D. STUDENT RECORDSAND SERVICES
D-1. Admissions

Requirements for admission to Indiana UniversitutBeast are available in the IUS Bulletin. Thedateersion of
the bulletin is available from each any office @mpus or on the web http://www.ius.edu/Bulletin/

D-2. Academic Advising

All newly admitted students will be assigned to A&wdemic Success Center (ASC) where they willdasad
regarding their academic programs and receive atbsstance as they begin their work at IUS. Tearstudents
with 26 credit hours or more and have completedé¢heirements to go to their major are admitteddally into that
school or division.

By the time students in the ASC have completedr8@ithours, they are expected to select a majStudents in
good standing (2.0 cumulative grade point averagiéjhen transfer to the academic unit of theipide and will be
assigned an academic advisor from among the faotittye chosen course of study. Each student{sogex
Schedule of Courses must be approved by this adviser or the apprapdatin. Academic advisement is very
important in student retention and success, andgtfacan play a positive role in helping to achi¢ke desired
outcomes.

While the ASC counselors, school deans, programdouators, and advisers will help direct studehtsuigh the
maze of regulations and requirements for compledidiggree program, the ultimate responsibilitynieeting
degree requirements rests with the student.

D-3. Registration and Enrollment

The registrar is responsible for the planning, Enpentation and supervision of all registration\aii¢is. Under the
direction of school deans, members of the faculty professional staff, members of the Registraffc®assist
students during registration periods and verifyodment.

Course offerings are available to students thrau§lchedule of Classes booklet. The course offerng also
available on the web: http://onestart.iu.edu. iReation for currently enrolled students beginsappointments
several weeks prior to the start of a semestell. regjistration is conducted through the web ambisn almost
continuously until classes begin. Copies of tlsglschedule booklet are available at school amihétrative
offices and at other distribution points around pam The class schedule lists registration angd/ddal dates and
times, academic advising opportunities, registrafitocedures, course section offerings, and otbeimgnt
information concerning academic programs and emsoit in classes.

REGISTRATION PROCEDURE: Students are expected sl the class schedule or web for registration
information and procedures. In order to registercfasses at IUS, a student must 1) be admittéutiiana
University 2) seek academic advising from desighatdvisers; and 3) verify he/she does not have'tlamigs”
(service indicators) due to academic restrictioninancial obligations to the University. If augient has holds on
their record, he/she will not be permitted to reggigor classes until the appropriate office oratépent removes the
“hold”. Students must obtain necessary permissonsstructor approvals to enroll in restrictedaiment course
sections from the school offering the restrictedrse. Sections that require permissions have “PERId after
the course section number. Other restrictionsitolenent in a particular course section could el being
enrolled in a particular academic unit. In theases, the course section will be identified with $lshool code:
RSTR (restricted), in which the student must beksu, listed after the course section number. d&its must pay
registration fees at the Bursar’s office.

Late Registrations and Course Additions Duringtiime between the end of the first week of classthedend of all
fee refund periods a student must have the wrjtegmission of the instructor to add a class. Atterend of all fee
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refund periods, a student cannot expect to be atio enroll in a course for the current semes#any exceptions
to this policy would be for extraordinary, well-donented circumstances only, and will require apakby the
instructor, the dean of the school offering thersepyand the vice chancellor for academic afféirstudent should
not attend a course in which he or she is notiafficenrolled. Doing so can be construed as amBacademic
dishonesty or as a theft of services and couldubgest to appropriate disciplinary or legal sant$io Students are
encouraged to pursue the deferred payment optiaikgble through the Bursar's office, if needed.

D-4. Attendance

Attendance is required. lliness or religious obaaaces are usually the only acceptable excusebfmrece from
class. Absences must be explained to the saisfiagt the instructor who will decide whether ot monitted work
may be made up.

The office of each school can supply instructorhWotice of Excessive Absence forms which sho@dént to
any student whose absences are considered bystinecitor to be excessive. A student who fails terat class or to
withdraw officially from class after having beenmad, may be considered to have withdrawn unofficend be
given an FN grade in the course. A grade of FNg§iven for a student who has never attended class.

D-5. Withdrawals and Changesin Enrollment

In order to process a withdrawal or change in aesten or session enrollment, the student mustmifthiout, and
submit a Drop/Add form at the registrar's office.

