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SATISFACTORY ACADEMIC PROGRESS 

POLICY AND PROCEDURE 
 

The Satisfactory Academic Progress Policy is consistently applied to all students enrolled at DSDT. It is available 

online in the school catalog to ensure that all students receive a copy prior to enrollment. This policy complies with 

the guidelines established by the Council on Occupational Education and the federal regulations established by the 

United States Department of Education. 

 

Evaluation Periods 
Student will be evaluated to ensure they are meeting the SAP requirement at the following intervals.  

 

For the following program SAP Evaluation takes place at the end of each payment period: 

 

For all certification programs satisfactory programs are evaluated as followed:  

 
Attendance Policy 
Students are required to attend a minimum of 67% (66.5% or higher is rounded to 67%) of the hours scheduled based 

on their attendance schedule in order to be considered making Satisfactory Academic Progress (SAP). Attendance 

evaluations are conducted at the end of each evaluation period listed above to determine if the minimum requirements 

have been met. Attendance percentage is determined by dividing the total hours accrued (actual hours attended) by 

the total number hours scheduled at the end of the evaluation period (cumulative attendance from the beginning of the 

program to the date the checkpoint is reached). At the end of each evaluation period, the institution will determine if 

the student has maintained the cumulative minimum requirement of 67% since the beginning of the course, which will 

indicate that given the same attendance rate, the student will graduate within the maximum time frame allowed.  

 

Example Attendance: A student is scheduled to attend 22 hrs. per week (67% x 22= 15). 

DSDT encourages students not to miss any days. All absences are recorded and made a part of the 

school’s permanent record. The student is responsible for class material and/or tests missed while absent  

Diploma Program Evaluation Period (clock hours) 

 

Digital Marketing Professional 

 

 

Academic Year 1- 300 &600 (actual hours attended) 

 

Business Information Technology Specialist 

 

Academic Year 1- 300 &600 (actual hours attended) 

 

 

  Prompt Engineer Professional 

 

Academic Year 1- 300 &600 (actual hours attended) 

 

Certification Program   Clock Hour Interval 

 

Full Stack Developer 

 

  

  160, 320 (scheduled clock hours) 

 

Technology Professional 6 

 

   

  80, 160, 240 (scheduled clock hours) 

 

 

Technology Professional 2 

 

 

  40, 80 (scheduled clock hours) 

 

AI Prompt Specialist 

 

 

  40, 80 (scheduled clock hours) 
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(reference the Make-up Time Policy). Regardless of the average level of attendance, a student who has 

more than 10 school days (14 calendar days) of consecutive absences without communication to the 

Director of Administration/Designee will be dismissed on the 11th consecutive school day as an unofficial 

withdraw. Students with persistent absenteeism will be advised and subject to dismissal with re-

enrollment at the discretion of the Director of Administration/Designee. 

 

Academic Progress Evaluations 
The qualitative element used to determine academic progress is based a reasonable system of grades as 

determined by a combination of the academic curriculum and instruction. Academic learning is evaluated at 

the completion of each segment of the program. Students participate in academic learning and a minimum 

number of practical assignments. DSDT students are required to maintain a cumulative 70% Grade Point 

Average (GPA) in order to be considered making satisfactory academic progress (SAP). Academic Progress 

evaluations are conducted at the end of each evaluation period to determine if the minimum requirements have 

been met.  

 

Academic Progress is determined by an average (cumulative) of the student’s theory and practical grades. 

Practical skills evaluations will be conducted and delivered based on the program length, according to text 

procedures and set forth in practical skills evaluation criteria adopted by DSDT. 

 

DSDT considers a “C” grade or 2.0 cumulative GPA the minimum cumulative standards required to graduate. 

 

DSDT evaluates numerical grades based on the following grade point average (GPA) scale: 

 

A 100%-90% 4.0 Exceeds Standards 

B 89%-80% 3.0 Meets Standards 

C 79%-70% 2.0 Minimum Standards 

D 69%-60% 1.0 Unacceptable Standards 

F 59%- 0% 0.0 Failure 

 

Teaching And Learning Methods 

The clock hour education is provided through a sequential set of learning steps which address specific 

tasks necessary for graduation and job entry level skills. Practical equipment, implements, and products 

are comparable to those used in the industry. Each student will receive instruction that relates to the 

performance of useful, creative, and productive career- oriented activities. The course is presented 

through comprehensive lesson plans which reflect effective educational methods. Subjects are presented 

by means of interactive lecture, demonstration, cooperative learning, labs, student activities, and student 

participation. Audio-visual aids, guest speakers, field trips, projects, activities, and other related learning 

methods are used in the course. 

 
Maximum Timeframe- Pace Of Completion 
DSDT requires a student to progress through the program toward graduation within an established time frame. 

