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Introduction to Advising

SU Policy on Academic Advising

Academic advising is one of the most important iseyoffered by Salisbury University
(SL), offering tremendous potential for educatingients. It is a process that helps
students to identify their career goals and asist® in the development of an
educational plan designed to meet their goals.

All matriculated students at SU are assigned adean& advisor. Students who have
declared their major, are assigned to a facultysadwvithin their major department, while
students who have not yet declared a major, argreesskto professional advisors or faculty
by the Office of Academic Affairs.

Students must confer with their assigned facultyisod during the “program planning
periods” in the fall and spring semesters. Itusiy these conferences that course
selections for the upcoming semester, general édncand major requirements, long-term
academic planning, and other academic issues secasdied. It is ultimately the
responsibility of the student to meet all Universind departmental major graduation
requirements.



Advisor Responsibilities and Resources

Salisbury University recognizes the value of effezadvising and has made an
institutional commitment to provide quality advigito students. How well this process
works depends upon how well the participants—adhasl student—meet their
obligations and upon the personal interaction bebhatee two individuals.

Effective academic advising involves the abilitytloé advisor to help a student define and

develop realistic goals, to accurately perceiventeeds of a student, and then successfully
match these needs to available institutional ressumn a meaningful manner.

Advisor Responsibilities

As part of the teaching responsibilities and initoid to preparation, class time, and
grading, all faculty at Salisbury University areuéed to advise students and be available
to meet with them at times other than formal clasgtings. Faculty will be advising
students who have declared a major within the fgecuember’s department. Faculty
should be able to refer students to campus ressacell as guide them in their course
selection as they progress towards graduation.sdasi responsibilities include:

A minimum of five hours each week should be sede$or scheduled office hours.
Office hours should provide access for studentsmabus times and days of the week.
The schedule of office hours is to be posted orfabelty member’s office door and
filed with the department chair, Dean, and with @féce of Academic Affairs.

During program planning weeks, it may be necesfarfaculty to schedule additional
office hours in order to accommodate all advisees.

Advising records should be kept for each studewisag. This may be, at minimum, a
copy of the duplicate “Program Planning Workshéwett' may also include any notes
you wish to make about the student’s plans, pregess.

Student Responsibilities

Students have responsibilities in the advisor/adviglationship, as well. Students are
expected to:

Be responsible for their own academic progressimhdecisions.

Regularly review their degree audit report eachestar and keep track of their
progress towards graduation.

Meet with their faculty advisor at least once a sster.

Be fully prepared when attending advising meetimgbringing advising materials,
guestions, course selections, etc.

Look over SU policies and procedures and directqmstions to their faculty advisor.
Seek help at the beginning of a problem, not atakeminute.

Check their campus email regularly for importaniversity information and
communications.



Advising Records

Each academic department should maintain and dgrtieuse the advising files for the
department. Advisors are encouraged to accessdtheisees’ files as needed and return
them to the department at the conclusion of thesaty appointment. Please speak to
your department chair or departmental assistam@rdagy your department’s advising files
and processes.

Well-maintained advising files are essential toddgising process. There are many times
when others beyond the student or advisor, suthea8dvising Services Coordinator,
department chair or Academic Affairs, will needéder to the transactions in an advising
file.

Advisors are encouraged to maintain copies of dleving items within advising folders:
Program Planning form
Important email correspondence
Notes summarizing any pertinent items from advisimegtings
Copies of any academic checklists used in advisasgions
Notations if an advisee missed any scheduled appeint

Advisors might also include any printed copieshaf tlegree audit, copies of forms that the
student submitted, graduation review sheets ancdhmare. The more information you
have documenting the significant academic discassi@tween you and your advisee, the
better this will be for both you and your students.

To err is human and to have record of any possithésing errors documented within the
advising folder is a great benefit to yourself &uy@advisees!



An Effective Advisor’s Checklist

Personal Qualities

1. | enjoy advising.
2. | have a sense of humor.
3. | am flexible in working with students.
4. | accept constructive feedback concerning nfgcéif’eness as an advisor.
5. | show respect for others.
Availability
1. I have regularly scheduled office hours thraughhe semester.
2. | have extended office hours during progranmipiiag.
3. I have posted my office hours and proceduresdbeduling appointments.
4. | expect to be in my office and available tadgints during my office hours.
5. |take the initiative to invite my adviseesteet with me.
Communication
1. lamagood listener.
2. | help students make their own informed deaisio
3. | express an interest in students as uniquegithals.
4. | am approachable and students find it easglkovith me.
5. | explain to students what | can do for thenamsdvisor and what | expect from them as advisees
6. | give students my undivided attention durihg &dvising conference.
7. | help students explore obstacles that musivieecome to attain established goals.
8. | offer to help students gain access to regsuticat might address their needs.
9. |focus on my advisees’ potentialities rathert their limitations.
10. | challenge my advisees to higher academifopaance.
11. | know the name the student prefers to bedalhd use it during the advising conference.
12. | help students to focus on a particular isHter a number of issues have been discussed.
13. 1 help students develop long-range plansitithtde courses to be taken during semesters beyend
current year.
14. | show respect for students’ opinions andirfigsl
Information
1. | provide students with accurate information.
2. | keep students informed of changes in acadesgjgirements.
3. I refer students to other resources, inclu@gimame and phone number, when necessary.
4. | help students select courses that match itheirests, goals and abilities.
5. | am familiar with students’ academic backgrun
6. | assist students to explore careers in thedit bf interest.
7. | encourage students to take an active rofgainning their academic problem.
8. | encourage students to achieve their educatgoals.
9. | understand general education requirementsrajdr/minor requirements in my discipline.
10. | am familiar with dates and deadlines sigaifit to the registration process.
11. | am familiar with the cycle of course offegs within my department.
12. | am familiar with University and departmerpalicies related to transfer credits.
13. I maintain a file for each student and revtbat file in preparation for each appointment.
14. | have information concerning career opportesifor students earning degrees in my field.
15. | monitor students’ progress and contact thase do not register for an upcoming semester.




Advising Resources

Each School has an Advising Services Coordinat@QAto assist faculty and students
with academic questions. The Advising Servicesr@ioator communicates curriculum,
graduation requirements, and university policied procedures to faculty and students.
Additionally, they complete graduation audits, coctdwvorkshops and assist with preview
and registration. The ASCs offer faculty workshopsdividualized sessions throughout
the academic year review new curriculum changeseweGullNet operations and provide
advising resource materials.

Advising Services Coordinators

Fulton School of Liberal Naomi Nash 256 Fulton Hall
Arts nrnash@salisbury.edu
Henson School of Science Lisa Leslie 202 Henson Hall
and Technology |dleslie@salisbury.edu
Perdue School of Business Jamie Holmes-Kriger Aaxthers Hall
jlholmes-kriger@salisbury.edu
Seidel School of Education Kim Clark-Shaw 354D TETC
and Professional Studies kdclarkshaw@salisbury.edu

Campus Resources and Contact Information

Academic Affairs Ms. Sandra Cohea-| http://www.salisbury.edu/academic/

Weible

238 Holloway Hall

3-6330
Academic Advising http://www.salisbury.edu/advising/
Academic Catalog http://www.salisbury.edu/catalog/
Academic Checklists http://www.salisbury.edu/checklists/
Campus Police 3-6222 http://www.salisbury.edu/police/
Career Services 3-6075 http://www.salisbury.edu/careerservices/
Center for Dr. Brian Stiegler | http://www.salisbury.edu/intled
International 1106 Camden Ave
Education 410-334-3495
Center for Student Dr. Heather Holmes| http://www.salisbury.edu/achievement/
Achievement GC 213

7-4850
Disability Support Ms. Nikki Dyer http://www.salisbury.edu/students/DSS/
Services 256 Guerrieri Centef

7-6536
GullNet http://www.salisbury.edu/gullnet/
Honors Dr. Richard England| http://www.salisbury.edu/Honors/

Honors House 001
410-546-6902




Interdisciplinary
Studies

Your School
Advising Services
Coordinator

http://www.salisbury.edu/idis/

Multicultural Mr. Vaughn White | http://www.salisbury.edu/multicultural/
Student Services 240 Guerrieri Centef
8-5300
Registrar’s Office 120 Holloway Hall | http://www.salisbury.edu/registrar/
3-6150
Disability Support Ms. Nikki Dyer http://www.salisbury.edu/students/DSS
Services 256 Guerrieri Centef
7-6536
Student Affairs Mr. Ed Cowell http://www.salisbury.edu/students/
-Academic Integrity 212 Guerrieri Center
Violations/-Code of 8-2368
Conduct
Student Affairs Ms. Kristen http://www.salisbury.edu/parents/
- New Student Kazmarek
Experience and 229A Guerrieri
Parent Programs Center
3-6080
Student Counseling | 263 Guerrieri Center http://www.salisbury.edu/counseling/
Center 3-6070
Student Health 180 Holloway Hall | http://www.salisbury.edu/health/
Services 3-6262
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GullNet Features

Salisbury University uses Oracle’s PeopleSoft austorelationship management system,
or GullNet as it is called on campus, to managdesitiinformation. Faculty may learn
how to use its feature by visitirdtp://www.salisbury.edu/gullnet/facres9. s

reviewing the lessons below. Additionally, the Aging Services Coordinators offer
GullNet workshops or individualized sessions ptoprogram planning to assist faculty
members in navigating GullNet.

