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DISCLAIMER   

It is the responsibility of each student to read, understand, and apprise themselves of all the 

terms, conditions, and regulations set forth in the current ACET Academic Policies.  

ACET reserves the right to change or amend the policies, rules, regulations, and procedures 

described in this catalog and/or website. The calendar, course requirements, descriptions, 

tuition, and fees are also subject to change.  

The provisions and requirements stated in these policies are not to be considered as an 

irreversible contract between the student and ACET. ACET reserves the right to change any of 

the provisions or requirements at any time within the student’s term. No such change, however, 

will be applied retroactively to cause an extension of time normally required for completion of 

the student’s program. ACET reserves the right to cancel any announced program, or course, 

as well as change the course instructor or change the time it will be offered.  

MISSION STATEMENT  

Our Mission is to recruit adult learners and provide them with foundational training to meet the 

staffing challenges being experienced by ophthalmology and optometry practices.    

VISION STATEMENT  

Our vision is to increase awareness of medical eye assisting as a career option. Technicians 

play a key role in healthcare delivery, from supporting eye care providers to assisting patients 

with visual problems.  The eye care industry is an amazingly rewarding field with limitless 

opportunities for growth within ophthalmology and optometry as well as related pharmaceutical 

or medical device arenas.  Our vision includes outreach to demographics where a career in eye 

care would not be commonly considered. Our online educational programs will enable students 

to gain knowledge necessary to achieve their professional goals, contribute to the performance 

of eye care centres, and improve the eye health of the communities they serve.  

ACADEMIC CALENDAR  

Each course is taught virtually over an eight-week period for approximately 2 hours per week, 

with a test in the final week of the program.   

HISTORY  

There is a serious shortage of ophthalmic technicians in an era with increased availability of 

diagnostic tests in both ophthalmology and optometry. These procedures are typically tasked to 

technicians to perform so the eye care physicians can base their treatment options on objective 

data. There is inadequate awareness of this career path; most people who have ended up in the 

field as ophthalmic assistants have done so serendipitously. ACET seeks to bring greater 

awareness to the field of ophthalmic medical assisting and encourage individuals to enter this 

rewarding specialty where the options to move forward in one’s career are endless. Providing 

patients with improved vision or slowing down vision loss is incredibly satisfying.    
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ACCREDITATION AND NATIONALLY ACCEPTED CERTIFICATION  

Successful graduates from the ACET program have the option to take the American Academy of 

Ophthalmology’s online Medical Ophthalmic Assisting (MOA) final exam. The MOA final exam 

key is included with the tuition for every student. Following graduation from the ACET Program, 

opportunities for continuing education are available from Joint Commission on Allied Health 

Personnel in Ophthalmology (JCAHPO). To learn more visit www.jcahpo.org.   

  

  

ADMISSIONS  

ACET seeks to admit and enrol students who are prepared to succeed in ACET’s study 

program. In order to determine an applicant’s readiness for success at ACET, ACET needs an 

accurate appraisal of the student’s academic achievement and ability.  

  

ACET, in accordance with applicable Federal and State Laws and College Policies, does not 

discriminate on the basis of race, color, national origin, religion, gender, disability, age, medical 

condition, ancestry, marital status, citizenship, sexual orientation, or status as a veteran or 

disabled veteran. This non-discrimination policy covers admission, access, and treatment in all 

programs and activities.  

  

ACET reviews applications on a rolling basis. Applicants will be notified of a decision on a rolling 

basis as their completed application is reviewed. Some applicants will be asked to submit new 

or additional information to support their applications for admission. Applicants who are asked to 

submit additional information will be reviewed upon receipt of the requested information. ACET 

reserves the right to rescind admission for unsatisfactory academic performance or social 

behavior anytime. Additionally, an offer of admission ordinarily will be withdrawn if ACET 

discovers that a false statement or falsified material was submitted in connection with an 

application. If the misrepresentation is discovered after a student has enrolled, the student will 

be subject to separation from ACET.  

  

Students must possess a high school diploma, GED, or equivalent by the start of their intended 

term of entry. Each candidate for admission must complete a minimum of 21 credits in grades 9 

through 12. These credits must come from a standard senior high school, accredited either by 

the state authorities or by a regional accrediting body, or from an approved General Education 

Diploma (GED) program.  

  

  

ADMISSION ASSESSMENT   

Placement is determined by the student’s request to participate in the job placement program, 

by the student’s performance on the assessment tests administered by ACET and by the 

student’s class participation efforts and homework preparedness. Students scoring below the 

established norm for ACET will have an opportunity to retest within a specified timeline to be 

determined by the faculty and the Program Directors.  

