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ADDENDUMS TO 2022-23
CATALOG
Addendum A to 2022-2023 College
Catalog: Incomplete Grades
This addendum to Incomplete Grades is necessary due to the revised
Incomplete Grade Policy 1.022

Incomplete Grades
An “I” grade is a temporary grade that may be assigned by the instructor
only in circumstances where a finite amount of work has been missed. An
“I” grade may result from failure to take a final exam or failure to complete
the required assignments. When issuing an "I" grade, the instructor must
communicate to the student the reasons for the I grade and the work that
must be completed for the grade to be converted to a letter grade and the
date that all work must be completed and turned in to the instructor.

In most cases, the work must be completed no later than mid-term of the
next semester following the semester in which the “I” grade was received,
unless an earlier date is agreed upon. If the “I” grade is not removed, it
will convert to an “F” and will be calculated as such in the grade point
average.

Addendum B to 2022-2023 College
Catalog: Awarding of Non- Traditional
Credit
This addendum to Awarding of Non-Traditional Credit is necessary due
to changes in the College’s administrative structure and procedures.
For clarification purposes, the title is also being changed to Awarding of
Credit for Prior Learning.

Credit for Prior Learning
Nunez Community College offers a variety of pathways by which students
may receive college credit based on prior learning. The means used for
assessing knowledge and skills attained through educational or work
experience and for awarding credit for prior learning include, but are not
limited to, the following:

• College Board AP credit
• College Level Examination Program (CLEP) credit
• Advanced placement credit via ACT test scores
• Life Experience Assessment Program (LEAP) credit for learning

acquired via prior work or life experience
• Credit by examination
• Military training documented in the Joint Services Transcript or other

official military records
• Non-academic instruction evaluated by the American Council on

Education (ACE)
• Credit awarded for non-credit coursework (via LEAP and/or Credit by

Examination)
• Industry-based certifications (IBCs)

Student Eligibility Requirements
While specific procedures have been established for each of the above-
mentioned prior learning assessment instruments, the following criteria
apply to all students seeking to qualify for prior-learning credit.

• A student must be both enrolled and in good standing in a degree,
diploma, or certificate program beyond the official census day of
enrollment in order to request prior learning credit.

• Credits may be requested only for courses that are offered by Nunez
Community College.

• The prior learning credit assessment must be requested and
completed by midterm of the semester in which it has been
requested.

• Only three (3) prior learning credit hours may be earned after the
student enrolls for any of the final 12 hours of credit applicable to a
degree, diploma, or certificate.

• Prior learning credit cannot be awarded in a course that a student
has previously completed or enrolled in at any college (excluding
coursework completed before Academic Amnesty is declared for
which the student earned a grade of “C” or higher).

• No more than one-third of credits needed in required major courses
(those courses which require a minimum grade of “C”) may be
obtained from prior learning.

• Students must be both enrolled and in good standing at the time they
apply for a Credit for Prior Learning assessment.

• Students may apply for prior-learning credit only once for any given
course, and the College’s ruling on an application is final.

• A non-refundable fee, charged only in those cases in which Nunez
faculty must administer a credit exam or assessment, must be paid
prior to the application being accepted.

• Credit earned through prior learning is assigned a grade of “P.” No
quality points are earned, and such credit is not calculated in the
student’s grade point average. Prior learning credits are identified
on the student’s transcript as credit granted through prior learning.
When such credit is awarded, the student’s transcript will indicate the
method (e.g., examination, portfolio, military) by which the credit was
granted.

• Students who plan to use credit from prior learning to meet
the degree requirements of other institutions should check the
requirements of the receiving institution, as this type of credit is often
reevaluated by the receiving institution.

• Students cannot appeal the outcome of an application for credit via
prior learning.

• Applying more than one type of assessment toward credit for prior
learning in the same course is prohibited.

Credit for Prior Learning Limitations
Nunez Community College does not limit the amount of credits a student
may earn through prior learning assessment. Regardless of the number
of credit hours awarded through PLA credit, students must meet Nunez
Community College residency requirements to receive a degree, diploma,
or certificate. To satisfy residency requirements, students must earn
25% of the total credit hours required for a degree, diploma, or certificate
through standard instruction at Nunez Community College. Prior learning
assessment credit does not satisfy residency requirements.

Per the graduation requirements as defined in the College’s catalog:

• Students must complete at least 25% of required courses applied
toward the degree, diploma, or certificate in residence at Nunez.

• Students must also earn credit for no less than 50% of their major
courses in residence at Nunez. Major courses for each program are
identified in the program descriptions found in the College’s catalog.

• Courses applied toward the above-mentioned 25% residency
requirement may include the 50% of required major courses.
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• Students may earn no more than one-third of the hours comprising
the major or area of concentration via prior-learning credit—with the
exception of credit by exam.

• Students may earn no more than 25% of the total hours applied to the
degree or certificate from portfolio-based (LEAP) assessments.

Qualifying Credits
Per the Louisiana Community and Technical College System “Credit for
Prior Learning” policy (Policy# 1.023), Nunez Community College shall
prepare and make public (on the College’s website) the following:

1. The list of courses for which college credits may be earned
2. The number of credits that may be earned for each course
3. The minimum standards necessary to earn college credits via all

available non-traditional means

Annually, when the College updates its catalog, it will also update its list
of qualifying credit and post the credit matrix to the College’s website.
Any changes to the previous catalog’s matrix will be reported to LCTCS so
that those updates may be recorded on the master LCTCS Credit for Prior
Learning Matrix.

The College’s credit matrix must list the prefix, number, and title of each
course for which credit for prior learning may be received. The matrix
must also list the acceptable assessment instrument and/or score
required to receive credit for the course.