Lesson 1:Signing on to PeopleSoft/GullNet Lesson 8:View Advisees

Lesson 2:Changing your password Lesson 9:View data for other Students

Lesson 3:Entering the Faculty Center Lesson 10:How to activate registration after advisement
Lesson 4:View My Class Schedule Lesson 11 How to view enrollment dates

Lesson 5:View My Weekly Schedule Lesson 12:View Course Catalog

Lesson 6:Access Class Rosters Lesson 13.View Schedule of Classes

Lesson 7:Grade Rosters

The two areas you will be using the most in GullMetude the Faculty Center and
Student Center.

Faculty Center
This feature in GullNet allows you to manage alliyolasses, as well as provides access
and information for your students and advisees.

How to get to the Faculty Center:
1. Self Services Faculty Center
2. View Advisees

3. View Teaching Schedule

4. View Roster: This feature gives you access tar Yist of students in your course(s). In
your class rosters, you will be able to view thedsnht’'s School, major and level. You can
also export the roster into &xcel spreadshedty clicking onto the “grid icon” on the

roster (Lesson: 6)
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Student Center
Basic student information may be found in the Stad&enter. The view that you have is
very similar to your advisees’ view.

How to get to the Student Center:
1. Faculty Center View My Advisees View Student Details (click next to advisee
you want to view)

. Advisees Schedule
. Name of Advisor.
. Student Holds
. Advisee contact information—
. Transfer Credit
. Academic Program
. Academic Requirement Report

O~NO O WN
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Degree Audit Report

Provides academic information detailing studentajanrequirements and coursework
history; this includes completed courses, classgsagress, and additional classes needed
to graduate. This report is based on universityagemhrtmental requirements for degree
completion.

How to read a Degree Audit Report/Academic RequerémReport
Throughout the Degree Audit/Academic Requiremesp®rt, when an area is satisfied it
will collapse allowing an advisor and student teilyanavigate to the deficient area.
Below is a brief overview and a possible exampléhefinformation available to you in
this report.

1. Catalog Year — This indicates to the computdicivprogram to follow for the major
and minor. If there are any differences in catakguirements and the student is listed
under the wrong catalog, there may be problems.

2. Cumulative GPA — If the GPA is 2.0 or above, @nea will collapse

3. 120 Credit Hours — This area calculates the rsrmabcredits (both EARNED and IN-
PROGRESS.) Students must complete a minimum oti&xit hours for graduation.

4
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4. Upper Level Courses — This area calculates tineoer of 300/400 level credits earned.
The university requires 30 credits of 300/400 les@lrses. For example, this student has
completed/in-progress 8 credits at the 300/400 lewe has 22 more to complete.

5. Residency — Students must take 30 of the last&iits in residency. In the last year ef——
attendance, a student may transfer in up to 7 tsr&dm another school. For example, a
student who is graduating in the Spring term még @ BIOL 101 (4 credits) and MATH
155 (3 credits) at Wor-Wic over the Winter termidlis OK as long as the last 30 credits
were taken at SU. Study abroad credits are NOT tedwmder this requirement.
Additionally, “Student must complete 30 Creditgta University by direct classroom
instruction or laboratory experience.” If a studertludes any credits by test or challenge
exams, etc, at least 30 credits must be takerciass at SU.

6. General Education Courses — This section aatlitequirements for General Education.
* Note: Some courses taken at institutions on atguaystem or trimester may have some
unusual credit numbers. Example: 2.677 crediteafdfATH course or 1.33 for a PE class.
If the section is collapsed, then the course, digas of credits, satisfies the requirement.

v

A
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8. English — Student still needs to take a literattourse

9. History — Student still needs to take a histmoyrse

A

10. Natural Science, Math, and Computer SciencePdrysical Education are complete
and therefore appropriately showing as collapsedimvthe audit.

11. Major Requirements — If your major has tracksancentrations, make sure the
student has declared it with the Registrar’s Ofticelse the computer will not audit the
major correctly or it will ONLY read “No requiremen”

A

12. Minor Requirments — If the student has declarednor, the report will run the audit
for the minor. This student has declared Spanighe&isintended minor.

elered Spann
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Transfer Credit Report and Transfer Codes

The Transfer Credit Report shows all courses thaelbeen accepted by transfer for an
individual student. You can look at this reporthe Student Center section of GullNet in
the drop-down menu of “other academic reports.’sTeport shows each course taken and
what course it transfers in as; it also shows thegearned for the course at the institution
where it was taken. (Remember that grades do awesfer; this is for informational
purposes only.)

Transfer credits are evaluated by the Office of As#mons and then coded for the student’s
degree audit report and transcript. If there isandirect equivalency in the system, a
variety of codes will be used to indicate what ¢berse will count as in the general
education requirements. The most common Transfde€are:

GENE ENG = SU’s English 103 (Gen Ed IA)

GENE LIT = SU’s English Literature (Gen Ed IB)

GENE HUM = SU’s Humanities (Gen Ed IlIA or IIIC)
GENEHIS = SU’s History (Gen Ed IIB)

GENE SSC = SU’s Social Science (Gen Ed 11IB or )IIC
GENE SCL = SU’s Science including a Lab (Gen EA)V
GENE SCN = SU’s Non-Lab Science (Gen Ed IVB)

GENE LAB = SU’s Free Standing Lab *typically worthcredit
GENE MTH = SU’s Math (Gen Ed IVC)

GENE PHE = SU’s Physical Education (Gen Ed V)

It is not essential for advisors to understandrafisfer codes or the details of the Transfer
Credit Report. Advisors are encouraged to reviesvegree Audit/Academic
Requirements report. If the student has been awdrdasfer courses that satisfy general
education, major or minor requirements, then thes®should automatically populate
within the audit report, showing both the studemd advisor what requirements have
transferred.

16



Program Planning

Program Planning Process

During Program Planning your assigned adviseesbailineeting with you to go over their
next semester’s schedule, ask questions aboutrtiagar, and speak with you about their
potential career goals. As an advisor during tdigsang period it is important that:

You are available to meet with your students and: leppointments posted on your
door and/or follow the advising procedures devedbywehin your department**.
Review your advisees’ degree audit/academic reopgings report and/or academic
checklists and answer any questions or refer tluetinet appropriate resource.
Approve their program planning form and keep a dgpyheir advising folder.
Activate students’ registration in GullNetip://www.salisbury.edu/gullinet/facres9.asp
(Lessonl10)

** For example
-The Perdue School of Business uses a Group Schgaubdel.

-The Seidel School of Education & Professional #&sidurrently has specific procedures
for Team Advising in the departments of Teacherdation and Exercise Science.

In order to prepare for program planning, you staansult with your Advising Services
Coordinator to find out the specific procedureganr school. You can also review your
school or department’s website, and talk to yoyraaenent chair for specific information.
If you have questions, ask them during departmeggtimgs; oftentimes, others will have
the same questions. Ask the department adminigtraisistants for advising materials;
most materials are available onlimeg://www.salisbury.edu/gullnet/facres9.asp but the
administrative assistants can provide you with laimgt you need. You may also want to
review the advising website ltp://www.salisbury.edu/advising/

The program planning worksheet is the primary foised to maintain accurate records of
your advising sessions and document recommendeadaesouThe advisor or the student
should complete this form during the advising sEssi hepink copy stays in the advising
file; thewhite copy can go with the student. You can see a safopteon the next page.
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Academic
Year

Long Range Planning

During advising, faculty may also discuss the sttideentire program and courses needed
at Salisbury University. This advising techniquejional and depends on several factors.
Contact the Advising Services Coordinator in yozhiaol for additional information and
resources on mapping out a student’s long ranggeaaa plan.

