disciplinary hearing
up to two fellow classmates or instructors to
speak on their behalf and/or provide support.
13.04. Appeal Decisions: Upon review of the
appellate documents and the completion of
the disciplinary hearing, the school director
will within 48 hours provide the student
written documentation of the outcome of the
appeal. The school director may uphold the
initial decision in its entirety, increase
sanctions of the initial decision, decrease
sanctions of the initial decision, or remand
the case back to the Dean of Students Office
for further review. The disciplinary hearing
applies a preponderance of the evidence
standard. The decision made by the school
director is final and binding upon all parties.
There can be no further appeal. The Dean of
Students Office, will provide an alleged
victim of a crime of violence the final results
of the disciplinary proceeding. Final results
are available only after the appeal process has
been exhausted and the school has made a
final determination in the matter. Final
results are limited to information related to
the sanctions imposed by NYFA that affect
the victim.

14. MULTIPLE ACCUSED
STUDENTS
In reviews of incidents involving more than
one accused student, the dean of students or
designee will determine whether the reviews
concerning each student be conducted
separately on within one review process.

15. PENDING CRIMINAL
CHARGES
Because the functions of the New York Film
Academy depend on honesty and integrity
among its members, NYFA expects a higher
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standard of conduct than the minimum
required to avoid disciplinary action.
Likewise, while many of the NYFA’s
standards of conduct parallel the laws of
society in general, NYFA standards may
exceed those found elsewhere in society.
Activities of students may result in violation
of law, and students who violate the law may
incur penalties prescribed by civil authorities.
However, NYFA reserves the right to review
such incidents independent of action by civil
or criminal authorities, recognizing that the
NYFA’s authority and its disciplinary process
serve its educational mission and interest, a
function separate from action by civil or
criminal authorities.
Every NYFA student is presumed to have
sufficient maturity, intelligence and concern
for the rights of others to help maintain the
standards of the academic community. When
a student’s behavior demonstrates otherwise,
NYFA will consider disciplinary action as
appropriate. For cases in which criminal
investigations and/or proceedings are
concurrent or pending, NYFA may proceed
independent of such investigations or
proceedings. The accused student or the
complainant may request that NYFA delay its
proceeding. Such requests should be
submitted in writing at least two business
days prior to the scheduled review to the
Dean of Students Office stating the
requested action and the supporting
rationale for the request. The Dean or
designee may grant the request but is not
obligated to do so. The mere fact that
criminal investigation or proceedings exist
will not ordinarily be considered grounds for
delay.

16. DISCIPLINARY RECORDS
For all reported cases that allegedly violate
the student code of conduct, a disciplinary
record of the matter will be maintained in a
confidential student file in the Dean of
Students Office. Cases that result in an
expulsion or suspension will become a part of
student’s permanent record at NYFA.

17. HONOR CODE
The New York Film Academy is an academic
community devoted to learning and the
cultivation of artistic craft. The New York
Film Academy views integrity as the basis for
intellectual pursuit, artistic development,
independent scholarship, and meaningful
collaboration. Honesty in the representation
of work and in interactions with teachers,
advisers, peers, and students is the foundation
of our community. The following principles
of academic integrity shall be referred to as
the Honor Code. Violation of the Honor
Code shall constitute cause for disciplinary
procedures including but not limited to
suspension or expulsion.

17.01. Cheating
Cheating may include, but is not limited to,
the use of unauthorized study aids, or other
materials in any academic exercise. Failure to
follow the express rules or instruction in
completion of an academic exercise may also
constitute cheating.

17.02. Fabrication
The creation or falsification of information or
citation used in academic exercise is
considered fabrication and a violation of the
honor code.
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17.03. Plagiarism
Plagiarism is any attempt, successful or not, to
pass off someone else’s work as your
own. Any copying from another student, or
lifting/paraphrasing passages from the
internet, or any other source, without giving
proper credit shall be deemed dishonest.

17.04. Multiple Submissions
The resubmission of any work which has been
previously submitted for academic credit
without the direct consent of the instructor
receiving the resubmission shall be deemed
dishonest.

violation will also be in violation of the honor
code.

18. STANDARDS OF
CONDUCT
The following rules shall constitute the
expectation of behavior of students enrolled at
the New York Film Academy. Violation of
the following rules known as the Standards of
Conduct shall constitute cause for disciplinary
procedures including but not limited to
removal from class, suspension, or expulsion.

18.01. On-Campus Conduct

17.05. Unauthorized Assistance
Unauthorized assistance may include, but is
not limited to, inappropriately working with
others to complete assignments for class
credit. This rule applies to written material,
take home exams and any other assignments
expressly assigned as an individual assignment
and will also include creative work intended
to be an individual effort.

17.06. Forgery & Falsification
The misrepresentation or alteration of any
academic or administrative document
submitted to the New York Film Academy or
its representatives will be considered dishonest.

17.07. Solicitation
Students are prohibited from paying or
soliciting financial compensation from other
students for services or products such as, but
not limited to, production, pre-production,
post-production and script consultation.

17.08. Facilitating Academic Dishonesty
Any student who knowingly and actively
assists another student with an honor code

18.01a. Obstruction or Disruption:
The obstruction or disruption of an
instructor or administrator in the pursuit
of any New York Film Academy related
class or activity may be grounds for
immediate removal and subject to
additional disciplinary action.
18.01b. Defamation:
Defamation is the false statement of a fact
that does injury to the reputation of a
person(s) or institution either written or
spoken. Defamation against another
NYFA student or employee, including but
not limited to the use of technology to
cause injury through false statements is
strictly forbidden. Defamation claims will
be reviewed by a Dean or senior
administrator to determine the validity of
claims and the appropriate action to be
taken.
18.01c. Disorderly or Lewd Behavior:
Disorderly or Lewd behavior may include,
but is not limited to, disturbance of the
peace or expressly sexual behavior on New
York Film Academy property or at any
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events associated with the college. Any
such behavior will be considered a
violation of campus conduct.
18.01d. Failure to Comply:
Failure to identify oneself to, or comply
with directions of a New York Film
Academy employee acting in the
performance of his or her duties while on
campus or at a college sponsored event
may be subject to immediate removal and
additional disciplinary action.
18.01e. Cell Phone and Electronic Devices:
Students are expressly forbidden from the
use of cell phones and other electronic
devices in class without the express
permission of the instructor.
18.01f. Smoking in Undesignated Areas:
Smoking of any kind, including the use of
vaporizers, is expressly forbidden in any
indoor locations on campus or at college
related events. Smoking outdoors is also
forbidden except at a clearly identified
smoking area established by the New York
Film Academy’s administration. The
smoking of marijuana and other schedule
1 drugs is forbidden in all areas.
18.01g. Courtesy to Neighbors:
Students must remain quiet in the
hallways and general areas on campus and
surrounding NYFA and must not
approach or enter neighboring offices.
Students
may
not,
under
any
circumstances, solicit neighboring offices
for employment.
18.01h. Guests Brought in by Students:
Students are responsible for the conduct
of all guests brought to the premises,
facilities, productions or events of NYFA.
Students may be held liable for any Code
of Conduct violations committed by such

