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MESSAGE FROM THE SUFFOLK UNIVERSITY MADRID CAMPUS DIRECTOR 
 
On behalf of the Suffolk Community, I am pleased to welcome you to Suffolk University Ma-

drid Campus! We feel very privileged that you have decided to study with us, and we look for-

ward to welcoming you in Madrid. 

We hope you take advantage of this unique educational experience. As the world gets smaller 

students need to be prepared to adapt to other cultures and peoples. Your experience at the 

Suffolk University Madrid Campus will give you an exceptional opportunity to learn about oth-

er cultures, meet other people, and prepare you for the challenges that you will face in your fu-

ture professional life. 

In Madrid you will find an unparalleled group of professionals and educators that will work 

very closely with you to facilitate the transition to study and live in another country, and to help 

you achieve your personal and educational goals while you are in Spain. Our own goal is to 

turn your stay in Madrid into a life-changing experience, as well as one of the most valuable 

assets in your educational and professional career. 

The SUMC Student Handbook serves as your introduction to Suffolk Madrid’s student life, 

facilities, services and policies. It is updated annually. All students are encouraged to use this 

book as a reference guide to the various resources on campus. 

We are extremely pleased to have you as a student and look forward to working with you dur-

ing the coming months. 

 
With best wishes, 
 

L. Elizabeth Baile 

Director 
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 SUFFOLK UNIVERSITY BOSTON HISTORY 

Founded to overcome barriers of income and discrimination, Suffolk University has a proud 

history enabling its students to become honored members of the academic community, the 

business world, the professions of accounting, public service, health, law and the judiciary.  In 

1906, Gleason L. Archer founded Suffolk Law School to make knowledge of the law available 

to those denied access to a legal education by virtue of social class, religion or income. Archer 

had come to Boston from rural Maine to study law. The response was enthusiastic, eventually 

prompting him to initiate other programs.   

The College Arts and Sciences, founded in 1934, was one of the first institutions of higher edu-

cation in New England at which a student could earn a Bachelor of Arts degree entirely 

through evening study.  The study of sciences was strengthened after the Second World War.  

There are now nineteen academic departments in the College of Liberal Arts and Sciences of-

fering over sixty programs of specialized study.   

The Sawyer Business School was established to serve part-time undergraduate students in busi-

ness in 1937.  It expanded to include graduate study in business in 1948 and public administra-

tion in 1973.  The School of Management offered New England’s first Executive MBA pro-

gram in 1978.  An undergraduate major in computer information systems was developed in 

1981.  The School of Management now provides a strong framework for business and govern-

ment management in one of the most dynamic and competitive urban centers in the U.S.A. 

In recent decades, Suffolk University has continually updated and expanded its curriculum and 

buildings to fulfill its commitment to respond to the changing needs of its students and to new 

developments in various fields of study. In 1999 the Law School moved to a new, purpose built 

building, making it the most technologically advanced Law School in the world.  

Suffolk University is located on historic Beacon Hill, near the State House, government agen-

cies, the courts, and New England’s medical, business and financial centers.  It has residences 

for out-of-town and international students, and the location is also ideal for commuting stu-

dents. 

A modern public transportation system provides ready access to Boston’s libraries, museums, 

theaters, educational institutions and diverse ethnicity.   

Throughout its history, Suffolk University has sought to establish linkages with the business, 

public service, and legal communities which have reciprocated generously with financial sup-

port, internships, cooperative education positions, research opportunities, adjunct faculty, pro-

fessional advice and placements for graduates.   
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 SUFFOLK UNIVERSITY MADRID CAMPUS LOCATION 

The address of  the Madrid Campus is: 

Calle de la Viña, 3 

28003 Madrid 

Tel.: 91 533 5935 
 
The nearest metro stations are: 

Metropolitano (line 6) - Take the exit “Paseo de Juan XXIII”.  Once you exit the subway on-

to the street, turn around. You should see a photocopy center on your left. Walk downhill on 

this same sidewalk. Turn left on the street after Calle de la Poeta Ángela Figuera which is Calle 

Sierra (the street sign is missing). Walk up this street until you reach an intersection of five 

streets. Counting from the street on your left, Calle de la Viña is the third one.  The white fence 

on the right hand side marks the Suffolk University Madrid Campus building. 

 

Guzmán El Bueno (line 7) - Take the exit “Maestro Ángel Llorca”. Keep walking on this 

same street, Maestro Ángel Llorca. Take the first street on your right, Poeta Ángela Figuera, and 

then the first street on your left, Avenida del Valle. Cross to the other side of this street. Stay on 

Avda. del Valle until you get to the third street on the right, Calle de la Viña. The white fence on 

the left hand side marks the Suffolk University Madrid Campus building. 

GUZMÁN EL BUENO 

METROPOLITANO 

Suffolk University 

MADRID CAMPUS 
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 SUFFOLK UNIVERSITY MADRID CAMPUS ADMINISTRATION AND STAFF 

Elisa Álvarez Palomares 
Librarian 

ealvarez@suffolk.es 

Amy McAllister 
Student Activities Coordinator 

amy@suffolk.es 

L. Elizabeth Baile 
Madrid Campus Director 

lebaile@suffolk.es 

Cristina Muñoz de la Virgen 

Housing Coordinator 

cmunoz@suffolk.es 

Tom Biedermann 
Assoc. Director of  Admission - 
Madrid Campus 

tom@suffolk.es 

Paula Pelegrín Palacios 

Student Services Assistant 

ppelegrin@suffolk.es 

 

Shaylyn Carey (Boston Campus) 
Madrid Campus Program Manager 

scarey6@suffolk.edu 

Kristina Petrovic 

Financial Manager 

kpetrovic@suffolk.es 

Fernando García Catalán 
Madrid Campus Director 
(effective January 2019) 

fgarcia@suffolk.es 

Silvia Salazar Urrestarazu 
Student Activities Assistant 

silvia@suffolk.es 

Nuria González Jiménez 
Advising & Registration Assistant 

ngonzalez@suffolk.es 
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 SUFFOLK UNIVERSITY MADRID CAMPUS FACULTY 

ASTRONOMY 

Dr. Francisco Jiménez-Esteban 
fjimenez@suffolk.es  
 
BIOLOGY, CHEMISTRY &  
ENVIRONMENTAL SCIENCE 

Dr. Gustavo Saluste 
gsaluste@suffolk.es 
 
Dr. Iván Sánchez Sánchez 
isanchez@suffolk.es 
 

BUSINESS & LAW 

Prof. Noel Byrne 
byrne@suffolk.es 
 

Prof. Saúl Oliveros Lerín 
soliveros@suffolk.es 
 
Prof. John Xerri 
jxerri@suffolk.es 
 
Prof. Eduardo Tous 
etous@suffolk.es 
 
COMMUNICATIONS & JOURNALISM 

Dr. Erik Baum 
eb@suffolk.es 
 
Prof. Doreen Metzner 
dmetzner@suffolk.es 
 
ECONOMICS 

Dr. Belén Rey Legidos 
brey@suffolk.es 

 
ENGLISH LANGUAGE & LITERATURE, ESL 

Dr. Tracy Wood 
twood@suffolk.es 

 
GOVERNMENT 

Dr. Daniel Blanch 
dblanch@suffolk.es 
 
Dr. Ángela de Rueda Úbeda 
aderueda@suffolk.es 
 
Dr. Ana Soage Antepazo 
asoage@suffolk.es 
 

HISTORY 

Prof. Héctor Santiago Cazull 
hcazull@suffolk.es 
 

Dr. Martín Corral Solaeta 
mcorral@suffolk.es 
 
HUMANITIES 

Dr. Almudena Cros Gutiérrez 
acros@suffolk.es 
 

MATHEMATICS & STATISTICS 

Prof. Alfonso Taboada 
alfonso@suffolk.es 
 

PHILOSOPHY 

Prof. Robert Greenan  
rgreenan@suffolk.es 
 

PSYCHOLOGY 

Dr. Emilija Georgievska-Nanevska  
egeorgievska@suffolk.es 
 
SOCIOLOGY 

Dr. Mary Prendergast 
mprendergast@suffolk.es 
 
Dr. Inés Campillo Poza 
icampillo@suffolk.es 
 
SPANISH LANGUAGE, 

LITERATURE & CULTURE 

Dr. Mercedes Caballer Dondarza 
mcaballer@suffolk.es 
 
Dr. Rafael Cabañas Alamán 
rcabanas@suffolk.es 
 
Dr. Lourdes Fernández Bencosme 
lfernandez@suffolk.es 
 
Prof. Cristina Martín Chamarande 
cmartin@suffolk.es 
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WHERE TO GO FOR WHOM TO SEE 

Absences – Long Term  Faculty & Campus Director 

Absences – Short Term  Faculty 

Admissions  Tom Biedermann 

Advising – Academic Nuria González  

Cell phones (SUMC) Silvia Salazar 

Change of Address, phone number, etc. Reception 

Change of Classes (Drop, Add, Withdrawal) Nuria González & Elizabeth Baile 

Change of Grade Petition Elizabeth Baile / Fernando García 

Credit Evaluation and Boston Transfer Tom Biedermann 

Independent Studies Nuria González 

Internships & CEU academic information Nuria González 

Insurance Coverage 

Final Exams – Make-ups 

Paula Pelegrín 

Faculty 

Forms: Withdrawal, Transcript Requests, 

Calendars, Schedules, Academic Records 

Nuria González & Elizabeth Baile 

General Student Concerns Amy McAllister 

Grades Elizabeth Baile / Fernando García 

Housing Information Cristina Muñoz 

Medical Emergencies (during office hours) Reception 

Medical Emergencies (nights and weekends) SUMC Emergency Phone (2264) 

Sports Amy McAllister & Silvia Salazar 

Student Accounts Kristina Petrovic 

Student Activities Amy McAllister & Silvia Salazar 

Textbooks Elisa Álvarez 

Transcripts Nuria González 

Trips and Excursions Amy McAllister 

Tuition and Fees Kristina Petrovic 

Tutoring Faculty 

Visas/Student Cards Cristina Muñoz 
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SUFFOLK UNIVERSITY 

Suffolk University is a private urban university, located on Beacon Hill in the center of Boston, 

U.S.A.  It consists of the College of Arts and Sciences (CAS), the Sawyer Business School (SBS) and 

the Law School. Both the College and the School of Business offer a variety of graduate and post-

graduate degrees. The Law School offers graduate degrees only.   

It is Suffolk University’s tradition, and remains its practice, to provide academic services for people 

of various levels of preparation and ability, and programs of sufficient depth and academic quality 

to stimulate the most able.  The University maintains a challenging yet supportive environment for 

motivated and capable students, offering them a quality education at a reasonable cost.  To respond 

to the evolving needs of today’s world, Suffolk furnishes a variety of cross-cultural and international 

experiences in which diversity and excellence are inextricably interdependent.   

Suffolk University places students at the center of its efforts, values structure and emphasizes aca-

demic excellence through teaching based on the application of theory and research to practice and 

public service.  
 
ACCREDITATION 

Since universities in the United States are not directly controlled by the government, as they are in 
Spain, their academic quality is supervised by accrediting agencies.  These are official organizations 
with a standard set of norms used throughout the United States.   

Suffolk University Madrid Campus has been authorized by the ¨Comunidad de Madrid¨ since 1999.  
In addition, Suffolk University is accredited by the New England Association of Schools and Col-
leges, Inc; the Association to Advance Collegiate Schools of Business; the American Chemical Soci-
ety; the American Bar Association; the National Association of Schools of Public Affairs and Ad-
ministration; the Association of American Law Schools; and others. 
 
MADRID CAMPUS MISSION STATEMENT 

Suffolk University Madrid Campus is founded on the conviction that study in a foreign context, 

when appropriately directed, is not only exciting and challenging, but can frequently release new 

personal and intellectual potentials, often to a student’s professional advantage. Spanish and other 

entering students are offered a form of instruction that prepares them in the General Education 

requirements necessary to transfer in good academic standing to the Suffolk University Boston 

Campus. Furthermore, such students acquire the study skills, intercultural awareness and intellectual 

self-reliance to function successfully on the home Campus. 

U.S and other study abroad students, sometimes from other universities, not only learn about a dif-

ferent culture, but also, consequently, begin to reassess their own. This is consistent with Suffolk 

University’s stated commitment to “providing and integral educational experience that builds confi-

dence and empowers our students to become successful contributors to our global 

world.” (Quotation “Suffolk University Mission Statement”). 

 
SUFFOLK UNIVERSITY MADRID CAMPUS GOVERNANCE 

The Madrid Campus Director reports to the Acting Provost of the Division for Student Success 

and maintains close communication with the Deans of the College of Arts & Sciences and the Saw-

yer Business School. She holds meetings with the Madrid Campus faculty each fall and spring se-

mester. The faculty is advisory to the Director. 
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 SUFFOLK UNIVERSITY MADRID CAMPUS 

Please refer to the Suffolk University Academic Catalog (updated and published annually) for a full 

statement of the University’s courses, policies, and practices in the College of Arts and Sciences and 

the Sawyer Business School. The following text is a concise presentation of the Academic Catalog with 

such changes as are required to explain the University’s procedures to students, parents and faculty in 

Spain.   

Both the Academic Catalog and this text present the offerings and requirements in effect at the time 

of publication and writing.  The University reserves the right to withdraw the courses of instruction or 

change their times and the faculty giving them as necessary. Announcements in both the Academic 

Catalog and this Handbook are subject to change and do not constitute an agreement or contract.   

 

CODE OF COMMUNITY STANDARDS 

Students attending Suffolk University Madrid Campus are expected to comply with our Code of 

Community Standards & Student Conduct System. In summary, it states that students: 

 will not become involved in any way in any illegal activity. 
 will respect the University’s rules and regulations, as described in the Academic Catalog. 
 will not bring drugs or other prohibited substances to the Campus. 
 will not bring computer viruses to the Campus. 
 will not smoke in any non-smoking area. 
 will not drink alcoholic beverages on Campus or any other University premises. 
 will not damage property belonging to the University, faculty, staff members or other students. 
 

NORMS FOR CLASS BEHAVIOR 

 Students must be punctual for classes. If a student arrives late (5 minutes or more), the professor 

may refuse entry.   

 Attendance is mandatory. Any unavoidable absences must be suitably justified in writing (e.g., a 

doctor’s note) and the document handed in to your professor. After two unjustified absences your 

final grade may be lowered by one-third of a letter grade for each unjustified absence (e.g., from “B” 

to “B-”).  

 All work missed due to absence must be made up. Students should consult their respective profes-

sors as to specific requirements.   

 Students are expected to participate positively in class (e.g., interacting constructively in class discus-

sion). Negative or disruptive behavior may result in the lowering of the final grade. In severe cases, it 

may result in expulsion from the University.  

 Students are expected to come to class prepared with appropriate texts and writing materials. Stu-

dents who come to class without the necessary materials (books, notebooks, pens, etc.) may be re-

fused entrance to the classroom, with possible negative impact on their final grade. 

 Homework must be handed in on time; otherwise, the final grade may be affected.   

 Smoking, eating or drinking (except water) are not allowed in class. 

 The use of any illegal substance is strictly forbidden in class. Severe cases may lead to dismissal or 

even legal action.   

 Defacing or damage to the installations is strictly forbidden. Disciplinary, financial, and/or legal ac-

tion will be taken against students who violate this rule.  
 SUMC reserves the right to communicate academic performance, grades and improper behavior to 

parents or guardians. 
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SUFFOLK UNIVERSITY MADRID CAMPUS COURSES 

In most American universities, students do not study for their major (principal subject) alone.  

Their first two years of coursework lay a broad formation of skills and knowledge, with required 

courses in the humanities and social and natural sciences. These broad foundation courses form 

the core of courses offered at the Madrid Campus.  

Students are, however, often aware of their intended major early on. At the Madrid Campus they 

may therefore also take a number of courses that are prerequisites for the major. 

Students can prepare to study any of the numerous majors offered by the College of Arts and Sci-

ences and the Sawyer Business School at Suffolk University in Boston.  

Over 60 different majors are offered by the College of Arts and Sciences (CAS) in the following 

departments: Advertising, Public Relations & Social Media, Art & Design, Art History, Asian 

Studies, Biochemistry, Biology, Chemistry, Communication & Journalism, Computer Science, 

Economics, English, Environment and Sustainability, Fine Arts, Government, Graphic Design, 

History, History & Literature (Honors), Interior Design, Law, Mathematics, Media & Film, Phi-

losophy, Physics, Politics, Philosophy & Economics, Psychology, Radiation Science, Sociology, 

Spanish, and Theatre. 

A number of interdisciplinary majors are also available to students wishing to combine knowledge 

and skills from different academic areas. 

The Sawyer Business School (SBS) offers majors in the following ten fields of study: Accounting, 

Big Data & Business Analytics, Business Economics, Entrepreneurship, Finance, Global Busi-

ness, Information Systems, Management, Marketing, and Wealth Management. 

Courses taken at the Madrid Campus are equivalent in content, standard, and number of credits 

to the corresponding courses offered at the Boston Campus. Since Fall 2007, most courses in the 

College of Arts and Sciences are for four credits. Those in the Sawyer Business School are for 

three. 

 
LANGUAGE OF INSTRUCTION 

The language of instruction is generally English, although some courses, especially those within 

the Spanish Department, are mainly offered in Spanish. Courses also exist for students still work-

ing to bring their English language skills up to the required standard. 

Additional courses taught in Spanish are available through direct enrollment at Universidad 

C.E.U. San Pablo as part of our agreement with this prestigious Spanish private university. 
 

COURSE SELECTION 

For the fall and spring semesters, a student normally chooses a total of 12-17 credits of course-

work, depending upon the credits for each course. For the summer session, 3-8 credits are the 

normal load. All students must have full-time status, i.e., a minimum of 12 semester credits. Span-

ish immigration law stipulates this as a requirement for issuing student visas. 
 

All courses have a credit equivalent determined by the number of class contact hours and each 

course’s work load. Upon successful completion of a course, students will accumulate the credits 

towards their degrees. 
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To graduate after four years, a student needs a minimum of 124 credits for the Sawyer Business 

School, or 126 credits for the College of Arts and Sciences. The credit equivalent of a course is 

also used in calculating the grade point average (GPA).  

Study abroad students are required to obtain approval of their selected courses from their home 

institution prior to registering. 
 

LANGUAGE REQUIREMENT 

All Suffolk University students in residence at the Madrid Campus in either the fall and/or spring 

semesters are required to take at least one course taught in Spanish during their studies at the Ma-

drid Campus. This requirement does not apply to study abroad students visiting from other colleg-

es/universities.  
 