Long Range Planning Form
Student Name: Student ID:
Student Major:

Academic
Year

Academic
Year

Academic
Year

Academic
Year

19



Advisor Evaluation

We encourage all faculty to use the Advisor Evatuatorm during program planning.

The value of student evaluations of advising pentmces is three-fold. It provides student
feed-back on how effective advisors are performamilpeir advising roles. It allows
advisors to isolate the areas that might need ivgmnent. Finally, it enables faculty to
concentrate on their professional development iietsvin those areas perceived as the
weakest. The following page includes a sample aeti@n form which might be used to
evaluate an advisor's performance.

20



Advisor’'s Name:

Advisor Evaluation Form

Thank you for taking the time to complete this eation form. It is important to me that
you receive effective advising service. Please ha know what | am doing well and
what | might improve upon. Complete this shortiand return it to the department’s
assistant. I'll review the information at the erfdlee program planning period.

Please respond to the following questions by cigcliour level of agreement with the

statement.

My Advisor:

Strongly Agree (5)

Agree (4)

Neutral (3)

Disagree?]

Strongly Disagree (1)

Is a good listener.

5

4

3

2

1

Expresses interest in
me as a unique
individual.

4

Is available when |
need assistance.

Provides me with
accurate information
about requirements,
prerequisites, etc.

Refers me to other
sources from which |
can obtain further
assistance.

Clearly defines
advisor/advisee
responsibilities.

Helps me to examine
my needs, interests, ar
values.

d

8.

Seems to enjoy
advising.

9.

Is approachable and
easy to talk to.

10. Is a helpful, effective

advisor whom | would
recommend to other

students.

Please use the rest of this page to make any addlithelpful comments or suggestions.

21




Academic Information

Undergraduate Majors & Minors

Salisbury University offers over 42 degree programg 64 minors for students. Students
may view major and minor checklists to learn maorflerimation about their requirements at
www.salisbury.edu/checklists Below are the majors and minors offered in the
departments as of Fall 2009. Programs often chdroyegver, so an updated list can
always be found at the website listed above.

MAJORS

Anthropology
Art
Art BFA and BA available
Biological Sciences
- Cellular/Molecular Track
Ecology/Evolutionary Track
General Biology Track
Microbiology Track
Organismal Track
Secondary Education
Dual Degree (with UMES)
Environmental/Marine Sciences
Business
Accounting
Business, Individualized Track
Business, International
Concentration
Business, Economics Track
Economics
Finance
Finance, Corporate Finance
Finance, Investments Track
Information Systems
Management
Marketing
Chemlstry
Chemistry, ACS Certified
Chemistry, Non-ACS Certified
Dual Degree/Engineering
Chemistry/Biochemistry Track (ASC
Certified)
Chemistry/Biochemistry Track
(Non-ASC Certified)
Secondary Education
Accelerated Programs in
Doctor of Optometry
Doctor of Pharmacy
Doctor of Podiatric Medicine

22

Communication Arts

Human Communication Studies
Journalism/Public Relations
Media Production
Communication, Media Studies

Conflict Analysis and Dispute Resolution

International Track
Intergroup/Organizational Track
Interpersonal Track

Education

Elementary Education
Elementary Education/Early
Childhood Education

Early Childhood Education

Enghsh

Creative Writing Concentration

English as a Second Language

English as a Second Language

Education

Film Concentration

Linguistics Concentration

Literature Concentration

Secondary English/Teacher

Certification

Writing and Rhetoric Concentration
Enwronmental Issues

Geography and Geosciences

Earth Science

Earth Science, Secondary Education
Geography, Earth and Atmospheric
Science

Geography, Environmental /Land-
Use Planning

Geography, General

Geography, Geographic Information
Science



Health Science
- Clinical Laboratory Science/Medical
Technology
Clinical Laboratory Science/Medical
Technology Pre-Health
Respiratory Therapy
Health Physical Education, & Human
Performance
- Athletic Training
Exercise Science
Exercise Science, Cardio Track
Health Education

Music

Secondary Education Track

Technology Track

Traditional Track

Vocal & Performance Tracks
Nursing

Nursing

Nursing, RN to BS

Nursing, RN to MS

Nursing, Second Bachelor’s Degree
Philosophy

Philosophy

Health Education, Teacher Education Physics

Hlstory

History

History, Secondary Education
Interdisplinary Studies

Individual Track

Gender Studies

Ethnic and Intercultural Studies
International Studies

Global Cultural Studies

International Relations

Concentration

Political Economy Concentration
Mathematics and Computer Science

- Computer Science

Math, Applied

Math, Computer Science

Concentration

Math, Statistics Concentration

Math, Traditional

Math, Secondary Education
Modern Language and Intercultural Studies

French

French, Secondary Education

Spanish

Spanish, Secondary Education
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Physics
Physics, Microelectronics
3-2 Degree, Physics/Engineering
Physics, Secondary Education
Political Science
Political Science
Political Science, Applied Politics
Track
Psychology
Psychology
Social Work
Social Work
Dual Degree with UMES
Psychology/Social Work
Sociology
Sociology
Theatre & Dance
- Theater, Generalist Track
Theater, Design/Technical
Production Track
Theater, Musical Theater Track
Theater, Performance Track



MINORS

Anthropology

Art

Biology

Business
Accounting
Business
Business Minor 4+1
Economics
Finance

Information Systems
Marketing Management
Chemlstry
Communication Arts
Conflict Analysis and Dispute Resolution
Education
Creative Arts
Social Studies
English
Business Writing
English as a Second Language
English
Film Studies
Environmental Issues
Geography and Geosciences
Earth Science
Environmental/Land Use Planning
Geographic Information Science
Geography
Fundamentals Upper Division
Certificate
Health Science
Clinical Biochemistry Minor
Clinical Hematology Minor
Clinical Microbiology
Clinical Transfusion Services
Health, Physical Education, & Human
Performance
Athletic Coaching
Exercise Science
Health Education
History
American Studies
Interdisciplinary Studies
Gender Studies
Ethnic and Intercultural Studies
International Studies

Mathematics and Computer Science
Computer Science
Math
Statistics
Modern Languages and Intercultural Studies
French
German
Latin American Studies
Spanish
Music
Philosophy
Philosophy
Religious Studies
Physics
Political Science
Psychology
Sociology
Sociology
Gerontology
Theatre & Dance
Dance
Theatre



Graduate Programs

Although your primary purpose is to help studenith wheir undergraduate advisement,
many students will and should start thinking algraduate school during their junior year.
Salisbury University Career Services provides helgtudents interested in attending
graduate school. Please refer students to thewimity website for more information about
attending graduate school and to find out whatisesvare offered through Career Services
http://www.salisbury.edu/careerservices/StudenedGate School/IndexGrad.htnilhe

current graduate programs available at SU aralisgdow; students may find out more
information about Salisbury’s programshéip://www.salisbury.edu/gradstudy/

Applied Health & Physiology
Masters of Science in Applied
Health Physiology

Business
- Master of Business Administration

Conflict Analysis and Dispute Resolution
- Master of Arts in Conflict Analysis &
Dispute Resolution

Education
Masters of Arts in Teaching

- Master of Education, Post Secondary
Education Track

- Master of Education,
Middle/Secondary Education Track

- Master of Education, Early Childhood
Education Track

- Master of Education, Elementary
Education Track

- Master of Education, Teaching and
Learning with Technology Track

- Master of Education, Reading
Specialist Certification

- Master of Education in Educational
Leadership

English
- Masters of Arts in English Literature
(non-thesis)
- Masters of Arts in English Literature
(thesis)
- Masters of Arts in English Literature
(for Teaching Assistants)

- Masters of Arts in English
(Composition, Language, & Rhetoric)

- Masters of Arts in English (TESOL)

- Masters of Arts in English (TESOL
and MD Certification)

Geography
- Geographic Information Systems and
Public Administration

History
- Master of Arts in History

Mathematics
- Master of Science in Mathematics
Education

Nursing
- Master of Science in Nursing (Family
Nurse Practitioner Track)
- Master of Science in Nursing (Health
Care Leadership)

Social Work
- Master of Social Work
- Master of Social Work (advanced)

Post Baccalaureate Certificates

- Health Care Management

- Mathematics for Middle School
Teachers

- Teaching & Learning with
Technology

- Teaching English to Speakers of
Other Languages (TESOL)



General Education Requirements

Salisbury University’'s General Education requiretséprovide students with a common
ground of understanding and competence for meétmghallenges of today’s world as
educated men and women” (Catalog, Page 58.) Tinergleeducation coursework consists of
the five groups below. Students must completethesedndicated in each group, not the
credit hours. Thus, a student may complete their Englishdttee course by transferring in a
3 credit hour literature course even though thesmis a 4 credit hour course if taken at
Salisbury.