Nunez Community College must use the course number listed on the
matrix unless it would be advantageous for the student to be awarded
a specific course number with equal credit that satisfies a program
prerequisite or other requirement.

Fees
Per LCTCS policy# 1.023, “no fee shall be charged for reviewing credit
for prior learning that is included on the matrix and entering them
on a student's transcript. Students may be assessed a fee for the
administration of examinations and the review of portfolios.” Nunez will
assess a fee of $20.00 per credit hour only for the administration of LEAP
portfolio reviews and Credit by Exam assessments. Students who apply
for Credit by Exam for non-credit coursework previously and successfully
completed through Nunez Community College will be exempt from this
charge. Per the Louisiana Board of Regents “Prior Learning Assessment”
policy (AAP 2.23), military veterans, active military personnel, and their
spouses and dependents are exempt from all fees associated with
awarding credit for prior learning.

Dual Enrollment Students
Dual enrollment students are eligible to seek prior-learning credit via
CLEP, Industry-Based Certifications, and College Board Advanced
Placement Credit. They may also receive advanced standing credit for
English and mathematics courses via ACT.

PROCEDURES
Students requesting credit for prior learning must first determine that
they meet the College’s eligibility requirements. They may consult
with their academic advisor to determine eligibility and then follow the
appropriate procedure for the method by which they will request credit for
prior learning.

College Board Advanced Placement (AP) Program
Nunez Community College grants course credit (grade of P) via College
Board Advanced Placement Examinations, which are taken prior to the
student’s high school graduation and before admission to Nunez.

The College will publish its College Board Advanced Placement score
matrix to the Registrar’s website so that students may know which
courses qualify for AP credit via AP exam. Students who have achieved
satisfactory scores on these exams can earn credit for the courses listed
on the matrix. The College will grant credit to admitted students for
certain courses in which the Advanced Placement (AP) exam score is a 3
or higher.

Nunez Community College has identified the following guidelines
regarding receiving credit via AP exam:

1. Students must request consideration of AP scores for equivalent
credit of Nunez courses in the first semester of enrollment at the
College. All necessary application documents must be submitted
prior to the conclusion of the student’s first semester of enrollment.

2. A student should consult with their Academic Advisor to confirm that
the course credit received via AP is applicable to their major.

3. The student must request that official AP score reports be sent to the
Office of the Registrar for evaluation.

4. The student must submit “Credit for Prior Learning Application” form
to the Registrar, completing option one: Request for Review of Credit
by Standardized Exam.”

5. Once the AP score report has been received and verified by the
Registrar, the course credit for qualifying scores will be applied to the
student’s transcript, and the student will be notified that the credit
has been posted.

A student may only attempt to receive credit via AP exam once. Such
credit is contingent upon the submission of College Board Advanced
Placement (AP) exam scores that (a) meet the College’s criteria and (b)
are no more than three (3) years old.

College-Level Examination Program (CLEP)
Students may receive course credit (grade of P) via College-Level
Examination Program (CLEP) exams, which measure mastery of college-
level, introductory course content.

The College will publish its College-Level Examination Program (CLEP)
score matrix to the Registrar’s website so that students may know which
courses qualify for CLEP credit via CLEP exam. Students who achieve
satisfactory scores on these exams can earn credit for the courses listed
on the matrix.

Nunez Community College has identified the following guidelines
regarding receiving credit via CLEP:

1. A student should consult with their Academic Advisor to confirm that
the course credit received via CLEP is applicable to their major.

2. The student must request that official CLEP score reports be sent to
the Office of the Registrar for evaluation.

3. The student must submit a “Credit for Prior Learning Application”
form to the Registrar, completing option one: “Request for Review of
Credit by Standardized Exam.”

4. Once the CLEP score report has been received and verified by the
Registrar, the course credit for qualifying scores will be applied to the
student’s transcript, and the student will be notified that the credit
has been posted.

A student may only attempt to receive credit via CLEP exam once. Such
credit is contingent upon the submission of College-Level Examination
Program (CLEP) exam scores that (a) meet the College’s criteria and (b)
are no more than three (3) years old.

https://www.nunez.edu/admissions/files/documents/Registrar/AP_Matrix_2022-2023.pdf
https://www.nunez.edu/admissions/files/documents/Registrar/AP_Matrix_2022-2023.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1558536/e366533c-f169-11e7-9166-122f978d8488/2470824/16079a8c-2a2a-11ed-8f4c-0288ad76468b/file/CLEP_Matrix_2022-2023.pdf
https://campussuite-storage.s3.amazonaws.com/prod/1558536/e366533c-f169-11e7-9166-122f978d8488/2470824/16079a8c-2a2a-11ed-8f4c-0288ad76468b/file/CLEP_Matrix_2022-2023.pdf
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Advanced Placement by ACT
First-semester freshmen, transfer students, and dual enrollment students
who submit American College Testing (ACT) scores of an acceptable
level to Nunez Community College may request advance placement credit
in English andmathematics courses without actually completing those
courses.

English
• A student who has an ACT English subscore of 29 or higher may

receive Advanced Placement credit (grade of P) in ENGL 1010 if they
successfully complete ENGL 1020 (English Composition II) with a
grade of C or better.

Mathematics
• A student who has an ACT Math subscore of 19-26 will be placed i n

MATH 1300 (College Algebra).
• A student who has an ACT Math subscore of 27 or higher may

receive advanced placement credit (grade of P) in Math 1300
(College Algebra) if they successfully complete Math 1400 (College
Trigonometry) with a grade of C or better.

• A student with transfer credit in a mathematics course higher than
pre-calculus algebra may be awarded bypass credit for MATH 1300
(College Algebra) if approved by the Program Chair of Math and
Science or their designee from the math faculty.

