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COMPLIANCE CERTIFICATION 
 

Law N(nn. 104-2016 

Policy, Protocol, Regulations and Procedures for the Handling of 

Bullying and Cyber-Bullying 

 

 

 

I, Ledo. Manuel J. Fern6s Lopez-Cepero, ce11ified that the Inter-American University of 
Name of Director or Person in Charge Name of Institution and License Number 

Puerto Rico, Nfan. License 2016-371, implements concrete and enforceable policies and 

protocols against bullying, harassment and intimidation (bullying, cyberbullying) among 

students, in accordance with the Laws in force in this regard. Failure to comply with this 

provision may constitute sufficient cause for cancellation, suspension or denial of the License 

by CEPR. 

 

 

In San Juan, Puerto Rico, today, May 1, 2017. 

 

 

 

 Manuel J. Fern6s  

Chairman 
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-  



 
 

 

 

Interamerican University of Puerto Rico 
President's Office 

 
 

 

INSTITUTIONAL PROTOCOL FOR THE 

MANAGEMENT OF SCHOOL HARASSMENT 

(BULLYING) 
 

POLICY DOCUMENT E-0517-007 
 
 

Introduction 

 

The Inter-American University of Puerto Rico has the affirmative responsibility to 

prevent, discourage, and avoid harassment or bullying among students. It also has the 

responsibility to take the necessary measures to achieve this purpose. Harassment or 

bullying in any of its modalities, infringes the inviolability of the dignity of the human 

being and constitutes a clear discrimination against the person who suffers it. For this 

reason, the University has the moral and legal obligation to take affirmative action to 

eliminate any practice that tends to harassment or bullying. In harmony with the above, 

the University strongly prohibits this illegal and discriminatory practice and will not 

tolerate it. The University has an affirmative duty to maintain a bullying-free 

environment. 

This policy is intended to make students feel safe on college campuses. This 

avoids evils such as depression and poor academic performance, among others that 

have been identified as factors that can have the effect of turning the victim into a 

dropout. 

 

I. Objective and Justification 

Create an institutional protocol to comply with Law 104 of August 1, 2016 to 

prevent and manage school harassment, also known as bullying, in higher 

education and private institutions and thus provide an education of excellence in 

an environment free of hostilities and prohibited disruptive behavior. 

 

II. Definitions 

 
For purposes hereof, the following terms shall have the meanings set forth 

below: 
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2.1 Bullying - Bullying is defined as any pattern of repetitive and intentional 

actions directed at one or more students, intended to cause harm or 

discomfort and where there is a real or perceived imbalance of power for 

the victim. However, a single act could be considered bullying because of 

the severity of the bullying. This includes, but is not limited to: harassment 

based on race, color, gender, sexual orientation, birth, social status, 

political or religious beliefs, age or functionality. 

 
2.2 Physical Harassment - Refers to physical contact with intent to cause 

pain or injury. It can be manifested by hitting, wounding, kicking, spitting, 

slapping, pushing, hair pulling, biting. Also destruction of the victim's 

property (bundle, personal objects, among others). 

 
2.3 Social harassment - Refers to any consistent conduct aimed at excluding, 

marginalizing, discriminating or isolating an individual, through actions such 

as, but not limited to, rumors, defamation or gossip, among others. 

 
2.4 Psychological or emotional harassment - Any action or conduct that 

threatens the healthy self-concept and strengthens the self-esteem of the 

victim, such as threats, humiliation, mockery, blackmail, rejection or 

ridicule, which may be evidenced in feelings of inadequacy, anxiety, fear, 

insecurity, discrimination based on sexual orientation or gender identity, 

among others. 

 
2.5 Cyberbullying - The use of any oral, written, visual, or textual electronic 

communication made for the purpose of harassing, annoying, 

intimidating, and distressing a student, a student, or a group of students, 

and which usually results in damage to the affected student's physical, 

mental, or emotional integrity or property, and unwanted interference with 

the affected student's opportunities, performance, and benefit. Even if the 

actions do not originate at school or in the immediate school environment, 

cyberbullying has serious repercussions and adverse consequences in 

the educational environment. 

 
2.6 University community - This is composed of the officers of each campus, 

non-teaching staff, faculty and students enrolled at the University. 

 
2.7 Working days - days on which the University is in operation. Days that, 

although working days for the rest of the citizens, the University has 

decreed some type of recess will not be considered working days. 
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2.8 Chief executive officer of the academic unit - is the chancellor of each 

campus or any other officer who is substituting for the chancellor because 

he/she is away from the campus. 