COURSE ADVISING AND REGISTRATION PROCEDURES 

Students seeking a degree from Suffolk University will work closely with an assigned academic 

advisor in the selection of courses every semester as appropriate to each student’s possible or in-

tended program of study and major. All new students (entering freshmen and transfers) should 

contact the SUMC Registration & Advising Assistant, Ms. Nuria González (ngonzalez@suffolk.es) 

to register for classes. At mid semester, all degree-seeking students must arrange to meet with her 

to discuss their course selections for the following semester and to obtain advisor’s approval for 

pre-registration. Towards the end of each semester, continuing students must pre-register them-

selves online for the following semester according to the scheduled dates for pre-registration. 

Study abroad students (including those visiting from the Suffolk Boston Campus) must consult 

with their academic advisors at their respective home institutions regarding the selection of their 

SUMC courses for the semester or year they plan to be in residence. Study abroad students from 

other institutions are themselves responsible for ensuring that their home institution will transfer 

Suffolk University credits for each of their courses. Upon confirmation of their intention to enroll 

at SUMC, study abroad students are registered for their approved courses and are then sent confir-

mation of successful registration and/or notification of any schedule conflicts or other problems 

affecting their course selection. Questions and concerns related to study abroad registration can be 

sent to Ms. González. 

Study abroad students who have applied for a full academic year at the Madrid Campus must ob-

tain a semester GPA of at least 2.00 for the first semester in order to be approved for the second 

semester of study. Approval will be granted by the Madrid Campus Academic Standing Commit-

tee when it meets (in mid December and in early May) to review students’ final grades at the end 

of each semester. 

Suffolk University and its Madrid Campus will not be responsible for any changes which a student 

may need to make in course registration, travel plans or housing arrangements, or from any costs 

derived from said changes, if approval to continue at SUMC is denied due to the student’s failure 

to meet the required condition. 

A minimum of ten students is usually required for a course to be offered. In most cases, a maxi-

mum of 25 students is allowed in each class.  

Registration confirmation each semester is during the first week of classes. Students should con-

sult the Campus calendar for final dates for dropping, adding and withdrawing from courses. 

mailto:lebaile@suffolk.es
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CLASSROOM AND TESTING ACCOMMODATIONS 

Students who require formal, disability-related accommodations, must be registered with the Of-

fice of Disability Services at the Suffolk Boston Campus. The Office will notify the Madrid Cam-

pus Director of the approved accommodations, and in turn she will coordinate with each student 

and his/her instructors to make the appropriate arrangements. Each student is responsible for 

clear communication with his/her instructors regarding the necessary accommodations. 

Complete information on Suffolk’s Office of Disability Services is available at www.suffolk.edu/

disability. 
 

MIDTERM AND FINAL EXAMS 

The dates for the midterm and final exam weeks are included in each semester’s academic calen-

dar, which is published far in advance of the beginning of the semester in question. Students are 

required to be present for their exams and therefore should not make travel or other 

plans during those exam periods, even if their exams are scheduled to be over before the 

end of the period. The midterm and final exam schedule, with the days and times of individual 

exams, is subject to change without notice. 

MAKE-UP EXAMS 

Every semester, a scheduled make-up day and time is included on the exam calendar for both 

midterms and finals. A student who has more than two exams on the same day, or two exams 

scheduled on the same day and at the same time, may opt to have one of those exams moved to 

the designated day and time for make-up exams. Travel plans (including ticket purchases), 

family commitments or other personal motives are not considered valid reasons for a stu-

dent to request to have an exam rescheduled for the make-up day. Sickness which prevents 

a student from taking a scheduled exam must be verified through a doctor’s note. Students are 

required to give immediate notice to their instructor of their inability to take and exam as sched-

uled, regardless of the reason. 
 

Midterm and final exams which require audiovisual or other support (e.g., use of computers in 

the computer labs, PowerPoint presentations, slides, tape recordings, etc.) cannot be taken as 

make-up exams.  
 

Make-up exam sessions are scheduled for only one day and time at midterm and again for the 

final exam week. A student who fails to take an approved make-up exam will not be allowed to 

reschedule it. Instead, the student must consult with the instructor to determine whether the ex-

am can be taken under the instructor’s direct supervision. 
 

The procedure for requesting and taking a make-up exam is as follows: 

 The student must fill out and submit a ¨Request for Change of Date of Exams¨ form (available 

in the main office) at least two weeks before the scheduled date of the examination in ques-

tion. Requests submitted after this deadline may or may not be approved, at the instructor’s 

discretion. 

 The student must list all of the examinations that conflict on the form, explaining the reason 

for the request, and then sign and date the form. 
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 The student will give the form to the instructor whose exam is to be rescheduled. The instruc-

tor signs and dates the form. 

 The student is responsible for taking the completed form to the librarian, who will check the 

student’s schedule to verify the conflict. 

 Before the scheduled make-up examination day, the instructor will bring the librarian a printed 

copy of the exam with the name of the student on it.  Any pertinent instructions will be at-

tached to the examination. 

 The instructor will arrange with the librarian for pick-up of the completed exams. 

 The librarian or designee will proctor the exam at the scheduled date and time. 
 

GRADE REPORTS 

Grades are posted on the MySuffolk link available at www.suffolk.edu. To access the site, stu-

dents are issued an ID and password at the beginning of their first semester at SUMC. 

The Buckley Amendment governs disclosure of all students’ educational records once they are 

attending Suffolk University. (For a fuller description of the Buckley Amendment, refer to the 

section entitled “Rights and Privacy” in the Suffolk University Academic Catalog.) 

Students are themselves directly responsible for their academic progress and should confer im-

mediately with their Academic Advisor in the event that their performance becomes substand-

ard. Failure to maintain satisfactory progress can lead to loss of financial aid, academic probation 

or dismissal or other equally serious consequences. 
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 GRADING SYSTEM 

The following grading system applies to all undergraduate students. 

“A”, “A-”, “B+”, and “B” are honor grades. 

“B-”, “C+” and “C” represent satisfactory work.  

“C-”, “D+”, “D”, and “D-” represent passing but unsatisfactory 

work.  

“F” is failing grade.  It indicates that the student has not completed 

all course requirements in a satisfactory manner.  Students who stop 

attending a course without having complied with the official with-

drawal procedure can anticipate receiving a grade of "F”.  The “F” 

grade becomes a permanent part of a student’s record and cannot 

be expunged even if the course is successfully retaken. An under-

graduate student who violates the academic honesty policy is subject 

to an automatic grade of "F". 

“I” (Incomplete) indicates that a student has done passing work in 

a course but has not yet submitted all the work outstanding required 

for a formal evaluation.  The “I” is awarded at the instructor’s dis-

cretion, only if the student has completed at least half of the course 

requirements satisfactorily at the end of the semester, and there is a 

reasonable expectation that all course requirements can be complet-

ed in one academic year. An "I" must be formally re-evaluated by the instructor within one academ-

ic year, resulting in an evaluation grade or an extension of the "I," or it automatically converts to an 

"F". 

Students must complete coursework with the original instructor. The change in the "I" grade must 

be made by the original instructor, and in his or her absence, by the department chair. If this is not 

possible, arrangements must be made through the department chair in concurrence with an as-

signed instructor. 

“IP” (In Progress) can be issued where by nature of the course content the course may not be 

complete by the end of the term. IP grades automatically convert to an "F" after one academic year. 

“W” signifies official withdrawal from a course.  A “W” is assigned administratively if a student:   

1. Drops a course, following proper university procedure, between the end of the drop/add peri-

od and the withdrawal deadline of the semester, or 

2. Drops a course or withdraws from school after the deadline of the semester with the written 

approval of the Student Affairs Office.  Permission is given only for a valid cause such as de-

bilitating illness, relocation, serious family crisis or other circumstances beyond the student’s 

control. 

“AU” (Audit) In an audited course, a student will not receive credit or honor points; however, a 

student must pay the same tuition as if taking the course for credit. Under no circumstances may a 

student change from the evaluative letter grade system to audit or vice versa after the first two 

weeks of classes. A student who audits a course is responsible for attending classes and completing 

required coursework. 

LETTER 
GRADE 

HONOR POINT 
EQUIVALENT 

A 4.0 

A- 3.7 

B+ 3.3 

B 3.0 

B- 2.7 

C+ 2.3 

C 2.0 

C- 1.7 

D+ 1.3 

D 1.0 

D- 0.7 

F 0 
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 “P” (Pass): A Pass-Fail option is available to students in lieu of a traditional letter grade subject 
to the following limitations and regulations:  

a. Eligibility is restricted to students in good academic standing who have completed a mini-
mum of 15 semester hours of coursework at Suffolk University. This option is limited to 12 
credits per student. 

b. The pass/fail option is only applicable to electives and cannot be used for courses that fulfill 
specific degree, core, major or minor requirements. Students who are unsure as to whether a 
course is an elective for their specific program should check with the Undergraduate Aca-
demic Advising Center. 

c. Students will designate courses as Pass-Fail after registration, but before the end of the 
course change period, by completing a Pass/Fail Declaration Request form. No changes 
from the designation of Pass-Fail to the letter grade system or vice versa are permitted after 
the course change period has elapsed at the opening of any semester or summer session. 

d. A Pass may be applied toward fulfilling degree credits, but may not be applied toward the 
quality point average. Students planning to attend law school or other graduate schools 
should be aware that many professional and graduate schools prefer students to submit tra-
ditional letter grades. 

“PC” (Pass/Credit) is awarded in courses successfully completed with a grade of "C" or better 
at an affiliated study abroad program or approved course work at a consortium institution after 
matriculation at Suffolk University. "PC" grades may be applied toward fulfilling degree credits, 
but they may not be applied toward the quality point average. 

“NP” (No Pass) is awarded in courses unsuccessfully completed at an affiliated study abroad 
program or approved course work at a consortium institution after matriculation at Suffolk Uni-
versity. "NP" grades do not earn academic credit and are not applied toward the quality grade 
point average. 
 

Courses officially dropped during the add/drop period will not appear on the student’s record. 

 
REPEATING A COURSE 

Students may retake any course for credit by paying the appropriate tuition. When a student 

repeats a course, all grades will appear on a student’s transcript; however, only the most recent 

evaluative course grade will be used to compute the cumulative grade point average. Grades of 

"P," "I," "W," "NC," and "PC" issued in repeat courses are excluded in calculating the new 

GPA. When repeating courses, only one course may be used for credit to fulfill degree require-

ments. A student may repeat a course a maximum of two times. Students receiving federal fi-

nancial aid should refer to Satisfactory Academic Progress regulations for financial aid eligibil-

ity when repeating a course. 

HONOR POINTS 

Scholastic averages are computed by multiplying the credit hours by the honor point equiva-

lent. For example, a 4 credit course evaluated as "A" will be counted as 16 honor points (4 

credits multiplied by 4.0 = 16). Grades of "I," "W," "P," "IP," "AU," "NC," and "PC" are not 

computed in determining Honor Points, and have no impact on a student’s scholastic average. 

http://suffolk.edu/documents/Registrar/passfail.pdf
http://suffolk.edu/admission/27291.php
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ACADEMIC COMPLAINTS 

A student who has a complaint about a grade on a single assignment or exam or concerning the 
SUMC faculty member teaching a course should first speak with or email the faculty member. If the 
complaint is not resolved, then the student should bring the matter to the attention of the SUMC 
director and the department chair. If the complaint remains unresolved, then the matter should be 
brought to the attention of the academic dean’s office of the school in which the course is offered.  
 

GRADE GRIEVANCES IN CAS AND SBS COURSES 

There is a formal process for grieving a final course grade. Within two weeks of the grade being 
assigned, the student should speak with or email the faculty member. If, after communicating with 
the faculty member, the student believes that the grade had no basis in fact or was arbitrary, the 
student may then petition the department chair or program director in writing (or by email). 
Students should keep copies of correspondence for their own records.  
 

If the grievance is not addressed or resolved equitably after meeting with the department chair or 
program director, the student has 10 business days to file a formal grievance with the academic dean 
(or dean’s designee) of the school in which the course is offered.  
 

The academic dean (or dean’s designee) will inform the student of a decision within 15 business days 
of receiving the formal grievance. The student may appeal this decision to the provost (or provost’s 
designee), whose decision shall be final. It is the responsibility of the provost (or provost’s designee) 
to come to a resolution of the grade dispute within 15 business days of receiving the formal griev-
ance from the student. 
 

A graduating student must initiate the grade grievance process no later than three days prior to com-
mencement by emailing the faculty member and copying the department chair or program director. 
Graduating students should be mindful that the grade grievance process may impact the awarding of 
Latin honors and may delay the date of degree conferral. 
 

GRIEVANCES RELATED TO ACADEMIC ACCOMMODATIONS FOR 
STUDENTS REGISTERED WITH DISABILITY SERVICES 
 

Students with disabilities who believe they have received inappropriate treatment or inadequate ser-
vice from the University pertaining to their granted accommodations have the right to file a griev-
ance with Director of Disability Services. The grievance must be submitted in writing to disabil-
ityservices@suffolk.edu and should include a detailed description of the inappropriate or inadequate 
service and supporting documentation (when appropriate). Students with disabilities must indicate 
the resolution they are seeking.  
 

Students with disabilities who are unsatisfied with the response from the Director of Disability Ser-

vices may submit an appeal within 5 business days to the ADA Coordinator, Dr. Ann Coyne, Dean 

of Students, Student Affairs Office, 12th floor 73 Tremont Street, Boston, MA 02108, 617-573-

8239, TDD: 617-557-4875 or acoyne@suffolk.edu. Students with disabilities must state the resolu-

tion they are seeking. The decision of the appeal by the Dean of Students is final. 
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 TUITION LIABILITY 

All adjustments in the student’s tuition liability will be based on the date on which the Withdraw-
al Form or Drop Form is officially received. When the Withdrawal Notice, Drop Form, Discipli-
nary Resolution or other is: 

 

 

 

 

ATTENDANCE AND ABSENCES 

Once a student is registered for a course, attendance at every meeting of every class is expected, 
including those held in the first week of the semester. A maximum of two unjustified absences is 
permitted. Each additional absence may cause the final course grade to be lowered by one-third 
of a letter grade, i.e., from A to A-; A- to B+; B+ to B, etc. 
 

Excessive absences in a course will have a negative effect on the final grade. When a student is 
absent, the quality of his or her work in a course will deteriorate since material missed in class 
sessions can rarely be made up satisfactorily, even though the student remains responsible for 
that work.   
 

Please note that even when a student has a justified reason for missing class, such as illness, the 
negative academic impact on learning will be the same as if the absence were for spurious rea-
sons. 

 
SPECIAL ABSENCES 

If a student is likely to have prolonged absence for a valid reason, such as illness, he or she 

should immediately inform the professors whose classes will be missed and provide them with 

valid supporting documentation, such as a doctor’s letter.   

Students leaving Madrid on non-official excursions or privately planned trips should notify the 

instructor (if a class will be missed), as well as notifying the Student Activities Coordinator. A 

form for this purpose can be obtained from the Coordinator. This form should be completed, 

signed and left for the Student Activities Coordinator prior to the student’s leaving on the trip. 

These forms are for information purposes only, to aid SUMC in locating the student in case of 

emergency: they do not constitute authorization of the student’s travel or absence. Trips for per-

sonal reasons are generally not considered justified absences from class. 

 

INDEPENDENT STUDY 

The purpose of an independent study is to provide students with unique study opportunities 

with an individual faculty member. This option involves a student-initiated written proposal to a 

willing and appropriate full-time faculty member. The project is usually completed during one 

semester. The faculty member and student, prior to registration for the independent study, must 

concur on a written proposal, which must include a reading list and description of requirements 

for grading of the final project. The guidelines with respect to directed study assignments are as 

follows: 

Filed and approved within  The student is liable for: 

First 2 weeks of classes 0 % 

Third week of classes 50 % 

Fourth week of classes 75 % 

After the fourth week of classes 100 % 
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 1) Students must have a G.P.A. of at least 2.5 at the time of application. 

2) A description of the independent study project must be approved by the following: 

- the faculty member supervising the project 

- the department chair 

- the Academic Dean’s Office. 

 

ACADEMIC SUPPORT 

All SUMC instructors have weekly office hours in which to meet with their students and provide 

them with guidance and assistance. In addition, academic workshops, some of which may be man-

datory for specified students, are scheduled each semester. Spanish, math, and accounting tutorials 

are available for student in those courses, and assistance in academic English is provided through 

the SUMC Writing Center. 
 

Further resources may be available through the Undegraduate Academic Advising Center at 

www.suffolk.edu/academics/26440.php. 

 

ACADEMIC MISCONDUCT 

Suffolk University expects all students to be responsible individuals with high standards of con-

duct. Students are expected to practice ethical behavior in all learning environments and scenarios, 

including classrooms and laboratories, internships and practica, and study groups and academic 

teams. Cheating, plagiarism, unauthorized collaboration, use of unauthorized electronic devices, 

self-plagiarism, fabrication or falsification of data, and other types of academic misconduct are 

treated as serious offenses that initiate a formal process of inquiry, one that may lead to discipli-

nary sanctions. 
 

Some cases of academic misconduct may be reviewed and resolved at the academic departmental 

level; other more egregious forms of academic misconduct necessitate a full review by the Aca-

demic Misconduct Committee (AMC). 

 

Resolving Incidents of Academic Misconduct 
A faculty member suspecting academic misconduct will contact the student using the Suffolk 

email address to schedule a meeting and will make all effort to do so within five business days of 

detecting the incident. During the meeting, the faculty member will present the documentation 

that led to suspected academic misconduct. If the faculty member reaches the conclusion that aca-

demic misconduct has occurred, he or she may impose limited sanctions that are meant to 

acknowledge the behavior in the context of providing remediation and addressing skill develop-

ment. These sanctions involve grade reductions to student work that constitutes up to 25% of the 

course grade (e.g., homework; short papers; quizzes) and frequently include some form of remedi-

ation.  

When the suspected academic misconduct involves student work that constitutes more than 25% 

of the course grade, or if an F grade (0 credit) on the assignment is recommended as a sanction, 

the faculty member will consult with the department chair (or program director) prior to imposing 

the sanction. If the faculty member and chair agree on a determination of academic misconduct, 

the sanction may be imposed.  
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 When the suspected academic misconduct involves student work that constitutes more than 

25% of the course grade, or if an F grade (0 credit) on the assignment is recommended as a sanc-

tion, the faculty member will consult with the department chair (or program director) prior to 

imposing the sanction. If the faculty member and chair agree on a determination of academic 

misconduct, the sanction may be imposed.  