Based on DSDT’s 67% attendance rate policy, the maximum time frame during which students are to complete 

any course is 150% of the published course length. DSDT students are monitored and advised monthly regarding 

their attendance and academic achievements. Maximum time frame is calculated during a student’s training by 

dividing the number of clock hours earned by the number of clock hours attempted. If the result is 67% or greater, 

then the student is progressing at a pace to ensure completion within the maximum timeframe. If it becomes 

mathematically impossible for a student to complete the program within the maximum time frame, the student 

will be terminated from the program.  
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The maximum time frame allowed for students to complete each course is stated below: 
 

                Program Maximum Time 

Allowed 

Weeks 

Digital Marketing Professional 
Diploma (600 clock hours) 

         41 

Business Information Technology 

Specialist  

(600 clock hours) 

         41 

Prompt Engineer Professional 

(600 clock hours) 

         41 

Full Stack Developer  

(320 clock hours) 

         22 

Technology Professional 6 

(240 clock hours) 

         17 

Technology Professional 2 

(80 clock hours) 

         6 

AI Prompt Specialist 

(80 clock hours) 

         6 

 

*All attempted, repeated courses and withdrawals, (except incompletes) at DSDT are counted toward the 

150% eligibility.  

*All periods of attendance count toward maximum time frame. 

Make-Up Time Policy 

Students are expected to make-up missed days and exams. Students may utilize the various school 

schedules and classes to complete makeup time and exams. All attendance make-up time will be done 

during normal school hours but in the student’s non-scheduled class time. We do not allow part-time 

students all students are considered full time for 22 hour pre week. 

Excused Absence Policy 
Absences are excused for up to 10% of scheduled course hours per payment period. A student’s excused 

absences may not exceed 10% of scheduled course hours; absences greater than 10% of scheduled course 

hours are considered unexcused. 

• It is expected that a student who is absent will make up hours at the next available make-up session. 

The dates and times for make-up sessions will be up to the instructor’s discretion. 

• Students can only make up hours previously missed and total attended hours cannot exceed total 

scheduled course hours. 

• A grade of “F” will be posted if the student does not complete the required course hours. 

• Students attending make-up hours must meet dress code and other DSDT policies. 

 

Determination of Progress 

Students are provided with cumulative progress reports on a monthly basis so they can track their 

progress. Students meeting the minimum qualitative 70% GPA requirement for academics and the 

quantitative 67% attendance (considered the pace) at the scheduled evaluation point are considered to be 

SATISFACTORY. Students that fail to meet the minimum requirements for making Satisfactory 
Academic Progress may have an interruption of their Title IV Funding (Financial Aid), unless the student 

is on Warning or has successfully appealed and was granted Probation.  

 



Original Version: 02.09.2011 

Updated Version: 08.26.2020; 01.20.2022; 06.20.2022; 07.05.2022; 08.02.2022; 01.18.2022; 05.06.2023 

Executed Version: 05.06.2023 

 

 

 

Financial Aid Warning 
Students failing to meet the minimum SAP requirements during an official evaluation period will be placed on 

Warning. The student will be advised in writing that they are in warning along with the actions that are 

required to attain SAP by the next evaluation period. If at the time of the next payment period, the student has 

still not met both the academic and attendance requirements, the student will be placed on probation. Students 

may not appeal an Academic Warning. A student failing to meet the SAP requirements at the end of the 

Academic Warning period will be sent a Probationary letter and the option to appeal the decision. 
 

Probation 

Students who fail to meet the minimum SAP after a warning period may be placed on Probation. The 

student will be advised via email of the actions required to achieve SAP by the next evaluation, this is 

called an academic plan. If at the end of the probation period, the student has NOT met both the 

attendance and academic requirements to achieve SAP or the guidelines indicated by the academic plan, 

he or she will be deemed ineligible to receive Title IV funds (Financial Aid). 

 

Re-Establishing Eligibility 
Students may re-establish satisfactory academic progress and Title IV funding (if applicable), by meeting the 

minimum requirements by the end of the Warning or Probationary period. Students who re-enroll who were 

considered as not making SAP at the time of their previous withdrawal, may re- establish FSA eligibility upon 

meeting the published standards at the end of their first payment period after re- enrollment. 

 

Appeal Procedure 

If a student is determined to be in probationary status, the student may appeal the determination within ten 

calendar days. Appeals submitted outside of this deadline will be accepted and considered but may be applied 

for a subsequent academic period. The Director of Student Services is responsible for making a 

recommendation on the appeal and electronically submitting the appeal to the Director of Administration and 

sending it to the school Director. Reasons for which students may appeal a negative progress determination 

include death of a relative, an injury or illness of the student, or any other allowable special or mitigating 

circumstance. The student must submit a written appeal to the Director of Student Services describing why 

they failed to meet SAP standards, along with supporting documentation of the reasons why the determination 

should be reversed. This information should include what has changed about the student’s situation that will 

allow them to achieve SAP by the next evaluation point. Appeal documents will be reviewed, and a decision 

will be made and reported to the student within 10 business days. All determinations are final. All 

documentation pertaining to the appeal will be retained in the student’s academic file. The appeal and decision 

documents will be retained in the student file. If the student prevails upon the appeal, the Satisfactory 

Academic Progress determination will be reversed and the eligibility for Title IV Funds (Financial Aid) 

eligibility will be re-instated.  
 