Nunez Community College has identified the following guidelines
regarding receiving advanced placement credit via ACT exam:

1. Students must request consideration of ACT scores for equivalent
credit of Nunez courses in the first semester of enrollment at the
College. All necessary application documents must be submitted
prior to the conclusion of the student’s first semester of enrollment.

2. A student should consult with their Academic Advisor to confirm that
the course credit received via ACT is applicable to their major.

3. The student must request that official ACT score reports be sent to
the Office of the Registrar for evaluation.

4. The student must submit a “Credit for Prior Learning Application”
form to the Registrar, completing option one: “Request for Review of
Credit by Standardized Exam.”

5. Once the ACT score report has been received and verified by the
Registrar, the course credit for qualifying scores will be applied to the
student’s transcript, and the student will be notified that the credit
has been posted.

A student may only attempt to receive credit via ACT exam once. Such
credit is contingent upon the submission of American College Testing
(ACT) exam scores that (a) meet the College’s criteria and (b) are no more
than three (3) years old.

Life Experience Assessment Program (LEAP)
In accordance with recent trends recognizing non-traditional learning
experiences, Nunez Community College offers students the opportunity
to gain course credit hours through the Life Experience Assessment
Program (LEAP). College credit may be awarded for knowledge gained
through reading and private study but primarily through validated work
experience. The central principle in the LEAP program is that what a
student knows is more important than how the knowledge was gained.

Through a portfolio assessment and/or skills demonstration, Nunez
Community College gives students the opportunity to prove what they

know, or what they can do, that is comparable to the Student Learning
Outcomes of the courses in which they have requested LEAP credit.

Specific policies and procedures have been established for the granting
of college credit via the Life Experience Assessment Program:

• The general policies concerning credit for prior learning are
applicable.

• LEAP credit is available only if the life experience warrants three (3)
or more credit hours, according to the Program Chair overseeing the
assessment process.

• A student may not repeat a Life Experience Assessment for course
credit if the first attempt did not result in the awarding of credit.

• Students may earn no more than 25% of the total hours applied to the
degree or certificate from portfolio-based (LEAP) assessments.

• For each applicant, a review committee is established to verify that
the student can demonstrate knowledge and skills in the requested
area comparable to the knowledge and skills of a college-trained
student in the same area.

• The LEAP review committee should consist of the Program Chair who
oversees the subject area in which the credit is being requested, at
least one faculty member with expertise in the relevant discipline or
who regularly teaches the course for which the student is requesting
LEAP credit, and any other expert or consultant deemed necessary to
ensure fairness and equity to the student.

Nunez Community College has identified the following guidelines
regarding receiving credit via LEAP:

1. The student consults with the Program Chair who oversees the
subject area in which the student requests LEAP credit to determine if
the student’s prior training, learning, and/or work experience possibly
warrant credit via the Life Experience Assessment Program. The Chair
will also determine the possible course(s) for which LEAP credit may
be attempted.

2. The student should consult with their Academic Advisor to confirm
that the course credit received via LEAP is applicable to their major.

3. The student should also consult with the Program Chair who
oversees their major to ensure that credit via LEAP is a valid and
allowable method by which to receive credit. Accreditation and
industry requirements may restrict the application of credit via LEAP.

4. If the Program Chair who oversees the subject area in which
the student requests LEAP credit determines that the student’s
experience warrants a Life Experience Assessment, the Chair will
form a review committee.

5. The student must submit a “Credit for Prior Learning Application”
form, completing option two: “Request for LEAP Credit” to the
Program Chair overseeing the review committee.

6. The Program Chair overseeing the review committee will instruct
the student in writing on the components of an acceptable portfolio
and will return the Credit for Prior Learning Application form to the
student.

7. The student takes the form to the Bursar’s Office and pays a non-
refundable fee of $20 per credit hour prior to the submission of the
LEAP portfolio. Military veterans, active military personnel, and their
spouses and dependents are exempt from this fee

8. The Bursar completes the payment section of the form and issues a
receipt to the student.
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9. The student submits the completed form to the Program Chair, who
requests that the student’s portfolio and/or skills demonstration be
evaluated by the review committee.

10. The review committee evaluating the portfolio may request additional
documentation from the student to help further substantiate the
student’s competency in the subject area. Upon completion of
the evaluation, the committee submits its recommendation to the
Program Chair.

11. If the committee’s recommendation is approved by the Program Chair,
the Chair completes the Credit for Prior Learning Application form and
submits it to the Office of the Registrar.

12. Once the form has been received and verified by the Registrar, the
course credit for qualifying scores will be applied to the student’s
transcript, and the student will be notified that the credit has been
posted.

Portfolio Assessment
The assessment committee will recommend the contents of the portfolio
the student is to submit with their LEAP application. The portfolio must
demonstrate that the student’s prior professional experience (including
military service) has allowed for the development of skills and learning
comparable to the Student Learning Outcomes of the course in which the
student has requested LEAP credit, and it should prove that the student
has acquired those competencies deemed necessary for specific course
content.

The portfolio must include a written narrative of the student’s
experiences, which describes the source(s) of prior learning and explains
how this experience(s) has contributed to the student’s professional,
technical, and/or intellectual competency in the subject matter of the
course for which the student is requesting LEAP credit.

Portfolios may include any of the following additional documents as
requested by the review committee:

• A résumé detailing prior professional experience relevant to the
student learning outcomes of which the student is attempting to
prove competency

• Licensures, certifications, or awards that attest to a student’s
proficiency in the subject matter of the course for which the student
is requesting LEAP credit

• Letters of recommendations or testimonies from current and/or
former colleagues that attest to acquired competencies

• Drawings, diagrams, artwork, etc. that demonstrate relevant
knowledge or technical skill

• Documentation of specialized workplace/professional training
• Documentation of high school co-op professional experience/training
• Proof of prior coursework from a vocational/technical education

program (including a validation of course content, contact hours, and
evidence of completion and/or grades, if applicable)

• Proof of prior non-credit coursework (including a validation of course
content, contact hours, and evidence of completion and/or grades, if
applicable)

• Any other documentation required by the review committee that
demonstrates competency for awarding LEAP credit.