If a determination of academic misconduct is made and a sanction is imposed, the faculty mem-

ber must complete the Academic Misconduct Incident Form (available online) and submit it 

electronically to the AMC coordinator, who will document the incident along with the written 

documentation of misconduct in the AMC internal record. A student may appeal the determina-

tion of academic misconduct, but not the sanction, by requesting a hearing before the full AMC. 

Appeals should be filed with the AMC coordinator within ten business days of receiving the 

sanction. 
 

If the suspected academic misconduct involves actions that the faculty member and chair believe 

warrant an F grade in the course, or if there is disagreement between the faculty member and 

chair on the appropriate sanction, then the incident must be forwarded directly to the AMC for 

committee review. Examples include, but are not limited to, the following: cheating on exams; 

group cheating; submitting purchased term papers or term papers with extensive copying or use 

of external sources without citation; and fabrication or falsification of research data. If the facul-

ty member and chair suspect an incident of this type, they must file an incident report form with 

the AMC coordinator to initiate a full committee review. The AMC coordinator will schedule a 

hearing at the next standing meeting of the AMC, generally within ten business days of receipt of 

the incident form. The faculty member will submit all documentation to the AMC coordinator, 

who will email the student (using Suffolk email) a notice to appear for a hearing. At the hearing, 

a determination is made by the committee, regardless of whether or not the student is in attend-

ance; imposition of sanctions is made by committee vote. A determination letter is then sent to 

the student, the faculty member, and the chair. 
 

A full review by the AMC, as described above, will also occur if multiple incident reports for a 

single student are detected in the AMC internal record.  
 

AMC hearings are not open to the public. Therefore, members of the Suffolk University com-

munity who are not directly involved in the allegation and friends, parents, partners, siblings, le-

gal counsel, and others are not permitted in the room where the AMC hearing takes place but 

may wait nearby for support purposes.  
 

Formal rules of process, procedure, or evidence such as those applied in civil or criminal courts 

are not used in the AMC. Members of the AMC will recuse themselves from a case when appro-

priate. Student conduct that warrants sanctions may result in forfeiture of all Suffolk scholar-

ships, financial aid, or monies paid.  
 

Sanctions imposed by the AMC may include but are not limited to a reprimand; a remediation 

plan; a grade of F in a course; probation; and/or dismissal. A sanction grade of F in a course will 

be factored into the overall grade point average regardless of whether or not the course is suc-

cessfully repeated.  
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A student found responsible for academic misconduct and sanctioned by the AMC may file one 

appeal to the provost (or designee) by sending a written letter of appeal within ten business days. 

(A graduating student must initiate the appeal process no later than three days prior to com-

mencement.) Appeals are considered only if there is additional information not available at the 

time of the hearing or a procedural error that calls into question the determination of academic 

misconduct. Students must include a statement of why the additional information should be con-

sidered and why it was not presented at the time of the original hearing. The decision of the prov-

ost is final. 
 

Grading Students under Review for Academic Misconduct  

Faculty, department chairs, program directors, and the AMC will work diligently to ensure timely 

review and closure of cases of academic misconduct. In some cases, however, it may not be pos-

sible to reach a determination or impose a sanction prior to the deadline for submitting course 

grades. In this case, the faculty member will not submit a grade for the student, but will leave the 

grade field blank. Once a determination has been made, the faculty member will complete a 

change of grade form, with an explanation of the grade change that includes a brief statement of 

how the sanction impacted the final course grade. 
 

Membership of the Academic Misconduct Committee 

The AMC hears cases of alleged academic misconduct involving students in the College of Arts 

and Sciences (CAS) and the Sawyer Business School (SBS). The committee consists of two CAS 

faculty members, appointed by the CAS dean; two SBS faculty members, appointed by the SBS 

dean; the CAS and SBS assistant deans who convene the Academic Standing Committees in their 

respective schools; and a non-voting dean from Student Affairs. 
 

At the start of the academic year, AMC members elect a committee chair; the chair casts the de-

ciding vote in the case of a tie. 

 

STATEMENT CONCERNING PLAGIARISM 

Developed by Educational Policy Committee of Suffolk University Boston 

The Random House Dictionary of the English Language defines plagiarism as “the appropriation 

or imitation of the language, ideas, and thought of another author, and representation of them as 

one’s original work”. Clearly, then, plagiarism also includes purchasing or borrowing a paper.  

And while not technically plagiarism, it is also forbidden to submit a paper for credit to more 

than one instructor without the knowledge and written permission of both. The word plagiarism 

is related to a Latin one meaning “snare,” and plagiarism can indeed be a snare for the student. 

The University regards it as an extremely insidious theft, and it shows contempt for the purposes 

of a university education. Failure in the course, and even dismissal from college, can result. 

In order there be no possibility of misunderstanding, the administration and faculty of Suffolk 

University want all students to understand what is and is not plagiarism. Every college wants all 

students to understand what is and is not plagiarism. Every college student realizes that in writing 

a paper he/she must put within quotations anything copied from a source, but it is also necessary 

to acknowledge in your paper any facts or ideas that you have taken from another source, even 

when you have entirely changed the wording.  
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 If it is a theme or essay, rather than a research paper, your instructor may allow you to make the 

acknowledgment in the text of your own paper, rather than using a footnote. (For example, in a 

theme on Ibsen’s Doll House you might paraphrase your source as follows: “Monarch Notes 

points out that Nora’s childish behavior is conditioned by nineteenth century views of women’s 

nature and proper role”). This is simply a matter of being honest about the source of the idea, 

and it is all that is required in a regular theme or essay. 

Research papers, often called term papers, present a more complex problem. You are being 

asked to look up material in a library and use footnotes or references and a bibliography. When 

you begin research on your topic probably most of what you read on your subject is new to you.  

So far as factual information goes, it may seem at first as though you will need a footnote or ref-

erence for nearly every sentence. But once you have read extensively on your topic, you will have 

become familiar with what is common knowledge in the field and that consequently need not be 

footnoted. (For example, if you are researching St. Patrick, almost all of your sources will state 

that he was not a native Irishman, so there is no need to footnote this. However, if one of your 

sources makes a point that the others did not, and you wish to include this, it must be footnot-

ed). After you have become thoroughly familiar with the material, you will have assimilated it, 

and when you write your paper, it will have been reorganized and filtered through your own 

thinking processes.  For the most part, the results of your research should be in your own words, 

summarized and paraphrased from the original sources, with direct quotations used sparingly. 

If your ideas and conclusions are the result of your total reading, they need not be footnoted, but 

if they are instead the ideas of one of your sources, that source must be credited. When in doubt, 

the sensible precaution is to use a footnote. Scientific writing may have special requirements. If 

you have any questions as to what is allowable on a given assignment, ask your instructor. 

ACADEMIC STANDING COMMITTEE 

Suffolk University expects students to maintain an overall grade point average of 2.0 and a grade 

point average of 2.0 in the major field of study, as well as a 2.0 grade point average in the minor. 

Failure to maintain these degree requirements may result in academic probation or dismissal. 
 

The SUMC Academic Standing Committee consists of the Campus Director, the Registrar’s As-

sistant and several faculty members representing both CAS and SBS. At midterm each semester, 

and again at its conclusion, the committee reviews the records of all students failing to make sat-

isfactory progress. At these meetings, the committee considers the merits of each case individual-

ly—evaluating the severity of the problem and determining what, if any, remedial action is war-

ranted. The committee then notifies each student by e-mail of the action to be taken. Following 

the final review meeting each semester, a report is sent to the Assistant Deans of CAS and SBS 

who oversee academic standing at the Suffolk Boston Campus. 
 

Actions by the SUMC Academic Standing Committee may include the following: 
 

 Warning: Students will receive a warning when their overall GPA is above 2.0, but fail to 

achieve a semester GPA of 2.0. Other reasons for a warning include a GPA below 2.0 in the 

major, excess grades of “I” or “W”, or a single grade of “F” earned in the given semester. 
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 Academic Probation: Students who fail to achieve a cumulative GPA of 2.0 are placed 

on probation and informed of conditions (to be met in the next semester enrolled) for 

continued matriculation. Typically, students placed on probation are put on a reduced 

course load and are instructed to improve their grade point average by the next committee 

review. Students who are demonstrating academic improvement may have their probation 

extended until they return to good academic standing. Those failing to demonstrate im-

provement are in imminent danger of dismissal. Academic probation may also affecting 

students’ eligibility for extracurricular activities or offices or for financial aid.  
 

 Academic Dismissal: Continued failure to make satisfactory progress toward a degree 

will inevitably result in dismissal from the University. Low grade point average, unex-

plained semester absences, refusal to complete prescribed remedial coursework, unwilling-

ness to honor the recommendations of the Academic Standing Committee and/or other 

specific conditions are but a few of the situations that can undermine satisfactory progress 

and constitute legitimate grounds for dismissal. 
 

Once dismissed for scholastic failure, a student is ineligible to enroll in further courses at the 

University until s/he is readmitted by the Academic Standing Committee. Dismissal does not 

suspend a student’s responsibility to meet prior course commitments. Consequently, all In-

complete “I” grades will convert to “F” grades unless attended to within one academic year. 
 

For further important information regarding these actions and others, including readmission 

to the University, please consult the Suffolk University web site at www.suffolk.edu/

catalogs/6506.php. 
  

SUSPENSION, ENFORCED WITHDRAWAL AND EXPULSION 

The University reserves the right to suspend, enforce the withdrawal of, or expel a student 

whose academic standing or conduct is in its judgment unsatisfactory, or who does not com-

ply with the rules and regulations of the University. 

For students coming from other programs, the dismissal from their home programs during 
their stay in Suffolk University, will automatically produce the drop from Suffolk University. 

In cases of academic or disciplinary dismissal, students will not complete the withdrawal/leave 
of absence form. 
 

REQUEST FOR LEAVE OF ABSENCE OR VOLUNTARY WITHDRAWAL 

If it becomes necessary for a student to request a leave of absence or withdraw from the Uni-

versity, he or she should meet with the SUMC Director to discuss the necessary steps in-

volved. These include completion of an official leave of absence form or a withdrawal form, 

both available online at www.suffolk.edu/studenthandbook/17845.php. 
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INTERNAL TRANSFER FROM SUMC TO SUFFOLK BOSTON 

Most degree-seeking students can spend up to the first two years of their university studies at 

the Madrid Campus.  Afterwards, the majority of these students make the internal transfer to 

the home campus in Boston to finish their remaining years of study to obtain the Suffolk un-

dergraduate degree. 

In order to make the internal transition to the Boston Campus, the following forms must be 

filled out and submitted to the Boston Admission Office by the specified date: 

- Request for Internal Transfer 

- Confidential Declaration of Finances (for those who need to apply for a student visa) 
 
Students applying for approval to make internal transfer to the Boston Campus are 
generally expected to meet the following academic conditions: 

- Be in good academic standing, with a minimum cumulative GPA of 2.0. 

- Have no outstanding grades of I (courses still pending completion) on their transcript or of 

F in courses which they have not retaken and passed. 

- Have no other academic issues pending resolution. 

Students not meeting the above conditions will be reviewed on a case-by-case basis by the 

SUMC Academic Standing Committee. Students must fulfill all financial obligations to Suffolk 

Madrid before they will be allowed to enroll at the Suffolk Boston Campus. 

ACADEMIC TRANSCRIPT 

A transcript is an official, certified copy of a student’s academic record.  It shows: all courses 

which the student has attempted, and the credit values of those courses; the grades and degree 

earned; and any academic honors, probation or suspension actions.   

If a transcript is required, the student must order it online through the National Student Clear-

inghouse at www.getmytranscript.com.  

Requests for transcripts should be made at least 3 weeks in advance of the date on which the 

transcript is desired.  The University reserves the right to refuse to issue a transcript of the rec-

ord of any student who has not fulfilled all financial obligations due to the University.  A fi-

nancial hold will also be placed on a student record for anyone who is either delinquent or has 

defaulted on loans.  No transcript requests will be processed during the registration periods. 
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SECTION 3 

OTHER UNIVERSITY POLICIES AND SERVICES 
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SUMC SECURITY PROTOCOLS 
 

1.  PROGRAM EVACUATION PROTOCOLS 

Stage 1. Shelter in place - impending emergency, remain at site. 

When information is received by the Incident Coordinator (IC) indicating a potential threat to the 
health or safety of students, the IC will implement “shelter-in-place” instructions to all students. Stu-
dents will be contacted by the IC or a member of the office staff, who will notify them of the nature of 
the impending emergency and will provide them with instructions to remain in their usual lodgings as 
they await further news and instructions. Students will be asked to keep their cell phones turned on and 
within easy access (all students are in the possession of program-issued cell phones). 
 

Upon notification of a “shelter-in-place” communication, students should make prudent preparations, 
including collecting all necessary identification and travel documents, money and one emergency bag of 
essentials (see below). Students should make an inventory of other property that may have to be left 
behind. 
 

Stage 2. Consolidation Phase - go to a pre-arranged assembly point, prepare for withdrawal. 

If the situation deteriorates, the IC will notify to move to one of two pre-assigned consolidation points. 
The first will be the campus at calle de la Viña, 3. The second will be the student apartments at calle Cea 
Bermúdez, 15. 
 

Ideally, general meetings of the group will take place at the campus, which is equipped with several 
landlines as well as multiple cell phone numbers, a fax, numerous ADSL lines with computer hook-up 
for permanent internet access, and cable television service. 
 

The IC will be in charge of communication updates with the US Embassy and the Campus Director. 
She will also be the primary coordinator for reporting student absence. The Housing Coordinator will 
be responsible for community contacts and local errands. All available staff will assist with duties as 
needed. 
 

Stage 3. Evacuation Phase - leave as a group for safe haven. 

If an evacuation of American citizens from Spain is imminent, or the threat escalates to the point where 
APUNE is recommending the evacuation of Americans, students and non-Spanish staff will be ex-
pected, if possible, to travel as a group to the nearest operating international airport that would afford 
the best possible chances for securing transportation to the US or another safe haven outside of the 
country. 
 

In the case of Madrid, the nearest airport is Barajas, about 20 minutes by car. If airline transportation is 
not available, the IC, in consultation with the US Embassy and individual college officials, would access 
alternative means of transportation as available. Long-time bus service provider Yolcar has been made 
aware of the possibility of immediate, emergency service. 
 

Emergency Bag Essentials—suggested items to be prepared at the “shelter-in-place stage”. 

1. Money, traveller's checks, checkbooks, credit cards, etc. 
2. Passport, driver’s license, ID cards (together with photocopies of these)  
3. Change of clothing 
4. Personal hygiene products 
5. Prescription drugs and medical supplies 
6. Flashlight/batteries 
7. Address book 
8. Radio 
9. Keys 
10. Easily portable dry foods (crackers, cookies, candy, etc.) 
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2.  DRUM CUSSAC GLOBAL RISK MANAGER 

All students, staff, and faculty traveling abroad through Suffolk University are enrolled in the Drum 
Cussac global risk management platform through the duration of their stay abroad. 

DRUM CUSSAC provides the following services: 

PRE-TRIP 

 Location-specific information about vaccinations and medical health checks necessary prior to 
travel. 

 Provides updated information of potential risks for travel destinations. 

DURING TRIP 

 Ability to share location with member of Suffolk dispatch team. 

 Provides updated travel and safety information for all destinations. 

 Ability to communicate with Suffolk dispatch team directly through GlobalRiskManager App. 

 Emergency assistance through a telephone call or SOS trigger in GlobalRiskManager App. 

 Incident response and management. 

 Emergency medical assistance and/or evacuation. 

 Emergency assistance and/or evacuation in case of natural disaster, health crisis, security inci-
dent, etc. 

POST-TRIP 

 Post incident support, such as psychological support. 

 Medical advice for illness possibly related to travel. 

 Post incident and case management. 

You will receive a Travel Risk Brief and Incident Alerts prior to and during travel from Drum 
Cussac. Any questions can be directed toward Drum Cussac's 24/7 Global Response Center at +1 
240 330 1342, or the Center for International Programs and Services. 

 

Take the following steps prior to your departure: 

 Step 1: Save Drum Cussac designated Suffolk University phone number in your phone +1 240 
330 1342. 

 Step 2: Download the GlobalRiskManager App on the iTunes App Store or Google Play. 

 Step 3: You will receive an email from Drum Cussac prior to your trip with your log-in instruc-
tions. You must use the link in this email to access your account within 24 hours. 

 

Note: Drum Cussac is not a first responder. If you are in a true emergency and need medical or police assistance, you 
should call the country’s equivalent to 9-1-1. 

 

http://www.suffolk.edu/academics/53477.php
https://itunes.apple.com/us/app/globalriskmanager/id1251926213?mt=8
https://play.google.com/store/apps/details?id=com.dc.globalriskmanager
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3.  BUILDING EVACUATION PROTOCOL 

In the case of any emergency requiring the evacuation of the building (e.g. fire, bomb threat, etc.), 
students will hear SUMC personnel instruct them to “Evacuate the building immediately.” All stu-
dents, faculty, and staff members not actively involved in the evacuation process should leave the 
building immediately and congregate on the corner of calle de la Viña and Avenida del Valle, just out 
of eyesight of the building. 
 
In the case of an explosion or other type of structural damage to the building, faculty, staff, and stu-
dents should not attempt to rescue people who are inside an affected building. Wait for emergency 
personnel to arrive. 
 

4.  PROTOCOL IN CASE OF STUDENT ARREST 

If a student is arrested, the US consulate will be informed after speaking with the Campus Director. 
The Director will determine follow-up protocol on a case-by-case basis. 
 
From US STATE DEPARTMENT'S WEB PAGE: 
 
The US Consular Officer CAN : 
 visit citizens in jail after being notified of arrest 
 provide a list of local attorneys (The U.S. Government cannot assume responsibility for the pro-

fessional ability or integrity of these individuals or recommend a particular attorney) 
 notify family and/or friends and relay requests for money or other aid—but only with authoriza-

tion of the citizen 
 intercede with local authorities to make sure that citizen’s rights under local law are fully ob-

served and that citizens are treated humanely, according to internationally accepted standards. 
 protest mistreatment or abuse to the appropriate authorities. 

 
The US Consular Officer CANNOT: 
 demand immediate release of US citizens or obtain their release from jail. 
 represent citizens at trial or give legal counsel. 
 pay legal fees and/or fines with US Government funds. 