Suspension and Termination Policy 

Suspension or termination from DSDT may happen if the student participates in any of the following: 

 

• Possession of illegal drugs or alcohol on school premises, grounds, or parking lot 

• Theft from students, or of school property, or supplies 

• Willful destruction of school property 

• Insubordination 

• Loud, boisterous behavior or foul language 
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Diplomas and Certifications of Completions 

Upon satisfactory completion of the required course hours and course requirements, a diploma or 

Certification of Completion will be issued to the student. The institution may withhold official academic 

transcripts and diplomas/certificates if the student has not met all financial obligations.  
 
A transcript fee of $10 will apply if an additional request is made after the first release of transcripts. 

Please send a money order (personal checks are NOT accepted). Please complete the Transcript Request 

Form. 

 

Changing Degrees, Second Degrees, Repeating Coursework, Incompletes and 

Withdrawals 

 

*DSDT does not offer degree programs at this time* 

In the case where a student pursues a second-degree program, courses taken that do not contribute to the new 

degree program DO NOT count toward the 150 percent requirement. Any repeat coursework, or coursework 

for which a grade of incomplete or withdrawn is given counts toward both the quantitative and qualitative 

measures for calculating SAP. Any student pursuing an additional degree program is subject to both the 150 

percent time frame and the 2.00 cumulative GPA requirements.  

 

DSDT does not offer noncredit remedial courses. Therefore, noncredit remedial coursework is independent 

work and does not contribute toward the 150 percent completion time frame nor is it counted toward the 

qualitative 2.00 GPA requirement. 

 

Change of Incomplete Grade 
A grade of incomplete (I) may be changed to a passing grade, within the program length from the date 

of receiving the grade, if the student satisfactorily completes all the requirements set forth by the 

course instructor. Otherwise, the incomplete grade of an I will automatically be changed to an F. 

 

A student is given 14 days from the end of the term to make arrangements with their instructor if they 

have an I grade because of excused absences. To change the I to an F the student must make up the 

missing coursework within 14 days. Once the 14-day mark has passed, F grade will become permanent, 

and the student must retake the course. 

 

When a grade of I is changed to a pass or fail grade, SAP is re-calculated. 

 

Repeated Courses 
Financial Aid and Veteran Affairs funding will not pay for a repeated class if the student has already passed 

the class with a grade that will be counted towards his/her degree. In cases that the student receives a failing 

grade for their coursework, financial aid will only pay for ONE repeat of any course. All courses affect both 

the qualitative and quantitative SAP measures by applying the failed and repeated course toward maximum 

time frame. Students are required to verify attendance for terms in which they receive unsatisfactory grades. 

 

Summer Terms 

DSDT does not distinguish between summer, fall and winter terms. However, student financial aid 

is subject to the annual loan limits subsidized and/or unsubsidized. All periods of enrollment count 

toward Satisfactory Academic Progress. 

 

Transfer Credits 
None of DSDT’s programs accept transfer credits from another institution or grant students advanced standing 

in the program based on experience.  
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Credits earned at DSDT may not transfer to another educational institution. Transfer credits and acceptance of 

transfer credits for advanced standing will be at the discretion of the other institution. DSDT provides 

transcripts to other institutions upon request by the student or institution requesting them. A record release 

form will need to be filled out during orientation and in the students respective file at the time of the request. 

The ability to transfer credits to another institution may be limited.  

 

Leave of Absence (LOA)/Withdrawals  

If enrollment is temporarily interrupted for an approved Leave of Absence, the student will return to school in 

the same satisfactory academic progress status determined prior to the leave of absence. Students must submit 

a LOA request form, located in the student handbook, to the student services department.  

Hours elapsed during the LOA will extend the student’s contract period and maximum time frame by the same 

number of days taken and will not be included in the attendance percentage calculation. Students who 

withdraw from their program prior to completion and wish to re-enroll, will return in the same satisfactory 

academic progress status as at the time of withdrawal.  

 

Withdrawals And The Return Of Title IV Funds 
DSDT performs “Return to Title IV” calculations for all withdrawing students as per its R2T4 Policy. If a 

withdrawn student returns to school, DSDT will apply its SAP policy in continuation of such a student’s SAP-

status at the time of withdrawal. Title IV, HEA federal financial aid funds are awarded under the assumption 

that a student will remain in classroom attendance for the entire period for which the funds were awarded. 

When a student withdraws from their respective program of study, regardless of the reason, she/he may no 

longer be eligible for the full amount of funds originally awarded. The return of funds to the federal 

government is based on the premise that a student earns financial aid in proportion to the length of time during 

which she/he remains enrolled. A pro-rated schedule determines the amount of federal student aid funds she/he 

will have earned at the time of full withdrawal. There is no such thing as fraction of clock hours, it is not 

acceptable to round clock hours for R2T4 purposes.  

Federal regulations require a recalculation of financial aid eligibility if a student: 

 

-Completely withdraws. 

-Stops attending before the semester’s end. 

-Does not complete all modules in which the student is enrolled 

 

DSDT students who receive federal financial aid and who do not remain in attendance through the end 

of the academic period may be responsible for repaying a portion of the financial aid originally received 

(Please see DSDT Refund Policy). 

 

Students who do not begin attendance in classes are not eligible for federal financial aid and must repay 

all aid originally received. 
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