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ADMINISTRATIVE FUNCTIONS
The Center for Continuous Learning at Ursinus College

Mailing Address

P.O. Box 1000 e Collegeville, PA 19426-1000
Phone: 610-409-3400

Office Hours

Monday through Thursday, Noon-7:00 pm (voice mail thereafter)
Friday, Noon - 4:00pm

Location

Fetterolf Hall
554 Main Street

For parking, turn at 6" avenue, then left at first driveway and left at first parking lot

E-mail
adultslearn@ursinus.edu

Staff

Ellen Matthews, Dean of Continuing Education — Administration & St. Joseph’s Liaison
ematthews@ursinus.edu

Jeanne Blackburn, Secretary — General Inquiries, Appointment Scheduling
610-409-3400 jblackburn@ursinus.edu

Jan Levengood, Director for Evening Undergraduate Studies — Academic Advising
610-409-3734 jlevengood@ursinus.edu

Beverly Gaydos, Director for NetGain — WebStudy-NetGain Issues/Website
610-409-3785 bgaydos@ursinus.edu

Security/Campus Safety
24 hours, 610-489-2737*

Contact for emergencies.
Located in Wismer

*|t is suggested that you put this number in your cell phone directory.

Website

http://eveningprograms.ursinus.edu

Access our website for the most up-to-date information about tuition, programs, events;
download application and registration forms. For emergency closings, dial KYW News Radio,
listen for Montgomery County, code number 2429 or check on the website Homepage.
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Business Office
610-409-3698

Located in Corson Hall Second floor

Contact Person is Betty Davidson X2421 or bdavidson@ursinus.edu

This office processes Student Bills, Receipts, Deferred Payments, Direct Billing from Employers.

Financial Aid Services
610-409-3591

Located in Corson Hall Main floor

This office processes Loans, Grants, and Scholarships.

Registrar’™s Office
610-409-3605

Located in Corson Hall Lower Level

This office processes Student Registrations, Grades, and Transcripts.
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ACADEMIC POLICIES & PROCEDURES

Attendance

Class participation is an important part of the educational experience. Missing classes can
impact your success in your course. Students are responsible for contacting their instructor to
complete missed assignments.

Attendance Policy for LP and NetGain courses

Experience has shown that missing even one class can negatively impact the outcome of these 7-
week courses. If you know ahead of time that you will miss a class, you should not enroll in that
course. Under extreme circumstances Jan Levengood, after consulting with the instructor, may
authorize a student to enroll in a course knowing he/she will miss one class. Students who miss
two classes (or its equivalent) will have grade penalties applied or be advised to withdraw
immediately. Those who miss more than two classes will be failed if they do not withdraw.

Audit

Those not seeking college credit may register for evening courses as an ‘auditor’. Tuition is the
same as for courses taken for credit.

Grading

Grades are calculated on a 4.0 scale. Your grades are confidential information and can be
released to others only by your written request. Grades are mailed 3 weeks after the semester
ends. We cannot give your grades over the phone or through email. You must maintain a
minimum 2.0 cumulative average to remain in good academic standing.

When a course has been completed, the standing of the student is expressed by letter grades,
which have the following numeric equivalence:

Numeric Letter GPA Numeric Letter GPA
Grade Grade Grade Grade

98 A+ 4.00 75 C 2.00
95 A 4.00 72 C- 1.67
92 A- 3.67 68 D+ 1.33
88 B+ 3.33 65 D 1.00
85 B 3.00 62 D- 0.67
82 B- 2.67 Below F 0.00

60
78 C+ 2.33

These standards constitute a general guideline. Final grade interpretations are determined at
the discretion of the instructor.
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At the end of the semester, students in good financial standing receive a transcript of grades
earned. A duplicate is filed with the Registrar for verification. Grade reports are withheld from
students having an unpaid balance at semester’s end.

Grades for the Leadership Performance and Computer Topics

LP courses are graded Satisfactory/Unsatisfactory. The mark S signifies that a student has earned
the course credits in an S/U course at the B (3.00) level or higher; this mark is not included in the
computation of a student's average. The mark of U in an S/U course is calculated into the
student's average as F (0.0)

Grade Appeal Procedure

A student who wishes to appeal a final grade must immediately contact the instructor and
attempt to resolve the issue directly. Students must initiate the grade appeal no later than two
weeks after the start of the next semester. The appeal process should take no longer than four
weeks from the student’s initial contact with the instructor to the final recommendation of the
ad hoc committee, if one is needed. Contact your adviser if you and your instructor cannot
resolve the initial appeal.