 
The Department of State's Bureau of Consular Affairs' Office of Overseas Citizens Services 
(travel.state.gov), provides emergency services pertaining to the protection of Americans arrested or 
detained abroad, the search for US citizens overseas, the transmission of emergency messages to 
those citizens or their next of kin in the United States and other emergency and non-emergency ser-
vices. Contact the Office of Overseas Citizens Services, (Mon-Fri, 8:15am to 8:00 p.m. at (202) 647-
5225. For an emergency after hours or on weekends and holidays, ask for the Overseas Citizens Ser-
vices' duty officer at (202) 647-4000.  
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5. PROTOCOL IN CASE OF A MISSING STUDENT

Students who have been missing for more than 24 hours (that is, who have been out of contact 
with roommates, staff, host family, etc. for more than 24 hours) should be reported to any staff 
member.  

6. PROTOCOL IN THE CASE OF SEXUAL ASSAULT

Title IX Sexual Misconduct, Relationship Violence, and Stalking Policy 

Suffolk University (“University”), consisting of its Boston and Madrid campuses, seeks to foster a 

campus environment that supports its educational mission and is committed to providing a safe 

learning, living, and working environment for all members of the University community that is 

free from all forms of sexual misconduct. The University does not discriminate on the basis of sex 

or gender and this policy prohibits specific forms of behavior that violate Title IX of the Educa-

tional Amendments of 1972 (“Title IX”) and/or all other applicable state and federal laws. The 

University also complies with all obligations under the Violence Against Women Reauthorization 

Act of 2013 (“VAWA”) and the Jeanne Clery Disclosure of Campus Security Policy and Campus 

Crime Statistics Act (“Clery Act”). At the Madrid Campus, Spanish national laws on sexual mis-

conduct and gender violence may also apply.  

This policy also reflects the University’s commitment to educate, counsel, and train all of the 

members of the University community about the nature of sexual misconduct, its impact on indi-

viduals and the University community as a whole, and the steps necessary to combat it. 

The University prohibits sexual misconduct of any kind, including Sexual Assault, Sexual Harass-

ment, Gender-Based Harassment, Intimate Partner Violence, Sexual Exploitation, Stalking, and 

Retaliation against a person for the good faith reporting of any of these forms of conduct or par-

ticipation in any investigation or proceeding under this policy (“Sexual Misconduct”). Sexual Mis-

conduct is antithetical to the mission of the University and the values it espouses and will be re-

sponded to diligently and accordingly. Creating a safe campus environment and a culture of re-

spect is the shared responsibility of all members of the University community, individually and 

collectively. 

The University strongly encourages any person who believes they have been subjected to Sexual 

Misconduct by a University student or employee to seek prompt assistance from the resources 

which may be viewed at https://www.suffolk.edu/titleIX. 

These procedures outline how the University will proceed once it is made aware that a person be-

lieves they have been subjected to Sexual Misconduct and provides guidelines for providing 

prompt assistance to the Complainant and conducting the investigation and resolution of com-

plaints of violations of the Policy on Sexual Misconduct in a prompt and thorough manner. 

http://www.suffolk.edu/sexualmisconduct
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 WHAT TO DO IF YOU ARE A VICTIM/SURVIVOR OF SEXUAL ASSAULT 

If you are a victim of a sexual assault, there are important measures you can take to pro-

tect yourself and obtain support. 
 

Experiencing a sexual assault, sexual violence or another type of sexual misconduct can be con-

fusing and frightening. Individuals who experience a sexual assault are encouraged to read 

through these guidelines about options for what to do after experiencing a sexual assault. The 

steps identified below are provided as guidelines only. 
 

Get to a safe place. 

In Spain, if the alleged perpetrator is still in the area, call 112 to contact the police department in 

the city or town where you are located. 
 

Preserve physical evidence. 

Because evidence of a sexual assault and the perpetrator’s identity (hair, seminal fluids, bits of 

skin, etc.) may be left on the victim's/survivor’s body, it is important not to bathe, shower, 

douche, or even use the toilet if avoidable. If the victim/survivor was assaulted orally, drinking 

or brushing teeth prior to an exam should be avoided. Victims/survivors should not straighten 

up the scene of the incident and should take a change of clothes to the hospital. If the victim/

survivor must change clothes, put the items that were worn at the time of the attack in a paper 

bag (not plastic) and bring them to the hospital. Having physical evidence collected can strength-

en a case if the victim/survivor decides to pursue legal action. Also preserve physical evidence 

such as photographs, videos, text messages and voicemail messages.  
 

Seek timely medical attention. 

Victims/survivors are encouraged to go for a sexual assault exam as soon as possible because 

injuries should be treated promptly and evidence deteriorates quickly. 
 

If a victim/survivor is on campus, SUMC (91-533-5935) can arrange free taxi transportation to a 

nearby hospital. If off campus, call the SUMC Emergency Phone (628-294-290), or call 112 or 

local law enforcement for assistance with emergency transportation (ambulance) to a hospital. A 

victim/survivor may bring a friend or family to the hospital for support. 
 

Seek confidential advice. 

The University will treat information it receives with appropriate sensitivity. However, the Uni-

versity cannot guarantee absolute confidentiality in all situations. 
 

Different employees on campus have different abilities to maintain an individual’s confidentiali-

ty. Some are required to maintain confidentiality (see below). Most employees are considered Re-

sponsible Employees and are required to report the Sexual Misconduct, including the identities 

of the Complainant and the Respondent, to the Director of Title IX Compliance.  
 

This reporting is necessary for several reasons, including the need to ensure that persons subject 

to the sexual assault and/or misconduct receive appropriate information and services, to track 

incidents and, where appropriate, to take actions to protect the Suffolk community. 
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Additional Resources for Students and Employees in Madrid: 

 Asociación de Asistencia a Mujeres Violadas (Assistance to Female Victims of Rape) 

Calle O’Donnell, 42 Tel. 91-574-0110 

 Hotline for Victims of Sexual Violence: Tel. 902-180-995 
 

Also, please refer to the resources available—both through Suffolk University and through oth-

er entities in Boston—suggested at www.suffolk.edu/studenthandbook/17840.php#victim 
 

Disclaimer: We have included links to other entities and websites and we encourage students and employees to 

evaluate the materials and to use what they find to be helpful. Please keep in mind that Suffolk University can-

not assume responsibility for information on other web sites. For personal assistance, Suffolk University students 

should contact Counseling, Health and Wellness at 617.573.8226 to schedule an appointment with one of our 

professional counselors. Assistance is available after normal business hours, on the weekends and holidays by 

calling Counseling, Health and Wellness at 617.573.8226 and following the prompts to be connected with a 

mental health professional.  

 

From US STATE DEPARTMENT'S WEB PAGE: 

Reactions to Crime Victimization 
How individuals react to being the victim of a crime will vary from person to person. Some ex-
perience difficulty making decisions, short-term memory problems, difficulty concentrating, or 
recurring memories of the crime. 
 

It is important to realize that these are normal feelings, behaviors and reactions to an abnormal 
event. One of the first things to pay attention to is the need to feel safer. Addressing safety con-
cerns and receiving emotional support can help. For most victims the reactions described above 
diminish with time. If these reactions persist and are disrupting your life or getting worse after 
three or four weeks, you should consider seeking professional assistance. 
 
Resources and Information for Crime Victims 
Victim Assistance: If you are the victim of a crime while overseas you may benefit from special-
ized resources for crime victims available in the U.S. Throughout the United States thousands 
of local crime victim assistance programs offer help to victims of violent crime and most will 
help residents of their community who have been the victim of a crime in another country. 
These include rape crisis counseling programs, shelter and counseling programs for battered 
women, support groups and bereavement counseling for family members of homicide victims, 
diagnostic and treatment programs for child abuse victims, assistance for victims of drunk driv-
ing crashes, and others. 

Victim Compensation: All states operate crime victim compensation programs and nearly half of 
them offer benefits to their residents who are victims of violent crime overseas. 

The toll-free 24 hours a day /7 days a week hotline for sexual assault crisis counseling and re-
ferrals in the United States is 1-800-656-HOPE. It is operated by a non-profit organization, 
RAINN (Rape, Abuse and Incest National Network) - www.rainn.org 

 
 

 

http://www.suffolk.edu/studenthandbook/17840.php#victim
http://www.rainn.org
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 SUMC ORIENTATION 

The University offers all new students a formal orientation session in Madrid just before the aca-

demic calendar year begins. This orientation is mandatory. You will be introduced to the pro-

gram, meet the campus Directors and staff, and receive important information and practical de-

tails about University activities and life in Madrid. After the orientation sessions have finished, 

an all campus trip for both new and continuing students is held each semester.  

 

LIBRARY 

The library is open during the semester and is staffed by a librarian who is available to assist stu-

dents with research papers and projects. In addition to its small print collection and subscrip-

tions to a number of current newspapers and journals, it also includes the immense virtual col-

lection available from the Suffolk Boston Campus. Electronic books, databases, electronic jour-

nals and other resources are available both on and off campus, and the librarian provides indi-

vidual and group training to all members of the Suffolk Madrid community on the use of these 

resources. 
 

All items on loan from the library must be returned by the end of the semester. A fine of 50 eu-

ros will be placed against the responsible student’s account for each unreturned item. The fine 

for an unreturned calculator will be 100 euros. 

 

COMPUTER ROOM 

Suffolk local is the name of the Suffolk University Madrid Campus central academic computer 

system. Students can access it by logging on a workstation. All the machines in computer labs I 

and II and the computer lounge run the Microsoft® Windows™ 7 Pro operating system with 

the MS Office™ 2013 productivity suite.  

The student to computer ratio is about 2.5:1. Remote network connection via the Internet is not 

possible. Users at SUMC are permanently protected from computer viruses and worm attacks by 

NORTON® antivirus software. Workstations are also protected by the firewall system included 

in Microsoft® Windows™ 7 Enterprise and by Microsoft® Antispyware software, Windows 

Defender. 

SUMC students have unlimited access to two high-quality (B/W and color) laser printers and 

one multifunction system with printing, photocopying, and network scanning capabilities. There 

are no printing fees or pages-per-semester limits. All the computers have DVD units to visualize 

DVD-ROMs. Firewire ports and memory card readers are also available. All the computers have 

webcams and headphones for Internet videoconferencing.  

Wireless access is available throughout the building. The wireless network is encrypted for confi-

dentiality and security reasons. If you want to use our encrypted wireless connection, contact the 

librarian for assistance. 

While using a computer, students should show their Suffolk student ID card if requested, as a 

way to avoid the use of the computers by non-Suffolk students. 
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 USE OF COMPUTING AND INFORMATION TECHNOLOGY RESOURCES 

The Information Technology (IT) facilities of Suffolk University Madrid Campus (SUMC) are 

provided to students, faculty, staff, and authorized external users for legitimate University pur-

poses. This will normally mean academic homework, academic research activities, and admin-

istration. 

Users of the IT facilities must be aware of the conditions according to which access is provid-

ed. Access to the IT facilities is restricted to currently enrolled students of Suffolk University 

Madrid Campus (without financial holds), and other authorized users. 

The administrator of the IT facilities may restrict access to an individual user on the grounds 

that the user is in breach of the previously mentioned policy. Users must not compromise or 

attempt to compromise the security of any IT facility belonging to Suffolk University or other 

organizations or individuals, nor exploit or attempt to exploit any security deficiency. Users 

must use the IT facilities in an ethical way, and in accordance with American/European/

Spanish laws. Users must cooperate with other users of the IT facilities to ensure fair and equi-

table access to the facilities. Users are expressly forbidden unauthorized access to accounts, da-

ta, or files on Suffolk University Madrid Campus facilities, or on IT facilities belonging to other 

organizations. Users are not permitted to utilize the University's IT facilities to access 

pornographic material or to create, store or distribute pornographic material. It will not 

be a defense to claim that the recipient was a consenting adult. Game playing (on-line or any 

other) and/or streaming  is not allowed on Suffolk University Madrid Campus facilities. Users 

are not permitted to utilize the University's IT facilities to access Kazaa-like multimedia file-

sharing systems. Users must make polite use of speakers when working at the computer labs. 

Disciplinary action may be taken against any user breaking these rules. 

The University accepts no responsibility for loss or damage or consequential loss or damage of 

data, arising from the use of its IT facilities. The University accepts no responsibility for the use of third 

party e-mail or chat systems (AOL, Hotmail, Yahoo, Google, etc.) Please remember to practice good 

security habits.  Always click sign out of your e-mail or chat account. If you do not sign out, 

and you are using a public computer, the next user of the computer may be able to read your 

messages or send messages from your account, impersonating you. Because using sign out does 

not always work, you must remember to turn off (and then on) the computer after you have 

finished if you are in a Suffolk University Madrid Campus computer lab. Unfortunately, no data 

transmission over the Internet is guaranteed completely secure. Given the inherent operation 

and structure of the Internet, all transmissions are done at your own risk (be especially careful if 

you are dealing with sensitive personal or banking information). 

The University does not generally monitor e-mail, personal web sites, and files stored on Uni-

versity computers. However, the University reserves the right to access and monitor e-mail, 

web sites, server logs, and electronic files should it determine that there is reason to do so. Such 

reasons would include, but not be limited to, suspected or reported breaches of the IT rules, or 

breach of any statutes, regulations or policies of the University, or suspected breaches of U.S., 

Spanish or European law.  
 

Under no circumstances does Suffolk University Madrid Campus monitor, access, or 

interfere with personal e-mail or chat accounts that belong to third party companies 

(AOL, Hotmail, Yahoo, Google, Libero, etc). 
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 Before using the SUMC computer network, you should know a few but important rules 
that apply when using our system: 

 Computer Lab I is a silent lab; it means that you must be quiet there at all times (no conver-

sations). 

 Users are expected to maintain a noise level conducive to an academic atmosphere. Those 

students making excessive noise will be asked to quiet down or leave the lab. 

 Smoking is not allowed inside the Suffolk University Madrid Campus building. 

 Do NOT eat or drink at any time in the computer labs (use the Student Lounge instead). 

 Computer labs are designated for computer use only. Other activities should be taken else-

where . 

 Please help keep computer labs clean and tidy and place unwanted output in the bins provid-

ed. Make sure that you put chairs back where they belong before you leave. 

 Students are not allowed to connect personal computers (including laptops) to the SUMC 

computer network. Students are, however, allowed to connect their personal computers to 

the wireless network (SUMC wlan). 

 Leave the workstation the way you found it. Do not move files or folders around unneces-

sarily and, above all, do not delete applications. 

 Do not access the contents of any folder, edit or delete any files that you have not personally 

created. 

 Do not cause intentional damage to any component of the computing and information re-

source facilities. 

 Do not send foul, inappropriate or threatening messages such as those including offensive 

racial or sexual content. 

 Do not use the facilities to harass or intimidate individuals or interfere with their normal use 

of the system. 

 Do not play practical jokes, send chain letters or "fake" e-mail, "spam" (sending hundreds of 

copies of the same message), introduce computer viruses or otherwise deliberately breach 

system security. 

 Do not solicit for unauthorized outside business ventures or political or religious causes. 

 Users must not attempt to install any additional software on any workstation without the pre-

vious approval of the network administrator.  

 Users must not install any additional hardware on any workstation without the previous ap-

proval of the network administrator. It is strictly prohibited to disconnect devices (mice, key-

boards, headsets…) already plugged into the workstation. If you need a headset or a webcam 

for your own laptop, ask the network administrator or the librarian. 

 No pets or laboratory animals of any kind are allowed in the computer labs. 

 Game playing is not permitted in the computer labs.  

 Logout but do not shut the computer down when you finish your work (see security remark 

above).  

 SUMC and its employees are not responsible for personal belongings. Do not leave personal 

items unattended. 
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Sanctions for violation of this policy 

Depending on the severity of the offense, sanctions may include warning, suspension of com-

puter privileges or social dismissal from the University. Individuals who violate the law will be 

referred to the proper law enforcement authorities. 

 

USE OF SUMC-ISSUED SIM CARDS FOR CELL PHONES 
 
Suffolk Madrid distributes SIM cards to all students. The main goal of this phone service is to 

ensure communication with students in case of emergency. Therefore, you are expected to 

carry your phone with you at all times. As part of your phone plan, you will get phone 

credit (for calls) and a small data allowance. This is included in your activities fee.  

 

 Calls between cell phones in the SUMC network are free. Therefore, you can make 

calls among yourselves and staff (SUMC emergency phone, student activities phone, SUMC 

land line) at no cost. 

 All incoming calls and text messages are free unless you are out of Spain (roaming 

charges apply).  

 You will be able to make all kinds of calls, national and international. 

 You can use a certain amount of data at high speed. Once you’ve used it, you can still ac-

cess the internet, but it will be much slower.  

 VERY IMPORTANT: You will need to have your personal SMARTPHONE un-

locked in order to be able to use your SUMC–issued SIM card on it. 

 Should you need an emergency replacement for your phone during the semester, you may 

borrow one of the phones we have on campus and return it as soon as you have a new 

phone. Failure to return borrowed phones will result in a penalty fee of 20€. 

 

We at SUMC are keenly interested in all students having an operative cell phone as soon as 

possible upon arrival in Spain, so as to better assure your safety and well-being. All of the cell 

phone numbers provided by SUMC will be included in a universal message system whereby all 

students can be promptly informed of any special circumstances or situations.        

 

Useful phone numbers: 

SUMC land line: 1000 

SUMC emergency phone: 2264 
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 RULES FOR PARTICIPANTS IN SUFFOLK UNIVERSITY MADRID CAMPUS 

EXCURSIONS, SOCIAL & CULTURAL ACTIVITIES  

 
Only SUMC students may participate in excursions and activities, and all participants should comply 

with the following rules:  
 

 Students are expected to be punctual to all visits. 

 No food or beverages can be taken into the museums or cathedrals. 

 There is restricted use of cameras in museums and cathedrals; no flash. 

 No eating on the bus. 

 Students are expected to respect the guide during all lectures. 

 Students are expected to fill out the evaluations provided by SUMC representatives after the trips 

and to return them to the designated person promptly. 

 Students must be attentive to guidelines and are responsible for getting instructions from the SUMC 

representative. 

 Students will behave responsibly and appropriately, not disturbing other participants or other cus-

tomers of establishments used. 

 Use of drugs will lead to immediate dismissal from all activities, and specific cases will be handled 

through disciplinary hearings that may result in sanctions, including possible dismissal from the 

Campus. 

 Participants will not drink alcohol in hotel rooms or in any means of transportation used before, dur-

ing, or after an activity. 

 Students who decide not to participate in scheduled tours or activities must tell the SUMC represent-

atives well in advance. 

 Participants will attend all mandatory meetings called by a Suffolk University representative during 

an excursion. 

 Participants may not use other participants' property, unless express permission has been given in 

advance. 

 Students will immediately report any problems occurring during the trip to the SUMC representative. 

 Students will not allow visitors or overnight guests in their hotel rooms. 

 Parties are forbidden at the hotel. 