Skills Demonstration
When the course for which the student is requesting LEAP credit requires
hands-on skills building and the application of certain physical skills,
the LEAP review committee may require that the student perform a
demonstration of acquired skills, which is to be administered and

assessed by a faculty member who teaches the course for which the
student is requesting LEAP credit. The skills demonstration must be
performed on the same day the student submits their portfolio to the
review committee.

Industry-Based Certifications (IBCs)
Students who are currently enrolled and have previously successfully
completed industry-based certifications (IBCs) may be eligible for course
credit (grade of P). Nunez Community College considers the training
and assessment required to obtain certain IBCs as being equivalent to
certain courses that students may take for credit. The College maintains
an IBC crosswalk, posted to the Registrar’s website, that lists all courses
for which earned IBCs are equivalent. Students possessing any of these
IBCs may request credit (grade of P) for its associated course. While
students are eligible to receive full credit for a course via Industry-Based
Certifications, in some cases and programs, Nunez reserves the right to
request and assess supplementary assessment materials to establish
course equivalencies. Only IBCs that are current and in good standing will
be considered valid credentials for the awarding of credit. A student may
apply for credit once for the same course.

Nunez Community College has identified the following guidelines
regarding receiving credit via IBC:

1. A student should review the Nunez IBC crosswalk posted to the
Registrar’s website for a list of courses that qualify for credit via IBC.

2. The student should consult with their Academic Advisor to confirm
that the course credit received via IBC is applicable to their major.

3. The student should also consult with the Program Chair who
oversees their major to ensure that credit via IBC is a valid and
allowable method by which to receive credit. Accreditation and
industry requirements may restrict the application of credit via IBC.

4. The student must submit a “Credit for Prior Learning Application”
form to the Registrar, completing option three: “Request for Review of
Credit by Coursework or Credential.”

5. Valid documentation, authenticating the certification(s), must be
attached to the application form for evaluation and verification by the
Office of the Registrar.

6. Once the application form and required documentation have been
received and verified by the Registrar, the course credit for qualifying
scores will be applied to the student’s transcript, and the student will
be notified that the credit has been posted.

A student who intends to use credit received from IBCs to meet the
degree requirements of another institution should check the requirements
of the receiving institution.

Credit by Examination

At Nunez Community College, a student who believes they are qualified to
earn college credit for prior educational or professional experience, non-
credit coursework, or prior training may request credit by examination.
This course credit (grade of P) is awarded to a student who can display
the same competencies and meet the same student learning outcomes
as those students taking a traditional course.

A student who wishes to apply for credit by examination must receive
the approval of the Program Chair who oversees the program in which
the course is offered. The Chair will determine whether the student’s prior
learning and/or professional experience warrant consideration for credit
by exam. The Program Chair will also determine whether the credit exam
contains the appropriate level of rigor to warrant course credit.

https://campussuite-storage.s3.amazonaws.com/prod/1558536/e366533c-f169-11e7-9166-122f978d8488/2470825/16079d8e-2a2a-11ed-91b4-0288ad76468b/file/IBC_Crosswalk_2022-2023.pdf
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The exam must be created and administered by a faculty member
qualified to teach the course for which the student is seeking credit
by exam. If the examination involves shop or laboratory activities, a
description of the examination and a rubric must be provided by the
faculty member who creates and administers the exam.

Credit examinations must test all of the competencies required to pass
the course in question as currently required of regularly enrolled students.

Only those faculty members who teach the course for which a student is
requesting credit by exam may determine whether such an exam can be
created and effectively administered.

A student who wishes to take a credit examination for earlier courses
in a sequence must take the examination by the end of registration
for the semester in which they enroll for the more advanced course.
If proficiency is not demonstrated on the exam, the student will be
administratively dropped from the higher-level course and placed into an
appropriate-level course.

Students may take a credit examination for the same course only once,
and they may not take a credit examination for a course in which they are
currently enrolled or which they have previously completed successfully
at any regionally accredited college.

Students who are granted academic renewal may take credit
examinations for any course completed with a grade of “C” or better
prior to requesting renewal. Additionally, students may not take credit
examinations for a course that was audited.

Students intending to use credit examinations to meet the degree
requirements of other institutions should check the requirements of the
receiving institution.

Nunez Community College has identified the following guidelines
regarding receiving credit by exam:

1. The student must obtain a “Credit for Prior Learning Application” form
from the Registrar’s website.

2. The student must submit the form to the Program Chair who
oversees the subject area in which the student is requesting credit by
exam. The student must complete option four: “Request for Credit by
Exam.”

3. The student should consult with their Academic Advisor to confirm
that the course credit received via credit by exam is applicable to their
major.

4. The student should also consult with the Program Chair who
oversees their major to ensure that credit by exam is a valid and
allowable method by which to receive credit. Accreditation and
industry requirements may restrict the application of credit by exam.

5. The administration of credit examinations may be approved by the
Program Chair who oversees the subject area in which the student is
requesting a credit exam only after the student is enrolled in at least
one course at the College. The Program Chair must verify that the
student is appropriately enrolled.

6. Once the Program Chair approves the student’s application, the
student takes the form to the Bursar’s Office and pays a non-
refundable fee of $20 per credit hour prior to the administration of
the examination. Students who apply for Credit by Exam for non-
credit coursework previously and successfully completed through
Nunez Community College will be exempt from this charge as will
military veterans, active military personnel, and their spouses and
dependents.