Incompletes

The mark of “I” (Incomplete) will be given only in consultation with the instructor and the Dean
of Continuing Education, and is reserved for end-of-semester cases of incomplete work due to
documented physical incapacitation or other extenuating circumstances beyond the student’s
control. The mark of “I” must be removed within one month of the end of the current term, or
an “F” will be assigned for the course.

llIII

Withdrawal

All drops must be done in writing. You can use the DROP/ADD form by downloading it from the
website and faxing it to the number on the form.
http://eveningprograms.ursinus.edu/bachelors/registration/

A student may withdraw from a course up to mid-semester without a grade penalty

and a mark of “W” will be entered on the student’s transcript. Withdrawals after mid-semester,
limited to emergency or unavoidable circumstances, are recorded as a “W” if the student has a
passing grade at the time of withdrawal, or a “WF” if the student has a failing grade at the time
of withdrawal. A “WF” is calculated into the student’s average with the GPA equivalent of 0.00.

We encourage you to think carefully and seek guidance from your professor or adviser before
you withdraw.
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Refund Policy

Requests for any change in registration must be made in writing. The effective date of any
change will be the date on which the College receives the request. Withdrawals without written
notification to the College will receive a grade of "F" at the end of the semester.

CLASS TRADITIONAL NetGain & LP
MEETING (Percentage) (Percentage)
1 87.5 87.5

2 75.5 75.5

3 62.5 0

4 50.5 0

5 37.5 0

6 25.5 0

7 12.5 0

8 to10 .5 0

11 to end 0 0

Final Examinations

Final exams must be taken as scheduled except in emergency situations. (Vacations are not
considered emergencies.) Final exams may be rescheduled only with permission of your
instructor and the Dean of Continuing Education. Rescheduling fee is $30. Other tests may be
rescheduled, in emergencies, with permission of the instructor. Make-up tests must be
completed before the next class meets.

Plagiarism
Plagiarism is the act of taking the words--written or spoken--or the ideas of someone else and
passing them off as one's own. Students are guilty of plagiarism if they copy exactly a statement
by another and fail to identify the source; take notes from a book, an article or a lecture, express
those materials in their own words, and present the result as their work without identifying the
source; copy part or all of a paper written by a friend, another student, or a writing service and
offer it as their own work; or take material verbatim from a source (even though the source is
acknowledged) without identifying it as quoted material by means of quotation marks.

Plagiarism is easy to avoid by using common sense and following the advice and direction for
acknowledging sources. Such forms and methods are available from instructors and from style
sheets provided by departments. In order to avoid unintended plagiarism students should never
take notes verbatim or in their own words without using appropriate quotation marks and noting
exact sources, including page numbers of the material.

It is the policy of Ursinus College to reject and to punish the act of plagiarism. (The above has
been adapted from Millward, Handbook for Writerspp. 354-355.)
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Academic Probation

Any student who has a cumulative GPA below 2.00 at the end of any semester will be placed on
academic probation. Be sure to meet with an adviser to establish ways to raise your cumulative
average and return to good academic standing.

Dismissal

A student remaining on Academic Probation for two full academic years will be requested to take
a leave of absence for one year in order to continue studies elsewhere. Student can reapply
after showing academic progress elsewhere. To be considered for readmission, student must
demonstrate ability to return to the College for serious academic work. They should take courses
at an accredited institution and obtain at least a 3.00 average.

Indebtedness

No student who is indebted to the College or to any of its departments or agencies will be
permitted to register at the beginning of any term. Delinquent accounts will be placed for
collection, and the College will add collection costs to the delinquent amount. The total amount
will then be payable in full.

ADA — American Disabilities Act

Students with documented disabilities requiring learning accommodations should contact Jan
Levengood, Director for Evening Undergraduate Studies.
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STUDENT RESPONSIBILITIES

The Admissions Process

The first step in seeking admissions to the programs offered by the Center for Continuous
Learning is an appointment with an academic adviser prior to course registration. Academic

advising also provides information about academic standards, support, admission requirements,
and transfer credit evaluation.