 Students are responsible for their use of hotel facilities and will be charged for any damage they 

cause. 

 Students who disregard any instructions given, whether verbally or in writing, by the SUMC repre-

sentative directing the activity, may be dismissed from all remaining activities, with possible discipli-

nary follow-up and sanctions. 

 Students will be responsible for any problems they may cause outside guided tours. 
  

Students who fail to respect any of these rules will either be refused participation in future activities or 

be subject to dismissal from all activities for the rest of the semester, with no right to reimbursement 

for amounts paid.  
 

The above rules are enforced to ensure the safety of all students and all participants’ enjoyment of the 

activities organized by Suffolk University to enhance the experience of a semester/year in Spain.  
  
Depending on the severity of the violation(s), sanction(s) may result in expulsion from the 

University. 
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 SIGN-UP POLICIES FOR SUMC TRIPS  

 Students must decide which weekend excursion they want by the first day of classes each semes-

ter.  

 Sign up procedure must be carried out via an e-mail message from each individual student, to 

amy@suffolk.es. Group e-mails are not valid for anyone except the sender. 

 Changes, due to medical emergencies, are admissible when accompanied by a valid medical docu-

ment. Students who become ill and as a consequence miss the final trip of the semester cannot be 

reimbursed. Students who miss earlier trips in the semester, due to validated medical emergencies, 

will be accommodated on later trips in the semester, whenever possible.   

 Failure to sign up for a trip, or failure to show up for the trip chosen, will result in the student’s 

forfeiture of a weekend cultural excursion. There are no refunds. 

 Students wishing to do so may attend a second or third trip during the fall and spring semesters 

provided that all other students have had an opportunity. Second and third trips must be paid for 

separately, in Student Accounts.  
 

MADRID CAMPUS HOUSING REGULATIONS  
 
INTRODUCTION 

Suffolk University sponsored housing is a complementary service of the University. As a user of 

this service and as a member of the SUMC housing community, it is essential that the student re-

spect the rights of others in the community, as well as University and private property. 

All SUMC housing accommodations and SUMC excursion hotels will be considered as part of the 

Campus. SUMC behavior rules and disciplinary procedures will apply to these settings. 

Accepting a place in University housing implies the student’s absolute conformity with 
the rules established in the present Regulations. No allegations whatsoever will be accept-
ed against these Regulations for supposed ignorance of or noncompliance with them.  
 

I. RIGHTS 
Students living in SUMC accommodations have the following rights: 

 The right to silence and rest.  

 The right to privacy.  

 The right to confidentiality. 

 The right to free expression of opinions.  

 The right to respectful and dignified treatment.  

 The right to exercise their freedoms, without infringing on the rights of others.  

 The right to receive all stipulated services. 

 The right to be duly informed regarding all matters related to their situation in University-

sponsored housing.  
  
II. FACILITIES 

a) In shared apartments, Suffolk University encourages students to establish their own rules 

for community life, which allow them mutual respect. Thus, students are free to determine their 

own schedules for cleaning, use of bathrooms, garbage removal, and use of appliances. In all cas-

es, the rules established for shared apartments must meet and comply with the minimum requi-

sites of these Regulations. 

mailto:amy@suffolk.es
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HOUSING INVENTORY CHECKLIST 

Students will need to complete the housing inventory checklist form (which will be provided by our 

Housing Coordinator after Orientation), noting the condition of the room and its furnishings, and 

return it to the Housing Coordinator within 5 days of moving in. This inventory form is for your 

own protection, as it helps to establish the condition of your housing assignment at the time of your 

arrival. 

b)  In families, students must be committed to actively participate in family life, behaving as 

one more member in the family and taking part in domestic chores as much as possible. 

c) In residences, students must comply with the internal regulations and Suffolk University 

Housing Rules. 

 

 

 

 

 

 
 

III. CONDUCT 

Residents must comply with the following requisites, at all times being fully responsible for the 

consequences which result from their actions:  

 Students must make every effort to integrate into the spirit of residences, shared apartments 

and families, and actively collaborate in community life, promoting activities and participating 

in those that are organized.  

 Students must respect all Suffolk University regulations. 

 Students must demonstrate behavior which reflects a spirit of academic, social and civic re-

sponsibility, both within and outside of University sponsored housing. 

 Students must maintain respectful attitudes and behaviors towards roommates regarding 

shared space, personal possessions, and right to privacy and quiet. 

 In the common areas, students must use adequate attire that will not be offensive or embar-

rassing to others.  

 

IV.  HEALTH AND SAFETY POLICY 

It is against SUMC regulations to: 
 

 Tamper with fire or other safety equipment.  
 Possess flammable items, appliances or other items that may be considered a fire hazard in any 

way.  
 Smoke in any part of a SUMC-sponsored housing or building including common areas such as 

hallways and elevators.  
 Start or cause a fire in any SUMC-sponsored housing or building. 
 Cause a false fire or safety alarm in any SUMC-sponsored housing or building.  
 Possess weapons or items that resemble weapons.  
 Throw objects or any substance from, into, or onto SUMC-sponsored housing windows, 

doors, walls, terraces, ledges, roofs or other areas.  

 Bring unauthorized furniture into your SUMC-sponsored housing or building.  
 Tamper with devices and furnishings, such as windows, doors, shutters, cranks, stops, locks, 

door and smoke detectors, or closing devices.  
 Install an unauthorized lock on a bedroom, bathroom, or front door.  

 Leave residence room doors open when not present in the room and/or fail to lock the room 
door.  
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 Enter without authorization, or contribute to the unauthorized entry of another individual, 

into SUMC-sponsored housing. This includes fraudulent attempts (misrepresentation, using 
false identification, etc.), to enter or to allow another individual to enter any SUMC-sponsored 
housing. 

 

Failure to abide by the Housing Guidelines for the student’s assigned SUMC-sponsored 

housing, or any others related to Housing in Section 4, Student Conduct, of this Hand-

book will result in disciplinary actions, including expulsion from SUMC housing facili-

ties and/or the University. 

 

V. ADDITIONAL REGULATIONS 

a) Inspection period. The student has a period of 7 days to carefully examine the facility and 
ask for a change of housing. After this period, if there is no formal complaint, it will be as-
sumed that s/he agrees with all conditions of his/her housing assignment. S/He accepts that 
s/he will not be moved to another housing facility by Suffolk University Madrid, S.L.U., 
during the academic period, except in case of Force Majeure (serious household break-
downs, such as ongoing general power outages, insect infestation), and s/he will not be enti-
tled to a refund of the housing fees.  

 

In any of the preceding cases, the student will channel any Change of Housing Request in 
writing to the SUMC Housing Coordinator, who will reach a final decision within 5 days of 
receiving the request. This decision will be final. 
 

If a student leaves the housing assignment, without justified cause, s/he will be responsible 
for compensating the host family, according to the terms of the signed housing contract. 

b) Guest Policy. NO OVERNIGHT GUESTS ARE ALLOWED. For details on other guest 
policies, please consult the specific guidelines for the different housing options here: 
www.suffolk.es/academics/18412.php. 

c) Moving. A housing change is allowed only when justifiable reasons exist (see a) above), 
there is available space, and when students and the Housing Department reach an agree-
ment, following the moving procedure or by signing a document that excludes SU liability. 
Students are not allowed to change housing assignment on their own; if they proceed to do 
so without SU formal authorization, they will have to compensate the landlord/owner of the 
housing facility. 

d) Space in a double room to which only one student has been assigned, for the time being, re-

mains available to SUMC in case a later assignment to another student becomes necessary. 

Students requiring a single room because of special needs must be authorized by the Office 

of Disability Services prior to the beginning of the semester. 

e) Students’ belongings. Each student is responsible for his/her own belongings. The Uni-

versity cannot be responsible for any loss or damage caused to student property, or any 

property lost or stolen. At the end of the academic year or the semester, the residents will 

vacate their rooms, taking with them all of their personal possessions. Storage of property 

will not be allowed in the residences or apartments. The Housing Department will take full 

possession of any abandoned property, with the assumption that the resident has renounced 

its possession.  
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f) Entry to housing facilities. The student understands and accepts that authorized University per-

sonnel may enter student rooms or other areas of the housing facilities without notice for   

the following reasons: fire, health and safety inspections, inspection for damage, and/or or other 
emergency purposes. The University also reserves the right to enter a student's room/common 
area if there is a reasonable cause to believe that violation of University policies, rules or regula-
tions or of the law has occurred. Housekeeping staff may enter each room on a regular basis for 
cleaning purposes. 

 

VI. FINANCIAL ASPECTS OF UNIVERSITY HOUSING 

 The areas of management and economic mediation of SUMC university-sponsored housing are 
overseen by the University Housing Department.  

 If keys are lost, residents must pay for their replacement and for all other necessary expenses.  

 The University is not responsible for any objects or money that might be stolen within the housing 
premises. It is recommended that residents not leave their property in the common areas. 

 

VII. HOUSING REFUND POLICY (Fall/Spring) 

Students who leave University housing will need to communicate this to the SUMC Housing Coordi-
nator. When a student withdraws from the University, cancelling his/her registration from all of his/
her courses, it is understood that he or she is also leaving University housing on the date stated in the 
withdrawal form submitted to the SUMC Director.  
 

If the student is expelled from University housing for disciplinary reasons, no refund of the Housing 
Fee will be issued. 
 

The following schedule is based on the date of withdrawal on the withdrawal form: 

  * According to official SUMC calendar 

** For the SUMMER SESSION, all fees, excluding  

tuition, will be non-refundable 15 days or less prior to the first day of classes.  
 

VIII. CHECK-OUT POLICY 

1. Students in SUMC-sponsored housing are expected to treat their accommodations with respect 

and, at departure, to leave them as they found them.  

2. All students in SUMC-sponsored housing are equally responsible for damages caused to the prop-

erty at the facility where they live. Students sharing the same facility will be charged equally for 

any damages caused, unless there is any evidence of the person/s who has/have caused them, as 

per their respective housing guidelines. If a student loses the key of a housing facility and the 

property owner decides to change the lock, the student will be charged for the total cost of the 

replacement. 

3. Students who withdraw from University housing before or during the semester will forfeit a per-

centage of their housing fees, according to the published calendar. 

WITHDRAWAL PERIOD 
% OF HOUSING 

FEE REFUNDED 

Between 15 days before arrival date and 14 days after arrival date*, ** 70% 

Within the calendar month of arrival date* 50% 

After the first calendar month of arrival date* 0% 
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2017-2018 HOUSING DAMAGE AND REPLACEMENT CHARGES 

ITEM TO BE REPLACED 

Note: Items may vary from one housing placement to another  
COST in EUROS 

KITCHEN   

Microwave 70 

Coffee Machine 30 

Iron 30 

Ironing Board 30 

Clothes Rack 30 

Washing machine 300 

Dishwasher 300 

Fridge 300 

Oven 200 

Stovetop 200 

Glasses, dishes, silverware (per piece) 5 

Serving dishes, pitchers, dish rack (per piece) 10 

Frying pans, saucepans (per piece) 20 

Cooking utensils (per piece) 5 

LIVING ROOM   

Table 100 

Chair 50 

Sofa 400 

TV 250 

TV Remote 20 

Lamp 30 

Curtains 50 

Shelves 50 

Cushion 20 

Sofa cover 80 

Picture / decorative item 70 

Armchair 150 

BEDROOM   

Bed Frame / slats 150 

Mattress 160 

Mattress cover 50 

Sheets / Bed linens (set) 75 

Duvet /  Bed spread 100 

Pillow 30 

Bedside Table 45 

Lamp 20 

Curtains 50 

Desk 100 

Desk Chair 50 

Towels (set) 40 
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SMOKING POLICY 

Suffolk University Madrid is a smoke-free campus. Those who wish to smoke must do so out-

side the main gate on Calle de la Viña. 

  
SPORTS 

All Suffolk University Madrid Campus students may join the sports program of the Univer-

sidad CEU San Pablo. The available disciplines range from intramural competitions to varsity 

teams that compete in the Madrid and Spain university leagues. 
 

In addition, the Campus has a special relationship with a nearby gymnasium which students 

can use at a discount rate. 

BATHROOM   

Showerhead 20 

Faucets 40 

Toilet/Bidet 120 

Cap toilet 35 

Mirror 50 

Wash basin 120 

Shower basin 200 

Shower stall 150 

Tiles (per piece) 20 

ADDITIONAL   

Painting (per room) 150 

Fumigation (per room) 150 

Portable fan / cooler 50 

Radiator 200 

Extra cleaning (per room) 50 

Other (drawers, doorknobs, baseboards, coatracks, closets) 50 
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SECTION 4  
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SUMC COMMUNITY STANDARDS & STUDENT CONDUCT SYSTEM 
 

Suffolk University Madrid Campus (SUMC) has established its Community Standards based on 
those of Suffolk University Boston (available at www.suffolk.edu/studenthandbook/60962.php), 
to promote and maintain an academic environment that is consistent with the mission of the 
University. The norms in effect for SUMC are adapted to the context of life and study in a for-
eign environment, in keeping with Spanish laws and ordinances. The SUMC Student Conduct 
System addresses alleged violations of the SUMC Community Standards. Students are expected 
to carefully review the SUMC Community Standards outlined in this document and are required 
to comply with said Standards. Students will be held accountable for violations. Sanctions will 
range from a warning to removal from University housing to dismissal from the University to the 
withholding or the revocation of a degree. Minimum sanctions have been established for certain 
violations. 
 
Guiding Principles of the Community Standards and the Student Conduct System 
To enter Suffolk University is to accept an invitation to participate in a learning environment in 
which students are educated to become lifelong learners as well as professionals who lead and 
serve the communities in which they live and work. Choosing to become a member of this com-
munity requires members to respect and contribute to a genuine community of student, faculty, 
and staff learners who are mutually supportive and respectful. By voluntarily choosing to affiliate 
themselves with Suffolk University, students acknowledge, accept, and agree to comply with the 
responsibilities outlined in the Community Standards. The Suffolk University Community holds 
high expectations of how members live and interact with one another. Respect for oneself and 
respect for others lie at the heart of the Community Standards. Since its inception in 1906 as the 
Suffolk School of Law, the University has supported and encouraged diversity in a challenging, 
supportive environment for motivated and capable students from various backgrounds and cul-
tures. As such, the Suffolk University Community Standards established for student members of 
the Suffolk Community are not always exactly the same as those standards that apply to individu-
als within society at large. Students are accountable for their actions as a necessary part of com-
munity life. The University’s Community Standards go beyond what is simply required for public 
order. 
 

Suffolk University has sought to educate students who—as leaders in law, business, and profes-
sional and civic life—will live by the highest intellectual and ethical standards. In search of this 
ideal, Suffolk strives to create an environment in which learning is a shared responsibility that is 
pursued in classrooms, studios, and laboratories; internships and study abroad programs; co-
curricular and extracurricular activities; athletic fields; residence halls; and the city of Boston and 
beyond. The Suffolk University Community Standards and other policies are intended to con-
tribute to the education and growth of student members of the campus community. The Univer-
sity will hold students accountable for their actions as a necessary part of community life. 
 
Violation of Law and College Discipline 
Student conduct may violate federal, state, or local law and/or the Suffolk University Communi-
ty Standards or those of SUMC. Violations may be addressed through the Student Conduct Sys-
tem, the civil or criminal court system, or both. When student conduct may have violated federal, 
state, or local law, Suffolk University may take action against a student through the Student Con-
duct System prior to, simultaneously with, or following civil or criminal proceedings at the dis-
cretion of the assistant dean of students, or designee. 
 

http://www.suffolk.edu/studenthandbook/60962.php
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Determinations made or sanctions imposed under the Student Conduct System will not be 
subject to change when civil claims or criminal charges regarding the same incident are re-
solved in favor of the student defendant. However, the University reserves the right to impose 
additional sanctions if a student is found liable or guilty in a civil or criminal proceeding. 
 

Students involved in civil and/or criminal proceedings related to student conduct that may 
violate the Community Standards are responsible for all costs associated with the civil or crim-
inal proceeding. 
 

The University cooperates with law enforcement and other agencies in the enforcement of 
civil or criminal law on campus and with any conditions that may be imposed by civil or crimi-
nal courts, including, but not limited to those related to the rehabilitation of student violators, 
provided the conditions do not conflict with campus rules or sanctions. 
 
Jurisdiction 
 

The SUMC Community Standards and Student Conduct System apply to the conduct of any 
student or individual: 

 who is enrolled in or accepted for an academic course or program at SUMC, regardless of 
credits carried; or 

 who withdraws from SUMC after allegedly violating the SUMC Community Standards. 
 
The SUMC Community Standards and Student Conduct System also apply to any student 
group or organization active at SUMC. 
 

The SUMC Community Standards and Student Conduct System apply to conduct that occurs 
on or off-campus including, but not limited to, conduct at University-sponsored activities, 
during all programs such as internships and off-campus study or field trips, and to conduct 
that adversely affects the SUMC community or the pursuit of its objectives, or calls into ques-
tion the suitability of a student as a member of the SUMC Community. 
 

Each student is responsible for his/her conduct from the time of acceptance of admission 
through the duration of study at SUMC, even though the conduct may occur before classes 
begin or after classes end, as well as during the academic year or during periods between terms 
of actual enrollment, and even if the conduct is not discovered until after a degree is awarded. 
 

The SUMC Community Standards and Student Conduct System apply to a student’s conduct 
even if the student withdraws from SUMC or the University while a complaint is being inves-
tigated or adjudicated. 
 

The SUMC Director, or designee, will decide, on a case-by-case basis, whether the SUMC 
Community Standards and Student Conduct System will be applied to conduct occurring off 
campus. 
 

Students are responsible for the consequences of their actions even when the conduct may 
have been influenced by their physical or emotional state. 
 

Students are responsible for the consequences of their actions even when the conduct may 
have been influenced by their use of alcohol or other drugs. 
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A disciplinary hold may be placed on a student’s educational record when a student does not 
respond to the request of a University representative to attend a meeting or administrative 
hearing or does not comply with a conduct sanction. Students with a disciplinary hold may not 
be permitted to register for courses, receive a diploma, add or drop courses, or participate in 
other University activities. 
 

If a student fails to pay a conduct fine by the due date, the fine and any penalties may be add-
ed to the student’s account. Policies for the payment of student accounts are managed by Stu-
dent Accounts. 
 
PROHIBITED CONDUCT 
The following types of conduct constitute violations of the SUMC Community Standards and 
will be subject to action and sanctions as outlined in the Student Conduct System. 
 