guests and may face disciplinary action for
all violations that occur.
18.01i. NYFA Guest Speakers
The New York Film Academy frequently
hosts
guest
speakers
from
the
entertainment industry. Students may not
attempt to solicit work from these guests,
pitch them ideas, or attempt to pass on
scripts, headshots, reels, or other
development material. Any student found
to be in violation of these rules will not be
allowed to attend future guest events and
may face disciplinary action.
18.01j. Unsanctioned Vehicles:
Students are expressly prohibited from
using hover boards, skateboards or drones
on NYFA premises or at NYFA sponsored
events without the express written
permission of the college.
18.01k. Personal Care:
All students are required to maintain
healthy and diligent personal hygiene.
Regular bathing and frequent laundering
of clothes are necessary to ensure a healthy
and comfortable learning environment.
18.01l. Unauthorized Entry:
Students are forbidden from entering
campus buildings outside of posted hours
without express consent of the Director of
Operations
or
a
senior
NYFA
administrator.

18.02. Sexual Discrimination &
Misconduct
The following rules contained in this section
are governed by the college’s title IX
policy. For complete rules, definitions, and
policies related to sexual discrimination and
misconduct, please refer to Appendix A: Sex-
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Based Discrimination And Sexual Misconduct
Policies & Grievance Procedures.

18.02a. Harassment & Sexual Assault:
Threatening remarks from students (verbal
slander, sexual harassment, threats of
violence, etc.) and/or any act of physical
violence from a student towards any
instructor, staff member, student, or other
person in general will not be tolerated.

Threatening remarks from faculty, staff, or
administration (verbal slander, sexual
harassment, threats of violence, etc.)
and/or any act of physical violence from a
faculty, staff, or administrative employee
towards any other instructor, staff member,
administrator, student, or other person in
general will not be tolerated. Any
employee who fails to respect these terms
is subject to immediate termination
pending investigation.
18.02b. Retaliation:
Retaliation against any person for filing,
supporting, or providing information in
connection with a Complaint of Sexual
Misconduct (any form of Sexual
Harassment or Sexual Violence) is strictly
prohibited. Violations of this Policy will
be immediately addressed through New
York Film Academy’s disciplinary
procedures, as deemed appropriate in
NYFA’s discretion. Any person who feels
that he or she has been subjected to
Retaliation should make a report to your
campus Title IX Coordinator.
18.02c. Providing False Information:
Any individual who knowingly files a false
Complaint under this Policy, who

knowingly provides false information to
New York Academy Administration, or
who intentionally misleads NYFA
Administration
involved
in
the
investigation or resolution of a Complaint
may be subject to disciplinary action.

18.03. Drug & Alcohol Free Campus
18.03a. Possession of Drugs & Alcohol:
Under no circumstances are drugs or
alcohol allowed on New York Film
Academy premises. Anyone found to
possess alcohol or any illegal substance may
be subject to expulsion. Any student found
associating with a student in possession of
alcohol or illegal substances may be subject
to suspension and will meet with the Dean
of Students to determine if he/she will be
expelled.
18.03b. Influence of Drugs & Alcohol:
Any student found on NYFA premises or
at a NYFA production or shoot under the
influence of drugs and/or alcohol will be
subject to suspension and/or expulsion.
18.03c. Alcohol at Events:
Students are reminded that alcohol may be
present at certain NYFA events and are
expected to adhere to California state laws
regarding alcohol consumption and
underage drinking. Students who appear to
be inebriated and/or under the influence
of drugs will be removed from the event
and may be banned from future NYFA
events. Students who break federal & state
laws may face prosecution.
18.03d. Illegal Drugs:
The New York Film Academy recognizes
federal laws over state laws in defining
illegal drugs. The possession of any
schedule 1 drug, as defined by the United
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States Controlled Substance Act, either on
campus or at a college related activity will
constitute a violation and be subject to
disciplinary action. Schedule 1 drugs
include but are not limited to Marijuana,
MDMA, Heroin, Psilocybin, and GHB.

18.04. Campus Safety & Security
The New York Film Academy provides a safe
environment, which is necessary to support
artistic development. Physical violence is not
tolerated. Any student who is reported to have
committed an act of violence against another
student, staff, or faculty member, including
but not limited to punching, striking, or
kicking, will be immediately suspended and
not permitted admittance to the school
facilities or school functions. Suspension will
continue while the school investigates the
incident. If the act of violence is confirmed
through investigation, the student will be
suspended for the term of instruction and
may be permanently expelled from the school.
18.04a. Assault & Battery:
Assault is the intentional attempt using
violence or force to do someone
harm. Battery is the intentional touching
of another individual in a way that is
harmful or offensive without the consent of
the person being touched. Assault or
Battery that threatens the safety of any
NYFA student or employee will be grounds
for immediate removal and subject to
additional disciplinary action.
18.04b. Harassment:
Any verbal, nonverbal or written act that
creates a hostile learning environment or
limits an individual the ability to
participate in or benefit from any
educational program.