GROUP I: English and Literature - 2 COURSES
A. English 103 ("C" or bettelR Honors 111 (if in Honors Program)

B. Literature (in either English or Modern Langusie

GROUP II: History - 2 COURSES
A. History 101, 102 or 103
B. History 101, 102, 103 or a History course abb08

GROUP llIl: Humanities and Social Sciences — 3 COURSS FROM 3 DIFFERENT AREAS

A. Select one course from one of the following six ame: Art, Communications, Dance OR Theater Arts,
Modern Languages, Music, Philosophy. (HONR 21t ifionors Program)

B. Select one course from one of the following severeas: Anthropology, Conflict Analysis and Dispute
Resolution, Economic$juman Geography, Political Science, Psychology, SocioldgyONR 112 if in
Honors Program)

C. Selecbne course from either Group Il A or llIBcourse may not be from the same area selected fibkA
or llIB)

GROUP IV: Natural Science, Math and Computer Sciene — 4 COURSES

A. Select courses with laboratories from at least twof the following four areas (at least six credit hars
total): Biology, Chemistry, Geologgr Physical Geography, Physics

B. Select one additional course (need not include aldafrom Group IVA or Computer Science or
Mathematics (totaling at least 3 credit hours)Biology, Chemistry, Environmental Health Science,
Geologyor PhysicalGeography, Physics, Computer Science, Mathem&tio®R 212 (If in Honors
Program)

C. Selecbne math course for a total of three credit hours

GROUP V: Health Fitness - 1 COURSE

Complete PHEC 106 Personalized Health/Fitness
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General Education Rationale

“Why do | have to take these general education coses?”

Students often do not understand the value of géeducation courses. Students who are
unable to see the value of the time invested isdlm®urses often do poorly in them.

Advisors and teachers often forget to help studentierstand how general education courses
relate to their success within the major and tbareer.

Here are just a few ways an advisor might helpestitsimake the connection:

A liberal education

... prepares students for a gheghworld
. complements specialized studies in the major

. provides a broadened context for exploring peaksand

career choices

. develops student’s competence in written and oral

expression

. develops the ability to locate and gather infarora

. affords perspectives and insights into the irtioa of

people

. develops an understanding of various culturesthen

interrelationships

. develops the ability to make informed, intelligealue

decisions

. develops the ability to function responsibly imets natural,

social, and political environment

. develops an understanding of human experienakshen

ability to relate them to the present

. develops the ability to integrate the breadth dindrsity of

knowledge and experience

. develops the ability to quantify information fanalysis

ETC.
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Selecting College Courses

The following list provides some possible questitmask your advisees when assisting them
in deciding what courses to take:

1.

Preparation

What type of preparation have you had for the ars

What learning skills have you developed that wélghyou be successful in your
courses?

. Areas to Be Developed

What academic weaknesses do you wish to strengjieeterm?

Interests
What sorts of subjects do you find particularlyenmasting?

Goals

What are your future goals and aspirations?

What courses will be most helpful in realizing ygaals?
In what way do you expect the course to furtherymals?

Skill Development
What life skills or functional skills do you ward tlevelop over the next few terms?

Outside Responsibilities

What outside responsibilities or demands do youl nedalance with course work?
How much available time and energy do you havebosl considering work and
family obligations?

Course Demands

What is the level of difficulty are you expectinggourses being considered regarding
class hours per week, course pre-requisites, rgaoad, projects and assignments,
and laboratory work?

Meeting Requirements

How do the courses you are considering fulfill negpnents (i.e., General Education,
University, graduation, major or professional regmients)?
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Transfer Policies
Transfer Credits

The Office of Admissions admits students from regity accredited collegiate institutions
with requirements similar to those of SU. There afew items to keep in mind when
advising transfer students:

Grades do not transfer; the GPA for a transferestugs only computed on the basis of
coursework completed at SU.

A maximum 64 credits can transfer in from a comruoollege.

A maximum of 90 credits can transfer in from angradited 4-year college or university.
Students must earn at least 30 of their final 8ditthours from SU.

In order for transfer courses to qualify for uppsrel credit (300/400 level) at SU, they
must be taught at the upper lebethat SU and at the sending institution; in otherdsor
no courses from community colleges can transfasiB00/400 level courses.

Request to Study at Another Institution

Current SU students wishing to study at anothditin®n need to complete the Request to
Study at Another Institution form. The form is dabie in the Registrar's Office (HH 120) or
can be downloaded from the Registrar's websitee fdhm must be submitted to the
Registrar's Office PRIOR to enrolling in a coursamother institution.

Course descriptions may be required for some ceulisthe student is taking the course at a
Maryland Community College they may find out how ttourse will transfer to SU through
ARTSYS at the following website: http://www.aca8mh.usmd.edu/artweb/ . Although, this
information is posted online students should stlihplete the Request to Study at Another
Institution Form. Students should carefully folla instructions on the form in order to
gain approval to take the courses. Official traipgs are required upon completion of any
courses taken at another institution and shoulkskbéto the Registrar's Office.

A student may take courses at another instituti@ng time during his or her undergraduate
career at SU, but there is a residency policyrigires that at least 30 of the last 37 credits
that count toward the degree be taken at SU. Thiegiof posting transfer credits can
negatively affect this residency rule in the stutiedegree audit report; that is why it is
important that students have official transcrigstd4o SU as soon as they complete any
coursework taken at another institution.

Students are limited to the total number of cretlitgg can transfer from another institution.

A total number of sixty-four credits can transferh a two-year institution and a combined
total of ninety credits can transfer from a fouay@stitution.
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CLEP/AP Exams and Credit by Examination

College Level Examination Program (CLEP)

Fees: Can be paid by check, credit card or monelgior

There is a (CLEP) fee &72.00which is made out t€LEP and (SU)$20.00which is made
out to: Salisbury University for a total 0f$92.00. There is an additional $10.00 fee for any
English Essay Exam taken that will be paid to the Bglish Department.

Salisbury University (SU) awards advanced standneglit to students who have received
acceptable scores on College Level ExaminationBrodCLEP) examinations provided
more advanced or similar course work has not beeviqusly completed.

Students, who score at or above the minimum s@stablished by the University on General
Examinations, and at or above the American CouwnciEducation (ACE) recommended
minimums on Subject Examinations, are awarded tfedcourse work at SU as detailed in
the following table. A maximum of 24 hours of CLEneral Examination credit can be
applied to a Baccalaureate degree. CLEP Subjechiedions cannot be used to satisfy
course work requirements within the Medical Tecbggl Nursing, and Respiratory Therapy
programs unless written approval is obtained frbendepartment chair prior to testing. The
Registrar's office must receive an official scapart from the College Board College Level
Examination Program to award credits.

To request that scores be sent to SU,

WRITE: CLEP; P.O. Box 6600; Princeton, NJ 08541-6600
OR CALL: (609)771-7865

OR FAX: (609)771-7788

SU's College Board code €03

This information was taken from the University Rattar's website on June 1, 2009 and is as
complete and accurate as possible. Discrepancigsestions? Consult the Registrar’s office.