  

The cost of attendance (COA) is a reasonable estimate of educational expenses associated with 

attending ACET for the period of enrolment. It reflects a modest and adequate budget during the 

student’s attendance at ACET. The COA budget includes an allowance for preenrollment 

testing, tuition, fees, textbooks & final exam.  

  

http://www.jcahpo.org/
http://www.jcahpo.org/
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TUITION INFORMATION  

What is covered in your tuition and fees: 

• Pre-enrolment on-line testing  

• Tuition (16 hours) + bidirectional ability to communicate with instructors.    

• Extra educational help if warranted  

• Assessment Fee   

• Student Services Fee   

• Technology Fee  

• Textbook either paper or an e-book version  

• Medical Ophthalmic Assisting final exam key from the American Academy of 

Ophthalmology 

• Student Achievement Fee (Final)  

  

 

  

REFUND POLICY    

Upon the withdrawal of a student for reasons other than disciplinary, a portion of the tuition may 

be refunded based on the official date of withdrawal. Fees are not refundable.  

  

If the date of withdrawal is:  Tuition  

Between one and two weeks  10%  

Between two and three weeks  25%  

Between three and four weeks  37%  

Between four and five weeks  50%  

Over five weeks  No Refunds  

  

You may return your textbook for a refund of $100.  

  

CLASS ATTENDANCE      

ACET uses the class method of teaching, which assumes that each student has something to 

contribute and something to gain by attending class. It further assumes that there is much more 

instruction absorbed in the virtual classroom than can be tested on examinations. Therefore, 

students are expected to attend all regularly scheduled class meetings and should exhibit good 

faith in this regard.  

  

For the control of absences, the faculty adopted the following regulations:  

1. Four absences may result in an automatic failure in the course.  

2. Three tardy arrivals may be counted as one absence.  

3. Absences will be counted starting with whatever day is specified by the instructor but not 

later than the deadline for adding or dropping courses. Students are responsible for all 

missed work.  

4. In case of illness, death in the family, or other extenuating circumstances, the student 

must present documented evidence of inability to attend classes to Program Director. 

However, in such cases the student is responsible for all work missed during those 

absences.  
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GRADES  

Participants enrolled in the ACET Program will receive one of the following grades:   

•  Pass (P)  

•  Fail (F)  

•  Official Withdrawal (W)  

•  Unofficial Withdrawal (WU) Incomplete (I)  

There will be no grade calculation for this program.  

  

Official Withdrawal (W)  

A grade of “W” (Official Withdrawal) only applied when a student withdraws from a course after 

the last date to drop and on or before the last date to withdraw. Students who officially withdraw 

from ACET must make up the deficit hours and are encouraged to join the next cohort.   

  

Unofficial Withdrawal (WU)  

Instructors will issue the mid-term grade of “WU” (Unofficial Withdrawal) to students who ceased 

attending a class prior to week four and did not officially withdraw from the class. In these 

cases, the withdrawal date to be used shall be the last class attended.  

  

Incomplete Grade (I)  

An incomplete grade indicates that a student has not finished all course-work required for a 

grade and is included in the cumulative credits attempted. An incomplete will count toward 

attempted hours but not as hours passed until a final grade is posted. An Incomplete Grade (I) 

may be recorded by faculty if there is verification of illness/injury, death in the family, or some 

other extenuating circumstance that has prohibited the student from completing the course work 

and/or taking the final exam. To receive an Incomplete, the student must have completed a 

majority of the course work and his/her performance to date suggests that the student has a 

reasonable chance to pass the course.   

  

An Incomplete Grade will convert to Fail (F) if these deadlines are missed unless a request for 

an extension is made by the faculty.  

  

Extension of an Incomplete  

A request for an extension of the time limit to complete the work necessary to change the 

Incomplete to a credit-bearing grade must be submitted in writing by the faculty and received 

prior to the original deadline.  

  

  

REPEATED COURSES  

A student who has received a failing grade in the course is encouraged to repeat and pass the 

course.  
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GRADUATION AND COMMENCEMENT  

 I.  Graduation   
ACET confers certifications six times each year, at the end of each cohort.  

 II.  Virtual Commencement Exercises  

Virtual Commencement exercises will take place at the end of each cohort. There is 

no need to apply for graduation. Successfully passing of the final exam administered 

by AAO and provided to each student by ACET signifies eligibility for graduation.  

   

ACADEMIC INTEGRITY   

 I.  Responsibility and Standards  

Students are responsible for proper conduct and integrity in all of their scholastic 

work. They must follow the instructor's direction when completing tests, homework, 

and reports; they must ask for clarification if the instructions are unclear. In general, 

students should not give or receive aid when taking quizzes, or exceed the time 

limitations specified by the instructor. In seeking the truth, in learning to think 

critically, and in preparing for a life of constructive service, honesty is imperative. 