 
2.9 Adult - For purposes of this protocol, those students who have reached 

their twenty-first birthday and those, eighteen years of age or older who 

have not reached their twenty-first birthday, but who are not dependent 

on their parents for support; also those eighteen years of age or older 

who do not live with their parents and are emancipated by their parents. 

 
Ill. Responsibilities of the members of the educational community

 or community related to bullying 

 
3.1 University Community 

 
3.1.1 At the beginning of each semester, each campus will develop a 

zero-tolerance bullying campaign, using visual aids such as 

posters, handouts or others, for the purpose of communicating this 

institutional policy. It will be visible to the entire school community 

throughout the year. 

 
3.1.2 At least one activity per semester will be developed for incoming 

students focusing on the prevention of violent behavior and 

bullying. The activity will take attendance including name and 

student number and place of work at the University of the rest of 

the attendees through the use of the form that will be prepared for 

that purpose. All students must attend these activities. 

 
3.1.3 This policy will be maintained on the University's web site 

(www.inter.edu) for easy access by the entire community and the 

public. 

 
3.1.4 It shall be the responsibility of each dean of students to ensure that 

all students have been oriented to this policy. Each time a student 

is admitted, a receipt should be taken that they have been oriented 

to this policy and the web site where they can access it. 

 
3.1.5 Students will participate in an annual anonymous survey to be 

conducted by the Dean of Students to identify factors essential to 

the management of bullying. Statistics will be retained. 

 
3.1.6 All school enrollment will be oriented periodically by the University 

or outside professional resources, regarding what is required for 

the school's enrollment. 
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constitutes bullying and its effects. In addition, the legal 

consequences and disciplinary measures involved in these 

behaviors will be emphasized. 
 
 

3.1.7 The University will create an alternate mechanism to communicate 

the public policy to students who were not present during the first 

days of the school year in which this orientation must take place. 

Evidence of this orientation must be presented. 
 

3.1.8 The University shall keep monthly and annual statistics on the 

cases of harassment or bullying that occur. The same shall be 

delivered before July 1 of each year to the Puerto Rico Board of 

Education, for the media requested by them. 

 
3.1.9 The University will maintain a directory of agencies, programs or 

health professionals for referral to students who are victims of 

harassment or who carry out actions prohibited by this protocol, if 

deemed necessary. 
 

IV. Prevention Strategies and Measures 

 
In order to comply with the institutional policy of preventing, discouraging and 

avoiding bullying, Universidad Interamericana will take the following measures: 

 
4.1 Implement the necessary methods to create awareness of the scope of 

the laws, as well as to publicize the prohibition of bullying or harassment 

among students through the use of appropriate communication and 

dissemination media. 

 
4.2 Emphasis will be placed on publicizing the rights and protections afforded by 

law to applicants for admission as students. 

 
4.3 Establish an adequate and effective internal procedure to address 

complaints of bullying or harassment, including the corresponding 

investigation and the holding of an administrative hearing when 

appropriate. Such hearing shall comply with due process of law 

applicable to administrative law. 

\ 
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V. Procedure for filing and addressing allegations of bullying; strategies for 

investigating complaints; intervention strategies and sanctions for cases. 

 
5.1 Right to file a complaint 

 
5.1.1 Any student who believes he/she has been a victim of bullying at 

the University, in any of the modalities defined in this protocol, 

shall have the right to file a written complaint with the Dean of 

Students or an official designated by the Dean of Students. This 

complaint must be filed within twenty (20) calendar days from the 

date of the occurrence. The dean of students or his/her designee 

shall open a file and assign a case number. 
 

5.1.2 The complaint shall contain an account of the conduct allegedly 

incurred by the complained party and shall be signed by the 

complainant. 

 
5.2 Research 

 
5.2.1 Upon receipt of the complaint and depending on the seriousness, 

dangerousness and frequency of the alleged facts for the 

complainant and the rest of the school community, the Dean of 

Students shall have the authority, after consultation with the Office 

of Systemic Legal Counsel, to suspend the respondent pending 

the resolution of the process detailed below. 

 
5.2.2 If at the time the complainant files his/her complaint and is 

interviewed by the Dean of Students, he/she determines that the 

complainant is in need of psychological assistance, he/she will 

refer the complainant to the appropriate health professional. The 

complainant may choose the appropriate professional from the 

directory of health agencies, programs and professionals 

accessible to the university community. In the event of such a 

referral, the time elapsing until the chosen professional renders his 

or her report or diagnosis shall suspend the terms outlined below. 