If a student withdraws from a course prior to orinig the official drop/add period scheduled durihg first week of
each semester or session, no record of that erawllor grade will be recorded on the student'siaffacademic
record (Official Transcript).

If a student withdraws from a course after theoidfidrop/add period scheduled during the first kveeeach
semester or session, a record of the student'ireart and a grade of W will be recorded on thelsti's official
academic record (Official Transcript) subject te tithdrawal policy and restrictions printed in Suedule of
Classes for a particular semester or session.

A grade of W is given automatically to the studehb files an official withdrawal form before thedeaf the tenth
week of a semester or the fourth week of a six-vwsegkmer session. Termination of class attendaitbeut
processing an official withdrawal form will resiita recorded grade of F on the student's offigebrd. A
completed withdrawal form will be dated and proeglssn the day it is submitted by the student tadiggstrar's
office.

There can be no withdrawal after the tenth week eémester or fourth week of a summer session efaregrgent
reasons related to extended illness or equivalstreds. The student who finds it necessary taasigwithdrawal
for these reasons must obtain the appropriate fiaom the registrar's office and appeal in writinghe vice
chancellor for academic affairs. The desire tadadow grade is not an acceptable reason fordsatival after
the tenth week of a semester or fourth week ofnanser session.

Special withdrawal procedures are available to negmbf the military reserves who may be calledctiva duty.
Information is available in the registrar’s office.

D-6. Grades and Grade Reporting
IUS uses the following grading system:
A+

A = Outstanding
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A-

B+

B = Good

B-

C+

C = Average

C-

D+

D = Poor but passing

D-

F = Failed

FN = Failed, not attending
FNN = Failed, never attended

| = Incomplete
NC = Audit

R = Deferred

S = Satisfactory
W = Withdrew

Note: ZZ = Grades automatically given for studentthe Perdue Programs in OneStart and Oncourse.

One of these grades must be reported at the ethe gemester for each student in each course ichvit@ or she is
enrolled. No grade is recorded for a student wiopsla course during the first week of classesudestts who
enroll under the Pass/Fail option will be givenulag grades (A, B, C, D, or F) by the instructoffhe S grade will
be recorded by the registrar for those receivirzglgs of A, B, C, or D. The use of the W gradeafithdrawals is
explained in Section D-5.

The grade of S may be used only under the followimrgditions:

1. prior to the beginning of the course, permisssoreceived from the appropriate dean and the alieacellor for
academic affairs,

2. the only other grade permitted in a course ifciwvkthe grade S is used will be F, and

3. hours of credit with the grade S will count ted/graduation but the course will not be computethe grade
point average.

Final grades must be submitted in person by thatfamember by the date and time listed in the an@d calendar
for each academic session. Online grades submissagrbe made only via OneStart or Oncourse website.

1. Grade Point Average

A student's grade point average is determined \agidp the sum of the grade points (credit hoursaxth course
multiplied by the numerical equivalent of the graldg the number of credit hours completed. Graalatp per
semester hour are:

A+ or A =4 points, A- = 3.7,
B+=3.3, B=3.0, B-=27,
C+=23, C=20, C-=17,
D+=13, D=10, D-=0.7,
F =0.0 points.
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A minimum cumulative grade point average of 2.6eguired for graduation. See specific degree pmogr
requirements for more detailed information. Stugevho maintain an overall grade point average @f@?e
considered to be in good standing in most programs.

2. Grading policy

The faculty of each department or school shallttierguidance of individual faculty members, essdbh policy for
the awarding of letter grades, which policy shallfited in the office of the Dean of Faculties dc& Chancellor for
Academic Affairs. (IU Board of Trustees policy)

Faculty members shall provide students with writtateria for grading course assignments and irelvdtten
grading criteria in their course syllabi. (Faculignate policy-circular 96-9D)

3. Incompletes

The grade of | (Incomplete) indicates that the stuidhas completed satisfactorily the major portiba course but
is prevented by extraordinary circumstances frompleting the balance of the course. The gradendll bnly be
given if the instructor has sufficient reason ttiehe that the failure to complete the requiremerithe course was
due to factors beyond the student's control, aatitivould be unjust to hold the student to theetilimits normally
fixed for completion of the required assignment$he grade of | will not be awarded simply to exemstudent
from paying tuition for a repeated course.