Examination Minimum Credits Course
Score Granted Granted
CBT beginning
07/2001
Financial Accounting 60 3 ACCT 201
Introduction to 50 3 MGMT 320
Management
Introductory Business Law 50 3 ACCT 248
Principles of Marketing 50 3 MKTG 330D
Information Systems and 50 4 COSC 116
Computer Applications

30



Examination Minimum Credits Course

Score Granted Granted
CBT beginning
07/2001
Composition and Literature
English Composition 67 4 Elective
English Composition 67 4 ENGL 103
w/Essay***

Freshman College 67 4 Elective
Composition
Freshman College 67 4 ENGL 103
Composition w/ essay***
English Literature 67 4 Elective
English Literature w/ 67 4 GENE LIT
essay***
American Literature 67 4 Elective
American Literature 67 4 GENE LIT
w/essay***

Science and Mathematics

General Biology 50 4 BIOL 101
**
Natural Sciences 50 3 GENE SCN
General Chemistry 50 4 CHEM 121
4 CHEM 122
College Mathematics 50 3 GENE
MATH
College Algebra 50 3 GENE
MATH
College Algebra - 50 4 MATH 140
Trigonometry
Pre-Calculus 61 3 MATH 135
Trigonometry 50 3 GENE
MATH
Calculus w/Elementary 50 4 MATH 201
Functions
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Examination Minimum Credits Course

Score Granted Granted
CBT beginning
07/2001
Modern Languages

College French (Level 1 & 50 4 FREN 102
2) 62 4 FREN 201

4 FREN 202
College German (Level 1 50 4 GERM 102
& 2) 63 4 GERM 201

4 GERM 202
College Spanish (Level 1 50 4 SPAN 102
& 2) 66 4 SPAN 201

4 SPAN 202

History and Social Sciences
Humanities 50 4 GENE LIT
or GENE
HUM
Introductory 50 3 ECON 212
Macroeconomics
Introductory 50 3 ECON 211
Microeconomics
Introduction to 50 3 EDUC 300
Educational
Psychology
Western Civilization: 67 4 HIST ELE
Ancient Near East to 1648
Western Civilization 1648 67 4 HIST ELE
to the Present
American History I: Early 67 4 HIST 201
Colonization to 1877
American History 1l: 1865 67 4 HIST 202
to the Present
Social Sciences and 67 4 GENE HIST
History 4 or GENE
SSC

American Government 50 4 POSC 110
Introductory Psychology 67 4 PSYC 101




Examination Minimum Credits Course
Score Granted Granted

CBT beginning
07/2001

Human Growth and 67 4 PSYC 300
Development

Introductory Sociology 50 4 SOCI 101

** Biology majors receive 4 credits of lower-leviology course work (BIOL ELE) that can
be used toward satisfying the electives compongtiteomajor.

**ENGLISH CLEP Exam: Students must pass a NatldbEP composition or literature
exam with a score of 67 or better to receive csdoit an English elective. To be eligible to
receive credit for ENGL 103 or an English Liter&wourse, students must also take an essay
exam given by the English Department. A $10 feedgired to take the essay portion of the
exam, check made payable to Salisbury Universityis essay will be given twice a

semester: the first week of classes and the welekebspring vacation.

AP Exams

Students who have completed Advanced Placementd@iitse work as part of their high
school experience and have taken the correspodingxamination may be entitled to
advanced standing credit at Salisbury University)(S

Students receiving scores of three (3), four (#4Jive (5) on the AP examination are awarded
credit for course work at SU as detailed in théofeing table. The Admission's office must
receive an official score report from the CollegeaBl Advanced Placement Program to
award credits. To request that scores be sent to SU

WRITE: AP Exams; P.O. Box 6671; Princeton, NJ 08546671
OR CALL: (609)771-7300 or toll free (888)CALL-4-AP
FAX: (609) 530-0482

SU's College Board code 5gl03.
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AP Exam Score Awards

This information was taken from the University Rear's website on June 1, 2009 and is as
complete and accurate as possible. Discrepancigsestions? Consult the registrar’s office
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Departmental Challenge Examinations

Various academic departments at Salisbury Uniwe(SIU) administer challenge
examinations for specific course work offered by tlepartment. Contact the department
chair for specific policies and procedures. Stwsishould see individual departments for
challenge exam information.

Foreign Lanquage Placement Exams

The Computer Adaptive Placement Exam (CAPE) islalla to SU students for initial

foreign language course placement. Students wheottek CAPE exam this summer and
thereafter are eligible to purchase up to threesasuof buy-back credit. The table below
provides a chart for AY 2008-2009 regarding placenhevel and subsequent buy-back credit
options. Note that there has been an adjustmesflert the new heritage speaker’s course in
Spanish.

CAPE Score: Should enroll in: Back credit eligibiliy:

0-201 101 0 back credits
201-250 102 4 back credits (for 101)
251-300 201 8 back credits (for 101 and

102)
301-375 202 12 back credits (for 101, 102,
and 201)
*375 310 12 back credits (101, 102,
Spanish native/heritagessl;);akers should enroll in SPAN and 201)

* Under Curriculum Reform, the major and minor lhlanguages begin at the 202 level
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Special Advising Information

Student Athletes

Students who will be involved in varsity athletmsanysport should avoid scheduling any
classes between the hours of 3:00* and 6:30 p.fessitherwise advised by the head coach.
This will allow time to prep - practice - and cleap. When absolutely necessary, student
athletes can schedule their classes up to 3:15 p.m.

Salisbury competes in the following sports:

| Women'’s Sports | Men’s Sports |
Basketball Softball Baseball Soccer
Cross Country Swimming Basketball Swimming
Field Hockey Tennis Cross Country Tennis
Lacrosse Track & Field Football Track & Field
Soccer Volleyball Lacrosse

Disabilities Support Services

Salisbury University offers Disability Support Sees out of the Office of the Vice President
of Student Affairs. Students requesting accommodatmust submit documentation of their
disability to Disability Support Services and schiedan appointment to have the
documentation evaluated. At this meeting, reas@abtommodations that are supported by
documentation are identified.

Students with disabilities are encouraged to dstlsir disability with their academic
advisor as it relates to course scheduling. Addily, Disability Support Services provides
notice to academic advisor about students who fyuali priority scheduling.

If in the course of your advising you think you ntegve a student with a disability, you can
encourage them to talk to the Coordinator of Disiglffupport Services.

Recognizing and Referring Students in Distress

For most students college is a time of transittbry face several developmental challenges
such as separating from parents, forming intimak&ionships, and establishing a career
identity. Students often seek help from otherghese issues, as well as for situational
difficulties, e.g. failing a course, losing a lovede, or roommate conflicts.

Research shows, however, that more severe meraith lpgoblems are being manifested
among students than in the past. Faculty and stsiiecially when in advising and coaching
roles, are often the people to whom studentsdghistv their difficulties and a need for help,
but sometimes they don’t come right out and say tte=d help. Instead, they might show
their need through their classroom behaviors aademic performance. It is important for
faculty and staff to be able to recognize the simfrdistress that students show, to know the
parameters of their roles as advisors, coachespnamtors, and to effectively refer students to
appropriate mental health resources when needed.

Problem behaviors may show up in the classrooraguising sessions, in living areas, or
during informal interactions, among other ways.Ufgcand staff who have regular contact
with students are in good positions to assist wéty detection and referral. Parents may
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learn about some of these behaviors through emaihene calls home. Roommates and
friends are the day-to-day observers of signs stfelss and malfunctioning. It is very
important for others to recognize the signs ofrdst in students. It is often a change in
behavior that indicates possible problems. Someples listed below show a range of
problem behaviors that may be indicative of adj@sttror mental health concerns.

Extremely poor academic performance, or a chargge frigh to low grades
Excessive absences, especially if prior class @dtece was good

Unusual or noticeably changed interaction pattarrike classroom

Depressed or apathetic mood, excessive activitglkativeness, evidence of crying
Noticeable change in appearance and hygiene

Alcohol on the breath/problem drinking patterns

Inability to remain awake in class

Repeated attempts to obtain deadline extensiopesipone tests

Dependency

New or continuous behavior which disrupts your €lasstudent interactions
Inappropriate or exaggerated emotional reactiorstti@tions, including a lack of
emotional response to stressful events

Seeking help from multiple other parties insteadainseling professionals.
Violent or other extremely disruptive behavior

Obvious loss of contact with reality

Disturbed speech or communication content

Suicidal or other self-destructive thoughts or @i

Homicidal threats

Coordinated Response Team

The purpose of the Coordinated Response Team (@Rad provide a forum for relevant
University personnel to review incidents and infation related to students who appear
severely distressed, disruptive, threatening, ¢temally dangerous; to gather additional
information, as needed, to assess the situaticzgrisult with concerned others on a need-to-
know basis; and to make recommendations relateddos/ening with that student. The
recommendations are in service of protecting tésidual student and the University
community and are in keeping with University paiand procedures. The CRT offers an
added layer of consultation and response and isoneplace timely use of established
campus services and community resources in deaiithgnental health and emergency
situations.

The Team is co-chaired by the Dean of Studentsla®irector of Student Counseling
Services. Other members on the team include thistass Vice President of Academic
Affairs, the Associate Vice President of Studenfiaks, the Assistant Director of Residence
Life, the Director of Student Health, an officeorin the University Police, and the
Coordinator of Disability Support Services.