 
5.2.3 The Dean of Students or designee shall conduct a confidential and 

objective investigation of the case. Such investigation shall be 

initiated within a period of time not to exceed five (5) working days 

from the date the complaint is received. You should meet with the 

respondent to air your position and with any other person 

mentioned in the complaint to conduct the investigation ordered. If, 

in the interview conducted with the respondent, it is determined 

that the respondent needs the assistance of a health care 

professional, he/she shall proceed to 

Y' 
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referral in the same manner as indicated for the complainant. In 

the event of such a referral, the time elapsing until the chosen 

professional renders his report or diagnosis shall suspend the 

terms outlined below. 

 
5.2.4 The dean of students or designee shall render a confidential report 

of the investigation within a period not to exceed five (5) calendar 

days from the date of receipt of the complaint. The days included in 

the academic and administrative recesses or work breaks shall not 

be counted for purposes of the five (5) calendar days of this 

subsection. 

 
5.2.5 Said report shall be forwarded with a copy of the case file to the 

director of the Office of Systemic Legal Counsel of the University, 

with a copy to the chief executive of the academic unit. This office will 

evaluate the report and submit its recommendations to the chief 

executive of the academic unit where the complaint was filed within 

the next five (5) working days. 

 
5.3 Resolution of the complaint without the need for a hearing 

 
5.3.1 If during the investigation process the complaining party, freely and 

voluntarily, withdraws the complaint, the proceeding shall be 

considered terminated, but the investigation file shall remain under 

the name of the respondent. 

 

5.3.2 If the Dean of Students or designee concludes from the report that 

there is insufficient cause to believe that bullying has occurred, the 

Dean of Students or designee shall inform the Office of Systemic 

Legal Counsel, who shall explain to the complainant, in full detail, 

the reasons that, in accordance with the law, this protocol, and 

case law, support such a finding. 

 
5.3.3 The director of the Office of Systemic Legal Counsel shall ratify the 

report of the dean of students or designee by written resolution to 

that effect. Said resolution shall be notified to the parties and to the 

chief executive of the academic unit. Once the report has been 

ratified and the resolution notified in accordance with the previous 

paragraph, the director of the Office of Systemic Legal Counsel 

shall proceed to dialogue with the complainant, as established in 

the aforementioned subsection 5.3.2. 

 
5.3.4 If the complaining party accepts the aforementioned assessment, 

the case shall be considered closed. If, on the other hand, the 

plaintiff does not accept the 



7  

 
 
 
 

 

The Board of Directors shall have the right to appeal to the chief 

executive of the academic unit. 

 

5.3.5 If the respondent accepts the assessment of the dean of students 

or designee, the appropriate sanction shall be imposed as 

provided in the Disciplinary Sanctions section of this document. If, 

on the other hand, the respondent does not accept such 

assessment, it shall be construed as a request for an 

administrative hearing and the request for the appointment of the 

examining officer and the corresponding hearing shall proceed. 

 
5.3.6 In all other cases, we will proceed in accordance with the 

administrative section of this document. 
 

rA 

"rA 

5.4  

 
 
 
 
 
 
 
 
 

 
5.5  

Administrative view 

 
5.4.1 Appointment of the examining officer 

 
5.4.1.1 Upon receipt of the recommendations of the Director of 

the System Legal Counsel's Office, the Chief Executive 

Officer shall determine whether an administrative hearing 

shall be held and shall request the System Legal 

Counsel's Office to designate, within the next two (2) 

working days, an examining officer, who must be an 

attorney, to attend to the filed complaint. 

 
Notification of the complaint 

 
5.5.1 The examining officer shall notify the respondent of his or her 

designation within five (5) working days from the date of receipt. 

 

5.5.2 The notification may be made personally with proof of delivery to 

the defendant by certified mail with return receipt requested or by 

electronic mail, as appropriate, to the address recorded in the 

Registrar's Office or any other known address. 

 
5.5.3 With said notification, the examining officer shall attach a copy of 

the complaint filed, with a specific list of the provisions of this 

protocol alleged to have been violated, and shall warn the 

complained party of his right to be represented by counsel or any 

other representative of his choice. It shall also warn the respondent 

that if it does not file a response to the complaint within ten (10) 

working days from the date of its notification or within the extension 

of time granted to it, it shall be entitled to be represented by 

counsel or any other representative of its choice. 
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If the hearing has been granted, the examining officer will proceed to 
signal and hold the default hearing and discharge the remainder of 
his or her responsibilities under this protocol. 