Degree Candidacy

This is your formal application to complete a degree program. All official high school and college
transcripts must be on file so the Admissions office may review your application. Fee: $25

To be accepted as a degree candidate, you must submit appropriate academic records and meet
prescribed entrance requirements reviewed during the initial interview. Students are encouraged
to complete this process as soon as possible. Once admitted as a degree candidate, all course
work will be applied to your degree requirements. No student may earn more than 24 Ursinus
College credits without applying for acceptance as a degree candidate. Degree candidates are
required to maintain a GPA of at least 2.00 in both semester average and cumulative average.

Academic Advising

Advising assists you with program and course selection, with problem solving, and with
identifying the best campus resources to help you move successfully toward your academic goal.
Plan to schedule an advising appointment (in person, by phone or via email) at least once a year,
but as often as every semester, if that would be beneficial to you. Your instructors will also
provide academic guidance; seek their counsel.

ID Cards

ID cards are mailed to all new students after the start of class. Continuing students must validate
their I.D. cards each fall at the Myrin Library circulation desk. If your card is lost, call the Center
for Continuous Learning at 610-409-3400 for a replacement.

Parking Stickers
If purchased while registering for courses, a sticker will be mailed to you at the beginning of the
semester OR you may purchase one directly at the Center Office.
Parking
e All cars must be parked on paved or conditioned surfaces i.e. macadam/blacktop/stone.
e No parking on grass, dirt, or in between trees.
e Every car parked on campus must be registered with the Campus Safety Office.

e Parking stickers must be displayed on the driver side of the car in either the rear window or on
the rear bumper.
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Vehicles will be towed immediately if they are blocking parking lots, fire lanes, loading docks,
or are parked in handicapped spaces without handicapped tags or badges.

Parking areas are designated with the following color-coded guidelines:

WHITE LINES - Student Parking  YELLOW LINES - Staff/Faculty Parking

All vehicles parked on campus outside of the above designated areas will be ticketed

Tickets violations Fees

Parked in staff/faculty area - $25.00

Parked improperly in parking area - $25.00

Parked illegally outside of designated area - $25.00
Parked in handicapped space - $100.00

Parked in front of a dumpster - $65.00

Driving at excessive speed - $25.00

Parked on grass/lawn - $35.00

Parked on sidewalk - $35.00

No Decal/ unregistered - $100.00

Parked in fire lane/on campus driveway - $100.00

Contact Campus Safety (x2737) if you have any questions.

Homework

As a “rule of thumb” to organize your study time, estimate two times the number of enrolled
credit hours to find the minimum hours you should expect to spend each week on homework.
For math and science courses, estimate three times the credit hours. For NetGaincourses, plan
on 12 hours each week.

Sexual Harassment

Because the moral principles underlying the purpose of Ursinus College reflect a respect for the
dignity of the individual person, it is the policy of this institution that no member of the academic
community may sexually harass another. Sexual harassment is an unethical and unprofessional
activity, which frequently involves persons of unequal power, authority, or influence. Sexual
harassment is defined as unwelcome sexual advances, requests for sexual favors and other
verbal or physical conduct of a sexual nature when:

1. submission to such conduct is made either explicitly or implicitly a term or condition of an
individual's employment or academic achievement; or

2. submission to or rejection of such conduct by an individual is used as the basis for
employment decisions or academic decisions affecting such individuals; or

3. such conduct is abusive of others and implies, in an abusive manner, a discriminatory
hostility toward their personal or professional interests because of their sex; or

4. such conduct has the purpose or effect of unreasonably interfering with an individual's
work or academic performance or creating an intimidating, hostile, or offensive working or
academic environment.
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Procedure for bringing a complaint against a faculty member

The person who believes that sexual harassment has occurred is encouraged to report the
incident to the Dean of Continuing Education. The Dean will then ascertain the relevant facts,
will inform the alleged offender of the nature of the complaint, and will attempt to resolve the
complaint through internal processes, including discussions with the concerned parties. At this
informal stage, complaints will be handled with complete confidentiality. If the informal
procedures do not achieve a resolution satisfactory to the complainant, the complainant may
continue the complaint with a formal written charge(s). The Dean of the College will constitute
an ad hoc committee of three members. The Dean should attempt to ensure that both parties
find the committee members acceptable. The committee will hear both parties, consider the
complaint, and will render a judgment in writing to the Dean and the President. The Dean, after
consultation with the ad hoc committee, will inform both parties in writing of the Dean's decision
on the complaint. If the complainant or the alleged offender disagrees with the decision of the
above, the complainant or the alleged offender may appeal the decision to the President of the
College.