In any situation in which you feel there is an inthage threat, you should call the police (dial
3-6222 from any university phone for campus politieyou are concerned about a student
you should refer them to the campus resourcesllmtepage 9-10 of this handbook. The
contact points for the Coordinated Response TeartharDean of Students at 543-6080 or
the Director of Student Counseling Services at 6@30 for cases involving severely
distressed, disruptive, threatening, or potentiddygerous behavior.
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Graduation
Graduation Process

Before applying for graduation, students shouldee\their degree audit/academic
requirements report to ensure that they are ork-tasuccessfully complete all requirements.
Any discrepancies in requirements within the asbduld be reviewed with a faculty advisor.

It is vital for graduating seniors to be familiaithvtheir degree requirements and to apply on-
time for graduation. Students applying for graduatyy the posted deadlines will be audited
for degree completion prior to their last semeate8U and notified of any missing
requirements. Students applying for graduation khowake sure to adhere to the following
deadlines:

May or August Graduation - Apply by November 15th
December or January Graduation - Apply by June 18

The Graduation Application must be completed onfimeugh the students GullNet account.
Students applying late for graduation will need¢e the Registrar's Office for a late
graduation application and special instructiongelgraduation applicants risk not being
audited in a timely manner as well as possiblyatfbeing eligible to graduate during their
desired semester. Graduation ceremonies take faatee December and May graduation
dates onlyThe most helpful thing for an advisor to do is to Bcourage students to apply
on-time for graduation so that they will be auditedin a timely manner (generally the
semester prior to the student’s anticipated date ofraduation.)

SU Graduation Requirements

To be eligible to graduate, students must meetalf@ving requirements:

1. Be matriculated in the University.

2. Successfully complete at least 120 credit fioficoursework with a cumulative grade
point average of 2.0 or higher. Students must 8kef the last 37 credit hours at
Salisbury University (special cooperative prograresexempt).

3. Complete at least 30 credit hours at the Usitseby direct classroom instruction and/or
laboratory experience and not through credit byr@ration.

4. Complete at least 30 credit hours at the 3DIdvel with grades of C or better. Transfer

students must complete at least 15 hours of tieupper-level credits at Salisbury

University (note: other than field-based coursethenDepartment of Education, courses

taken on a PS/F basis do not satisfy this requinéme

Satisfy the General Education requirements.

Satisfy the requirements in at least one majogram of study including the major’s

required grade point average.

Earn grades of C or better in English 103quialent.

Submit an Application for Graduation form ke tRegistrar by the appropriate date.

Make arrangements for the repayment of anstanding debt.

Return all materials borrowed from the Iigrar academic departments.

oo

o ©oN
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Graduation Advising Review Form

Student Name: ID:

Students are ultimately responsible for being awarand completing their degree
requirements. Advisors can be helpful resources iproviding suggestions, making
course recommendations and reviewing degree progr@sn with students. For students
that have conferred 85 or more credits, it is recomended that they review the following
information prior to submitting an online applicati on for diploma:

2.0 minimum GPA
120 minimum credits total
30 minimum credits at the 300/400 level withde of “C” or higher
30 of the last 37 credits taken at SU
General Education Requirements
Major Requirements
Minor Requirements — student is encouragegsiominor advisor with questions
Other (Secondary Education Track, Second iMBgjc.)
The deadline to submit an online application for doloma for May/August graduation is
November 18" and for December/January graduation is June 18, The student is

aware of graduation deadlines and will apply by reqired deadline.

Deadline:

Student Initials Advisor Initials

Additional Notes
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Graduation with Honors

Eligibility for graduation with honors is determuh&y the honors standards in place at the
time the student graduates.

Recognition of graduation with honors at the comoeement ceremonies is based on the
student’s cumulative grade point average at theoétige previous grading period. Students
recognized at the ceremony may or may not ultigaatn graduation with honors. The
official recognition of graduation with honors iaded on the student’s final grades and
appears on the student’s official transcript argdaina.

In order to be eligible for graduation with honagjdents must complete a minimum of 56
graded hours of coursework at Salisbury Universityyhich at least 30 hours of 300/400-
level courses are completed with grades of A, B oln addition, students must have
minimum Salisbury University grade point average$olows: cum laude: 3.5; magna cum,
laude: 3.7; summa cum laude: 3.9. Students completisecond bachelor’s degree will be
eligible to graduate with honors only if they ma#tgraduation with honors criteria using
credits earned after their prior graduation.
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Other Resources, Policies, and Notes

Academic Standing

Student’s academic standing is based on their catmalGPA. Students with at least 2.0
cumulative GPA are in good academic standing angnewgister for up to 19 credit hours
during the fall and spring semesters without spgaemission. During the winter and
summer students may register for a total of 8 ttealirs. Below is information about
students with unsatisfactory academic achievement.

Academic Probation

Students on academic probation may register fonae than five courses for a total of 16
credit hours per semester and may not elect toaageourses on a pass/fail basis if the
courses are offered for a grade.

Admitted students who are in good academic stanalinige beginning of a semester (or term
or session) but who are no longer in good acadstaiding at the conclusion of that
semester (respectively term or session), will beasdd to register as students on academic
probation. At the conclusion of any semestersdong or sessions) while on academic
probation:

» Students will be returned to good academic stapditheir Salisbury University cumulative
GPAs are at least 2.0.

* Students who fail to attain good academic stamdiitl be allowed to continue to register as
students on academic probation provided they gaiisth of the following conditions: 1)
they earn semester (or term or session) GPAslehaat 2.0, and 2) their cumulative GPAs
are greater than or equal to the appropriate mimsin the chart that follows.

« Students who fail to attain good academic stagdiil have their admissions revoked and
will be placed on restricted status if either Bytlearn semester (or term or session) GPA
less than 2.0, or 2) their cumulative GPAs are fleas the appropriate minimums in the
chart below. They will be allowed to continue tgister for classes as restricted status
students.

Credits Earned Minimum SU
Toward a Degree Cumulative GPA
(Including transfer credit)

Fewer than 30 1.400
30-35 1.500
36-41 1.600
42-47 1.700
48-53 1.800
54-59 1.900
60 or more 2.000
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Note: Students with 60 or more earned credit hatgsexpected to remain in good standing
with a cumulative GPA of 2.0 or better.

Restricted Status

Restricted status students may enroll in no maag tlvo courses for a total of eight credit
hours per semester. There are additional Univepsiltigies limiting the activities in which
students on restricted status may engage. In $p@amstances, the Office of Academic
Affairs may allow restricted status students toeextthese limitations, but in no case will
restricted status students exceed the limitatidexsepl upon students on academic probation.
Whenever students are placed on restricted sthiess will have three registrations (for
semesters, terms or sessions) to attain cumul@ts of at least 2.0. Students on restricted
status who fail to attain Salisbury University cuative GPAs of at least 2.0 within the three-
registration time frame will be academically disgaid. Restricted status students who attain
Salisbury University cumulative GPAs of at lea$l ®ithin the three-registration time frame
may apply for readmission. Students placed onicsstr status are not eligible for financial
aid or on-campus housing, have their pre-registecbédules canceled and must register as
restricted status students.

Readmissions Options

The following are readmission options for studemt® left the University on restricted
status:

1. A student who chooses not to attend any postrglsry institution but can demonstrate
evidence of good academic promise may apply to@Weladmission on probation after a
period of two years.

2. A student who attends another post-secondatijutisn as a full-time student and meets
the following criteria may apply for readmission robation:

. must have earned grades that, when averagbdhvtgrades earned at SU, equals a
combined 2.0 cumulative GPA (Note: Credits willnsger, but the grades will not.
The student will return to the same SU grade pawetrage.)

» the cumulative grade point average at eachfeansstitution must be at least 2.0 to
be considered for this option

3. The student who attends another post-secondstijution and either earns less than a 2.0
or is dismissed or placed on academic probatiohb&idenied readmission to SU.

Academic Dismissal

Academically dismissed students may no longer tegfer classes at Salisbury University.
However, academically dismissed students who havattended Salisbury University for
five years or more and who can provide evidenagoofl academic promise may apply for
readmission as students on academic probatiorr atdssification as restricted status
students. Academic dismissal may be appealed tOffiee of Academic Affairs.
Academically dismissed students may also qualifyaftademic clemency after a five-year
absence from the University.
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FERPA

Educational records are kept by University offitegacilitate the educational
development of students. Faculty and staff memimang also keep informal records relating
to their functional responsibilities with individustudents.