7. The Bursar’s office, upon receipt of payment, completes the payment
section of the form and issues a receipt to the student.

8. Once the Program Chair receives the form from the student, verifies
payment, and approves the credit examination application, the
student will have two weeks to arrange a date to take the exam.

9. The student completes the examination with an instructor designated
by the Program Chair to administer the examination. The Program
Chair may also create and administer the exam if the Chair teaches
the course for which the student is requesting credit by exam.

10. The Chair will direct the faculty member creating and administering
the exam to set a mutually agreeable date on which the student will
complete the exam.

11. As the expert in the subject matter being tested, the faculty member
administering the exam will determine the necessary amount of time
for completing the assessment or any required shop or laboratory
activities.

12. To receive credit, a student must demonstrate a minimum proficiency
of 70% for all competencies in the course for which credit is being
sought.

13. The instructor administering the examination must complete the test
information section on the “Credit for Prior Learning Application” form
(score, date of exam, etc.) and return it to the Program Chair.

14. The Program Chair who oversees the subject area in which the
student has requested credit by exam submits the completed form to
the Registrar.

15. The Registrar will apply the appropriate course credit (grade of P) to
the student’s transcript, and the student will be notified that the credit
has been posted.

16. If the student does not pass the credit examination, the Program
Chair who oversees the subject area in which the student has
requested credit by exam will inform the student of the examination’s
outcome and then submit the completed form to the Registrar. If
the student had previously enrolled in a higher-level course, the
prerequisite for which was intended to be satisfied by the credit exam,
that student will be administratively drop from the higher-level course
by the Registrar, and the Program Chair will refer the student to their
advisor so that they may enroll in an appropriate-level course.

Military Credits
Students who have earned credit through courses taken while in the
armed services may apply for acceptance of these credits, which are
articulated by the American Council on Education (ACE). The Dean
of Instruction, the Dean of Nursing and Allied Health, or designee will
determine which credits earned through military training are applicable
towards graduation. These hours count as part of the total hours of non-
traditional credits applicable toward a degree, diploma, or certificate.

Students must be able to provide a Department of Defense (DD) Form
295 and DD Form 214 (where applicable) to apply for Military Training
and Experience Credit. Nunez may award credit for military experiences
based on the ACE Guide to the Evaluation of Educational Experiences in
the Armed Services. A student may receive college credit if the training
parallels the student learning outcomes of a Nunez course for which
the student desires credit and the credit meets a program requirement
or is used as elective credit. Military credits are not counted as hours
attempted; they count only as hours earned.

Upon request, individuals who have successfully completed Basic
Training may be awarded three (3) credit hours in kinesiology as indicated
in the ACE Guide. Official documentation of military training is required.
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Nunez Community College has identified the following guidelines
regarding military credit:

1. The student must obtain a “Credit for Prior Learning Application” form
from the Registrar’s website and complete option three: “Request for
Review of Credit by Coursework or Credential.”

2. The student should consult with their Academic Advisor to confirm
that the course credit received via military credit is applicable to their
major.

3. The student should also consult with the Program Chair who
oversees their major to ensure that military credit is a valid and
allowable method by which to receive credit. Accreditation and
industry requirements may restrict the application of military credits.

4. The Dean of Instruction or the Dean of Nursing and Allied Health
or a designee (depending on the subject area in which the credit is
requested) will meet with the student to discuss the applicability of
military credit to fulfill degree or certificate requirements.

5. Along with the “Credit for Prior Learning Application” form, the
student must provide the appropriate dean with a transcript or
an American Council of Education (ACE) evaluation of military
experiences.

6. Upon receipt of the official transcript and/or ACE evaluations, the
appropriate dean or designee will confirm the validity of the ACE
evaluation and/or transcript by consulting with a faculty member who
teaches the course for which the student has requested credit.

7. The dean will submit the “Credit for Prior Learning Application” form
with all other pertinent documentation (ACE evaluation, transcript,
etc.) to the Registrar.

8. The Registrar will post the credit to the student’s transcript and notify
the student that the credit has been posted.

Non-Traditional Credits from Other Institutions
The College may accept prior-learning credits that have been awarded
by other regionally accredited institutions. These credits have the same
limitations in their use in meeting graduation requirements as do credit
for prior learning for which a student is eligible. Credit for prior learning
will be awarded through the same process as that of awarding transfer
credit.

Addendum C to 2022-2023 College
Catalog: Student Complaints
This addendum to Student Complaints is necessary due to changes in the
College's administrative structure and procedures.

Student Complaints
There are five types of student complaints that are addressed by policy
and procedures at Nunez Community College:

1. Grade Appeal
2. Academic Honesty
3. Disciplinary        
4. Title IX and Title VI (Discrimination/Harassment/Sexual Misconduct/

Assault)
5. General Student Complaints (non-academic/non-financial)

The Nunez Policy 2.014 General Student Complaint Policy specifies
policies and procedures addressing non-academic, non-financial,
disciplinary and general student complaints.  Nunez Policy 2.015
Equal Opportunity, Harassment, and Nondiscrimination Policy provides
information concerning Title IX and VI complaints. Nunez Policy 1.028

Grade Appeal defines process to be followed when there is a grade
dispute. Nunez Policy 1.017 Academic Honesty establishes procedure for
reporting instances of academic misconduct and ensures that sanctions
resulting from instances of academic misconduct are understood and are
properly and consistently enforced.

The Vice Chancellor for Education, Training and Student Success has
oversight of all student complaint appeals.

Academic
There are two difference complaints under Academics. Students may
lodge an academic complaint with regards to their final grade in a course
(Grade Appeal), as well as in regard to Academic Honesty.