18.04c. Stalking:
A course of actions directed at an
individual that would cause a reasonable
individual to fear for their safety or the
safety of others and/or suffer substantial
emotional distress.
18.04d. Intimidation & Bullying:
The use or threat of force to achieve a
favorable position over another NYFA
student or staff member is strictly
prohibited.
18.04e. Weapons:
Firearms, pellet guns, stun guns,
ammunition, knives, martial arts weapons,
dangerous
chemicals,
fireworks
or
explosives of any kind (regardless of license)
are never permitted on NYFA property or
the property of Universal Studios or
Warner Bros. Pepper spray (2.5oz or less)
displaying a clear warning label are
permitted to carry for self defense purposes.
A multifunctional tool with a blade 2 ½
inches or less, does not open automatically
and has only one edge may be permitted to
use on set or for the purpose of
production. Any object used in a
threatening manner or with the intent to
do harm will be considered a weapon and a
clear violation of NYFA policy.
18.04f. ID Requirements:
Students are required to carry a valid photo
ID (Driver’s License, Official State
Identification Card, Passport) as well as
their NYFA Student ID Badge while on the
premises of NYFA, Universal Studios
and/or Warner Bros. any related
productions, official student functions or
events. Failure to do so may result in the
student being removed from such premises
at NYFA’s discretion. Students are
responsible for their NYFA student ID
Badges. Any student caught tampering
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with their badge, willingly assisting another
individual with attempting false or
unauthorized entry into Universal Studios,
Warner Bros., and/or NYFA property will
be subject to immediate disciplinary or
legal action, including suspension or
expulsion.
18.04g. Vandalism:
Students found misusing or vandalizing
property owned by NYFA, Universal
Studios, Warner Bros. or any neighboring
residences or businesses will be subject to
fines and/or immediate suspension.
18.04h. Security Personnel:
Due to increased security, entering and
exiting the Universal Studios or Warner
Bros Backlot can be a very long and
frustrating process. Students must be
courteous and patient with all studio
personnel, security guards and staff. If a
student feels a member of the Universal
Studios or Warner Bros. staff has treated
him/her unfairly, the student can file an
incident report with the Dean of Students
office.
18.04i. Discrimination:
Any violation of NYFA’s standards of
conduct in which the nature of the
violation is sex or gender based will be
governed by the rules of Appendix A: Sex
Based Discrimination and Misconduct. All
other forms of discrimination are governed
by the rules of Appendix B: Non Sex Based
Discrimination. Evidence of discrimination
in the violation of any rule set forth in the
Student Code of Conduct will increase the
severity of the punishment.

18.05. Technology
18.05a. NYFA Emails:
Students must use their NYFA email
account in all correspondence with NYFA
faculty and staff.
18.05b. Ethernet:
Students are strictly forbidden from
tapping any Ethernet lines of NYFA or
adjoining businesses for their personal
computers. Our network holds confidential
information and tapping into it poses a
security risk. Any student who fails to
comply with this rule will be subject to
suspension and expulsion.
18.05c. File Sharing:
Illegal downloading via torrents or other
file sharing sites is not permitted using
NYFA’s
computers
or
NYFA’s
wireless/wired networks. Anyone caught
doing this will be subject to immediate
disciplinary action by the New York Film
Academy. Furthermore, anyone caught
downloading illegal material may be subject
to legal action under federal law.
18.05d. Recording Devices:
Students are prohibited from recording
class lectures without written permission
from the Director of NYFA.
18.05e. Social Media Fraternization:
In accordance with NYFA’s nonfraternization
policy,
students
are
prohibited from fraternizing with faculty
and staff on social media, including, but
not limited to, “friending” or accepting
“friend requests” on Facebook or following
faculty or staff on Twitter, Instagram,
Snapchat and any other social media sites.
Please note that the only exception to this
policy is LinkedIn. Online and off-campus
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fraternization can blur professional
boundaries between faculty and students,
and this policy protects both parties. Any
faculty member who violates this policy is
subject to disciplinary action.
18.05f. Cyber-Bullying:
Cyber-bullying against any NYFA student,
staff member or faculty is strictly
prohibited. Additionally, students are
reminded that they represent NYFA during
production workshops, off-campus shoots
or collaborations. Any form of cyberbullying towards individuals working with
NYFA under any capacity, is also
prohibited.

Cyber-bullying encompasses all use of
technology to harm or harass others. This
includes, but is not limited to:
•
•
•
•
•
•
•

Unwanted contact or harassment via
social media, emails, phone calls or text
messages
Threatening emails, instant messages,
calls or text messages
Fraud or identity theft: impersonating
someone or creating a false identity
Hacking someone’s email or social
media account
Spreading false or private information
Creating websites to rate peers or
faculty/staff or to mock or harass
someone
Sharing photos or videos online or via
text without the subject’s consent

Students found engaging in cyber-bullying
will face a thorough investigation and
disciplinary action, up to and including
expulsion.

18.06. Production & Post-Production
18.06a. Post-Production Guidelines:
Students must follow all Editing and PostProduction Department guidelines for
proper conduct in the editing facilities and
for using all NYFA editing and postproduction equipment. The guidelines
range from how to correctly handle the
equipment to the times editing is permitted.
Students must follow similar guidelines
with regard to filmmaking equipment.
These guidelines will be outlined on the
first day of classes. Failure to comply with
these guidelines will result in disciplinary
measures, including temporary loss of
editing privileges, suspension of equipment
checkout privileges or removal from final
film screenings.
18.06b. Prop Weapons:
Students are only permitted the use of prop
guns or prop weapons on green-lit
productions, with the express approval of
the instructor and Department Chair, and
when licensed by the local permitting office,
such as Film, LA Inc., City of
Burbank. Any student or crewmember
participating in the filming of a project
featuring the unauthorized use of a prop
gun is subject to expulsion. Any student or
crewmember participating in the filming of
a weekend project featuring the use or
display of a real firearm in any setting is
subject to expulsion and will be reported to
the authorities for further investigation.
Any recorded media that is found to be in
violation of the preceding rules may be
confiscated and destroyed.
18.06c. Action Sequence Authorization:
To maintain on-set safety, students who
wish to film stunt or action sequences must
first complete the Action Sequence
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Authorization Request Form and submit
the following documentation to the
Director of Operations (Brad Ben-Hain):
•
•
•
•

•
•

Shooting script
Storyboards
Shot lists
Proof of outside production insurance
for the action sequence, with worker’s
compensation

Once approval has been granted and all the
requisite paperwork has been cleared,
students may film their stunt or action
sequence under the supervision of an
outside stunt coordinator.
18.06d. Props & Wardrobe:
Students are responsible for props and
wardrobe at all times while in their
possession. If props or wardrobe are
damaged in any way, students are
responsible for the replacement value
dictated either by the NYFA or the
Universal Studios Property/Wardrobe
Departments.
18.06e. Locations:
• Students must be respectful of
Universal Studios and Warner Bros.
tram tours.

•

Students must not stray from the set on
which they are filming.
Students may not climb onto building
rooftops or film at any unsanctioned
areas of the campus or studio backlot,
including the parking lot, lobby,
common areas and hallways. In order
to film in classrooms, students must
place a refundable deposit at the
Bursar's Office, check for classroom
availability at the front desk and
complete the required paperwork. For
details on booking classrooms for
shoots, please refer to the Student
Handbook.
Students may not scream or make any
other disruptive noise for any reason.