Anticipation of Graduation

Once accepted as a degree candidate, a student is eligible to receive the Bachelor degree as soon
as the specified course and credit requirements have been met. Degrees are awarded only in
May and in October. Degree candidacy applications must be submitted and approved at least
one full semester before the degree can be granted. Thus, degrees will be granted at the May
commencement only to those students admitted as degree candidates on or before December 1.
Students finishing in summer sessions will receive a diploma dated October. Each student bears
responsibility for fulfilling graduation requirements in the degree program selected. Ongoing
academic advising will aid this process.

No student may take CLEP exams or courses off campus in the final semester before
graduation. Exceptions to this policy are made only for those students who have moved out of
state, or who now live at a considerable distance from campus, or by permission of the Dean of
Continuing Education.

An “Intent to Graduate” form must be submitted by the student to the Center Office the
semester prior to completion of degree requirements. An application may be obtained from the
Center for Continuous Learning or online at
http://eveningprograms.ursinus.edu/bachelors/advising/gradform.asp.

It is the student’s responsibility to meet all course and credit requirements in his/her program of
study. The student should review the latest degree audit with a Center adviser the semester
before graduation is anticipated.

Diplomas and transcripts will not be released until all debt obligations to the College have been
met to the Business Office, Security Office and Myrin Library.
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CAMPUS RESOURCES

Math Help Lab

Labs are available upon request. Contact Ellen Matthews at 610-409-3400 or
ematthews@ursinus.edu for information.

Writing Center
The Writing Center is open in the Fall and Spring semesters for students seeking help with
writing; including proofreading and editing, oral presentations, lab reports, and research papers.

Walk-ins are welcome. Appointments are also available. Call Margie Connor in the English
Department at 610-409-3595.

Technology

WebStudy management software is used for all NetGain courses. Blackboard software is used
for all other courses. If you enroll the first day of class or later, you may not have access to
Blackboard until the day after you register.

Blackboard also gives you access to your Ursinus email. Blackboard is found on our website:
http://eveningprograms.ursinus.edu, select Resources and Web Tqaalsd then Blackboard.

NetClassroom allows you to see your own personal information, including your grades.

The Ursinus Network logon is used for Blackboard and NetClassroom. Your Network user name
consists of the first two letters of your first name followed by your last name with no spaces.
Your password is the last six digits of the social security number that you provided when
registering. Please direct any questions concerning your Network logon to the Ursinus College
Technology Support Center, techsupport@ursinus.edu or 610-409-3000, ext. 2244.

A separate logon is required for accessing the WebStudy course management software used for
all NetGaincourses. WebStudy is found on our Website: http://eveningprograms.ursinus.edu,
select Resources and WebTaoalad then WebStudy/NetGain All NetGainlogon questions
should be emailed to bgaydos@ursinus.edu.

Website

Our website is your best source for up to the minute accurate data covering virtually all of our
programs, current course schedule, course descriptions, cancelled and closed courses, room
assignments, forms, applications, and a host of other information you will eventually need to
access. We recommend you bookmark it and refer to it first for all queries.

Student Newsbriefs

A newsletter that is distributed twice a semester, it contains information about current events on
campus, critical deadlines, and vital information for students. It is available on the website at
http://eveningprograms.ursinus.edu/news/announcements.asp
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Career Services

The Career Services Office in Bomberger Hall has varied career information resources —staffs,
computer programs, literature are available. Students in their final year of course work may
register for interviews on campus. Call 610-409-3599 for an appointment.

Dining — Fall & Spring
Wismer Dining Hall is located in Wismer Center and serves food until 7:00pm M-F.

Zack’s Food Court is located in Wismer Center and serves food until 8:30pm M-F.

Jazzman’s Café is located on the first floor of the Myrin Library and is open until 10pm M-H. Click
here for more information http://foodservices.ursinus.edu/locations.html
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HONORS

Deans List

The Dean’s List recognizes excellence of academic performance by undergraduate evening
students. Criteria for Dean’s List recognition are:

1. Acceptance as an Ursinus College evening degree candidate
2. Completion of 12 credits in a given academic year
3. Minimum 3.50 overall cumulative average for the academic year

Alpha Sigma Lambda Honor Society

The Center for Continuous Learning at Ursinus College is a member of the national honor society,
Alpha Sigma Lambda, which recognizes continuing education students who have achieved
academic excellence. Based upon our enrollment, Ursinus admits up to 5 qualified students each
year.