Grade Appeal
A Grade Appeal may be initiated by a student who believes their
academic performance is not accurately reflected in the final grade they
have received for a course or a student who believes their academic
record or academic status should be corrected, updated, or changed due
to extenuating circumstances not previously considered by the College.
The
Nunez Policy 1.028 Grade Appeal Policy specifies the process.

The Grade Appeal Policy defines a three-level process to resolve grade
appeal student complaints.  The three levels include:

Level 1) student discussion with instructor,

Level 2) Program Chair review,

Level 3) Appeal to Vice Chancellor of Education Training and Student
Success.

Level 1 allows the student to informally meet with the instructor to
discuss the final grade. In this meeting, the instructor will explain the
rationale for awarding the grade in question. The student is responsible
for demonstrating why the grade should be changed. If, in this informal
meeting, it is determined that the grade should be changed, the instructor
completes and submits a grade change form. If the instructor is not
available to meet face-to-face, email correspondence between the
student and the instructor will be regarded as an informal meeting. If the
final grade dispute is not resolved through Level 1 of the grade-appeal
process, the student may proceed with the next level.

At Level 2, the Academic Dean presents all Grade Appeal information to
the Program Chair for review. The Program Chair will discuss the appeal
with the student and faculty member as needed and, after review, render a
decision on the appeal and, in writing, notify each party of this decision. If
the student does not agree with the Program Chair’s decision, the student
has the right to appeal to the Grade Appeal Committee. The Grade Appeal
Committee will consist of three faculty members (one who teaches in
the subject area in which the grade was given), two officers of the Nunez
Student Government Association, a representative of Student Affairs,
and the dean (as a non-voting chairperson). The committee chairperson
will provide a written report of the committee’s decision to all parties
involved. This process allows for a fair and professional handling of each
student complaint.

Level 3 is utilized if the appeal is denied. The student may submit an
explanation to the dean (the Grade Appeal Committee Chairperson)
detailing why the appeal should be reviewed. The dean will forward this
explanation and all documents originally reviewed by the Grade Appeal
Committee to the Vice Chancellor for Education, Training, and Student
Success, who will consider the evidence and render a decision. The
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decision of the Vice Chancellor for Education, Training, and Student
Success is final.

Academic Honesty
Since academic honesty and intellectual integrity are fundamental to the
process of learning and to evaluating students’ academic performance,
all members of Nunez Community College share the responsibility of
safeguarding the institution against all acts of academic dishonesty
that undermine the entire process of learning. All faculty members must
encourage and maintain an atmosphere of academic honesty and explain
to students the regulations defining academic honesty and the sanctions
for violating these regulations. Students also share the responsibility
for creating and maintaining an atmosphere of honesty and integrity by
engaging in academically ethical scholarship and by reporting cheating
or other instances of academic dishonesty to their instructors and or the
appropriate academic dean. As outlined in Nunez Policy 1.017 Academic
Honesty Policy, academic dishonesty includes, but is not limited to, the
following: cheating, tampering with academic records and examinations,
falsifying identity, plagiarism, and being an accessory to acts of academic
dishonesty.

If a faculty member believes a student or students have violated any
aspect of the Nunez Policy 1.017 Academic Honesty Policy, the following
procedure should be followed to ensure the student(s) due process
rights are protected. The procedure must be followed for each individual
complaint, even if there are multiple complaints against the same
student/s. The Academic Honesty Policy includes two levels:

Level 1) student discussion with instructor,

Level 2) student hearing with the student Accountability Committee.

The Student Accountability Committee will be chaired by the Coordinator
of Student Success and committee members include at least one
Academic Dean, the Dean of Strategic Enrollment Management and
Student Success, the Vice Chancellor for Education, Training, and Student
Success, and a Student Government Association student.

The Dean of Instruction and The Dean of Nursing and Allied Health are
responsible for maintaining an archive of all Grade Appeal Forms and
Academic Dishonesty Report forms submitted to them.

Disciplinary
Per LCTCS Policy 2.004 Student Conduct and Appeal Procedures, each
college shall establish policies and regulations governing student conduct
and publish such policies and regulations on the college’s website and
in the appropriate college publications.  Examples of Nunez students’
rights include but are not limited to: Consideration for admission and
for scholarships without regard to race, color, gender, national origin,
religious or political beliefs, military status, or disability and democratic
student governance. Examples of Nunez students’ responsibilities
include but are not limited to: Intentional obstruction or disruption of
teaching, research, administration, disciplinary action, or an authorized
college event and unauthorized occupation of, or unauthorized entry into,
any College facility.

In cases of student misconduct, the follow procedure applies:

1. Initial report made in writing to the Vice Chancellor for Education,
Training and Student Success (VCETS),

2. Dismissal or Further Investigation decided on by the VCETS or
designee,

3. Sanctions are imposed if investigation indicates a violation of one or
more of the Student Responsibilities has occurred,

4. Right of Appeal any portion of the decision,
5. Appellate Procedure,
6. Further Appeal to the Chancellor.

According to LCTCS Policy 2.004 Student Conduct and Appeal
Procedures, a student, or the parent/legal guardian of a minor student,
may appeal to the LCTCS Office on the grounds that the college’s published
procedures do not provide due process or that such procedures were carried
out in an unfair or impartial manner. The appeal must be made, in writing,
within 30 business days of the college’s final disposition on the matter.

The Vice Chancellor for Education, Training and Student Success is
responsible for maintaining an archive of all Student Disciplinary reports
submitted.

Title IX and Title VI (Discrimination/Harassment/Sexual
Misconduct/Assault)
Nunez Community College adheres to all federal, state, and local civil
rights laws prohibiting discrimination in employment and education.
Nunez does not discriminate in its admissions practices, in its
employment practices, or in its educational programs or activities on the
basis of sex/gender.  As a recipient of federal financial assistance for
education activities, Nunez Community College is required by Title IX of
the Education Amendments of 1972 to ensure that all of its education
programs and activities do not discriminate on the basis of sex/gender.
Sex includes sex, sex stereotypes, gender identity, gender expression,
sexual orientation, and pregnancy or parenting status.