 
5.5.4 If the hearing is held in absentia, the participation of the 

respondent in the same shall be limited to witnessing the 

proceedings, examining the documentary or physical evidence 

presented against him/her, cross-examining witnesses and making 

such objections as he/she deems necessary, which shall be 

resolved by the examining officer. The respondent shall not be 

allowed to present evidence of any kind. 

 
5.6 Notification of the administrative hearing 

 

0"< 

5.6.1 The examining officer shall notify all parties of the administrative 

hearing within five (5) working days of receiving the answer to the 

complaint filed by the respondent. 

 
5.6.2 The notification must be made not less than ten (10) working days 

prior to the date set for the hearing, which must be held within a 

period not to exceed twenty (20) calendar days from the date of 

receipt of the answer to the complaint. 

 
5.6.3 The notice shall include the following information: date and time of 

the hearing; place where the hearing is to be held; purpose of the 

hearing; convenience of attending the hearing and the 

disadvantage of not attending; procedural rights, such as: the right 

to be represented by an attorney or any other person of one's 

choice, to examine, cross-examine and present testimonial or 

documentary evidence. 

 
5.7 Request for suspension of the hearing 

 
5.7.1 It is the intent of this protocol that the procedure for handling 

complaints of bullying or harassment be conducted in a prompt 

and efficient manner, but within a framework of fairness and 

equity. Therefore, motions to stay the proceedings will not be 

granted. 

 
5.7.2 If either party is interested in the adjournment of a scheduled 

hearing, it must file a written request with the examining officer at 

least five (5) calendar days prior to the date of the hearing. A copy 

of such request shall be forwarded to the other party within the 

same period. 
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5.7.3 A party requesting a stay of a hearing must appear before the 

examining officer on the date and at the time appointed for the 

hearing, unless the party has previously received notice from the 

examining officer granting the requested stay. If the suspension is 

not granted, the examining officer may hold the hearing. 

 
5.8 Celebration of the hearing 

 
5.8.1 At the hearing, the examining officer shall guarantee the following 

rights to all parties, except in the event that the hearing is held in 

absentia: 

 
5.8.1.1 Attend the hearing alone, accompanied or represented by 

an attorney or any other representative of your choice. 

 
5.8.1.2 Hear all witness evidence and read all documentary 

evidence presented at the hearing. 

 
5.8.1.3 To examine and cross-examine witnesses and to rebut 

the evidence presented. 

 
5.8.1.4 Have all determinations made by the examining officer in 

writing and on the basis of oral and documentary 

evidence presented at the hearing. 

 
5.8.1.5 Present all testimonial and documentary evidence 

relevant to the complaint. 

 
5.8.1.6 Have and produce as evidence documents relevant to the 

dispute in question that are in the custody of the 

University. 

 
5.8.2 All proceedings before the examining officer shall be recorded on 

tape, which shall be delivered for preservation and custody to the 

University or its designee for that purpose. 

 
5.8.3 The examining officer shall begin the hearing with a summary of 

the controversies involved in the complaint and explain the manner 

in which the hearing will be conducted. 

 
5.8.4 During the hearing, the examining officer shall have all authority to 

ensure that the proceeding is conducted in a decorous manner - 

including, but not to be construed as limiting his or her powers - the 

authority to order a party, his or her counsel or his or her 
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The exercise of the powers herein granted to the examining officer 
shall be interpreted and applied in such a manner as to ensure due 
process of law to the parties. The exercise of the powers herein 
granted to the examining officer shall be interpreted and applied in 
such a manner as to afford the parties due process of law. 

 

5.8.5 The examining officer shall not permit the presence of any person 
outside the proceedings, except witnesses on occasions when they 
provide evidence, and any assistants designated by the examining 
officer to assist in the recording of the proceedings, due to the 
confidential nature of the process. 

 

5.8.6 The University shall initiate the presentation of evidence at the 
hearing. Upon completion of the presentation of this evidence, the 
respondent shall present its evidence. Provided, however, that the 
examining officer may alter this order if and when he deems it 
advisable. The burden of proof with respect to all elements relating 
to the complaint filed shall be on the complaining party. The burden 
of proof with respect to any element of mitigating circumstances or 
any defense to the charges filed shall be o n  t h e  p a r t y  
complained against. 

 

5.8.7 All persons appearing to testify at the hearing shall be sworn before 
the examining officer. Once sworn, the witnesses shall leave the 
courtroom until they are ready to testify, unless the parties stipulate 
that the witnesses, or any of them, remain in the courtroom while 
others are testifying. 