In order to assign a grade of I, an instructor résdhe grade on the Official Grade Sheet and cetapla
"Documentation of Assignment of an Incomplete Gfddam available from the registrar. The instruataust
indicate the conditions for removal of the |.  Apgds sent to the student. If the instructor doetsotherwise act
to remove the |, the registrar will automaticalhaoge the | to an F at the end of one calendar ydaoth the
student and the instructor in whose course theestugceived the Incomplete will be notified ofstikhange of
grade.

4. Grade replacement policy

The following policy replaces the previous FX pgland takes effect at the start of the fall semeaxft@003.

With approval from the student’s dean, an undengael student may repeat a course in which he oresieéved a
grade of A, B, C, D, or F (including plus/minus dea) and have only the new grade (A, B, C, D, anétuding
pluses/ minuses) count in determining the studemtde point average. The former course and grétieemain on
the transcript with an appropriate notatidlote: A grade of W or | in a repeated course will noalify to remove
the original grade.

The grade replacement policy is subject to the¥alhg restrictions: (1) the option to replace gsadéA, B, C, or

D applies only to courses taken since the fall stene1996; (2) students must notify their schadigision during
the semester in which the course is retaken if fhay to repeat a course to replace a grade, arelsarch a request
is submitted, it cannot be withdrawn; (3) a studaay exercise this option for no more than fiveudjlergraduate
courses totaling no more than 15 credit hoursuitiog any courses replaced under the previous Ri¥ypd4) a
student may use the replacement policy only twiceafgiven course; (5) academic units retain thletiio consider
a student’s complete academic record for purpokadmission to an academic program or selectiomfaards; and
(6) grade replacement is available for coursestakeny Indiana University campus; however, tlocy affects
computation of GPA only for courses taken at IU8dent records from other campuses will reflecirtheade
replacement policies.

For more detailed information on the grade repla@rpolicy, contact the Office of the Registrar.

5. Academic Bankruptcy Policy (effective Fall setees1996)

39



Students who have not attended IUS for at leastyars, are undergraduates pursuing their firdtddac's degree,
and are returning to IUS for the fall semester 1808&ter may request academic bankruptcy. Bankyupieans that
all grades earned during the term(s) in questidhhaive a notation on their official transcripicademic bankruptcy
may be requested for no more than two academicstefiiUS course work. Two consecutive summer sassioay
be considered a single academic term for purpdsissopolicy. The petition must be submitted dgrthe first
semester back at IUS. Academic bankruptcy may\ekied only once in a student’'s academic careerdéwac
Bankruptcy Petition forms are available from yocademic school or division.

6. Grades for Credit Earned by Examination

When credit is earned by examination, only the gsaaf S and A will be used in recording. Ordinatiile grade
of S will be awarded with the grade of A assignatydn instances of clearly superior performancetom
examination.

D-7. Change of Grade

After a grade other than | (Incomplete) has beeonted to the registrar's office, it may not berged without
permission of the vice chancellor for academicieffa Only cases of error in recording or compuotativill be
considered by the vice chancellor in granting spetmission.  Neither student pleading nor additiomak
completed will constitute grounds for changing eorded grade other than | (Incomplete). Changgade forms
are obtained from the registrar.

D-8. Mid-semester Grades

Effective Fall 2007, midterm grades should be stiteaifor all degree-seeking freshmen (1-25 crealitrl). This
includes students in Academic Success Center whe ihat yet declared a major and exclude visitinglents and
non-degree students. Mid-semester grades shoutddmmitted to the students not later than thettirls point of
the semester. To facilitate ease of posting andsa;dt is strongly recommended that these gragl@ested on
Oncourse.

D-9. Holds (Service I ndicators)

A “hold” is placed on a student’s record that lisnsiervices to that individual. A student with ddhis not
permitted to register or receive certified recasdsn honorable dismissal without authorizatiomfrine university
office responsible for mandating the hold. Studemiiose financial accounts with the campus aregadint, who
owe library or parking fines, or who have been suasied for not meeting required academic standards & hold
(service indicator) on their record.