Nunez also prohibits retaliation against any person opposing
discrimination or participating in any discrimination investigation or
complaint process internal or external to the institution.

NCC follows Nunez Policy 2.015 Equal Opportunity, Harassment, and
Non-Discrimination Policy, Nunez Policy 2.019 Title IX Grievance
Procedures, and Nunez Policy 6.022 Equal Opportunity for Title
IX and Title VI complaints on Equal Opportunity, Harassment and
Nondiscrimination.

• Discriminatory harassment constitutes a form of discrimination that
is prohibited by Nunez policy. Discriminatory harassment is defined
as unwelcome conduct by any member or group of the community
based on actual or perceived membership in a class protected by
policy or law. 

• Harassment is physical, verbal, and visual conduct that creates an
intimidating, offensive, or hostile environment that interferes with
work performance. This includes harassment because of race, gender,
sexual orientation, religious creed, color, national origin, ancestry,
disability or medical condition, age, or any other basis protected by
federal, state, or local law, ordinance, or regulation. 

Nunez also follows the following LCTCS Policies or Louisiana Board of
Regents (BOR) Policies:

LCTCS Policy 9.001 Policy on Power-Based Violence

BOR Policy on Power-Based Violence

Notice/Complaints of Discrimination, Harassment, and/or Retaliation
Process for filing complaints is a decentralized process, however Title IX
has oversight of harassment and discrimination (Title IX and Title VI).

If an individual believes they have been a victim of sexual harassment in
violation of NCC Policy, an individual may file a complaint for an internal
Title IX review with the Title IX Coordinator. Reports may be submitted
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in person, by phone, in writing, electronically, or anonymously and may
be submitted by complainants, third parties or bystanders to the Title IX
Coordinator.

OR

If an individual believes they have been discriminated against based on
race, color or national origin may file a complaint for an internal Title IX
review with the Title IX Coordinator. Reports may be submitted in person,
by phone, in writing, electronically, or anonymously and may be submitted
by complainants, third parties or bystanders to the Title IX Coordinator.

Notice or complaints of discrimination, harassment, and/or retaliation
may be made using any of the following options:

How to file a Title IX Complaint
Complaints may be submitted via email to titleix@nunez.edu, delivered in
person or by mail to Title IX Office 3710 Paris Rd, Chalmette, LA 70043. 
The Complaint should contain a chronological account of all allegations,
including the time, date, and location of each alleged incident and any
witnesses present or that have relevant information.  The Complaint
should be signed by the Complainant (electronic signature permitted) and
specify the type of requested resolution (alternative resolution or formal
investigation). When a complaint is submitted requesting an investigation
the Title IX Office will conduct a formal investigation per its procedures
and in accordance with federal law.

OR

U.S. Department of Education
Office of Civil Rights
Lyndon Baines Johnson Department of Education Bldg.
400 Maryland Avenue, SW
Washington, DC 20202-1100
Phone: (800) 421-3481
Fax (202) 453-6012; TDD (800) 877-8339
Email: ocr@ed.gov

Anonymous reports are accepted but can give rise to a need to
investigate. Nunez Community College tries to provide supportive
measures to all Complainants, which is impossible with an anonymous
report. Because reporting carries no obligation to initiate a formal
response, and as Nunez respects Complainant requests to dismiss
complaints unless there is a compelling threat to health and/or safety,
the Complainant is largely in control and should not fear a loss of privacy
by making a report that allows NCC to discuss and/or provide supportive
measures.

Notice/Complaint
This policy covers nondiscrimination in both employment and access
to educational opportunities. Therefore, any member of the College
community whose acts deny, deprive, or limit the educational or
employment access, benefits, and/or opportunities of any member of
NCC community, guest, or visitor on the basis of that person’s actual
or perceived membership in the protected classes listed above is in
violation of the College policy on nondiscrimination. When brought to
the attention of Nunez, any such discrimination will be promptly and
fairly addressed and remedied by the College according to the grievance
process described below.

Upon receipt of a complaint or notice to the Title IX Coordinator of an
alleged violation of the Policy, Nunez Community College will initiate a
prompt initial assessment to determine the next steps necessary.

Nunez Community College will initiate at least one of three responses:

1. Offering supportive measures because the Complainant does not
want to proceed formally; and/or,

2. An informal resolution; and/or,
3. A Formal Grievance Process including an investigation and a hearing.

The investigation and grievance process will determine whether or not
the Policy has been violated. If so, the College will promptly implement
effective remedies designed to ensure that it is not deliberately indifferent
to harassment or discrimination, their potential recurrence, or their
effects.

Initial Assessment
Following receipt of notice or a complaint of an alleged violation of this
Policy, the Title IX Coordinator engages in an initial assessment, which
is typically one to five business days in duration. The steps in an initial
assessment can include:

• If notice is given, the Title IX Coordinator seeks to determine if the
person impacted wishes to make a formal complaint, and will assist
them to do so, if desired.

• If they do not wish to do so, the Title IX Coordinator determines
whether to initiate a complaint because a violence risk
assessment indicates a compelling threat to health and/or safety.

• If a formal complaint is received, the Title IX Coordinator assesses
its sufficiency and works with the Complainant to make sure it is
correctly completed.

• The Title IX Coordinator reaches out to the Complainant to offer
supportive measures.

• The Title IX Coordinator works with the Complainant to ensure they
are aware of the right to have an Advisor.