1. Acts of Dishonesty 
 

1.01 Furnishing false information to a University representative or law enforcement, fire, or     
other agency. 

1.02 Misrepresenting oneself as another or possession or alteration of an ID card or instru-
ment of identification. 

1.03 Forgery, alteration, or misuse of any University document, including admissions docu-
ments and/or recommendations, other record or instrument of identification. 

1.04 The possession, creation, use and/or distribution of false identification. 

 

2. Personal Conduct 
 

2.01 Violation of any federal, state, or local law. 

2.02 Conduct that affects the student’s suitability as a member of the University community. 

2.03 Participation in the disruption or obstruction of teaching, research, administration, living 
or other University activities. 

2.04 Attempted or actual theft, removal, damage, alteration, or vandalism to space and/or 
property, including lounge furnishings, of the University or others. 

2.05 Failure to comply with the request of a University representative or law enforcement, fire, 
or other public officials acting in the performance of their duties, or failure to identify 
oneself to these persons when requested to do so. 

2.06 Unauthorized possession, duplication, or use of keys or access cards to any University 
premises or tampering with locks. 

2.07 Failure to abide by the Policy Against Gambling.  

2.08 Conduct that is lewd or indecent such as streaking, public urination, public defecation, or 
public nudity. 

2.09 Failure to abide by the Scheduling University Events Policy, as applicable to SUMC. 

2.10 Failure to abide by the Solicitation Policy, as applicable to SUMC. 

2.11 Failure to abide by the SUMC housing or visitor policies, as applicable to SUMC housing 
venues and stipulated in students’ individual housing contracts. 

2.12 Failure to abide by the Good Neighbor Policy, as applicable to SUMC and living in Ma-
drid. 

2.13 Inappropriate communication with members of the SUMC community. 

 

http://www.suffolk.edu/studenthandbook/19874.php
http://www.suffolk.edu/studenthandbook/17842.php
http://www.suffolk.edu/studenthandbook/17836.php
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2.14 Failure to abide by the Posting Policy, as applicable to SUMC. 

2.15 Unauthorized use of the Suffolk University name, logo, mascot, or other symbol. 

2.16 Unauthorized use of Suffolk University directories. 

2.17 Participation in the disruption or obstruction of the free flow of pedestrian or vehicular 
traffic or participation in the disruption, obstruction, or interference with the duties of 
law enforcement, fire departments, or other public service agencies. 

2.18 Failure to comply with a published and/or distributed departmental policy or directive 
not specified in the Student Handbook. 

2.19 Failure to abide by the Joint Responsibility Policy, as applicable to SUMC. 

2.20 Unauthorized housing change or room assignment, as stipulated in students’ individual 
SUMC housing contracts. 

 

3. General Safety 
 

3.01 Trespassing, tampering with, and/or unauthorized entry to or use of SUMC premises or 
property including, but not limited to, roofs, elevators, or balconies. 

3.02 Creating or participating in a fire hazard or a situation that endangers others, including 
but not limited to: false reports of fire or bombs; possession of fireworks or other highly 
combustible items; failing to evacuate; use of candles (lit or unlit) or an open flame; 
blocking, propping, or obstructing doors, hallways, stairwells, or community areas; tam-
pering with, misusing, covering, damaging, or removing fire safety equipment; or violat-
ing the Residence Life & Housing Fire Safety Policy, as applicable to SUMC. 

3.03 Throwing objects from windows, roofs, or balconies or failure to abide by norms stipu-
lated in SUMC housing contracts. 

3.04 Failure to abide by the University Weapons Policy or Spanish laws governing weapons. 

3.05 Improper use of SUMC or SUMC-leased/rented vehicles. 

3.06 Failure to abide by SUMC or SUMC housing procedures for emergencies. 

3.07 Possession or care of pets in SUMC property or Campus-sponsored housing. 

3.08 Unauthorized sports play in SUMC buildings, facilities, or SUMC-sponsored housing, 
including, but not limited to, wrestling, playing Frisbee or catch, and/or the use of roller-
blades, roller skates, skateboards, and/or bicycles in SUMC buildings and housing ven-
ues. 

3.09 Possession, storage or use of a self-defense spray/mace counter to Spanish laws regard-
ing the same. 

3.10 Use, possession, storage or charging of self-balancing battery powered devices or vehicles 
such as, but not limited to, self-balancing motorized boards, hoverboards, Swagways, 
electric skateboards, self-balancing scooters, and Segways on SUMC premises or in 
SUMC-sponsored housing venues.  

 

4.  Physical or Emotional Health 
 

4.01 Physical assault or verbal abuse, threats, intimidation, harassment, or coercion, including, 
but not limited to, any conduct that threatens or endangers the emotional/physical 
health or safety of oneself or another person. 

 

http://www.suffolk.edu/studenthandbook/19874.php
http://www.suffolk.edu/studenthandbook/17843.php
http://www.suffolk.edu/studenthandbook/54958.php
http://www.suffolk.edu/studenthandbook/20250.php
http://www.suffolk.edu/studenthandbook/17844.php
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4.02 Any action that insults, stigmatizes, threatens, or endangers another individual or that 

subjects another person to physical or emotional injury, because of that individual’s race, 
gender, gender identity, gender expression, genetic information, disability, age, marital 
status, religion, color, national or ethnic origin, military or veteran status,  or other per-
sonal characteristic as protected by U.S. or Spanish law. 

4.03 Failure to abide by the Policy Against Discrimination and Harassment, as applicable to 
SUMC. 

4.04 Failure to abide by the Non-proselytizing Policy, as applicable to SUMC. 

4.05 Failure to abide by the Policy Against Hazing, as applicable to SUMC. 

 

5.  SUMC Housing Policies 
 

5.01 Failure to abide by the SUMC Housing Policy pertinent to the student’s individual SUMC
-sponsored housing placement and stipulated in his/her housing contract. 

 

6.  Alcohol and Other Drugs 
 

6.01 Being in the presence of alcohol while under the age of 18, and/or in the presence of al-
cohol in any SUMC-sponsored housing venue regardless of age, and/or being in the 
presence of alcohol at a Suffolk Madrid Campus function where alcohol has not been 
authorized. 

6.02 Use or possession of alcohol while under the age of 18, and/or use or possession of alco-
hol in any SUMC-sponsored housing venue regardless of age, and/or being in the pres-
ence of alcohol at a Suffolk Madrid Campus function where alcohol has not been author-
ized. 

6.03 Distribution of alcohol. 

6.04 Hosting a gathering where prohibited drinking has occurred or a common source of alco-
hol is present. 

6.05 Failure to abide by the University Smoking Policy, as applicable to SUMC. 

6.06 Being in the presence of illegal drugs. 

6.07 Use and/or possession of illegal drugs, including but not limited to, marijuana and/or 
synthetic marijuana. 

6.08 Manufacturing and/or distribution of illegal drugs or medication prescribed to another. 

6.09 Being under the influence of illegal drugs or medications prescribed to another. 

6.10 Possession of alcohol paraphernalia. 

6.11 Possession of drug paraphernalia. 

6.12 Sale and/or transfer of one’s own prescribed medication to another or the possession, 
use, sale and/or transfer of another’s prescribed medication. 

6.13 Intoxication of person, whether student or guest of a student, or being in the presence of 
alcoholic beverages in any campus building or property controlled by SUMC (including 
SUMC-sponsored housing), regardless of age. 

6.14 Materials and social media posts that encourage any form of alcohol abuse or place any 
emphasis on quantity and frequency of use. Portrayal of the consumption of alcoholic 
beverages in any materials or social media posts as the focus of any function. Portrayal of 
alcohol as a solution to personal or academic problems, or as necessary for social, sexual 
or academic success.  

http://www.suffolk.edu/studenthandbook/17825.php
http://www.suffolk.edu/studenthandbook/19871.php
http://www.suffolk.edu/studenthandbook/17829.php
http://www.suffolk.edu/studenthandbook/17824.php
http://www.suffolk.edu/studenthandbook/17841.php
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7.  Computer and Network Systems 
 

7.01 Attempted use or use of electronic devices that invade a person’s privacy. 

7.02 Unauthorized transfer of a file such as but not limited to a Blu Ray DVD, DVD or CD, 
or violation of the University Copyright Policy. 

7.03 Failure to abide by University Computing Policies, as applicable to SUMC. 

7.04 Attempted or unauthorized use of another individual’s identification or password or 
computer equipment. 

7.05 Use of computing facilities to send obscene, abusive, harassing or threatening messages. 

7.06 Failure to abide by SUMC norms for the use of computing and information technology 
resources as stipulated on this handbook. 

 

8.  Abuse of the Student Conduct System 
 

8.01 Failure to obey a notice from a Suffolk Madrid Campus representative to appear for an 
administrative hearing. 

8.02 Falsifying, distorting, concealing or misrepresenting information in connection with the 
Student Conduct System. 

8.03 Submitting or corroborating a false written complaint or withholding information in con-
nection with the Student Conduct System. 

8.04 Disruption or interference with the orderly operation of a discipline proceeding. 

8.05 Attempting to discourage an individual’s proper participation in or use of the Student 
Conduct System. 

8.06 Attempting to influence the impartiality of the hearing officer. 

8.07 Harassment or intimidation of a complainant, charged student, witness, or hearing officer 
in connection with an administrative hearing. 

8.08 Failure to comply with a sanction imposed under the Student Conduct System. 

8.09 Influencing or attempting to influence another person to commit an abuse of the Student 
Conduct System. 

 

STUDENT CONDUCT SYSTEM 
 

The Suffolk University Dean of Students is responsible for the overall administration of the 
Community Standards and Student Conduct System. The Dean of Students, or designee, is 
authorized to delegate responsibilities to others and will appoint hearing officers to conduct 
administrative hearings. Under his/her direction, the assistant dean of students has been 
charged with the day-to-day responsibility for the administration of the Community Standards 
and Student Conduct System. At the Suffolk Madrid Campus, and in collaboration with the 
Office of Student Affairs, the SUMC Director, or designee, will develop and maintain policies 
and procedural rules for the administration of the SUMC Student Conduct System consistent 
with the provisions of the SUMC Community Standards. 
 

If a written complaint involves more than one charged student, the hearing officer, at his/her 
discretion, may determine whether an administrative hearing concerning each student will be 
conducted separately or jointly.  
 

Students are required to attend administrative hearings. 
 

http://www.suffolk.edu/studenthandbook/17826.php
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Administrative hearings are not open to the public. Therefore, members of the Suffolk University 
community who are not directly involved in the incident and friends, parents, partners, siblings, 
legal counsel and others are not permitted in the room where the administrative hearing takes 

place but may wait nearby for support purposes. 
 

Students will be held accountable for violation such as the failure to obey a notice from a Univer-
sity representative to attend a meeting and/or appear for an administrative hearing; falsifying, dis-
torting, or misrepresenting information at an administrative hearing; submitting or corroborating 
a false written complaint or withholding information; attempting to discourage an individual’s 
proper participation in or use of the Student Conduct System; attempting to influence the impar-
tiality of the hearing officer; harassment or intimidation of a complainant, witness, or hearing of-
ficer in connection with an administrative hearing; failure to comply with a sanction imposed un-
der the Student Conduct System; or influencing or attempting to influence another person to 
commit an abuse of the Student Conduct System. 
Formal rules of process, procedure, or evidence such as those applied in civil or criminal courts 
are not used in the Student Conduct System. 
  
Hearing officers will recuse themselves from a case when appropriate. 
 

Decisions resulting from an administrative hearing will be final, pending the appeal process. 
 

Student conduct that warrants sanctions may result in forfeiture of all Suffolk scholarships, finan-
cial aid, or monies paid. 

 
INITIATION OF DISCIPLINARY PROCEEDINGS 
Any individual member of the SUMC community may submit a written complaint alleging a stu-
dent violated the SUMC Community Standards. Complaints may also be submitted on behalf of 
the University. 
 

The written complaint will be directed to the SUMC Director or designee. A written complaint 
must be submitted within 30 SUMC working days of the incident. 
 

Upon receiving a written complaint, the SUMC Director, or designee, may take one or more of 
the following steps: 
 

 Offer a student the opportunity to accept responsibility for a violation of the SUMC Commu-
nity Standards by signing a waiver and accepting sanctions; 

 Conduct an investigative hearing which includes notifying a student that he/she has been 
charged with a violation(s) of the SUMC Community Standards and must attend or schedule 
an administrative hearing; 

 Dismiss the written complaint, such disposition being final and with no subsequent action; 
and/or  

 Impose interim restrictions. 

 
Waiver to Forgo an Administrative Hearing and Accept Responsibility for Violating the 
SUMC Community Standards and Accept Sanction(s). 
A hearing officer may offer a student alleged to have violated the SUMC Community Standards a 
waiver to forgo an administrative hearing. By signing a waiver, the charged student accepts re-
sponsibility for violating the SUMC Community Standards and agrees to complete a sanction as 
determined by the hearing officer. The student waives his/her right to an administrative hearing 
and may not appeal the determination or sanctions.  
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ADMINISTRATIVE HEARINGS 

An administrative hearing will be conducted by a hearing officer appointed by the SUMC Di-
rector, or designee. 
 

The purpose of an administrative hearing is to review information gathered from a charged 
student, complainant, and/or witnesses or others with information or knowledge of the inci-
dent so that the hearing officer can make a determination as to whether the charged student 
violated the SUMC Community Standards. 
 

The charged student will be notified that a written complaint has been received and that he/
she must schedule or appear at a predetermined time for an administrative hearing. Notifica-
tion is deemed to have occurred on the date on which the notice to appear is mailed, an e-mail 
is sent, a telephone conversation takes place, or a written message is delivered advising the stu-
dent of this information. 
 

Notice of the charges for an administrative hearing will be in writing and will include the date 
by which the student alleged to have violated the SUMC Community Standards must schedule 
the administrative hearing or will include the date, time, and location of the hearing the stu-
dent is required to attend. 
 

After being notified that he/she must schedule an administrative hearing, the charged student 
must do so within three (3) business days of such notification. The charged student is encour-
aged to schedule the administrative hearing as soon as possible. 
 

After being notified that he/she must attend the administrative hearing at a predetermined 
time, the charged must attend the administrative hearing. 
 

Administrative hearings may be recessed at any time at the discretion of the hearing officer. 
 

In the absence of compelling circumstances as determined by the hearing officer, if a charged 
student does not schedule an administrative hearing or appear at an administrative hearing 
scheduled for a predetermined time, the administrative hearing will be held in the student’s 
absence. The hearing officer will issue a decision and sanctions will be imposed, if appropriate. 
 

Generally, but not always, the order of an administrative hearing will proceed as follows: 
 

 Introduction 

 Reading of the charges 

 Opening statement from the charged student 

 Questioning by the hearing officer 

 Closing statement from the charged student. 
 

If the University is the complainant, an authorized representative of the University shall serve 
as the complainant. 
 

The charged student may provide the names of up to four (4) witnesses with knowledge of the 
incident at least one (1) business day prior to the administrative hearing. Character witnesses 
are not permitted. The hearing officer will decide, in his/her sole discretion, whether to seek 
to obtain information from witnesses. 
 

All procedural questions and decisions are subject to the final decision of the hearing officer. 
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Decisions of the hearing officer will be made based upon a determination of whether it is es-
tablished, by a preponderance of the evidence, that the charged student violated the SUMC 
Community Standards. 
 

After the administrative hearing concludes, the hearing officer will determine whether the 
charged student violated each section of the SUMC Community Standards that the student is 
alleged to have violated. 
 

The charged student will be notified in writing of the decision and sanction(s) imposed, if any. 
Notification is deemed to have occurred on the date on which a document is mailed, an e-mail 
is sent, or a written message is delivered. 
 

A charged student will be entitled to: 
 

 Receive written notice of charges; 

 Receive a copy of the incident report within one (1) business day of the written request for 
a copy. Names of other individuals in the report will be removed consistent with applica-
ble law. 

 Be notified of the date, time, and place of the charged student’s administrative hearing; 

 Receive notice of the fact that the charged student’s failure to schedule an administrative 
hearing by the due date or appear for an administrative hearing may result in the adminis-
trative hearing being conducted in the absence of the charged student; 

 Provide the names of up to four (4) witnesses with knowledge of the incident at least one 
(1) business day prior to the administrative hearing. The hearing officer will decide, in his/
her sole discretion, whether to seek to obtain information from witnesses; 

 Decline to answer any questions or make any statements during an administrative hearing. 
The outcome of the administrative hearing will be based on the information or lack there-
of presented at the administrative hearing and information gathered through an investiga-
tion (if applicable); 

 Be informed in writing of the decision and sanction, if any; and 

 Request in writing an appeal of the decision resulting from an administrative hearing no 
later than two (2) business days after the date of the determination letter. 

 
The date of the request for the appeal is the date on which a document is mailed, an e-mail is 
sent, or a written message is delivered. A charged student is entitled to one appeal. 
 

SANCTIONS 
In determining a sanction, the hearing officer may consider all relevant information, including, 
but not limited to, the charged student’s present demeanor; past disciplinary record; the nature 
of the misconduct; and the severity of any damage, injury, or harm resulting from the miscon-
duct. Sanctions do not become effective until the appeals process is completed; however, any 
interim sanctions imposed remain in effect during the pendency of a hearing and/or an ap-
peal. Some University policies specify sanctions for violations. See individual policies for re-
quired sanctions, if any. 
 

The hearing officer may impose the following sanctions on any student found to have violated 
the SUMC Community Standards: 
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 Warning: A notice, either verbal or written, that the student is violating or has violated SUMC 
regulations, must cease the conduct immediately, and that continuation or repetition of 
wrongful conduct may be cause for more severe disciplinary action. 
 

Parental Notification: SUMC may notify parents/guardians when students under the age of 
21 have been found responsible for violating the Madrid Campus’s alcohol or other drug poli-
cies, or when there is a serious health or safety issue regarding a student. 
 

Loss of Privileges: Denial of specified SUMC privileges and/or SUMC-sponsored housing 
for a designated period of time, which may include, but is not limited to, denial of access to 
any campus facility, activity, event, class, or program. This includes, but is not limited to, or-
ders prohibiting the student from having contact with a member of the SUMC community. 
This also includes, but is not limited to, loss of privileges in SUMC-sponsored housing includ-
ing but not limited to: guest privileges, early arrival/late stay status, vacation period housing, 
or removal from a floor, room, building or host family assignment. Should space in other 
SUMC-sponsored housing not be immediately available, relocation may take place at an ar-
ranged time. 
 

Confiscation of Property: Confiscation of items that SUMC determines are inappropriate for 
the Campus setting. 
 

Fines: Financial sanction. 
 

Restitution: Compensation for loss, damage, or injury. This may take the form of appropriate 
service or monetary or material replacement. 
 