 

5.8.8 The examining officer shall issue his decision within ten (10) 
working days after the hearing has been held. Said decision shall 
contain the following: 

 

5.8.8.1 The date and place of the hearing, the parties, 
representatives and witnesses who appeared at the 
hearing; 

 

5.8.8.2 The controversy or controversies that gave rise to the 
complaint, clearly and concisely stated; 

 
5.8.8.3 Findings of fact based on the record of the hearing; 

 
5.8.8.4 Conclusions of law; 

 

5.8.8.5 The resolution based on findings of fact and conclusions 
of law; 

fA 
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5.8.8.6 The recommendations regarding a the sanctions

 to be imposed. 

 
5.8.9 It shall be the responsibility of the examining officer to send a 

certified copy of the resolution to the chief executive of the 

academic unit, to the director of the Office of Systemic Legal 

Counsel and to the respondent or his legal representative, if any. 

 
5.8.10 The chief executive shall notify the respondent, or his legal 

representative, of his determination and the corresponding 

disciplinary sanctions within five (5) calendar days, by certified mail 

with return receipt requested. 
 

ff'\ 

5.9  Disciplinary measures or sanctions: 

 
5.9.1 Any person found to have engaged in bullying or harassment may 

be sanctioned in the following ways depending on the severity, 

seriousness and frequency of the facts proven: 

 

5.9.1.1 Written warning with a requirement to cease and desist 

from continuing with such practice and any other 

requirement aimed at avoiding such conduct. 

 
5.9.1.2 Suspension from the University for the term deemed 

pertinent, which shall never be less than six (6) months, 

or expulsion. 

 
5.9.1.3 Expulsion shall be imposed in consideration of the degree 

of severity of the offense or offenses committed as stated 

in the examining officer's decision. 
 

5.10 Appeal 

 
5.10.1 Any party who disagrees with the decision may file a written appeal 

to the President of the University within ten (10) working days of 

receiving a copy of the decision. 

 
5.10.2 The President of the University shall issue his decision within 

fifteen (15) working days of receipt of the written appeal, which 

shall become final and without appeal. If the president does not 

issue a decision within fifteen (15) working days, it shall be 

understood that the appeal has been declared DISMISSED. 
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5.11 Notification to the public authorities 

 

5.11.1 If on appeal the chairperson upholds the examining officer's 

determination that the acts prohibited by this protocol were 

committed, the appropriate public authorities shall be notified. 

 

VI. Procedure for case documentation, confidentiality case 

documentation, confidentiality and 
file maintenance 

 

6.1 Dacumentation 
 

6.1.1 A file will be created under the name of the respondent, for the 

documents created under each complaint at each campus, 

separate and apart from the one maintained in Human Resources 

for each student. 

 

6.1.2 If the matter reaches the Systematic Legal Counsel's Office, the 
latter will create another file containing copies of the investigation 

documents in the enclosure, the investigation report and those 

generated in said office. 
 

6.2 Confidentiality 

 
The records created under this protocol are confidential and may only be 

accessed by persons authorized by this protocol to conduct the 

investigation; prepare and submit reports; take disciplinary action or 

sanctions as authorized herein; and in the appeals process, if any. 

 
All records created under this protocol shall be made available to 

representatives of the Puerto Rico Board of Education, relevant state 

authorities and parties involved in the matter. 

 

6.3 Maintenance 
 

6.3.1 The files generated at the premises for each complaint and at the 

Office of Systemic Legal Counsel shall be kept in a secure place at 

each location, where they can only be accessed by the persons 

mentioned in subsection 6.2 immediately above. These files shall 

be kept for a period of ten (10) years. 
 

6.3.2 The file generated by each examining officer shall be delivered to 
the Office of Systematic Legal Counsel after 
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resolution shall be issued by the latter. This file shall be kept 

together with the file of said office and shall be kept for the same 

term and its confidentiality shall be the same as that expressed in 

the immediately preceding paragraph. 

 
VII. Severability clause 

 
The provisions outlined in this protocol are separable from each other, so that the 

declaration of nullity of any of them shall not affect the others, which may be 

applied independently of those declared null and void. 

 
VIII. Repeal and Amendments 

 
This protocol may be amended in accordance with the procedures established 

at the University for manuals, regulations, policy letters, circulars and other 
similar documents. 

 
IX. Validity 

 
This Regulation shall be effective immediately. 

 
X. Approval 
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