18.04. Additional Standards
Students must read and adhere to all rules in
the Student Handbook and Production
Handbook while on campus, at any
Academy-sponsored events and/or on the
Universal Studios or Warner Bros.
Backlot. The rules set forth in the
Department or Equipment Handbooks
provided to students will also constitute
standards subject to disciplinary action.
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STUDENT GRIEVANCE
REVIEW & RESOLUTION PROCESS
All students, faculty, and staff have the right to
due process in any action brought against them
by NYFA that may adversely affect their academic
or employment status with the institution.
Students and employees have the right to petition
for special consideration with regard to the
academic and administrative policies and
procedures when circumstances beyond their
control prevent them from adhering to said
policies and procedures.
NYFA will address all appropriate student
grievances promptly. A grievance is considered
appropriate if a student expresses feelings of
dissatisfaction concerning any application or
interpretation of NYFA administrative or
management-related policy.
For the purposes of this policy, a student is
defined as an individual who (a) is enrolled or
registered in an academic program of the
Academy; (b) has completed the immediately
preceding term and is eligible for re-enrollment,
including the recess periods between academic
terms; or (c) is on approved educational leave or
other approved leave status from an academic
program.

informal resolution. If a resolution cannot be
reached through informal discussions and a
student wishes to file a formal grievance, he or
she can do so by following the procedures
outlined below.

Formal Grievance Procedures:
Students wishing to file a formal grievance shall
follow these procedures and guidelines:
•

Grievances should be completed and
submitted online via the Dean of Students
website
on
the
NYFA
Hub.
https://hub.nyfa.edu/student_services/deanof-students-office/student-grievances.

•

All student complaints will be investigated
thoroughly, including interviewing all parties
and reviewing all documents that relate to or
may potentially relate to the complaint.

•

Upon receipt of a formal student grievance,
the Dean of Students will review the
grievance and make an initial determination
regarding whether the grievance is complete,
within the jurisdiction of the school, and, if
found to be true, would constitute a violation
of law or NYFA policy. If the above
conditions are met, the Dean of Students will
inform the complainant in writing that the
grievance process will move forward. Such a
determination will be made within five (5)
business days.

•

If the Dean of Students determines that the
grievance is incomplete, the student will have
three (3) business days from the date of the
written notice to make the grievance
complete. If the student fails to make the
grievance complete, the grievance will be
dismissed. If the grievance raises multiple
distinct issues, the Dean of Students will

INFORMAL AND FORMAL
GRIEVANCE PROCEDURES
Informal Grievance Procedures:
Before filing a grievance under this Policy,
students are encouraged to attempt to resolve the
matter informally with the person alleged to have
committed the violation, or with the head or
chair of the department or program in which the
alleged violation occurred. The student may also
contact the Dean of Students for assistance with
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make the determination described above
with regard to each individual issue. The
Dean of Students may investigate some issues
and dismiss others pursuant to this review
process.
•

•

•

If a complaint is dismissed, the Dean of
Students will provide the student with a
written explanation of the basis for the
dismissal. The student will have five (5)
business days from the date of the written
notice to request in writing an appeal of the
dismissal from the Dean of the College. The
request for appeal must articulate why the
decision by the Dean of Students to dismiss
the case was in error. The Dean of the
College will respond in writing within ten
(10) business days of receipt of the appeal.
The Dean of the College will make this
determination after reviewing documents
provided by the Dean of Students and any
other documentation the student wishes to
have considered. If the decision to dismiss is
upheld, that decision is final. If the decision
to dismiss is overturned on appeal, the case
shall be sent back to the Dean of Students
for investigation in accordance with the
procedures outlined below.
The Dean of Students will commence the
investigation by sending a copy of the written
grievance and any supporting documentation
as appropriate to the individual respondent
or to the head or chair of any department or
program against which the grievance was
filed. The respondent shall have five (5)
business days to respond to the grievance.
The Dean of Students may then interview
the complainant, respondent, or both.
In some cases, the Dean of Students may
interview individuals other than the
complainant and respondent, and may
request additional documentation from any
of the above parties. The Dean of Students
shall complete the investigation and deliver a
written report to the complainant and
respondent within fifteen (15) business days

of the initial receipt of the grievance. The
report will contain a summary of the issues
within the grievance, references to the
applicable NYFA policy, a summary of the
factual findings of the investigation, and a
conclusion regarding the recommended
outcome of the grievance, including
proposed corrective actions, if any.
•

In the event the outcome of the grievance
calls for disciplinary action to be taken
against any NYFA student, the matter shall
be adjudicated within the Dean of Students
office according to the policies and
procedures of the school’s Disciplinary Panel.
In the event the outcome of the grievance
calls for disciplinary action to be taken
against any NYFA employee, the matter will
be turned over to the Human Resources
Department and adjudicated according to its
policies and procedures.

Appeals Process:
A student wishing to appeal an adverse decision
in a grievance case he or she filed can do so by
submitting an appeal request in writing within
five (5) business days of when the Dean of
Students issued the findings. The Dean of the
College will consider the appeal in such cases.
The Dean of the College will make a final,
binding decision on the appeal within ten (10)
business days, and will send the written appeals
decision to the complainant and respondent. To
be considered, the appeal must be based on one
of the following assertions:
•

The Student Grievance Review and
Resolution Process as set forth in the
preceding steps was not followed correctly,
and this failure to follow the procedures
resulted in the adverse finding, or

•

The Dean of Students misinterpreted written,
recorded, oral, or other evidence presented
in
the
investigation
and
this
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misinterpretation of the evidence resulted in
the adverse finding, or
•

•

If a grievance is filed against the Dean of
Students or if the school determines the
Dean of Students should be recused from a
case for any other reason, the Dean of the
College will take on the responsibilities of
the Dean of Students, and the President will
take on the responsibilities of the Dean of
the College when appropriate. If a grievance
is filed against the Dean of the College or if
the school determines the Dean of College
should be recused from a case for any other
reason, the President will take on the
responsibilities of the Dean of the College,
and all decisions of the President will be final.

•

A written summary of all complaints will be
kept for a minimum of six years from the
date that the complaint was first received.

•

For specific sex-based discrimination and
sexual misconduct student rights and
grievances, please see Appendix A: Sex-Based
Discrimination & Misconduct Procedures.

•

A student or any member of the public may
file a complaint about this institution with
the Bureau for Private Postsecondary
Education by calling (888) 370-7589 or by
completing a complaint form, which can be
obtained on the Bureau’s internet website
http://www.bppe.ca.gov.

The Dean of Students inappropriately or
mistakenly applied NYFA policy or standards
of conduct to the grievance and this
misapplication of policy resulted in the
adverse finding.

IMPORTANT NOTES
REGARDING STUDENT
GRIEVANCES
•

Following a finding validating a grievance,
NYFA will implement reasonable policies or
procedures to avoid similar complaints in the
future.

•

Grievances may be submitted anonymously.
Without
the
complainant’s
contact
information, however, NYFA will be unable
to correspond with the complainant about
the grievance.