Honesty in the virtual classroom and in the preparation of assignments is, therefore, 

expected of all students. Each student has the responsibility to submit work that is 

uniquely his, her, or their own. All of this work must be done in accordance with 

established principles of academic integrity.  

  

II. Acts of Academic Dishonesty (Cheating)  

Academic Dishonesty includes, but is not limited to:  

• Copying, offering and/or receiving unauthorized assistance or information in 

examinations, tests, quizzes; in the writing of reports, assigned papers, or 

special assignments.  

• The fabrication or falsification of data, results, or sources for papers or 

reports.  

• The use of unauthorized materials and/or persons during testing.  

• The unauthorized possession of tests or examinations.  

• Any action that destroys or alters the work of another student.  

• Tampering with grades or otherwise attempting to alter grades assigned by 

the instructor.  

 

 III.  Plagiarism   

If a student represents “another person's ideas as his/her/their own,” that student is 

committing an act of plagiarism. Assignments should be 20% of less of unoriginal 

work.  

  

The most common form of plagiarism among students is the unintentional use of 

others' published ideas in their own work without providing proper reference and 

representing these ideas as their own by neglecting to acknowledge the sources of 

such materials. Students are expected to cite all sources used in the preparation of 

written work, including examinations.  

  

It is each student's responsibility to find out exactly what each of his/her/their 

instructors expects in terms of acknowledging sources of information on papers, 

exams, and assignments. It is the responsibility of each faculty person to state 



 

8  

clearly in the syllabus for the course all expectations pertaining to academic integrity 

and plagiarism. Sanctions peculiar to the course will be outlined in the syllabus.  

 

 IV.  Sanctions  

Sanctions for violations of the academic integrity standards include:  

  

• Warning: A written notice that repetitions of misconduct will result in more 

severe disciplinary action.   

• The warning becomes part of the student's file and, if there is no other 

example of misconduct, is removed at the time of graduation.  

• Failure for Project (exam, paper, experiment).  

• Failure of Course (students may not drop or withdraw from the course after 

being informed of the charge of academic dishonesty)  

• For serious and repeat offenses, ACET reserves the right to suspend or 

expel a student.  

  

The sanction for a first offense may be either a Warning or Failure for Project. The 

sanction for any additional offenses may be either a Failure or Project or a Failure of 

Course. For serious and repeat offenses, ACET reserves the right to suspend or 

expel a student.  

  

 V.  Appeals for Charges of Academic Dishonesty  

The student may appeal a charge of academic dishonesty within ten days of 

receiving the same notice.   

  

STUDENT ACADEMIC GRIEVANCE PROCEDURE  

Whenever a student has a grievance/complaint regarding a matter related to academic affairs at 

ACET, the following procedures shall apply when a student believes that a faculty member has 

infringed upon the student’s academic rights as set forth in this policy. In cases in which the 

student is challenging an instructor’s conduct of the course, classroom management style, or 

assignment of a grade received in connection with a course, the student shall follow the grade 

appeal procedure.  

  

1. The student shall first attempt resolution by seeking an appointment with the 

instructor in question. If, to the student, this does not seem a feasible course, or if a 

personal conversation with the instructor has been attempted, but a resolution 

satisfactory to the student’s grievance is not obtained, the student may seek 

resolution through a written appeal to the education dean, who will attempt to resolve 

the matter between the student and the instructor.   

2. The Program Director, or the Program Director’s designee, may attempt informal 

resolution through discussion with the student. The Program Director will consider 

the student’s appeal and issue a written decision and remedy. Appropriate 

precautions should be taken to safeguard the confidentiality of the grievance 

proceedings, including information about the outcome.  

3. If a resolution satisfactory to the student is not obtained through appeal, the student 

may seek resolution through a written appeal to the program director.  
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STUDENT NON-ACADEMIC GRIEVANCE PROCEDURE  

Whenever a student has a grievance/complaint regarding a matter not related to academic 

affairs at ACET, the following procedures shall apply when a student believes that a staff 

member has infringed upon the student’s rights as set forth in this policy.  

1. The student shall first attempt resolution by seeking an appointment with the staff 

member in question. If, to the student, this does not seem a feasible course, or if a 

personal conversation with the staff member has been attempted, but a resolution 

satisfactory to the student’s grievance is not obtained, the student may seek resolution 

through a written appeal.  

2. If a resolution satisfactory to the student is not obtained through appeal to the  

Program Director the student may seek resolution through a written appeal to members 

of the ACET board.  

3. The Program Director (or the Program Director’s designee) may attempt informal 

resolution through discussion with the student and staff member or director. The  

Program Director will consider the student’s appeal and issue a written decision and 

remedy. Appropriate precautions should be taken to safeguard the confidentiality of the 

grievance proceedings, including information about the outcome.  

  

  