D-10. Application for Degrees

Students planning to graduate must submit an Aafidin for Degree form to the office of their schdelan.  After
approval by the dean (signifying that the studeilitpwobably be able to meet the degree requiremeiithin the
time limits), the completed form is forwarded te ttegistrar's office by the secretary. See clelssdule for appli-
cation for degree due dates.

D-11. Personal Counseling

In addition to the counseling available from theuléy and staff, a professional counselor is onmasito assist
students with their personal problems. This pesonhelp students resolve conflicts and problesss@ated
with college attendance, family life, or personabvelopment. Appointments should be made througlséitretary
in the ASC office. There is no charge for the ggw and all counseling is completely confidential.

D-12. Financial Assistance
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A complete range of scholarships, grants, shomt-#emd long-term loans, and employment is availabktudents.
Faculty members who encounter students who neaddial assistance should refer them to the Offfcgtadent
Financial Assistance.

D-13. Student Activities

Student activities are considered to be part okthecational process. This philosophy is based upsearch
which has indicated that learning is influencedobgr groups in out-of-classroom situations, antishalent
success and student relation is positively cordléd involvement in the life of the campus. Capusmtly, student
activities are perceived as a chance to providematial types of learning opportunities for irgsted students.

Of special concern to faculty members is the adgisif student groups. The adviser is expecteddet with the
group at its regular meetings and attend its as/i Advising a student group can be a rewardiyggrience. It
is hoped that faculty members will accept suchaasibilities as a proper part of their involvemanthe academic
community. Interested persons should see the ire€¢ Campus Life.

D-14. Standar ds of Student Conduct

Students enrolling in the university assume angalilbn to conduct themselves in a manner compatitifethe
university's function as an educational institutiorAs any other citizens, students have rightsabiigations.
Students are responsible for their personal conguér federal, state, and local law, and thetustas students
neither excuses nor protects them from civil anahioial sanctions.  All faculty members have thepmassibility
and general authority to help preserve order, atltiehavior, and honesty at the campus, espeaiatheir classes.

Please see tHadiana University Code of Sudent Rights, Responsibilities and Conduct for a complete discussion of
student conduct and procedures for handling conchss.

D-15. Sex Offender Screening

In compliance with Indiana law, Indiana Univers8gutheast periodically checks the names of enrsligdents
against the names listed in the Indiana Sex Offen@egistry. It is the policy of Indiana Univeysoutheast that
no students who have been convicted of sex offesmgaisist children shall be eligible for admissiorot
matriculation in any academic program which plabesn in direct proximity to children (people undee age of
18). Such students will be given alternative assignts to any class projects, field experiencestipums or
extracurricular activities that would put them moximity to children.

D-16. Medical Care

The university assumes no obligation to provideiga@dare. In the case of emergency, universitpleyees
may, if qualified, render first aid, and universitghicles may be used to take an injured perstmettospital
emergency room. Physician and hospital chargeparable by the patient. University Police offkcéave
received first aid training and may be contacteeixat2400. They should be contacted if a studppears to be in
need of assistance.

D-17. E-mail Communication

In accordance with Indiana University policy, IUSes electronic mail (email) as an official means of
communication with IUS students. A student’s fadltio receive or read official university communicas sent to
the student’s official email address does not alestile student from knowing and complying with tie@tent of the
official communication. The full text of the IU Roy on Use of Email as Official Correspondence v@thdents can
be viewed ahttp://reqistrar.iupui.edu/iu-email.html
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D-18. FERPA and data security

Indiana law makes one personally liable, with natgction from U, for violation of the Family Eduaanal Rights
and Privacy Act (FERPA), Faculty needs to be aulaaesending grade spreadsheets to the entire plasting
their working gradebook to their website, or jushgrally storing information containing student esmUJIDs, and
grade information on their computer and not inrtpeotected network storage space may incur satiiity. The
links below provide information as to the specfflices:

Link to the annual FERPA notice that IU is requitegrovide students:
http://www.ius.edu/Registrar/Release.cfm

FERPA Tutorial:
http://webdb.iu.edu/arms/compliance/ferpa.cfm

Protection of Sensitive Institutional and Persdbaia
http://itpo.iu.edu/policies/bestpractices/
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