A federal law, the Family EducationagRs And Privacy Act of 1974 (also known as
FERPA, and the Buckley Amendment) as amended,dsffstudents certain rights concerning
their student educational records. Students haveght to have some control over the
disclosure of information from the records. Edumadil institutions have the responsibility to
prevent improper disclosure of personally idenbiginformation from the records.

WHEN IN DOUBT, err on the side of cautiand do not release student educational
information. Contact the Office of the Registrar fmidance.

Protect our Students, Protect Ourselves
To be allowed access to student records, you nauefudly review the material presented in
this site.Maintaining confidentiality of student records isseyone's responsibility whether
you are faculty, staff or student.
WHY?
BECAUSE IT'S THE ETHICAL THING TO DO

BECAUSE THE FEDERAL GOVERNMENT REQUIRES US TO DO SO
BECAUSE STUDENTS HAVE THE RIGHT TO CONFIDENTIALITY

This tutorial is designed to give you a base léweiwledge of the rules governing release of
student information. This tutorial is meant for B¢ and Staff at Salisbury University.
NOTE: You need to use Internet Explorer for thitial.

*The tutorial can be found at: https://www?2.salisbury.edu/ferpa/
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Statement of Understanding on the Use of StudesurBe

All student academic records, both paper and coenfstsed, are to be considered
confidential. This is an institutional policy aadnandate included in th&@mily

Educational Rights and Privacy Actof 1974. UndeFERPA, only a student’s name, dates
of attendance, degrees granted, date of degrdegyesamajor, and classification may be
released without a student’s written consent. &leo information must be held confidential.
See the following Web site for further informatidntps://www2.salisbury.edu/ferpa/

Since some students specifically request that smmaé information not be released, all
requests for student information should be direttetthe Office of the Registrar. This
includes the release of students’ schedules, gradescripts, and personal demographic
information. Some examples of inappropriate usstwdent records are:

1. Leaving papers or tests outside the office for pipks not appropriate.

2. Discussing, accessing, or reviewing a student’srcewithout a legitimate
educational interest (need to know).

3. Discussing a student’s academic record with a paneguardian without the
student’s permission.

4. Printing student records from a terminal or PCI réduests for printed records
should be directed to the Registrar’s Office, eNenstudent asks for a printed copy
of his/her own schedule or grades.

5. Leaving reports or computer screens containingidential student information in
view of others who do not have a legitimate neekhimw.

6. Allowing another person to use your computer actdeaculty, staff and student
workers should use their own accounts. Computsswwards to your GullNet
account should not be shared with anyone. Reqt@sascounts should be directed
to the Information Technology Department.

7. Leaving your computer terminal unattended if “lodgm” to the GullNet. (If gone
longer than 20 minutes, PeopleSoft will log you automatically.)

8. Making personal use of student information. Thidudes the use of records for
academic research or other activity.

9. Releasing student information over the telephof@s includes telling a student
their course grades. These calls should be reff¢oréhe Registrar’s Office or the
GullNet

10. Posting grades or returning tests or papers inrmprahat does not maintain the
students’ confidentiality.
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Academic Integrity Policy

Integrity is a principle that permeates all thenaiies of the University and guides the
behavior of faculty, students and staff. The spifiacademic integrity denotes adherence to
the precept that “one’s work is one’s own.” Theqass by which integrity is upheld assumes
clear communication of University expectationsnd&rds and policies and clear
communication of students’ and faculty’s rights aesponsibilities. This policy applies to
both undergraduate and graduate students.

Definitions

This policy is intended to foster student acadamtiegrity and to address cases of student
academic misconduct which may include, but ardinoted to, the following:

Lying

Communicating untruths or withholding informatias part of an investigation, or in order
to gain an academic advantage.

Cheating

The act of wrongfully using or attempting to useuthorized materials, information, study
aids or the ideas or work of another in order tm ga advantage. Acts of cheating include
but are not limited to:

giving unauthorized aid to another studenteeeiving unauthorized aid from another
person on tests, quizzes, assignments or projects;

using or consulting unauthorized materialsoang unauthorized equipment or devices
on tests, quizzes, assignments or projects;

submitting as one’s own work material writtgndmmeone else, whether purchased or
not;

altering or falsifying any information on testglizzes, assignments or projects;

working on any project, test, quiz or assigntraariside of the time constraints
imposed;

submitting an assignment in a somewhat altémad or using any material portion of a
paper or project to fulfill the requirements of ldhan one course unless the student
has received prior faculty permission to do so;

failing to adhere to an instructor’s specificedtions with respect to the terms of
academic integrity or academic honesty;

using fraudulent methods in laboratory, stutiedd, computer work or professional
placement;

other acts generally recognized as dishonomabiiishonest which bear upon academic
endeavors.
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Plagiarism

Students are responsible for learning proper sdygteocedures which require that all
guoted material be identified by quotation mark&édentation on the page, and the source
of information and ideas, if from another, musidentified and be attributed to that
source. Acts of plagiarism include but are noftkah to:

intentionally or unintentionally deceiving ascegarding proper scholarly procedures;

participating in illicit collaboration with o#ér individuals in the completion of course
assignments;

presenting information, thoughts or ideas fieomother source as if they are your own,
or without giving appropriate attribution;

other acts generally recognized as plagiarism.

Procedures

The following procedures are intended to provigteddion to all parties (e.g., faculty and
students) regarding the appropriate steps necessanyiate and administratively adjudicate
a reported academic integrity violation. While theéposed steps are designed with most
case and/or situation types in mind, the Dean ud&tts reserves the right to modify the
process to best accommodate special situationscointstances as necessary.

Course-based Faculty Action

Individual faculty members will, in most cases, @dle right and responsibility to deal
directly with any cases of academic misconduct dénige in their courses. If a faculty
member believes a student has committed an aciaofemic misconduct, the following
procedures should be followed

1. Advise StudentThe faculty member will advise the student tinzely fashion of
the accusation and will allow the student an oppuoty to question or respond to the
charge before implementing a sanction.

2. Determine SanctionThe sanction issued should reflect the sericgspéthe act.
The faculty member may impose the following sanmddio

warning

reduction in grade recorded for a test, assegjretc.
issuance of an F on test, assignment, etc.
issuance of an F and removal from a course

If the faculty member or professional program deiaes that the academic
misconduct warrants a sanction greater than isguainen F and removal from the
course and/or dismissal from a program (e.g. susperor expulsion from the
University) the faculty member or professional peog may recommend a greater
sanction for consideration by the Academic PoliGesnmittee (APC). To
recommend suspension or expulsion as a sanctiefiathlty member or professional
program must submit to the Dean of Students arletteecommended sanction and
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letters of endorsement from the Chair of the depant or program involved and the
Dean of the School, for review and considerationh@yAcademic Policies
Committee. A copy of all such referrals must bet $e the student.

3. Complete Repor The faculty member must complete an Academiegrity
Violation Incident Report form (available in thedtéty Handbook and online at
http://www.salisbury.edu/provost/handbook/FH-200@%/final_AppendixS-
AcademiclintegrityViolationIncidentRpt.pdffor any incident in which a sanction has
been issued or recommended, including a warningti®en This form must be sent
in a timely manner to the Dean of Students, therGlidhe department, and to the
student as an official notification of the sanction

4. Maintain Records- All materials or documents that may be pertirteran
Academic Integrity violation (e.g. Academic Intggri/iolation Incident Report,
correspondence, etc.) must be retained in the thepat central office for a period of
five years. This provides a long-term central taoaof Academic Integrity
sanctions which is important for reviewing repeffaders.

5. Repeat Offenders Fhe Dean of Students will forward to the APC thenea of
students who have been reported for more than camdeanic integrity violation.
Based on the severity of the offender history,Aademic Policies Committee may
elect to impose additional sanctions which mayudelbut are not limited to
suspension or expulsion from the university.

Dismissal from Professionally Accredited Programs

The sanction of dismissal from a professional atitegd program (i.e., MBA, Nursing,
Social Work, Education, etc.) based on an acadet&grity violation may be issued at the
departmental level but must follow a clearly stgbealgram policy and procedure that has
been made available to students. The program soibsbit an Academic Integrity
Violation Incident Report and a copy of the progrdismissal letter to the student and the
Dean of Students within two weeks from any dismiastion taken. A copy dll
materials or documents associated with the prafeasprogram dismissal including, but
not limited to, the Academic Integrity Violationdident report form, correspondence, etc.
should be forwarded to, the Dean of Students, tenlf the school within which the
program resides, and must also be retained ingpartment central office for a period of
five years.