• The Title IX Coordinator works with the Complainant to determine
whether the Complainant prefers a supportive and remedial response,
an informal resolution option, or a formal investigation and grievance
process.

• If a supportive and remedial response is preferred, the Title IX
Coordinator works with the Complainant to identify their wishes
and then seeks to facilitate implementation. No Formal Grievance
Process is initiated, though the Complainant can elect to initiate
one later, if desired.

• If an informal resolution option is preferred, the Title IX
Coordinator assesses whether the complaint is suitable for
informal resolution, which informal mechanism may serve the
situation best or is available, and may seek to determine if the
Respondent is also willing to engage in informal resolution.

• If a Formal Grievance Process is preferred, the Title IX Coordinator
determines the misconduct alleged falls within the scope of Title
IX:

• If it does, the Title IX Coordinator will initiate the formal
investigation and grievance process, directing the
investigation to address:

• an incident, and/or
• a pattern of alleged misconduct, and/or
• a culture/climate issue based on the nature of the

complaint.
• If it does not, the Title IX Coordinator determines that Title

IX does not apply (and will “dismiss” that aspect of the
complaint, if any), and assesses which policies may apply.
Please note that dismissing a complaint under Title IX is
just procedural and does not limit the College’s authority

tel:800-421-3481
tel:202-453-6012
tel:800-877-8339
tel:800-877-8339
mailto:ocr@ed.gov


Addendums to 2022-23 Catalog 9

to address a complaint with an appropriate process and
remedies.

All allegations are acted upon promptly by the College once it has
received notice of a formal complaint. Complaints can take 60-90
business days to resolve, typically. There are always exceptions and
extenuating circumstances that can cause a resolution to take longer, but
the College will avoid all undue delays within its control.

Appeals
Any party (Complainant or Respondent) may submit a written appeal
to the Title IX Coordinator, who will submit that information to the
Appeal Officer. The Request for Appeal will be forwarded to the Appeal
Officer for consideration to determine if the request meets the grounds
for appeal. Grounds for appeal can be found in Nunez Policy 2.015
Nunez Equal Opportunity, Harassment, and Non-Discrimination Policy.
This review is not a review of the merits of the appeal, but solely a
determination as to whether the request meets the grounds and is timely
filed. If any of the grounds in the Request for Appeal do not meet the
grounds in this policy, that request will be denied by the Appeal Officer
and the parties, and their Advisors will be notified in writing of the denial
and the rationale.

General Complaints (non-academic/non-financial)
The Nunez Policy 2.014 General Student Complaint Policy is in place to
give students the process and procedure for filing a non-academic and
non-financial related complaint against Nunez Community College. While
every effort will be made to resolve any complaints through informal
mediation, it is necessary to have a formal process in place to make sure
students are given all means to voice their concerns.

The Nunez Policy 2.014 General Student Complaint Policy is comprised
of two parts:

1. Initial, informal procedure where the complainant is given the
opportunity to approach the individual directly with the complaint or
ask for an informal meeting with the individual and the appropriate
Dean.

2. If the issue cannot be resolved at the informal level, then the student
would be offered the opportunity to file a formal complaint, following
the procedure outlined in this policy. 

Formal Procedure for Complaints
All formal procedures shall be initiated by a written complaint presented
to the appropriate Dean within 48 hours following the end of the informal
procedure for complaints. Written complaints should be submitted
by using Nunez Community College’s Student Complaint Form. All
Student Complaint Forms must bear the signature of the complainant;
only evidence relevant to the facts and issues formally presented and
contained in the written Student Complain Form may be introduced in the
formal complaint.

1. Complainant must report within 48 hours of the informal proceedings
in order to file a formal complaint with the appropriate Dean.

2. If the complaint is within the 48-hour window, the complaint will move
to the next step. If the complaint is not within the reporting window, it
will be rejected and this will be the end of the college’s procedures.

3. When the complaint is made within the appropriate timeframe, it will
then be investigated by the appropriate Dean.

4. If it is determined that there has been a violation of one or more
campus policies, a sanction may be imposed on the violator.

5. Once the complaint is investigated, a notice of the decision will
be sent to the complainant from the Vice Chancellor of Education,
Training, and Student Success via email within 5 business days.

Should the complainant find that the decision is not to their satisfaction,
they have the right to appeal the decision with the Vice Chancellor of
Education, Training and Student Success within 72 hours after receiving
notice of the investigation’s outcome. The complaint will then be brought
before the Complaint Committee, which will consist of representatives
from the College (two professional staff members, two faculty, and a
student representative). The outcome of the review from the complaint
committee will be issued via email to the complainant within 5 business
days of the committee’s decision. A notice of the decision will also
be sent from the Vice Chancellor of Education, Training, and Student
Success via email.

According to LCTCS Policy 2.004 Student Conduct and Appeal
Procedures, a student, or the parent/legal guardian of a minor student,
may appeal to the LCTCS Office on the grounds that the college’s published
procedures do not provide due process or that such procedures were carried
out in an unfair or impartial manner. The appeal must be made, in writing,
within 30 business days of the college’s final disposition on the matter.

The Dean of Strategic Enrollment and Student Success is responsible for
maintaining an archive of General Student Complaint forms filed.

Documentation of Student Complaints
Nunez Community College maintains a record of formal written
complaints, depending on the policy type, according to the below
information:

• Grade Appeal - Dean of Instruction and The Dean of Nursing and
Allied Health

• Academic Dishonesty - Dean of Instruction and The Dean of Nursing
and Allied Health

• Disciplinary Complaint - Vice Chancellor for Education, Training and
Student Success       

• Title IX and Title VI (Discrimination/Harassment/Sexual Misconduct/
Assault) Complaint - Title IX Coordinator

• General Student Complaint (non-academic/non-financial) - Dean of
Strategic Enrollment and Student Success