Jan Lawrence Lange Award

The Jan Lawrence Lange award is presented annually. The recipient is chosen from nominations
by the faculty of the Center for Continuous Learning to the graduating senior who best
exemplifies pursuit of knowledge and diligence in lifelong learning.

Phillips Prize

The Professor William J. Phillips Prize, which carries a cash award and tuition voucher, is
presented each year to the evening Bachelor of Business Administration degree candidate
achieving the highest cumulative average at the end of the junior year (96 semester hours
credit). At least half of these credits must have been earned at Ursinus College.

Graduation with Distinction

Students may be graduated with distinction if their cumulative average warrants such honors.
These distinctions are Summa Cum Laude, 3.85 or above; Magna Cum Laude, 3.67-3.84; and Cum
Laude, 3.50-3.66.
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FREQUENTLY ASKED QUESTIONS & TROUBLE SHOOTING

Q. How do | request a trascript?
A. Contact the Registrar’s Office 610-409-3605.

Q. Who do | contact if | am having a problem logging on to my email, UConline or Blzenkd?
A. Contact the Help Desk at techsupport@ursinus.edu or 610-409-3000 ext. 2244.

Q. What do I do if | am not able to log in to my NetGain course?

A. Students do not have access to WebStudy courses until their course becomes active. Courses
become active at noon on the date of the pre-session listed in the Course Schedule. If you are
trying to log in after the class becomes active, and still cannot get in, contact Beverly Gaydos
at bgaydos@ursinus.edu.

Q. Who do | contact ifam having a problenwith the Website?
A. Contact Beverly Gaydos at bgaydos@ursinus.edu or 610-409-3785.

Q. How do | get a replacemenD. Car®
A. Contact the Center at adultslearn@ursinus.edu or 610-409-3400.

Q . How do | find oufficlasses are bag cancelled due to bad weather?

A. After 3:00 pm go to the website at http://eveningprograms.ursinus.edu. An announcement
will be on the home page. Also we announce on KYW News Radio, code number 2429.

Q. How can | find owvhat new things are going on at the Center?

A. Go to the website at http://eveningprograms.ursinus.edu and click on News & Information
Sesionsand then to Announcements.

Q. Who do | contact ifhave a question about mpill?

A. Contact Betty Davidson in the Business Office at bdavidson@ursinus.edu or 610-409-3000
X2421.

Q. How can | getontad information for a professo?
A. Contact the Center at adultslearn@ursinus.edu or 610-409-3400.

Q. Who do | contadf | do not receive my grade?

A. Contact the Registrar’s Office at 610-409-3605. Please wait until three weeks after the
semester has ended.
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Q. How do | drop a course?

A. You have to drop in writing. Go to the website at http://eveningprograms.ursinus.edu and
click on Bachelor Degrees/Redgjiation. Click on Drop/Add form in the brown box on the right
of screen. Download form, fill it out and fax it to the number on the form. Go to Student
GuidebookAcademic Policies & Procedures under Refund Policy to determine if you will
receive a refund.

Q. Where can | find an Academic Calendar?

A. Go to website at http://eveningprograms.ursinus.edu and click on Schedules & Calendars

Q. How do | know where my class is located?

A. The Registrar’s Office mails a confirmation with your room assignment one week before class.
You can also get the room number from the website at http://eveningprograms.ursinus.edu
under the Schedules & Calendars Tab. Click on Bachelor Course Schedules

Q. How do | access a Campus Map?

A. Go to website and click on About Us?

Q. Who do I contact about the NetGain program?
A. Contact Bev Gaydos at bgaydos@ursinus.edu or 610-409-3785.

QO

. Where do | purchase my textbook?

A. Go to the book store located in the lower floor of Wismer. Make sure you identify yourself as
an evening student. For bookstore hours go to the website at
http://eveningprograms.ursinus.edu and click on Resources and Online Toalyou have
problems getting your book and would like help, contact Ellen Matthews at
ematthews@ursinus.edu or 610-409-3400.
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