Student Appealsf Faculty or Professional Program Sanctions

A student has the right to appeal an Academic fitieganction issued by a faculty
member or professional program, but must followftil®wing procedures:

1. Submit An Appeal A student appeal, including a detailed statemétite grounds for
the appeal and any supporting documentation, neustibmitted in writing to the Dean
of Students in the Office of Student Affairs witHiae working days of receiving the
Academic Integrity Violation Incident Report fromet Dean of Students and/or faculty
member.

The student’s written appeal ordinarily will bevi@rded to the Academic Policies

Committee by the Dean of Students within a reaslertahe of its filing, usually

within two weeks. In the event the Academic PoidBmmittee is not available, the

Dean of Students will forward the appeal to thevBsb, who will attempt to create an
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ad hoc committee to handle the review as soonagipable. (All further references in
this policy to the Academic Policies Committee ud# the ad hoc committee where
appropriate.)

The Dean of Students will send a copy of the sttudppeal to the faculty member or
program directoand the appropriate department chair. The De&tudents will
request from the faculty and/or professional progeacopy of all documents used to
determine the sanction and any additional corred@ace or documents pertinent to
the case.

2. Continue Coursework In most cases, the student shall remain in tlese pending
the results of the appeal. However, the departrcieait, the program director and/or
the Academic Dean have the discretion to removetildent from the course, from
concurrent courses, and /or prevent enrolimentitiwré& courses pending the appeal
decision where appropriate and where course catiorucompromises the integrity of
the classroom or instructional environment and infibrm the Dean of Students at the
time of this decision.

Academic Policies Committee Actions

Under this policy, the Academic Policies Commitseeves to consider student appeals of
faculty-imposed and professional program-imposedtsans, adjudicates cases referred by
faculty members where the recommended sanctionimshyde suspension or expulsion
from the University, and considers additional semmst above and beyond faculty imposed
sanctions in cases of repeat offenders. For appédhculty-imposed and professional
program-imposed sanctions, the APC’s scope of vewdl be limited and the student shall
have the burden to prove that the faculty memb@rafiessional program exceeded their
given authority and/or discretion and/or materi&dljed to follow proper procedures.

In all matters referred to the Academic Policieshattee, the committee will review all
documentation and will have the following options:

render a written decision based on the evidesnbmitted, or
render a written decision based on furtherstigation, or
initiate a formal hearing and render a writtieision.

1. Review of Evidence A written decision may be determined based on taeichents
and materials submitted with the appeal.

2. Investigation -A written decision may be determined based oniasef interviews,
a review of documents, and any other action deeappdbpriate for the purpose of
collecting additional information and evidence resay for an informed and reasoned
judgment to be rendered.

3. Hearing- A hearing shall be held when a student appealsligmissal from a
program, a faculty member or professional prognr@atommends suspension or
expulsion from the University, or if the APC chosde hold a hearing in any other
case. If a hearing is to be held, written notitthe time, date and location shall be
sent to all parties. The hearing shall be conduagetbllows:
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The hearing shall be held at a reasonatnle when all parties (to the extent
possible) are available or have an opportunityet@iesent.

The parties shall be entitled to make opgaind closing statements.

The parties shall be entitled to presend@wte through witnesses and documents,
and shall be entitled to question witnesses. Atlikeretion of the Chair, direct
guestioning by a party of a witness, including apasing party, may not be
permitted; rather, the parties may be requiretorey their questions to the Chair,
who will then convey them to the witness.

The scope of any hearing conducted by th€ AR any given matter shall be
consistent with the role of the APC in reviewinglsumatter.

Students are permitted to seek the supp@tnain-legal advocate for assistance in
the preparation and presentation of a case bdier&t¢ademic Policies Committee.
The advocate shall otherwise not participate folyrialthe proceedings. In all
cases, the advocate must be a member of the Uiywkrsulty, staff, or student
body.

Neither party may be represented by an ratoiat the hearing, unless they are
facing or are likely to face criminal charges relgtto the alleged academic
misconduct. Under these circumstances, both paniag elect to have counsel
assist them. Under such circumstances the uniyelesgal counsel must also be
present. Legal counsel may not give opening orimfpsstatements, present
documents, or question witnesses.

The hearing shall be closed with attendanceitdd to individuals directly
connected with the case as determined by the Gifathe Academic Policies
Committee.

Formal rules of evidence need not be followethe hearing. The hearing body
may receive such evidence as a reasonable peradd vansider reliable in making
important decisions. If a question arises abouttiteenticity of a document or the
reasonableness, relevance or redundancy of eviddgrec€hair of the Academic
Policies Committee shall be the final decision nmakethe admissibility of the
evidence.

The parties may request, in writing, that¢benmittee contact specified persons to
appear at the hearing to testify on behalf of thetigs. The request should normally
be made at least five working days before the sdeelchearing in order to allow
ample time for the hearing body to make the reguest

The Chair of the Academic Policies Committkallsbe responsible for conducting
the hearing in an efficient and decorous mannersiiadl rule on all disputes related
to the procedures used throughout the proceedlingschair may set reasonable
limits may be set on the length and nature of fienong and closing statements, the
evidence presented and on the duration of therpaki any time, the Chair may
seek the advice of legal counsel. Since the Unityelecks full judicial authority,
such as the power to subpoena or place witnessks oath, a student’s due process
rights cannot be coextensive with or identical® tights afforded the accused in a
civil or criminal legal proceeding. The proceduceslined are designed, however,
to assure fundamental fairness and to protect staidi®m arbitrary or capricious
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disciplinary action. Deviations from these procegushall not necessarily invalidate
a hearing or the results of a hearing unless sggmt prejudice results.

4. Findings- After the Academic Policies Committee has congalets review, it shall
issue a written decision basedfordings of fact and conclusions, usually withimeté
to five days, and shall provide a copy of the fngdi to the student, faculty member,
program director, department chair, dean of theaigliRegistrar and Dean of
Students. All parties must abide by these finglingless they are modified by the
Provost as part of a limited appeal process ircitmeimstances outlined in the appeals
section of this policy.

Appealsfrom Academic Policies Committee Findings

For student appeals of faculty imposed sanctioasl#tision of the Academic Policies
Committee is final. For sanctions imposed by thCA(e.g. suspension or expulsion from
the university or additional sanctions imposedh®syAcademic Policy Committee for
repeat offenders) and committee findings of sanstimposed by a professional program
(e.g. dismissal from the program), the studenhergrofessional program may appeal the
Committee’s findings to the Provost. Appeals nhestiled within five working days of
receiving notice of the committee’s decision. Th#ten appeal must be filed with the
Provost and should set forth all of the reasonsdiygport reversal of the committee’s
findings. The Provost will review the written ajgpand the documentation associated with
the case. The Provost has the discretion to takeaeton necessary to thoroughly complete
a review, and then will issue a decision, whicH i binding and final. The decision will
be conveyed in writing to the student, the facatigmber, department chair, dean of the
school, Registrar, theean of Students and the Academic Policies Comenitte

Impact of an Academic Misconduct F Grade

If the sanction imposed is an F in the coursesthdent shall not be permitted to
withdraw from the course even if the sanction wagased prior to the last day of the
University schedule adjustment period. The imposibf an F grade shall stand for the
course, unless the student successfully appeatsatiation.

Although students can repeat courses, a coursateghbased on an imposed F grade for
academic integrity violation(s) will have both gesdcalculated in the students GPA and not
replaced as it is under normal circumstances. séinetion of an F in a course will not be
designated on the transcript as an academic itydgunless it is an action determined by
the Academic Policies Committee for an academiegiity violation repeat offender. A
student who has received a course grade of F facademic integrity violation will not be
allowed to graduate from the University with honors

University System of Maryland Policy

In accordance with Board of Regents policy, stuslexpelled or suspended for reasons of
academic dishonesty by any institution in the Ursitg System of Maryland shall not be
admissible to any other System institution if elguél or during any period of suspension.

Original Version Approved by the Faculty Senate, Mach 13, 2001

Revisions Approved by the Academic Policies Commét and Faculty Senate, 5/11/2004
Revisions Approved by the Provost, 6/18/2004

Revisions Approved by the Faculty Senate, 4/21/2009

Revisions Approved by the Provost, 5/15/2009
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Note Taking Sheet
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