•

During and after investigation into a student
grievance, NYFA will abide by all FERPA
regulations.
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ACADEMIC POLICIES
NYFA LA students are required to meet both
qualitative and quantitative academic
standards. Satisfactory Academic Progress
(SAP) is a Federal Policy mandated by the
U.S. Department of Education. This policy
ensures that students are progressing through
their program of study and identifies
students who may be at risk of failing.

TESTING OUT
BFA students who complete the Math
Placement Test with a minimum score of 118
have the opportunity to complete a second
test in order to test out of the College
Mathematics requirement. Students must
score a minimum of 115 on the second test in
order to be waived out of FOUN151, College
Mathematics.

SATISFACTORY ACADEMIC
PROGRESS (SAP)
SAP Defined
Satisfactory Academic Progress (SAP) is
calculated by program for all active students
at the completion of each semester. SAP
calculations for students in a nonmatriculating certificate programs will be
calculated separately for each individual
program. Students in the Certificate, AFA or
BFA programs with a cumulative GPA
(Grade Point Average) less than 2.0 or
students that have completed less than
66.66% of their cumulative attempted units
in their current program of study have not
met the minimum requirements for

Satisfactory Academic Progress (SAP) for that
program. Courses recorded as Incomplete,
Withdrawn or with a grade of “F” are
considered attempted but not completed.
Students in the MFA or MA programs with a
cumulative GPA less than 3.0 or students
that have completed less than 66.66% of
their cumulative attempted units in their
current program of study have not met the
minimum requirements for Satisfactory
Academic Progress (SAP) for that program.
Courses recorded as Incomplete, Withdrawn
or with a grade of “F” are considered
attempted but not completed.

SAP Warning Status
Students that have not met the minimum
SAP requirements in the previous semester
will be sent an SAP warning letter at the
beginning of the following semester. Students
in an SAP warning status will remain eligible
for federal student aid funding and will be
offered additional support services to
improve their grades and GPA. Students
meeting the minimum SAP requirements
during the following semester will be
returned to satisfactory academic status.

SAP Probation Status
Students who have been placed in a warning
status that fail to meet to meet the minimum
SAP requirements at the completion of their
“warning” semester may be terminated from
financial aid eligibility at NYFA.
Students that have been terminated for
failing to meet SAP requirements who then
petition for re-admission to their original
program will be placed in SAP Probation
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Status. Students in this status will be
ineligible for financial aid funding.
Students that have not met the minimum
SAP requirements for two consecutive
semesters (regardless of a break in
attendance) will be placed in SAP Probation
status. Students in this status are not eligible
for Federal Student Aid Funding and are
notified of this status via an SAP Probation
letter.

SAP Appeal Process

and certificate programs must also meet
NYFA LA Academic Progress policies.
Students who fail to meet these academic
standards may be subject to the following
disciplinary statuses:

Academic Warning:
Students with academic issues such as
excessive absences, poor midterm evaluations,
failing grades, or low GPA, may be placed on
Academic Warning status.

Academic Probation:

Students may request an appeal of the SAP
probation decision by completing an SAP
appeal form and scheduling a meeting with
an Academic Advisor to complete an
academic plan. Appeals must include all
supporting documentation indicating why
the student was unable to maintain SAP
during the previous semester.
The completed SAP appeal form and
academic plan must be returned to the
Financial Aid office for review. Approved
appeals will result in a reinstatement of the
student’s financial aid eligibility. Students
that are not receiving financial aid will be
contacted by the Registrar’s office to
complete both an appeal form and academic
plan. Students are notified of the approval or
denial of their appeal via the Appeal Letter
sent by the Academic Advisor. Approved
appeals will result in a reinstatement of the
students aid funding.

NYFA L.A. CAMPUS
ACADEMIC PROGRESS
POLICIES
In addition to meeting Satisfactory Academic
Progress, students in graduate, undergraduate

Academic Probation is a contractual
arrangement between the student and the
New York Film Academy. The reasons a
student is placed on probation include – but
are not limited to – the following: failing two
or more courses in a single term, having three
or more failing grades overall, plagiarism, or
failing to meet the quantitative and qualitative
requirements of Satisfactory Academic
Progress.
During the probationary period, academic
advisers will monitor students on academic
probation to ensure compliance with
probation criteria. All degree and certificate
students must successfully complete the
probation criteria in order to return to
satisfactory academic standing.
When a student violates the terms of
probation, the student’s academic adviser will
review the student’s probation status with an
academic review committee. Students who are
found to have violated the terms of the
probation contract will be administratively
withdrawn from the New York Film Academy.
Students can appeal academic disciplinary
decisions by submitting a written request to
SAP@nyfa.edu within 48 hours of the
academic disciplinary decision.
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Dismissal:
Students who have been administratively
withdrawn due to academic reasons may
petition for readmission after administrative
approval has been granted. If a student is
readmitted, he/she will be automatically
placed on Academic Probation until the first
academic semester of readmission is
completed and the student’s academic
progress is assessed.

Further notations on students’ transcripts
include:
W
IP

Withdrawal from a course
Courses in progress

All courses are taken for college credit, unless
students
have
sought
administrative
permission to audit courses.

FAILED COURSES

Students that re-enter after non-SAP
termination will no longer be eligible for
Federal student aid funding. Federal student
aid recipients may appeal this status by
completing a petition for SAP appeal form in
the Registrar’s office. All SAP appeals will be
reviewed by the SAP committee providing the
students with a final determination of SAP
appeal status before the completion of the
semester. Accepted appeals will result in a
reinstatement of Federal student aid eligibility.

Students are required to complete a makeup
semester if they receive 3 F’s in one semester
or 4 F’s total in all semesters. Students in a
makeup semester are placed on academic
probation and must fulfill the terms of their
probation to continue in their program after
the makeup semester is completed. Students
are required to pay per-credit for make-up
work and will have the opportunity to enroll
in additional courses they have not yet
completed, to maintain full-time status.

GRADING POLICIES

ADD/DROP, CHANGE &
WITHDRAWAL

Students enrolled at the Los Angeles campus
are graded on an A-F scale. Methods of
evaluation and grading criteria are provided in
each course syllabus and grading rubrics,
which outline the expectations for
achievement. Percentage-to-grade ratios may
vary. GPAs are calculated using the following
grading key:
A
AB+
B
BC+
C
CD+
D
F

4.0
3.7
3.3
3.0
2.7
2.3
2.0
1.7
1.3
1.0
0.0

Typically, only Liberal Arts & Science courses
can be added or dropped. Students have two
weeks after the start of a semester to petition
to add, drop or change the grading option
and/or section of a course. The deadline is
5:00 pm Friday, at the end of Week 2.
Students must get approval from the Chair of
the Liberal Arts & Sciences Department,
before adding or dropping a course.
Add/Drop forms are available at the
Registrar’s Office. Please check the Add, Drop,
Change Dates section of this catalog for exact
deadlines.
International students and students on the GI
Bill and Financial Aid must consult with
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appropriate departments to ensure full-time
enrollment before dropping a course.