Campus Service: Assignment of an appropriate service project that will benefit the SUMC 
community, responsible student, or others. 
 

Educational Program or Project: Required attendance at the student’s expense at an educa-
tional workshop or completion of an educational project that will benefit the SUMC commu-
nity, responsible student, or others. 
 

Referral: A student may be referred to Suffolk University Counseling, Health and Wellness, 
Student Affairs, Center for Learning & Academic Success or another appropriate office or lo-
cal agency for consultation or assessment. 
 

De-enrollment from a Course and/or Academic Program: A student may be de-enrolled 
from a course and/or an academic program. In such cases, tuition and fees for the course will 
not be refunded to the student. 
 

Order of No Contact: an order that restricts communication/contact between two or more 
parties. 
 

Disciplinary Probation: A period of time during which a student’s behavior is subject to ex-
amination. 
 

Strict Disciplinary Probation: A period of time during which a student’s behavior is subject 
to close examination. In addition, the student may be excluded from participation in some or 
all social and/or extracurricular activities, including, but not limited to, representing the Uni-
versity, participating in intercollegiate athletics, holding elected or appointed office in the Stu-
dent Government Association or other student organization, or studying abroad. 
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Housing Relocation: Required reassignment to another SUMC-sponsored housing venue. 
 

Deferred Loss of Housing: Warning that if the student is found responsible for violating the 
SUMC Community Standards during a specified period of time, the student may be immedi-
ately removed from SUMC-sponsored housing for a specific period of time, after which the 
student may reapply for housing.  
 

Loss of Future Housing: The student is prohibited from participating in SUMC-sponsored 
housing until the date specified or indefinitely if no date is specified. 
 

Housing Suspension: Separation of the student SUMC-sponsored housing venues for a spe-
cific period of time, after which the student may reapply for housing. The student may not ap-
ply for SUMC-sponsored housing for the following year or be on the housing waitlist while on 
Housing Suspension. Reapplication for housing does not guarantee the student will receive 
SUMC-sponsored housing. Conditions for returning to SUMC-sponsored housing may be 
specified. 
 

Housing Dismissal: Permanent separation of the student from SUMC-sponsored housing. 
 

Deferred University Suspension: A warning that if the student is again found responsible 
for violating the SUMC Community Standards during a specific period of time, the student 
may be immediately suspended from SUMC for a specific period of time, after which the stu-
dent may reapply. Conditions for return may be specified. This sanction will be applied fol-
lowing consultation with and approval by the assistant dean of students. 
 

University Suspension: Suspension of the student from SUMC and/or the University for a 
specified period of time, after which the student may apply to return. Conditions for return 
may be specified. This sanction will be applied following consultation with and approval by 
the assistant dean of students. 
 

Deferred University Dismissal: Warning that if the student is again found responsible for 
violating the SUMC Community Standards during a specific period of time, the student may 
be immediately dismissed from SUMC and/or the University. This sanction will be applied 
following consultation with and approval by the assistant dean of students. 
 

University Dismissal: Permanent separation of the student from SUMC and/or the Univer-
sity. This sanction will be applied following consultation with and approval by the assistant 
dean of students. 
 

Revocation of Admission or Degree: Admission to the University or a degree awarded 
from the University may be revoked for fraud, misrepresentation, or other violation of the 
University’s Community Standards in obtaining the degree or for other serious violations 
committed by a student prior to graduation.  
 

Withholding Degree: The University may withhold awarding a degree otherwise earned until 
the completion of the disciplinary process, including any investigation, set forth in the Student 
Conduct System, including the completion of all sanctions imposed, if any. 
 

Student Organization Recognition in Jeopardy: A warning that if the student organization 
is found responsible for violating the SUMC Community Standards during a specified period 
of time, the student organization’s recognition may be immediately revoked. 
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Loss of Recognition: During a specific period of time, a recognized student organization 
may not associate itself with the University by using the University name, facilities, or other 
rights and privileges of recognized student organizations, after which the organization may 
reapply for recognition. There is no guarantee re-recognition will be granted. If re-recognition 
is granted, conditions for re-recognition may be specified. 
 

More than one of the sanctions listed above may be imposed for any single violation. Other 
sanctions may be imposed instead of or in addition to those specified above. This list is pro-
vided by way of example only, and it is not intended to be exhaustive. 
 

In addition to the above sanctions, student conduct that warrants action within the SUMC 
Student Conduct System may result in forfeiture of all Suffolk scholarships, financial aid, or 
monies paid. 
 

APPEALS OF DECISIONS AND SANCTIONS RESULTING FROM 
ADMINISTRATIVE HEARINGS 
 

A charged student may submit one request for an appeal of the decision resulting from an ad-
ministrative hearing no later than two (2) business days after notification. Notification is 
deemed to have occurred the date on which this document is mailed, an e-mail is sent, a tele-
phone conversation takes place, or a written message is delivered advising the student of this 
information. 
 

A request for an appeal is to be submitted in writing to the hearing officer who heard the case, 
who will then forward the appeal request to the SUMC Director, or designee, for review. Ap-
peals will be considered only for failure to follow the process or procedures outlined in the 
Student Conduct System or if new information not available at the time of the hearing is now 
available. Students must include a statement of why the additional information should be con-
sidered and why it was not presented at the time of the original hearing. 
 

An appeal is not a new hearing on the matter. Disagreement with the sanction is not grounds 
for an appeal. 
 

Following consultation with the Assistant Dean of Students, the SUMC Director will: 
 

 Determine whether the appeal request merits a formal appeal hearing and, if so, schedule 
an appeal hearing. An appeal is not a new hearing on the matter; 

 In consultation with the Assistant Dean of Students, determine there are no grounds for 
the appeal, thus upholding the decision; or 

 Refer the case to the hearing officer who originally heard the case for consideration of sug-
gestions. 
 

Appellate decisions are final. 
 

INTERIM RESTRICTIONS 
The SUMC Director, or designee, may impose restriction(s) upon a student pending discipli-
nary proceedings. Interim restrictions become effective immediately without prior notice 
whenever the SUMC Director, or designee, believes the student may pose a serious threat to 
others or property, cause serious disruption to the SUMC community or determines that inter-
im restrictions are in the best interest of the University. 
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Interim restrictions may include suspension from the Campus or residence areas; relocation of 
residence; restriction to designated SUMC-sponsored residence areas or other campus facili-
ties by time or location; restriction of communication with named individuals or groups within 
the SUMC community; or the requirement to obtain advance authorization to engage in a 
specified activity or any other restrictions which the SUMC Director, or designee, determines 
are appropriate under the circumstances. Interim restrictions will remain in effect during the 
pendency of an administrative hearing and/or appeal. 
 

DISCIPLINE RECORDS 
Discipline records are educational records and are maintained in the Student Affairs and Resi-
dence Life & Housing offices at the Suffolk Boston Campus. Discipline records are main-
tained by the Student Affairs and Residence Life & Housing offices for at least seven (7) years 
from the date of the incident. In situations involving both a charged student and a student 
who believes he/she was the victim of a student’s misconduct, the records of the process and 
of the sanctions imposed, if any, will be considered to be the education records of both the 
charged student and the alleged student victim because the educational career and chances of 
success in the academic community of each may be affected. 
 

SUMC and the University will, upon written request, disclose to the alleged victim of a crime 
of violence (as that term is defined in Section 16 of Title 18, United States Code), or a non-
forcible sex offense, the report on the results of any disciplinary proceeding conducted by 
such institution against a student who is the alleged perpetrator of such crime or offense. If 
the alleged victim is deceased as a result of such crime or offense, the next of kin of such vic-
tim shall be treated as the alleged victim for purposes of this paragraph. 
 

INTERPRETATION AND REVISIONS 
Any question of interpretation or application of the SUMC Community Standards and Stu-
dent Conduct System will be referred to the Assistant Dean of Students, or designee, for final 
determination. The SUMC Community Standards and Student Conduct System will be re-
viewed at least every two (2) years under the direction of the Assistant Dean of Students, or 
designee. As a result, the next scheduled review of the Community Standards and Student 
Conduct System will be held during the 2018– 2019 academic year. 
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SECTION 5  
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HEALTH  INSURANCE 

All students are required to carry adequate health insurance while studying in Madrid. 
Thus, we automatically insure all students under a health insurance plan for the length of each 
term, which provides coverage through SANITAS, one of Spain’s most renowned private health 
insurance companies. 
 

Our particular plan is the Sanitas Plan Multi, and covers visits to the Emergency Room, and to a 
long list of general practitioners and specialists as well as attention in the some of Madrid’s best 
clinics and hospitals. Once you arrive in Madrid, you will receive the insurance card allowing you 
to use these services.  
 

If you become sick and need medical attention, Student Activities will help you make an ap-
pointment with a Sanitas doctor. 
 

MEDICAL ATTENTION 

SANITAS MULTI - www.sanitas.es 

Sanitas Multi allows you to choose among 20,000 doctors and 420 health centers in Spain. You 
will be able to choose freely the medical professional who best suits your needs, be it your gen-
eral practitioner or a specialist from Sanitas’ extensive network of medical professionals. 

Customer service -  900 014 039 
Emergencies (24 hour service / Spanish) - 902 102 400 
Emergencies (24 hour service / English) - 902 400 232 

 
IF YOU NEED MEDICAL ATTENTION, THERE ARE SEVERAL OPTIONS WE RECOMMEND: 
 

Dr. Rubén Borrás Francés (Bilingual doctor) 
C/ Padilla, 20 - Bajo derecha - Metro: Núñez de Balboa (exit Calle Velázquez) 
Appointments Monday - Friday 1:00 pm - 6:00 pm 
Tlf. 91.575.9834 / 666.847.988 
 
Clínica Millenium (Dentistry) 
C/ Gaztambide, 31. Metro: Moncloa 
Appointments Monday - Friday 9 am - 9 pm / Saturday 10am - 2pm 
Tlf. 91.550.0476 
 
Millenium Centro Médico Salud de la Mujer 
C/ Beatriz de Bobadilla, 9 - Metro: Metropolitano or Guzmán el Bueno 
Tlf. 902.200.288 / 915.361.121 / 902.102.400 
(Dr. Marta Ajenjo—English speaking doctor) 
 
Clínica Sanipiel (Dra. Caballero & Dr. Sanz, bilingual dermatologists) 
C/ Alberto Aguilera, 32. Metro: Argüelles or San Bernardo 
Tlf. 91.547.0379 
 
Cea Salud (walk-in clinic) 
C/ Cea Bermúdez, 61 - Metro: Islas Filipinas 
Monday - Friday 8:30am-2:30pm & 3:30pm-8:30pm 
Tlf. 91.399.30.25 
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In case of a MEDICAL EMERGENCY, the most timely thing is to go straight to the hospital. 

Make sure to carry your Sanitas insurance card and your student ID or passport (copy) with you at 

all times. 

EMERGENCY PROCEDURES 

First: 

Let us know there is an emergency (Campus telephone: 91.533.59.35) 

If you live in a residence, try to contact the Residence Manager or person in charge. 

If the emergency occurs outside of office hours, please contact the 24-hour SUMC emergency 

phone at 628.294.290. Explain the following: 

- your name 

- where you are 

- a telephone number where we can reach you 

- what the situation is. 

Second: 

If a fellow student from the University has been injured or is very sick, call SANITAS Emergen-

cies at 902 103 600 (Spanish) or 902 400 232 (English). 

SUMC 24 HOUR EMERGENCY NUMBER is available 24/7, and it is the student’s way to 

contact Suffolk in case of emergency, in times when other venues might become unavailable. The 

very nature of this channel means that it should only be used when the Campus is closed, and only 

in case of an emergency. 
 

Please note that the SUMC 24 HOUR EMERGENCY NUMBER should, under no circum-

stances, be used for academic purposes, queries regarding classes, assignments, etc. If you find 

yourself ill, in danger or in a situation where immediate help is needed, please do not hesitate to 

use it. However, common sense must be used as well, and issues which might very well wait for a 

few hours should not be addressed via this phone number. It needs to be available for true emer-

gencies. 

VERY IMPORTANT: 

STUDENTS NEED TO INFORM THE MADRID CAMPUS OF ALL  

EMERGENCIES AT 91.533.59.35 (DURING OFFICE HOURS) OR AT 

SUMC 24 HOUR EMERGENCY NUMBER: 628.294.290 

(OUTSIDE OF OFFICE HOURS) 

HOSPITAL DE MADRID  
Plaza del Conde del Valle de Suchil, 16 
Tel.: 91.447.6600 
Metro: San Bernardo y Quevedo 

CLÍNICA LA LUZ (close to Campus) 
C/ del Maestro Ángel Llorca, 8 
Tel.: 91.453.02.00 / 91.453.03.03 (for appointments) 
Metro: Metropolitano or Guzmán el Bueno 
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 Can they be aroused if they    

appear to be asleep? 

 

 Are they breathing normally? 

 Is their vomit free of blood?  

Concerns are blood in vom-

it, dry heaving or gagging and 

breathing less than 8x a mi-

nute 

 

 Does their skin feel normal?  

Concerns are cold, clammy 

and/or slightly blue skin 

 

 Can they walk?  

 Are they coherent?  

 

 If the answer is no to these 

questions, it is a medical 

emergency, call for help!  

 SANITAS EMERGENCIES 

(24/7 English): 902.400.232 

 Stay with the person until as-

sistance arrives.  

 Call us on the SUMC 

 EMERGENCY Phone: 

628.294.290 

Brought to you by Suffolk University Peer-Health Educators & 

Department of Counseling, Health and Wellness Services 

When you should be worried about a friend 



 66 

 

Sobering Up… it takes time! 
An evening of heavy drinking follows you into the next day.  

Alcohol leaves the system at a rate of .015 percent per hour 

(less than one drink an hour). Drinking coffee, taking showers 

and other activities have NO effect on the speed at which you 

“sober up”, despite what you have heard. 

If a person were to go to bed at 2 a.m. with a BAC of .17,  

the next 12 hours might look like this: 

A 130 pound female reaches .17 after about 5 standard drinks 

A 160 pound male reaches .17 after about 7 standard drinks 

Make sure you’re sober when you need to be!   

Visit: http://www.b4udrink.org/virtual-bar 

Brought to you by Suffolk University Peer-Health Educators 

& Department of Counseling, Health and Wellness Services 

TIME ACTIVITY BAC 

2am Stop drinking .17 

3am Sleep but no REM sleep .155 

4am Very restless .14 

5am Loss of sleep .125 

6am Sleep but no REM sleep .110 

7am 
Get up for class (feels hangover 

but drunk) 
.095 

8am In class & still drunk .08 

9am 
Judgment still impaired 

& still drunk 
.065 

10am 
Mind still foggy—fatigued, 

still drunk 
.05 

11am 
Not hungry, cottonmouth, 

still drunk 
.035 

Noon Head clearing .02 

1pm Feeling better .05 

2pm Sober at last .00 
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 MENTAL HEALTH/COUNSELING 

Studying abroad can be a difficult experience emotionally and mentally. Any problems that you 

have experienced at home can remerge while in a new environment. Alternatively, you can expe-

rience new problems. We want you to have at your disposal as much information and resources. 

The following are helpful services you might want to consult in case of any problems: 

Therapist: Mental Health Emergencies: 

Raquel Meizoso 

C/ García de Paredes, 31 3º derecha 

English speaking therapist (trained in Boston) 

Tel. 609.591.265 - Metro: Alonso Cano 

Clínica López Ibor 

C/ Doctor Juan José López Ibor, 2 

Tel.: 91.316.27.40 - Metro: Antonio Machado 

www.lopezibor.com 

Substance Abuse Problems: 
 

English Speaking AA Meetings 

C/ Juan Bravo, 40 BIS (Annex to Church) 

Metro: Diego de Leon 

Tel.: 91.309.1947 

www.aaspain.org 

English Speaking Narcotics Anonymous 

Parroquia San Lorenzo 

C/ Doctor Piga, 4 

Tel: 902 114 147 

Women’s Organizations: Eating Disorder Assistance: 

Instituto de la Mujer 

C/ Condesa de Venadito, 34 

28027 Madrid 

Tel. 900.191.010 

www.inmujer.gob.es 

Asoc. Contra la Bulimia y la Anorexia 

C/ Comandante Zorita, 50 

Tel. 91.555.67.61 

www.adaner.org 

Youth Health Center: 
 

Centro Joven 

C/ Navas de Tolosa, 10 - 2º 

Tel.: 91.588.96.77 

www.madridsalud.es/centros/joven.php 

 

LBGTQ Support Groups: 
 

Colectivo Gay de Madrid (COGAM) 

C/ de la Puebla, 9 

Tel.: 915.230.070 

www.cogam.org/en 

 

HIV/AIDS and other STD Testing: 
 

Centro Sanitario Sandoval 

C/ Sandoval, 7 

28010 Madrid 

Tel.. 914.452.328 
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 USEFUL ADDRESSES. PHONE NUMBERS & E-MAILS 

POLICE REPORTS. Police reports can be made over the phone, in English. 902.102.112 
 

U.S. CONSULAR OFFICES in Spain: (https://es.usembassy.gov/) 

MADRID: Embassy. C/ Serrano 75. Phone: 91.587.2200 

BARCELONA: Consulate. C/ Reina Elisenda de Montcada, 23. Phone: 932.802.227 
 

Note: Consular offices in Madrid and Barcelona are the only ones to issue visas and/or passports. 

The rest do not, but will provide application forms for passports. 
 

OTHERS 

 Emergencies: 112 (Spanish Equivalent to USA 911) 

 Emergency Police: 091 (medical emergency-061;  firemen-080;  ambulance-092) 

 Madrid city information: 010 

 Telephone information:  11888/11822/11824 

 Airport Information, (Barajas): 913.211.000 

 AMERICAN EXPRESS (lost or stolen card): 900.814.500 

 MASTERCARD (lost or stolen card): 900.801.331 

 VISA (lost or stolen card): 900.974.445 / International VISA: 900.991.124 

 Farmacias de guardia (24 hr. pharmacy) - www.cofm.es/es/farmacias or call 010 

 

SOME HINTS FOR GETTING BY IN SPAIN 

These are some of the things you need to know about Spain if you are a foreign student: 

 Most stores in Madrid (except large department stores) close from 2:00 pm to 5:00 pm and all 

stores are closed on Sundays, except for stores downtown and malls.   

 Banks are open Monday to Friday from 9:00 am to 2:00 pm and on Saturdays (October 

through April) from 9:00 am to 1:30 pm.  

 Since tipping is not as important in Spain as in the United States, service isn’t usually as fast.   