Add:
Students must contact the Registrar’s Office
and/or Chair of the Liberal Arts & Sciences
department to ensure that the intended
course fits in with their schedule.

Drop:
The decision to drop a course must be
finalized by all departments by the end of the
second week of classes. Petition to drop
courses after Week 2 will only be
accommodated with valid documentation of
emergencies, such as illness, injury or death in
the family.

Change:
Students may only switch sections or courses
within the same 2-week Add/Drop period, if
the class is not already full.

Withdrawal:
To officially withdraw from a course after the
Add/Drop period, the student must contact
the Registrar’s Office and Department Chair.
Withdrawing from a course constitutes an
attempt at completing the course past the
Add/Drop Period. The course remains listed
on the transcript and the student receives a
“W” instead of a grade. All units in “W”
status will be considered attempted but not
completed in the student’s calculation of ontime completion.
In a full-semester course, students may not
withdraw past 12 weeks into the course
without incurring an academic penalty. In an
8-week course, students may not withdraw
past 6 weeks into the course without incurring
an academic penalty. The student may
petition to have the “W” removed from the

transcript upon successful completion of the
course. S/he may do so by submitting a
petition in writing to the Dean’s Office. This
process does not guarantee rescinding the “W”
from the transcript.

Students Paying Flat-Fee Tuition:
Students on the flat-fee tuition system are
those who complete their course of study
without transferring in any credits. Those
students are not eligible for a refund for
courses dropped at any point in the academic
year, as all courses are required within the
prescribed curricula.
Students must repeat the dropped course in a
subsequent semester when it is offered, by reregistering at no additional cost.
However, students must pay for courses that
they repeat due to F grades on a per-credit
basis. The determination of the per-credit
costs will be based on their flat-fee tuition and
will be provided to the student.

Students Paying Per-Credit Tuition:
Students who transfer credits into their
program pay per-credit, based on the number
of credits they complete each semester. These
students are eligible for a per-credit refund for
any courses dropped during the Add/Drop
Period. Withdrawing from any courses after
the two-week Add-Drop Period does not
constitute a refund.
Students who fail to meet the minimum
requirements of their Academic Plan during
their probationary semester will no longer be
eligible for student financial assistance.

Amendment to the 2017-18 NYFA LA Student Handbook 22

INTERNSHIP

ADD, DROP, CHANGE DATES
The
following
dates
represent
the
Add/Drop/Change deadlines for 2017.
Add/Drop forms are available at the
Registrar’s Office.

Spring 2017
Deadline: 2/17/2017 – 5:00 pm

Summer 2017
Deadline: 6/9/2017 – 5:00 pm

Fall 2017
Deadline: 9/6/2017 – 5:00 pm
Under rare, special circumstances, such as a
medical emergency, students may be
permitted to drop courses by the second
posted deadline (mid-semester) and will
receive a “W” on their transcript.
The following deadlines represent the final
date, where students may still receive a “W”
on their transcript:

Spring 2017
Deadline: 3/10/2017 – 5:00 pm

Summer 2017
Deadline: 6/30/2017 – 5:00 pm

Fall 2017
Deadline: 9/27/2017 – 5:00 pm
Any courses dropped after the second
deadline will be considered attempted and
failed.

Course
INTE400

Units
Internship

1

INTE400 "Internship" is an elective that
undergraduate (BA, BFA) and graduate (MFA,
MA) students may opt to enroll in, to receive
credit for an internship and to complement
their study at NYFA. This course is not
offered to students enrolled in short-term,
certificate or AFA programs, or to alumni who
have already completed their degree
requirements.
In order to qualify, students must have
successfully completed at least 50% of their
program and currently be enrolled as an active
student meeting satisfactory academic progress.
In addition, students may not have any
outstanding failed grades or be in the process
of making up failed grades during the
semester they wish to be enrolled in this
course and complete the internship. Students
with holds on their account will not be
permitted to enroll in this course until any
outstanding issues or overdue fees are resolved
and their account is brought to good standing.
To enroll in this course, students must obtain
a copy of the Internship Form from the
Registrar's Office and submit all completed,
signed paperwork within the Add/Drop
period each semester. Department Chairs
must sign off on the internship and will assign
a faculty member to oversee the internship.
International students must also consult the
International Student Office to process their
CPT (Curricular Practical Training), which is
required for international students to
participate in an internship. Students
receiving Financial Aid or Veteran benefits
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must also consult those respective offices
regarding their eligibility to enroll in this
course, as additional restrictions may apply.
After submitting all required paperwork,
students eligible to take this course will be
informed when they are officially enrolled in
the course, so they can begin their internship.
NYFA does not offer internship or work
placement. Students are responsible for
securing their own internships and must fulfill
all responsibilities for their internship and for
the course, in order to receiving a passing
grade. Students who fail to meet
course/internship requirements will receive a
failing grade and not receive credit for this
course, which may affect their future eligibility
to re-enroll this course.
While enrolled in this course, students are
expected to fulfill all academic and attendance
requirements for their program. This course
does not excuse students from attending their
regularly scheduled courses and students may
not switch sections in order to accommodate
their internship. As this course lasts one
semester long, students who wish to continue
their internship for more than one semester
must re-enroll in the course. This elective may
be taken more than once for college credit,
but does not replace any course or credits
required for degree completion. In addition,
students may not drop any required courses in
order to enroll in this course.

THESIS & FINAL PROJECTS
Students who do not fulfill academic
requirements or fail to abide by institutional
or campus-wide policies, may be prohibited
from participating in showcases, screenings,
pitch fests, exhibitions or any other capstone

projects
or
production.

presentations,

including

VACATION BREAK
Students may request to take a semester off
once they have successfully completed two
consecutive semesters. The request must be
submitted to the following administrators no
later than 5 weeks prior to the semester they
wish to take off:
1. Department Chair
2. Registrar
3. Associate Dean for Academic Affairs
(for BFA transfer students.)
4. International Student Advisor,
Financial Aid Director or Director of
Veteran Affairs (if applicable.)
5. Dean of Students (if recommended by
the Registrar or any other parties.)
For example, students who wish to take their
3rd semester off, must do so no later than
Week 10 of the 2nd semester. Please note that
your request may be denied if you are not in
good academic standing or have other SAP
requirements to fulfill. Requests are evaluated
on a case-by-case basis.

GRADE APPEAL
To initiate a grade appeal, students must
complete the Grade Appeal Form, which is
available at the Registrar’s Office and through
the student’s Academic Advisor. In order to
initiate a grade appeal, the student must
adhere to the following process:
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Steps/Action Taken
STEP 1

Student submits the completed Grade
Appeal Form to the student’s
Academic Advisor no later than one
week into the term following receipt of
the disputed grade.

STEP 2

Academic Advisor discusses reasons for
the grade appeal with student, consults
with Department Chair and instructor,
and reviews supporting documents with
the Department Chair. Within five days
of receiving the Grade Appeal Form,
Academic Advisor informs student of
their decision regarding the grade.
Academic Advisor submits Grade
Appeal form to Registrar to be placed in
student file.

If Grade Appeal Has Not Been Resolved:
STEP 3

Student may choose to appeal
Academic Advisor’s decision, in which
case the issue is addressed by an
academic review committee (which
includes but is not limited to the
Department Chair, the student’s
academic adviser and the Dean of
Academic Advising), which reviews the
information and makes a final ruling
by the end of the drop/add period in
the term following receipt of the
disputed grade.

GRADUATION
REQUIREMENTS

• Adhere to all institutional policies, including
the Attendance Policy, Code of Conduct and
Academic Policies.
• Complete all requirements for graduation in a
period no longer than 150 % of the published
length of the educational program, as defined
by percentage of credit units attempted vs.
completed.

Furthermore, undergraduate and certificate
program students must:
• Maintain a cumulative GPA of a "C" (2.0) or
higher
• Complete and receive a passing grade on their
capstone project by the established deadline and
in accordance with all guidelines

Graduate students must:
• Maintain a cumulative GPA of a "B" (3.0) or
higher
• Complete and receive a passing grade on their
graduate Thesis by the established deadline and
in accordance with all guidelines

In addition to following NYFA’s Academic
Policies, all students must complete all
required projects and/or thesis requirements
and adhere to all institutional policies,
including the Attendance Policy and Code of
Conduct. Students must complete all
requirements for graduation in a period no
longer than 150% of the published length of
the educational program, as defined by
percentage of credit units attempted vs.
completed.

In order to graduate, all students must:
• Successfully complete every course of study with
a passing grade
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ACCUPLACER REQUIREMENTS
All certificate and degree-program students are
required to take the Accuplacer English
Placement test during Registration.

FALL 2017
Please note the following Accuplacer
requirements starting FALL 2017:
• AFA, BFA, BA, MA, and MFA students
who score 109 or lower will need to meet
with senior administration to discuss the
next step in course placement.
Please note the following Accuplacer
requirements for BFA and BA students
starting FALL 2017:
• BFA and BA students who place between
110-120 on the Accuplacer will be
automatically placed in ENGL041, Reading
Fundamentals. Students must achieve a C or
higher in ENGL041, Reading Fundamentals
prior to taking ENGL051, Writing
Fundamentals.
• Students who fail ENGL041, Reading
Fundamentals must withdraw from NYFA
and reapply to their program of study.
• BFA and BA students who place between
121-130 on the Accuplacer will be
automatically placed in ENGL051, Writing
Fundamentals. Students must achieve a C or
higher in ENGL051, Writing Fundamentals.
Prior to taking FOUN101, English
Composition.

• Students who fail ENGL051, Writing
Fundamentals must withdraw from NYFA
and reapply to their program of study.
Please note the following Accuplacer
requirements for AFA, MFA and MA
students:
• Students who score between 121-130 on the
Accuplacer are required to complete at least
5 sessions of ENGL055 Writing Techniques
before they are allowed to re-take the
Accuplacer.
• AFA, MFA and MA students may not retake the Accuplacer more than 3 times in
the first semester, and are required to
achieve a score of 131 or higher, in order to
continue on to their second semester.
• Students who score 130 or lower after their
3rd attempt will need to meet with senior
administration to discuss the next step in
course placement.
• Students who place 131 or above on their
Accuplacer can proceed directly into their
regular program of study.
• All transfer students are required to take the
Accuplacer during Registration and are
subject to the aforementioned requirements.

SUMMER 2017
Please note the following Accuplacer
requirements starting SUMMER 2017:
• AFA, BFA, BA, MA, and MFA students
who score 109 or lower will need to meet
with senior administration to discuss the
next step in course placement.
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Please note the following changes to
Accuplacer requirements for BFA and BA
students starting SUMMER 2017:

• Transfer students are required to take the
Accuplacer during Registration and are
subject to the aforementioned requirements.

• BFA and BA students who score between
110-120 will need to meet with senior
administration to discuss the next step in
course placement.
• BFA and BA students who place between
121-130 on the Accuplacer will be
automatically placed in ENGL051, Writing
Fundamentals. Students must achieve a C or
higher in ENGL051, Writing Fundamentals
prior to taking FOUN101, English
Composition. Students who fail ENGL051
must withdraw from NYFA and reapply to
their program of study.
• Transfer students are required to take the
Accuplacer during Registration and are
subject to the aforementioned requirements.

SPRING 2017

•

•

•

•

Note the following Accuplacer requirements
for AFA, MFA and MA students beginning
SUMMER 2017:
Students who score between 121-130 on the
Accuplacer are required to complete at least
5 sessions of ENGL055 Writing Techniques
before they are allowed to re-take the
Accuplacer.
AFA, MFA and MA students may not retake the Accuplacer more than 3 times in
the first semester, and are required to
achieve a score of 131 or higher, in order to
continue on to their second semester.
Students who score 130 or lower after their
3rd attempt will need to meet with senior
administration to discuss the next step in
course placement.
Students who place 131 or above on their
Accuplacer can proceed directly into their
regular program of study.

• AFA, BFA, BA, MA, and MFA students
who score 109 or lower on the Accuplacer
will be asked to withdraw from NYFA and
re-apply to the program. It is recommended
that students enroll at an ESL school should
they achieve a score of 109 or lower. If readmitted at NYFA, students must retake the
Accuplacer and achieve a score of 131 or
higher in order to matriculate in their
regular program of study. All other
conditions below apply to students who reapply and are re-admitted to NYFA.
For BFA and BA students matriculating in
SPRING 2017:
BFA and BA students who place between 101120 on the Accuplacer will be automatically
placed in ENGL051, Writing Fundamentals.
Students must achieve a C or higher in
ENGL051, Writing Fundamentals prior to
taking FOUN101, English Composition.
Students who fail
• ENGL051 must withdraw from NYFA and
reapply to their program of study.
• Transfer students are required to take the
Accuplacer during Registration and are
subject to the aforementioned requirements.
For AFA, MFA and MA
matriculating in SPRING 2017:

Students

MFA and MA students who score between
101-120 Accuplacer are required to complete
at least 5 sessions of ENGL055 Writing
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Techniques, before they are allowed to re-take
the Accuplacer.
Graduate students must score 120 or above in
the Accuplacer order to in order to be
enrolled in any Thesis course and in order to
be eligible for Thesis candidacy.