 Breakfast is a small meal in Spain. Most people will drink a cup of (strong) coffee and eat a 

piece of toast or some cookies.  Lunch is the main meal and it is served around 2:30 pm. Din-

ner is much lighter than lunch and is served between 9:00 and 10:00 pm. 

 Wait to be invited into a Spanish kitchen and never just walk in and help yourself to food un-

less that policy has been established by your family.   

 When you are introduced to someone, you must either shake hands (men to men) or kiss 

both cheeks (men to women, or women to women). Kissing cheeks takes place among friends, 

but not in a professional environment. At work, everybody shakes hands. It is a good idea to 

wait until the other party acts. 

 Electricity and telephones are very expensive in Spain. Lights must be turned off while not 

being used. Hot water is always scarce so do not expect to take long showers. Heating is kept to 

a minimum. 
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  In a restaurant, the waiter will not bring the bill until you ask him to. Tipping is normally 5% or 

less depending on the type of restaurant.  

 Tipping in taxis is about 0-5%.   

 Stay away from trouble.  Remember it is illegal for foreigners in Spain to participate in any type 

of public demonstration.  You could be arrested and expelled from the country.   

 Spain suffers from a high rate of traffic accidents. Never get into a car with someone who has 

been drinking or taking drugs. Never get into a car with someone you do not know. Also, be very 

careful when crossing the street. A red light does not always mean a car will stop. Do not watch 

only traffic lights; watch the cars too. 
 

SAFETY 

For its size, Madrid is not a dangerous city, but safety measures must be observed to guarantee your 

own safety.   

 Ladies: never walk alone at night. Make arrangements for someone to accompany you to your 

doorstep.   

 There are many pickpockets in the metro, buses, and on the streets. Make sure your wallet is 

somewhere difficult to reach. If you are carrying a backpack or a purse, make sure zippers are 

closed. Never carry large amounts of money with you. 
 

Always carry some kind of identification with you. You may carry your driver’s license instead of 

your passport. For day-to-day purposes the best idea is to carry a photocopy of your passport and 

leave the original in a safe place. 

 

CLIMATE / WEATHER 

Madrid has the highest number of cloudless days of all European capitals. The weather between 

September and May is cool to cold (30º - 70º F / 0º - 20º C). The rainier season falls between No-

vember and April. June, July and August are typically dry and hot (70º - 108ºF / 21º- 42º C). 

 

 

 

 

 

 

 

 

 

 

 

CLOTHING 

People tend to dress more formally in Spain than people in other parts of Europe or the U.S. 

However, university students pretty much dress the same all around the world. One aspect that 

does make American students stand out, though, is the prevalent use of flip-flop footwear. Just 

remember that it does get cold in Madrid, so you will need other shoes. You will also need a coat! 

Farenheit Centigrade Farenheit Centigrade 

05 -15 68 20 

14 -10 77 25 

23 -5 86 30 

32 0 95 35 

41 5 98.6 37 

50 10 104 40 

59 15 212 100 
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 FINANCES 

Spain’s currency is the Euro, the single European currency. 
 

The best way to access money from abroad on a regular basis is an ATM cash card. Withdrawals 

are credited to your home bank account at the daily exchange rate. The only charges against your 

money are those leved by your home bank for ATM withdrawals. ATM cards that are part of the 

PLUS or CIRRUS network can be used throughout Spain and the rest of Europe. 
 

It is highly advisable that students bring an ATM card or a credit card with an appropriate 4-digit 

PIN number for making cash withdrawals. American Express and Visa/Mastercard are the most 

widely accepted credit cards. It is also advisable to bring a credit card to cover any possible emer-

gency situations. Western Union also has offices throughout Madrid for receipt of wire transfers. 

Their toll-free number in Europe is 900.633.633.  

For arrival day, you need to bring at least 50€ to cover first-day emergency transportation, snacks, 

and other possible unforeseen expenses. You can also exchange money or access an ATM machine 

at the airport. 
 

What to do if your credit cards are stolen or lost 

First, you must cancel your credit cards, and then file a report with the police at Comisaría de 

Policía Centro, Calle Luna, 29. After completing a report, make two copies: one for yourself and 

one for your home country embassy. Below are telephone numbers to either cancel or replace your 

cards. 
 

Numbers to call in Madrid 

SERVIRED (Visa/(Mastercard/Europcard): 902.192.100/91.346.5300 

American Express: 900.103.296 

Discover: 801.902.3100 (call collect) 

To report a theft in English, call 902.102.112 

Stolen VISA: 900.991.124 

Stolen MASTERCARD: 900.971.231 

 

BANKING 

In recent years, an agreement has existed between Bank of America and Deutsche Bank here in 
Spain, in which an international transaction fee of 3% of the converted US dollar amount is 
charged. Foreign ATM operators may offer to do your currency conversion for you but may charge 
a higher fee for conversion. To insure that your currency conversion does not incur a fee higher 
than 3%, you may refuse the ATM operator’s offer to convert the amount of the transaction. 
 

This same agreement is available to Bank of America customers: 
 

In the U.K, through Barclays United Kingdom 
In France, through BNP Paribas 
In Italy, through BNL D’Italia 
In Germany, through Deutsche Bank 
 
Note: This agreement is subject to change, so please be sure to review participating Financial Insti-
tutions prior to traveling internationally and using International Partner ATMs.  
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Spark cards - www.tarjetaspark.es/en/english/ 

Since opening a bank account can be difficult to do and involve a lot of bureaucracy, you might be 

interested in getting a Spark Card, through MasterCard. This allows you to bring over money from 

your American bank account, or for your parents to transfer you money, and the card is used as a 

debit card here in Spain. For more information, talk to SUMC’s Housing Coordinator or check out 

the webpage for Spark Cards. 

 

MAILING 

If you wish to have a package sent to you, please be sure to use the campus address (Suffolk Universi-

ty Madrid Campus, C/ de la Viña, 3, 28003 MADRID, SPAIN) 
 

It’s important for you to be aware  that many packages entering Spain from abroad, especially those 

from the U.S., will be stopped at Customs (ADUANAS) and that it is very difficult to retrieve them—

expensive and very time-consuming. Because of this situation, we strongly encourage you (and your 

family) to find what you need in local stores or at European websites. Amazon, for example, is also 

present here in Spain (Amazon.es), Germany (amazon.de), the U.K. (amazon.co.uk), etc.  
 

Food, vitamins, medicines, cosmetics, and basically all electronic devices will most probably get stuck 

in Spanish Customs.  
 

CUSTOMS - 917 46 70 11  

 
TRANSPORTATION 

GETTING AROUND MADRID 

METRO 

The Madrid subway system (the “Metro”) provides good, basic transportation throughout the city.  

Once you catch on to the system (and it isn’t difficult) you can get almost anywhere in the city quick-

ly.  The Metro runs from 6:30 a.m. until 1:30 a.m.  A one-way ticket costs 1.50 –2.00 euros, depending 

on the number of stations, and it is good even when transferring from one line to another.  There are 

maps outside and inside every station to help you. Line changes, directions, and street exits (“salida”) 

are well marked.   

BUS 

There are many bus lines that go throughout the city and to the suburbs. The bus ticket costs 1.50 

euros. You enter the bus at the front and exit at the rear. In order to catch the bus you must find a 

sign with the number of the bus on it.  Buses will stop only at their own designated stops.   
 

TRANSPORTATION PASSES 

Tarjeta Transporte Público (www.tarjetatransportepublico.es) 

This is a pass permitting unlimited travel on the subway (metro), city buses, interurban buses (the 

green buses which go to the outskirts of Madrid) as well as the commuter trains (RENFE Cercanías). 

This means that you can travel anywhere within the Comunidad de Madrid (Madrid region) for 20€ per 

month for all people under the age of 26. El Escorial, Cercedilla, Alcalá de Henares, Aranjuez, Alco-

bendas, etc. are all destinations included within the Madrid región…This pass is valid for 30 calendar 

days, so for example, if you put 20€ on your pass on September 5th, it would be valid through Octo-

ber 4th, for as many trips as you’d care to take.  
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Tarjeta Multi - (www.crtm.es/billetes-y-tarifas/tarjeta-multi.aspx) 

This transportation card can be purchased at any subway station, and can be done in English, Span-

ish or German. The cost of the card is 2,50€, but it is valid for ten years and guaranteed for two. 

Once purchased, the user can charge up to 20 trips on the card at a time, at a cost of 1,22€ per 

trip—or 24.40€ if you charge 20 trips at one time. So, the first time y 

ou get a tarjeta multi the cost would be 26.90€, but after that you would pay 24.40€ for 20 trips or 

12.20€ for 10 trips, with no time limit as to when or how you could use the trips. So, for someone 

who lives close to SUMC and doesn’t go out much or who likes to walk most places, this option 

might be the best one.   
 

TAXIS 
Taxis are everywhere and are not very expensive by U.S. standards.  Flag down is between 2 and 3 

euros and the fare is then set by the meter according to mileage and time. There are 2 rates, depend-

ing on whether or not you are travelling during peak or off-peak times. Weekdays the meter should 

indicate ‘fare 1’ from 6:00am-9:00pm, and ‘fare 2’ from 9:00pm-06:00am. On Sundays and public 

holidays the fare should be number 3. There is also a flat airport rate of 30 euros and a supplement 

to/from train & bus stations. Tipping taxis is not mandatory and it is suggested to just leave small 

change. A few taxis accept credits cards, but this is the exception rather than the rule. It is advisable 

to always have enough cash handy. There should be a list of prices placed on the back windows. 

Check it! And always ask for a receipt! 

Radio-Taxi: 91.547.8600/91.547.8200 Tele-Taxi: 91.371.3711/91.371.2134 

Radio-Taxi Independiente: 91.405.1213 

If you think you are getting cheated, ask for a receipt and note down the driver’s taxi license 

number (displayed on a metal card on the glove compartment). Report it to the nearest po-

lice station or to the city council.  
 

UBER - https://help.uber.com/  

Advantages: Our former students like UBER because it’s already familiar to many of them, and the 

app is easily installed on a cellphone. Payment can be made via credit card or debit card, therefore 

eliminating the need to have cash on you when traveling around a city. 
 

CABIFY - https://cabify.com/es-ES 

Advantages: This service is similar to UBER and users praise the professionalism, cleanliness and 

economically priced service. Said to be a bit cheaper than regular Madrid taxis. 
 

GETTING AROUND SPAIN 

Train Travel RENFE (Spanish Train system). You can buy tickets online (www.renfe.es/

www.goeuro.es/trenes/) or at train stations or travel agencies.  

Information by phone: 91.328.90.20 

Train stations: 

 

 

 
 

Estación de Atocha 

Gta. Carlos V 

Estación de Chamartín 

Agustin de Foxá 

Príncipe Pío (Norte) 

Paseo de la Florida 

https://help.uber.com/
https://cabify.com/es-ES
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 Bus Travel - www.goeuro.es/autobuses/ 

Estación Sur de Autobuses 

Calle Méndez Álvaro, s/n. (Metro: Méndez Álvaro, line 6) 

Estación de Autobuses de Conde de Casal    

Calle de Carlos y Guillermo Fernández Shaw, 1. (Metro: Conde de Casal, line 6) 

Estación Avenida de América 

Avda. de América, 9 (Metro: Avenida de América, lines 4, 6, 7 & 9) 
 

GETTING AROUND EUROPE 

Train - Eurail Pass (www.eurorail.com)  

A Eurail Pass is a single travel document that allows you to travel by train in one or more Europe-
an countries. With a Eurail Pass, you can explore up to 28 countries, without having to buy point-
to-point tickets. 
 

The number of travel days and the period of validity varies between each Pass and country. You 
can also use a second Eurail Pass after your first finishes. 
 

Every traveler has to activate their Eurail Pass to start using it. This can be done at the ticket of-
fices of most large European train stations, or online when you place your order with Eurail.com. 
After that, there’s a travel diary to fill in before you board each train, bus, or ferry. 
 

When you're on the train, you just need to show your Eurail Pass, plus your passport or identity 
document, to any member of staff who asks to see it. 
 

You can order your Eurail Pass up to 11 months in advance of your trip. Within these 11 months, 
you need to activate your Pass at a European train station. You can also get your Pass pre-
activated when you order it online at Eurail.com. 
 

The Eurail Pass, or Eurorail Pass, has undergone a transformation and now offers all kinds of 
train travel throughout Europe, for non-European residents. 
You can tailor your trip to suit your needs. Just keep in mind that for the average weekend travel-
er it’s probably more time-efficient to take a low-cost flight; save the eurail travel for a longer va-
cation, such as Winter or Spring Break, or right after the spring semester ends.  
 

Airlines (www.aena.es) 

 

NIGHT LIFE AND RESTAURANTS 

Restaurants 

Restaurants in Spain are rated by “fork” rating with one fork as the least expensive and five forks 

as super luxury.  All restaurants are subject to government inspection at which time their “fork” 

rating is established.  The law requires all restaurants to offer a “menu of the day” which offers a 

complete meal at a set price.  When in doubt this is often a safe choice.  Spanish law requires eve-

ry restaurant, hotel, etc. to have a “libro de reclamaciones” or book of complaints at the disposal 

of the client. If you feel that you have been taken advantage of, you might ask for this book and 

register your complaints.  However, this is considered a very extreme measure, and not to be tak-

en lightly.  

http://www.eurorail.com
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Tapas Bars and Mesones 

The streets mentioned and surrounding those under “Inexpensive Restaurants” are also 

known for their “tascas”, small café-bars serving “cañas” (small glasses of draft beer), 

“chatos” (small glasses of wine), and “tapas” (typical Spanish snacks such as olives, sausages, 

fried mushroom and seafood).  A “pincho” is an individual portion, usually given along with 

your drink, and a “ración” is a plate of “tapas”.  The tapas bars start filling up with locals 

about 8:00 p.m. and are lively until late in the evening. Some specific areas are Bilbao, Alonso 

Martínez, Cava Baja and Huertas, as well as the streets Espoz y Mina, and Victoria. 

Tipping: Although the menu says that tips are included in the price, it is customary to include 

a 5% tip in a restaurant. The same rule applies to tapa bars. For taxis within the city, about 

0.25 euros is a common tip. 
 

Live music 

Jazz 

 Clamores, Alburquerque 14 

 Manuela, San Vicente Ferrer 29 

 Café Central, Plaza Del Ángel 10 

 Café Populart, Huertas 26 

 Soul Station, Cuesta de Santo Domingo 22 

 Honky Tonk Bar, C/ Covarrubias, 24 

 Boggi Club, C/ Barquillo 29 

Classical Music 

 La Fídula, Huertas 57 (Antón Martín).  Phone: 91 429 2947 

 El Salón del Prado, Prado 4 (Sevilla / Anton Martin).  Phone: 91 429 3361 
 

Flamenco 

“Tablaos Flamencos”in Madrid tend to be expensive. Many require that you have dinner while 
others will let you see the show for the price of admission, which includes the first drink. 
Some of the best “tablaos” are Café de Chinitas, C/ Torija 7.  Phone: 91 559 5135, Corral 
de la Morería, C/ Morería, 17, and Casa Patas, C/ Cañizares, 10. Phone: 91 369 04 96. 
 
MOVIE THEATERS (In V.O./Original Language Version) 

Madrid is a city where most people go to the cinema. Apart from films in Spanish, several cin-
emas show films in the original language.  These are indicated in the “Guía del Ocio”, and in-
clude, among others: 

 Bellas Artes. Marqués de Casa Riera 2. Metro: Banco de España 

 Golem. Martín de los Heros 14. Metro: Plaza de España 

 Ideal. Doctor Cortezo, 6 Metro: Sol 

 Princesa. Princesa 3 Metro: Plaza de España 

 Renoir. Martín de los Heros, 14 Metro: Plaza de España 

 Rosales. Quintana 22 Metro: Argüelles 

 Verdi. Bravc Murillo, 28. Metro: Quevedo 
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RELIGIOUS SERVICES 

Suffolk University and its Madrid Campus are not affiliated with any religious institutions; however, for 

those students seeking a place of worship, here are some that worship in English: 

COMMUNITY CHURCH OF MADRID 

Intl.., Ecumenical  Fellowship of 

English-speaking Christians  

Service: Sunday 11:00 am 

C/ de la Viña, 3. 

Metro: Metropolitano 

www.communitychurch-madrid.org 

FIRST CHURCH OF CHRIST SCIENTIST 

Service: Sunday 11:00 am 

C/ Alonso Cano, 63 1C    

Phone: 91 442 4125 

Metro: Nuevos Ministerios 

BAPTIST 

Services: Sunday 11:00 am, 6:30 pm (young people) 

C/ General Lacy, 18 / Phone: 91 539 2537 

Metro: Palos de la Frontera 

www.iblacy.org 

INTERNATIONAL CHURCH MADRID 

Services: Sunday 10:00 am, 12:00 pm, 5:00 pm 

C/ Ancora, 23.  Phone:  635 519 416 

Metro: Palos de la Frontera 

www.icmadrid.com 

IMMANUEL BAPTIST CHURCH 

Services: Sunday 10:30 am, 1:00 pm 

C/ Hernández Tejada, 4. Phone:  91 407 4347 

Metro: Arturo Soria 

www.ibcmadrid.com 

JEWISH SYNAGOGUE 

C/ Balmes, 3 

Phone:  91 445 9835 

Metro: Iglesia 

www.cjmadrid.org 

EPISCOPAL ANGLICAN CHURCH OF ST. 

GEORGE 

Services:  Saturday 6:30 pm, Sunday 11:00 am 

C/ Beneficiencia, 18  

Phone:  91 445 29 53 

Metro: Tribunal or Alonso Martínez 

www.anglicanos.org 

GREEK ORTHODOX 

Service: Sun & Holidays 10:45 am 

C/ Nicaragua, 12 

Phone:  91 457 4085 

Metro: Colombia 

www.sacrametropolisortodoxa.jimdo.com 

ENGLISH SPEAKING ROMAN CATHOLIC 

PARISH OF OUR LADY OF MERCY  

C/ Mauricio Legendre, 10 

Phone: 91 733 94 09 

Metro: Plaza de Castilla 

www.ourladyofmercy.info/ 

EVANGELICAL 

Service: Sun 11:00 am 

C/ Trafalgar, 32 

Metro: Noviciado 

http://iehtrafalgar.webcindario.com/ 

MOSLEM MOSQUE 

(Centro Cultural Islámico de Madrid) 

C/ Salvador de Madariaga, 4 

Tel: 91 326 2610 / Fax: 91 326 7859 

Metro: Barrio de la Concepción 

http://www.centro-islamico.es/ 
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Calle de la Viñ a, 3 

28003 Madrid, SPAIN 

Tel.: +34 91.533.59.35 