ENGLISH PREPARATORY
COURSES
Undergraduate Courses
ENGL041
ENGL051

Units

Reading Fundamentals
Writing Fundamentals

3
3

READING FUNDAMENTALS

AFA, MFA & MA Course

Units

ENGL055
Writing Techniques
*Not for Credit

NFC*

WRITING TECHNIQUES
This course is designed to give AFA, MA, and
MFA students the opportunity to achieve the
English requirement needed to earn their
degree. The course will also help English
language learners develop the academic
writing skills needed for success in their
program. The course introduces students to
intermediate concepts of writing structure and
reading comprehension as well as research
and critical thinking skills vital to test-taking
and academic success.

The purpose of this course is to develop
reading strategies and skills. The course is
designed to help students prepare for Writing
Fundamentals, English Composition and
subsequent Foundation and Liberal Arts
courses. Students will read a variety of
academic texts that challenge their own
thoughts and perspectives. Emphasis on text
analysis will be a primary focus.
WRITING FUNDAMENTALS
The purpose of this course is to practice
writing skills. The course is designed to help
students for English Composition and
subsequent Foundation and Liberal Arts
courses. Basic English grammar, mechanics,
and syntax are emphasized. Each writing
exercise is graded and returned before the
next assignment is due so that students may
take
advantage
of
suggestions
for
improvement. The course may be repeated if
necessary.
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ATTENDANCE POLICIES
ATTENDANCE
All students are required to come to class
on time and prepared to work. Any
homework that must be printed or
prepared for presentation should be done
prior to the start of the class. Arriving to
class more than ten minutes late is
considered an absence.
In some cases, students may not be
allowed to enter class late as it may disrupt
other students’ exercises, presentations or
tests. In such instances, students must wait
until a class breaks to be allowed in.
Students should refer to their course
syllabus to view each instructor’s policy.

EXCUSED ABSENCES
An absence can only be excused with a
signed doctor’s note verifying a medical
emergency or with other verifiable proof
of a personal or family emergency. All
documentation must be submitted to the
Registrar’s Office within 48 hours after a
student’s return to school/class. Approval
is granted at the discretion of the
administration.

matter. Auditions, work commitments
and other extracurricular activities do not
excuse students from leaving class early or
from arriving to class late. Students who
disregard this policy and leave class early
or arrive late without the permission of
the instructor will be marked absent.
Students are allowed up to 15%
unexcused absences without affecting their
overall grades.
Once a student has
reached the 15% maximum limit for
unexcused absences, each subsequent
absence will result in the student’s grade
being dropped by one full letter. Students
are responsible for completing and
submitting any missed work. Missing a
significant assessment (such as a
production workshop, showcase or other)
may result in a larger grade penalty.

ABSENCES FOR
COMMUNITY EDUCATION
PROGRAMS

UNEXCUSED ABSENCES

To foster a positive and constructive
environment, all students enrolled in
Community Education programs must
adhere to the following attendance policy
to maintain Satisfactory Academic
Progress.

Students are not permitted to leave class
early, unless otherwise arranged with the
instructor, such as in the event of a
medical emergency, an appointment with
a government agency or other urgent

Students enrolled in 1-Week programs are
not permitted ANY absences. Absence
from 1 class will result in a mandatory
disciplinary meeting and may result in
expulsion.
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Students in Holiday, 4-, 6-, 8- and 12-week
certificate programs who reach the
following absence thresholds in any course
will be placed on probation status for the
remainder of the program:
4-Week Programs: 4 unexcused class
absences in the first 2 weeks of the
program.
6-Week & Holiday Programs: 6 unexcused
absences in the first 3 weeks of the
program.
8-Week Programs: 8 unexcused class
absences in the first 4 weeks of the
program.
12-Week Programs: 6 unexcused class
absences in the first 6 weeks of the
program.

While on probation, students may not
miss a single class or school-related
workshop. Any absence during the
probationary period may lead to
suspension or expulsion from the program.

ABSENCES FOR 1-YEAR,
2-YEAR CERTIFICATE,
UNDERGRADUATE &
GRADUATE PROGRAMS
For classes meeting once a week over the
period of a full semester, students are
allowed no more than two unexcused
absences in any one course.

MANDATORY
WITHDRAWAL DUE TO
ABSENCES
Once a student has reached 40% absences
(excused or unexcused), the student shall
be withdrawn from that course.
If the majority of the absences are excused,
the student will receive a “W” for the
course and be permitted to retake the
course without charge. If the majority of
absences are unexcused, the student will
receive a failing grade and be charged to
retake the course. Each case is evaluated
by administration to determine the final
decision.

LEAVE OF ABSENCE
Students who wish to take a leave of
absence must consult their Department
Chair and submit a Leave of Absence
Petition Form to the Registrar’s Office. To
qualify for a leave of absence, you must be
in good academic standing and be making
satisfactory
progress
towards
the
completion of your degree or certificate
program.
Students are permitted a leave of absence
if they meet one of the following reasons:
• Medical emergencies due to illness or
accident
• Family emergencies that require a break
from full-time study
• Financial issues which affect students’
ability to continue to matriculate
Typically, NYFA students are granted a
leave of absence of up to 180 days (6
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months), before they are asked to
withdraw and re-apply to the program.
Each student’s request is evaluated by the
Department Chair, Registrar, Dean of
Students and any other relevant
department or office. In addition to
speaking with their Department Chair,
international students must contact the
International Student Office, Veterans
must contact the Veteran Affairs Office
and Federal Student Aid recipients should
contact the Financial Aid office PRIOR to
submitting a Leave of Absence Petition, or
risk defaulting on their status or loans.
International students on an F-1 student
visa or J-1 educational exchange visa must
consult their International Student

Advisor if they are considering a leave of
absence for any reason. An international
student who needs time off due to a
documented medical condition and
wishes to remain in the U.S. must provide
a doctor’s letter so that the reduced course
load can be approved and reported in the
SEVIS system. Any deviation from the
original program of study (or length of
study) requires students to consult the
International Student Office.
It is the student’s responsibility to contact
the respective offices, and it is not
sufficient to only speak with an instructor
or staff member prior to taking a leave of
absence.
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